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LOEXC FAMILY HANDBOOK 
Policies and Procedures 

 

We’re so excited to have you and your Super Kid join our League. 

This Family Handbook is your go-to guide for understanding everything about our 
childcare programs — from daily routines to important policies and procedures that 
keep our community running smoothly. We kindly ask that you read through it 
carefully and keep it accessible throughout your child’s enrollment. 

Inside, you’ll find answers to many common questions and helpful details to ensure 
your family has the best experience possible. Should you have any questions after 
reviewing the handbook, please don’t hesitate to reach out — we’re here to help 
every step of the way. 

 
 
 
 

 
 

League of Extraordinary Children 
6908 Park Ave 

Guttenberg, NJ 07093 
Phone: 201-869-3535 

Fax: 201-869-3555 
info@leagueofextraordinarychildren.com 
www.leagueofextraordinarychildren.com 
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Child Care Regulations  
The League of Extraordinary Children is a licensed child care center under the 
oversight of the New Jersey Department of Children and Families (NJDCF). 
 
We are proud to be recognized as a 3-Star Rated Center by Grow NJ Kids, New 
Jersey’s quality rating and improvement system — a testament to our dedication to 
providing safe, nurturing, and developmentally enriching care for every Super Kid. 
 
Staff to child ratio must not exceed the following guidelines:  

Age of Children Staff / Child Ratio 

0 thru 18 months 1:4 

18 months thru 2 ½ years  1:6 

2 ½ years thru 4 ½ years  1:10 

4 years 1:12 

5 years + older  1:15 

 
The following staff/child ratios shall apply during rest or sleep:  

Age of Children Staff / Child Ratio 

Under 18 months 1:10 

18 months to under 2 ½ years 1:12  

2 ½ years and above 1:20 

 

Compliance, Safety & Operational Standards​
At the League of Extraordinary Children, the health, safety, and well-being of our 
SUPER kids is our top priority. We uphold all state licensing requirements and 
maintain the highest standards of care and professionalism across our operations. 
Please review the following important policies and procedures: 

 
Site License​
Our center is licensed by the NJ Department of Children and Families. A copy of our 
site license is visibly posted, and enrollment will never exceed the maximum number 
of children permitted.​
​
​
​

3 | League of Extraordinary Children - Family Handbook 
*UPDATED MAY 2025 



 

Emergency Contacts​
A current list of emergency contacts is displayed in accordance with state 
regulations and is updated as needed. 

Daily Snacks & Meals​
Nutritious snacks are provided daily after lunch and nap time. Monthly menus for 
breakfast, lunch, and snacks are displayed in the food preparation area. Printed 
copies are available upon request. 

CPR & First Aid Certification​
All staff are required to maintain up-to-date CPR and First Aid certification. The 
League of Extraordinary Children offers certification opportunities as needed. Staff 
unable to attend must notify administration and obtain certification independently 
through an approved provider. 

Annual Training Requirements​
All staff members, both new and returning, are required to complete a minimum of 
20 hours of approved online training annually. Certificates of completion must be 
submitted and kept in each staff member’s personnel file. 

Fingerprinting & Background Checks​
All new hires and returning employees must complete fingerprinting and Criminal 
History Record Information (CHRI) checks before beginning work. CHRI checks are 
required for individuals 18 years and older and must be renewed every three years. 

Child Abuse Record Information (CARI) Checks​
CARI checks are required for all regularly scheduled staff aged 14 and older. These 
checks must be completed upon hire and repeated every three years at renewal. 

Protection of Children: Mandated Reporting​
The League of Extraordinary Children is committed to protecting the rights, safety, 
and dignity of every child. All staff and volunteers are mandated reporters of 
suspected abuse or neglect. Any individual with knowledge of, or reasonable cause 
to suspect, abuse or neglect must report the concern to site administration and the 
appropriate state authorities. Failure to report may result in disciplinary action. 
Reports may also be made directly to the State Central Registry Hotline at 
1-877-NJ-ABUSE (1-877-652-2873). 

Health Inspections​
The center undergoes annual health and sanitation inspections conducted by an 
environmental health practitioner in accordance with New Jersey Department of 
Health guidelines. 
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Fire Inspections​
The center also receives annual fire inspections conducted by local or state fire safety 
officials to ensure full compliance with fire codes. 

Confidentiality​
All information pertaining to children and families enrolled in our program is strictly 
confidential. Information will not be shared without written consent unless required 
by law or on a need-to-know basis for safety or educational purposes. 
 
Family Handbook Policy Review​
This handbook is reviewed regularly by the Owners and Directors of the League of 
Extraordinary Children to ensure policies remain current, effective, and in line with 
best practices. Families are encouraged to share feedback, suggestions, or concerns 
with the Director at any time. Please note that the League reserves the right to 
amend policies and procedures within this handbook as needed. 
 
Acceptance 
Upon becoming an enrolled family of League of Extraordinary Children, it is your 
responsibility to familiarize yourself with all policies and procedures of League of 
Extraordinary Children and conform to them.  
 
PART ONE: ABOUT THE CENTER 
 
Mission/Philosophy  
The League of Extraordinary Children aims to provide a safe, developmentally 
appropriate environment for children 6 weeks to 13 years old. The focus is to provide 
stimulating childcare with educational experience which will promote each child’s 
social/emotional, physical and cognitive development. The goal is to support 
children’s desire to be lifelong learners.  
 
At League of Extraordinary Children, the mission is to provide child care that meets 
the needs of each child and family in a safe and educational environment. The 
League focuses on the individual needs of each child, while providing quality, 
reliable, and safe child care. 
 
League of Extraordinary Children’s goals are:  

●​ To provide affordable, convenient, dependable child care services 
●​ To create a child care setting for social, cognitive, and physical development  
●​ To provide a nurturing environment  
●​ To provide learning experiences for our children 

 
League of Extraordinary Children offers the opportunity for each child to develop 
physically, socially, and cognitively according to their individual learning style. Each 
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child is considered unique in temperament and rate of development. Curriculum is 
planned to enhance and challenge particular, distinct individual needs, interests, and 
abilities. Activities and relationships occur in a healthy, positive and relaxed 
environment in which well-qualified staff provide personal attention, guidance, and 
nurturing to each child.  
 
The League strives to maintain continuity and consistency throughout the program 
by conducting cooperative staff planning, training and a variety of joint activities 
involving the various groups of children. In this context, all caregivers at League of 
Extraordinary Children are encouraged to express their individual educational 
strengths as they work with children and in their cooperative efforts with other staff 
members.  
 
When families enroll in the League of Extraordinary Children, children will receive 
the best care the industry has to offer.  
 
HOURS/DAYS OF OPERATION 
League of Extraordinary Children is open from 6:30 am to 6:00 pm Monday through 
Friday. The Center will be closed for the following holidays: Labor Day, Columbus Day, 
Thanksgiving, Day after Thanksgiving, Christmas Eve, Christmas Day, New Year’s Eve, 
New Year’s Day, Martin Luther King Day, President’s Day, Good Friday, Memorial Day, 
and Independence Day.  The Center reserves the right to close for staff training days. 
Each classroom will be staffed as required by the licensing board. All staff members 
will be current on CPR and First Aid.  
 
STAFF 
Lead Teachers will hold one of the following qualifications:  

●​ An associate degree in the field of early childhood development 
●​ Current certification as a child-development associate or successful 

completion of a department-approved diploma program with an emphasis in 
early childhood or child care;  

●​ Certification from a Montessori teaching training program; 
●​ At least one year of experience in a child care or similar setting; 
●​ Successfully complete a minimum of thirteen hours of department-approved 

training related to child care yearly. 
Assistant Teachers will hold one of the following qualifications:  

●​ An associate degree in the field of early childhood development 
●​ Current certification as a child-development associate or successful 

completion of a department-approved diploma program with an emphasis in 
early childhood or child care;  

●​ Certification from a Montessori teaching training program; 
●​ At least one year of experience in a child care or similar setting; 
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●​ Successfully complete a minimum of thirteen hours of department-approved 
training related to child care yearly. 

Float Staff will hold one of the following qualifications:  
●​ A high school diploma or high school equivalency with at least one year of 

experience in a child care or similar setting.  
●​ At least ten hours per week; certify nine hours of department-approved 

training annually.  
 
PART TWO: ENROLLMENT 
 
League of Extraordinary Children offers affordable, convenient, and dependable 
child care services for children from 6 weeks to 13 years of age. League of 
Extraordinary Children does not deny enrollment on the basis of race, creed, color, 
national origin, gender, age, or disability. Visits are provided to 
parents/guardians/families to discuss and view the center, program and policies. 
Parents are provided written notice of any significant changes in program services or 
policies.  
 
Procedures  
Families may enroll their child at LOEXC’s main office. A non-refundable $100 
registration fee and one-week of tuition (which can be given back to the family as 
long as they provide a month’s notice of disenrollment) will be due along with the 
enrollment papers. If your child can not be immediately enrolled, you will be placed 
on a waiting list.  
 
Before your child attends the League, a short pre-admission conference will be 
scheduled with one of the League’s directors and classroom teachers.  
 
Eligibility  
Before & After School Program 
A room for a maximum of 28 school age children from Kindergarten to 5th grade. 
There is a 15:1 ratio. Walking transportation will be conducted by one of our staff 
members to/from:  

●​ Anna L. Klein  
●​ Robert Fulton  
●​ Harry L. Bain  

 
All -Day Summer Program  
The summer program is for all the children in the center. Exciting in-school field trips, 
picnics, and activities all summer long. Please note: prices may vary for certain 
activities during the summer program.  
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The following forms must be completed prior to attendance. These forms will be 
updated annually.  

●​ Immunization records 
●​ Registration/child information form must verify identification of children in 

care (birth certificate, certified school records, passport or other documentary 
evidence) 

●​ Health Records must be completed annually 
●​ Parent Consent forms  
●​ Enrollment forms 

 
All children’s records are confidential. If information needs to be updated at any 
other point during the enrollment, it is the parent’s responsibility to notify the 
center’s director in writing. 
 
Tuition Fees 
Tuition fees are based on the age of the child enrolled in the program. Parents are 
charged those fees for Monday-Friday with hours between 6:30am-6:00pm. Parents 
are paying for the slot that is held for your child.  
 
Registration Fees 
$100 registration fee, which is non-refundable, along with a one-week tuition fee. 
 
Revision as of 8/1/21: The one-week tuition fee will be applied to the last week of care 
when the contract is terminated with a full month's notice.  
 
Rate Schedule  
To be discussed with the directors or office manager at the time of registration. An 
increase to the rates are put into effect at the beginning of every school year in 
September.  
 
Please Note: Field trips, special activities, and summer program activities will 
constitute additional fees.  
 
Early Drop Off 
Early Drop Off Fee: A charge of $1.00 per minute before 6:30am 
  
Late Pick-Up 
Late Pick-Up Fee: A charge of $1.00 per minute past 6:00pm 
 
Vacation Credit 
Families can take up to 5 consecutive days and can apply a vacation credit that will 
allow that week to be without charge. This can be used (1) time during the calendar 
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year (September to August). Vacation notification must be communicated to the 
Director 14 days in advance.  
 
Holiday Closing/Illness 
League of Extraordinary Children will be closed on the following holidays: Labor Day, 
Columbus Day, Thanksgiving, Day after Thanksgiving, Christmas Eve, Christmas Day, 
New Year’s Eve, New Year’s Day, Martin Luther King Day, President’s Day, Good Friday, 
Memorial Day, and Independence Day. The regular weekly fee will still be due.  
 
Other absences for student illness, parent illness, maternity leave, storm days or 
funerals will be charged as regular fee.  
 
Uniform Policy 
Our school requires our students in the toddler, preschool and pre-k rooms to wear 
uniforms. Students are to wear their navy blue polos and khaki pants, shorts, skorts 
and/or khaki jumper. Uniforms are mandatory Monday through Thursday starting 
September 3rd, 2019. Fridays are dress-down days, along with July and August!  
 
Advanced written permission 
Permission will be obtained from parents before any child is allowed to participate in 
any educational research or public relations activity. A separate permission form 
must be obtained before each occasion. All documentation of such events will be 
kept in each participating child’s file.  
 
Payment Policy 
Tuition is due every Friday for the upcoming week. Payments are due by Friday 
6:00pm. Rates are subject to increase each new school year upon written notice 
and/or posted notice. 
 
Payment Options 
Families are allowed to pay weekly or bi-weekly. Parents can be monthly if discussed 
and agreed upon with the director(s) of the center. Payments are to be made on 
Friday before the upcoming week.  
 
League of Extraordinary Children allows parents to choose between cash, credit card, 
or check. Payments by credit card will be done through our secure and automated 
Brightwheel app. Please note: If paying by card, a 2.9% processing fee will be added 
to your tuition invoice. ACH processing fees are $0.60 per transaction. Why do we 
love brightwheel? Because parents have full control over the billing process through 
their phone and have easy access to their invoices.  
 
NOTE: Overdue payments will be charged a $10 flat fee & $5.00 for every day after. 
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Bounced checks will be charged $20.00. If a check is bounced, no other checks will 
be accepted. 
 
Urban League Enrollment 
Regular tuition is required whether or not families qualify for Child Care Assistance 
through a third party, such as the Urban League. Families who qualify are responsible 
for notifying the Director when completion of forms are required so that the parent 
can submit them to the appropriate agency.  
 
Parents will be responsible for payments until the contract is finalized if the child is 
attending our center. Once the Urban League contract is finalized, the parent must 
pay the difference between UL payment and our standard tuition fees.  
 
Changes in Enrollment 
Written notice of intent to withdraw a child from League of Extraordinary Children 
must be submitted to the Director two calendar weeks in advance of withdrawal. You 
will still be responsible for the two week’s fees if a proper notice is not given. Parents 
are responsible for tuition for two weeks after the notice is given, whether or not if 
the child is in attendance at the League. Families who abandon their child care 
service without formal written notice are responsible for the 2 weeks payments 
beginning with the first Monday following the last documented day that child care 
services were provided at the regular tuition rate. Re-admission will be subject to 
space availability and a new registration fee must be paid prior to re-enrollment. 
 
Probationary Period/Termination Policy 
The first two weeks of your child’s enrollment will be considered as a probationary 
period. If you feel things are not working out, you may withdraw your child without 
penalty. We reserve the right to give notice for removal if we feel that we are unable 
to meet the needs of the child.  
 
Schedule 
Attendance 

●​ Parents/families will be billed for all days the child or children are scheduled 
whether or not they use the services.  

●​ Parents must contact the center within 30 minutes of their scheduled time of 
arrival to notify the staff if the child will not be in the class for that particular 
day.  

●​ We value regular attendance as it supports the development and well-being 
of each child. If your child will be absent for any reason, please notify us as 
soon as possible. Should a child be absent for more than three consecutive 
days without prior notice or explanation, a member of our staff will contact the 
family to check on the child’s well-being and confirm their return date.  
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●​ For absences of three or more consecutive days, a doctor’s note will be 
required for the child to return unless the absence was discussed with the 
director beforehand. This ensures we can provide the best care and maintain 
accurate attendance records. 

 
Inclement Weather Closing  
For any weather closings, please check the League of Extraordinary Children’s 
Instagram Page or website for status updates. You can also check our voicemail at 
6:00am for any updates.  
 
Waiting List 
If you are not currently enrolled in the Center, you can complete the waitlist 
registration process. If you are a currently enrolled family, a spot for an additional 
child is not guaranteed. An additional enrollment contract is required, along with a 
deposit, for a future infant spot. If there are currently no future openings or it is 
unknown, no contract form or deposit will be required and the family will be directed 
to register through the waitlist process.  
 
The Director will maintain an enrollment list. Priority on this list will be given as 
follows:  

1.​ League of Extraordinary Children employees 
2.​ Current families - siblings of children who are already in the program 
3.​ Remaining families on the list by date 

 
League of Extraordinary Children does not discriminate on the basis of race, gender, 
color, religion, or national origin.  
 
Brightwheel Application 
As of June 2020, League of Extraordinary Children is excited to bring Brightwheel into 
our center. This will allow our families to stay connected to their children and our 
staff throughout the day. Parents will never miss a moment with their children as we 
will be able to update in real-time through pictures, videos and notes of daily 
activities. Parents will also have access to milestones and learning updates from your 
child’s teacher, secure and private direct messaging, and secure, automated 
payments.  
 

For more information on this new feature LOEXC is offering,  
You can visit www.mybrightwheel.com or view these helpful videos: 

https://www.youtube.com/playlist?list=PLWkfMDOm0pnF0bWPntP7m7dSSi6lD6JU!  
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PART THREE: CENTERWIDE POLICIES AND PROCEDURES 
 
Authorization to pick up child 
Your child/children may only be released to the individuals listed on your pick up 
authorization form and those forms must include full names and current phone 
numbers. Individuals picking up a child, other than the parent/guardian, will be 
asked to provide photo ID. Please include information if your child/children will be 
picked up for school or other activities. The birth parents are always entitled to 
custody of their child unless a court order limits their rights. If that is the case, we will 
need documentation from the court. No child will be allowed to leave the center with 
any individual that is not authorized in writing from the parent/guardian on the 
child’s registration paperwork. If someone who is not authorized attempts to pick up 
a child, the child’s parent/guardian will be contacted first, then the authorities if the 
parent/guardian is unreachable. The child will have to stay at the center until the 
parents or an authorized person can come to the center to confirm. If necessary, fees 
for picking up late will apply.  
 
Impaired Person Policy:  
The safety of the children enrolled in the League of Extraordinary Children is of high 
concern. Therefore, no person who appears to be affected by, or under the influence 
of any alcoholic beverage or drugs shall be allowed to pick up any children from the 
League of Extraordinary Children. This policy shall apply with equal force to all 
persons, including a child’s parent and/or guardian.  
 
Any staff member who suspects a person picking up a child under the influence of 
alcohol or drugs will:  

●​ Immediately bring the matter to the Director’s attention;  
 
The Director will:  

●​ Discuss the matter, in private, if possible, with the person who is attempting to 
pick up the child(ren) and based upon all of the circumstances apparent to 
the Director, make a determination of whether it is safe for the child(ren) to go 
with that person, or suggest alternative travel arrangements at the person’s 
expense. 

●​ If the person takes the child(ren) over the Director’s objection or if they 
Director and the person desiring to pick up the child(ren) cannot reach an 
agreement concerning alternative travel arrangements, the Director will call 
the appropriate authorities, including the Guttenberg Police Department at 
(201) 868-3300. 

●​ The staff and/or Director should gather as many details as possible; including, 
but not limited to: license plate number, description of vehicle, name and 
description of person and address of person.  
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●​ UNDER NO CIRCUMSTANCES SHOULD A STAFF MEMBER TRANSPORT ANY 
CHILDREN. 

●​ In all such cases, a detailed incident report is written and given to the Director 
within 12 hours. Incident reports are available in the site binders.  

 
Birthdays/Celebrations 
Birthdays are a special time for any of our students which is why we love to celebrate 
birthdays with our children! We welcome donations of commercially prepared baked 
goods, etc. on special holidays such as Valentine’s, Easter, Halloween, Christmas, etc. 
Celebrating birthdays at school is fun, but please notify the teacher two days before, 
so plans can be made. Please note that all treats should be allergen-free (i.e. no treats 
with peanut butter). Feel free to ask if we can store anything in our kitchen to help 
out with this fun day.  
 
Children’s Arrival and Parents Departure  
Drop off:​ ​ ​ ​ ​ ​
You may drop your child off between 6:30 am and 8:45 am. Class times begin 
between 9:00am and 9:15am each day. We understand that families’ morning 
routines vary greatly, as do drop off times. The wonderful teachers have planned 
inclusive activities and structure around their daily schedules. The teachers have 
planned small group activities, circle and open centers daily. When a child is dropped 
off later in the day/morning, it can interrupt activities, meal times etc. Teachers also 
have planned for the classroom routine to be available to speak with parents at drop 
off time. A late drop off does not allow the teachers to have a moment for 
information sharing with parents, while they are leading circle time, serving food or 
assisting with the potty/diapering.​ ​ ​ ​ ​ ​  

We understand at times, children will need to be dropped off after a routine 
doctor/dentist appointment, or after a play date with extended family. In the event 
grandparents or extended family are in town, and would like to spend a portion of 
the day with your child, we would appreciate the family member to pick up your 
child early, rather than drop off late. This allows your child to participate in our 
planned group activities while also spending valuable quality time with extended 
family members. Please be sure to communicate this late drop off/early pick up at 
least a day prior, on Brightwheel messaging. The staff plan ahead of time for 
activities & projects with the children in attendance in mind. 

Our rest times in most classrooms occur around 12:00, and end at 2:30. If you wish to 
pick up your child early, please limit it after rest time. Picking up your child prior to 
2:30, or dropping off after 9:30 is not permitted. If you are unable to drop off your 
child by 9:30, please make other arrangements for the day. Of course, 
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pre-arranged/communicated drop offs for appointments will be the main exception. 
It is our hope that together we can set each child up for a better start to their day!  

Pick up:​ ​ ​ ​ ​ ​ ​ ​
League of Extraordinary Children closes at 6:00pm. Parents are required to be in the 
building to pick up their child by 6:00pm. In case of emergency situations, parents 
are required to call the Director and ask if their child can remain at school after 
6:00pm. An additional late pick up fee of $1.00 per minute will be assessed. The staff 
member will stay with the child until the parent can arrive. ​​ ​ ​  

At 6:40pm, if a child is still at LOEXC, and the parent has not called to notify the staff 
about late pick up, LOEXC staff will call the child’s emergency adult contact. 

At 6:45pm, if the staff can’t get a hold of any adult that is allowed to pick up the child, 
and the parent has not called or shown up, LOEXC staff will call DCP&P. The director 
will call DCP&P, and the child’s emergency adult contact to confirm that the child will 
be released to DCP&P. A member of the staff will remain with the child until the 
authorities arrive to collect the child.​ ​ ​  

Arriving late when class is on a walk/field trip: ​
Children who arrive late to the Center, when the rest of the class is on a field trip, will 
stay with the Director until the class returns. ​  

Emergency Procedures  
Parents will be notified of any emergency or injury involving their child. If parents 
cannot be reached the individuals they have designated as emergency contacts will 
be notified. Medical emergencies and disasters plans: Staff is trained in first aid and 
CPR, and will be prepared to administer care as needed. First aid kits are found in 
each classroom and other areas within the center. If immediate care is needed, the 
parents will be contacted to transport the child to the hospital. If the parents cannot 
be reached, the emergency contact designee will be contacted to transport the 
child. If the ambulance transport is indicated, 911 will be called. The child will be 
accompanied by a staff member until parents arrive.  

●​ Emergency response procedures and phone numbers are located by every 
telephone within the center. Fire escape routes are marked and the staff is 
trained in emergency procedures.  

●​ League of Extraordinary Children performs monthly fire and lockdown drills in 
preparation should a disaster occur. Logs are available for viewing at any time.  

●​ Should a disaster occur and the center must be evacuated to the designated 
“safe place”. The safe place will be at the restaurant located directly east of the 
center. Parents can contact the center’s phone number and/or parents will be 
notified as soon as possible.  
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●​ In cases of severe weather, League of Extraordinary Children will make an 
independent decision to close. An announcement will be posted on Facebook, 
Instagram, and our website.  

●​ Fire: We will evacuate to the corner of 70th St. All staff and children will 
evacuate from the front door. The fire drill records will be kept in the main 
office  

●​ Lock Down: The center will practice this procedure. Staff will move the 
children quickly and quietly into a safe room if necessary. The lock down drill 
records will be kept in the main office.  

●​ Snow Storm/Blizzard: If a winter storm warning is issued, parents will be 
notified. Children may need to be picked up based on discretion.  

●​ Power Outage: If the center will experience a power outage, there will be a 
battery operated radio for official instructions. Temperature of the center is a 
factor and the capability of running water. If necessary, parents will be notified 
to pick up their child.  

Every precaution will be taken to ensure the safety of the children within the center. 
League of Extraordinary Children provides the required staff to be trained in First Aid 
and CPR. If necessary, they will be prepared to administer aid as trained whenever 
possible. Parents will be informed of any accidents, incidents, injuries and all action 
taken. Accident/Injury reports will be completed by teachers when any accident, 
incident, or injury occurs. A copy of that report will be kept in the child’s file.  
 
Liability Insurance 
The League is required to hold liability insurance and does have the required 
insurance in force. Parent’s insurance will be required to cover injuries as the 
League’s insurance is secondary.  
 
Meals and Snacks  
League of Extraordinary Children will serve meals daily. The League will obtain 
dietary instructions from the parents of the child on their enrollment application. 
Children are served a nutritious varied breakfast, lunch and afternoon snack every 
day while in care. Parents are welcome to provide feedback on menu items - this 
includes the children in the after school program. Menus meet the USDA 
requirements - we strive to exceed those standards by offering a variety of whole 
grains, fruits, and vegetables. Food is properly prepared, sufficient in amount and 
served at appropriate hours in a safe and sanitary manner. Monthly menus will be 
posted in each classroom and sent home with the children for parents to review. 
Parents can bring in food for their children on the days that they feel their children 
won’t eat what is on the menu. All teachers and staff will know if there are any 
allergies that children are not able to consume.  
 
All food allergies and special diets will be posted. A consultation may be necessary 
prior to enrollment to discuss allergies or special diets. Food allergies are handled on 
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a case by case basis depending on the allergy. Parents/Families will meet with the 
Director for details. Children with severe allergies that require an epi pen must come 
to school with a double pack epi-pen jr in the original packaging from the pharmacy. 
The label on the epi-pen jr must match the doctor’s order- Emergency Allergy Plan. 
The Emergency Allergy Plan, epi-pen jrs must be approved by our Director prior to 
the start of your child. In the event of a new allergy for a current student, the child 
must be absent from school until the parent, nurse & director can meet to discuss 
the child’s Emergency Allergy Plan. For tree-nut/peanut allergies, the director may 
deem any classroom as nut or peanut free at any time. ​
 ​ ​ ​ ​ ​ ​ ​  
Children will have meals brought to and served in their rooms. At no time will the 
children be left unattended while eating. Children are encouraged to eat and no 
coercion or force feeding is done. If a child’s diet must be modified for health reasons, 
a physician’s written explanation is required. If a child’s diet is modified for cultural or 
religious reasons, the parent is asked to put the request in writing, and may be asked 
to help provide supplemental food. 
 
Infants are fed individually according to their developmental needs and feeding 
patterns. Breastfeeding is promoted and encouraged at the League of Extraordinary 
Children.  
 
Mixing formula:  

1.​ Formula will be mixed with filtered water unless parents choose otherwise in 
which they would need to provide the infant water.  

2.​ Bottles will be heated using water warmed in a small crock pot on low heat or 
a bottle warmer.  

3.​ Any formula left in excess after feeding will be discarded.  
 
Parents/families will provide formula, rice cereal, oatmeal, and baby food for their 
infants. Refrigerator space will be made available to store expressed milk in the 
classroom. There is also freezer space available for frozen expressed milk. Each 
expressed milk must be labeled with first and last name and the date milk was 
expressed.  
 
Meal Times are:  

●​ Breakfast: 7:00am-8:45am 
●​ Lunch 11:15-12:30pm 
●​ Snack 2:30-3:00pm 

 
Tables must be washed with soap and water before and after any food is served. 
Disposable paper towels must be used to clean the tables. This step should be 
followed by sanitizing the table with a mixture of water / Clorox. Let air-dry. 
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Before distributing snacks or helping with food preparation, staff must wash their 
hands.  
 
Plastic gloves must be worn when handling food.  
 
If necessary, Staff will heat up food in the microwave and Staff will carry the hot food 
to their children in each individual classroom where the children will eat.  
 
When the children are done with their snack or meal, the garbage must be disposed 
of immediately and the garbage must be removed from the area daily.  
 
Leftover milk is disposed of properly.  
 
Refrigerators and freezers shall be cleaned and sanitized as often as necessary to 
assure that the appliances are maintained in a clean and sanitary condition.  
 
Microwaves must be cleaned and sanitized as often as necessary to ensure that the 
appliances are maintained in a clean and sanitary condition.  
 
Any sinks used for food preparation cannot be used for hand wishing or any other 
purpose.  
 
All hand-washing sinks must have hand washing practices posted by each sink.  
 
If cleaning supplies must be stored in the same room as food, cleaning supplies must 
be locked up and properly labeled. Cleaning supplies and food cannot share the 
same cupboard.  
 
Food Brought From Home 
At the League, we understand the necessity for some families to bring in food for 
their child’s individual needs. Food from home will not be allowed to be served to 
other children in the center. If you have any questions, please see the Director. 
Nutritious foods are essential for young children’s optimal growth and development. 
The Center will follow these guidelines to help children get the nutrients they need 
to grow and develop:  

●​ Candy, popcorn, gum, and all peanut products are not allowed  
●​ We do not regularly serve dessert 
●​ Please do not bring in sugary drinks for children 

 
Nap and Rest Time Policy  
Parents/families will be consulted at the time of enrollment and as needed about 
their child’s napping habits. A two-hour period will be set aside every day depending 
on the age of the children to rest and take a break from the day’s activities.  
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●​ Confinement limitation: A child who has completed a nap or rest period may 
choose the quiet activity provided and planned by the classroom teacher or 
assistant teacher.  

●​ Placement of Equipment: Naps and rest must be provided in a quiet area that 
is physically separated from children who are engaged in an activity that will 
disrupt a napping or resting child. Cribs, cots, mats, and beds must be placed 
so there are clear aisles and unimpeded access for both adults and children on 
at least one side of each piece of napping and resting equipment.  

●​ It is the responsibility of the parents/families to wash personal nap items 
weekly. Staff members will remind parents/families of this.  

●​ All staff must place each infant on the infant's back, unless the director/center 
has documentation from the infant’s pediatrician directing an alternative 
sleeping position for the infant. The physician directive must be on a form 
approved by the director and must remain on file at the center. An infant who 
independently rolls onto its stomach after being placed to sleep on its back 
may be allowed to remain sleeping on its stomach if the infant is at least six 
months of age or the center has a signed statement from the parent 
indicating that the infant regularly rolls over at home.  

 
Outdoor Policy 
The outdoor policy is based on the daily outdoor temperature. Children are taken 
outside when temperatures are above 40 degrees F and below 90 degrees F. It is 
important to communicate the importance and responsibility of the parents to 
provide weather appropriate clothing and shoes for outdoors.  
 
Photo Release 
All records, photos and information with respect to children receiving child care 
services are kept confidential. Each parent will provide a written permission form for 
each child and those forms will be found within the child’s file. Pictures of the 
children are taken quite often for room display, bulletin boards and/or sometimes 
media (i.e. brightwheel app). Children cannot be photographed without permission 
from their parents/guardians.  
 
Promotion / Transition of Children​ ​ ​  ​ ​ ​ ​ ​
​ ​
Group Transitions​ - This will occur the following times per year: fall, mid-year, and 
early summer. During these group transitions the families will be notified by a 
“Transition Memo” a few weeks prior to the move-up to meet for a transition 
meeting. During the meeting, the new classroom teacher will explain ins/out of the 
new classroom. Parents will then have a Family Interview prior to the child visiting 
the new classroom. The Family Interview is the time for the parent to ask specific 
questions, and the teacher to gain insight on how the child best learns, and any 
specific needs the child has. If a parent wishes to forgo a family interview, the parent 
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must sign a release to not attend the meeting.​
​ ​ ​
Individual Transitions​ - The child transitioning to the new classroom will have few 
opportunities-during an agreed upon week- to interact in the new environment. 
These interactions will be short, and gradually grow longer until the last visit which 
will be an entire day. The immediate day following the last transition day, the child 
will be fully transitioned into the new classroom.​
​
On a case by case basis, a child may not transition with their group to the next 
classroom. In this case, the child would be notified by the first week of the month 
that they will transition to the next classroom by the first week of next month. The 
Program Director and the new classroom teacher will individually meet with the 
family for their Family interview.​
​ ​ ​  ​ ​ ​ ​ ​ ​ ​ ​ ​
In the circumstance that the child’s weekly schedule is not fully available in the next 
classroom, the parent will be given alternate days for attendance until the desired 
schedule is available.​ ​ ​ ​  

Getting Ready (Is My Child Ready for the Next Classroom?​ ​  

● As Early Childhood Educators, it is our job to notice when our students achieve a 
specific milestone. We take note of that milestone, and give opportunities for that 
child to build on their skills through specific activities. Areas of growth that signal 
your child is ready for more challenges: gross motor (crawling to walking, walking to 
running, skipping/hopping), cognitive (follows 1 step to 2 step directions, speaks in 
2-3 word to 4-5 word sentences, identifies three main shapes to 5 shapes etc), and 
social/emotional. 

*Please note: children transitioning from the preschool to pre-K room must be toilet 
trained prior to transition. This is a reason the child may not be able to transition 
with their group. ​ ​ ​ ​  ​ ​ ​ ​ ​ ​ ​
​ ​
●  Changes in your child’s daily routine can also prompt a need for a different 
environment. Napping for one long nap in the afternoon, rather than two shorter 
naps. Eating solid foods/pick up foods at regular meal times instead of a 2-3 hour 
schedule. Replacing a binky with another comfort item that allows the child to speak 
at any time.​  ​  

​ ​ ​ ​ ​ ​ ​ ​
●  When your child’s teacher sees the signs your child is ready to move into the next 
class, they will relay their observations to the Program Director. The Program Director 
will then start the conversation with the parent about how and when the transition 
will occur.​ ​ ​ ​ ​ ​ ​
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●  Toddlers are generally ready for the 2’s classroom between 22-24 months. 2’s are 
ready for the 3’s class between 30-36 months. 

Toys from Home 
No toys from home should be brought to the center.  
 
Transportation for Before/After School 
League of Extraordinary Children will adhere to the policies of the school your child 
attends. When the children are dropped off at school, they must go directly into the 
building. The person that dropped off the students will watch them go in unless the 
school requires that they stand outside until the time they are allowed to go into the 
building. For afternoon pick-up, the League of Extraordinary Children staff will meet 
children upon dismissal and take roll of each child (unless families have called to 
report a child not being picked up). If any children are missing the staff member will 
call the center. The Center will contact the child’s school and then the emergency 
contacts listed in the child’s file.  
 
Please note: If school begins late due to weather, League of Extraordinary Children 
will not transport the children to school that day.  
 
Visitors 
During our hours of operation, we may have visitors touring our facility. They are 
required to identify themselves, sign our Visitor Log & be escorted by a staff member 
at all times. Most visitors are grandparents, occasional plumbers etc, and prospective 
families. Please inform us of any safety concerns you have regarding visitors. 
 
Also, please keep drop-off to a maximum of 5 minutes. Our staff can better handle an 
upset child when their parent has left. Please feel free to call us at any time to check 
up on your child. Brightwheel will also allow us the opportunity to communicate 
freely with our parents. We will have the ability to send real-time photos, videos, and 
notes of daily activities.  
 
Volunteers are welcome to assist teachers in the classroom during set times during 
our school day. Normally parents, grandparents or older siblings volunteer. 
Volunteers must have a specific purpose to be at LOEXC, sign in, and remain under 
the direct supervision of a teacher at all times. Volunteers are never allowed to care 
for children without supervision. Volunteers do not assist with toileting. Staff and 
LOEXC owners, at times may bring their Middle-School & High school aged students 
who are interested in Early Childhood Education to volunteer to fulfill a school 
requirement. Regular volunteers (more than 2 days per year) must fill out 
background check, have their CPR certification and various other paperwork as 
required. 
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PART FOUR: PROGRAM 
 
Curriculum Overview 
League of Extraordinary Children uses the Creative Curriculum which focuses on 
social learning and the power in play in both English and in Spanish. Each child will 
receive toddler and preschool curriculum inside their classroom each day without 
being charged an additional fee for the families. The learning philosophy is that there 
is power in play and knowledge occurs through social learning. The curriculum will 
be used starting as early as the infant room and use a ‘scaffolding’ method. This 
scaffolding method will move through the ages and rooms for the children. The 
curriculum will be sprinkled throughout the day through the use of the Creative 
Curriculum and social learning methods. The curriculum will include activities that 
foster social, intellectual, emotional, and physical growth. It is the responsibility of the 
Lead Teacher to plan and implement the Creative Curriculum daily. Classroom 
teachers will be responsible for parent/family-teacher conferences twice a year. 
 
Daily Schedule  
A basic schedule is listed below. Classroom schedules will vary to meet the needs of 
each age group.  
 
6:30-7:55​ ​ Arrival time / Free play 
7:55-8:00​ ​ Clean up / Hand-washing 
8:00-8:30 ​ ​ Breakfast 
8:30-8:45​ ​ Diaper Changes / Potty Breaks 
8:45-9:10​ ​ Circle Time  
9:10-10:10​ ​ Gross Motor / Outdoor Play 
10:10-11:00​ ​ Work Time 
11:00-11:10 ​ ​ Hand-washing 
11:10-11:30 ​ ​ Diaper Changes / Potty Breaks  
11:30-12:15​ ​ Lunch Time  
12:15-2:45 ​ ​ Nap Time / Rest Time 
2:45-3:00​ ​ Diaper Changes / Potty Breaks 
3:00-3:20​ ​ Snack 
3:20-3:30​ ​ Clean up / Hand-Washing 
3:30-4:30​ ​ Outdoor Play 
4:30-4:50 ​ ​ Circle Time 
4:50-5:00​ ​ Diaper Changes / Potty Breaks 
5:00-6:30 ​ ​ Free Play  
 
Infant/Toddler Daily Schedule  
The daily routine for infant/toddlers fosters development of good health habits, 
self-discipline, adequate indoor/outdoor play, rest/sleep with time and opportunity 
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for various experiences. The environment protects children 0-18 months from 
physical harm without restricting physical, intellectual, emotional, and social 
development. Environment and interactions requirements are complied with and 
reviewed.  
 
Preschool Daily Schedule 
The daily routine fosters development of good health habits, self-discipline, adequate 
indoor/outdoor play, rest/sleep with time and opportunity for various experiences. 
The environment protects children from physical harm without restricting physical, 
intellectual, emotional and social development. Environment and interactions 
requirements are complied with and reviewed.  
 
Playground Safety Policy​
According to the State of NJ Department of Children and Families in the Manual of 
Requirements for Child Care Centers, regulations require children to spend at least 
60 minutes per day in physical activity and require daily outdoor time periods 
(weather permitting) that include large and small muscle activities.​  

League of Extraordinary Children has developed this policy based on the Infant and 
Toddler Environment Rating Scales (ITERS-R), the Early Childhood Environmental 
Rating Scales (ECERS-R), and the requirements of NJDCF that children in care will be 
provided an outdoor environment that is safe, age appropriate, challenging and 
promotes healthy growth and development.​ ​ ​ ​ ​  

This policy will address:​ ​ ​ ​ ​  

1.​  The play area must be accessible to children with disabilities.​
 ​ ​ ​ ​ ​ ​ ​  

2.​ The outdoor playspace must be appropriate for each age group served.​
 ​ ​ ​ ​ ​ ​ ​  

3.​ The outdoor play area must provide for both direct sunlight shade.​
 ​ ​ ​ ​ ​ ​ ​  

4.​ The outdoor play area must be free from hazards including but not limited to:a  
busy street, a parking lot, poisonous plants, water hazards, debris, broken 
glass, chipping, peeling or flaking paint, dangerous machinery or tools, and 
weather related and environmental hazards or small objects that could 
present a choking hazard to young children. Any such hazard must be 
removed or fenced by a sturdy, permanently installed barrier which is at least 
four feet high or otherwise protected or removed, as appropriate.​
 ​ ​ ​ ​ ​ ​ ​  

5.​  The outdoor playspace mustn't be covered with dangerously harsh, abrasive, 
or toxic materials.​
 ​ ​ ​ ​ ​ ​ ​  
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6.​ The use zones under and around swings, slides, and climbing structures must 
be covered with an adequate depth of an impact absorbing material. Pea 
gravel and wood chip nuggets must not be used in areas used by infants and 
toddlers.​ ​ ​ ​ ​ ​  

Supervision​
All licensees and educators must exercise appropriate supervision of the children in 
their care in order to always ensure their health and safety. Such supervision must 
include, but not be limited to, indoor and outdoor activities, mealtimes, naptime, 
transportation, field trips and transitions between activities.​ ​
​
A weekly Playground Safety Checklist must be completed by the head teacher or 
teacher aid each day the children are taken out to the city park or outside to the 
center’s play area.  
 
PART FIVE: GUIDANCE AND SOCIALIZATION POLICY 
 
Positive Guidance 
League of Extraordinary Children uses guidance to help children learn appropriate 
ways of handling their feelings and desires. We want to ensure that each child is 
provided with a positive model of acceptable behavior to enable the children to 
develop self-control. Our goal is to protect the safety of children and staff persons at 
all times.  
 
The League of Extraordinary Children does not use punishment. Instead, we provide 
direction toward alternative and acceptable ways of behaving, guided by the 
individual and developmental needs of children and families. These include:  

●​ Modeling, praising and encouraging positive behaviors;  
●​ Setting clear, reasonable and consistent rules which are explained to children; 
●​ Planning developmentally appropriate activities;  
●​ Continuous monitoring and assessing of the environment;  
●​ Practicing low children to staff ratios;  
●​ Permitting flexibility within curriculum;  
●​ Facilitating problem solving skills in children;  
●​ Maintaining developmentally appropriate expectations of children;  
●​ Being aware of possible causes of behaviors.  

 
Redirection is essential to creating a learning environment that is positive, 
supportive, safe, and effective. To create this environment, the following principles for 
conduct have been set for the children.  

1.​ Practice the golden rule: Treat others the way you would like to be treated.  
2.​ Use appropriate language.  
3.​ When the staff asks for your attention: Stop, Look & Listen.  
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4.​ Only during gross motor activities, can we run.  
5.​ Keep your hands, feet, and other objects to yourself.  

 
If and when behavior issues occur, staff will use one or a combination of the following 
directives:  

●​ Ignoring minor attention seeking occurrences;  
●​ Verbally reminding children of the rules;  
●​ Redirecting children to another activity;  
●​ Teaching children how to use acceptable alternatives to problem behavior;  
●​ Allowing natural and logical consequences for behaviors within limits 
●​ Partnering with parents to develop guidance techniques.  

 
It is not possible to list all of the unacceptable behaviors, but the following are 
examples of actions that are not allowed by children and will result in corrective 
steps:  

1.​ Use of inappropriate language and gestures 
2.​ Inappropriate touching, hitting, and fighting 
3.​ Presenting a danger to oneself, other students, or staff members 
4.​ Bringing weapons or dangerous articles to any are of the center 
5.​ Vandalism of the center 
6.​ Going into off-limit areas of the center 
7.​ Disobeying rules established for field trip safety  
8.​ Leaving the group setting without permission 
9.​ Stealing  
10.​ Harassing staff members 
11.​ Repeated ignoring or disobeying staff directions 

 
When infractions of the rules occur, they will be dealt with in the following ways: 
‘take-a-break’, exclusion from an activity, and removal from the center, suspension, or 
expulsion. You can refer to our discipline and/or expulsion policy, as well.  
 
Take-A-Break 
‘Take-A-Break’s are used to give the children an opportunity to sit out of an activity 
and ‘rest’ for a moment until he/she is calm enough to rejoin the activity. Children 
who are on a ‘take-a-break’ time will be supervised by a staff member at all times. 
The amount of time will be determined by age. (i.e. a 3 year old will get a 3 minute 
break). 
 
Exclusion from an Activity 
Children must be responsible or he/she may not be able to participate in all 
privileges. Staff members may exclude the children from any activity for a definite 
time period. Specifications will be discussed with both the child and the parent, 
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including time limits (for example, if art materials are misused, the children would 
not be permitted to participate in the art portion for the day).  
 
Removal from the Center for the Remainder of the Day 
If at any time a child’s actions warrant immediate removal, the teaching staff needs 
to talk with the Director to discuss the situation. The Director will make the decision 
to send the child home. The Director will contact the parent immediately to come 
and pick up the child.  
 
Suspension/Expulsion  
Please refer to our discipline and expulsion policy.  
 
Persistent Unacceptable Behavior:  
Non-aggressive Behaviors:  
Staff will conduct these progressive corrective actions if a child is demonstrating 
non-aggressive behaviors:  

●​ Ignore minor attention seeking occurrences;   
●​ Verbally remind children of rules;   
●​ Redirect children to another activity;   
●​ Within limits, allow for natural and logical consequences for behaviors;   
●​ Partner with parents to develop guidance techniques;   
●​ If behavior continues, place the children in an area designated for 

“Take-a-Break”.  
 

No child will be separated from the group unless the following has occurred:   
●​ Less intrusive methods of guiding the child’s behavior have been tried and 

were ineffective   
●​ The child’s behavior threatens the well-being of the child or other children in 

the program  
 

A child who required separation from the group must:   
●​ Remain within an enclosed part of the classroom where the child can be 

continuously seen and heard by a staff member   
●​ Be able to return to the group when the child’s original behavior that caused 

the separation is under control or has stopped.  
 
If the child is separated from the group three or more times in one day, the child’s 
parents/family will be notified and the parent notification will be indicated on the 
League of Extraordinary Children’s Behavior + Bite Log. If a child engages in 
unacceptable behavior (examples: violent behavior and/or inappropriate language) 
then Behavior Guidance Procedure will be followed. 
 
STEP ONE: Behavior Guidance Procedures   
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●​ Staff will observe and record the behavior of the child and the staff response to 
the behavior by using the Behavior and Bite Log Form 

●​ Staff will work with parents and other professionals (if needed) to develop a 
plan to address the unacceptable behavior immediately.   

●​ Child will be sent home: Any child whose behavior places himself/herself in 
danger of jeopardizing the health, safety, and welfare of others in attendance 
will have a parent/family notified to pick up the child based on the severity.  

 
If a child is separated five or more times in one week, eight times or more in two 
weeks, then STEP TWO Persistent Unacceptable Behavior Procedures will be 
followed.  

●​ League of Extraordinary Children will provide extra resources should a 
classroom be dealing with behavioral issues. Extra staff members if available 
will be scheduled to provide teachers more time to deal with the behavior. All 
measures taken will be recorded and kept in the child’s record.   

●​ League of Extraordinary Children will observe and record the behavior of the 
child and staff response to the behavior by using League of Extraordinary 
Children’s Behavior and Bite Log   

●​ Dealing with persistent unacceptable behavior will involve a second 
conference with the parents to outline new approaches and discuss 
consequences   

●​ Child will be sent home: Any child whose behavior places himself/herself in 
danger of jeopardizing the health, safety, and welfare of others in attendance 
will have a parent/family notified to pick up based on the severity. If the 
unacceptable behavior persists in spite of the use of the established plan, the 
child may be suspended or dismissed from the Center.  

 
Biting and Hitting  
Biting and hitting may occur in several of the rooms. This happens periodically in 
even the best child care center and is an unavoidable consequence of group care. 
When it happens it can be scary, frustrating and very stressful for children, 
parents/families and teachers. It is not something to blame on children, 
parents/families or teachers and unfortunately there are no quick or easy solutions.  
 
Bite Policy - Under the age of 2: If a child bites 3 or more times in a day, the 
parent/families will be notified and need to pick up immediately.  
 
Bite Policy - Age 2 years and older: If a child 3 or more times in a day, the 
parent/families will be notified and need to pick up immediately. If a child bites 
through the skin 1 time, the parent will need to pick up immediately and protocol for 
both families will be followed. Both hitting and biting is normal toddler behavior, but 
the safety of the children in our care is the priority.  
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The League of Extraordinary Children will do everything we can to prevent a situation 
where this policy must be put into effect.  
 
What teachers/staff members do when biting or hitting occurs:  

●​ Focus on the child who was injured 
●​ The aggressive child will be redirected 
●​ Simple language is used “biting hurts” 
●​ Explain to the child that they need to use gentle touches. Explain what our 

mouth is used for.  
●​ Accident/Injury Incident Report will be given to parents of the child who was 

bitten. The parent of the child who bit will have a verbal conference with a staff 
member in the room. Teachers will track occurrences of biting or hitting. 
Listing the time of day, reason (if known), and action taken by the staff will be 
documented.   

●​ Conferences with parents/families will be scheduled at the Director and 
Teacher’s discretion, if necessary.  

●​ Strategies will be provided to the parents/families and agreed upon by the 
lead teacher, director and parent/families to reduce hitting/biting behavior.  

●​ Confidentiality will be maintained at all times (the name of the child who bites 
will not be released to the parents of the child who is bitten). Biting is a 
developmentally appropriate infant/toddler behavior. Delayed punishment 
does not work. Infants and toddlers do not connect an event of one time of 
the day to be a consequence of an event, activity or action of an earlier time of 
the day.  

●​ Teachers address the biting incident when it happens and assist the children 
in appropriate alternatives at that time. We discourage parents from 
punishing or reprimanding their child later in the day for a biting or hitting 
incident which occurred at the center.  

 
Documentation is to be written in detail regarding the situation on a incident form. 
The parents/families, as well as League of Extraordinary Children’s administration, will 
receive a copy of the incident form. The Director will review and track each child's 
behavior concern slip. If a child’s behavior becomes an issue the teacher will consult 
with the Director and the children’s parents may be contacted by Administration to 
set up a meeting to discuss concerns. If necessary, a referral can be made to a 
professional agency for assistance with the children’s behavior. The Director may 
decide if suspension and/or expulsion from the program is necessary.  
 
Under no circumstance is the staff member allowed to use physical punishment or 
physical restraints with a child, this includes using exercise as a punishment. It is 
extremely important that staff remain calm and under control at all times. Staff are 
to refrain from yelling at children - calm voices are required to model desired 
behavior. Documentation is to be written in detail regarding the situation on an 
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Accident/Injury/Behavior Incident Report. The parent/families as well as League of 
Extraordinary Children’s Administration, will receive a copy of the report. The Director 
will determine if the children will be suspended and/or expelled from the program.  
 
Prohibited Actions:  
League of Extraordinary Children prohibits the following actions against children or 
staff in the program. Failure to comply may result in termination from the program.  

1.​ Subjection of child/staff to corporal punishment, which includes but is not 
limited to:   

○​ Rough handling   
○​ Shoving   
○​ Hair pulling   
○​ Ear pulling   
○​ Shaking   
○​ Slapping   
○​ Kicking   
○​ Biting   
○​ Pinching   
○​ Hitting   
○​ Spanking 

2.​ Subjection of a child/staff to emotional stress, which includes but is not limited 
to:   

○​ Name calling   
○​ Exclusion from the group   
○​ Shaming   
○​ Making derogatory remarks about a child/staff or the children/staff’s 

family   
○​ Using language that threatens, humiliates, or frightens the 

children/staff  
○​ Questioning staff in a way that makes them feel uncomfortable 

3.​ Separation of a child from the group that is not warranted.  
4.​ Punishment for lapses in toileting.  
5.​ Withholding food, light, warmth, clothing, or medical care as a punishment for 

unacceptable behavior.  
6.​ The use of physical restraint other than to physically hold a child where 

containment is necessary to protect a child or others from harm.  
7.​ The use of mechanical restraints, such as tying.  

 
Staff and/or League of Extraordinary Children administration will observe a child who 
exhibits mental health concerns. The children’s parents/families will receive referral 
resources and/or mental health information. When services are not provided due to 
parental decisions and the environment and mental health and safety of all children 
and staff are compromised; a meeting will be held with the League of Extraordinary 
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Children’s administration, teaching staff, and the children’s parents/families to 
address concerns and strategize.  
 
Continuous concerns or behaviors that compromise the learning environment may 
lead to suspension of program attendance. 
 
 
PART SIX: PARENTS IN THE PROGRAM​ ​ ​ ​ ​  
Good open communication between parents and our staff will help ensure the best 
experience for your child and your family. At LOEXC, we ultimately strive to 
communicate effectively with parents daily. We learn the best way to communicate 
to each parent as we get to know them. For general information, we leverage 
multiple channels of communication in hopes that everyone will have their preferred 
method. We use email, onsite posts to individual classes as well as our LOEXC 
Brightwheel Mobile App.  
Daily Communication  
Parent-teacher communication is achieved through several methods including:   

●​ Daily Communication: After you check in at the front desk, please sign-in and 
drop your child off with their teacher in the designated classroom or through 
the brightwheel mobile app. At this time children are supervised by the 
League’s staff until they are picked up by an authorized person. Each program 
provides daily information on your child. Each classroom’s daily schedule is 
posted on the Parent/Family board in your child’s room. Here you will find 
weekly lesson plans, teacher’s bios, calendar, menus, and daily/weekly/monthly 
classroom/center events. Individual children’s activities, physical care, napping, 
toileting, feeding records are recorded on a daily sheet along with any supplies 
needed for both infant and toddlers. 

●​ Social Media: It is suggested to not become friends on Facebook with your 
child’s teachers. This can be a confusing line to draw between professional and 
personal.  You can feel free to follow the League of Extraordinary Children on 
both - Facebook and Instagram - to keep updated with things going on at the 
center, monthly calendars, and even photos of your children participating in 
the various events (permission forms must be signed for us to photograph 
your child). 

●​ Newsletter/Calendar: Classroom newsletters are printed and a center calendar 
will be available on our website/Instagram and sent out to parents. 

●​ Assessment & Conferences: Children are assessed by ongoing observation and 
an assessment depending on their age that aligns with our curriculum which 
promotes physical, intellectual, social and emotional development. We are 
proud to assist in any referral process that is necessary to help your child in 
their development. Conferences are planned and offered 2 times each year. 
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Parents will be notified of dates and times in advance. Other conferences may 
be held throughout the year at either the parent or teacher’s request.   

●​ The center communicates with parents about individual needs of children on 
an ongoing daily basis.  

 
Mandated Reporter  
The League of Extraordinary Children recognizes each individual’s basic human and 
legal rights. Any staff member, caregiver or volunteer who has knowledge of abuse 
(physical, verbal or emotional) or neglect of any individual or has reasonable 
knowledge of abuse or neglect of an individual MUST report this information to 
Social Services as required by New Jersey State Law. If staff want assistance in 
completing a report to Social Services, contact Administration ASAP. If a report is 
made to Social Services, the Director is responsible for completing an internal review 
of the policies and procedures. The internal review will be documented and reviewed 
by the administration and kept on file.  
 
The internal review will evaluate the following:   

●​ Were related policies and procedures followed?   
●​ Are the policies and procedures accurate?   
●​ Is there any need for additional staff training?   
●​ Is this report similar to past events with the children or the services involved?   
●​ Is there a need for corrective action by the League of Extraordinary Children to 

protect the health and safety of the children in care?  
 
The Maltreatment of Minors Mandated Reporting Policy is located in the staff binder.  
 
Procedures for League of Extraordinary Children Staff  
If League of Extraordinary Children staff has knowledge of abuse or neglect or has 
reasonable knowledge of abuse or neglect, the staff member will conduct the 
following:   

●​ Immediately contact Social Services. The phone number is listed below and 
also in each classroom.   

●​ Within 24 hours, a report must be sent to Social Services. Document in writing 
the children’s first and last name on Suspected Maltreatment of Children 
Report form.   

●​ Document in writing the nature and extent of the suspected abuse or neglect.   
●​ Include any information of previous abuse or neglect.   
●​ Try to answer the following questions without conducting an interview of the 

children:   
○​ Who is the abuser/neglecter?   
○​ What type of abuse or neglect?   
○​ Where does the abuse or neglect take place and/or what areas of the 

body are affected?   

30 | League of Extraordinary Children - Family Handbook 
*UPDATED MAY 2025 



 

○​ When does the abuse happen?   
○​ Why does the abuse happen?   
○​ How often does the abuse or neglect happen?   

 
Suspected Maltreatment of Children Forms are available in the site binder to assist 
staff members with documentation. Complete as thoroughly as possible. Sign the 
documentation and turn it into Social Services or hand it to the Director. The center 
has up to 12 hours to file a report to Social Services.  
 
PART SEVEN: HEALTH AND SAFETY 

At League of Extraordinary Children, the safety and well-being of your child is our 
top priority. To ensure a secure environment for all, we have established the following 
policies and procedures: 

Daily Safety & Pick-Up Procedures 

●​ Supervision: Our staff ensures that children are always supervised and remain 
in groups throughout the day. 

●​ Sign-In & Sign-Out: Parents must sign their child in and out daily for 
accountability and safety. 

●​ Authorized Pick-Up: Children will only be released to individuals listed on the 
authorized pick-up list. If someone other than a parent is picking up, parents 
must notify us in advance. If an unauthorized individual arrives, we will contact 
parents immediately to confirm authorization. 

●​ Intoxication Policy: If an authorized pick-up individual arrives intoxicated or 
under the influence, we will not release the child. A secondary adult will be 
called to pick up the child, and the intoxicated individual will be asked to wait 
outside. If they attempt to take the child, we will contact the police and report 
the situation immediately.​
 

Emergency Drills & Evacuation Procedures​
We conduct monthly fire drills and active shooter drills to ensure all staff and 
children are prepared for an emergency. 

●​ Fire Evacuation: In the event of a fire, staff will calmly guide children out of 
the building, using evacuation cribs for infants and wagons for children with 
mobility needs. A headcount will be taken and confirmed at the safe zone. 

●​ Shelter-in-Place: In situations such as a tornado or active shooter, children will 
be taken to the safest area (bathrooms), with staff ensuring everyone stays 
calm and low to the ground. Infants will be placed under overturned cribs, and 
children with special needs will be given additional assistance. 
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●​ Counting & Accountability: Staff will regularly check and confirm the 
children’s names against the roster during evacuation and sheltering.​
 

Weather-Related Closures​
We follow Guttenberg School District for weather-related closures. If the district 
announces a closure before the start of the day, our center will also be closed. 

●​ Notification: Parents will be alerted through Brightwheel if a closure occurs. 
●​ Facility Issues: If the center cannot operate due to a lack of utilities or unsafe 

conditions, we will notify families immediately.​
 

Emergency Evacuation Location​
In the event of an evacuation, children will be taken to the Guttenberg Police 
Department. Parents will be contacted using the emergency contact number 
provided at enrollment.​
 
Missing Child Procedure​
In the unlikely event of a missing child: 

●​ We will ensure all other children are supervised and conduct a thorough 
search. 

●​ If necessary, we will contact the police and emergency services.​
 

Incident Reporting 

●​ Injury Reports: An injury report will be filled out for any incident, no matter 
how minor. These reports will be shared with parents and kept in the child’s 
file.​
 

Children with Special Needs​
We welcome all children, including those with special needs, and are committed to 
providing the best care possible. 

●​ Pre-Enrollment Meeting: Parents must schedule a meeting with the Center 
Director before enrollment to discuss their child’s needs and determine the 
level of support required. 

●​ IEP Requirements: If applicable, an Individualized Education Plan (IEP) must 
be provided, and updates should be done annually. 

●​ Trial Period: We will set up a trial period to ensure we can meet the child’s 
needs. If at any point it’s determined that we cannot provide the necessary 
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care, the Director will work with the family to find appropriate alternatives.​
 

Water Play 
●​ Permission Required: Parent permission is required for any water play, such 

as sprinkler days. 
●​ Supervision: Water play will always be closely supervised, with children within 

sight at all times.​
 

 
PART EIGHT: ILLNESS/INJURY/IMMUNIZATIONS 
Guidelines for Exclusion Due to Illness  
Keeping all the children who attend League of Extraordinary Children as healthy as 
possible is a top priority. Illnesses can be difficult and frustrating and the center 
appreciates all of the cooperation and understanding when dealing with these 
issues. The Center’s health policies will not be undermined even by a doctor’s 
authorization from attendance. The child must be excluded if illness is characterized 
by one or more of the following:   

●​ The illness has a specified cause that requires exclusion   
●​ The illness limits the child’s comfortable participation in the center’s activities   
●​ The illness results in a need for more care than the staff can provide, which 

compromises the care and safety of the other children.  
Below is a listing of possible signs of illness and communicable diseases and if your 
child shows one or more of the following the child will be sent home:   

●​ The illness prevents the child from participating comfortably in activities as 
determined by either the child’s teacher or the Center’s Director   

●​ The illness results in a greater need of care than the center’s staff can provide; 
which in turn would compromise the health and safety of the other children.  

If a child arrives ill or becomes ill while attending the League of Extraordinary 
Children, the employees are requested to:   

●​ Stay calm;   
●​ Call the parent or the emergency phone numbers listed on the information 

sheet, ask them to take their children home;   
●​ If we cannot reach the parents or emergency contacts, contact the League of 

Extraordinary Children office and they will assist you with locating the parents;   
●​ Have the children lie down in a comfortable area within sight and hearing of a 

staff member;   
●​ Apply first aid procedures. If available, contact the main office and request 

assistance;   
●​ Never leave children unattended.  

A child with any of the following conditions or behaviors is considered a sick child 
and must be excluded from the site. If the child becomes sick while at the site, the 
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child must be separated from other children in care (must be within sight and sound 
of staff) and the parent called immediately.  
 
The site must exclude a child or staff:   

●​ With a reportable illness or condition that the commission of health 
determines to be contagious and a physician determines has not had 
sufficient treatment to reduce the health risks to others;   

●​ With chicken pox until the child is no longer infectious or until the lesions are 
crusted over;   

●​ Who has vomited one or more times since admission that day;   
●​ Who has had three or more abnormally loose stools since admission that day;   
●​ Who has contagious conjunctivitis (pink eye) or pus draining from the eye;   
●​ Who has a bacterial infection, such as streptococcal pharyngitis (strep throat) 

or impetigo (skin rash) and has not completed 24 hours of antimicrobial 
therapy;   

●​ Who has unexplained lethargy;   
●​ Who has lice, ringworm, or scabies that is untreated and contagious to others;   
●​ Who has a temperature higher than 100.4 degree Fahrenheit temperature of 

undiagnosed origin before fever reducing medication is given;   
●​ Who has an undiagnosed rash or a rash attributable to a contagious illness or 

condition;   
●​ Who has significant respiratory distress;   
●​ Who is not able to participate in child care program activities with reasonable 

comfort; or   
●​ Who requires more care than the program staff can provide without 

compromising the health and safety of other children in care.  
 
Children or staff who are sick must be excluded from the site until:  

●​ A minimum of 24 hours has passed, symptom free   
●​ A healthcare provider has determined that the children can return   
●​ Children can participate in routine activities without more staff supervision 

than usual  
 
If parents have any further questions, they are asked to please refer back to the 
Illness and Communicable Disease Policy.  
 
Handwashing Policy  
Children must wash their hands before and after meals and after using the restroom. 
Children and staff will also wash their hands after coming in from the playground or 
gym area. Staff must wash their hands before distributing snacks or helping with 
food preparation. Staff must wash their hands after using the restroom personally 
and also must wash their hands when helping a child use the restroom and after 
diapering a child. Any sinks used for food preparation cannot be used for hand 
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washing or any other purpose. All hand-washing sinks will have Hand Washing 
Practices posted by each sink.  
 
Health Policies  
Any contagious illness or condition must be reported immediately to the Director. An 
exposure notice will then be posted to let families know their children were exposed. 
If a child becomes sick over the weekend, parents need to contact the center’s 
Director on Monday morning. Depending on the severity of the illness, a health 
report will then be filed to the Department of Health by the Director within 24 hours 
of receiving the parent’s report or notification from staff of any contagious illness or 
condition.  
 
Infant Sleep Policy  
All infants under the age of 12 months will be placed flat on their backs for sleep in a 
safety approved crib or playpen. If parents request that their infant is placed in an 
alternate sleep position or in another device/equipment for sleep, parents must 
provide a written order from a health care provider stating the medical reason and 
time frame to follow the order as well as written parental permission. All infants will 
sleep within sight. A sound monitor will be used in the infant nap room at all times. 
Visual checks will be done every 10-15 minutes.  
 
Immunization Policy  
All children are required to be up-to-date with their immunizations and parents are 
required to provide their child’s immunization record as part of their enrollment 
paperwork. According to New Jersey State Law, child care programs cannot refuse to 
provide care to unimmunized children who are otherwise eligible if they present a 
valid exemption from immunization requirements. Parents need to be made aware 
that an unimmunized child may be enrolled in the program due to the state law. If a 
vaccine preventable disease to which children are susceptible occurs at the program, 
it is recommended for unimmunized children to be excluded for the duration of the 
possible exposure.  
 
Medication Policy  
At League of Extraordinary Children, children requiring mediation must have a 
Medication Permission Form/Log form signed by the parent that is on file at the 
League of Extraordinary Children office. All medication will be kept in an office or 
inside a locked medication box. Licensing requires that medication be properly 
stored/inaccessible to children, in a spill-proof container. Parents must provide a one 
week’s supply of medications if these medications are taken on an ongoing basis - 
this includes prescription or over the counter medications (such as Tylenol or cold 
medicine). Short-term medications, such as antibiotics, may be brought in daily. At 
the end of the week, the empty bottle(s) will be returned to the parent for refills. All 
medication bottles, including over the counter medications, must have the child's 
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name, the name of the medication and specific dosage with the time of day to be 
given. Only medications belonging to the children may be given. ABSOLUTELY NO 
SHARING OF MEDICATIONS.  
 
The Director will dispense medication or will designate a child’s teacher to dispense 
medication. Nonprescription medicines and products must be administered 
according to the manufacturer’s instructions unless there are written instructions for 
their use provided by a licensed physician or dentist. Staff administering the 
medication must indicate the date, time given, dosage, and sign the Medication 
Permission Form/Log. Each time the medication is given the staff must sign the log. 
The medication log will be filed in the children’s file and accessible to parents to view. 
Please note that when applying sunscreen and insect repellent, the center may use 
the lotion or spray on more than one child.  
 
It is extremely important that effective communication exists between parents and 
staff in order to ensure proper medication dispensing. Parents need to be contacted 
if there exists any question in regards to a child’s medication needs PRIOR to 
dispensing the medication.  
 
Proper Procedures for Giving Medication:   

●​ Wash hands   
●​ Follow the SIX RIGHTS:  

○​ Right Children  
○​ Right Medication 
○​ Right Dose (use correct dispenser not silverware)  
○​ Right Route (mouth/eyes/inhale)  
○​ Right Time  
○​ Right Children (DOUBLE-CHECK)   

●​ Administer medication.   
●​ Return medication to proper storage out of any children’s reach (Lock Box or 

Office).   
●​ Record on correct children’s Medication Permission Form/Log.  
●​ Accurate, written documentation of every dose is critical to prevent mistakes 

and to improve the safety and health for every child.   
●​ Record on Medication Permission Form/Log if any medication is not given and 

document reason.  
 
 
Potty Training 

At the League of Extraordinary Children, we recognize that potty training is a big and 
exciting moment in any family’s life and we want to do our best to participate and 
support that moment. In order for us to fulfill that goal, we have laid out some 
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guidelines and information in this document that we hope will keep teachers and 
parents aligned on the big change. Generally speaking, we ask that potty training be 
approached in a coordinated effort with both the parents and staff aligned on the 
expectations and methods being used for the child. This coordination will give your 
child the best chance for success and a positive experience throughout the day while 
they’re with us at LOEXC. Below is the process for this collaboration.​ ​ ​
​  

1. Please take the time to schedule a meeting with teachers when thinking of 
starting potty training at school – This allows teachers and parents to all get on the 
same page, share information and make a plan for their individual child’s potty 
training needs​ ​ ​ ​ ​  

A.​ At the meeting cover:​ ​ ​ ​  
●​ What signs are we seeing that their child is ready for potty training? 
●​ What does potty training look like at home?​  
●​ What do we do at school?​ 
●​ Come up with a plan together​ ​ ​  ​ ​ ​ ​  

2. Prepare: Children should come with plenty of extra clothes each day (bottoms, 
underwear and waterproof shoes for accidents.)​ ​ ​  

A.​ For health and safety regulations and for sanitary purposes, underwear is 
required for potty training while at League of Extraordinary Children.​ ​
​ ​ ​  

3. Other​  

●​  Children are never forced to become potty trained, we want to build a 
positive experience and feel successful. 

●​ If a child runs out of underwear, diapers will be used.​ ​  
●​ If your child has more than 3 accidents in a day, the natural 

consequence is to put them in a diaper. 
●​ Not using pull ups (as these are designed to take the “wet feeling” away 

and the child should learn the feeling of wet versus dry). 

Per health regulations, staff are not allowed to rinse, scoop or shake off poop off of 
clothes or underwear. If a poop accident occurs, the staff will bag the soiled 
clothes/underwear in a plastic bag and place it in a child's backpack to go home. BM 
potty accidents will be noted on your child's timeline on your Brightwheel mobile 
app, so you can expect to find a soiled bag of clothes in your child's backpack.​
​ ​ ​
All potty training children will be taken to the potty hourly. It is unrealistic for 
teachers to take children to the potty every 15 minutes, or even every 30 minutes. 
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Taking children to the potty more frequently than 60 minutes hinders small group, 
circle time and enrichment that the whole class participates in daily.  

We suggest you keep your child home if they need to use the potty every 15-30 
minutes.​ ​ ​  

IMPORTANT NOTE​: Potty training children in the 2’s and 3 & 4’s class are learning 
what it means to be in charge of their own body. For the safety of the children and 
staff, children in these classrooms are not forced to have help if they don’t want it. 
Teachers can offer to help a student get on & off the potty, gather toilet paper, button 
pants. Teachers ARE NOT allowed to wipe the children, if the child says “No” when a 
teacher asks if they need help. We are believers that children are in charge of their 
own body, and as such, we as adults respect their wishes if they say they do not want 
help with wiping.​ ​ ​ ​  

In the case of a poop accident in undies, the child will be offered help to clean up & 
change into clean clothes. The child will not be changed on the diaper table (like a 
baby) if they don’t want to. To ensure your potty training child does not get a rash, 
please be sure to bath your child daily. The teachers will alert parents via BW if the 
child changed their underwear while at school.​  

PART NINE: PERSONAL BELONGINGS​ ​ ​
Personal Belongings ​ 
Children will have a cubby in which to place their personal belongings. There are 
hooks for their coats and shoe racks for their shoes. Diapers will be placed in the 
bathroom cabinet. Please keep extra clothes labeled in their cubby. Specific 
classrooms have specific areas to house extra clothes, please inquire with your child’s 
teacher. Backpacks and diaper bags must be labeled, and only contain child related 
items in it. Keep out of reach items (such as: diaper cream, medication, adult only 
items) can’t be stored in the child's back pack within reach of the child.​
 ​ ​ ​ ​ ​ ​ ​ ​ ​
Children's personal property or money should not be brought to school. If a child 
brings a personal valuable item or money to school, League of Extraordinary Children 
staff is not responsible if the item or money are lost or stolen. Children can bring 
stuffed animals or comfy toys to assist them with separation anxiety.​
 ​ ​ ​ ​  ​ ​ ​ ​ ​ ​ ​ ​ ​
 
Diapers ​ 
If you need to leave diapers and other items for your child at League of Extraordinary 
Children, please put the items in a bag with your child’s name on it, so that we can 
easily identify who the bag belongs to. All classrooms use only the diapers and wipes 
you provide for your own child. For a full time child, it is normal for 4-5 diaper 
changes to occur each day. Most full time children need a full sleeve plus a full large 
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pack of wipes a week. All teachers will alert you at the end of the week if your child 
needs more diaper materials for the following week. In emergency situations, extra 
diapers will be used on a child who has run out of diapers mid-day. ​If a parent does 
not bring sufficient diapers or wipes after first notification, an extra diaper 
charge will be asked. $10 per day for diaper fee, and $5 per day for wipes fee. ​
 ​ ​ ​ ​ ​ ​ ​  
PART TEN: INVOLUNTARY DISENROLLMENT​ ​ ​ ​ ​
At League of Extraordinary Children, we reserve the right to disenroll any child in our 
program. This can be the result of the problematic behavior of either the child or the 
parents. While this happens in very rare cases, it’s important that we preserve and 
protect the rest of our children and families should we not be able to resolve these 
behaviors. As Early Childhood Educators, it is LOEXC staff’s goal to promote prosocial 
behaviors and avoid any child to be involuntarily disenrolled.​ ​ ​ ​  

Please review the below policies: 

●​ Children that are exhibiting consistent poor behavior must have a behavior 
plan in place to continue care at LOEXC. The following caregivers must meet 
to agree on a plan: the teacher, director & parent. After implementing this 
behavior plan for an agreed upon time, and the child improves their behavior, 
the behavior plan may be concluded. If the child’s behavior does not improve, 
the director can request parents/guardians to get a consultation on the child’s 
behavior. 

●​ Children that cause 3 or more incident reports that involve bullying, shoving, 
hitting, biting or any physical/emotional harm within a 90 day period will 
automatically require a behavior plan with LOEXC. 

●​ If a child is physically harming other children, and another child is in mortal 
physical or emotional peril, the child can be immediately expelled. The parent 
will not be refunded money from your current payment, but you will not be 
charged for future payments. 

●​ Parents of a child that exhibits any inappropriate or non-compliant behavior 
will be dis-enrolled immediately. Within 24 hours of the incident, parents will 
receive an email with the specific concerns, and the timeline for 
disenrollment. (This list is not exhaustive. 

○​ Non-payment (after 30 days, one day notice for dis-enrollment) 
○​ Non-compliant paperwork (after 1 wk of requests, 1 wk notice of 

disenrollment) 
○​ Rude, derogatory, disrespectful behavior towards staff or other children 

(one week notice of disenrollment) 
○​ Threaten the physical or emotional safety of staff or other children 

(immediate dis-enrollment) ​
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Student’s Name: ____________________________________ 

 
 
By signing this contract, parents/guardians and providers agree to abide by the 
written policies as stated in this handbook. ​
 
 
_______________________ ​ ​ ​ ___________________________ ​ ________​
Director’s Name (print) ​ ​ ​ ​ Director’s Signature ​ ​ ​
Date ​
​
​
_______________________ ​ ​ ​ ___________________________ ​ ________ 
Parent’s Name (print) ​ ​ ​ ​ Parent’s Signature ​​ ​ Date  
 
 
_______________________ ​ ​ ​ ___________________________ ​ ________ 
Parent’s Name (print) ​ ​ ​ ​ Parent’s Signature ​​ ​ Date  
 
 
Attention parents: Licensing requires all parents to have access to a copy of our 
center’s family handbook. 
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	Compliance, Safety & Operational Standards​At the League of Extraordinary Children, the health, safety, and well-being of our SUPER kids is our top priority. We uphold all state licensing requirements and maintain the highest standards of care and professionalism across our operations. Please review the following important policies and procedures: 

