
Central Storybook Village Infant Toddler Parent Handbook 

Admissions Policy: 

Central Storybook Village Infant/Toddler center is a Christian child development center that admits children 
from the ages of 6 weeks through 2 years old, without regard to race, culture, sex, religion, national origin, 
ancestry, or disability.  The center is open Monday through Friday, 6:30 am to 6:00 pm, and is licensed through 
the Commonwealth of Pennsylvania Department of Human Services.  We are currently a Keystone STAR 2 
center.   
When the parent or legal guardian of a child identifies that a child has special needs, the program director and 
the parent/guardian will meet to review the child’s care requirements.  Central Storybook Village does not 
discriminate on the basis of special needs.  The program accepts children with special needs as long as a safe, 
supportive environment can be provided for the child.  The program will attempt to accommodate children 
with special needs consistent with the requirements of the Americans with Disabilities Act.  If the program is 
unable to accommodate the child’s needs as defined by the child’s health care provider or the Individual 
Family Service Plan/Individual Education Plan without posing an undue burden as defined by federal law, the 
center director will work with the parent/guardian to find a suitable environment for the child. 
 
Enrollment: 

Prior to the child’s attendance, a conference/tour with the parent/guardian and the child is required to 
acquaint each new family with the environment, staff, and schedule for child care.  During this visit, the 
parent/guardian will be able to discuss the program specifics with the director.  The following forms must be 
completed before the child starts: 
 
 -Emergency Contact Form 
 -Agreement (State and Storybook’s) 
 -Child Health Report (must be updated every 6 months) 
 -Application 
 -Child Pick Up Authorization 
 -Emergency Medical Consent 
 -Impairment Policy 
 -Handbook Signature Page 
 -IEP – special care plan (if applicable) 
 -$100 registration fee (non-refundable) 
 -Tuition Express Paperwork 
 -CACFP food program form 
 
If upon review of a child’s health record it is determined that a significant health service (ex: vision, hearing, 
immunization) has not been done, the Director will notify the parent/guardian.  Health care referrals will be 
provided when requested or needed.  The parent/guardian will be given 30 days to obtain the required health 
care services before the child is considered for exclusion from the program. 
 
Confidentiality of information about the child and family will be maintained.  
 
Schedule: 

Parents/guardians must determine a schedule at the time of enrollment, including drop off and pick up times. 
The parent/guardian may choose the number of days (2 day minimum) their child will attend each week.  



Parents/guardians will be billed at the end of the month for the following month.  Payment is made 
automatically through Tuition Express on the day or days you choose.  Parents/Guardians are required to fill 
out a monthly schedule so the director and teachers know when the child will be attending.  We ask that 
parents/guardians call if their child is not coming for a scheduled day. 
 
Supervision: 

No child will be left unsupervised while attending the program.  At least two staff will always be available.  
Teachers will directly supervise infant and toddler children by sight and hearing at all times, even when the 
children are sleeping.  Teachers will regularly count children so they know the whereabouts of every child at 
all times.  Teachers are educated, experienced and screened before they join our team.  Teachers receive at 
least twelve hours of childcare training per year and are certified in Pediatric First Aid & CPR and Fire Safety.  
  

Child/staff ratios will always comply with state regulations.  These are the regulations… 

Infant Care: 1 teacher: 4 children 

Young Toddler: 1 teacher: 5 children **child ratio doubles at naptime 

Older Toddler: 1 teacher: 6 children **child ratio doubles at naptime 

Family/Staff Communication: 

The facility will promote communication between families and staff by using written notes as well as informal 
conversations.  Families are encouraged to communicate with their child’s teachers.  Teachers are required to 
fill out daily sheets for infants and toddlers.  Staff will use these notes to inform families about the child’s 
experiences, accomplishments, behavior, sleeping, feeding and other issues related to personal care such as 
wet diapers and bowel movements for infants and toddlers. 
 
Security: 

All parents/guardians and authorized adults are required to ring the doorbell.  Anyone picking up a child must 
be listed on the emergency contact form.  A driver’s license, to confirm identity, must be shown to a teacher 
before the child is released.  Video cameras are in every room. 
 
Discipline: 

Teachers will equitably use positive guidance, redirection, planning ahead to prevent problems, 
encouragement of appropriate behavior, consistent clear rules, and involving children in problem solving to 
foster the child’s own ability to become self-disciplined.  When the child understands words, discipline will be 
explained to the child before and at the time of any disciplinary action.  Teachers will encourage children to 
respect other people, to be fair, respect property, and learn to be responsible for their actions.  Teachers will 
guide children to develop self-control and orderly conduct in relationship to peers and adults.  Aggressive 
physical behavior toward staff or children is unacceptable.  Teachers will intervene immediately when a child 
becomes physically aggressive to protect all of the children and encourage more acceptable behavior.  
Teachers will use discipline that is consistent, clear and understandable to the child.    
 
Permissible methods of discipline: 

For acts of aggression and fighting, staff will set appropriate exceptions for children and guide them in solving 
problems.  This positive guidance will be the usual technique for managing children with challenging behaviors 
rather than punishing them for having problems they have not yet learned to solve.  In addition staff may 
separate the children involved, immediately comfort the individual who was injured, care for any injury 



suffered and notify the parents/guardians of children involved in the incident.  Time outs will be used if other 
techniques are ineffective.  The period of timeout coincides with the age of the child (ex: 2 year old is 2 
minutes).   
 
Criteria for Dismissal: 

This is determined by the center director.  Causing harm to other children or adults, failure to pay tuition fees, 
and/or a parent/guardian who habitually violates center rules and regulations are some examples of criteria 
for dismissal. 
 
Suspected Child Abuse: 

Regulation #3270.19 of the PA Department of Human Services code states that all persons working in the 
facility are mandated to report any suspected child abuse.  All observations or suspicions of child abuse or 
neglect will be immediately reported to the child protective services agency no matter where the abuse or 
allegations may have occurred. 
 
Care of Ill Children: 

The decision to exclude a child from care will be made by the center director, not the child’s family.  Children 
will be excluded if the child’s illness prevents the child from participating comfortably in activities that the 
facility routinely offers, requires more care than the childcare staff is able to provide without compromising 
the needs of the other children and if keeping the child in care poses an increased risk to the child or to other 
children or adults with whom the child will come in contact.  If the director and teachers are uncertain about 
whether the child’s illness poses an increased risk to others, the child will be excluded until a physician or 
nurse practitioner notifies the child care program that the child may attend. 
 

Please do not send your child to the center if the following signs of illness are present: rash or skin 

condition; red, watery, goopy eyes; persistent severe cold & cough; temperature over 100 degrees, 

vomiting, and diarrhea within the previous 24 hour period 

 

Reporting Illness Requirements: 

Some communicable diseases must be reported to public health authorities so that control measures can be 
used.  Families of children who may have been exposed to a child with a communicable disease or reportable 
condition will be informed about the exposure according to the recommendations of the local health 
department. 
 
Medication Policy: 

The facility will administer medication to children with written approval of the parent and an order from a 
health provider for a specific child or a specific condition for any child in the facility.  Medication administered 
in child care will be limited to situations where an agreement to give medicine outside child care hours cannot 
be made.  The first dose of medicine should be given at home to see if the child has any type of reaction.  A 
teacher/director will administer medicine only if the parent/guardian has provided written consent and the 
medication is available in an original labeled prescription.  The facility must have on file the written or 
telephone instructions of a licensed physician to administer the specific medicine.  For prescriptions, the 
center must have the medicine in the original container labeled by a pharmacist, with the child’s name, the 
name and strength of the medicine, the date the prescription was filled, the name of the health care provider, 



the medicines expiration date and administration, storage and disposal instructions.  For over the counter 
medicine, parents/guardians must bring in the medication for the child.  The medication will be labeled with 
the child’s name.  Parents/guardians must sign off in our medication log about the medicine, dosage, and time 
to be given. 
 
Closings & Delays: 

The center will be closed on the following days: New Years Day, Good Friday, Memorial Day, Independence 
Day, Labor Day, Thanksgiving Day and the day after, Christmas Eve, Christmas Day and the day after and up to 
two staff training days per year.  Closings and delays will be announced on KDKA, WTAE and WPXI.   
 

Food Program: 

Storybook Village serves breakfast, lunch, and afternoon snack at no additional cost to the family.  The Child 
and Adult Care Food Program (CACFP), is the sponsoring organization.  To enroll in this program, a Child 
Enrollment Form needs to be filled out along with an Income Eligibility Worksheet.  Please be sure our staff is 
aware of any dietary restrictions.  Our center is peanut-free. 
 
If you wish to file a Civil Rights program complaint of discrimination, complete the USDA Program Discrimination Complaint Form, 
found online at  
http://www.ascr.usda.gov/cpmplaint_filing_cust.html, or at any USDA office, or call (866) 632-9992 to request the form.  You may 
also write a letter containing all of the information requested in the form.  Send your completed complaint form or letter to us by 
mail at U.S. Department of Agriculture, Director, Office of Adjudication, 1400 Independence Avenue, S.W., Washington, D.C. 20250-
9410, by fax (202) 690-7442 or email at program.intake@usda.gov 
 
Individuals who are deaf, hard of hearing or have speech disabilities may contact USDA through the Federal Relay Service at (800) 
877-8339; or (800) 845-6136 (Spanish). 
 
USDA is an equal opportunity provider and employer.” 

http://www.ascr.usda.gov/cpmplaint_filing_cust.html
mailto:program.intake@usda.gov

