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Admissions Agreement

Child’s Name ______________________________________             Child’s Birth Date ____________________ 

Start Date _____________________  Class ____________________ Days Enrolled ______________________ 

We look forward to getting to know you and your child.  Enclosed you will find enrollment forms that you need to 
bring with you to your orientation appointment.     

Your $1000.00 non-refundable deposit is due on or before your orientation date. This deposit will be credited 
towards the last month of your child’s tuition at the Center. In order to receive this credit a 30-day written 
notice must be submitted to the office. 

The following admissions agreement checklist is for your convenience and should be signed and returned with the 
enrollment forms (some forms are reference only; please initial that you have reviewed those noted as “reference”) 

____ Identification and Emergency Information  _____ Physician’s Report  

____ Consent for Medical Treatment           _____ 2 Emergency Cards (print 2)    

____ Parents’ Rights _____ Financial Agreement    

____ Personal Rights _____ Deposit Form        

____ Preadmission Health History- Parent’s Report                        _____ Picture of Family & Picture of Child    

____ Directory Information    _____ Parent Handbook (reference) 

____ Field Trip/Picture/Sunscreen/Diaper Cream Consent _____ CA Caregiver Check (reference) 

____ Discipline Policy _____ Effects of Lead Exposure (reference)

____ Parent Participation Info & Contract  _____ Parent Square Information (reference) 

____ Infant Needs and Services Plan (24 months and under)          _____ Amazon- Shop Online (reference)          

____ Infant Sleeping Plan (12 months and under) _____ E-scrip Information (reference) 

____ Parent Consent for Administration of Medications and Medication Chart (if applicable) 

When you have completed this packet call our office at (626) 395- 6860 to arrange an orientation appointment with the 
director and your child’s teacher.  At this meeting, you will review the paper work and will have an opportunity to ask 
questions and receive information about the center and share information with the teacher about your child. 

Orientation/Intake Date____________________________________ 

Parents Signature ________________________________________    Date________________ 

Parents Signature ________________________________________    Date________________ 

Facility Representative ____________________________________    Date _______________  

Termination Date _________________________________________ 



STATE OF CALIFORNIA 
HEALTH AND HUMAN SERVICES AGENCY 

IDENTIFICATION AND EMERGENCY INFORMATION 

CHILD CARE CENTERS/FAMILY CHILD CARE HOMES 

To Be Completed by Parent or Authorized Representative 

CHILD'S NAME LAST MIDDLE 

ADDRESS NUMBER STREET CITY 

FATHER'S/GUARDIAN'S/FATHER'S DOMESTIC PARTNER'S NAME LAST MIDDLE 

HOME ADDRESS NUMBER STREET CITY 

MOTHER'S/GUARDIAN'S/MOTHER'S DOMESTIC PARTNER'S NAME LAST MIDDLE 

HOME ADDRESS NUMBER STREET CITY 

PERSON RESPONSIBLE FOR CHILD LAST NAME MIDDLE 

FIRST 

I

SEX 

STATE ZIP 

FIRST 

STATE ZIP 

FIRST 

STATE ZIP 

FIRST 

I
�

OME TEL
;

PHONE 

CALIFORNIA DEPARTMENT OF SOCIAL SERVICES 
COMMUNITY CARE LICENSING DIVISION 

TELEPHONE 

( ) 
BIRTH DATE 

BUSINESS TELEPHONE 

( ) 
HOME TELEPHONE 

( ) 
BUSINESS TELEPHONE 

( ) 
HOME TELEPHONE 

( ) 
BUSINESS TELEPHONE 

( ) 

ADDITIONAL PERSONS WHO MAY BE CALLED IN AN EMERGENCY 

NAME ADDRESS TELEPHONE RELATIONSHIP 

PHYSICIAN OR DENTIST TO BE CALLED IN AN EMERGENCY 
PHYSICIAN ADDRESS MEDICAL PLAN AND NUMBER TELEPHONE 

DENTIST ADDRESS MEDICAL PLAN AND NUMBER TELEPHONE 

IF PHYSICIAN CANNOT BE REACHED, WHAT ACTION SHOULD BE TAKEN? 

□ CALL EMERGENCY HOSPITAL □ OTHER EXPLAIN:-----------------------------------

NAMES OF PERSONS AUTHORIZED TO TAKE CHILD FROM THE FACILITY 
(CHILD WILL NOT BE ALLOWED TO LEAVE WITH ANY OTHER PERSON WITHOUT WRITTEN AUTHORIZATION FROM PARENT OR AUTHORIZED REPRESENTATIVE) 

NAME RELATIONSHIP 

TIME CHILD WILL BE CALLED FOR 

SIGNATURE OF PARENT/GUARDIAN OR AUTHORIZED REPRESENTATIVE DATE 

TO BE COMPLETED BY FACILITY DIRECTOR/ADMINISTRATOR/FAMILY CHILD CARE HOMES LICENSEE 
DATE OF ADMISSION 

I 
DATE LEFT 

LIC 700 (8/08)(CONFIDENTIAL) 



STATE OF CALIFORNIA • HEALTH AND HUMAN SERVICES AGENCY 

CONSENT FOR EMERGENCY MEDICAL TREATMENT­
Child Care Centers Or Family Child Care Homes 

CALIFORNIA DEPARTMENT OF SOCIAL SERVICES 

AS THE PARENT OR AUTHORIZED REPRESENTATIVE, I HEREBY GIVE CONSENT TO 

----------=-=----,--,,---------TO OBTAIN ALL EMERGENCY MEDICAL OR DENTAL CARE 
FACILITY NAME 

PRESCRIBED BY A DULY LICENSED PHYSICIAN (M.D.) OSTEOPATH (D.O.) OR DENTIST (D.D.S.) FOR 

___________________ . THIS CARE MAY BE GIVEN UNDER 
NAME 

WHATEVER CONDITIONS ARE NECESSARY TO PRESERVE THE LIFE, LIMB OR WELL BEING OF THE CHILD 

NAMED ABOVE. 

CHILD HAS THE FOLLOWING MEDICATION ALLERGIES: 

DATE PARENT OR AUTHORIZED REPRESENTATIVE SIGNATURE 

HOME ADDRESS 

HOME PHONE 

L IC 627 (9/08) (CONFIDENTIAL) 



STATE OF CALIFORNIA-HEALTH AND HUMAN SERVICES AGENCY 

PARENTS' RIGHTS 

C HILD CARE CENTER 

NOTIFICATION OF PARENTS' RIGHTS 

As a Parent/Authorized Representative, you have the right to: 

CALIFORNIA DEPARTMENT OF SOCIAL SERVICES 
COMMUNIT Y CARE LICENSING DIVISION 

1. Enter and inspect the child care center without advance notice whenever children are in care.

2. F ile a complaint against the licensee with the licensing office and review the licensee's public file
kept by the licensing office.

3. Review, at the child care center, reports of licensing visits and substantiated complaints against the
licensee made during the last three years.

4. Complain to the licensing office and inspect the child care center without discrimination or retaliation
against you or your child.

5. Request in writing that a parent not be allowed to visit your child or take your child from the child
care center, provided you have shown a certified copy of a court order.

6. Receive from the licensee the name, address and telephone number of the local licensing office.

Licensing Office Name: Los Angeles Childcare East

Licensing Office Address: 1000 Corporate Dr. Suite 200B Monterey Park, CA 91754

Licensing Office Telephone #: 1-844-LET-US-KNOW or 1-844-538-8766

7. Be informed by the licensee, upon request, of the name and type of association to the child care
center for any adult who has been granted a criminal record exemption, and that the name of the
person may also be obtained by contacting the local licensing office.

8. Receive, from the licensee, the Caregiver Background Check Process form.

NOTE: CALIFORNIA STATE LAW PROVIDES THAT THE LICENSEE MAY DENY ACCESS TO THE CHILD CARE CENTER TO A 
PARENT/AUTHORIZED REPRESENTATIVE IF THE BEHAVIOR OF THE PARENT/AUTHORIZED REPRESENTATIVE 
POSES A RISK TO CHILDREN IN CARE. 

For the Department of Justice "Registered Sex Offender"database, go to www.meganslaw.ca.gov 

uc 995 (9/08) (Detach Here - Give Upper Portion to Parents) 
---------------------------------------------------------------------------------------------------------------------------

ACKNOWL EDGEME N T  OF NO T I F I C A T I O N  OF P A R E N T S '  R I G H T S  
(Parent/Authorized Representative Signature Required) 

I, the parent/authorized representative of ---------------------� have 
received a copy of the "CHILD CARE CENT ER NOTIFICATION OF PARENTS' RIG H TS" and the 
CAREGIVER BACKGROUND CHECK PROCESS form from the licensee. 

Name of Child Care Center 

Signature (ParenVAuthorized Representative) Date 

NOTE: This Acknowledgement must be kept in child's file and a copy of the Notification given to 

parent/authorized representative. 

For the Department of Justice "Registered Sex Offender"database go to www.meganslaw.ca.gov 

LIC 995 (9/08) 



STATE OF CALIFORNIA-HEALTH AND HUMAN SERVICES AGENCY CALIFORNIA DEPARTMENT OF SOCIAL SERVICES 

IMPORTANT INFORMATION FOR PARENTS 

CAREGIVER BACKGROUND CHECK PROCESS 

CALIFORNIA DEPARTMENT OF SOCIAL SERVICES 

The California Department of Social Services works to protect the safety of children in child care by 

licensing child care centers and family child care homes. Our highest priority is to be sure that 

children are in safe and healthy child care settings. California law requires a background check for 

any adult who owns, lives in, or works in a licensed child care home or center. Each of these adults 

must submit fingerprints so that a background check can be done to see if they have any history of 

crime. If we find that a person has been convicted of a crime other than a minor traffic violation or a 

marijuana-related offense covered by the marijuana reform legislation codified at Health and Safety 

Code sections 11361.5 and 11361.7, he/she cannot work or live in the licensed child care home or 

center unless approved by the Department. This approval is called an exemption. 

A person convicted of a crime such as murder, rape, torture, kidnapping, crimes of sexual violence or 

molestation against children cannot m£ law be given an exemption that would allow them to own. 

live in or work in a licensed child care home or center. If the crime was a felony or a serious 

misdemeanor, the person must leave the facility while the request is being reviewed. If the crime is 

less serious, he/she may be allowed to remain in the licensed child care home or center while the 

exemption request is being reviewed. 

How the Exemption Request is Reviewed 

We request information from police departments, the FBI and the courts about the person's record. 

We consider the type of crime, how many crimes there were, how long ago the crime happened and 

whether the person has been honest in what they told us. 

The person who needs the exemption must provide information about: 

• The crime

• What they have done to change their life and obey the law

• Whether they are working, going to school, or receiving training

• Whether they have successfully completed a counseling or rehabilitation program

The person also gives us reference letters from people who aren't related to them who know about 

their history and their life now. 

We look at all these things very carefully in making our decision on exemptions. By law this information 

cannot be shared with the public. 

How to Obtain More Information 

As a parent or authorized representative of a child in licensed child care, you have the right to ask 
the licensed child care home or center whether anyone working or living there has an exemption. If 
you request this information, and there is a person with an exemption, the child care home or center 
must tell you the person's name and how he or she is involved with the home or center and give you 
the name, address, and telephone number of the local licensing office. You may also get the person's 
name by contacting the local licensing office. You may find the address and phone number on our 
website. The website address is http://ccld.ca.gov/contact.htm 

UC 995 E (10/09) 



STATE OF CALIFORNIA- HEALTH AND HUMAN SERVICES AGENCY CALIFORNIA DEPARTMENT OF SOCIAL SERVICES 

PERSONAL RIGHTS 

Child Care Centers 

Personal Rights, See Section 101223 for waiver conditions applicable to Child Care Centers. 
(a) Child Care Centers. Each child receiving services from a Child Care Center shall have rights which include, but are

not limited to, the following:

(1) To be accorded dignity in his/her personal relationships with staff and other persons.

(2) To be accorded safe, healthful and comfortable accommodations, furnishings and equipment to meet his/her
needs.

(3) To be free from corporal or unusual punishment, infliction of pain, humiliation, intimidation, ridicule, coercion,
threat, mental abuse, or other actions of a punitive nature, including but not limited to: interference with daily
living functions, including eating, sleeping, or toileting; or withholding of shelter, clothing, medication or aids to
physical functioning.

(4) To be informed, and to have his/her authorized representative, if any, informed by the licensee of the
provisions of law regarding complaints including, but not limited to, the address and telephone number of the
complaint receiving unit of the licensing agency and of information regarding confidentiality.

(5) To be free to attend religious services or activities of his/her choice and to have visits from the spiritual advisor
of his/her choice. Attendance at religious services, either in or outside the facility, shall be on a completely
voluntary basis. In Child Care Centers, decisions concerning attendance at religious services or visits from
spiritual advisors shall be made by the parent(s), or guardian(s) of the child.

(6) Not to be locked in any room, building, or facility premises by day or night.

(7) Not to be placed in any restraining device, except a supportive restraint approved in advance by the licensing
agency.

THE REPRESENTATIVE/PARENT/GUARDIAN HAS THE RIGHT TO BE INFORMED OF THE APPROPRIATE 
LICENSING AGENCY TO CONTACT REGARDING COMPLAINTS, WHICH IS: 

NAME 

Los Angeles Childcare East 
ADDRESS 

1000 Corporate Center Drive 
CITY 

Monterey Park 

DETACH HERE 

TO: PARENT/GUARDIAN/CHILD OR AUTHORIZED REPRESENTATIVE: 

ZIP CODE AREA CODE/TELEPHONE NUMBER 

91754 1-844-538-8766

PLACE IN CHILD'S FILE 

Upon satisfactory and full disclosure of the personal rights as explained, complete the following acknowledgment: 

ACKNOWLEDGMENT: I/We have been personally advised of, and have received a copy of the personal rights contained in the 
California Code of Regulations, Title 22, at the time of admission to: 

(PRINT THE NAME OF THE FACILITY) (PRINT THE ADDRESS OF THE FACILITY) 

The Children's Center at Caltech 1200 E.California Blvd MC:C1-133Pasadena91106 
(PRINT THE NAME OF THE CHILD) 

(SIGNATURE OF THE REPRESENTATIVE/PARENT/GUARDIAN) 

(TITLE OF THE REPRESENTATIVE/PARENT/GUARDIAN) (DATE) 

LIC 613A (8/08) 



STATE OF CALIFORNIA-HEALTH AND HUMAN SERVICES AGENCY CALIFORNIA DEPARTMENT OF SOCIAL SERVICES 
COMMUNITY CARE LICENSING 

CHILD'S PREADMISSION HEALTH HISTORY-PARENT'S REPORT 
CHILD'S NAME SEX BIRTH DATE 

FATHER'S/FATHER'S DOMESTIC PARTNER'S NAME DOES FATHER/FATHER'S DOMESTIC PARTNER LIVE IN HOME WITH CHILD? 

MOTHER'S/MOTHER'S DOMESTIC PARTNER'S NAME DOES MOTHER/MOTHER'S DOMESTIC PARTNER LIVE IN HOME WITH CHILD? 

IS /HAS CHILD BEEN UNDER REGULAR SUPERVISION OF PHYSICIAN? DATE OF LAST PHYSICAUMEDICAL EXAMINATION 

DEVELOPMENTAL HISTORY (•For infants and preschool-age children on/Y) 
WALKED AT* BEGAN TALKING AT* TOILET TRAINING STARTED AT* 

MONTHS MONTHS MONTHS 

PAST ILLNESSES - Check illnesses that child has had and specify approximate dates of illnesses: 

DATES DATES DATES 

□ Chicken Pox □ Diabetes □ Poliomyelitis

□ Asthma □ Epilepsy □ Ten-Day Measles
(Rubeola)

□ Rheumatic Fever □ Whooping cough
□ T hree-Day Measles

□ Hay Fever □ Mumps (Rubella)

SPECIFY ANY OTHER SERIOUS OR SEVERE ILLNESSES OR ACCIDENTS 

DOES CHILD HAVE FREQUENT COLDS? 0 YES O NO HOW MANY IN LAST YEAR? LIST ANY ALLERGIES STAFF SHOULD BE AWARE OF 

DAILY ROUTINES (*For infants and preschool-age children only) 
WHAT TIME DOES CHILD GET UP?* WHAT TIME DOES CHILD GO TO BED?* DOES CHILD SLEEP WELL?* 

DOES CHILD SLEEP DURING THE DAY?* 

DIET PATTERN: BREAKFAST 
(What does child usually 
eat for these meals?) LUNCH 

DINNER 

ANY FOOD DISLIKES? 

IS CHILD TOILET TRAINED?* 

□ YES □ NO 

WORD USED FOR "BOWEL MOVEMENT"* 

PARENT'S EVALUATION OF CHILD'S HEALTH 

IS CHILD PRESENTLY UNDER A DOCTOR'S CARE? 

□ YES □ NO 

DOES CHILD USE ANY SPECIAL DEVICE(S): 
D YES □ No 

PARENT'S EVALUATION OF CHILD'S PERSONALITY 

WHEN?* 

IF YES, AT WHAT STAGE:* 

I
IF YES, NAME OF DOCTOR: 

I
IF YES, WHAT KIND: 

HOW DOES CHILD GET ALONG WITH PARENTS, BROTHERS, SISTERS AND OTHER CHILDREN? 

HAS THE CHILD HAD GROUP PLAY EXPERIENCES? 

DOES THE CHILD HAVE ANY SPECIAL PROBLEMS/FEARS/NEEDS? (EXPLAIN.) 

WHAT IS THE PLAN FOR CARE WHEN THE CHILD IS ILL? 

REASON FOR REQUESTING DAY CARE PLACEMENT 

PARENT'S SIGNATURE 

LIC 702 (8/08) (CONFIDENTIAL) 

HOW LONG?* 

WHAT ARE USUAL EATING HOURS? 
BREAKFAST 
LUNCH 
DINNER 

ANY EATING PROBLEMS? 

ARE BOWEL MOVEMENTS REGULAR?* WHAT IS USUAL TIME?* 

□ YES □ NO 

WORD USED FOR URINATION* 

DOES CHILD TAKE PRESCRIBED MEDICATION(S)? IF YES, WHAT KIND AND ANY SIDE EFFECTS: 

□ YES □ NO 

DOES CHILD USE ANY SPECIAL DEVICE(S) AT HOME? IF YES, WHAT KIND: 
D YES □ No 



S:\admission\admission packet\directory info 

The Children’s Center at Caltech 

Directory Information 

Child’s name: _____________________________________________  
Please print

Address: _________________________________________________ 
Please print 

Home phone:  _____________________________________________ 

Parent Information 

Parent #1 name: __________________     Parent #2 name: ___________________ 
Please Print   Please Print 

Work phone: _____________________     work phone: _____________________ 

E-mail: _________________________     E-mail: _________________________

The CCC Directory is for in-house purposes only. The information you have given 

us will be printed in the Directory unless you otherwise indicate by marking the 

appropriate statements below. 

____Please do not print my/our work numbers in the CCC Directory. 

____Please do not print my/our home phone number in the CCC Directory. 

____Please do not print my/our home address in the CCC Directory. 

___________________________________ _____________ 

Signature Date  

___________________________________ _____________ 

Signature Date 



S:\admission\admission packet\field trip-pic consent 

The Children’s Center at Caltech  

Fieldtrip and Picture Consent Form 

Field trip Consent 

I authorize those in charge at the Children’s Center at Caltech to take my child 

on those walking fieldtrips which are part of the planned activities at the center. 

_______ Initials 

Picture Consent 

I, the undersigned parent, hereby consent for The Children’s Center at Caltech 

(CCC) to have my child photographed at school functions. These visual images,

or any reproductions by the center will be used for the following, which includes

but is not limited to, use for  my child’s portfolio, the Early Childhood Science

Technology Engineering Mathematics Conference (ECSTEM), electronic and

print publications, presentations, illustration, the CCC and ECSTEM web pages

and social media. I give this consent with no claim for payment.

_______ Initials 

Sunscreen Consent 

I give permission for the staff to reapply sunscreen or sun block on exposed skin 

as needed. I understand that I must apply sunscreen or sun block before my 

child arrives at the center and that I will provide the sunscreen or sun block with 

UVB AND UVA protection of SPF 15 or higher.  

_______ Initials 

Diaper Cream Consent 

I give permission for the staff to apply over the counter diaper cream, supplied 

from home, as needed. Prescription creams will require a separate medication 

form to be completed. 

_______ Initials 

Child’s Name         _______________________________________ 

Parent’s Signature _______________________________________ 

Date                         ______________________________________ 



Discipline Policy 
The goal of positive guidance or discipline is to help children learn to consider and respect others and the 
environment around them, to feel secure and in control within himself or herself.  Young children need to 
learn what is acceptable and how to live cooperatively with others.  Self discipline is the ultimate goal, 
that is for the child to be intrinsically motivated to value accepted behaviors. 

Clear and consistent age appropriate limits on behavior are set.  The environment is set up in such a 
manner as to minimize the necessity of limits and children are allowed to participate in the decision 
making process.  As the Children’s Center at Caltech has a strong commitment to developing a positive 
sense of self-esteem and independent, responsible and caring behavior on the part of the children, we 
approach discipline in a positive rather than punitive manner.  Teachers model appropriate behavior, 
praise children for appropriate behavior, provide reminders and cues, and facilitate problem solving 
among children. 

When unacceptable behavior occurs, the course of action is positive redirection, with the understanding 
that the child may return to an area or activity when able to use proper behavior.  Toddlers and two-year-
old children are given many, many messages and reminders, both verbally and physically, from teachers 
regarding what is appropriate and safe.  It also provides the teacher and child an opportunity to talk about 
feelings and alternative choices.  AT NO TIME WILL A CHILD BE STRUCK, ROUGHLY HANDLED, 
VERBALLY ABUSED, OR DEMEANED. 

Dismissal Policy 

We want to partner with parents to solve any discipline problem.  Physical or emotional abuse of another 
child or teacher, which is determined to be excessive or repetitious by the staff and director, will be 
grounds for dismissal. 

• First, a parent conference will be scheduled to discuss the problems and to develop a plan to
correct them.

• An outside assessment may be appropriate to help evaluate the problem and assist in
developing a plan to correct it; this may result in additional cost to the parent.

• Second, a reasonable amount of time will be given for improvement in the child’s behavior.
Another parent conference will be scheduled to evaluate the child’s progress.

• Third, if the behavior persists, and cannot be resolved to the Center’s and the parents’
satisfaction, it may be determined by the Director and Staff that the program does not meet the
child’s needs and we may have to withdraw her/him from the program.

Parents’ non-support of or non-adherence to Children’s Center policies will be cause for dismissal. 

I have read and accept the Discipline and Dismissal Policies as written. 

Signed ___________________________________________     Date ____________________________ 

S:\admission\admission packet\discipline policy 



S:\parent handouts\parent participation contract 

PARENT PARTICIPATION SIGN-UP LIST 

It’s that time of year again – time to sign up for parent participation jobs. Parent participation 
serves two purposes: it helps the CCC maintain a quality program at a lower tuition rate and 
provides opportunities for parents to become more actively involved in the child’s school. 
Jobs to fit every interest and every schedule are available. Think about what you like to do 
and sign up! If you think of other things that aren’t listed suggest them! You will 
become a “superhero” to your child at the same time! Your child has an opportunity to 
“show you off” to his/her friends!  

Rules, rules, rules, - yup here too. Two parent families are required to work 20 or more hours 
per year and single parent families 10 hours or more between October 1st and September 
30th. Of those hours at least 4 must be during a Saturday Work Morning and one half must be 
completed by March 31st.  Uncompleted hours are billed to the family at a rate of $25 per 
work hour. 

Show your enthusiasm by rating your first three choices: 
I Want to Spend Time at the center or in 

small clumps! 
I Want to Spread My Time Over the Year! 

Parent Teacher Partnership Workshops Emergency Preparedness Team 
  In-Office Helper Fundraising Committee 
  Take-Home Office Work Computer Resource Helper 
  Animal Care Helper Event volunteer sign ups 
  Bringing Flowers Room Parent 
  Event Attendance Other:____________________________ 

Parent Info: 

Parent(s): ______________________________________________________________ 

Work/Home Phone(s): ____________________________________________________ 

Classroom(s): __________________________________________________________ 

Child(ren)’s Name(s): _____________________________________________________ 

Parent SIGNATURE: ___________________________________Date: _____________ 



S:\parent handouts\parent participation contract 

DETAILS 

Reporting Work Hours: This is done by filling out the parent participation count sheet in the 
binder in your classroom. You can inquire with your lead teacher as to where it is located. 

Saturday Work Days: These happen once a month and flyers are posted announcing the 
Information and sign-up sheets are posted in the classroom. Information and sign-up sheets 
are posted in the classroom (by the committee chair!): 

JOB DESCRIPTIONS: 

• Room Parent is an ambassador who helps teachers and parents with the flow of info and
various room related activities---such as welcoming new parents. (Are you a “people
person”?)

• Animal Care Helper feeds the animals in the classrooms (if applicable) once each
weekend and buys food when necessary (reimbursed by CCC).

• Parent Teacher Partnership Workshops attendance ---1 hour per parent per meeting; if
you have an expertise you would like to share that may be of interest to other parents, let
your lead teacher know and perhaps you can host a workshop yourself!

• In office filing is available as well as take-home work—such as stuffing envelopes;
needs do vary throughout the year; contact the front desk to see about opportunities

• Bringing Flowers – a fun, weekly activity that multiple people can sign up for during the
year; sign-up sheets can be found in the classrooms at the sign in counter

• Computer resource person updates the website, or assists in maintaining/repairing
classroom computers

• Fundraising Committee meets once a month and helps to plan center events to raise
money. Please connect with the front desk if you are interested

• Event Volunteers – There are various events throughout the year we need volunteers
for; sign-ups are either in the classrooms or on-line through sign up genius

• Emergency Preparedness Team plans for emergencies and ensures the supplies are
maintained in good condition; contact the front desk to join!

• Event Attendance – various events are held throughout the year that count towards
participation, including Back to School Night, Pancake Breakfast, etc. Each parent earns
hours by attending for the allotted time.

Other ways of earning work hours: You can fulfill up to half your work hours by attending 
events such as Options for Elementary School. Profits from fundraising can be applied to 
your work hours at he rate of $25 profit = 1 work hour. Other opportunities come up during 
the year, so periodically ask the CCC office about things that need doing! Or suggest 
something! 

Partners---Officers waived attendance = one hour per month meeting 
Board of Directors---Voting members only 



The Children’s Center at Caltech  

Infant Needs and Services Plan 
Updated quarterly 

Child’s Name: ____________________________________ 
Age: ____________________________________________ 

I. Individual Feeding Plan

(A) Physician’s instructions to special diet or feeding:

________________________________________________________________________ 

________________________________________________________________________ 

(B) Feeding Schedule: Approximate times-

________________________________________________________________________ 

________________________________________________________________________ 

(C) Breast milk or Formula: Circle one that applies

Name of formula: _____________________ 

(D) Schedule for introduction of solid and new foods

________________________________________________________________________ 

________________________________________________________________________ 

(E) Food Consistency: (Circle which apply)

Puree (liquidly) Puree (thick) Chunky Small Pieces 

(F) Food Likes/Dislikes:

________________________________________________________________________ 

________________________________________________________________________ 



(G) Food Allergies:

_________________________________________________________________________ 

_________________________________________________________________________ 

(H) Schedule for introduction of cups and utensils:

__________________________________________________________________________ 

__________________________________________________________________________ 

II. Sleeping Plan:

Sleeping habits, usual sleeping environments, and the child's rolling abilities

_________________________________________________________________________________

_________________________________________________________________________________

III. Toilet Training Plan: (if applicable)

__________________________________________________________________________ 

__________________________________________________________________________ 

IV. Services needed by infant that are not provided by the CCC Program; any special exercises
needed for infants with physical disabilities?

_____________________________________________________________________________________ 

Parent Conferences will be conducted quarterly. Future dates listed below:

1. _____________________________(Intake)
2. _____________________________
3. _____________________________
4. _____________________________

Please update this form if there are any medical changes or after newly introducing foods with 
your child.  This form will be in your child’s file. Ask your Primary Caregiver or contact your Lead.  

Director’s Signature __________________________________ 
Lead Teacher Signature _______________________________ 
Parent Signature _____________________________________ 
Today’s Date _________________________________________ 
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INDIVIDUAL INFANT SLEEPING PLAN 

 

 

Date of plan:   
 
 
 

SECTION A: INFANT’S INFORMATION 
Infant’s Name Gender Birth Date 

Authorized Representative’s Name (Primary Contact) Phone Number 

Authorized Representative’s Name (Secondary Contact) Phone Number 

SECTION B: SLEEPING ENVIRONMENT INFORMATION 
At home, the infant sleeps in: 

n Crib n Play Yard n Other (Specify)   

What are the Infant’s usual 
sleeping hours? 

What is the infant’s average length of the Infant’s nap(s) during the day 
time? 
  minutes   hours 

Does the infant use a pacifier? 

n Yes n No n Sometimes 
If yes, brand:    

SECTION C: INFANT’S ABILITY TO ROLL 
 

My child,     is able to roll from their back to their stomach and stomach to their 

back beginning   /   /   . 

Authorized Representative Signature Date 

SECTION D: INFANT’S ABILITY TO ROLL IN CHILD CARE 
Provider observed the infant is capable of rolling from their back to their stomach and stomach to their back. 

 

Provider Signature Date 

Authorized Representative Signature 
(To be completed no later than the next business day following observation) 

Date 



State of California – Health and Human Services Agency California Department of Social Services 
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SECTION E: MEDICAL EXEMPTION  

Does the infant have a medical exemption? n Yes n No 
 
If the infant has a medical exemption to sleep in a position other than on their back a licensed physician must 
provide instruction on an alternate sleeping position. 

The following shall be included with the medical exemption: 
• Instructions on how the infant shall be placed to sleep, including sleep position. 
• Duration the exemption is to be in place 
• The licensed physician’s contact information 
• Signature of the licensed physician and date of signature 

 
ATTACH REQUIRED DOCUMENTS TO THIS FORM AND MAINTAIN IN THE INFANT’S FILE PURSUANT 
TO TITLE 22, SECTION 101429(a)(2)(c) FOR CHILD CARE CENTERS OR SECTION 102425(c)(2) FOR 
FAMILY CHILD CARE HOMES. 

 
 
I certify that all information contained in this form is complete and accurate to the best of my ability. 

Authorized Representative Signature Date 

 



STATE OF CALIFORNIA - HEALTH AND HUMAN SERVICES AGENCY CALIFORNIA DEPARTMENT OF SOCIAL SERVICES

PARENT CONSENT FOR ADMINISTRATION OF MEDICATIONS AND MEDICATION CHART

NOTE:  Regulation Section 101221 requires the following information be on file.  
CHILD CARE CENTER NAME: LICENSE NUMBER: DATE:

1.

2. Prescription and nonprescription medications must be stored in the original bottle with unaltered label.  Medications
requiring refrigeration must be properly stored.

3. Prescription and nonprescription medication shall be administered in accordance with the label directions.

4. Written consent must be provided from the parent, permitting child care facility personnel to administer medications
to the child.  Instructions shall not conflict with the prescription label or product label directions.

DATE OF BIRTH

MEDICATION NAME DOSAGE

I authorize child care personnel to assist in the administration of medications described above to the child 
named above for the following medical condition/s: 

From ____________________ to __________________ at ___________________ daily while in attendance.
BEGINNING DATE ENDING DATE TIME OF DAY

MEDICATION CHART 
Staff Documentation of Medicine Administration 

DATE TIME GIVEN STAFF SIGNATURE

DATE TIME GIVEN STAFF SIGNATURE

DATE TIME GIVEN STAFF SIGNATURE

DATE TIME GIVEN STAFF SIGNATURE

DATE TIME GIVEN STAFF SIGNATURE

STAFF DATE

LIC 9221 (8/08) 

DATE: 



Medication Chart
Staff Documentation of Medicine Administration 

I hereby instruct and give permission to the Director of the Children's Center at Caltech or a staff person 
selected and supervised by her, to administer to my child the prescription medicine or drug listed below, on the 

stated date and time. 

Child Name:  DOB:  Medication Name: 

Date Time Administered Staff Initials 

I understand that my child is not to be in school if s/he is ill. I understand that this service is an accommodation 
for me and I will not hold the staff, Director, or the Board of Directors of the Children's Center liable for either 

the improper administration of the doses or any adverse effects of the medicine or drug given.

Parent Signature ____________________________________________________________



STATE OF CALIFORNIA 
HEALTH AND HUMAN SERVICES AGENCY 

CALIFORNIA DEPARTMENT OF SOCIAL SERVICES 
COMMUNITY CARE LICENSING 

PHYSICIAN'S REPORT-CHILD CARE CENTERS 
(CHILD'S PRE-ADMISSION HEALTH EVALUATION) 

PART A - PARENT'S CONSENT (TO BE COMPLETED BY PARENT) 

___________________ ,born _______________ is being studied for readiness to enter 
(NAME OF CHILD) (BIRTH DATE) 

__________________ . This Child Care Center/School provides a program which extends from __ : 
(NAME OF CHILD CARE CENTER/SCHOOL) 

a.m./p.m. to ___ a.m./p.m., _____ days a week.

Please provide a report on above-named child using the form below. I hereby authorize release of medical information contained in this 
report to the above-named Child Care Center. 

(SIGNATURE OF PARENT, GUARDIAN, OR CHILD'S AUTHORIZED REPRESENTATIVE) 

PART 8 - PHYSICIAN'S REPORT (TO BE COMPLETED BY PHYSICIAN) 

Problems of which you should be aware: 

Hearing: Allergies: medicine: 

Vision: Insect stings: 

Developmental: Food: 

Language/Speech: Asthma: 

Dental: 

Other (Include behavioral concerns): 

Comments/Explanations: 

MEDICATION PRESCRIBED/SPECIAL ROUTINES/RESTRICTIONS FOR THIS CHILD: 

IMMUNIZATION HISTORY: (Fill out or enclose California Immunization Record, PM-298.) 

VACCINE 
DATE EACH DOSE WAS GIVEN 

1st 2nd 3rd 4th 

POLIO (OPV OR IPV) I I I I I I I I 

DTP/DTaP/ 
(DIPHTHERIA, TETANUS AND 
[ACELLULARJ PERTUSSIS OR TETANUS 

I I I I I I I I DT/Td AND DIPHTHERIA ONLY) 

MMR 
(MEASLES, MUMPS, AND RUBELLA) 

I I I I 
(REQUIRED FOR CHILD CARE ONLY) 

I I I I I I I I HIB MENINGITIS (HAEMOPHILUS B) 

HEPATITISB I I I I I I 

VARICELLA (CHICKENPOX) I I I I 

SCREENING OF TB RISK FACTORS (listing on reverse side) 

D Risk factors not present; TB skin test not required. 

D Risk factors present; Mantoux TB skin test performed (unless 

previous positive skin test documented). 
_ Communicable TB disease not present. 

I have D have not D reviewed the above information with the parent/guardian. 

( TODAY'S DATE) 

5th 

I I 

I I 

Physician: ____________________ _ Date of Physical Exam: ______________ _ 
Address: _____________________ _ Date This Form Completed: _____________ _ 
Telephone: ____________________ _ Signature ____________________ _ 

Ill Physician Ill Physician's Assistant [ii Nurse Practitioner 
UC 701 (8/08) (Confidential) PAGE 1 OF2 



RISK FACTORS FOR TB IN CHILDREN: 

Have a family member or contacts with a history of confirmed or suspected TB.

Are in foreign-born families and from high-prevalence countries (Asia, Africa, Central and South America). 

Live in out-of-home placements. 

Have, or are suspected to have, HIV infection. 

Live with an adult with HIV seropositivity. 

Live with an adult who has been incarcerated in the last five years. 

Live among, or are frequently exposed to, individuals who are homeless, migrant farm workers, users of street drugs, or residents in 
nursing homes. 

Have abnormalities on chest X-ray suggestive of TB. 

Have clinical evidence of TB.

Consult with your local health department's TB control program on any aspects of TB prevention and treatment. 

UC 701 (8/08) (Confidential) PAGE 2of 2 



(To be completed by parent or guardian and 
updated at recertification and as changes occur) 

Emergency and Identification Information 

Family Information 

Child's Name (LAST NAME FIRST): 

Parent 1 Name:    

Birthdate:   

Parent 2 Name:   

Address:   

Parent 1’s Business Address: 

Home Phone: (    )   

Business Phone: (    ) 

Parent 2’s Business Address: 

Parent 1's E-mail Address: 

Business Phone: ( ) Parent 2’s E-mail Address: 

Names of Persons Authorized to take Child from the Facility 

(This child will not be allowed to leave with any other person without written authorization from parent or guardian.) 

Name Telephone Relationship 

CC-EaII rev_08-2015 

Additional Persons Who May Be Called in Emergency to Take Child from the Facility 
(This child will not be allowed to leave with any other person without written authorization from parent or guardian) 

Name Telephone Relationship 

Physician to be Called in Emergency 

Name: Telephone: (  ) 

Address: 

If physician can not be reached, what action should be taken? 

Med-Cal Number: 

Insurance Number: 

Medical Insurance: 

Allergies or Other Medical Limitations:    

Permission for Medical Treatment: Administrative procedures vary among medical personnel and medical facilities with regard 
to provision of medical care for a child in the absence of the parent. The exact procedure required by the physician or hospital to be 
used in emergencies should be verified in advance. 

In case of an accident or an emergency, I authorize a staff member of the child development agency to take my child to the above- 
named physician or to the nearest emergency hospital for such emergency treatment and measures as are deemed necessary for 
the safety and protection of the child, at my expense. 

Signature: 
(Parent or Guardian) 

Date: 



 

 

 

 

 
 

 

 

 

 

 

 

 

 

                                                          

 

 

  

 

 

 

 

 

 

 

 

 

 Old paint, especially  if it is  chipped 
or peeling or if the home  has been 
recently repaired or remodeled 

OPTIONS FOR LEAD TESTING 
 POTENTIAL SOURCES OF LEAD  

 House dust 

 Soil

 Some imported dishes, pots and 

water crocks.  Some  older
dishware,  especially  if it is  cracked,
chipped, or worn 

 Work clothes and shoes worn if
working with lead 

 Some food, candies and spices

from other countries 

 Some jewelry, toys, and other
consumer products 

 Some traditional home remedies
and traditional make-up 

 Lead fishing weights and lead 
bullets 

 Water, especially if plumbing 

materials contain lead 

SYMPTOMS OF  LEAD EXPOSURE      

Most  children who have  
lead  poisoning do not  
look  or act sick. 
Symptoms, if any,  may 
be confused with  
common childhood  
complaints, such  as 
stomachache, 
crankiness, headaches,  
or loss  of appetite.  

A blood lead test is free if you  have  
Medi-Cal or if you are in the Child  
Health and Disability Prevention         
Program (CHDP). Children on          
Medi-Cal, CHDP, Head Start, WIC,  or 
at risk  for lead poisoning, should be  
tested at  age 1 and 2. Health               
insurance plans will also pay for this 
test. Ask your child’s doctor about  
blood lead testing.  

For more information, go to the           
California Childhood  Lead Poisoning  
Prevention Branch’s  website  at  
www.cdph.ca.gov/programs/clppb, or 
call them at (510) 620-5600.    

(The information and images found on  
this publication are adapted from the  
California Department of Public Health  
Childhood Lead Poisoning Prevention  
Program.)  

1/2019 

EFFECTS OF                    
LEAD EXPOSURE  

Children 1-6 years old are the  most at  

risk for lead poisoning.  

 Lead poisoning can  harm  a child’s 
nervous system and brain when 
they are still forming, causing 
learning and behavior problems
that may last a lifetime. 

 Lead can lead to  a low blood count 

(anemia). 

 Even small amounts  of lead in the 
body can make it hard for children 
to learn, pay attention, and 
succeed in  school. 

 Higher amounts of lead exposure
can damage the  nervous system,
kidneys, and other major organs.
Very high exposure can lead to 
seizures or death. 

http://www.cdph.ca.gov/programs/clppb
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LEAD POISONING FACTS 
 

 Buildup of lead in the body is 
referred to  as lead poisoning. 

 Lead is  a naturally occurring 
metal that  has been  used in 
many products and is harmful to 
the  human body. 

 There is no known safe level of

lead in the body. 

 Small amounts of lead in the 
bpoodsuy cre oan cn Cauhsilde lifreenlo ng learning  
and behavior problems.   

 Lead poisoning is  one of the ildren 1-6 years old are the 
most  common  environmental 
ost at risk for lead poisoning. illnesses in California children. 

h

 The United States has taken
many steps to remove sources of
lead, but lead is still around us.

 Lead in  house paint  was severely
redformuciendg in.  1978. 

 Lead solder in food cans was
bLaenande cd in an  lthee a d1 t9o8 0as lo.  w blood 

 Lead in gasoline was removed in count (anemia). 
the  early  1990s. 

The only way to  know if tap water 
has lead is to have it  tested.  

Tap water is more 
likely to have lead if:  

 Plumbing 
materials, including 
fixtures, solder
(used for joining 
metals), or service 
lines  have lead in 
them;  

 Water does not come from  a public 

water system  (e.g., a private well). 

To reduce any potential exposure to  
lead in tap water:  

 Flush the pipes in your home           
Let  water run  at least 30 seconds
before using it for cooking, drinking,
or baby formula (if used).  If water
has not been used for 6 hours or
longer, let water run  until it feels cold 
(1 to 5  minutes.)* 

 Use only cold tap water for cooking,
drinking, or baby formula (if used)       
If water needs to be  heated, use cold 
water and heat  on stove or in 
microwave. 

 Care for your plumbing                   
Lead solder should not be used for
plumbing work.  Periodically remove 
faucet  strainers and  run water for
3-5  minutes.*   

 Filter your water- Consider using 
a water filter certified to remove 
lead.  

Some  water crocks 
have  lead.  Do not give  
a child water from  a  
water crock unless 
you know  the crock  
does not have lead.  

(*Water saving tip: Collect your  run-
ning water and use it to water plants 
not intended for eating.)  

For information on testing your water 
for lead, visit The Environmental Pro-
tection Agency at  www.epa.gov/lead/ 
protect-your-family-exposures-lead  
or call (800)  426-4791.  

You can also visit The California  De-
partment of Public Health’s  website  
at https://www.cdph.ca.gov.  

http://www.epa.gov/lead/protect-your-family-exposures-lead
http://www.epa.gov/lead/protect-your-family-exposures-lead
https://www.cdph.ca.gov.
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Welcome to the CCC Community! 

The CCC uses an app called ParentSquare as one of its main forms of communication. The administrative 
team utilizes this platform to send important information to the CCC community. ParentSquare also allows 
us to send both email and texts to ensure that all families receive notifications in a timely, efficient 
manner. Depending on your phone setting, you can also opt-in to receive notifications from 
ParentSquare. 

ParentSquare has many features that we are excited about, including any emergency notifications that 
may arise, announcements regarding CCC events, and Parent-Teacher Partnership opportunities. We 
also utilize this platform for parents to log Parent Hours, sign up for volunteer work, and watch weekly wrap 
up videos from each class.  

Upon enrollment, your child will be added to ParentSquare under his/her class. You will receive an email 
invitation to activate your account by confirming your email and setting up a password. 

You do not need to download the app to receive information! Messages will come to you directly via 
email or text. 

Please let us know if you have any questions.  

Warmly,  
The CCC Administrative Team  

 



Shop online at Amazon and help
earn money for the 

Children’s Center at Caltech! 
When you purchase anything online from Amazon by using the unique CCC link on our 

website approximately 6% of your purchase will return to the CCC. 

More information: 

1. How can I help the Children's Center with my Amazon shopping?

Simply click on the Amazon banner on www.childrenscenteratcaltech.com. The banner is on the bottom 
right of the home page.  

Do note that the entire transaction has to be done via the link or the order will not be credited to the CCC. 

2. Does it cost me anything extra to support the CCC in this fashion?

No, you will pay the same regardless how you order your items from Amazon. 

3. How much does the CCC get?

Depending on the item the CCC gets on average 6% of the purchase. 

4. Will the CCC get credit for Digital items such as "Amazon Instant Video" or MP3 purchases?

Yes, as long as you purchase it through our link. 

5. Can I share this with my family and friends?

Absolutely! Please share the link with family and friends. 

Please share this website with others. 

Thank you for supporting the CCC! 

= 

http://www.childrenscenteratcaltech.com/


*Certain merchants may have specific “group type” requirements in order to qualify for contributions.  Visit www.escrip.com and go to merchant search for specific merchant details.

Fill in Group Name and eScrip Group ID# Prior to duplication and distribution

Group Name Group ID#
If Group Names and ID#’s are not filled in contact your Group Coordinator or visit www.escrip.com

CARD TYPE CARD NUMBER

Grocery Club Card Type: Safeway*, Pavilions*, Vons*, Genuardi’s*,  Adams*, Carrs*, Dominick’s*, Pathmark*
Debit/Credit Card Type: Macy’s, MasterCard, VISA, American Express, Discover, Debit Cards
Other Card Type: Community Card

Join the original and largest electronic fundraising program where participating 
merchants contribute each time you make a purchase using your free grocery loyalty
or debit/credit cards that are registered with eScrip. There are no receipts to collect,
no vouchers or certificates to buy, no hassles for you - and every purchase counts!

YOU MUST REGISTER AT LEAST ONE CARD TO JOIN THE PROGRAM.

Mail completed form to:
eScrip, PO Box 6988, Auburn, CA 95604

Allow 6-8 weeks processing time

Electronic Scrip Incorporated (ESI) has made a firm commitment to protect all customer information provided.  ESI will not license, sell, exchange or distribute any personally
identifying information about eScrip participants to any third parties not directly involved with the eScrip program.  Visit www.escrip.com for complete Terms and Conditions.

Last Name First Name

Address

City State Zip Code

eMail Address Phone Number

1
STEP

2
STEP

3

Please Check Applicable Boxes*

STEP

Current eScrip Supporter         
Changing Designated Group
Adding Designated Group 

New eScrip Supporter

For eScrip Program Information, Merchant Lists or to sign up online visit www.escrip.com

sign_up_all

Visit www.escrip.com to sign up today! (Only one week processing)

If you do not have access to the internet, fill in the following information

eScrip Supporter ID #

www.escrip.com

Make a difference today!

Please help our group by signing up today!

ONLINE:

BY MAIL:
ALL FIELDS BELOW REQUIRED TO REGISTER WITH eSCRIP
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WELCOME TO 
THE CHILDREN’S CENTER AT CALTECH 

 
 

Introduction 
 
We aspire to make your time at the Center enriching for you and your family. This Parent 
Handbook contains important information that will assist in guiding you through this important 
journey at the Center. Please read it carefully. As a parent you are welcome and encouraged to 
participate in your child’s daily care and education here. Parent involvement will greatly enhance 
your child’s experience and foster continuity between home and Center. If you have any 
questions, please feel free to discuss them with your child’s Teacher or the Director. You are 
welcome to visit the Center at any time. 
 
 

Mission Statement and Guiding Principles 
 
Mission Statement: To Nurture the natural curiosity of children as a foundation for life-long 
learning. 
  
Guiding Principles: 
  
·     Encourage critical thinking by incorporating STEM into everyday play. 
·     Trust that children are active participants in the learning process. 
·     Respect and care for each other and our surroundings. 
·     Value diversity and inclusiveness. 
·     Establish a happy environment that fosters creativity. 
 
 

Philosophy and Goals 
 
The philosophy of the Children’s Center at Caltech has its basis in a humanistic view of the child 
as an independent and individual learner. The aim of the program is to respond to the needs of 
every child as s/he develops awareness of the world and readiness for learning. Each group 
provides developmentally appropriate materials and activities for every child in the areas of 
social/emotional, cognitive, language, and physical development, while fostering a positive self-
concept. 
 
Following long-term and current research on how children learn, the Center offers planned and 
emergent activities where children are encouraged to explore their world, solve problems, ask 
questions, reflect, and work collectively with teachers and peers. Teachers nurture a sense of 
competence and self-worth in every child through appropriate levels of scaffolding. The 
emphasis is on active, hands-on learning with a balance of child-centered and adult-directed 
activities that addresses the needs of the whole child. 
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History of the Children’s Center at Caltech 
 
The Children’s Center at Caltech opened in 1972 in a former home that had also been used as 
a dormitory, at 293 S. Chester. It was founded with the approval of Caltech by a group of 
Caltech wives and students, plus several non-Caltech Pasadena women. Like most child care 
centers, it has experienced growing pains and changes. In the early years, the Center had low 
enrollment and high staff turnover. More than once it appeared that it might have to close. 
 
In 1988, a second classroom at 303 S. Chester was opened. A third house at 296 S. Chester, 
opened in 1990. In July of 1998, a Toddler Option with portable classroom adjacent to 296 S. 
Chester was added. This environment cultivates a home-like atmosphere. The latest addition is 
the office/training room in the house on the southeast corner of Del Mar and Chester. 
 
In the early years, the Center was financially independent, paying all its own operational 
expenses. Gradually, Caltech increased its support of the Center, and now aids substantially in 
terms of free rent, utilities, maintenance, repairs, and gardening. However, the Center remains 
separate as a private non-profit corporation with its own governing Board of Directors. CCC 
Parents make up the majority of the Board of Directors. 
 
Families of differing social and ethnic backgrounds, from Caltech and the community at large, 
are accepted on a non-discriminatory basis. There are six classroom groups. The Center serves 
as a lab school for nearby colleges and universities and helps train many child development 
students each year. 
 
We foster a close relationship between home and school. Parents are welcome to visit the 
classroom, accompany the children on field trips, and participate in planned classroom 
activities. The low adult-child ratio allows for the individual needs of every child to be met in a 
comfortable, supportive setting. The Center first achieved accreditation from the National 
Association for the Education of Young Children in 1993 and has been re-certified every year 
since then. 
 
Children from six months to six years are accepted in the two, three, or five-day enrollment. 
They are grouped by age as follows: 
 
Bunnies (6-24 months) 
Dolphins (18-36 months) 
Penguins (2-3 years) 
Koalas (3-4 years) 
Raccoons (3.5-4.5 years) 
Beavers (4-5 years) 
 
Our operating budget is based on tuition income alone. Monies from fundraising activities are 
spent on major acquisitions or special items. In addition, a Tuition Assistance Fund has been 
established. Contributions to these funds or the program in general, are welcome. Contributions 
made to the Center are tax deductible. 
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Board of Directors 
 
A Board of Directors governs the Children’s Center. The Board consists of CCC parents, staff, 
and members of the community who are elected by the general membership of the Children’s 
Center. The Center Director is hired by The Board and is the sole employee of the Board. The 
Board has full legal responsibility for the Center. The officers are voted in once a year and 
parent participation hours are waived for those serving as officers. 
 
The Board meets at 7:00 p.m. on the third Monday of each month at an announced location on 
campus. Meetings are posted each month on the Center website and are open to any members 
of the Center community wishing to attend. There are seven standing committees of the Board: 
Finance, Fundraising, Strategic Planning, the Committee on Trustees, and the Committee for 
Parent Communication, Personnel, and Facilities.  
 

Staff 
 
The Children’s Center staff consists of highly qualified educators trained in Child Development 
and/or Early Childhood Education. Many of our teachers hold Associate, Bachelors and/or 
Masters Degrees. Our low teacher/child ratios allow for the staff to plan and provide a high 
quality program in each of our classrooms. 
 
The CCC is committed to maintaining staff who are consistently on the cutting edge of the Early 
Childhood Education field. Our teachers are provided myriad opportunities for professional 
growth. All staff are encouraged to continue education in Child Development and/or Early 
Childhood Education and to participate in staff development opportunities. All staff are required 
to be First Aid and CPR certified as well as complete other Health and Safety trainings. 
 

Curriculum 
 
The Children’s Center uses a constructivist approach, that is children constructing knowledge 
based on real experiences, adapted with other various educational approaches such as the 
Project Approach, Emergent Curriculum, Maria Montessori’s Practical Life and Game Shelf, 
Reggio Emilia, and Froebel Gifts to build a learning environment that tells children they are 
respected, trusted, capable, and competent in their own learning. In whole, our goal is to 
emphasize and nurture the process, not the product. Our inquiry-based curriculum can last 
anywhere from two months to a year. We use broad science concepts such as form and 
function, change, systems and interaction, stability, force and motion, simple machines, cause 
and effect, just to name a few, to build our curriculum around. Science uniquely qualifies for 
such an integrated approach. 
 
Children, like scientists, need multiple opportunities to explore, ask questions, make predictions, 
experiment, test their ideas, collect information, document, reflect, and draw conclusions. We 
believe that children are scientists by nature.  On a daily basis we watch our children use 
science inquiry to formulate ideas and test them.  Whether they are playing with water of 
different temperatures, or observing cocoons in the lab, or experimenting with the physics of the 
incline plane, their curiosity make them natural scientists. 
 
To understand how to facilitate children’s learning and set up an environment for such learning, 
teachers are required to attend monthly professional development trainings of which many 
involve curriculum development. They also meet with the Science Curriculum Coordinator to 
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thoughtfully brainstorm and plan curriculum. Weekly curriculum activities are posted on the 
bulletin boards in each classroom. We believe that while curriculum should be meticulously 
planned, good teaching also involves being ready and able to catch the teachable moments to 
further enhance children’s learning experiences. 
 
Young children learn through play. All materials they play with, all ideas they play with, they are 
learning from. Some of the various activities and experiences that children receive weekly are 
on art, carpentry, gardening, wire working, block building, and origami. Within each area, 
various mediums are provided, such as in art, there are natural materials, clay, wire, beads, 
paint, oil pastels, chalk, crayons, markers, etc. Whether indoor or outdoor, children investigate 
big concepts piece by piece in earth, physical, and life sciences. Keeping in mind that science is 
inclusive of all other areas as math, language and literacy, history, art, and creativity. 
 

How the CCC Curriculum Evolved 
 

Scientifically Valid Research – Children’s Center at Caltech high quality comprehensive early 
childhood care and education services will be founded on a birth to five constructivist approach, 
which is children constructing knowledge based on real life experiences.  The Preschool 
Pathways to Science: Facilitating Scientific Ways of Thinking, Talking, and Working curriculum 
has been implemented for 12 years in the CCC preschool classrooms and adapted for the infant 
and toddler classrooms.  The curriculum is research-based through the Constructivist theories 
of Jean Piaget.  The Preschool Pathways to Science was prepared and supported with funds 
from NASA (Grant No. NCC-2826, entitled “Advancing the Science Experiences of Young 
Children 2-5 Years’ and a UCLA Dean’s Grant to R. Gelman.  The current CCC Director, Susan 
Wood, was a Program Coordinator and a Collaborating Writer for the development of the 
Preschool Pathways to Science curriculum.  Ms. Wood, who had researched and developed 
preschool science curricula, was brought to the CCC by the board to provide expertise and 
leadership to establish the CCC as a center of excellence.  Her thesis, Methods of Teaching 
Scientific Ways of Thinking to Young Children served as a vehicle for leading the way from 
theory to practice at the CCC. Utilizing STEM curriculum as an initial foundation for the 
instructional component of the program, the center became recognized over time as a model of 
early science innovation and education.  
 
The Preschool Pathways to Science curriculum developed over a decade of training and 
mentoring the teaching the staff to include all aspects of an early childhood STEM curriculum.  
Some aspects of this expanded STEM curriculum include ramps and incline planes, 
explorations of water and air, building and construction, scale and structure, and growth and 
elements of change.  The curriculum is further based on current work in the field by researchers 
and practitioners such as Karen Worth, Betty Zan, Douglas Clements, Osnat Zur, Lilian Katz, 
and Linda Clinard.  This group of distinguished early childhood professionals from across the 
country has conducted training and workshops for the CCC teachers. 
 
The Preschool Pathways to Science and STEM curricula serves a diverse population of infants, 
toddlers, and preschoolers; birth to five.  The Program for Infant Toddler Caregivers (PITC) 
approach will be used to help meet the specific needs of dual language speaking families with 
special attention to cultural continuity and linguistic diversity.  The CCC teachers have been 
trained and certified in PITC since 2006. This approach includes studies in Cultural Sensitivity 
which are practiced as part of the CCC responsiveness to the unique international backgrounds 
and cultures of the Caltech/ JPL community.  This approach is well suited to meet the needs of 
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the population of infant and toddler children served who are approximately 75% dual language 
learners. 
 

Curriculum Evaluation 
 
On an annual basis, the CCC will look at any needed updates for the curricula based on the 
State of California Prekindergarten Learning Foundations and State of California Infant Toddler 
Foundations as well as any changes from the Common Core State Standards and expectations 
for Kindergarten.  The evaluation of all curricula will be done systematically on a schedule of 
program monitoring and accreditation. 
 

Center Operating Policies 
 
Sign-in, sign-out: Each day your child(ren) must be brought into the classroom by an adult. As 
mandated by State Law, the adult must sign his/her full name on the sign-in sheet. The same is 
also required at pick-up time. Only adults who are authorized on the emergency cards will be 
allowed to pick up any child. Please make sure that a teacher knows when your child has 
arrived or is leaving. 
 
Hours, late fees: The Center hours are 7:30 a.m. until 5:30 p.m. Monday through Friday. The 
doors remain locked all day and is only accessible with a key card entry system. Families 
receive 2 cards upon enrollment and can request an extra if needed free of charge. Lost cards 
can be replaced at a charge of $25 each.  
 
It is important to consistently pick-up your child(ren) before 5:30 pm as the staff need time to 
clean up and prepare for the next day. If you have not entered the center by 5:30 p.m., you 
will be charged $10 for any portion of the first five minutes, and $2 per minute thereafter. 
This late fee will be used for staff development. Families with two children will need to pay late 
fees for both children, if arriving at the Center after 5:30 p.m. 
 
If you will be late, the courtesy of a phone call is appreciated, both by your child and the staff; 
however, the late charge will still be assessed. Persistent and excessive tardiness will result in 
doubled late charges. 
 
Parking:  There is a one-hour parking zone in front of the Center. Please refrain from parking in 
these spaces for longer than 15 minutes during drop off and pick up times, as there are often 
many parents waiting to park as well. Parking is also available in the lot directly south from the 
CCC and in the underground parking structure; however, these spots require Caltech parking 
permits. Daily permits can be purchased at pay stations throughout the campus. Remember to 
MOVE SLOWLY, as children are always present! 
 
Gates: It is imperative that all doors and gates are securely closed and latched whenever you 
enter or leave the center. Children must always be accompanied by an adult when entering or 
exiting the program. It is the responsibility of parents or guardians to ensure their child does not 
enter or leave without adult supervision. 
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Annual Calendar: The Center is open year-round. The Center will be closed based on National 
Holidays that are scheduled in conjunction with the Caltech calendar. A typical Holiday calendar 
will be: 
 
Martin Luther King Day 
President’s Day 
Memorial Day 
Juneteenth 
Independence Day 
Labor Day 
Thanksgiving Day 
Day after Thanksgiving 
One week for Winter Holiday Break (between Christmas and New Year’s) 
 
Additionally, there will be two scheduled closures each year to facilitate staff development 
trainings. These closures will be announced on the Center website and on ParentSquare, well in 
advance. 
 
Communication:   There are many lines of communication available between staff and parents. 
All lead teachers and administrators have email addresses for direct communication; 
information is frequently posted and updated on the Center website; and each family has a 
mailbox in their child’s classroom. Because each “child” is assigned a classroom mailbox you 
may have multiple mailboxes in more than one classroom attended by your children. (Therefore, 
you may receive multiple copies of announcements.) Please check your classroom mailbox and 
your email daily for information from the Center. Classroom staff can be reached by calling the 
main office and requesting to transfer the call to the rooms directly. 
 
The bulletin boards in each classroom have news and information regarding events at the 
Center. Please check them frequently. The following forms are also found on the bulletin 
boards: 

• Medical Dosage Forms 
• Sign-in/sign-out sheets. Parents are required by law to sign their child(ren) in and out 

each day. You must sign in with your full legal signature and the time. 
• Snack menus 
• Notice of any contagious illness within the Center 
• Upcoming events 
• Daily schedules 
• Staffing schedules 
• Curriculum plans 

 
Another source of information regarding the Children’s Center is the CCC website: 
https://ccc.caltech.edu/ . The website provides contact information, driving directions, a 
center-wide calendar, a copy of this parent handbook, the latest snack menu, the newsletter, as 
well as other pertinent information about the Center.  

ParentSquare is an app used by the Center as one of its main form of communication. The 
administrative team utilizes this platform to send important information to the CCC community. 
ParentSquare also allows us to send both email and texts to ensure that all families receive 
notifications in a timely, efficient manner. Upon enrollment, your child will be added to 

https://ccc.caltech.edu/
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ParentSquare under his/her class. Each parent will receive an email invitation to activate their 
account by confirming their email and setting up a password. 

Visiting: 
Parents are welcome to visit their children during the day. Lunch time is often the best time to 
do so. If you have questions about visiting the classroom and your child during the day, please 
connect with your classroom teacher. 
 
Child Assessment Practices: At the CCC we meet with parents a minimum of 3 times per 
year. Our first meeting is referred to as an intake/orientation when we take in information about 
your family and your child. We also share information about our program and the specific 
classroom your child will be joining. This first initial meeting is conducted with the Executive 
Director and the classroom teacher. An intake will take place every time you transition to the 
next classroom and is only conducted with the new lead teacher for each subsequent transition. 
 
After your child has been in attendance for 3-6 months, the lead teacher or primary caregiver 
will conduct a mid-year progress review to share successes your child has made and goals 
moving forward. This is an opportunity to ask specific questions about your child’s growth and 
development, and to learn more about the curriculum shared in the classroom. 

As your child prepares to transition into the next classroom and age level, teachers prepare a 
digital Desired Results Developmental Profile (DRDP) and shares this with you in an exit 
meeting. The DRDP was developed by the California Department of Education and is a 
standard assessment tool for early childhood education programs. There are two versions, one 
for infant and toddler ages, and one for preschool ages. While the traditional format is 
completed as a form, the CCC has transformed this assessment tool into a PowerPoint 
presentation using images and video to highlight your child’s development and learning 
experiences at school. Designed specifically to show where a child is at in their development 
and to follow progression over time, this tool is key in helping to set goals and not when they 
have been achieved. You can be provided a copy of the DRDP by request if you provide a flash 
drive to download the content. Copies of the DRDP are passed to the next classroom teaching 
team to allow them to learn more about their new friend and help to set new goals for the new 
school year.  

Impromptu parent teacher conferences can be scheduled in between these meetings as needed 
or requested. Informal information about your child’s daily experiences are shared via email, 
documentation in classrooms, and brief conversations at drop off and pick up. Please note that 
the teachers must tend to the children in the classroom and in-depth conversations should be 
reserved for time away from the classroom or yard.   

If our assessments lead us to believe your child’s development is delayed or needs specific 
support beyond the center’s capacity, we will communicate this information to you directly and 
confidentially. As we are constantly documenting children’s progress, we will monitor individual 
growth and development and present our concerns and suggestions for next steps and 
resources that may prove helpful. As is always the case, should you have concerns about your 
child’s development, please reach out to your teacher or the director at any time. 

Confidential Information: The CCC follows the NAEYC (National Association for the 
Education of Young Children) Code of Ethics which provides that: "We shall maintain 
confidentiality and shall respect the family's right to privacy, refraining from disclosure of 
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confidential information and intrusion into family life."  This includes not mentioning a child by 
name away from the CCC, either to persons not on the CCC staff, or in public places. 
 
Access to children’s official files is limited to administrative staff and teaching staff in direct 
contact with the child and is locked during off business hours. Classrooms keep informal files for 
art and anecdotal notes only. In the event that we need to share information about your child to 
any outside resource, such as an occupational or physical therapist, or any other agency for any 
reason, we will obtain written consent from the parent or legal guardian first. 
Family directories are provided in hard copy only, and email addresses are not shared 
electronically except for school purposes only (to send memo’s and program information 
quickly). Children’s files are kept for three years after they have left the program (per CA State 
licensing requirements) and are shredded thereafter. If you have any questions about how your 
family’s information is kept confidential, please connect with the administrative staff directly. 
 
 

Admission and Waiting List 

Parents who wish to apply for admission are encouraged to make an appointment to tour the 
Center. Applications for the wait list are available in the office or online at 
https://ccc.caltech.edu/ . Upon receipt of the application, the child’s name is added to the wait 
list. Caltech, JPL and our own Center staff families are added to the Caltech affiliates wait list. 
Within the wait list, siblings of children already at the center receive priority. As openings occur, 
age-appropriate children are selected from the wait list based on application date to fill any 
vacancy in a class. Tenured and tenured track Caltech professorial faculty will ordinarily have 
priority over all other groups on the waiting list. Center staff and families with currently enrolled 
siblings may also be given priority. There is also a separate Community wait list for applicants 
who are not affiliated. 

Disability and Reasonable Accommodation 

The Children’s Center at Caltech supports the value of inclusion—the right of all children, 
regardless of their diverse abilities, to participate actively in natural settings with their peers. At 
the Children’s Center, this means that we will, on a provisional basis, accept children with 
special needs who meet the waiting list criteria stated above. Depending on the nature and 
extent of the disability, continued enrollment will depend on frequent and on-going staff-parent 
communication, and on careful and continuous assessment of the viability of the arrangement 
for all concerned. 
 

ADA Policy 
 

Policy: It is the Children’s Center at Caltech’s policy to comply fully with the Americans with 
Disabilities Act (ADA), and other applicable federal and state laws to ensure equal opportunity 
for otherwise qualified children with disabilities. The Children’s Center at Caltech (CCC) does 
not discriminate based on physical or mental disabilities and is committed to ensuring that there 
is no unlawful discrimination or harassment in any of its programs, services, activities, or in any 
terms and conditions of enrollment. 
 
As required by law, the Children’s Center at Caltech will make reasonable accommodations to 
otherwise qualified children with known disabilities to equal access to the CCC educational 
programs, services, activities, and facilities unless doing so would constitute an undue hardship 
or a fundamental alteration.  

https://ccc.caltech.edu/
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The Children’s Center at Caltech also, as appropriate, will conduct a fair, timely, and thorough 
investigation into complaints within the scope of this policy to determine what occurred and take 
reasonable steps to remedy the effects of any discrimination and prevent recurrence of the 
behavior. CCC provides all families with appropriate due process and reaches reasonable 
conclusions based on the evidence collected.  
 
ADA Coordinator: The Children’s Center at Caltech’s Executive Director has been designated 
to coordinate the center’s efforts to comply with and carry out its responsibilities under 
applicable disability laws and policy. Families who believe they have been discriminated against 
based on their child’s disability or who wish to request an accommodation should contact the 
Executive Director. 
 
Reasonable Accommodations: The Children’s Center at Caltech will provide reasonable 
accommodations that are appropriate and consistent with legal requirements. In evaluating 
requests for accommodations, CCC will engage in a timely and good-faith interactive process 
with the requesting legal guardian to determine what, if any, accommodations should be 
provided. The CCC has the right to request documentation supporting an accommodation 
request, including documentation of the disability when the disability or the need for 
accommodation is not obvious. 
 
Right to File a Grievance: Legal guardians who believe their child has been the subject of 
disability discrimination may file a grievance. In addition, after engaging in the interactive 
process and after the CCC has determined whether a reasonable accommodation is available, 
a legal guardian requesting an accommodation for their child who disagrees with the decision 
may file a grievance following the steps indicated below: 
 
Step I - A written notice should be submitted to the Center Executive Director clearly outlining the 
issues to be addressed. The Executive Director will make a reasonable effort to obtain the 
necessary facts and to resolve the issue. When appropriate, legal guardians may request that the 
Executive Director set up a special meeting in order to provide a forum in which to discuss the 
grievance issues. The Center’s Executive Director will do fact gathering and respond to the legal 
guardian no later than 10 working days from the date the grievance was first received.  
 
Step II - In the event a mutually satisfactory solution has not been reached as a result of having 
explored avenues available within the CCC administration, the legal guardian may proceed in the 
following manner:  A) the legal guardian should write a clear, concise statement of the grievance, 
B) outline his or her understanding of the decision given by the Center’s Executive Director and C) 
include his or her desired remedy or correction. This information must be completed and provided 
to the Board of Trustees within 10 working days from the Center Executive Director's final decision, 
or from the date it was due under Step I above. The Board of Trustees will then obtain a written 
statement from the Center Executive Director outlining her/his views on the matter, the basis for the 
decision rendered, and all actions taken to resolve the matter within the Center. The Board of 
Trustees will take all the above information under advisement. 
 
Step III - The Board of Trustees will review and discuss the legal guardian’s appeal and will provide 
a response within ten (10) working days. A meeting to discuss the response may be requested. 
 
Step IV – Legal guardians may also file a complaint with the California Department of Social 
Services (CDSS) Child Care Licensing Program (CCP) at 1-844-538-8766 (1-844-LET-US-NO)  
or letusno@dss.ca.gov 
 

mailto:letusno@dss.ca.gov
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Admission Procedure: Parents will receive a notification of an opening available via email or 
phone call. You will have 24 hours to accept and secure the spot for your child. Once the spot is 
accepted, the admission packet may be picked up from our office or downloaded from our 
website at https://ccc.caltech.edu/admissions/enrollment-packet/.  Once the enrollment packet is 
complete, please call the office to schedule an intake orientation with the Executive Director and 
Lead Teacher. 
 

Tuition 
 
Deposit and Payment Contract: The initial non-refundable deposit of $1000.00 is due upon 
enrollment. This deposit may be credited to the last month’s tuition with 30 days-advanced 
written notice. Monthly tuition is paid in advance and is due on the first of each month. Please 
make a written request to the office to receive a monthly receipt. There is no tuition credit for 
vacation or sick days. 
 
Tuition Payment. To assure proper credit for payments, please submit your monthly payment 
to the Center’s office. Checks should be dropped in the tuition box located at the front desk. 
 
Tuition Modification: The Center will provide at least 30-day advance notice of tuition rate 
changes to families. 
 
Tuition Late Fee: If payment is received after the 10th of the month, a late fee of $35 will be 
charged to your account. The Director has the authority to negotiate whatever payment plan is 
appropriate to bring the account up to date. Late payments received after the tenth will have an 
additional late fee of 5% of the outstanding balance assessed. The only exception will be if the 
10th falls on a weekend; the condition will apply on the following Monday. If a child’s tuition is 
two months in arrears, his/her enrollment will be terminated. If a child’s account has been 
delinquent after the tenth four times during the school year (October to September), enrollment 
may be terminated. 
 
Attendance and Extra Days: Children may attend only those days that are reserved for them 
at the time of enrollment. Re-scheduling and exceptions may be arranged with the Lead 
Teacher and/or the Assistant Director. Parents are requested to inform us in advance if a child 
will not attend regularly scheduled days. This way spaces are freed for other parents’ needs.  As 
spaces become available, additional days may be used if a Lead Teacher or the Assistant 
Director gives permission. For these non-reserved Extra Days, there is a fee charged per day. 
You will be required to pay the Teacher on that day at drop off time. For families attending the 
Center part-time, there are no “make-up days” for absences.  
 
Tuition Assistance: Our overall goal is to offer tuition assistance to Caltech and JPL families in 
financial need. Tuition assistance is dependent on the basis of monies available and is 
designated for qualified Caltech and JPL families. Tuition assistance is reserved for the cost of 
childcare when custodial parent(s) are employed and/or enrolled in school. Contact the office for 
further information and an application for tuition assistance.  
 
Schedule Changes: Schedule changes or reduction/increase of the number of days per week 
enrolled requires 30-day written notice to the CCC office (just informing your child’s Lead 
Teacher is not sufficient). If requesting a change with less than 30 days notice, the $1000 
deposit will be forfeited. 
 

https://ccc.caltech.edu/admissions/enrollment-packet/
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Transitions and Matriculation Fee: As your child makes transitions into different rooms or you 
request a schedule change, please complete a new tuition contract. Usually, as your child 
moves into an older classroom your tuition decreases. 
 
Termination: Withdrawing your child from the Children’s Center at Caltech requires a 30-day 
termination notice to the CCC office. If the withdrawal notice is received less than 30 days, your 
initial deposit will be forfeited and put into our Student Family Tuition Assistance Fund. This fund 
is used to offset costs for young Caltech families. 
 

Nutrition 
 
Snacks:  The Center provides nutritious morning and afternoon snacks prepared by the 
cooks/housekeeper of the program. Milk is provided with snacks and lunch. Snack menus are 
posted on the website, ParentSquare, and in each classroom. 
 
Lunches:  Our Center is committed to providing nutritious, well-balanced meals that support 
healthy growth and development. A daily lunch is provided by the center and is included as part 
of our food program. Meals are thoughtfully planned and served in a supportive, family-style 
environment. 

If a parent chooses to send lunch from home, a small portion of the center-prepared lunch will 
still be offered for the child to try. This promotes openness to new foods and helps support 
participation in group mealtime routines. 

Please note that tuition remains the same regardless of whether your child participates in the 
center’s food program. 

We be able to accommodate dietary restrictions related to medical conditions and religious 
practices with proper documentation. Because majority of all lunch meals are vegetarian, we will 
be also able to accommodate vegetarian diets. 
 
However, we will not accommodate all personal dietary preferences (e.g., vegan or highly 
specific diets not related to a documented need). In these cases, families are responsible for 
providing appropriate meals and snacks from home. 
 
Healthy eating habits are part of the Center’s policy. Please do not send items such as chips, 
fast food, candy, gum, chocolate, soda pop, high sugared fruit punch or drinks, high sugar 
cupcakes and other pastries, or marshmallows to the Children’s Center. As a guideline, if the 
first ingredient listed on the container is a form of sugar, please leave it for home snacking. 
Experience tells us that if a child’s lunch contains these items, s/he tends not to eat much of the 
other foods you send.  

The CCC follows NAEYC criteria (5.B.14) and Title XX11 Licensing requirements (101227) 
which states that the following items are not served to children under 4 years old: hot dogs, 
whole or sliced into rounds; whole grapes; nuts; popcorn; raw peas and hard pretzels; spoonfuls 
of peanut butter; raw carrots or meat larger than can be swallowed whole. We recommend that 
foods be cut into pieces no larger than 1/4-inch square for infants and 1/2-inch square for 
toddlers/twos, according to each child's chewing and swallowing capability. No food should be 
served which is a size and/or consistency that could cause choking. If there is a concern about 
the appropriateness of an item, the Lead Teacher will communicate her/his concern directly to 
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the parents. This is applicable to both food provided by the program, as well as food brought 
from home. We recommend that foods from home (such as chicken tenders, fish sticks, and 
other food) be cut to the age group requirements. 

For parents of infants and toddlers according to state licensing requirements, (101427.j) all food 
items brought from home such as (bottles, food containers, Ziploc bags, pre-packaged foods) 
must have your child’s name and the current date on it. The easiest way to do this is with 
masking tape (or with individual labels that you may already have for your child’s belongings). 
The classrooms have masking tape and a marker. This is to ensure that the proper food gets 
served to your child and that it is always fresh. 
 
Allergies: As standard practice, we inquire with all families and staff about allergies when they 
begin in our program. Staff are notified and notices are posted in the classrooms and kitchen to 
inform anyone in the center of the allergy in the room. If necessary and physically possible, the 
allergen is removed from the center or the area in which the child or staff member frequent. 
Alternative snacks can be provided in the event of food allergies. 
 
The Center has a “no nuts” policy. This policy will include but is not limited to peanuts and 
peanut butter. For example, it includes walnuts, almonds, hazelnuts, pecans, macadamias, 
pistachios, and any kind of food that may include any type of nut. While we know the policy may 
come as a surprise, let us assure you the decision was not arbitrary. The reason behind the 
decision is literally a matter of life and death. A few children in the Center have a life-threatening 
allergy to nuts. 
 
Birthdays:  You are welcome to come celebrate your child’s birthday with the group. We want 
children to connect feeling special with healthy foods, and the Center will provide your child’s 
favorite snack on their birthday. We will put candles in their snack, sing Happy Birthday, read 
stories, and, in general, make your child feel special. 
 
Holidays: 
The CCC does not celebrate holidays and yet we do not ignore them either. We acknowledge 
and address whatever comments and interest children may have regarding special holidays 
celebrated by the family, but we do not have a holiday dictated approach. Instead you will see 
natural materials such as pumpkins (Halloween) gourds (Thanksgiving) fruit (Sukkot) pinecones, 
leaves, and flowers as ways to learn about change and growth over time. You may also see 
children make handwritten notes (Valentine’s Day) or journal about their experiences. Through 
our STEM based curriculum and activities, we find that children learn, discover and play rather 
than focus on themed gifts, cards or games. 
 
 

Personal Possessions 
 
All items, clothing and other belongings, MUST BE LABELED with your child’s name. Your 
child should have a complete change of clothing in his/her cubby at all times, including a water-
proof bag for wet or soiled clothing. The Center has a limited amount of clothing to be loaned 
for emergencies (for example, to clean up after clothes are soiled by sudden illness or a toileting 
accident). Center clothes that are loaned to your child must be washed and returned to the 
Center by the following week. When the weather is warm, you may send a bathing suit and 
towel for water play. 
 



 14 

For naptime, your child will need a crib-size blanket. In the preschool classrooms, your child will 
also need a crib-size sheet for their mat (sheets are provided in the Bunny and Dolphin rooms). 
The sheet and blanket MUST BE LABELED WITH YOUR CHILD’S NAME and taken home 
each Friday for laundering. Personal toys should be kept at home. (Crib/mat sheets are 
laundered daily in the Bunny class by housekeeping staff.) If you wish, a comforting stuffed 
animal or doll may be brought to the Center for naptime. 
 
All personal items, such as change of clothing, blanket, and lovey, and including my child’s 
lunch, will need to be labeled and brought in using a backpack to ensure all personal items are 
kept separate from others’. My child’s backpack will come home every night and will need to 
return the next day. 
 
Children are often eager to bring toys from home to the Center; however, the risk of damage, 
lost parts or misplacing the toy is great. The Center strongly discourages bringing toys from 
home, and staff cannot be responsible for these items. For “sharing”, we encourage bringing 
age-appropriate books, tapes and “discoveries” such as corncobs, seedpods, feathers, 
interesting leaves, sprouting onions, shells, pebbles, etc. These treasures are often displayed in 
the science area where they stimulate discussion and exploration. Be sure to label any of these 
types of items your child wants back; otherwise the Center and its staff cannot be responsible 
for them. 
 

Clothing 
 
Children should be dressed comfortably for the day’s probable weather and temperature. Layers 
are best! As much as possible, children should wear clothes that can be soiled without it being a 
source of anxiety for them or frustration for you. Our paints are supposed to be washable, but 
occasionally they don’t completely wash out.  
 
Shoes:  Sneakers are best! In hot summer weather, sturdy sandals are acceptable. Active 
children need to wear supportive, soft-soled, flexible non-skid shoes. No flip-flops please, and 
no boots or shiny-soled “party” shoes. 
 

Health and Safety 
 
We will inform you of any contagious disease or condition occurring in your child’s group, with a 
printed notice next to the sign-in sheet and on ParentSquare. As part of the enrollment process, 
parents are required to sign a Medical Emergencies Consent Slip, which provides the Center 
with information concerning the child’s physician, drug and medication allergies as well as a 
medical release. Parents must notify the Center immediately of changes in emergency and 
identification information, including a change of physician. 
 
Sick Child Policy:  When in doubt about your child’s health, keep him/her home. Please 
remember that the teachers and other children may catch the illness that an ill child may bring to 
school. Keep your child home if s/he: 

• is in the first three days of a cold 
• has a sore throat 
• has had a temperature greater than 100°, with or without other symptoms, in the past 

24 hours 
• has lice 
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• has been vomiting in the past 24 hours 
• has had diarrhea in the past 24 hours 
• has impetigo (strep or staph infection on the skin) 
• has an untreated conjunctivitis (“pink eye”) 
• has any unidentified rash 
• or any other contagious disease or condition 

Please notify your child’s teacher if your child has not been feeling well or is acting “out of sorts.” 
Additionally, a green nasal discharge may indicate an infection requiring treatment by a 
physician. Please notify your child’s teacher or the office if your child has contracted any of the 
above-mentioned conditions. 
 
If your child becomes ill while at school, you will be contacted to discuss the symptoms and you 
may be asked to take the child home within one hour. Your child may return to class after s/he is 
free of the above symptoms for 24 hours and can fully participate in the classroom’s daily 
activities. If your child has a fever, s/he may not return to the Center until s/he has been fever-
free without the aid of fever reducing medicine for 24 hours.  
 
Medication:  We understand that children will occasionally need to take medicine at school. 
Your child’s Teacher will administer the medicine; however, you are required to complete a 
Parent Consent for Administration of Medications and Medication Chart, and only medication in 
its original bottle will be dispensed. Blank forms can be found on the website as well as in each 
classroom. Center staff will administer medication only once per day. If a child needs to receive 
medication more than once in 6-8 hours, the child must be kept home. 
 
Some medications, such as eye drops, might be challenging or inappropriate for staff to 
administer to younger children for safety reasons. CCC staff reserve the right to request parents 
or guardians to administer medications that may require some sort of restraint in order to ensure 
safety and reduce the risk of injury (emotional or physical) to any child in our program. 
 
No over the counter medication will be given to any child unless directed and approved by the 
physician with clear instructions for administration. The physician should prescribe specific 
amounts and intervals for a specific condition before any medication is administered. If your 
child has a chronic medical condition, you will need to have a Parent Consent for Administration 
of Medications and Medication Chart on file with the Center. 
 
MEDICATION REMINDER: Please do not send medication of any kind in your child’s lunch. 
Medication in its original bottle, labeled with your child’s name and dosage, should be given to 
your child’s Teacher, who will place it in a locked box, either on or inside the refrigerator. 
 
Sunscreen Policy: Many families are concerned about the level of sun exposure their children 
have during the day. The CCC strives to create areas of shade for children to play and to 
monitor levels of sun and heat, especially during the summer months. We take care to avoid 
going outside during the hottest times of the day when the UVB/UVA rays are the strongest, and 
observe children carefully to prevent overheating, burning, and prolonged exposure to the sun. 
The CCC encourages families to bring hats, sunglasses, and consider protective clothing (long 
sleeves/pants) as an alternative or in addition to sunscreen application. We suggest that parents 
consider the benefits and risks for their individual child’s needs when choosing protection from 
the sun.  
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If families wish for their children to wear sunscreen as an additional preventive measure, it must 
be applied by the parent before school. Sunscreen will only be applied to children by the CCC 
staff after water play, with signed consent from the parent/guardian, and using a sunscreen 
brought from home.  
 
Parents requesting regular re-application of sunscreen in the afternoons will need to provide a 
signed note from their pediatrician with specific instructions for application.  
 
 

IMS Plan (Incidental Medical Services) 
 

The Children’s Center at Caltech (CCC) will be as inclusive as possible, including integrating 
children with various on-going medical conditions into our daily routine. The following plan 
outlines what our procedures are for the four conditions we currently accommodate. 

1. We can accommodate children with anaphylaxis (severe, potentially life-threatening 
allergies), asthma (chronic lung disease that impairs breathing), febrile seizures (seizure 
associated with a high body temperature) and eczema (inflammation of the skin). 

2. Personal plan of care procedures will be kept for each child with one of the above 
conditions provided by doctor or parent using the LIC 9221 form and instructions for 
when and how to administer medication (simple forms to provide instructions for asthma 
and food allergies can be found on our website). 

3. Epi-pens, inhalers, nebulizers, and doctor prescribed medications are kept in the 
emergency lock box on top of the refrigerator in each classroom with a copy of 
instructions for administration. Expired medications will not be stored. 

4. All of our staff is certified in pediatric first aid and CPR. This training includes use of the 
Epi-pen and the nebulizer. A CPR/First Health Advocate Training Instructor trains all 
staff.  

5. The low ratios as well as high rate of training ensure that adequate trained staff are 
available in the event that IMS care is needed.  

6. We ensure that proper safety precautions are met including the wearing of gloves in the 
event of exposure to bodily fluids, proper hand cleaning following glove removal, safe 
disposal of all relevant materials. 

7. In case of a disaster that requires us to vacate the facility, we bring the emergency 
backpack with us. For class trips, the teachers carry the backpack with any needed 
medical supplies. 

8. Following an IMS occurrence, treatment is logged in the medical record book (LIC9221) 
and parents are notified by phone.  

9. Serious incidents will warrant a call to 911, and any change in this plan will be reported 
to our licensing office and an Unusual Incident Report (LIC624B) will be filed.  

Immunizations: The State of California has enacted a new law regarding immunizations, 
Senate Bill 277, requiring all children enrolled in California schools, public or private, to be 
immunized according to the California Department of Public Health.  
 
Starting January 1st, 2016, all children attending the CCC must be vaccinated according to the 
schedule put forth by the California Department of Public Health, or on track to completing this 
schedule per their most recent immunizations. Personal Belief Exemptions previously received 
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will no longer be valid moving forward from this date. If we do not have a current vaccination 
record for your child demonstrating the most current immunizations received, it will affect your 
enrollment at the CCC.  
 
Medical exemptions will be accepted if they meet the following guidelines: a parent or guardian 
must submit a written statement from a licensed physician (M.D. or D.O.) which states that the 
physical condition or medical circumstances of the child are such that the required 
immunization(s) is not indicated, include which vaccines are being exempted, whether the 
medical exemption is permanent or temporary and the expiration date, if the exemption is 
temporary. Children with a medical exemption from the recommended immunization schedule 
may be excluded from care if a vaccine-preventable disease occurs to which children are 
susceptible.   
 
CCC immunization records must to be kept up to date in each child’s file every quarter. It is the 
parent’s responsibility to provide CCC with a current record of their child’s immunization. 
Updates should be provided to the office directly. 
 
Car Seat Law:  We also remind you to use child safety seats (car safety seats or booster seats) 
for all children up to 8 years of age or under 4’ 10”, and to use safety belts at all times. Children 
under two must be in a rear facing car seat. 
 
 

Infant Toddler Program 
 

The following section of our handbook is specifically designated for our infant program. The 
center supports families in caring for their infants and toddlers by connecting home to school. 
An intake is conducted upon enrollment into the program to collect information specific to each 
family’s preferences for feeding, sleeping, and diapering. Each classroom maintains a daily 
chart detailing information with regard to these specific aspects of the children’s day to maintain 
open communication with families and continuity of care throughout the day, and from school to 
home.  
 
Meals: 
For children under 12 months of age: The CCC supports families in making choices 
regarding their child’s nutritional needs and collaborating together as their children develop and 
their needs change. Breastfeeding is highly supported, and parents are welcome to visit during 
the day to feed their children. Breast milk and formula are both easily stored in the refrigerator 
and should be labeled with your child’s full name and date provided. Breast milk and formula are 
warmed with standard bottle warmers in water no warmer than 120 degrees Fahrenheit for no 
more than 5 minutes. Breast milk or formula not consumed within one hour is discarded. The 
center does not serve bottles that contain solid foods to avoid choking hazards. The center will 
also not serve cow’s milk or juice to children under 12 months. Infants are held to be fed by 
bottle. The CCC does not use walkers, jumpers, or any child restraining devices such as 
highchairs or “Bumbo’s”. 
 
The center will only provide meals and snacks as requested and provided by parents through 
the infant needs and services plan. Staff will work in close collaboration with families to update 
this information as their child’s needs change. Children under 12 months will not be served 
snack from the CCC unless specified by the parent in the infant needs and services plan. 
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For children 12- 24 months: the center will provide whole milk, water, or 100% juice to children 
during snack and lunch times. Meals and snacks are served according to children’s 
developmental needs and family preferences. The CCC serves snack and lunch in a family style 
setting. Children are invited to sit at the table when they are physically able and are provided 
utensils and cups to feed themselves independently while teachers support them in learning the 
skills necessary to do so.  
 
Sleeping 
An adult is always physically present in the napping area when children are sleeping. The CCC 
provides small cots low to the ground for all children in our infant and toddler programs: cots are 
designed specifically for infant sleeping purposes and meet the standards of the US Consumer 
Product Safety Commission. The CCC provides fitted cot sheets for each child, and they are 
washed weekly or as needed.  
 
For children under 12 months: Infants are always placed on their backs to sleep without the 
aid of sleep positioners unless ordered by a physician. Pillows, quilts, comforters, sheepskins, 
stuffed toys, and other soft items are not allowed for use while sleeping. Blankets are not used 
to cover children during sleep. Clothing sacks or other clothing designed for sleep may be used 
as an alternative. Lightweight swaddling material may be used when wrapped securely and is 
placed no higher than the child’s shoulders.  If an infant arrives to the program asleep, or falls 
asleep at the program, in equipment not specifically designed for infant sleep (such as a car 
seat, stroller, or chair) the infant is removed and placed on their back on a cot to continue 
resting. 
 
For children 12-24 months: Lightweight, small blankets may be used, and a small comfort item 
is acceptable if needed.  
 
Diapering 
The CCC follows RIE (Resources for Infant Educarers) and PITC (Program for Infant Toddler 
Care) practices and continually communicates and involve children during the diaper changing 
process. When able, children are invited to climb the small staircase to the changing table and 
to assist in the changing process to provide a sense of independence and collaborative effort in 
self-care activities. Diapers and wipes are provided by the CCC. Diaper cream should be 
provided from home and is only applied as needed.  
 

Discipline 
 

The goal of positive guidance or discipline is to help children learn to consider and respect 
themselves, others and the environment around them, as well as to feel secure and in control of 
himself or herself. Young children need to learn what is acceptable and how to live 
cooperatively with others. Self-discipline is the ultimate goal we set for the children. We strive to 
make each child intrinsically motivated to value accepted behaviors. 
 
At the Center, clear and consistent age appropriate limits on behavior are set. The environment 
is arranged in such a manner as to minimize the necessity of limits, and children are allowed to 
participate in the decision-making process. As the Children’s Center at Caltech has a strong 
commitment to developing a positive sense of self-esteem and independent, responsible and 
caring behavior on the part of the children, we approach discipline in a positive rather than 
punitive manner. Teachers model appropriate behavior and provide positive reinforcement, 
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praising children for exhibiting those behaviors. Additionally, the teachers provide reminders and 
cues as to acceptable behavior, as well as facilitate problem solving amongst the children. 
 
When unacceptable behavior occurs, the first course of action is positive redirection, with the 
understanding that the child may return to an area or activity when they are able to use proper 
behavior. At no time will a child be struck, roughly handled, verbally abused, or 
demeaned. Bullying will not be tolerated. This behavior is categorically prohibited. This 
rule applies to all adults and children on the CCC premises. 
 
 

Dismissal Policy 
 
We want to partner with parents to solve any discipline problem. However, physical or emotional 
abuse of another child or teacher, which is determined to be excessive or repetitious by the 
Staff and Director, will be grounds for dismissal. 
 
Following is an outline of steps that will be taken before dismissal will be considered: 

• Initially, a parent conference will be scheduled to discuss the behavior(s) needing to be 
addressed, and to develop a plan to correct them. 

• An outside assessment may be appropriate to help evaluate the problem and assist in 
developing a plan to correct it. This may result in additional cost to the parent. 

• Next, a reasonable amount of time will be given for improvement in the child’s behavior. 
Another parent conference will be scheduled to evaluate the child’s progress. 

• Finally, if the behavior persists, and cannot be resolved to the Center’s and the parents’ 
satisfaction, it may be determined by the Director and Staff that the program does not 
meet the child’s needs. At that time it may be necessary to withdraw the child from the 
program. 
 

Parents’ non-support of or non-adherence to Children’s Center policies will be cause for 
dismissal. 
 
 

Grievances 
 
It is the Children's Center policy to establish and maintain the necessary atmosphere for healthy 
Staff and Parent relationships. As a vital part of this process, participants in the program must have 
the opportunity to submit complaints or grievances arising from work situations. The Center has 
provided a grievance procedure designed to give such matters careful consideration and bring 
them to a fair and speedy resolution. All grievance issues will be treated with the utmost 
confidentiality. In addition, staff and parents have the right to contact California Department 
of Social Services, Licensing, with any grievances. 
 
Traditionally most adults contribute to the CCC environment in a happy, healthy and harmonious 
manner. However, we understand that from time to time situations may arise that need to be 
addressed. We believe that grievances and personal complaints are best handled informally and 
expeditiously. Parents are encouraged to speak to their Lead Teacher or to the Director with 
concerns, questions and suggestions. In the event that further steps need to be taken for resolution 
of the parents’ concern, following are the steps for filing and resolution of grievances is in place: 
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Step I - A written notice should be submitted to the Center Director clearly outlining the issues to 
be addressed. The Director will make a reasonable effort to obtain the necessary facts and to 
resolve the issue immediately. When appropriate, parents may request that the Director set up a 
special meeting with one or more affected staff in order to provide a forum in which to discuss the 
grievance issues. The Center Director will do fact gathering and respond to the parent no later than 
10 working days from the date the grievance was first received. 
 
Step II - In the event a mutually satisfactory solution has not been reached as a result of having 
explored avenues available within the Center administration, the parent may proceed in the 
following manner:  A) the parent should write a clear, concise statement of the grievance, B) outline 
his or her understanding of the decision given by the Center Director and C) include his or her 
desired remedy or correction. This information must be completed and provided to the Chairperson 
of the Personnel Committee of the Board of Trustees within 10 working days from the Center 
Director's final decision, or from the date it was due under Step I above. The Personnel Committee 
will then obtain a written statement from the Center Director outlining her/his views on the matter, 
the basis for the decision rendered, and all actions taken to resolve the matter within the Center. 
The Personnel Committee will take all the above information under advisement. 
 
Step III - The Personnel Committee will review and discuss the parent’s appeal and will provide a 
response within ten (10) working days. A meeting to discuss the response may be requested. 

 
 

Reporting Suspected Child Abuse 
 
All staff working with children are mandated by the State of California to report any suspected 
child abuse or neglect. Reports, by law, are made without prior notification to parents, to the 
Protective Services Division of the local Department of Social Services. Signs of abuse and 
neglect include, but are not limited to: bruises, burns, prolonged inability of the child to interact 
with or relate to staff and/or children, or inflammation or other abnormal appearance of genitals. 
 
We ask that you tell us the cause of visible bruises, etc. that have been incurred at home, and 
we in turn will notify you of the circumstances surrounding any injuries sustained at school. 
 
One other item considered to be child neglect is leaving an unattended child in a car. If a staff 
member observes an unattended child in a car, she or he will mention it to the child’s parent. 
 
We earnestly wish to work in partnership with parents. For further information regarding the 
Child Abuse Reporting law, you may consult the Attorney General’s Child Abuse Prevention 
Handbook in the Children’s Center Office. 

 
Inspection Authority 

 
The Department of Social Services has inspection authority to enter and inspect a facility 
without advance notice. In addition, the department also has the authority to interview children 
or staff and to inspect and audit child or Child Care Center records without prior consent.  
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Disaster Preparedness 
 
Fire, Earthquake, and Shelter in Place Drills: Fire, Earthquake, and Shelter in Place drills are 
conducted monthly to familiarize staff and children with disaster procedures; we alternate 
between fire, earthquake, and shelter in place so that we practice each 4 times per year. The 
evacuation destinations for each group are posted in each classroom for fires. For earthquakes, 
classrooms evacuate directly to their corresponding yards. 
 
Emergency Supplies: The Children’s Center keeps emergency supplies on hand in the event 
of a major disaster when children might need to remain at the Center. The Children’s Center is 
also included in Caltech’s Disaster Preparedness plan, which provides shelter, food, water and 
basic medical attention for a 72-hour period. Children will be released only to a parent or 
designated individual listed on your Emergency Information Form kept on file at the Center.  
 
Emergency Evacuations: After a major disaster, if the Center facilities are considered safe by 
the staff of the Caltech Emergency Operations Team and/or the CCC Emergency Preparedness 
Team, the children will be kept at the Center. If necessary, an alternate facility will be 
determined by the Institute. If the children have been moved elsewhere, information will be 
posted on ParentSquare, at all the regular entrances to the Center, and will be shared on the 
Caltech website and to all parents via email (if possible).  
 
Release of Children: In an emergency, if we remain at the center, parents will be asked to 
gather outside the main entrance. In an effort to keep all children accounted for, and to reduce 
anxiety for children remaining at the center, we will bring individual children out to parents and 
release them at the main entrance. Please do not enter the center unless you are directed to by 
a CCC staff member. 
If we are relocated to an alternate location, information about the release of children will be 
shared via ParentSquare, the Caltech website, email, text, or phone. Below are several 
resources that will be helpful in the event of an emergency:  

• https://www.emergencypreparedness.caltech.edu/Communications has information 
about Caltech communications during an emergency. The Caltech website 
(www.caltech.edu) will have updated information from the Emergency Operations Center 
at Caltech, which will include updates on The Children’s Center. 

• Earthquake Hotline: 626-395-3003 
• Security Office: 626-395-4701 (non-emergency) | Emergency Dispatch: 626-395-5000 

(24 hour line) 

Air Quality 
 
The Children’s Center is aware of and concerned about air quality. We consult with the AQMD 
and refer to the Lead Teacher’s discretion to ensure the air quality is within a healthy range 
before going outside to play. The AQMD phone number, for your reference, is 1-800-242-4022. 
When outdoor play is not recommended, similar gross motor activities will be provided indoors 
(such as dancing, yoga, or other indoor movement activities). 
 
 

https://www.emergencypreparedness.caltech.edu/Communications
http://www.caltech.edu/
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Extra-Curricular Activities 
 
Extra-curricular activities are for the purpose of providing fresh experiences and learning 
opportunities for the children. Center teacher’s present related curriculum both before and 
following onsite presentations or field trips. 
 
All children take walking trips on Campus, a nearby park, the fire station, the library and the 
surrounding neighborhood. We feel this gives the children a sense of belonging in the 
community. Whenever possible, the center hires guest performers such as artists, musicians, 
and puppeteers. Additionally, various hands-on experiences are made available to the children 
through visitors to the CCC.  
 
Children not regularly attending the Center on the day of a field trip are invited on these trips for 
the duration of the trip only. For instance, a Tuesday/Thursday child is welcomed on a Friday 
trip. If your child is in this category, be sure to sign up on the field trip sheet and be sure to pick 
up your child at the end of the announced time of the trip. The cost of any extracurricular activity 
is included in the tuition for enrolled children. Parents may be asked to pay actual costs incurred 
for themselves and/or siblings. 
 
We encourage parents to accompany us on field trips. The children benefit greatly from 
having an adult accessible to chat with, who can expand the experiences and sights of the trip. 
To receive work hour credit for attending a field trip, a parent must take the responsibility to be a 
“walking partner” for one or more children throughout the entire trip. If two parents come, work 
hour credit will be given to each parent if they each take the responsibility to be a “walking 
partner” for one or more child(ren) throughout the entire field trip. 

 
 

Transition to a New Classroom 
 
Our philosophy: We wish to offer the best possible experience for your family. The philosophy 
of the Children's Center at Caltech has its basis in a humanistic view of the child as an 
independent and individual learner. The aim of the program is to respond to the needs of 
each child as s/he develops awareness of the world and readiness for learning. 
 
Each group provides developmentally appropriate materials and activities for children in the 
areas of social/emotional, intellectual and aesthetic growth and psychomotor development, 
while fostering a positive self-concept.  Decisions on when and how to transition a child from 
one classroom to another are made in alignment with this philosophy.   
 
How decisions are made: There are many factors that we take into consideration when 
transitioning children. The list below represents just some of the factors we consider:   

• Parent feedback 
• Space availability in the next classroom 
• Your child's physical and emotional readiness 
• Developmental milestones 
• Your child’s social relationships in the classroom 
• Travel schedules (family, teacher) 
• Significant changes in your child’s life (e.g. new sibling, new home, visiting relatives) 
• Your child’s individual temperament 
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• Transitioning a cohort together versus an individual child 
• Group dynamics 

 
The transition process: We understand that transitioning your child from one classroom to 
another can be a challenge as well as an opportunity.  As a Center, we work with you, the 
parent, to make the smoothest possible transition for your child.  Once the lead teacher in the 
classroom has identified that your child is ready to transition, the teacher will work with the 
administrative office to coordinate a transition plan with you. 
 
Hop-Skip: Sometimes, your child might be ready to move but there is simply no spot available. 
The waiting period is generally a short one so please be patient. Because we have six 
classrooms and we only serve children ranging from 6 months to 6 years old, it is impossible for 
each child to spend a year in every room. Some children do what we refer to as a “hop skip,” 
spending only the summer months in the room before moving to the next classroom. 

 
Parent Work Hours 

 
We believe it is developmentally beneficial for children to know and feel the importance of their 
own daily care and education. We believe children are most influenced by their own parents and 
more readily adopt for themselves the values they observe in their parent(s). Modeling esteem 
for your child’s school and respect for teachers can make our job easier, too! 
 
Two-parent families agree to contribute twenty (20) hours per year, and Single-parent families 
agree to contribute ten (10) hours per year. Work hours may be waived by paying $25.00 per 
hour ($500 per year for two-parent families, $250 per year for single-parent families). 
 
The work hours obligation must be fulfilled during the period from October 1 through September 
30 of any school year. Unless other arrangements have been made, a minimum of ten (10) 
hours, or five (5) hours for single parents, should be completed by March 31. Remaining work 
hours must be completed by September 30. Families will be billed for hours not completed and 
the charge will be reflected on their October statement, or the remaining amount will be 
deducted from their deposit. Families enrolling after October 1 will have their work obligation 
prorated at the rate of ninety (90) minutes per full month for two parent families. 
 
Parents may earn work hours in a variety of ways. Some examples are:  preparing teaching 
materials, serving as a committee member for a fundraising event, participation in classroom 
activities (i.e., assisting a teacher with a special project), sewing, membership on the Board of 
Directors (a one year commitment fulfills obligation), Room Parent, classroom webmaster, 
classroom librarian, participation on a field trip as a “walking partner” for at least one child, 
attendance at a parent function such as Parent Teacher Partnership Workshops, or attending 
Board meetings.  
 
Each family is required to fulfill no less than 4 hours (2 hours for a single parent) by participating 
in a Saturday work morning. Families are exempt from this requirement if their work job already 
fulfills their annual commitment, or if families choose the payment option.  
 
Parents will be responsible for reporting any work hours completed by indicating the time and 
dates worked in the Volunteer Hours area on ParentSquare. 
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Parent Teacher Partnership 
 
The Parent Teacher Partnership (PTP) meets six times a year, typically at noon at the Center. 
Parents in attendance receive one-hour credit toward their parent participation hours. Topics of 
general interest are planned by the teaching staff and often include community experts and 
cover issues such as best practices. When parents and teachers work together, it maximizes 
the children’s experience at the Center.  
 

Fundraising 
 
The Children’s Center Board sponsors two fundraising events each year: the annual Pancake 
Breakfast in the fall, which is the kick-off to the Center’s annual Giving Campaign, and the 
annual Evening Under the Stars silent and live auction held in May. 
 
There are two easy and steady fundraising projects that are almost effortless! Our group earns 
cash rewards when you do what you do anyway – shop! It’s free, it’s easy, and it’s rewarding! 
One way to do this is by shopping at Amazon.com through the Center’s unique link, 
smile.amazon.com/ch/95-3884458. By shopping through this link, approximately 6% of your 
purchase total can return to the Center. Similarly, families can contribute easily to Center 
fundraising by participating in the grocery E-SCRIP program, another way for a percentage of 
your purchase to benefit the Center. We encourage every family to sign-up for grocery e-scrip 
designating the Center as beneficiary: CCC Group ID #140972586.  
 
As a member of our community, we hope you will be an active supporter of all our fundraising 
efforts and events. We hope to achieve 100 percent participation from the CCC community. 
 
 
 
 

©2013 Children’s Center at Caltech 

https://smile.amazon.com/gp/f.html?C=3R042M5YNOXHI&K=14XGYR16QZKKR&M=urn:rtn:msg:20190701140415ebb45f288a4941b9b3548efb6880p0na&R=2CFGGH4CK3DMX&T=C&U=http%3A%2F%2Fsmile.amazon.com%2Fch%2F95-3884458&H=ABDXWBM30W3EENOIWASOII6GRZCA

	Child’s Pre-Admission Health History
	Consent For Medical Treatment
	Directory Info
	Discipline Policy
	Emergency Cards
	Consent Form
	Identification and Emergency Information
	Parent Participation
	Parents' Rights
	Caregiver Background Check
	Personal Rights
	Physician's Report
	eScrip
	Shop Amazon
	Parent Consent for Administration of Medication and Medication Chart
	Effects of Lead Exposure Pamphlet
	Parent Square Letter
	Infant Needs and Services Plan (Under 2 only)
	PARENT HANDBOOK

	Child's Name: 
	Date: 
	School: 
	Allergies: 
	Phone Number: 
	Work Number: 
	Address: 
	Home Number: 
	1: Off
	2: Off
	3: Off
	Signature: 
	Parent's Name: 
	Contact Number: 
	Parent's Email: 
	Initial: 
	Childs Name: 
	Childs Birth Date: 
	Start Date: 
	Class: 
	Days Enrolled: 
	Identification and Emergency Information_es_:initials: 
	Consent for Medical Treatment_es_:initials: 
	Parents Rights_es_:initials: 
	Personal Rights_es_:initials: 
	Preadmission Health HistoryParents Report_es_:initials: 
	Directory Information_es_:initials: 
	Field TripPictureSunscreenDiaper Cream Consent_es_:initials: 
	Discipline Policy_es_:initials: 
	Parent Participation Info  Contract_es_:initials: 
	Infant Needs and Services Plan 24 months and under_es_:initials: 
	Infant Sleeping Plan 12 months and under_es_:initials: 
	Physicians Report_es_:initials: 
	2 Emergency Cards print 2_es_:initials: 
	Financial Agreement_es_:initials: 
	Deposit Form_es_:initials: 
	Picture of Family  Picture of Child_es_:initials: 
	Parent Handbook reference_es_:initials: 
	CA Caregiver Check reference_es_:initials: 
	Effects of Lead Exposure reference_es_:initials: 
	Parent Square Information reference_es_:initials: 
	AmazonShop Online reference_es_:initials: 
	Escrip Information reference_es_:initials: 
	Parent Consent for Administration of Medications and Medication Chart if applicable_es_:initials: 
	OrientationIntake Date_es_:date: 
	Date_es_:signature: 
	undefined_2_es_:date: 
	Date_2_es_:signature: 
	undefined_3_es_:date: 
	Date_3_es_:signature: 
	undefined_4_es_:date: 
	Termination Date_es_:date: 


