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Our Purpose 
Enriching the Lives of Children Through Dependable Christian Care



 Our Mission
Rainbow Years Learning Ministry (RYLM), a mission of Shore Mennonite Church, Inc., since 1995, provides a loving environment where children are physically safe, emotionally secure and socially and intellectually enriched. We provide an environment where quality care and education cater to the individual needs and developmental levels of each child. RYLM is a childcare ministry that exists for the benefit of the families in our broader community.

RYLM is a place where children grow as competent and confident learners and communicators, healthy in mind, body and spirit; secure in the sense of belonging and in the knowledge that they are important and make a valuable contribution to the community. Staff members work in partnership with parents to encourage each child to achieve his or her potential.

Through the commitment of continuing education trainings and participation in high quality programs and best practices, this childcare ministry continues to move forward, evolving and growing such as a child grows, with a focus on high expectations.



Our Core Values

COMMUNICATION – we stay in close touch with parents, children, staff and our community

PASSION – we love what we do and it shows

CHRISTIAN FAITH – we teach and show examples of God’s love for us all

GROWTH – we encourage children and staff to grow in their knowledge of the world                and in their Christian faith

ACCEPTANCE – we wholeheartedly care for each individual child, family and staff
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WELCOME!
Welcome to Rainbow Years Learning Ministry! We are so excited for you and your child to join the RYLM family! RYLM staff work hard to meet the needs of each child. We have an open-door policy in which families are welcome to visit and observe their child in this environment at any time.

It is our hope that this handbook will answer many of your questions. However, if you can’t find the
answers you need, always feel free to contact us.

DAYS AND HOURS OF OPERATION
Monday through Friday, 6:30 am until 5:30 pm.

Closures: Good Friday, May Deep-Cleaning Day, Memorial Day, 4th of July Week, Labor Day, November Deep-Cleaning Day, Thanksgiving Thursday and Friday, Two Weeks at Christmas/New Year (coincides with Westview School Corporation).  Please note: It may be necessary to also close on Epiphany (January) and Ascension Day (May or June) depending on our current staffing.  You will be notified well in advance if we must close.

Emergency Closings will be announced on WNDU (tv), WSBT (tv), our two pages on Facebook (RYLM Friends and Rainbow Years Learning Ministry Shipshewana) and through our parent communication app.

COMMUNICATION
RYLM OFFICE: 260-768-7153 (able to leave messages and send texts) RYLM EMAIL: RainbowYears95@gmail.com
CHURCH OFFICE: 260-768-4240 (use only if unable to reach RYLM in an emergency; this office open only on Monday, Wednesday and Friday)
To speak with someone on the RYLM Board of Directors, please call our office for contact information. ProCare Connect, a parent communication app, is used at RYLM. This allows teachers and parents to easily
communicate about the child’s day…snacks/meals, bathroom routine, learning activities, announcements, pictures, etc. You will be electronically invited to use the ProCare Connect app upon enrollment. Please note that some posts may not be in “real” time as teachers focus first on the care of all children.

Each classroom has a mail folder/drawer/shelf for all of the children’s papers. This will also include any notes from the office. Please take this mail every day.

CONFIDENTIALITY
All staff, volunteers and interns are bound by a commitment of confidentiality and information about enrolled families will be treated accordingly. Children’s files are kept secure and confidential to the administration.
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RAINBOW YEARS ADMINISTRATION AND STAFF
RYLM is owned by Shore Church and is managed by an on-site Director and Assistant Director under the guidance of an advisory Board of Directors.

Our aim is to provide teaching staff that are experienced and qualified in early childhood care and education. The staff are required to have the minimum 8th grade certificate/high school diploma. They must also be current in adult/toddler/infant CPR, First Aid and Universal Precautions. All staff must pass a criminal background check and a drug screening test. All teachers and staff are required to maintain training hours to remain up-to-date and focused on topics relevant to early childhood development and best practices.

RYLM employs a cook who provides nutritionally-approved meals for the children and staff.

A custodian at RYLM ensures that the facilities are clean and sanitized on a regular basis. Teachers are responsible for cleaning and sanitizing their own classrooms.

RYLM occasionally accepts students (interns) who are studying child development either in high school or college. The education facility they represent must be informed of the internship and monitors the weekly progression through telephone conversations with the Director or designee and assessment forms.
Interns must meet all requirements of regular staff (CPR, First Aid, Universal Precautions, criminal background check, drug screening, etc.).  Families will be notified whenever we have an intern working with the children.

MINISTRY RULES AND REGULATIONS
RYLM is an Unlicensed Registered Child Care Ministry and fully abides by all state requirements as set down by Indiana law. This Ministry also follows best practices for fully licensed centers as we are able.

We are regularly inspected by the State of Indiana Family and Social Services Administration and conform to all required changes for the safety and well-being of the children.  We are also inspected by the State Fire Marshall each year.

ENROLLMENT/ATTENDANCE PROCEDURES
Parents/legal guardians may enroll children at any time during the year.

RYLM supports an open-door policy…you are welcome to visit anytime to observe and examine the classrooms and facility.

RYLM accepts enrollment from families without regard to race, creed, religion, color or nationality. Enrollment is available for children ages 6 weeks through age 11.
Inclusive Care: Children with disabilities/special needs and their families will be interviewed to learn the necessary care requirements and to determine whether this facility and staff is able to meet those needs (physically, intellectually, and appropriate accessibility requirements).

A probationary period of two weeks is required for all children, so that we can be sure the program that we offer is beneficial to the child. RYLM will only admit children whose needs can be met. Children whose
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behavior may be dangerous to others could be refused admission. RYLM administration will provide parents with explicit reasons for refusal in writing, if requested.

All enrollments are subject to the approval of the Director and/or the Board of Directors.

There is a minimum attendance of three days per week. For those who do not come every day, if care is needed for more than three days in any given week, parents must contact the Director to ensure there is room on the additional day. RYLM does not provide “drop in” services. If you choose to come less than three days per week, you will be charged the current three-day rate.

Before/after school care and summer care is also available for children in elementary school through age 11.  There is no minimum number of days for these categories.  However, you do need to commit to the same number of days each week for which you will be charged.

All forms in the enrollment packet (not including physical health form) must be completed, signed and received by the Director with the registration fee (see current rate sheet) prior to attendance. Forms must be received one full business day prior to the start of enrollment to allow us to properly prepare and welcome your child. The physical health form must be returned no later than 30 days from start of care.

Children will only be released to the adults specified by the parents/guardians in their enrollment contract. Suitable identification will be requested of any adult that a staff member does not know. Families may be asked several times by different staff to show identification.  This will happen only until we ALL get to know you.  If you want to add a new pick up person or change your list, you must notify the office in writing.

In preparing for each class and meals, it is important for us to know whether the child will be attending each day. If the child is not attending RYLM on a regularly scheduled day, parents must call or send a Procare message before 9:00am to inform RYLM of the absence. 

To ensure a smooth and structed day for all the children in our care, RYLM has a drop-off time policy. This policy helps us maintain a consistent daily routine, minimize disruptions, and support each child’s needs. All children must be dropped off by 10:00am. We understand that emergencies happen and there are a few exceptions:
· Appointments – a doctor’s note will be required for admission. 
· Family Emergencies
· Inclement Weather
· Preapproved – please contact admin 24 hours in advance for preapproval.
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FINANCIAL POLICIES
Tuition fees can be found on the current rate sheet (see Appendix 1).

Accounts will not be allowed to accumulate and failure to pay may mean services will be withdrawn. Fees are determined by the Board of Directors.
Tuition payments are due on the first day of the week for that week. Checks, money orders and cash are accepted. We also accept credit cards through an app called MyProcare.  You will be invited to this app upon enrollment.  If your payment cannot be made on time, you must contact the Director. Communication is important!

We do not send invoices on a regular basis.  You are responsible to check your balance on the MyProcare app or contact the office.

On your enrollment applications/contracts, you indicated the days that your child(ren) would be attending RYLM. You commit to that schedule and that’s what you are charged for on a weekly basis. This includes school-agers. School-agers do not need to have the minimum of three days of attendance, but you do need to commit to the same number of days each week. If the number of days goes above your enrolled commitment, you will be charge accordingly.

Children may not attend for more than 10 hours in a day. If time exceeds 10 hours, there will be an additional fee.

Children must be picked up by 5:30 pm. If pick up happens after 5:30 pm, there will be an additional charge.

If your child is out due to illness or other reasons and RYLM is open, you will still need to pay the same           committed amount. If RYLM closes for a holiday, weather, etc. then your rates will be prorated.

An annual tax receipt for all fees paid is available by the end of January for the previous year of service.

When the enrollment contract is terminated, two weeks notice to withdraw or two weeks paid in lieu of notice is required.

Each child who attends full time receives one week of vacation per calendar year when no tuition is paid and the child does not attend. This vacation must be consecutive days in a week and cannot be split into days during different weeks. A vacation request must be presented to the Director in writing and may not be “back dated.”

The Rainbow Years Learning Ministry Scholarship, funded by monies donated by Shore Church attendees, is a temporary program in which families may receive assistance in paying their childcare fees for a certain period of time. All requests are completely confidential and reviewed only by Administration and a committee on the Board of Directors. An application is available in the office.
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EMERGENCIES
Each staff person is trained in adult and child CPR, First Aid and Universal Precautions.
RYLM staff are trained to be prepared for a variety of emergency situations and has a Safety Response Plan in place (see appendix 2). Fire Drills and Tornado Drills are practiced on a regular basis with all children.
Other emergency situations are reviewed often with teachers.

Fire Safety and Evacuation Plan
In the case of a fire emergency or fire safety drill, the following procedure will be followed:
1. Fire alarm system will be activated or an announcement made by the Director or designee.
2. Director or designee will call 911 (from the office or staff cell phone).
3. Director or designee will alert church office personnel.
4. The staff and teachers will act immediately upon hearing the fire alarm (or vocal announcement) by evacuating the building with the children in his/her immediate care. They will evacuate to the nearest exit (indicated on the evacuation floor plan displayed in each classroom) and proceed to the designated safe area (northeast side of the building, inside the playground fence).
5. Teachers will carry their red emergency binder that lists all contact information for each child.
6. Director or designee will follow the exit route along the hallway (south hall running east and west) checking rooms and bathrooms for remaining staff or children).
7. Director or designee will have the sign-in/sign-out register binder and a head count will be taken to be certain all persons are evacuated from the building.
8. Teachers and staff will supervise children until the drill or emergency is past.

9. If the building is uninhabitable and/or the playground area is no longer safe, the teachers will move the children to the Lambright Cabin directly north of the building.
10. Parents will be contacted as soon as possible to make arrangements for their children to be picked up.

Fire evacuation will be complete, including all three levels of the building. No person, teacher or staff will   remain behind. There is no critical equipment or machinery that needs to be maintained or operated.

Escape routes are indicated on the floor plans available in every classroom, using either the south side front large foyer double doors, the northwest hall stairwell exit door (under the sanctuary) or the main RYLM double door entrance on the southeast end of the building.


Tornado Safety Plan
In the case of a tornado emergency or drill, the following procedure will be followed:
1. An intermittent whistle blow and an announcement by the Director or designee.
2. Director or designee will alert church office personnel.
3. The staff and teachers will act immediately upon hearing the whistle blow and vocal announcement by leaving their classroom with the children in the immediate care and relocating to Rooms 102/104 and east end of basement.
4. Director or designee will have the sign-in/sign-out register binder and a head count will be taken to be certain all persons were relocated to the safe room.
5. Teachers and staff will supervise children until the drill or emergency is past.
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6. Teachers and staff will supervise children until the drill or emergency is past.
7. If the building is uninhabitable and/or the safe area is no longer safe, the teachers will remove the children to the Lambright Cabin directly north of the building. They will carry their “outside” bags with first aid kit and their red emergency binders that lists all contact information for each child.
8. Parents will be contacted as soon as possible to make arrangements for their children to be picked up.

HEALTH REGULATIONS
Parents need to feel their children are being cared for in a safe and healthy environment. The safety and well-being of the children in our care is of primary importance to the Ministry.

Ouchy reports will be sent through ProCare Connect for children who have minor injuries or complaints.        

If a child suffers from the following, they should stay home. As our staff members are not qualified medical personnel, we do not presume to diagnose illness. If the child has any of the symptoms listed below or does not seem to be “acting themselves”, you will be called to pick up your child.
· Temperature greater than 100 degrees or fever that has been treated with medication
· Two consecutive bouts of diarrhea
· Green or yellow mucus discharge from nose for more than 3 days
· Croup cough, barking cough or cough with phlegm for more than 3 days
· Chest congestion with wheezing, whistling or rattling for more than 3 days
· Short, shallow, or rapid respiration with pale or gray coloring (seek help immediately)
· Vomiting
· Lack of urination

A sick child will be removed from the classroom to the office and isolated from the other children. A medical clearance may be requested upon return to the daycare.

If a child requires emergency care, 911 will be called and every effort will be made to notify parents immediately.

If a child or staff member is diagnosed with an infectious (or communicable) disease, all families will be notified. However, no names will be given to protect confidentiality.

CHILD IMMUNIZATION RECORDS
State regulations require the Ministry to have current immunization records on file for each child. If no such record is available, we must have a signed exemption form on file. Parents are responsible for updating their child’s shot record.
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MEDICATION POLICY
Medication is safest when administered at home. If it is necessary for RYLM staff to administer medication to a child, the parent must complete a Medication Consent Form (see Appendix).  This form will include the date, child’s name, medication name, dosage, time to be administered, parent signature, staff signature (who administered) and the date, time and dosage actually administered.

FSSA (Family and Social Services Administration) regulations prohibit the administration of pain relievers/fever reducers, such as ibuprofen and acetaminophen, without a doctor’s prescription. Parents must provide these medications. They will be clearly marked with the child’s name and kept in a locked container in the office. Staff will not administer medication without preapproved consent, either through telephone or signed consent form from parent/guardian. Medications that are given are recorded on the Medical Consent Form and then filed in the child’s folder. Bottles that are expired will be disposed of properly and parents notified.

Medication Authorization Form – This form is included in the enrollment packet and lists a number of “medicines” or treatments that you decide if your child may or may not have while at the Ministry. It is the parent’s responsibility to provide these items, if allowed. They will be kept out of reach of children and given as needed by a staff member.

Frequency of Medicine Administration
· Children on prescribed daily medication need only sign a medication authorization once with appropriate dates/length of time listed. Parents must inform staff of any changes to their child’s medication.
· Children whose medication changes daily or is only required for a short period will be required to sign a slip daily.
· Medication will be administered by a staff member only.
· Medication must be in the original container with the prescription label attached.
· Medication will be stored in a safe place (either in the refrigerator or in a locked medicine box in
a private office).
· Tools used to administer meds (spoon, sipper tube, measured cup, etc.) should be provided by the parents and labeled with the child’s name.
















8
SAFE SLEEP POLICY FOR INFANTS
The American Academy of Pediatrics (AAP) and the Back to Sleep Campaign recommend that babies less than 1 year of age be placed on the back to sleep in order to lower the risk of Sudden Infant Death Syndrome (SIDS). To support this safe sleep practice, we follow these guidelines:
· Caregivers shall place infants on their backs or sides in their cribs for sleeping. Parents may NOT request a waiver for this unless there is a documented medical reason signed by a physician.
· When infants turn over on their own, it is permissible to leave them on their stomachs rather than awakening them.
· Infants are placed to sleep on a firm mattress that fits tightly in a crib that meets Consumer Product Safety Commission standards. The sheet will fit the mattress snugly.
· No toys, stuffed animals, pillows, crib bumpers, positioning devices (unless ordered by a health care provider) or extra bedding is in the crib.
· The infant’s head is uncovered when sleeping.
· Sleeping infants are visually checked every 10-15 minutes. The infant will be observed to verify that their skin color is normal and infant’s chest is rising and falling as he/she sleeps.
· Infants do not share cribs.
· Infants are not sleeping in swings or bouncy seats nor are they left in car seats for napping.
· No bottles are placed in a crib with any infant.
· Swaddling of babies is not permitted. They may use sleep sacks instead of swaddling.
· Pacifiers are offered if parents offer a pacifier at home.
· Pacifiers are not attached by string or to the infant’s clothing.
· Pacifiers are not re-inserted if the fall out after the infant is asleep.
· An infant’s bib is removed before placing him/her in a crib.
· Occupied cribs are spaced far enough apart to prevent disease transmission from coughing, sneezing, or touching.

All teachers are knowledgeable in the safe sleep practices of RYLM. Infant/Toddler teachers are specifically trained in the safe sleep practices as required by Public Law 162-2005
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POTTY-TRAINING
Potty training begins when parents agree their child is ready. All children are given the choice and
encouraged to use the potty regularly. RYLM staff never force the children when they say “no” to try the potty. Potty-training is seen as a natural progression. Children who soil their clothes are cleaned and changed by staff with kindness and patience. Children are assured that any soiling is not to be punished either physically or mentally.

The child’s daily progress is documented on the parent communication app. Parents are asked to assist in this important process by duplicating the established routines at home.

SLEEP/QUIET TIME FOR CHILDREN
RYLM teachers recognize the individual sleep patterns of all children and seek to meet those needs as best they can within the daily routine. Parents are consulted about their child’s need for rest or sleep during the day.

A scheduled rest time is after lunch and can last until 2:00 pm. Each child has a separate cot that is sanitized regularly. Children are never allowed drinks or food at their cots. Shoes must remain on their feet in case of fire or other emergency. Children are allowed personal comfort items such as small blankets, pillows, or stuffed animals. Room lighting is reduced and soft music is played in the room. Staff remain in the classroom during quiet time for safety and to be a comfort to crying or distressed children.

Most children are ready for a good rest after an active morning. However, if a child cannot sleep, he/she is required to stay on the cot and will be given a quiet activity to do. We teach the children to respect others by remaining quiet so that all can rest comfortably.

DRESS CODE
Children are encouraged to wear comfortable clothing appropriate for the weather. We will get dirty, messy, wet, hot and cold!  Children should have an extra set of clothes on hand.  In the winter, we can keep snowsuits, mittens, scarves and boots in the classroom, if preferred.  Children should be able to run in their shoes. Flip flops/sandals are not acceptable unless they have an ankle strap. Sneakers are the best choice for most of the year.

SNACKS AND MEALS
RYLM provides healthy snacks and meals suitable for the age and needs of each child. All food is prepared, stored and served safely according to the State of Indiana Family and Social Services Administration.

Breakfast is served at 7:00 am. Morning snack is served beginning at 9:00. Lunch is served beginning at 11:00 am. Afternoon snack is served beginning at 2:00 pm.

A drinking fountain is located in the building for the children to use as needed. Water bottles are provided by parents for year-round use.  RYLM is connected to the Shipshewana town water supply.

A monthly menu is displayed near the sign in/out table. Parents/guardians must discuss their child’s changing dietary needs with the teacher or the Director. Allergies must be noted by a signed doctor’s statement and posted for the kitchen staff to be fully aware of any children not to be served menu items.
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RYLM does not provide baby food, infant’s daily formula or milk for bottles. This should be provided by the family and specific instructions given to the infant teachers. Special restrictions must accompany a doctor’s signed statement.

Infants and toddlers will be served meals in their classrooms. All others will be served in the fellowship hall on the main level. Occasionally, children will eat in their classrooms due to a church event.

Children may pack their lunches which include only healthy options (no candy/sweets). If milk is not included in their packed lunch, it will be provided by our kitchen. Children who pack will not be given prepared food from our kitchen. It is preferred that packed lunches are ready to eat.  Lunches will be kept in a refrigerator.

If a family wants to provide a snack for a celebration, the snack must be from a location that is state- inspected and the package unopened. No homemade treats are permitted. Celebrations must include all the children present in the classroom. You do not need to include the entire school.

Unless accompanied by a doctor’s note, there is no reason for a child to have any food or snacks from home. Plenty will be provided for them at our designated snack and meal times.

If a child may not have a particular food, juice, or milk, we are required to have a physician-signed note stating the reason for the request. Otherwise, the foods or drinks will be offered to them.

CURRICULUM
RYLM currently uses the Pocket of Preschool curriculum. We believe that if a child has learned good social and emotional skills, then the academic skills will soon follow. This curriculum helps us to focus on those skills that a child needs to be successful.

Most of our students are in the classroom for up to eight hours a day. We love making our classrooms a warm and inviting home for little learners to explore, create and discover new  things! We want school to be a safe place where students feel loved, valued and confident. The classroom is a child’s third teacher. The materials evolve and change as our studies/themes change. We are very intentional with the materials we set up in the classroom. It is our job to nurture our students’ excitement for learning by creating developmentally appropriate, engaging and challenging lessons and activities so they become lifelong learners.

On a daily basis, teachers in our classrooms observe children, write anecdotal notes about what they see and use these notes to assess children’s development. They use these observations to plan for the next day so that they are addressing children’s strengths and needs to prepare them for school.

How can you help us prepare your child for school?
· Share what you know about your child’s strengths and interests.
· Celebrate the social and emotional skills as well as the reading, writing, math, science, music, and art discoveries of your child.
· Come in and observe. See how the daily routine, learning environment, adult-child interactions, assessment and active learning create an exciting early learning experience for your child!
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Every classroom teaches green and red choices. Green choices get a thumbs up and red choices get a thumbs down. Each classroom may have a chart with pictures to show the children what each choice means. Classrooms may also use sticker charts to reinforce the positive accomplishments in a child’s day.

Every classroom has a calm down area. This area may have special pillows, cuddly stuffed animals, stress balls, books, bubble wands, pinwheels, paper and crayons and sensory bottles.
Calming down and managing BIG emotions is hard! We learn and practice how to calm down when we are upset by using the following language:
· I see that you are upset and you feel (label their emotion).
· It’s okay to be (label their emotion).
· I love you. Do you need a hug?
· Can I help you? Could we try (offer solutions to the child and help them try them)? Last time we tried (offer a solution that you tried in the past that worked).
· It’s not okay to (say the physical action they are doing that is dangerous; ex. hit, kick, spit)
· I’ll be over here when you are ready. (Give them space but stay close.)

We are teaching children about feelings, building self-regulation and self-awareness. These are hard skills to learn and will not happen overnight. This is why it’s important to work together!

When a problem occurs, we model and teach problem-solving techniques (such as remaining calm, acknowledging children’s feelings, gathering information, restating the problem, brainstorming solutions and choosing one together). We also offer follow up support and praise when the problem is solved.
Sometimes pictures are used to help children communicate their feelings better.


OUR PLAYGROUND
We value the learning that can also take place outside. We have a large playground divided in to three sections according to the ages of the children: 6 weeks-2 years, 3-5 years and school-agers. This includes such activities as climbing, running, sandboxes, tricycles, swings, outdoor play kitchen, building areas, digging areas, loose parts/sorting, art, music and much more.

In warm weather, we will be outside if it’s less than 90° (including the heat index). If it’s above 90°, we will stay inside where we have air conditioning. Water bottles are encouraged in warm weather. In cold weather, we will be outside if its above 25° (including the wind chill). It is very important that children dress appropriately for the weather. We will be outside if the temperatures allow, even for a short walk!

FIELD TRIPS
RYLM does not participate in any field trips away from Shore Church. We occasionally walk to the church cabin in the woods behind the church for special activities.
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BEHAVIOR MANAGEMENT
Every child is treated with respect and dignity. Every child is given positive guidance promoting acceptable behavior according to their stage of development.  Clear and consistent limits have been set for all children and staff work within these in a calm and patient manner. Children displaying inappropriate behavior will be redirected toward a more acceptable and worthwhile pursuit. Staff will support and assist children to solve their problems and compromise their differences by role-modeling good communication. Giving children the appropriate language to resolve conflicts builds confidence in all children.

We do not promote “time out”, but rather a “calm down” time and place in the classroom where the child may choose to go on their own or be encouraged to go by a teacher. This area will provide tools and an environment that will allow the child to have some space on their own, away from big distractions. With the guidance of the teacher, the child may choose when to leave the calm down area.

There will be no physical or mental discipline of children and no deprivation of food or space.

Staff acknowledges that a child’s environment outside the Ministry can affect their behavior and we consider this when working with a child. We ask parents to inform us if any changes occur at home that could affect their child’s behavior. This information will always be kept in confidence.

POTENTIAL DISMISSAL
If a child’s behavior is inappropriate and cannot be redirected and problem-solving is refused, the teacher will consult with the Director for advice and guidance. The Director will work with the teacher and the parents to determine a plan to solve the issue. Every opportunity will be given to the family to assist them in resolving the inappropriate behavior. The parents/guardians have the right to consult the RYLM Board of Directors about the way in which the matter is being handled by staff and/or Director. If the behavior persists or worsens and the Ministry program is adversely affected, the family will be encouraged to seek
professional advice from a child and family counselor. If parents or child refuses to assist the staff and administration to resolve the unacceptable behavior problem, RYLM retains the right to dismiss the child and family from enrollment. All behavior problems are documented, dated, signed by the teacher and kept on file in the Director’s office. Parents may request copies of these documents.

TRANSITIONS TO NEW CLASSROOMS
RYLM recognizes the importance of a successful transition from one age group to the next. We encourage open dialogue between teachers and parents about the need for care and education of the child as well as ways to make the transition experience smooth and enjoyable for the entire family.

Transitions to new rooms will generally happen on or around the child’s birthday. When a child is ready to transition, RYLM will inform the parents of the change. Any questions or concerns regarding child development are discussed. The child begins visiting the next classroom for short periods of time and when staff and parents feel the child is comfortable, the move becomes permanent.
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COMPLAINT PROCEDURES
If you have any questions or concerns, no matter how small or seemingly minor, you are encouraged to speak with the teacher or director. We try to be very transparent and hope that you will share your concerns with us so that we may better serve you and others!

Parents/guardians with concerns regarding their child’s learning are encouraged to speak directly with the child’s teacher. Parent/teacher conferences can be scheduled at any time and may or may not include the Director.

Confidential information regarding your complaint and those involved will not be released to extended family members or RYLM staff not directly involved in the incident. Your statement may be recorded in a written document and should be done as soon as possible after the incident. This will allow a situation to be investigated and resolved efficiently and effectively. If your concern is not resolved to your satisfaction, you will be encouraged to speak to the RYLM Board of Directors Chairperson.

The Director is obligated to inform the RYLM Board about serious staff/parent conflict and all complaints pertaining to management of the Ministry.

If parents have a complaint about the Director and/or the Assistant Director, the parent must speak with the RYLM Board of Directors. A list of the current members is kept in the office.

All complaints should be made as soon as possible after the event, so that the situation may be investigated and resolved efficiently and effectively. The complaint will be discussed fully and fairly by all parties and any resolution or decision will be communicated to all parties as soon as possible.

SOCIAL ASPECTS OF THE MINISTRY
RYLM invites parents to have regular meetings with their child’s teachers regarding the child’s learning and development. Teachers and/or the Director are happy to make arrangements for a private meeting or observation.

RYLM welcomes families to share ideas for the improvement of the Ministry.

Events planned for the children and their families and hosted by RYLM may include such events as Spring Literacy Night, Preschool Graduation, and Christmas Program.

RYLM has fundraisers and all such events are planned and organized with the assistance of enrolled families and the Shore Church community. All funds raised through such events are for the benefit of the children. We welcome your input and appreciate your feedback. 
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HOW DO I KNOW WHAT’S HAPPENING AT RYLM?
· Bulletin Board/Table – The board at the sign in/out binder in the entryway is often updated and flyers are put out on the table.
· Facebook – We have a private page at RYLM Friends. Make a request to join and if you are closely connected to RYLM or a relative, you will be approved by the administrator. This page has much more detailed info posted than our open and general business page called Rainbow Years Learning Ministry Shipshewana.
· ProCare Connect App – Parents are invited to download this free app on their phones. You will receive updates/pictures throughout the day to let you know how your child is doing (what they eat, when they sleep, activities, diaper changes, etc.). This is also a place where
you can message your child’s teacher and they can respond. Keep in mind that entering information in real time doesn’t always happen. Our priority is with the children! Upon enrollment, you will receive an invite to this app.
· Website – Check out our website at RainbowYears.org. At the bottom of the opening page is a calendar with themes and special events. We do our best to keep this updated.
· Child’s Folder/Drawer – Every child, including school-agers, has a mail folder or drawer with take home papers and notes from RYLM. Be sure to check it every day!
· Still have questions? Just call and ask! Or, send an email. Communication is essential to a successful experience!

FAMILY OBLIGATIONS
· Parents must sign their child in and out of the Ministry each day and walk their child to the classroom, making sure that the teacher is aware of their arrival.
· Parents must not take their child from the Ministry without first informing a staff member.
· Parents must call the Ministry if their child will be absent for any reason.
· Children will only be released to the adults specified by the parents/guardians in their enrollment contract.
· Parents must notify RYLM of any change of address, contact phone numbers or authorized pick up persons.
· Parents will provide a change of clothing (including underwear and socks), a blanket and/or a small
“lovey” that will help your child sleep, and diapers/wipes as needed.
· Parents must label all clothing and personal items belonging to their child.
· Parents should not allow children to bring any personal toys or trinkets from home.
· Parents must provide current immunization records and maintain these records as shots are acquired.
· Parents must inform the Director of any special needs of their child (sleeping requirements, dietary, physical or mental) so that the Ministry can better meet the personal needs of the child.
· Parents must have child properly secured in an appropriate car seat when children are in vehicles.
· Smoking, drugs and alcohol are not permitted on the church premises.
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THINGS TO BRING FROM HOME
· All ages: Changes of clothing, including tops, bottoms, underwear, socks
· All ages: Small blanket, travel size pillow and/or cuddly toy for rest time (optional)
· All ages: Items listed on medication authorization (i.e. sunscreen, bug spray, etc.)
· All ages: Water bottles with secure lids
· All Ages (summer season): swimsuits/towels for water play
· Infants: pacifiers, formula, baby food, diapers, wipes, milk for bottles, drool bibs
· Toddlers: diapers (or pullups), wipes
· School-Agers: travel size pillow and blanket for full days 
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 Rainbow Years Learning Ministry Safety Response PlanIF YOU SEE SOMETHING OR HEAR SOMETHING, SAY SOMETHING!!
MEDICAL EMERGENCY

· Stay calm
· Call 911 and provide location and requested information
· Notify Director (Asst)
· Do not move unless person is in immediate danger
· If trained, administer CPR or First Aid

RAINBOW YEARS LEARNING MINISTRY
7235 WEST 100 NORTH, SHIPSHEWANA, IN
260-768-7153

SHORE CHURCH
260-768-4240

LOCKOUT
(threat outside)

· All students return inside
· Take attendance
· Classroom doors closed, activity in room continues
· Blinds down
· No traffic in hallways
· No one is allowed in or out of the building
· Director (Asst) will give further instructions 
LOCKDOWN
(threat inside)

· Locks, lights, out of sight
· Any staff member may call for a lockdown
· Evacuate hallways and secure common areas
· Lock/barricade door, turn off lights, get out of sight
· Cover glass in doors
· Do not open door
· Maintain silence
· Take attendance (note extra students)
UNKNOWN PERSONS

· Ask for ID of persons picking up if you don’t know them
· Check red binder to be sure person is on authorized pickup list
· If in doubt about pickup, call the parents
· Never let a child go with an adult if you do not know who they are
· Do not let anyone inside if you do not know them or they cannot give valid reason with ID
EVACUATE
(fire, active assailant, hazardous mat)

· Any staff can pull fire alarm, announce situation, call 911.
· Assess situation before exiting to designated safe location
· Teachers carry red binders and take attendance; close doors
· Director (Asst) check halls, classrooms, and bathrooms
· Remain silent
· Report any missing students immediately to Director (Asst)
· Director (Asst) will give further instructions
WEATHER EVENT

· Bring all persons inside and move to room at west end of hallway
· Close doors to room
· Teachers carry red binders
· Assume “protective posture” position as necessary
· Director (Asst) will announce “all clear” and give further instructions





Medication Consent Forms
Child’s name ____________________Date_____________
Medication _______________________________________
Reason for use ___________________________________
Amount ______________Time to be given _____________
Comments _______________________________________
Parents signature _________________________________

Amount given  ____________ Time given ______________
Teacher’s signature ________________________________
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