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Welcome to the Menlo Park City School District Early Learning Center! 
 
Our Program 
 
The Early Learning Center (ELC) is open Monday through Friday from 7:30 a.m. to 6:00 p.m. 
serving children 3-5 years old (born between September 1, 2013  and December 1, 2015).  
 
There are two options for enrollment: 
 

● Full-day (5 days a week)- 7:30 a.m. - 6:00 p.m. or 
● Part-day (5 days a week) - 9:00 a.m.-12:30 p.m. or 1:30 p.m.-5:00 p.m.  

 
For a minimal extra fee, children who are enrolled in the morning part-day class may come to 
school between 7:30-9:00 a.m. and children who are enrolled in the  afternoon  part-day class 
may stay from 5:00- 6:00 p.m. Families are asked to inform the ELC of their intention to use 
before or after-care by the Friday prior to the week care is needed. 
 
Classrooms follow a modified Menlo Park City School District calendar. Summer, holiday and 
after-hours programs may be made available based on demand and staff availability. 
 
The Early Learning Center is licensed under the California Department of Social Services 
Community Care Licensing to provide childcare for preschool age children. Children must be 
toilet trained before the first day of school.   
 
This handbook is designed to give you information about our early childhood program and 
familiarize you with our policies. We look forward to getting to know you and your family. 
Thank you for working with us to provide a rich, inviting, and developmentally appropriate 
environment for young children.   
  
Our Philosophy 
 
The Menlo Park City School District’s Early Learning Center nurtures young children’s curiosity, 
sense of wonder and deep engagement with the world around them, preparing them to 
develop the critical skills needed to enter kindergarten and reach their full potential. Our 
caring and knowledgeable teachers support the development of friendships, foster positive 
conflict resolution skills, and ensure that children have a sense of belonging and feel safe and 
valued for their unique gifts.  
 
 
We believe that young children flourish in environments where play, experimentation and 
positive interactions are at the core of their everyday experiences; and have the capacity to 
persevere with great concentration on challenges that truly engage them and light the fire of 
their curiosity. 
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Guiding principles: 

● Children experience a fundamental sense of well-being, knowing that they are safe, 

cared for and respected by their teachers and the ELC community. 

● Families are their children’s first teachers and respected as partners in their educational 

journeys. 

● Children and families from diverse backgrounds thrive and benefit from the core values 

of equity, interdependence and social justice. 

● The program will meet the needs of the whole child: physically, socially, emotionally and 

cognitively. 

● The environment will be rich in materials to foster children’s emergent literacy, math, 

science, technology, art and social skills. 

● The curriculum will prepare children for school through a creative, developmentally 

appropriate, child-centered, play-based program. 

● The program will nurture a connection to nature and the environment. 

● Children will develop 21st Century learning skills of problem solving, persistence, 

communication, empathy, creativity and citizenship. 

  
The Early Learning Center seeks to “raise all boats” so that a child’s success will not be 
determined by his or her race, socioeconomic status, gender, (dis)ability, or home language. 
The ELC values individual, cultural, and linguistic diversity and fosters positive relationships 
with children’s families. The  ELC is an inclusive environment that welcomes and intentionally 
includes children with varying abilities, diverse cultures, and socioeconomic backgrounds. At 
least 25% of spaces in the ELC are set aside for children from low-income families.  
 
Guidance  
We support children in developing self-regulation skills, a sense of personal responsibility and 
problem solving skills through positive discipline.  We model, facilitate, redirect, and use 
positive reinforcement to guide children in making choices. Learning how to resolve conflict is 
considered to be of prime importance. The goal is for all children to learn how to solve their 
problems verbally, in a manner that respects the feelings of each child. Children work towards 
becoming independent problem-solvers, with teachers providing the needed assistance.  
 
Inclusion 
The Early Learning Center at Laurel is co-located with the Heritage Oak Children’s Center 
(HOCC), which offers specialized supports to children with special needs and their families. 
Children from the ELC and HOCC will have regular opportunities to play and socialize together 
in their classrooms and on the playgrounds, providing value to children in both programs.  
 
Role of the Family 
At the  ELC, families are valued as their children’s first teachers, partners, and advocates who 
share important insights about their children’s interests, abilities, strengths, and needs with 
the ELC staff. Parents are an integral part of the ELC community and are asked to participate 
in monthly family engagement opportunities provided by the ELC, where they have the 
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opportunity to share their knowledge, support each other, and learn from others about the 
rich and complex task of parenting. 
 
Role of the Teacher  
Teachers at the Early Learning Center develop supportive relationships with children that 
foster positive social-emotional development and set the stage for children to learn and grow 
in all areas of their development. Teachers observe and are attuned to children’s emerging 
interests and create learning environments and curriculum that extend their curiosity, 
increase their knowledge and develop new skills. Teachers engage and communicate with 
families about their children’s developing skills, growth and exciting moments. Early Learning 
Center teachers have the qualifications, knowledge, and professional commitment necessary 
to promote children’s learning and development and to support families’ diverse needs and 
interests. 
 
Curriculum 
The Early Learning Center curriculum addresses the growth and development of the whole 
child, including the social, emotional, physical, cognitive, and linguistic domains. The ELC 
implements an “emergent” model in which the curriculum is developed in response to 
children’s interests and the environments in which they live. An emergent curriculum lends 
itself to a culturally responsive, project-based approach that encourages sustained inquiry and 
authentic engagement of children and teachers. In addition to children’s own interests, other 
sources of content can include teacher interests and goals for children; and people, places or 
materials in the surrounding environment. 
 
Using the State of California’s Preschool Learning Foundations and Curriculum Framework 
as a guide, specific curricula will include or be inspired by: 
 

● Emergent Curriculum - e.g. Reggio Emilia, Creative Curriculum 
● The Project Approach 
● Handwriting Without Tears 
● Teacher’s College Readers and Writers Workshop, PreK approach 
● Kindness Curriculum 
● Early Learning Math Initiative (Stanford/SMCOE) 

 
Environment 
At the ELC, children are surrounded by beauty and possibility in environments that nurture 
their curiosity, sense of wonder and belonging, and where they are inspired to grow through 
investigative play, experimentation, and safe risk-taking. Children will  have choices in the 
activities they undertake and the spaces they move in and teachers will modify the learning 
environments in response to children’s interests and in the opportunities they provide 
children.  
 
 
Developmentally Appropriate Practices 
We follow Developmentally Appropriate Practices, which is a guideline for 
maintaining a high quality program, designed by the National Association for 
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the Education of Young Children (NAEYC). The basics of these guidelines are as 
follows:  
 

● Curriculum is based on knowledge of how children learn.  
● Activities and learning experiences reflect concepts and ideas that are 

relevant to the child’s world.  
● Teachers understand the sequence of development, and that children 

develop at their own, unique rate.   
● Individual and cultural variation is celebrated. 
● Teachers provide many opportunities for children to work in small 

groups to practice problem solving.   
● Teachers provide opportunities for children to choose their own activities 

from varied learning areas based on program goals and information 
teachers have collected about each child.  

 
Guidance  
We use ‘mistakes’ as learning opportunities for children to practice how to respond differently 
in the future.  We never use corporal punishment or ‘time out’. It is our job to provide a safe 
environment for all children. If a child’s behavior becomes harmful to self, to other children, or 
to staff, we take action by tracking the child’s behavior, creating a modification plan, and 
checking in with the child’s parents to coordinate additional consistency in responses and 
logical consequences between home and school.  
 
Daily Offerings 
 
Center Time 
Center time is made up of a variety of centers which offer children choices of varied 
opportunities for exploration and expression. Teachers facilitate hands-on experiences in our 
multi-sensory, print-rich environment to support children in developing healthy life skills. 
Within each center children have several opportunities to take risks and expand their 
knowledge. Children choose activities independently, traveling through the centers and 
engaging in activities that interest them individually and in small groups. 
 
Center offerings include: 

● Art 
● Literacy - Reading, Writing and Speaking 
● Science  
● Math 
● Table toys and fine motor activities, such as Legos and Magnatiles 
● Sensory activities, such as playdough 
● Dramatic play 
● Blocks 
● Cooking 
● Outdoor art, blocks, reading  
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Circle Time  
Circle Time builds a sense of community and sharing. During Circle Time, children expand 
their knowledge of the world around them. They learn about similarities and differences and 
diverse family traditions while practicing being successful as part of a group. Often, activities 
are introduced at Circle Time and are extended during Center Time. 
 
Small Group Time 
Small groups offer excellent times for teachers to monitor children’s developmental progress 
and support children in engaging in new and more complex thinking. The chance for teachers 
to observe, listen, and document children’s developmental progress is an important 
advantage of small groups.  
 
Outdoor Time 
 The playground will be an “outdoor classroom” with areas dedicated to blocks, art, science, 
reading, dramatic play, water and sand, climbing, running, jumping, riding, and more. Children 
spend time outside, rain or shine, so please make sure to dress your child appropriately!  
 
Meal Times 
Please see “Lunch and Snacks” below.  
 
Rest Time  
Community Care Licensing requires every child in a full-day program be provided an 
opportunity for quiet rest. Children will rest quietly on their mats from approximately 12:30 
p.m. to 2:30 p.m. We help children self soothe and rest with quiet music and back rubs. They 
may get up and begin play at approximately 1:15 p.m. if they have not fallen asleep.  
 
Attendance  
Research has shown that regular attendance in preschool has positive effects on later school 
success. Enrollment in the ELC is contingent upon a commitment to regular attendance on 
the assigned days/schedule for the school year. Class placements are tentative for the start of 
the school year and may be changed to best meet the needs of the children in the program.  
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PART-DAY AM SCHEDULE  

Approximate times are given since we follow the children’s lead whenever possible  
and times may vary by classroom. 

 

ACTIVITY  TIME (APPROXIMATE) 

OPTIONAL FEE-BASED AM CARE  7:30-9:00 

ARRIVE AND CHOICE CENTERS   9:00-9:15 

MORNING CIRCLE   9:15-9:30 

CHOICE CENTERS AND SMALL GROUPS  9:30-10:15 

MORNING SNACK   10:15-10:30 

PLAYGROUND/CHOICE CENTERS   10:30-12:00 

LUNCH TIME  12:00-12:30 

GOOD-BYE UNTIL TOMORROW!  12:30 

 
 

PART-DAY PM SCHEDULE  
Approximate times are given since we follow the children’s lead whenever possible  

and times may vary by classroom. 
 

ACTIVITY  TIME (APPROXIMATE) 

ARRIVE AND CHOICE CENTERS   1:30-1:45 

AFTERNOON CIRCLE   1:45-2:00 

CHOICE CENTERS AND SMALL GROUPS  2:00-2:30 

JOIN FULL-DAY CHILDREN BY AGE GROUP 
(SEE FULL-DAY SCHEDULE) 

2:30-5:00 

GOOD-BYE UNTIL TOMORROW!  5:00 

OPTIONAL FEE-BASED PM CARE  5:00-6:00 
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FULL-DAY SCHEDULE 2018-19 
 

Approximate times are given since we follow the children’s lead whenever possible  
and times may vary by classroom. 

 

ACTIVITY  TIME 
(APPROXIMATE) 

EARLY ARRIVAL  7:30-9:00 

ARRIVE AND CHOICE CENTERS   9:00-9:15 

MORNING CIRCLE   9:15-9:30 

CHOICE CENTERS AND SMALL GROUPS  9:30-10:15 

MORNING SNACK   10:15-10:30 

PLAYGROUND/CHOICE CENTERS   10:30-12:00 

LUNCH TIME  12:00-12:30 

REST TIME    12:30-2:30 

AFTERNOON SNACK   2:30-2:45 

AFTERNOON CIRCLE   2:45-3:00 

PLAYGROUND   3:00-4:00 

CHOICE CENTERS/PLAYGROUND  4:00-6:00 

SCHOOL CLOSES  6:00 
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Parent Participation 
 
The ELC strongly encourages the ongoing involvement of the family in each child’s education. 
Parents are welcome to spend time in the classroom with their child. This is a special time for 
both parent and child. Parent work days are occasionally requested and are a fun way to meet 
other families at the preschool. The Early Learning Center provides parent participation 
opportunities in the following ways: 
 
 

● Orientation Meeting: Parents are required to attend this early September 
meeting that provides essential information about classroom and school 
procedures and curriculum.   

● Family Cafes and Parent Education meetings: Approximately once a 
month, the ELC will hold evening meetings to provide support and 
information to families related to the raising of their children. Families 
are encouraged to take a leadership role in the Family Cafes!  

● Maintenance Days: Parents help paint, clean, make repairs or do 
whatever is needed. One parent of each child is asked to attend at least 
one Maintenance Day per year.  

● Working at the school in the classroom on special projects. 
● Aiding the teacher in the preparation of materials for curriculum 

development. 
● Visiting your child's room. 

 
All adults participating in the classroom will need to provide documentation of TB, pertussis, 
measles and flu vaccination (SB792). 
 
Open Door Policy 
The ELC Early Learning Center has an Open Door policy which means that parents are always 
welcome to visit their child at any time, announced or unannounced. Parents may discuss 
especially good times for observation of their child with their child’s teachers, or they may drop 
by to join us for lunch or to enjoy play. We require visitors to take an active responsibility for 
the supervision of any additional children brought to the school, and to follow all school 
agreements and rules.  
 
Communication with Families 
 
It is very important to us that you feel welcome in our school and that your needs and those of 
your child are being met. To achieve this we expect families to work with us to provide 
consistency between school and home. When you have information, a question or concern, 
please do not hesitate to share with us! We provide many opportunities to communicate 
between home and school.  
 
If you have a concern about your child or want to speak with the teacher, we ask you to 
understand that there isn’t always time to talk in person during school hours because our 
primary goal is to meet the needs of the children. For a non-urgent matter, we invite you to set 
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up a meeting time with the teacher, send an email, or leave a note with the director. We will 
respond as soon as we are able. If you have an urgent matter to discuss, please let one of us 
know right away. 
 
Parent Teacher Conferences 
At Parent Teacher Conferences, held twice a year, teachers share information from the child’s 
developmental portfolio and parents have the opportunity to ask questions about their child’s 
development and share any concerns they may have. Parents and teachers can discuss goals, 
milestones or recommendations that would be beneficial for the child.  
 
Parent Information Board 
Our Parent Information Board is a valuable source of information. Please check these boards 
frequently and stay current with information specific to daily and weekly activities, snack 
schedules, themes, etc. 
 
Newsletters 
To support family members in staying well informed, we email newsletters to every family at 
least once each month. (Be sure to notify us if your email address changes or if you have not 
received our newsletter.) If you do not use email, paper copies are available by request.  
 
Digital Communication  
Families will have the option to receive photos and communications from their children’s 
teachers via device-based apps with secure connections.  
 
Documentation and Assessment 
Teachers document children’s activities and learning with written observations, photographs, 
and work samples. Using these assessments, teachers compile developmental portfolios to 
share children’s progress with families at parent teacher conferences and throughout the year.  
 
The ELC will use other tools throughout the year to assess children’s progress towards their 
goals and share the results with families.  
 
Ages and Stages Questionnaire 
At the beginning of the school year,  families will be asked to complete the Ages and Stages 
Questionnaire (ASQ) and the ASQ- Social and Emotional in which you will be asked to share 
your in-depth knowledge of your child’s development, including strengths and any potential 
concerns you have. The purpose of this screening is to help your child have a successful 
experience at school, give the teachers needed guidance in working with the child, and 
determine what type of support the child may need. Teachers will review the ASQs and discuss 
with parent(s) during the fall conference.  The ELC may ask the Parent/Guardian to obtain 
outside services for developmental observation, formal screening, or therapy for the child, in 
order to allow the ELC to more effectively meet the needs of the child.  
 
Holidays and Celebrations 
 
Holidays and celebrations are a meaningful time to highlight the values and traditions of our 
community and honor our diversity. These values are interwoven in our activities throughout 
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the year; however, when we do celebrate specific holidays, we make sure to keep the 
celebrations appropriate for young children, secular (without religious aspects) and 
non-commercial. The MPCSD Recognition of Religious Beliefs and Customs guidelines 
describe why children will not be celebrating religious holidays at the ELC. 
  
Many of our celebrations are school-wide events, but some are celebrated in the individual 
classrooms. Each team of teachers has their own unique way of celebrating and will follow the 
guidelines listed above. Below are some of the celebrations that all children will participate in. 
 
 
September 
The beginning of the school year is a great time to introduce the concept of 
different kinds of families through a celebration of "Love Makes a Family.”  We 
emphasize that we all have families, all families are different and love is what 
makes a family.  Children may bring in pictures of their families, share stories 
and draw pictures.  These are displayed for everyone to share.  
 
December 
Our goal is to keep the month of December as peaceful as possible, despite all 
the excitement, so that our children are not overwhelmed and overstimulated. 
We stress sharing, caring and peace. Classrooms may have the children bring 
photos from home to illustrate how their families celebrate the holidays. We do 
not have commercial or religious images of the holidays in our school or in our 
art projects.  
 
February 
Valentine’s Day is a time to talk about love and friendship. We will create 
artwork to honor this holiday; however, we do not exchange commercial 
valentines.  If a child makes valentines at home, they must have one for every 
child in their class.  
 
June 
Graduation is held at the end of the ELC school year. All the children participate 
in the graduation to celebrate their transition to a new classroom or a new 
school.  

 
Birthday celebrations 
Birthdays are very important events in young children’s lives.  To help make each child’s 
birthday special, we celebrate each child’s birthday in class. Parents are welcome to donate a 
book to our school library and bring a snack, according to the district's Wellness Policy BP5030 
which states that “families are encouraged to consider nutritional quality when selecting any 
snacks which they may donate for class parties." If you are bringing snacks for a class birthday 
party, please bring lower sugar options like fruit, cheese, pretzels, etc.  
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What to Bring To School 
 
Lunch and Snacks 
The ELC will provide one snack a day for all children in the program. Full-day will children 
bring a nutritious morning snack and lunch from home.  We encourage you to pack healthy 
food choices that provide the necessary protein, carbohydrates, and nutrients for a busy day at 
school.  Parents also need to provide a napkin, utensils, and a beverage; milk or water is 
strongly recommended. We are a nut free school. No nuts of any kind are allowed at school 
due to severe allergies. Please check your granola bars, cereals, etc. to make sure there are no 
nuts. (Made in a factory that processes nuts is ok.) 
  
Please do not send highly processed foods, candy, chocolate, cookies, chips, sugar cereals, fast 
food, soda or items high in fructose, corn syrup, or hydrogenated oils.  Instead, select whole 
grain, real fruit, high protein, low fat, low sodium, and low sugar foods.  
 
Families who qualify for Free and Reduced Lunch and families who wish to pay an additional 
fee may order hot lunches directly from The LunchMaster,  a vendor contracted to MPCSD 
(more information will be provided separately).  
 
Clothing 
The ELC has lots of sand, water-play, and hands-on art activities.  In order to fully participate in 
our program, children should wear comfortable, washable clothing and appropriate, sturdy 
shoes.  If your child wears dresses or skirts, they should cover their legs with pants, shorts, 
tights, or leggings, if possible.  This helps to prevent scrapes on legs and knees.  Children 
should wear pants with elastic tops for ease in toileting and changing.  Avoid belts, suspenders 
and overalls, which always require a teacher's help. 
  
All clothing must be marked with the child's name, including underwear, shoes, sweaters, 
jackets, hats, and rain boots.  Please use a permanent marker and/or iron-on or sew-on tape, 
and mark everything! 
 
Our school is licensed for children who are fully potty trained; however, do have bathroom 
accidents periodically at this age level.  If an accident occurs, a teacher will help the child 
change his or her clothes, and the soiled items will be sent home in a plastic bag.  Parents 
should keep a change of clothes for their child, including a shirt, short/pants, underwear, and 
socks at the school.  We ask that parents periodically check their child’s extra clothes box to 
make sure clothes are the appropriate size and appropriate for the changing weather.  If your 
child has consistent bathroom accidents and/or does not appear fully potty trained, this could 
be terms for termination of enrollment. 
 
Inappropriate clothing may cause some accidents and magnify others.  School safety dictates 
additional clothing regulations that we need and expect you to follow: 
  

1. No open shoes or shoes which do not fasten. Sneakers are highly recommended.  
2. No clothing with long strings, as these are a choking hazard. Long dresses or skirts also 

must be avoided, as they are unsafe on the playground. 
3. No violent or media-imaged t-shirts or other clothing. 
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4. No jewelry should be worn to school, since it can be dangerous and cause accidents. 
This includes bracelets, necklaces, and any earrings other than studs in pierced ears. 

5.  All children must have a complete, extra set of clothing (including underwear, socks, 
pants, shirt, and sweatshirt) at school at all times.   

6. Since the weather is changeable, please bring a jacket to school with your child.  Very 
heavy jackets are often not needed as the children are very active.  

 
Nap Items 
 The ELC will provide each full-day child will his or her own mat for resting.  Each child should 
bring a crib sheet and blanket from home. Every item should be labeled with the child’s first 
and last name and will be taken home to be washed on Fridays and returned to the ELC on 
Mondays. Occasionally rest items are forgotten. If this happens, we will provide those items 
needed for the day.  If your child has borrowed rest items, please take them home to wash and 
return them.  
 
Health and Safety  
 
Sign In and Sign Out 
FOR THE SAFETY OF ALL CHILDREN: IT IS A LICENSING REQUIREMENT THAT YOU MUST SIGN 
YOUR CHILD IN AND OUT EACH DAY IN THE CLASSROOM. 
  
The most important job a parent or caregiver has when entering or exiting the school is 
signing the child in and signing out when leaving. In an emergency, we rely on the 
information being accurate and we need your help to make sure that your child is accounted 
for.  
 
All children must be signed in and out daily by an authorized individual with a full first and last 
name. No child will be allowed to leave the school without an authorized person. Please be 
sure to list on your emergency card all people who are authorized to pick up your child. 
Continued enrollment in the program is contingent upon signing children in and out daily.  
 
The ELC may ask to see a photo ID for the person picking up your child and will not release                                       
children to a parent/guardian or any other person who is clearly under the influence of alcohol or                                 
other drugs. 
 
Hand Washing 
Parents, staff and children must wash their hands before entering the classroom. Children and 
staff wash their hands throughout the day, after toileting and before all meals. Tables are 
washed before and after all meals. 
 
Toilet training 
All children must be fully potty trained prior to attending our preschool program.  
 
Immunizations 
All children must present proof of the following immunizations, as required by the California 
Department of Public Health Immunization Branch.  
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1. Polio Three Doses  
2. DTP Four Doses  
3. MMR One Dose (must be on or after first birthday)  
4. HIB Meningitis One Dose (must be on or after first birthday)  
5. Hepatitis B Three Doses  
6. Varicella One Dose (must be on or after first birthday)  
7. TB Risk Screening Form or TB test results (must be within one year prior 

to 1st day)  
8. Influenza - One Dose (recommended) 

 
 
Illness   
In order to reduce illness, we require that you keep your child home when any of the following 
symptoms are present:  
 
 

● Temperature of 101 F or higher or irregular temperature - Children must 
be without fever for 24 hours, without the use of fever reducing 
medicine, before returning to school. 

● Unexplained or prolonged cough.  
● Vomiting or diarrhea - Children must not return to school for 24 hours 

after vomiting or diarrhea.  
● Conjunctivitis (pink eye) – tears, redness of eyelid lining, irritation 

followed by swelling with white or yellow discharge. 
● Skin infection or any type of unexplained rash.  
● Symptoms and signs of possible severe illness, such as unusual lethargy, 

uncontrolled coughing, irritability, persistent crying, difficult breathing or 
wheezing. 

● Strep throat – until 24 hours after initial antibiotic treatment and 
cessation of fever. 

● Pertussis, measles, mumps, rubella, shingles, whooping cough, impetigo, 
chicken pox  – until treatment has occurred and a doctor has authorized 
return to school. 

 
Daily  Health Inspections 
Community Care Licensing requires daily health inspections. Children who arrive at school ill 
or displaying any of the preceding symptoms will be sent home. Children who become ill at 
school will be removed from the group and cared for until a parent or guardian comes to pick 
up the child. If your child will be absent, please call to inform us so that we may watch for 
symptoms in other children. Additionally, if your child has contracted or been exposed to a 
contagious illness, please call to inform us promptly. We are required to post exposure notices.  
 
Parents need to be alert to early signs of illness: fever, lethargy, poor appetite and general 
crabbiness. Please do not bring your child to school when you suspect that they might be 
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coming down with an illness. The health of the entire school depends upon parents keeping 
their children out of school whenever they might be infectious.  All parents must set up a 
stand-by person to call when their child is ill at school and must be sent home.  
  
Allergies 
Allergies of any kind (food, pollens, medications, etc.) are listed in each classroom. Please 
inform the teachers and directors of any new allergies so we can update the lists. 
 
Medication  
We administer medicine when needed. Medicine is defined as any item that may have an 
active ingredient such as “vitamins, sunscreen, cough drops, aspirin, diaper ointments, and all 
prescription medications.” Medication is dangerous to your child and to other children when it 
is left in your child’s lunch, cubby, pockets, or in their rest items. If your child requires any kind 
of medication the parent is required to do all of the following:  
 
 

1. Complete a “Consent to Administer Medication” form. 
2. Provide a prescription with the child’s name, dosage and doctor’s name 

for any prescription medications. 
3. Write the child's first and last name on the original child-safe medication 

container.   
4. Write the dates the medicine is to be administered on the container and 

the form.  
5. Give medication and form to the director or teacher, where it will be 

placed in a locked cabinet.  

 
The family may be required to provide training to staff in the administration of the medication. 
Medication that is to be given for longer than two weeks, or that is to be kept onsite for 
emergencies, requires a note from the child's doctor stating the length of time the medicine is 
to be administered and the reason for emergency medication.  
 
Sunscreen 
Parents are asked to apply UVA/UVB blocking sunscreen daily to your child's face, ears, neck, 
and arms. Each family must complete a Sunscreen Permission Form. If parents specify a 
specific brand of sunscreen, it must be provided for the classroom. Teachers will re-apply as 
needed. Sunscreen or chapstick may not be left in a child’s cubby.   
 
Lice 
The district follows the evidence-based recommendations of state and national health 
organizations and has adopted a “no live lice” policy, the details of which can be found here. 
The Board of Trustees recognizes that head lice infestations do not pose a health hazard, are 
not a sign of uncleanliness, and are not responsible for the spread of any disease.   
 
Accidents and Incident Reports  
We are concerned about children's safety and work hard to provide a safe environment; 
however, risk taking is also a part of healthy development. We provide guidance and close 
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supervision during all activities, but unfortunately not all accidents can be prevented.  If a child 
is injured our procedures are as follows:  
  
 

1. All injuries (beyond a scraped knee) are reported on an Incident Report 
form and kept in the child’s file. 

2. If an injury needs medical attention, but is not an emergency, we will call 
the child's parents. If a parent cannot be reached, we will call the 
emergency numbers listed on your child's emergency form.  

3. If the injury requires immediate emergency treatment we will call 911 for 
assistance and an ambulance for transportation to the hospital, then we 
will call the child’s parents.  A staff person will accompany the child to 
the hospital.  

 
Mandated Reporters 
Teachers and staff of the ELC are required by law (Title 22, Division 12) to report suspected child 
abuse or neglect. As mandated reporters, staff have absolute immunity from criminal or civil 
liability for reporting as required or authorized. The primary intent of the report is to protect the 
child and help the parents. Teachers are trained to recognize signs of abuse.  
 
Early Learning Center Incidental Medical Services Policy 
Under specified circumstances, Menlo Park City School District’s ELC may provide incidental 
medical services when the parent/authorized representative has provided written 
authorization and obtained written instructions from the child’s physician. Disability laws 
require preschool facilities to undertake an individualized assessment of a situation if the 
childcare facility receives a request to provide incidental medical services as an 
accommodation to a child with a disability. 
  
According the California Community Care Licensing Regulation Interpretations and 
Procedures for Child Care Centers Section 101266, types of incidental medical services that 
may be performed by the ELC staff include blood-glucose monitoring and insulin 
administration for diabetic children; administering inhaled medication; emergency 
administration of EpiPen Jr., EpiPen and Glucagon; gastronomy tube care; emergency 
anti-seizure medication; other incidental medical services with written permission by the 
child’s parent/authorized representative. 

In cases where incidental medical care may be required, the Early Learning Center will 
obtain and maintain parental/authorized representative permission to provide the 
incidental medical service; written instructions from the child’s physician and maintain 
verification of staff training and records of medication/service provided. 

If incidental medical services may be required, an Incidental Medical Services Plan will be 
developed by the ELC in collaboration with the child’s parent/authorized representative and 
pediatrician and will include the following: 
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● Storage requirements, including equipment and supplies. 
● Training requirements, including how to administer medication/service; 

use and maintenance of required equipment/supplies; what to do in 
emergencies; who will provide the training to staff or licensee. 

● Staffing requirements, including number of trained staff that will be 
available when children needing specified incidental medical services are 
in care; plan for field trips away from facility to ensure services are not 
interrupted. 

● Plan for ensuring proper safety precautions are in place, such as wearing 
gloves during any procedure that involves potential exposure to blood or 
body fluids; performing hand hygiene immediately after removal and 
disposal of gloves; disposal of used instruments in approved containers. 

● Plan for transporting medication, equipment, and supplies with child(ren) 
to ensure incidental medical services are not interrupted when there is a 
disaster that requires relocation of children from the facility. 

● Plan for communication with parents/authorized representatives of each 
occurrence of incidental medical service to their child. 

Emergency Procedures 
 
To help us reach you in an emergency, always make sure your child’s emergency contacts 
are current!  
 
We have developed emergency procedures in the event of a fire or other disaster. Fire, 
Earthquake and Lock Down procedures are practiced with the Elementary students at the 
school site. An important part of our disaster preparedness at the Early Learning Center is our 
Emergency Food and Water Bags. To help ease the fear during an emergency situation, we 
require each family to fill a ziplock bag with any medication and a medication consent form 
your child may need, a snack and a drink and a photo of your family and a comforting object, if 
appropriate. Emergency bags are kept in our Emergency Supply Shed.   
 
The Laurel School Emergency Operation Plan has been prepared in cooperation with State, 
County, City, and District officials. The major objectives of emergency preparedness are to save 
lives and protect property in the event of an emergency. In the event of a disaster, the school 
campus will be secured so that all students can be accounted for and released to 
parents/guardians, or other person(s) authorized by parents/guardians, in the prescribed 
manner. Laurel School has designated a first-aid station under the arbor at the main lunch 
tables and a command center next to the basketball courts.  Our classrooms have Emergency 
Disaster Kits filled with first-aid and emergency supplies, and Preschool Disaster Bags. 
 
We expect that you will come for your child when feasibly possible.  Please do not call the 
school; we need to keep the lines open for emergency information, and information about 
individual children cannot be given over the phone.  Students will be monitored and 
assisted by the staff until they are picked up by you or by the designee listed on your child’s 
Disaster Emergency form.  
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Throughout the school year we will continue to train staff, practice drills and research 
additional refinements for our Disaster Plan. It is our hope that all families will review these 
procedures together.  Please be sure that your child is familiar with the names of those 
persons authorized to pick him/her up in case of an emergency. The entire staff are committed 
and united in our efforts to be prepared for the potential challenges facing all of us in the 
event of a major disaster. 
 
During a Fire Drill or in the event of an actual fire, a fire alarm will sound. All staff members 
and children will evacuate the building and meet on the Elementary playground. We use the 
sign in/out sheet to take attendance and count to make sure that everyone is present and 
accounted for. We talk with the children about what happened. When it’s safe we return to 
the building.  
 
During an Earthquake Drill the children are taught to take a “duck and cover” position and 
move away from windows. When the shaking has stopped, we evacuate the building and 
meet at the Elementary playground of the school and remain until attendance it taken and it 
is safe to re-enter the building.  
 
During a Lock Down Drill, doors are locked, curtains are closed and children are asked to sit 
quietly. Teachers will read or speak with the children quietly. 
 
Tuition 
  
You are required to pay tuition from your child’s first scheduled day through the last 
scheduled day.  All tuition and fees are non-refundable and non-transferable.  Tuition is due 
the first of each month. Tuition received after the fifth day of the month is subject to a late fee 
of $10.00 per day. Because we operate on a cash basis, it is essential that all parents pay tuition 
in a timely manner. We may refuse to admit your child to school if you fall behind in your 
payment. Financial emergencies must be discussed with a Director, so that a method of 
payment may be arranged. Enrollment may be terminated if full payment is not received by 
the sixteenth of the month and prior arrangements have not been made.  
We will re-evaluate our budget annually and as the need arises. You will be given a written 
thirty-day notice in our newsletter of any change in our tuition. Families should expect an 
increase of 5%-10% per year to keep up with the increasing costs of providing high-quality care. 
 
Payment for each month in its entirety is required, even when your child is absent for any 
reason. Tuition is not credited for absences, vacation, or extended leave, as our expenses 
remain the same in your absence. Please call us promptly if your child will be absent for any 
reason.   
 
Tuition Assistance 
The ELC tuition assistance program is designed for families for whom the cost of attending the 
school would pose a financial hardship. We treat each application individually and 
confidentially, and tuition assistance varies with each family. Our goal is to assist 
approximately 25% of our families. Families must reapply each year for tuition assistance. 
Verification of income will be determined by through completion of the Free and Reduced 
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Lunch application form and submission of paystubs from the previous 3 months. If pay stubs 
are not available, speak with the program director to make alternative arrangements.  
 
Parking 
The ELC shares parking and traffic flow with Laurel Elementary School. To make dropping off 
and picking up your child easier, unless you have an older child at Laurel, please make every 
effort to avoid picking up and dropping off your ELC child at these peak traffic times: 

● 8:00-8:30 AM 
● 2:30-3:15 PM (Thursdays 1:30-2:15) 

Thank you! 
 
Field Trips 
Children will explore the beautiful Laurel campus on a regular basis. The ELC will not be taking 
children on off-site field trips requiring transportation. We will review this policy in future years. 
 
Agreements and Rights 
 
In addition to this Parent Handbook the MPCSD Early Learning Center Admission Agreement 
outlines all rights, responsibilities and agreements between participating families and MPCSD 
and must be reviewed and signed prior to a child’s participation in the Early Learning Center. 
 
The Parent/Guardian acknowledges that he or she has read this admission agreement and 
agrees to its terms and conditions, and also agrees to the policies included in the 2018-19 Early 
Learning  Center Admission Agreement.  
  
 
____________________________________  ____________________________________  _________ 
Print Name of Parent/Legal Guardian  Signature of Parent/Legal Guardian  Date  
 
 
____________________________________  ____________________________________  _________ 
Print Name of Parent/Legal Guardian  Signature of Parent/Legal Guardian  Date  
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