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WELCOME

Dear Parents,

Welcome to Clinton Hill Community &Early Childhood Center, Inc. We are delighted you chose to 

become part of  our family.

Our goal is to provide a high-quality, nurturing and safe learning environment for your child. One that 

will help him/her grow into a wonderful, curious, and happy person. We maintain a structured daily 

program with regards to scheduled meals, rest periods and an age –appropriate curriculum because we 

believe children thrive best when their lives are consistent.

Your child will be exposed to an exciting program that includes a variety of  music, science, reading, art, 

literacy, social studies, math, and gross motor activities—all designed to stimulate their physical, 

intellectual, social and emotional growth in a loving and comfortable environment. Outings to the library, 

fire station, park, and museums are all part or what make this a fun place for your child to be. We keep a 

daily schedule posted in each classroom and weekly lesson plans can be found on the parent bulletin board.

As a partner in your child’s care, we will do everything in our power to keep the line of  communication 

open. Our interaction with you is as important as our interaction with your child. 

All we expect of  the children is that they come to our program, be themselves, and have respect for 

others. What we expect of  parents/guardians is that you adhere to the operating procedures in this handbook 

and in supplemental notes and newsletters that we may send you from time to time.    

Feel free to call us at anytime during the day or set up an appointment to discuss any problems or 

suggestions you have with regards to your child’s care.

Please take time to go over this handbook to ensure you understand the policies that are in place to help 

keep Clinton Hill Community& Early Childhood Center, Inc. a happy environment for everyone. If  you 

have any questions at all, we will be happy to go over them with you.
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Our Philosophy 

Clinton Hill Community & Early Childhood 
Center, Inc. believes that parents want the best 

for their children and the peace of  mind that their 

childcare provider is doing just that. We believe 

that all children are unique individuals and 

deserve unique attention to ensure they realize 

their greatest potential for success. We have 

dedicated our efforts to obtaining the highest 

quality resources, training, and amenities to 

provide exceptional childcare in an enriched, safe, 

secure, and loving environment. Our programs are 

geared towards building character, self-confidence, 

self-esteem, and school readiness while giving 

your child a strong foundation to experience life 

challenges. 

Vision:

Maintain the highest standards. 

➢ Nurturing Children with Loving Care 

➢ Providing a Safe and Secure 

Environment 

➢ Providing a Clean, Well Organized 

Facility 

Offer Quality Educational Programs Focusing on: 

➢ Social/Emotional Development 

➢ Physical Development 

➢ Cognitive Development 

➢ Language Development 

➢ Whole Child Development 

Enforce basic core values such as: 

➢ Respect for Self  and Others 

➢ Pride in Self  and Community 

➢ Develop Teachers/Professional Staff  

Members. 

➢ Partner with and provide services to the 

community. 

Mission Statement

Clinton Hill Community & Early Childhood 
Center, Inc. is a human service oriented 

organization, committed to the growth and 

development of  young learners and the surrounding 

community. Our motto is: "Building Young Minds 

for the Future". Our goal is to ensure that every 

student who passes through our doors will be 

encased in a life-long love of  learning. These 

students will enter the public or private school 

setting, prepared to excel in Kindergarten and 

beyond.
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LICENSING AGENCY 

Clinton Hill Community & Early Childhood 

Center, Inc. is licensed by the New Jersey 

Department of  Children and Families and thus 

required to follow the minimum standards set forth 

by the State of  NJ and is subject to their inspection. 

Our license is posted in the front office. Under the 

provisions of  the Manual of  Requirements for Child 

Centers (N.J.A.C.10:122), every licensed child care 

center in New Jersey must provide to parents of  

enrolled children written information on parent 

visitation rights, State licensing requirements, child 

abuse/neglect requirements and other child care 

matters. 

Information To Parents

Under provisions of  the Manual of  Requirements 

for Child Care Centers (N.J.A.C. 3A:52), every 

licensed child care center in New Jersey must 

provide to parents of  enrolled children written 

information on parent visitation rights, State 

licensing requirements, child abuse/neglect 

reporting requirements and other child care 

matters. The center must comply with this 

requirement by reproducing and distributing to 

parents this written statement, prepared by the 

Office of  Licensing, Child Care & Youth Residential 

Licensing, in the Department of  Children and 

Families. In keeping with this requirement, the 

center must secure every parent and staff  member’s 

signature attesting to his/her receipt of  the 

information.

Our center is required by the State Child Care 

Center Licensing law to be licensed by the Office of  

Licensing (OOL), Child Care & Youth Residential 

Licensing, in the Department of  Children and 

Families (DCF). A copy of  our current license must 

be posted in a prominent location at our center. 

Look for it when you’re in the center.

To be licensed, our center must comply with the 

Manual of  Requirements for Child Care Centers 

(the official licensing regulations). The regulations 

cover such areas as: physical environment/life-

safety; staff  qualifications, supervision, and 

staff/child ratios; program activities and equipment; 

health, food and nutrition; rest and sleep 

requirements; parent/community participation; 

administrative and record keeping requirements; 

and others.

Our center must have on the premises a copy of  the 

Manual of  Requirements for Child Care Centers 

and make it available to interested parents for 

review. If  you would like to review our copy,  just 

ask any staff  member. Parents may view a copy of  

the Manual of  Requirements on the DCF website at 

http://www.nj.gov/dcf/providers/licensing/laws/C

CCmanual.pdf or obtain a copy by sending a check 

or money order for $5 made payable to the 

“Treasurer, State of  New Jersey”, and mailing it to: 

NJDCF, Office of  Licensing, Publication Fees, PO 

Box 657, Trenton, NJ 08646-0657.

We encourage parents to discuss with us any 

questions or concerns about the policies and 

program of  the center or the meaning, application 

or alleged violations of  the Manual of  

Requirements for Child Care Centers. We will be 

happy to arrange a convenient opportunity for you 

to review and discuss these matters with us. If  you 

suspect our center may be in violation of  licensing 

requirements, you are entitled to report them to the 

Office of  Licensing toll free at 1 (877) 667-9845. Of  

course, we would appreciate your bringing these 

concerns to our attention too.

Our center must have a policy concerning the 

release of  children to parents or people authorized 

by parents to be responsible for the child. Please 

discuss with us your plans for your child’s departure 

from the center.

Our center must have a policy about administering 

medicine and health care procedures and the 

management of  communicable diseases. Please talk 

to us about these policies so we can work together 

to keep our children healthy.

http://www.nj.gov/dcf/providers/licensing/laws/CCCmanual.pdf
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Our center must have a policy concerning the 

expulsion of  children from enrollment at the center. 

Please review this policy so we can work together to 

keep your child in our center.

Parents are entitled to review the center’s copy of  

the OOL’s Inspection/Violation Reports on the 

center, which are issued after every State licensing 

inspection of  our center. If  there is a licensing 

complaint investigation, you are also entitled to 

review the OOL’s Complaint Investigation 

Summary Report, as well as any letters of  

enforcement or other actions taken against the 

center during the current licensing period. Let us 

know if  you wish to review them and we will make 

them available for your review or you can view them 

online at https://data.nj.gov/childcare_explorer.

Our center must cooperate with all DCF 

inspections/investigations. DCF staff  may 

interview both staff  members and children.

Our center must post its written statement of  

philosophy on child discipline in a prominent 

location and make a copy of  it available to parents 

upon request. We encourage you to review it and to 

discuss with us any questions you may have about it.

Our center must post a listing or diagram of  those 

rooms and areas approved by the OOL for the 

children’s use. Please talk to us if  you have any 

questions about the center’s space.

Our center must offer parents of  enrolled children 

ample opportunity to assist the center in complying 

with licensing requirements; and to participate in 

and observe the activities of  the center. Parents 

wishing to participate in the activities or operations 

of  the center should discuss their interest with the 

center director, who can advise them of  what 

opportunities are available.

Parents of  enrolled children may visit our center at 

any time without having to secure prior approval 

from the director or any staff  member. Please feel 

free to do so when you can. We welcome visits from 

our parents.

Our center must inform parents in advance of  every 

field trip, outing, or special event away from the 

center, and must obtain prior written consent from 

parents before taking a child on each such trip.

Our center is required to provide reasonable 

accommodations for children and/or parents with 

disabilities and to comply with the New Jersey Law 

Against Discrimination (LAD), P.L. 1945, c. 169 

(N.J.S.A. 10:5-1 et seq.), and the Americans with 

Disabilities Act (ADA), P.L. 101-336 (42 U.S.C. 

12101 et seq.). Anyone who believes the center is 

not in compliance with these laws may contact the 

Division on Civil Rights in the New Jersey 

Department of  Law and Public Safety for 

information about filing an LAD claim at (609) 292-

4605 (TTY users may dial 711 to reach the New 

Jersey Relay Operator and ask for (609) 292-7701), 

or may contact the United States Department of  

Justice for information about filing an ADA claim at 

(800) 514-0301 (voice) or (800) 514-0383 (TTY).

Our center is required, at least annually, to review 

the Consumer Product Safety Commission (CPSC), 

unsafe children’s products list, ensure that items on 

the list are not at the center, and make the list 

accessible to staff  and parents and/or provide 

parents with the CPSC website at 

https://www.cpsc.gov/Recalls. Internet access may 

be available at your local library. For more 

information call the CPSC at (800) 638-2772.

Anyone who has reasonable cause to believe that an 

enrolled child has been or is being subjected to any 

form of  hitting, corporal punishment, abusive 

language, ridicule, harsh, humiliating or frightening 

treatment, or any other kind of  child abuse, neglect, 

or exploitation by any adult, whether working at the 

center or not, is required by State law to report the 

concern immediately to the State Central Registry 

Hotline, toll free at (877) NJ ABUSE/ (877) 652-

2873. Such reports may be made anonymously. 

Parents may secure information about child abuse 

and neglect by contacting: DCF, Office of  

Communications and Legislation at (609) 292-0422 

or go to www.state.nj.us/dcf/.
Updated April 2017

https://data.nj.gov/childcare_explorer
https://www.cpsc.gov/Recalls
http://www.state.nj.us/dcf/
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HOURS OF OPERATION 

Monday through Friday from 7:00 a.m. until 6:00 

p.m., except on noted holidays. Individual program 

start and end times are listed below:

If  you are unable to reach the Center by your 

program ending time, please make arrangements for 

someone else to pick up your child. 

Late Pick-Up Fee

Children who remain at the Center after the 

program end time will receive a Late Fee of  $10.00 

every 10 minutes. The Late Fee will be applied to 

your account and is due upon receipt of  your billing 

statement.  

Holidays 

Severe Weather and Other Unsafe Conditions 

Clinton Hill Community & Early Childhood 
Center, Inc. makes every attempt to keep its doors 

open, even in extreme weather conditions. We feel 

responsible to parents who have to be at work no 

matter what the conditions. Please be patient on 

days of  inclement weather. We follow the action of  

the Newark Public Schools when weather or other 

conditions make it unsafe for the children to be in 

our care. If  the public schools must close, we will do 

the same. Parents will be called and asked to make 

arrangements for their children to be picked up as 

soon as possible. 

Parents should listen to the following radio stations:

880 AM-WCBS, 1010 AM-WINS, 107.5 FM-

WBLS and 710 AM-WOR for announcements of  

closings. In addition, school closings are also 

announced on the local cable news Channel 12.

*There will be no reduction of  tuition fees for 

holidays. 

Program Type

Program 

Start 

Time

Program 

End 

Time

Toddler 8:00am 4:00pm

Preschool/

Pre-Kindergarten 8:15am 3:05pm

Extended-Care

Drop-Off

7:30am

Pick-Up

5:30pm

School-Age Child 

Care

(K-6th Grade) 3:00pm 6:00pm

Full-Day Summer 

Camp 8:00am 4:00pm

*We observe the following holidays and will be 

closed for care:

New Years Day Labor Day

Martin Luther King Jr. 

Day 

Thanksgiving Day 

Good Friday Day after Thanksgiving 

Memorial Day Christmas Eve

Independence Day (4th 

of  July) 

Christmas Day 

Spring Recess Winter Recess

*There will be additional days reserved for 

professional development of  staff  and/or facility

maintenance. (See School Calendar for specific 

closings.)



Clinton Hill Community & Early Childhood Center, Inc.

7

Parental Notification Methods

We use a variety of  methods for communication to 

notify parents and staff  members of  news, 

reminders, updates, emergencies, changes to 

programs/calendars, etc. including:

• Telephones

• Cell Phones

• Work Phones

• Text Messaging

• Written Notices

• Emails

• Mail

• Parent Meetings

• Parent – Teacher Conferences

• Website: www.clintonhillcommunity.org

• Facebook: @Clintonhillcommunity

If  parents need to contact any staff  member, 

any/all of  the above methods of  communication are 

acceptable. 

Emergencies 

Emergency procedures are posted in the front office 

and on the parent board in each classroom. If  an 

emergency occurs, it is crucial that children respond 

in a safe and orderly fashion. Therefore, your child 

will participate in regular drills and practices so 

he/she will know what to do in the case of  an actual 

emergency. Should an emergency affect the Center, 

we will notify you as soon as possible. 

Emergency Evacuation And Relocation: 

Should the children need to evacuate the premises, 

they will be re-located to Hawthorne Avenue 

School, 428 Hawthorne Avenue (directly across the 

street). Once secure, parents will be contacted and 

advised regarding the emergency pick-up procedure. 

Open Door Policy 

Parents are welcome to visit the Center at any time; 

however, we request that parents be mindful of  

activities in progress, as interruptions can be very 

disruptive during the school day. 

Visitors 

All visitors must state the purpose of  the visit by 

signing the visitor log. To ensure the security of  the 

children, teachers and staff, picture identification  is 

required from all unfamiliar visitors. If  a visitor is 

listed as an authorized person to pick up a child, the 

visitor must still show picture identification if  

he/she is not known by the staff. 

Use of  Technology & Social Media

Clinton Hill Community & Early Childhood Center 

recognizes the importance of  parents and staff  

members engaging, collaborating, and sharing in a 

digital space. Participation in social media should be 

done responsibly with a mind toward how both the 

location where one chooses to participate and the 

content one posts reflects on that person 

individually and on the wider school community. 

The following are expressly prohibited:

 Do not post photos or movies of  families or 

employees without their permission.

 Do not use photos or movies taken at school 

without permission.

 Do not post photos or movies that contain 

students without parental consent.

http://www.clintonhillcommunity.org/
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ENROLLMENT 

Admission Requirements 

Open registration is typically held in the early 

spring. As an equal opportunity childcare center 

Clinton Hill Community & Early Childhood 

Center, Inc. considers applications for enrollment 

on a first come, first serve basis, regardless of  race, 

religion, color, sex, national origin, disability or any 

other criteria prohibited by law. Should a vacancy in 

enrollment become available during the school year, 

applications will be accepted. Enrollment packets 

are provided by office staff. All admission 

requirements must be met at least two business 

days prior to the child’s first day of  attendance. 

Inclusion

Clinton Hill Community & Early Childhood 

Center, Inc. believes that children of  all ability 

levels are entitled to the same opportunities for 

participation, acceptance and belonging. We will 

make every reasonable accommodation to encourage 

full and active participation of  all children in our 

program based on their individual capabilities and 

needs.

Admission requirements are as follows: 

❑ An Application Packet must be completed for 

each child that will attend Clinton Hill 

Community & Early Childhood Center, Inc.. 

❑ A current Universal Health Record and a 

current Immunization Record. 

❑ Three (3) proofs of  residency for 

parent/guardian. Two must be dated within 

thirty (30) days of  application.

❑ Child Birth Certificate.

❑ Proof  of  income

❑ Parent ID

Rollover Registration

Families that are currently enrolled in our center 

are eligible to rollover into the next program during 

a special registration period. If  your child will not 

be returning for the following school year, please let 

us know so we can open that seat to another family. 

Families who do not complete Rollover Registration 

by the close of  the registration period will be 

withdrawn for the following term.

Sibling Registration

Priority is given to siblings of  students currently 

enrolled in a program through a special registration 

period. Families are encouraged to keep their 

registration appointments, otherwise they will have 

to wait until the open registration period and will 

NOT be guaranteed a seat 

Tour 

We encourage all parents and children to tour 

Clinton Hill Community & Early Childhood 
Center, Inc. at least once prior to enrollment. This 

visit gives you and your child a chance to meet 

teachers, future friends, and to see the new 

surroundings. 

Updating Student Records

Current information is needed for the safety and 

well being of  your child. Please be sure to update all 

emergency information as needed--including 

address, home, cell or work telephone numbers, and 

individuals authorized to pick up your child. You 

may see any of  the office staff  to complete a 

Notification of  Change Form. Families can also

update their records using the online Family Portal 

at www.myprocare.com.
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Withdrawal 

If  you wish to terminate your child’s enrollment, 

written notification is required to allow the Center 

adequate time to fill the vacancy. We ask that you 

give a 30-day notice. If  you fail to provide advance 

notice of  withdrawal, you will be responsible for full 

payment of  tuition/co-payment, equivalent to one-

month, following the withdrawal.

Involuntary Withdrawal/Expulsion

Unfortunately, there are sometimes reasons we have 

to expel a child from our program either on a short 

term or permanent basis. We want you to know we 

will do everything possible to work with the you to 

prevent this policy from being enforced. The Center 

reserves the right to suspend terminate a child’s 

enrollment with a written notice for the following 

reasons: 

IMMEDIATE CAUSES FOR EXPULSION:

• The child is at risk for causing serious injury to

himself/herself  or other children.

• Parent threatens physical or intimidating actions

toward staff  members.

• Parent exhibits verbal abuse to staff  in front of

enrolled children.

PARENTAL ACTIONS FOR CHILD’S 

EXPULSION:

• Delinquency in payment of  tuition or co-

payment by one (1) month.

• Habitual lateness in payments.

• Habitual tardiness in picking up your child(ren).

• Verbal abuse to staff.

• More than  ten(10) days of  consecutive

unexcused absences or more than fifteen (15)

days unexcused absences in a school year.

CHILD’S ACTIONS FOR EXPULSION:

• Failure of  child to adjust after a reasonable

amount of  time.

• Uncontrollable tantrums/angry outburst.

• Ongoing physical or verbal abuse to staff  or

other children.

• Excessive biting.

• Inability of  child or parent to adhere to the rules,

regulations and procedures of  Clinton Hill

Community & Early Childhood Center, Inc.

A Child Will Not Be Expelled If  A 

Parent/Guardian:

• Made a complaint to the Office of  Licensing

regarding a center’s alleged violations of  the

licensing requirements.

• Reported abuse or neglect occurring at the

center.

• Questioned the center regarding policies and

procedures.

• Without giving the parent/guardian sufficient

time to make other child care arangements.
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PROACTIVE ACTIONS TO PREVENT 

EXPULSION:

✓ Try to redirect child from negative behavior.

✓ Reassess classroom environment, appropriateness 

of  activities, supervision.

✓ Always use positive methods and language while 

disciplining children.

✓ Model appropriate behaviors.

✓ Consistently apply consequences for rules.

✓ Give the child verbal warnings.

✓ Give the child time to regain control.

✓ Document the child’s disruptive behavior and 

maintain confidentiality.

✓ Give the parent/guardian written copies of  the 

disruptive behavior that might lead to expulsion.

✓ Schedule a conference including the Director(s), 

classroom staff, Family Support Team and 

parent/guardian to discuss how to promote 

positive behaviors.

✓ Give the parent literature of  other resources 

regarding methods of  improving behavior.

✓ Recommend an evaluation by professional 

specialists.

Schedule of  Expulsion

If  after the proactive actions above have not worked, 

the child’s parent/guardian will be advised verbally 

and in writing about the child’s or parent’s behavior 

warranting an expulsion. An expulsion action is 

meant to be a period of  time so that the parent or 

guardian may work on the child’s behavior or to 

come to an agreement with the center. The 

parent/guardian will be informed regarding the 

length of  the expulsion period and the expected 

behavioral changes required in order for the child or 

parent to  return. The parent/guardian will be 

given a specific expulsion date that allows the parent 

sufficient time to seek alternate child care. Failure 

of  the child/parent to satisfy the terms of  the plan 

may result in permanent expulsion from the center.
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FINANCIAL INFORMATION 

Registration Fee 

For the Toddler, School-Age and Summer 

Enrichment Programs, a one-time non-refundable 

registration fee of  $50.00 per child or $100.00 per 

family is due when the child(ren) are enrolled. 

Note: This fee will not be applied towards tuition 

payments.

Tuition

Tuition is due in full for the first service month in 

which a child(ren) are enrolled. Thereafter, tuition is 

billed monthly and due in full by the 10th of  each 

month. Payments are accepted in cash, check, money 

order, or Visa/Mastercard. Payments may also be 

made online through our Parent Portal at 

www.myprocare.com.

Pro-Ration Schedule

Tuition will be pro-rated as follows for children that 

enter the program after the first service day of  the 

month: 

• 1 – 7 days enrollment: Tuition billed at 31% of  

monthly rate.

• 8 – 12 days enrollment: Tuition billed at 55% of  

monthly rate.

• 13- 17 days enrollment: Tuition billed at 77% of  

monthly rate.

• 18 – 22 days enrollment: No Proration

Tuition Express

Families who wish to make tuition payments on a 

weekly or bi-weekly schedule must sign up for direct 

debit through Tuition Express. 

Note: Beginning July 1, 2018, there will be a $5.00 

Handling Fee for walk-in payments.

Co-Payments

Families receiving child care assistance may be 

required to pay a co-payment towards their. Co-

payments are treated as tuition and subject to the 

same terms and conditions. If  your account becomes 

delinquent, we will report the non-payment to the 

subsidy agency.

Billing Statements

Billing statements will be emailed on/around the 

19th day of  each month for the following billing 

cycle. All payments made through the 19th will be 

reflected on the monthly statements. If  an 

overpayment has been made, it will be credited to 

your account and deducted from your next billing 

statement. If  you have questions about your 

statement, please email Mrs. Matias at 

scanner.clintonhill@gmail.com or call 973.372.8877 

ext. 222. 

Late Payment Fee

Tuition payments received after the posted due date 

are subject to a $25.00 Late Payment Fee. Families 

are eligible to one (1) fee waiver per program year.

Returned Payment Fee

Payments that are returned for insufficient funds 

will incur a $25.00 Late Payment Fee and a $25.00 

Returned Payment Fee.

Attendance Fees (E-Child Care)

Families receiving child care assistance are required 

log attendance in the E-Child Care POS Machine 

daily. If  you fail to log your child’s attendance, 

including Sick and Absent days, you will be charged 

the Daily Program Rate for each day that is missing.

Fee for Services

Clinton Hill Community & Early Childhood Center, Inc. 

provides extended-care (AM and/or PM) for an 

additional fee. These services are billed weekly and 

due by the first service day of  the week. Services 

may be canceled by submitting a Program Change 

Form.

http://www.myprocare.com/
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Registration Hold

If  a balance is maintained on your account 10 days 

after the due date, a REGISTRATION HOLD will 

be placed on your account and childcare services 

will be suspended. To release the hold, families must 

settle the account balance in full, or enter into a 

payment arrangement using Tuition Express.

Collection Fees

If  payment is not made within 15 days from 

suspension, the account will be sent to IC System 

Collection Agency; at that time, there will be a 

collection fee of  $100.00 charged to your account.

Release of  Records

Families with a REGISTRATION HOLD will have 

an additional hold placed on all student records 

until the account balance has been settled in full.

Special Activities 

Additional activities and programs such as: book 

fairs, school portraits, family nights, field trips, etc., 

are scheduled throughout the program year. The 

cost for these activities are not included in the 

tuition and may be paid in full upon receipt of  

billing statement or in bi-weekly installments. 

DISCOUNTS/CREDITS

Family Discount 

A tuition discount of  10% is applied to families with 

more than one child currently enrolled in a tuition-

based program. Families receiving child care 

assistance are ineligible for the Family Discount.

Absence/Vacation Credit

Tuition will be credited in full for any week in which 

a child is absent for 3 or more days due to a 

documented medical illness.

Tuition will be credited by half  for any week in 

which a child is absent for five consecutive days due 

to family vacation. Notice of  vacation must be 

received by writing in advance. No more than two 

weeks will be credited in a 12-month period.

Tuition will be credited in full for Extended-Care 

services ONLY, for any week(s) following the 

submission of  a Program Change Form.

Refunds

Clinton Hill Community & Early Childhood Center, Inc. 

does not issue refunds for tuition payments. If  a 

family withdraws during the month, tuition will be 

pro-rated according to the pro-ration schedule. 

Families must provide two-weeks written notice for 

withdrawals.

Refunds will issued under the following conditions 

ONLY:

❑ Prepaid activity fees, not less than 60 days from 

refund request date.

❑ Overpayment of  activity fees, due to billing 

error.
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PROGRAM INFORMATION FOR CHILDREN 

The first day at Clinton Hill Community & Early 
Childhood Center, Inc. can be an emotional one for 

everyone involved. For new students, regardless of  

whether they’re entering the toddler class or one of  

our older classes, the transition period generally 

takes several days. However, there are some positive 

steps you can take to help make the day a great 

experience for your child. Please plan to bring 

your child to school on the First Day.

✓ Talk with your child about what is to come – new 

friends, fun activities and a nice teacher. 

✓ Make sure your child brings a special security 

item (Blanket, soft stuff  animal etc., for those 

who need one) to the Center. While this item will 

need to be stored in your child’s cubby during the 

day, your child’s teacher will be happy to show 

your child where the item will be kept for safe 

keeping. 

✓ Rest is very important for proper child 

development. Children take naps daily and 

require a set of  sheets (top and bottom) to rest 

on. Sheets are sent home weekly on Fridays and 

should be returned on Mondays freshly 

laundered.

✓ Accidents happen. Please make sure a clean set 

of  changing clothes is kept in your child’s cubby 

at all times. If  your child has an accident please 

send a new set of  clothes the following school 

day.

The following items should be labeled with your 

child’s name and placed in his/her cubby by the first 

day of  attendance: 

❑ Two complete changes of  clothes clearly 

marked with your child’s name 

❑ Sweater or jacket with head covering, depending 

on the season 

❑ Two sets of  sheets (Crib or Twin Size Only)

❑ Pictures of  family and friends 

Note: Please label your child’s items. Clinton Hill 
Community & Early Childhood Center, Inc. is 

not responsible for lost, stolen or damaged items.

Clothing 

Your child should be dressed in the appropriate 

uniform EVERY DAY.—Navy Blue Bottoms, 

Yellow Top (Girls) and Light Blue Top (Boys). At 

times, classrooms will have “dress-down” days when 

uniforms are excused. Sandals and flip-flops are not 

appropriate for center play and make it difficult for 

your child to participate in some activities.

Backpacks

Student backpacks must be clear or see through. 

Backpacks that are not clear are not permitted in the 

classroom. If  you are unable to purchase a clear 

backpack, you may purchase clear Ziploc Bags from 

the office. Ziploc Bags are 2 for $1.00.

Cubby/Mailbox

Each child is assigned a cubby unit. Cubbies are 

labeled with your child’s name and photo. Personal 

items should be stored in your child’s cubby. 

Additionally, parent notices will be placed in the 

cubby for pick-up. Please check daily.

Jewelry 

Because jewelry may be easily damaged and 

sometimes may be hazardous during active play, we 

encourage parents to have their children leave all 

jewelry at home. Clinton Hill Community & 
Early Childhood Center, Inc. is not responsible for 

jewelry that your child is wearing or brings from 

home. 

Outdoor Play

It is our policy for all children to participate in 

outdoor activities on a daily basis, weather 

permitting. With this in mind, we ask that you dress 

your children accordingly. In the event of  inclement 

weather or extreme temperatures, outdoor play 

experiences will be limited or moved inside for 

gross motor play. On sunny days we encourage you 

to apply sunscreen to your child to protect their 

skin.
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Attendance Policy

Since success in any learning environment depends 

largely on prompt and consistent attendance, it is 

the expectation of  Clinton Hill Community & 

Early Childhood Center, Inc. that children refrain 

from unnecessary absences. In order to provide 

services to families with the greatest need, services 

may be terminated based on the following 

attendance guidelines:

Excused Absences:

✓ Illness or quarantine of  child, parent, or sibling

(Illness lasting five (5) or more consecutive days

must be verified by a medical doctor)

✓ Medical appointment of  child or other family

member

✓ Family emergency (may include car accident, lack

of  transportation, death of  family member)

✓ Severe weather conditions that prohibit travel to

and from school

✓ Official or legal agency appointments

(immigration, court appearance, etc.)

✓ Court-ordered visitation

✓ Religious/cultural celebrations

✓ Vacation (limited to 10 days per program year)

Unexcused Absences

× Illnesses lasting more than two (2) consecutive 

days which have not been verified by a medical 

doctor

× Child did not want to go to school

× Parent/child overslept

× Any absence for which a specific reason is not 

given

Note: More then ten (15) days of unexcused 

absences in a program year will subject the family to 

termination of services.

All absences from school must have written 

documentation confirming the date and reason for 

the absence. Each child is allowed a maximum  

absence (excused or unexcused) of fifteen  (15) 

days per program year.

Note: Absences of ten (10) consecutive days 

without documentation is considered a 

VOLUNTARY WITHDRAWAL. 

Tardiness

Late arrivals and early departures are disruptive to 

the learning process. The instructional day begins 

promptly at 8:45am.  Arrivals after 9:00am are 

considered tardy and may have to wait to receive 

breakfast.  Families who are consistently tardy will 

be subject to termination. Note: There is no 

admittance after 10:00am.

Late Pick-up Procedures

It is critical for young children to come to school on 

time and be picked up on time. All parents must 

have at least two emergency contact persons on 

their lists with phone numbers that are current. 

Parents may not

list themselves or their spouse as an emergency 

contact, nor should they list a relative that lives far 

away. Contacts must be people who would be 

available to pick up a child in the event of an 

emergency. Anyone picking up a child must be at 

least 13 years of age.

Children Not Picked Up At The Designated 

Time:

1. The office staff  will attempt to make contact

with the parent immediately. If  the parent

cannot get to school within a reasonable length

of  time, the parent will have to arrange for an

alternate to come to pick up the child.

2. If  no contact is made with the parent, the office

staff  will call the emergency contacts

immediately.

3. If  all of  the above steps have been exhausted

and approximately 1 hour or more has passed,

the administrator will then call the local law

enforcement for assistance in locating the

parents and looking after the child.
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Arrival/Dismissal Procedures

It is important that your child’s day begins on a 

positive note. After following the check-in 

procedures, please accompany your child to his/her 

classroom. Many children enjoy it when their 

parents spend a few moments in the classroom at 

the beginning of  the day and we encourage parents 

to do this when they are able to do so. In some 

instances, long good-byes can make the child upset. 

If  you see this is the case, we recommend the 

parent/guardian leave promptly after saying 

goodbye. 

Since children will be arriving and departing at 

various times, please enter quietly and try not to 

disturb any activity in progress. In order to ensure 

the safety of  all children during arrivals and 

departures, , please observe the following rules: 

❑ Children must be taken to, and picked up from 

their classroom. Before 8:20am, children should 

be taken to the multi-purpose room.

❑ Open all doors cautiously to assure they do not 

swing into a family entering the building. 

❑ Hold your child’s hand when coming into, 

and/or leaving The Center.

Checking In 

Every time you or a designee arrive at the center, 

your child must be signed in on their daily 

attendance sheet for their respective class and on the 

E-Child Care POS Machine (if  applicable) in the 

front office. 

. A parent guide to 

using the E-Child Care POS Machine is provided for 

you in the office. If  your card is lost or damaged, 

please notify the office staff  immediately and 

contact Programs for Parents, Inc. at 973-297-1114 

for a replacement card. 

Checking Out 

Every time you or a designee pick up your child 

from the center, he/she must be signed out on their 

daily attendance sheet and on the E-Child Care POS 

Machine (if  applicable) in the front office. If  a 

designee is picking up your child, he/she must show 

proper identification. It is Clinton Hill Community 
& Early Childhood Center, Inc.’s policy that no 

one under 13 years of  age (except one who is a 

child’s parent) is permitted to pick up a child. 

Parents are responsible for their own children once 

the child has been taken from the classroom. 

Release Policy 

Your child will not be released to anyone that is not 

authorized on the child’s enrollment form. Anyone 

not recognized will be asked to show proper ID, 

such as a driver’s license, and will be confirmed as 

an authorized person. (ID may be required several 

times after the individual’s first time picking up 

the child.). 

If  for some reason the parent is unable to pick up 

the child or wishes to send someone not listed on 

the enrollment form, written notice must be on file 

in the office before the child will be released. This 

notice can be left in the office at the time of  drop off  

or faxed to the Center at 973-372-5685. Faxes must 

include a copy of  the parent’s driver’s license or ID, 

the name of  the person picking up the child (as it 

appears on his/her ID), and the applicable date(s). 

AUTHORIZATION FOR PERSONS NOT 

LISTED ON THE ENROLLMENT FORM 

WILL ONLY BE ACCEPTED BY PHONE ON 

AN EMERGENCY BASIS! 
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Curriculum 

In each of  the programs at Clinton Hill 
Community & Early Childhood Center, Inc. Child 

Care: toddler, pre-school and school-age, we provide 

activities that meet each child’s emotional, social, 

cognitive and physical needs. Developmentally 

appropriate and play-based learning experiences 

include a substantial amount of  time outside. 

Activities conducted outdoors offer children 

exposure to new experiences and opportunities of  

exploration. Additionally, it promotes a healthy, 

active lifestyle. 

We have adopted the Creative Curriculum for 

Infants, Toddlers and Twos as well as the Creative 

Curriculum for Preschool for use in our programs. 

Creative Curriculum is a research based, 

developmentally-appropriate curriculum. Benefits of  

the curriculum include: creating an environment 

that supports learning through play in a variety of  

interest centers; helping teachers develop 

appropriate small and large group activities to 

enhance child growth in the classroom; and 

observing and documenting learning.

Lesson Plans

Weekly lesson plans are posted in each classroom. 

We encourage you to take a look and discuss with 

your child’s teacher. Supplemental Curriculum 

Packets are provided (and posted) in each classroom 

and distributed during our Annual Orientation. 

Field Trips/Special Activities 

Field trips are a developmentally appropriate way 

for children to learn and expand their 

understanding of  the world. Field trips will be 

planned throughout the academic school year as 

part of  the curriculum. Notices with all information 

will be sent out in advance of  the trip. A permission 

slip signed by the parent/guardian is required for 

each field trip. Parents are encouraged to attend 

field trips as chaperones, provided availability of  

space. 

Dual Language Learners 

Clinton Hill Community & Early Childhood 
Center, Inc. recognizes the need to develop 

language policies and best practices to support 

children and families whose home language is not 

English. In order to identify children who are 

English Language Learners (ELLs), each family 

must complete a Home Language Survey upon 

registration. A child is identified as an ELL student 

if  he/she comes from a home where a language 

other than English is spoken by the student and/or 

by the student’s parent, guardians or anyone else 

who resides in the household.

Child Assessment & Referral Policy

Clinton Hill Community & Early Childhood 
Center, Inc. is strongly committed to authentic on-

going assessment of  each child in our program. 

Assessment is defined as the process of  observing, 

recording and documenting what children do, know, 

and understand. Children entering the program are 

screened for developmental delays.

If  the results of  a developmental screening, 

indicates a need for further screening, a follow-up 

will be completed at the recommended intervals. If  

the results indicate a need for diagnostic assessment, 

a referral will be made to the appropriate referral 

agencies.

IEP/IFSP

Due to the diverse set of  needs of  the children in 

our program, it is important to gather as much 

information about the best ways to educate each 

child. If  your child currently has an Individual 

Education Plan (IEP) or Individual Family Service 

Plan (IFSP), we encourage you to share a copy of  

this plan with us so we can work together to ensure 

that the guidelines are put into practice. You do not 

have to provide this information if  you do not wish 

to do so.



Rest Period

Children are given the opportunity for rest and/or 

sleep daily. Children are required to have two sets of  

sheets (top and bottom) for nap. Sheets are sent 

home at the end of  the week to be laundered and 

should be returned on Monday for use. Children 

who are unable to sleep are provided an alternative 

quiet activity.

Personal Belongings 

Because toys and belongings brought from home 

often cause tension and jealousy, we ask that you not 

allow your child to bring items from home to 

Clinton Hill Community & Early Childhood 
Center, Inc. unless specifically requested by the 

teacher for a special activity. However, we do allow 

each child to bring a family picture to ease 

separation. Clinton Hill Community & Early 
Childhood Center, Inc. is not responsible for items 

brought from home. 

Television Viewing Policy (updated 3.19.14)

Clinton Hill Community & Early Childhood 
Center, Inc. provides an activity-focused early 

learning environment. We believe children learn 

best through active participation, hands-on 

experiences, interactive conversation, and 

exploration. Clinton Hill Community & Early 
Childhood Center, Inc. follows the 

recommendations established by the American 

Academy of  Pediatrics, which has found that too 

much television viewing has been linked to poor 

performance in school, overweight children, and the 

establishment of  poor dietary habits. 

Television screen time is limited to 60 minutes per 

week and no more than 30 minutes at a time. 

Computer use is limited to 15 minute increments 

per child, except for school-age children who are 

completing homework, school work, or supervised 

enrichment activities.

Combining Age Levels 

As the day narrows towards closing time, we will let 

teachers combine classes in order to clean their 

classrooms, get ready for the upcoming activities, 

etc. Age groups of  close proximity will be combined 

and safe activities for all ages will be provided. 

Transitioning to the Next Grade Level

In June, children visit their next year class with 

their parents or current teachers in the morning. 

Parents are asked to schedule just a little extra time 

in order to accommodate these visits. They don’t 

have to visit long, but these morning visits give the 

children an opportunity to check out their new class, 

and their parents the opportunity to meet the 

preschool teachers. They learn the lay of  the land, 

see the new toys available, and begin to develop 

relationships with their new teachers. 

Transitioning from Pre-K to Kindergarten

In June, graduating children will visit local 

Kindergarten programs to experience “big kid” 

school. Parents will have an opportunity to support 

children in their transition activities.

Clinton Hill Community & Early Childhood Center, Inc.17
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Parental Engagement

It is our hope that parents and staff  will become 

partners in the education of  your children. This 

partnership requires two-way communication. Since 

you know your child better than we do, we ask that 

you share any information that may help us to 

understand your child better and to meet his/her 

particular needs. We will also want to share with 

you the progress your child is making. We will try 

to keep you informed in the following ways: 

Orientation, Open House, monthly parent meetings, 

informal chats at arrival or departure time, 

conferences, phone calls or notes, and 

articles/magazines on parenting, child development 

and other relevant information. 

Home-School Connection

We believe family involvement is critical to the 

educational success of  our children. Our goal is to 

have a bridge from school to home and back. Often 

times, activities will be sent home for you and your 

child to complete and return. The connections 

(extensions of  learning) will help to extend the 

learning activities and reinforce the skills learned 

throughout the school day.

Parent/Teacher Conferences 

Parent-Teacher Conferences are scheduled twice a 

year. Attendance at Parent-Teacher Conferences are 

MANDATORY. We encourage you to use this time 

to discuss any concerns with your child as well as 

see how they are progressing compared to the 

widely-held developmental expectations for their 

age level.

Bulletin Boards/Parent Notices 

Every class has a parent board which has lesson 

plans, class notes, menus, classroom schedule, ratio 

requirements, and evacuation routes on it. Please 

ask the teacher to show you the parent board and 

look at it frequently. Additionally, notices may be 

sent home via your child’s mailbox, please make sure 

to check it daily.

Parent Code of  Conduct 

Clinton Hill Community & Early Childhood 
Center, Inc. has developed the Parent Code-of-

Conduct to ensure that you, your child, our staff  

and all that enter our Center enjoy a safe, 

welcoming and respectful environment. Actions that 

demonstrate respect for others are expected in our 

Center. Behavior that is inappropriate, illegal, 

threatening or disrespectful in nature or language 

that is abusive or instigative is not acceptable. We 

reserve the right to refuse service without warning 

to anyone who violates the Parent Code-of-Conduct, 

including refusing access to the Center. 

Resources for Parents

Annually, the Family Support Service Team offers a 

diverse and engaging parent workshop series to help 

build parenting skills and develop support networks. 

Topics include: preventive health care, 

mental/behavioral issues, nutrition and obesity, 

medication administration, oral health practices, 

communicable disease prevention, early childhood 

literacy, child abuse and neglect, and early childhood 

development.

Families are encouraged to take advantage of  these 

FREE events.

Parent Advisory Council (PAC)

The Parent Advisory Council is comprised of  

parent representatives from each program. They 

meet with the Executive Director and other 

members of  the Leadership Team on a monthly 

basis during the school year to discuss a variety of  

topics, share information and broaden 

understanding of  school-related issues. 



Clinton Hill Community & Early Childhood Center, Inc.

19

HEALTH, SAFETY AND NUTRITION

A current physical  and complete immunization 

record must be on file as part of  the enrollment 

process. Reminders will be sent home when your 

child’s physical is about to expire or new 

immunizations are needed. We encourage parents to 

make appointments as early as possible to avoid 

delay in registration or interruption of  services. No 

child will be admitted without receiving the minimal 

immunizations for preschool. Note: Children 

between the ages of  6 months and 59 months 

attending a child care center receive at least one 

dose of  seasonal influenza vaccine annually. In order 

to be effective, flu shots must be given not earlier 

than September 1 and not later than December 31.

Exemptions from Immunizations

Families may elect not to immunize their children 

for religious or medical reasons by furnishing a 

written statement to the center. NJ state regulations 

regarding attendance of  children who are not 

immunized due to religious or medical reasons are 

followed.  Unimmunized children are excluded 

during outbreaks of  vaccine preventable illness as 

directed by the state health department.

For more information please visit: 

http://www.state.nj.us/health/cd/documents/religi

ous_exemption.pdf

Special Care Plan

Children with a documented medical need (i.e. 

Asthma, Diabetes, Allergies, etc.) shall have a 

Special Health Care Plan on file. The Plan should be 

completed by the child's physician and parent or 

guardian.  Children with special needs will be given 

the opportunity to participate in the program to the 

fullest extent possible. The individual written plan 

of  care for children with special care needs will be 

followed in all emergency situations.

Food Allergies 

Families are expected to notify us regarding 

children’s food and environmental allergies.  

Families of  children with diagnosed allergies are 

required to provide us a letter detailing the child’s 

symptoms, reactions, treatments and care.  A list of  

the children’s allergies will be posted 

(confidentially) in the classroom and kitchen area.

Illness 

Your child’s health is of  the utmost importance. You 

may not bring your child to the Center if  he or she 

is “Too Sick for School”. The Center reserves the 

right to refuse a child who appears ill. We 

understand that this may cause you some difficulty 

but if  everyone cooperates, your child will be sick 

less often. We ask you to help us track and control 

the spread of  infections by notifying the center if  

your child becomes ill. 

If  your child becomes ill during the day, we will 

remove him/her from the classroom and place 

him/her in the care of  office personnel. We will 

notify you immediately to come and pick up your 

child. We strongly recommend that each family find 

backup care for sick days. 

Too Sick for School:

 Child cannot participate in regular activities.

 Child has yellow or green eye discharge.

 Child has temperature of  100 degrees or more.

 Child has flu like symptoms.

 Child has unidentified rash (redness and 

itchiness).

 Child has sore throat.

 Child has vomiting or diarrhea.

*Some illnesses require a medical note before 

returning to school.



ILLNESS EXCLUSION 

Children may not remain at the Center when any of  

the following symptoms are present: 

❑ Vomiting.                                                                   

❑ Diarrhea: Three occurrences within the course 

of  two hours. 

❑ Runny nose with green or yellow discharge or 

associated with fever, or cough with mucous 

secretion. Any discharge other than clear may be 

a sign of  infection. 

❑ Oral temperature of  100 degrees or more: 

Children may return to the Center after being 

fever free for 24 hours without Tylenol or other 

such products. 

❑ Conjunctivitis or Pink Eyes: Children with red, 

itchy, draining or crusty eyes may have 

conjunctivitis. Children may return after 24 

hours of  successful antibiotic therapy, a doctor’s 

release, or with written notice from the doctor 

stating that the child is not contagious. 

❑ Rashes or skin conditions: Any unusual rashes 

must be examined by a doctor. Children may 

return to the center after any sores are crusted 

over and dried or a doctor’s release is presented. 

❑ Chicken Pox: Children with chicken pox may 

exhibit the symptoms of  low fever, rash, blisters, 

scabs, and malaise. Children may return to the 

Center after any sores are crusted over and dried. 

❑ Lice/Hair Infestation: Children may return to the 

Center after receiving a specified shampoo 

treatment and all signs of  eggs or nits are gone. 

❑ Stiff  neck with fever and headache or glandular 

swelling: Children may return to the Center with 

written notice from the doctor stating that the 

child is able to participate in Center activities. 

❑ Severe coughing, sneezing or breathing 

difficulties: A doctor’s note may be required for 

the child to return to the Center. 

❑ Other symptoms: Any symptoms the Director or 

Health Department determines to be 

inappropriate for the child to attend will be upheld. 

Medical Home

The American Academy of  Pediatrics recommends 

the "medical home" approach to health care for 

infants, young children and adolescents. A Medical 

Home is a place where parents know care for their 

child is centralized, coordinated and monitored. 

Physicians and staff  create a “hub”, collecting and 

disseminating information and best care practices on 

behalf  of  children in partnership with their families. 

A Medical Home is also a place where “everyone 

knows your name”; both children and family have 

the additional support of  a practice-based care 

coordinator; and clinicians go the extra mile to 

collaborate with specialists and therapists to 

coordinate care.

Toilet Training 

At Clinton Hill Community & Early Childhood 
Center, Inc. we view toilet training as a skill your 

child will gradually master with the proper support. 

We follow the Toilet Training Guidelines set forth 

by the American Academy of  Pediatrics. This set of  

resources was designed to provide support during 

the toilet training process by creating a plan that is 

consistent, positive and manageable both at home 

and at the Center. Even after your child has 

mastered toilet training, you are asked to supply 

extra changes of  clothing at all times, in case your 

child has an accident. We look forward to working 

together when the time is right, so that your child 

can master this important phase in his/her 

development. 

Hand Washing 

Frequent and proper hand washing prevents the 

spread of  many germs. Both staff  and children are 

instructed in proper hand washing procedures. 

Upon arrival, parents are asked to escort the 

children to bathroom to wash their hands.

Clinton Hill Community & Early Childhood Center, Inc.20
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Medications 

We know that children may need to continue 

medication even after they are well enough to return 

to school and/or as a standing order for a 

documented medical need; however, in order for us 

to give children medicine at the Center, the 

following guidelines must be followed: 

✓ Prescription or non-prescription (over-the-

counter) medication must be in the original 

container labeled by a pharmacist with the child’s 

first and last name, the date the prescription was 

filled, the name of  the prescribing physician, the 

expiration date and instructions for 

administration, storage and disposal. 

✓ Prescription or non-prescription (over-the-

counter) medication must be accompanied by 

written orders from the prescribing health 

professional and should specify medical need, 

medication, dosage, and length of  time to give 

medication.

✓ Parents must complete and sign a medication 

permission form and leave the medicine with 

office personnel. ALL MEDICATION 

SHOULD BE GIVEN TO OFFICE 

PERSONNEL. Please do not take any 

medication into the classroom. 

✓ All medications must be picked up at the end of  

the school year otherwise it will be discarded. 

Safety 

At Clinton Hill Community & Early Childhood 
Center, Inc., we make every effort to create a safe 

environment for children. Safety is our number one 

priority. However, as children begin exploring their 

developing abilities, accidents sometimes happen. 

We take precautions to prevent childhood accidents. 

Our vigilant approach to safeguarding children 

starts with ensuring that our building, playground, 

vehicles and equipment meet all applicable safety 

guidelines and requirements. Our staff  is trained to 

be watchful and take precautions to prevent 

accidents and injuries. Children receive instruction 

on “safe practice”, and they are guided away from 

hazardous behavior. 

Injuries/Incidents 

Should your child have an accident or suffer a minor 

injury while at our Center, we will administer basic 

first aid and you will be notified. If  your child needs 

non-emergency medical care, we will call you 

promptly so you can arrange for him or her to be 

seen by a doctor. In the event of  an emergency, your 

child will be taken to the hospital by ambulance, 

while we try to reach you or an emergency contact.

It is crucially important that all emergency numbers 

and medical information be kept current at all times. 

If  you need to make changes to the information 

listed on the enrollment form, please see the Office 

Staff. If  for some reason we cannot reach you, The 

Center will seek the appropriate medical attention. 

Incident Reports 

Whenever an injury, minor or major occurs, a report 

is completed by the supervising staff  member 

outlining the incident and the course of  action 

taken. We will attempt to notify you immediately via 

telephone and a copy of  the report will be given to 

you or your designee upon pick-up. 



Clinton Hill Community & Early Childhood Center, Inc.

22

Nutrition (updated 3.19.14)

At our Center, we believe in the importance of  

nourishment. Your child receives a minimum of  

three healthy nutritious meals each day in 

accordance with the United States Department of  

Agriculture Child and Adult Care Food Program 

Meal Pattern Requirements. Meals are prepared on-

site and whenever possible we use farm fresh 

ingredients. Sugary drinks, such as fruit drinks, 

sports drinks, sweet tea and soda are prohibited. A 

menu is posted in each classroom, as well as in the 

front office. Mealtimes are relaxed fun times, rich 

with conversation. Menus include foods children 

love, (and new varieties for them to try) which meet 

their daily nutrition needs as well as our licensing 

requirements. 

Food Brought From Home

Clinton Hill Community & Early Childhood 
Center, Inc.’s acknowledges the importance of  

good nutrition in the healthy growth and 

development of  young children. The eating 

practices developed in childhood tend to shape 

future food choices in the future. Presenting healthy 

foods to children in a positive and consistent 

manner begins the lifelong process of  nutrition 

management. Children often require repeated 

exposure to new foods, sometimes up to 15 times, 

before acceptance. Therefore, our policy does not 

allow food of  any kind to be brought into the 

Center except in the following instances: 

❑ Food Allergies, Religious or Special Dietary 

Needs: All arrangements for special dietary 

needs must be discussed with the office staff  

prior to enrollment to determine if  your child's 

needs can be accommodated. In some cases, a 

physician's note may be required. If  we cannot 

accommodate your dietary needs, a 

supplemental meal may be sent from home. 

Supplemental meals must meet the nutrition 

requirements regulated by the USDA.

❑ Birthday Treats: Special treats brought in to 

share with your child's class and/or other 

children must be commercially prepared and 

packaged. Please check with your child's teacher 

to see if  there are any children with food 

allergies that may need to be accommodated. 

If  food is brought in for any of  the reasons above, 

it must be clearly labeled with your child's first and 

last name and the current date. 

DISCLAIMER: Clinton Hill Community & Early 
Childhood Center, Inc. participates in the USDA 

Child and Adult Care Program. In accordance with 

Federal law and U.S. Department of  Agriculture 

policy, the Center is prohibited from discriminating 

on the basis of  race, color, national origin, sex, age 

or disability. 

To file a complaint of  discrimination, write USDA 

Director, Office of  Civil Rights, Room 326-W. 

Whitten Building, 1400 Independence Avenue, S.W. 

Washington, DC 20250-9410, or call 800.795.3272 

(voice) or 202.720.6382 (TTY), USDA is an equal 

opportunity provider and employer. 



Clinton Hill Community & Early Childhood Center, Inc.

23

DISCIPLINE

We take a preventative approach to discipline that 

teaches children positive behaviors rather than 

punishing them for misbehaving. Our goal is to 

provide children with the opportunity and 

motivation to make choices, to function 

independently, and to learn social skills through 

gentle, encouraging guidance, respect the needs of  

others, adapt to routines and simple rules, and 

become responsible group members.

Discipline Policy 

Discipline at Clinton Hill Community & Early 
Childhood Center, Inc. is individualized, yet 

consistent for each child. The child’s level of  

understanding is considered and discipline efforts 

will be directed toward teaching the child acceptable 

behavior and self-control. Our staff  are instructed 

to follow these guidelines: 

✓ We will use praise and encouragement of good behavior 

instead of focusing only on unacceptable behavior. 

✓ We will remind children of behavior expectations daily by 

using clear, positive statements. 

✓ We will monitor and analyze the situations and redirect 

play and learning activities when necessary. 

✓ We will guide the child toward more appropriate behavior 

using positive statements. 

✓ We will develop rules that focus on health/safety, 

consideration of others and their feelings, and care of 

materials and equipment. 

✓ Limits and rules will reflect the children’s stage of 

development and will be consistently regulated. 

✓ We will handle disagreements between children fairly. We 

will avoid taking sides or the word of one child, especially 

about situations we did not witness. 

✓ We will encourage children to handle non-dangerous 

situations by themselves. 

✓ We will step in and take control of the situation where 

other children or adults are being hurt, when children are 

hurting themselves, and when property is being destroyed. 

✓ We will remember it is the misbehavior we dislike and not 

the child. 

✓ In some instances, a brief, supervised separation from the 

distressing situation may be used to allow the child to 

refocus before rejoining the group. The amount of time 

which a child may be separated from the group is limited to 

no more than one minute per year of the child’s age.

There will be no harsh, cruel, or unusual treatment 

of  any child. The following types of  discipline and 

guidance are strictly prohibited: 

Corporal punishment or threats of corporal punishment. 

Punishment associated with food, naps, toilet training, or 

outside play; pinching, shaking or biting a child. 

Hitting a child with a hand or instrument. 

Putting anything in or on the child’s mouth. 

Humiliating, ridiculing, rejecting, or yelling at a child. 

Subjecting a child to harsh, abusive, or profane language. 

Placing a child in a locked or dark room, bathroom, or 

closet with the door closed. 

Requiring a child to remain silent or inactive for 

inappropriately long periods of time for the child’s age. 

No child may be physically restrained in any way 

unless required to protect the immediate safety of  

the child and/or others. The Director or other office 

personnel may become involved if  the child is not 

responding to the teacher’s efforts. At this point, the 

parents may be contacted and suspension or 

expulsion may occur. 

Suspected Child Abuse and Neglect 

As caring and concerned childcare providers, we 

take our responsibilities seriously. Abuse and 

neglect, whether physical or emotional, can happen 

in all types of  families, from all walks of  life and in 

varying degrees. When abuse occurs, both children 

and parent/guardians are the victims and need 

support, understanding and help. 

Clinton Hill Community & Early Childhood 
Center, Inc. employees have been trained to 

recognize the signs and symptoms of  abuse and 

neglect. Furthermore, the law requires us to report 

all suspected cases of  abuse and neglect. The Child 

Abuse Hotline is (877) NJ ABUSE.
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Behavioral Issues

Inappropriate or challenging behavior can be 

different at different stages of  development. At 

Clinton Hill Community & Early Childhood 
Center, Inc. challenging behavior is defined as “any 

repeated behavior that interferes with or is at risk of  

interfering with optimal learning or engagement in 

pre social interactions with peers and adults; having 

a significant impact on the child, his/her ability to 

learn or others around them. The following 

behaviors are considered challenging:

Biting

While there are many different causes of  this 

behavior, biting most often is the result of  a child’s 

frustration or the result of  oral pain due to teething. 

We understand that biting is developmentally 

appropriate for some ages; however, it must be 

stopped for the safety of  the other children. 

Every effort is made by our staff  to minimize the 

number of  biting occurrences in our toddler and 

preschool classrooms. Our procedure for handling 

biting in the classroom is a follows: 

❑ The child who bit will be removed from the 

situation. 

❑ The bitten child will be comforted. 

❑ The bitten areas will be cleaned. 

❑ Reports will be filled out for the child who may 

have bitten someone or who has been bitten. 

❑ The parents of  the bitten child will be notified. 

❑ The biting child’s parents will be notified. 

❑ The classroom environment will be assessed 

❑ The biting child will be closely supervised. 

❑ The identity of  the biting child will be kept 

confidential. 

Scratching

To prevent accidental injuries while playing, your 

child’s nails must remained trimmed at all times.

Dismissal due to Behavioral Issues 

Clinton Hill Community & Early Childhood 
Center, Inc. reserves the right to terminate a child’s 

enrollment for persistent, unacceptable behavior 

that threatens the safety and/or quality of  the 

program. If  your child is experiencing a change in 

his or her home environment that may affect 

behavior, please let your child’s teacher or Family 

Worker know. Communication is important to your 

child’s progress. We will keep you informed of  any 

issues we feel should be addressed. We will work 

with you to address the situation; however, should it 

be necessary, the Center reserves the right to ask 

families to make temporary or permanent 

alternative arrangements for their child. 

A child may be temporarily or permanently 

withdrawn from the Center, at the discretion of  the 

Director. NO REFUND WILL BE GIVEN. 
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Contact Us

While we recognize that no handbook can cover every specific occurrence, we hope that this has been and 

will continue to be a continued resource for you. The answers to most frequently asked questions can be 

found in this handbook, but we are always available to speak with you. Please find below important numbers 

to keep on hand: 

A copy of  this handbook and related enrollment documents can be found on our website at 

www.clintonhillcommunity.org. We invite you to take a look and spread the word.

Follow us on Facebook at www.facebook.com/clintonhillcommunity.

www.clintonhillcommunity.org

Name/Title Phone Number/Email Hours Available Speak to regarding:

Ms. Cheryl D. Bush-Edwards,

Executive Director

(973)372-8877, ext. 221

chc420@aol.com

Monday – Friday 

10:00am – 6:00pm All Matters

Mrs. DeNiqua Matias,

Assistant Director

(973)372-8877, ext. 222

scanner.clintonhill@gmail.com

Monday – Friday

7:30am – 4:00pm

Billing, Grievances/ 

Concerns, Program 

Changes

Mr. Rahveyei McKinnon,

Operations Director

(973)372-8877, ext. 222

mckinnon189@gmail.com

Monday – Friday

9:00am – 6:00pm

School-Age Child Care 

Program, Facility Issues

Mrs. Andrea McKinnnon,

Instructional Specialist

(973)372-8877, ext. 223

almckinnon55@gmail.com

Monday – Friday

8:45am – 4:45pm Instructional Concerns

Ms. Quana Chapman,

Family Support Service Worker

(973)372-8877, ext. 224

chfsst@gmail.com

Monday – Friday

8:00am – 4:30pm

Registration, Family 

Assistance, Health 

Concerns/Special Needs

Ms. Morgan Stafford

Family Support Service Worker

(973)372-8877, ext. 224

chfsst@gmail.com

Monday – Friday

8:00am – 4:30pm

Registration, Family 

Assistance, Health 

Concerns/Special Needs

If you have questions or concerns regarding your child’s instructional programming, please speak to 

his/her teacher. In most situations, issues can be resolved directly with the classroom staff, however if  you 

need additional assistance please see Mrs. McKinnon.




