Orfalea Family and ASI Children’s Center

Policy
Revised January 2006
SECTION I:
DEFINITIONS, ELIG8IBILITY, NON-DISCRIMINATION, APPLICATION FEE, WAITING LIST & TERMINATION/ WITHDRAWL
Definitions
Students: Students currently enrolled full time in a degree-awarding program at Cal Poly, San Luis Obispo, not including those students enrolled through Cal Poly Extended Education. Children’s Center policies comply with all Cal Poly’s admissions and enrollment policies.  

Subsidized Students: Low income Cal Poly student parents who qualify for financial assistance as provided by the California Department of Education’s Child Development Division. 

Faculty/Staff: Persons currently employed by and on the payroll of ASI, Cal Poly (State) or Foundation.   Professors in the Extended Education Program are not considered to be faculty of the University.  Persons working on campus, but employed through temporary or personnel agencies, are not eligible for faculty or staff status. 

Alumni:  Students who have received their degree from Cal Poly, San Luis Obispo.
Community:  Persons in the San Luis Obispo community that are not affiliated with Cal Poly as shown above.
Eligibility

The Orfalea Family and ASI Children’s Center is funded in part, by ASI fees paid by Cal Poly students. The Children’s Center’s mission is to provide quality early care and education services to the Cal Poly campus community. Students, Faculty, and Staff members of Cal Poly have priority when applying to the Center.   Applications are accepted from Alumni of Cal Poly; however, Alumni have a non-priority status.  Due to the inability to serve all the needs of the campus, the Children’s Center applications from persons who are not affiliated with Cal Poly are only accepted for children over three years of age.  It is the policy of the Children’s Center to maintain a minimum of 51% student parents enrolled.

Non-discrimination

The Orfalea Family and ASI Children’s Center is operated on a non-discriminatory basis, giving equal treatment and access to services without regard to actual or perceived sexual orientation, gender, ethnic group, race, ancestry, national origin, religion, color, mental or physical disabilities, or a person’s association with persons with one or more of these characteristics. Additionally, no religious instruction of any kind is provided at ASI Children Center.

Application Fee

There is a one-time, non-refundable application fee.  Cal Poly Students are exempt from the application fee
Waiting List Priority 
Priority:  Subsidized students are given the highest priority, based on the guidelines set by the California Department of Education, followed by other enrolled students.  Cal Poly faculty/staff follow students in waiting list priority.    
Non-Priority: Alumni have non-priority status and will be accommodated only after the campus needs for each particular age group has been met. Community members also have non-priority status and follow alumni in order of accomodation.
Declining an Opening:  When a space for enrollment is offered a parent may decline the space once and remain on the waiting list.  
Termination/Withdrawal

Either the parent or Center may terminate enrollment. A two-week notification is required to terminate services.
SECTION II - POLICIES REGARDING THE PAYMENT OF FEES
Fee Schedule

The Center’s administrative staff will provide a current fee schedule. Rates are based on the parent’s status (student, staff/faculty, alumni/community).

The Center provides parents with more than one child enrolled a “multiple child discount” for the oldest child enrolled.
Subsidized Child Care Services 

The Center is able to provide financial assistance to low income student parents because the California Department of Education's Child Development Division partially subsidizes the program.  To qualify for subsidized child care, one parent must be a full time Cal Poly student, enrolled in a minimum of 6 units, at the time of application.  Non-student parents are not qualified to receive subsidized child care.

The policies and regulations are determined by the State Department of Education’s Funding Terms and Conditions, Title V, Child Development Programs.  These include a listing of contractual agreements and responsibilities of parents who apply for subsidized services.

Unemployed seeking work:

Priority eligibility goes to parents who are full-time students.  Often the other parent is working. If for any reason a working parent loses his/her job and fails to find employment within sixty (60) working days, the family will be disenrolled from the subsidy program until employment is secured and eligibility for services is verified.
Disability:

If the second parent of a two parent family is not a student and is unemployed, but is unable to care for the child because of a disability, a written explanation must be received from the appropriate professional stating the nature of the disability and need of this family for child care.

Hourly Formula:

Each quarter the hours of eligibility will be determined by the number of units that the student parent carries (# of units X 3 + work or lab hours = total eligibility). Work hours and no-credit lab hours will be added to the total.  Total hours of eligibility will be lowest hour requirement for either parent.  

Falsification of any information on eligibility forms, Children’s Center forms, absence or attendance forms, or with any of the information given to determine eligibility, will result in immediate termination. 

Late Pick-up Fees

A “Late Pick-Up Fee” may be charged whenever a child is picked up later than their scheduled time. 

Late Paperwork Fee

A late paperwork fee may be charged for each day after the deadline that administrative paperwork is submitted. 
Absences/Leaves of Absence

All regularly scheduled days are billed, regardless of absence.  There are no “make-ups” for absences.  This includes vacations and sick days.  

Non-subsidized parents who attend the first part of the quarter (i.e. those enrolled in 5 week classes) are required to maintain at least two half days throughout Summer Quarter.  If they do not, space for fall quarter will not be guaranteed.
Due to the nature of subsidized care, minimum  attendance requirements will be decided by the Children’s Center Director in relation to subsidy requirements regardless of the quarter.  Qualification guidelines are available at the front desk.

Confidentiality

The Center regards all information about children or families as confidential.  The Center honors written Information Release Requests by other agencies only with parental permission.  Students who conduct studies at the Center do not receive personal information about the children and families.  Information about children and families will be provided without parent permission to law enforcement agencies. Suspected child abuse will be reported to appropriate authority without parental consent or notification.

SECTION III - POLICIES REGARDING PARENTS
Parent Participation Hours

Parent participation is a determining factor in the success of a child in the school setting.  Through participation parents learn about the Center, about child development and about their child.  For these reasons parent participation is an important part of the mission of the Children’s Center.  Additionally parent participation is a service to the Center as well as to the family; therefore parents are encouraged to participate in their children’s program. Fee paying families can  receive a discount on their monthly bill.  Parents who received subsidized childcare services, while they do not receive a discount, are strongly encouraged to participate at this same level.  

Immunizations & Doctor's Statement

State law requires all children enrolled at the Center to have a record on file indicating up-to-date immunizations.  A signed doctor's statement indicating that the child is physically and emotionally capable of regular attendance is also required for enrollment.  The statement must explicitly state particular needs and provisions.

Illness

The Center is for well children.  The child's health is assessed upon arrival, by the classroom teacher, but if symptoms of illness appear during the day, parents are contacted to pick up the sick child.  When a child is sent home, at least twenty-four hours of rest, recovery and observation is required.

Medication Administration Policy

Children taking medication must have written consent from parent(s) permitting staff to give prescription medication. Medication must be in the original prescription bottle, marked with the drug name, physician's name, date, child's name, dosage, and times to be given.  Over-the-counter medication is administered only with a physician's prescription clearly defining current date, child's name and dosage as per licensing requirements.  Tylenol will be given for teething with written consent from the parent. Medications to be administered at the Center are stored in locked medication boxes.  Expired medication is not dispensed

Diapers

Parents whose children wear diapers or whose children are not yet able to successfully use the toilet consistently are required to supply diapers according to the number of hours spent at the center.  Parents receiving subsidized child care are not exempt from the diaper requirement.  

SECTION IV - POLICIES REGARDING HEALTH AND SAFETY
Transportation - Safety First

State of California Law requires all children under the age of 6 years (regardless of weight), and weighing less than 60 pounds (regardless of age), to be in a child car seat which is approved under State of California law. Children’s Center staff will report any person who violates this law to the local authorities.  When classes go on field trips, parents are required to provide a car seat for drivers to use. 

Occupational Safety and Health Administration (OSHA) Procedures

To protect the safety and health of all employees, federal and state regulations require all safety and injury prevention procedures to be posted and followed by all employees.  

SECTION V - EMERGENCIES 
Emergency Procedures

The Children’s Center has developed emergency procedures in accordance with the University policy and state and federal regulations.  Fire and earthquake procedures will be practiced with the children at regular intervals 

Emergency Medical Information

The Center attempts to reach either the parent or an authorized individual in the event of an injury or emergency.  All parents enrolling children in the Center must complete an Emergency Card.  

Policy for Center Visitors

Parents are encouraged to visit the Center.    Parents are free to come and go from the Center at their own discretion. All other visitors to the Center must check in at the office.
Releasing a Child 

Children’s Center staff are legally responsible for children left in their care and should release children only to:

· Child’s parents or legal guardian

· Individuals the parent has authorized in writing

· Police and child welfare workers with proper authorization

SECTION VI
- POLICIES REGARDING STAFF
Harassment 

Orfalea Family and ASI Children’s Center does not tolerate harassment of any kind.  Any person who harasses or threatens a staff member will be reported to Campus Police and their child will immediately be disenrolled from the Children’s Center or the waiting list. 

Delegation of Authority 

In the Directors absence, the Assistant Director assumes full program responsibility.  In the Assistant Director’s absence, Head Teachers assume responsibility. In the absence of any Head Teacher, a designated Teacher will be responsible. Full program responsibility means supervision and accountability for all staffactions, maintaining a safe environment and protecting the physical safety of each child.

Disciplinary Action

The Center uses a constructive approach to disciplinary matters to insure that the professional standards of the Center are being met at all times.  The following is a partial list of infractions which will result in corrective action or immediate termination.

· Any violation of a child's personal rights

· Abusive or inconsiderate treatment of parents, staff or visitors

· Unauthorized removal of Center confidential information

· Refusal to perform assigned work or follow instructions

· Gross carelessness or negligence

· Sleeping during the supervision of children

· Poor job performance   

Grievance Policy

Occasionally, Children’s Center staff may make a decision with which a parent disagrees. Parents should talk first with Center staff to resolve the issue. If this is not successful, the Director of Children’s Programs will be called upon to mediate. Should these resolutions fail, the ASI Executive Director will be called upon to resolve the dispute.

Uniform Complaint Procedure (UCP)
Any individual or entity may file a complaint that alleges that the agency is violating federal or state child development/education statutes or regulations, or that inadequate materials are in the classrooms, or that teachers are misassigned. Child development licensing violations are to be reported to the Community Care Licensing Division of the State Department of Social Services.  Employment complaints are to be directed to the California Department of  Fair Employment and Housing. All other complaints should be reported to the State of California Department of Education c/o Terry Miller, Child Development Division, 1430 N. Street, Sacramento, CA  95814-5901. Parents, staff and other “interested” parties are notified of the UCP annually.
Mandated Reporting Responsibilities

Child care providers are required by law to report suspected child abuse or neglect to Child Protective Services. Mandated reporters have absolute immunity from criminal or civil liability for reporting as required or authorized.  The statutory duty to report is not excused or barred by the professional privilege of confidentiality. The primary intent of the report is to protect the child and help the parent.
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