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Dear Families,

The staff of the LCCC Chidrens Discovery Center welcomes you ds partners inyour chids educationdl journey. We look forward to
working with you in suppor-ting your childs growth, development, and education during these incredbly important firet five years of lice
Whie your chid ie attending our school, he/she wil particpate in a variety of exciting activities in a safe and healthy environment, along
with a caring and attentive staff of wel-trained early chidhood educators. The curriculum here is designed to encourdge children to
explore and experience the world dround them through play-based activities. Our curriculum fosters growth in socidl, behaviordl,
cognitive, language, phusicdl development de well ds early literacy and mathematic ekile.

Famiies are an important part of the development of every chid Our communication with you ic essential to the success of our
program. Nou wil receive frequent, regular communication about your chids development and progress, as well as the projects,
activities, and themes they are learning about in the claseroom We hold famiy/teacher conferences twice a year, but addtiond
conferences can be requested at any time. \We have an open door policy dnd want £o hear your thoughts, ideds, and concerns. Nour
input can help us make changes to make our program stronger and better!

Our professiondl teaching statf and administrators look forward to working with you and your famiy in the coming years. Our godl i
to provide your child with the highest qudiity early chidhood educationl  Thank you for selecting us to be apart of your childs
educationdl journey

I we can answer any questions or be of any assistance, pledse dont hesitate to redch out to us, stop by the business office, give us
a cdl, or send us dn emdil. The phone number is 2077181303, or our emdil addresses dre bstorer@ccewyedu (Beth Storer -
Director) or jruszell@cccwyedu (Judy Russel - Assistant Director),

Gincerely,

Beth Storer & Judy Ruseel
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LCCC Chidrens Discovery Center \lision Gtatement,
Miegion Statement, Phiosophy & Core Ndlues

The LCCC Chidrens Discovery Center hag digned our \ision Gtatement, Misgion Gtatement,
Phiosophy and Core Nalues with those of Laramie County Community College (LCCC) and the
Nationdl Association for the Education of Noung Chidren (NAENC)

Our Vigion Gtatement

Opportunities for young chidren within the LCCC and Cheyenne community ds well ae other
surrounding communities, will be provided by dedicated staft to encourdge learning and ensure that
the chidren reach their fullest potential when enrolled at the LCCC Chidrens Diecovery Center.

The dedicated statf at the Chidrens Diecovery Center continue to self-dssess in effort to find
ways to improve practices and create better experiences for the enroled chidren and their famiies.




Our Migsgion Gtatement

The LCCC Chidrens Discovery Center promotes the highest quality of early learning for young
chidren. As apart of the LCCC Campus Community, we dare compelled to did early chidnood learning
by offering diverse, dynamic early chidnood experiences to the children enrolled As does Laramie
County Community College, the Chidrens Discovery Center grounds their work in 4 foundationdl
elements of our mission

. To prepare young chidren to be socidly competent and provide them with a <olid base of
socidl ekile needed to be successful in kindergarten (socidl preparation)

7. To engage the chidren inlearning activities that will provide them with diverse opportunities
to help them prepare to enter kindergarten and begin their academic journey (Eransfer
preparation)

2. To encourdge and assist CDC stafk in their professiondl development, to be life-long
ledrners who inspire the children they work with to love ledarning (professiondl development)

4 To build relationships with agencies and pusinesses in the community, to be able to refer
famiies and provide information apout these agencies dand business when famiies and children

need resources and services (community development)



Our Philozophy

> We believe that dl chidren benefit from a safe, welcoming, learning environment where they dre provided
lots of opportunities to play, learn, and explore the world around them.
> We believe that children are strong, intelligent, competent, and constantly learning, and we recognize that
chidren are best understood dnd supported in the context of family, culture, community, dand society,
> \We believe that famiies have the right to be full participants in their childrens education
> We believe that our teachers dre caring professiondls, trained to support the chidren in their learning
and the parents/guardians in their participation
> \We believe that teachers dre researchers engaged in the creation of new knowledge as they work
dlonggide the children in colaporation with other adults in the campus community
> We believe that chidrens play ie extremely vital to heatthy physical development, social/ emotiondl
development, and cognitive growth
> We believe that children, parents/guardians, and teachers are dll learners and teachers in this journey

and we respect, the dighity, worth dnd uniqueness of each individudl
> We believe that college students who participate in owr programs at dil levels of their study, from I I I I

peginning ob<ervations to semester-long internships are unique, integrdl, and valuable members of our
learning/teaching community,




Our Core \alues

> Desire to Make a Difference - We strive to further our professiondl development as staff to be aple to

offer opportunities for each child and family to achieve their full potential

Commitment to Excellence - We dre committed to promoting dn environment for young children to

suceeed. o do this, we continuougly strive for greater competence, by considering multiple sources of

evidence dnd diverse perspectives to reflect on what we have done, not our progress dnd successes,

and engdge in continuous qudiity improvement.

> Yasgion - Our center io wholy dedicated to sharing enthugiasm, excitement, and positivity with children
and famiies as we strive to create a love of ledrning for each child we work with

> Openness - We dre committed to transparency, where our best work demonstrates respect for edch
Famiy, chid, and staff member, e we build effective partnerships and trust.

> Collaporative Relationships - \We commit time and effort to ensure diverse participation and more
effective outcomes by meeting quarterly with the tarent Advieory Committee We dct with integrity,
respect, dnd trust to bulld <olid relationships with famiies, as well as within the LCCC Campus and the

CONMMUNITY,
> Equity & Opportunity - We advocate for policies, practices, and systems that promote full and inclugive
participation, with the ultimate godl of offering equitable opportunities for gl chidren and famiies enrolied

at the CDC.




Address: 1400 E. College Dr- (4R & AT buildings)
Phone Numbers: ARY Business OFFice: 2077T18120%
AT Clagerooms |andine: 201 TI815%8
Fax Number: 30743719571
Director: Beth Gtorer - betorer@lece.wy.edu
Assictant Director: Judy Russel - jrussell@lecc.wy.edu
\P of Administration & Finance: Rick. Johneon - rjohnson@lecc.wy.edu

Hours of Operation
The Chidrens Diecovery Center ie open Monday-Friday from 6:20am - 520pm

The Chidrens Discovery Center ie closed whenever the LCCC Campus i
closed See the Calendar of Closures on our wepsite or refer to your Annudl
Fee Agreement to see d list of closure daye.

The Chidrens Discovery Center has liability insurance through LCCC.
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Introduction

The LCCC Chidrens Discovery Center s, owned and operated by Laramie County Community
College, that first started in 191

The Childrens Discovery Center provides developmentaly dppropriate education and care for
infants through preschool.  The center is available to LCCC students, LCCC employees, and
community mempers,

Our Purpose

The purpose of the LCCC Chidrens Discovery Center i
> To provide an educationdl environment with lots of opportunities for chidren to discover, explore,
grow, dnd develop to their own unique potential

> To provide a sdafe, secure, dnd happy place for children

> To strengthen and promote family relationships with the center by providing support through
home-&chool communications and famiy-community partnerships.
> To provide an opportunity for LCCC students to receive hands—on experience and trining in
working with young children




Childrers Discovery Center History

In 197, a private, non-profit firm started the first chid care center at LCCC, in a smdll
dressing room in the back of the theater, few chidren were served due to the imited
space.

n 1918, LCCC began developing a qudlity hands-on education program to train students
for careers in early chidnood  The chid care center was incorporated into the training,
In198l, a center-oriented child care center was opened in the new ARY building. \With more
room, the Chidrens Discovery Center (CDC) began offering a preschool program in the
morninge and child care in the afternoons.

In198Z, forty permanent preschoolers attended the CDC each day, plus many drop-ine.
Enrolment continued to increase, and in 1984 the CDC wag dimost at capacity,

1986, the CDC expanded from just fall and spring semesters to year-round care.

[t was believed that the CDC was a reflection of LCCC, and that it should have the
same high quality, and the center was eventudlly awarded National Aszociation for the
Education of Noung Chidren (NAENC) accreditation. at that time, it was the only center
in Wyoming to have that high accreditation

In the late 19802 the college repurposed space in the Auto Diesel buiding (now the AT
building) to be aple to expand the program

In Z00I, LCCC took over control of the center, oversight of the budget, and ensures
that the center maintaine the NAENC Accreditation today




Vartnering with Famiies

The Chidrens Discovery Center staff gl understand and redize that your chid/chidren are the most
important part of your world We want to thank you for trusting us to help care for and tedch your
chidren!

The CDC dims to build strong bonde between home dnd the center, sharing information about the CDC and
home life in a collaborative effort to provide the child and family with a high quality early childhood
experience. Famiies are encouraged to play an active part in their chids/chidrens experiences at the
center. We want dl of our famiies to feel welcomed, respected, and happy, and dll children to be
successtul

There dre many ways to play an active part in your chids experiences, tedchers wil be sending out
Messages and newsletters letting you know what they dre learning about, a great way is to asgk your child
dpout their day and have conversations apout what they dre learning apout to extend their learning at
home. Famiies dre welcomed and encouraged to tak with their chid/ chidrens teachers apout volunteering
opportunities in their chide classroom. i you have something the children would love to ledarn more apout,
feel free to tak to your childe tedchers or the office, the chidren love when famiy mempers come in to
teach them apout dand share new things.

LET!S
(1 g —




Vartnering with Famiies

or Acsistant Director. During thie meeting, the Director/ Assistant Director wil go over the Fee Agreement,

the Famiy Handpook, the curriculum dnd assesoment processes, getting information from the famiy regarding

child/Famiy considerations and needs (hedlth, language, ledrning, persondl family situations, etc) and answering

generdl questions. Thie meeting will diso be a time For the famiy to meet their chids/ chidrens teachers and
see the clagsrooms

Prior to the first day of attendance, edch famiy is required to attend an enrolment meeting with the Director _
I

Clageroom %r‘ve%e dre sent out with the welcome packet to help the teacher iden’chﬁg inFormation apout the
Famiy demographice, home language, culture and traditions.  There i dleo room for the family to share any
extra informa’cion with the teachers that may help their chid/chidren to be more successful

Regular ongoing communication with famiies ic faciitated in a variety of methods to bulld a strong relationship
between the famiies and the center. Communication methods with the families include the CDC Website, a
private Facepook Group just for famiies of enrolied children, claseroom newsletters, family conferences
(November & May, dnd ag requested/needed), emails, the Procare App, daily informal communication at drop off
& pick up, and the Yarent Information Corner located by the o%{iice in the ARY building

CDC ie a multi-culturdl, multi-ingudl learning environment where dil chidren and families dre treated with
respect dnd consideration. Al program documents and information will be translated upon request into a home
langudge other than Englich. If you feel you need a transator for a parent conference, please let your childs
teacher or administration know. Chidren who do not spedk Englieh dre welcome at the CDC. Teachers ma%
dek parents for dssistance with phrases and words in the chids native language to enable communication with

the child whie the chid is learning Englieh. Yarents/guardians cultures are acknowledged and supported at the
e




Clagsroom cell phones are provided to facilitate famiy-teacher communication. Edch
clageroom phone has the Procare App to dide in communication with famiies. Mesoaging
through the dpp io the preferred method of messodging between famiies and clagerooms. [f
something comes up and you need to cdl to tak to your chids teacher, please rediize
tedchers may not be aple to answer cdlle immediately, as the chidren are their number one
priority.  When parents need to epedk with a tedcher and cannot redch them on the
clagsroom cell phone, they should call the CDC office (307 TIe-203. The office wil arrange
for the teacher to return the cdll Edach clagerooms cell phone wil be taken with the
teachers any time they leave their clagsroom (ie. walks around campus, walks to
playground/gym) . Teachers are not permitted to use their persondl cell phones For parent
conmmunication.

Clagsroom Cell Phones
Meadowlark Room (Infants) . ... 201-286-712671
Bizon Room (1Z-18 months) .. .. 207286106l
Couote Room (18-74 monthe) . . .. 207-286-1085
cundance Room (24-20 monthe) . . .. 307-286-1220
Nellowstone Room (25 - 25 years) .. .. 201-286-1241
Cowboy Room (35 - S years) . ... 207-286-T265
Jackalope Room (35 - 5 years) . ... 307-286-103
Triceratops Room (Fart Time 3 - Syears) ... 307-214-T134




The Chidrens Diecovery Center offers full time classrooms For chidren ages b weeks to b years, das wel
ds d part time option for chidren dages 25-5. For part time, children must be potty trvined, and the chidren
can attend half dave or full days, these are contracted times that can be changed as ratios/ enroliment
dlows. Drop-in Gervices are not avdiable at the Chidrens Diecovery Center.

The Childrens Discovery Center io located in two different buidings on the LCCC Campus, the ARY building
houses the clagerooms for infants, todders, twos, dnd the younger preschoolers, the business office, and
the observation room. The AT buiding houses the 3 older preschool rooms, one of these being a part time
clagsroom,

The playground for all classrooms io located outside of the ARY buiding. During the winter monthe, the
children have use of the multi-purpose room in the gym for large motor time.

The importance of continuity of tedching teams in the classrooms ic one of the cornerstones of best
practice. The CDC strives to keep teaching teams together. Changes may oceur i a tedcher resigns or
takes along term apsence ie needed. The CDC has a full time substitute that will cover tedchers if thio

i

need should arise. acher—to-Chid Ratios
Age Group Chidren
\ ' InFants Up £o1Z morthe) 7 3
\ Todders (12-24 monthg) 7 0
Twos (24-20 monthg) Z va
Jr. Preschool (25-35 years) / b
Older Preschool (35-5 yedrs) 7 70




Admizsion Folicy
Families interested in enrdling their child/chidren at the CDC must complete an application that can be found on the LCCC website.
Once an application ic received, the assistant director wil get it entered into our system dnd send an emdil to let the Famiy know that
we received their application. Vriority ie given to famiies with siblings currently enrolled at the CDC, LCCC Students, Faculty, and
Gtaft. Famiies £rom the community or towns near by dre welcome to supmit dpplications.

Al applications are placed on the active waitlist. IF we contact you that we have a gpot For your chid, and you do not accept the spot,
your chid will be removed from the weitlist unless you make a request to remdin on the waitlist. It is the famiies responsiiity to inform
the center of any changes in contact information after submitting the application
After a chid io enrolied in the center, they wil have their spot unti they are withdrawn from the program or until they attend
Kindergarten

Withdrawal Volicy

The CDC encourages famiies to contact the office to discuss the withdrawdl of their chid/chidren at least 7 weeks prior to the last
day the chid wil be attending

Early Closures / Gnow Days
The CDC will cloze when Laramie County Community College closes. Ao soon ag any information is released/ announced from Laramie
County Community College, a YroCare message will be sent out to dll famiies to dlert them. Famiies dre dlso encouraged to look at the
LCCC website (www! CCCwyedw) for announcements as well

Should LCCC and the CDC close mid-day due to weather, a message will be cent out through Procare ag coon as administration gets
notice of the closure. We wil et a reasonaple time that the CDC will be closing, and ask that you come for your chid de oon as
possible 50 that our staff can get home safely to their famiies. No credits wil be given for weather related closures.



http://www.lccc.wy.edu/

Drop OFf
In the mornings, dll chidren will be dropped off in the ARY building from 630 am - "Ho am. Gtarting at "Ho am, the children in the AT
clagaroome, will need to be dropped off in the AT building
At drop off, you can ring the doorbell or knock, the tedachers will take your child to the bathroom <o they can wash their hande, and then
wil take them to their clagsroom

Pick Up
When you arrive to pick your child up, knock or ring the doorbell and you will be let into the center to go get your child and their belonginge,
and tak to their teacher
If comebody you have authorized is picking your child up, they can dleo knock, ring the doorbell or go to the office, they wil need to show
their photo [D before being let in to get your chid, unless the tedchers or office statf recognize them from picking up at other times.
Varente may revise the Authorized Vick Up List at any time, they can come to the office to do this or give it to the tedchers in
writing,

Gigning your child IN & OUT each day
It s extremely important that you sign your chid N & OUT each day on the Procare appl This ic what the teachers in the classroom
dre using for their roster, by looking at the app, they should be able to glance at it and know exactly how many children are in their care
at any given time. Nes, they dre still counting and aware of how many children they have, but if there is an emergency situation, it helps
when the children are signed in and out.  Teachers will sign children in and out if they are dropped off or picked up by people you have

duthorized, they will not need the app.
Varking
Varking spaces are provided for famiies For drop off and pick up at both the ARY and AT bulldings.  The parking spaces in these
locations are limited to 20 minutes. Pledse do not leave your car running or leave chidren unattended in your car.

DONOT PARKIN THE HANDICAP PARKING SFACES UNLESS NOU HAVE A PERMIT (this could result in your car being ticketed)




The fiscal management is oversighted by LCCC. The CDC Director worke with the \fice President of
Administration dand Findnce to develop an annudl operating budget.

The monthly tuition rate ic set and approved by LCCC Administration  The tuition ic stated in the
current annudl CDC Fee Agreements. The Fee Agreement is a legal binding agreement signed by the
parents/ guardiane for the upcoming year of services.

There wil not be tuition reduction for sick davye or vacations.  Tuition will be charged during the davys the
college io closed

Tuition statements will be emdiled to parents/guardians during the last week of the month, and
payment ic due the Z0th of the following month Yayments can be made by credit card, check, or cash,
Fayments can be made on the Procare App, or online at wwwmyprocare.com using the emai address on
file £rom the chide application. |LCCC and the Childrens Discovery Center do NOT accept American
Express Cards for payment.  There will be a $10 Fee charged for returned checke.

There iz a $25 non-refundable enroiment fee required at the time of enroliment.

A refundable tuition deposit equdl £o one month of tuition will be required for every chid in the program.
The deposit can pay the chids last month of enrolment or it will be refunded to the famiy,

Receipts are avdlable at the request of the parent/guardian At the end of the year, the CDC wil
provide famiies with a statement showing payments from Janudary to December for tax purposes.
After 20 days, if the tuition is not pdid, the famiy wil receive notice that the child may not return to
their clagsroom unti the balance ic paid. After 60 daug, if the Center has not received payment, we
are required to forward the account to the colleges Accounts Receivable Office. The refundable
deposit the famiy paid will be used to offset the balance on the account. Collections efforts may
include a hold being placed on student accounts dand could involve the use of an outside collection service


http://www.myprocare.com/

Medle & Hnacke

Famiies are responsible to bring nutritious medle and enacks each dafor their chid(ren). Breakfast (optional)
lunches, and enacke dre in edach classrooms d&til% schedule. Viease check with your chids teacher to find out their
clacs medl echedule.

. Each chid will need a cup/water bottle each day, these wil be sent home each night to be cleaned. IF you would lke
your chid to have mik with medls, pledse put it in a thermos or insulated bottle/cup to keep it cold For medl times,

Children 1Z months to age 5 will practice “famiy stule dining’. Famiy stule ie integrated into our curricuum and
provides opportunities for children to learn and develop cocidl ekils, cognitive skille, and manners as well as to build
relationships and engage in meaningful conversations with peers dnd adults.

; ) ONLY the infant and toddeer classrooms have the capabili%o? heating medls up. If you would like your chids medls
" tobeheated, it must be in a paper or gass container. No food shdll be heated in the microwave in plastic or
Styrofoam contdiners, plates, bags, or wraps.

It io recommended to use ice packe and/or thermos and insulated lunch boxes; no microwaves or refrigerators wil

be avdiaple for the chidren in the two-year-old classrooms dand up. Ylease include your childe name on their lunch

box. CDC i not peanut free. Nou wil be notified in writing i there ie a serious food dliergy inyour chids claseroom
Every measure wil be taken to ensure that we keep dll chidren cafe whie they dare eating their medls, and

decommodations dre made whenever possiple to protect chidren with food dlergies.  Tedcher team members wil

wash their hands and glove up while organizing the chidrens medls and snacks . The eating drea surfaces wil be
cleaned prior to medls/snacks being served as well as after. Please see infant feeding policies in regard to

ensuring food safety,

Please check expiration dates as per NAENC requirements, if teaching staff see food/drinks that are past the
expiration date, they dre required to discard it.

For any chid with epecidl feeding needs, and for dll infants, teachers wil document the type and quantity of food
the chid/infant consumes and will share this with the chids family




Allergy Information:
* At the LCCC Chidrens Discovery Center, the infant room is a NUT FREE classroom

In the other clagsrooms, pednut butter and other nut items dre permitted However,

i we enrall 4 child with a severe dllergy, a notice wil be sent out to dll famiies in the

FOOD! clageroom apout odid dliergy. Depending on the severity of the aller%‘%, Famiies ma«%be
IALLERGIESI asked to make supstitutions or to not PTHQ certain item(s) due to the nature of the
dlergy

Family Provided Gupplies (Please label belongings)

Water cup
Daily Medle & Snacke at
7 full changes of clothing (more iff potty training)

Digpers/pull ups as needed
Sunscreen (spring/ summer months)
Sunhat it you would like your chid to wear one

(
Weather Appropriate Outdoor Wear
= Jacket/Gweatshirt during warmer months \
= Heavy Coat/Gloves or Mittens/Hat for colder

months

o We try to get outside as often as we can and
want the chidren to be warm enough to play and CDC Yrovided Supplies
enjoy their time outside (Wyoming weather can > Tissues

YV V V V V VY

be extremely inconsistent)) > Gams Clup Unscented Baby Wipes
Family Picture for the Classroom Famiy Tree > Desitin or AZD Ointment
Cheet/Blanket for nap/rest time (sent home Friday to

be washed) a smdl stuffed animal to cudde with ie also ok

A\

A\




Birthday Treats

Edch of our teaching teams have their own creadtive ways to make your chid feel extra
specidl on their birthday. Famiies are welcome to bring/send simple “store-pought goodies” to
be chared with their chids clase. If you are wanting to bring birthday treats, please tak with

your childs teachers prior to bringing them in to ensure dil health requirements will be met,
and darrangements can be made for any chidren with dllergies.

Treasures From Home

During nap time, as long ds it does not cause issues, chidren dare welcome to bring a smal
stuffed anmal to cudde with
come of our classrooms have ‘Ghow & Share’, in those classes, the tedchers wil notify
famiies when their child ie scheduled to bring item(2) from home to share with the clase. Thi
provides a great opportunity for chidren to work on developing their expressive language as
they tell their friends about what they have brought, and why they chose what they did




O Labeling your Childs Belongings

_ Vlease label everything your child brings with their name. \We have lots of children here at the center each day, and
I feienot uncommon for them £o have the came items as somebody eloe. By labeling everything it aleo help the
_ tedchers and part time staff to insure that iteme dre going home with the correct famiy,

Babysitting

Any CDC employee who decepts a babysitting job For a family, does 20 as an independent contractor and not as an
employee of CDC/LCCC. CDC/LCCC cannot be held responsivle or be held liable for any actions or incidents that
occur when an employee ie engaged in work outside of their employment with CDC/LCCC.

Custody

Varents who have legdl restrictions on custody of their children must bring copies of the dppropriate legal
documents to the CDC OFffice to be added to the chids fie. [t ie the CDC's policy to provide copies of the childs
records, achievements, dssesoments, evaluations, ete. to both parents/ guardians unless there is a legd
requirement that states that a parent does not have custodidl righte.

Fee Agreements/Permissions/Contact Information

Edch year in June, famiies will be dsked to sign a new Fee Agreement for the upcoming fiscal year. At thie time,
Famiies wil dlzo be asked to update their permicsion preferences For their chidren) ag well ag to verify and

update dll contact information and authorized people for pick up.



Confidentidiity

[t ie the responeibiity and expectation that dll staff adhere to rules of confidentidlity as outlined in the NAENC
criteria and supject to dll dpplicable laws. With regards to chidren and famiies, staft will hold the following
infFormation in confidence, unless disclosure i mandatory by law:

. Chidren and famiy enroiment records

7. A chids hedlth status

2. Chidrens portfolio records

4 Chidrens assesoment records, [FGVs, [EVs, and/or other documentation

No records or documentation wil be shared without the expressed written permission from the chids
parent/ guardian unless disclosure iz mandatory by law.

The content of each chids hedlth and safety Fie ie confidential, but ie readiy avaiable upon request to

The chids parents or legal guardiane.
Regulatory authorities.

College Students

Any college student entering the center meets with either the Director or Assistant Director to review the CDC
Confidentiality Yolicy, and have to <ign off, stating that they agree to abide by it.

If they are going back to their college class to discuss what they have opserved, they dre dsked to change the

names of the chidren or say one child.” ‘another chid did.” to maintain confidentiality For the children and their
Famiies.




I Famiy Grievance Yrocedures

_ We encourage dll families to tak with their chids tedcher and bring up any concerns as soon as possible. I you dre
O not comfortaple in bringing the concern up with the claseroom tedching team, please, spedk to the Director or
Aesictant Director. ?F we drent made awdre of a concern, we cant help to find a resolution for the issue.

_ > Famiies are encourdged to discuss concerns apout their chid or their chids classroom with their chids teacher,
and/or the Director as soon as a concern arises.
> Tedachers or famiies may request a Family Conference at any time to discuss concerns. Famiies or teachers
may request that the Director or Assistant Director attend the meeting
> The Director wil facilitate a discussion with dll parties involved, and wil work to resolve the conflict.

Adherence to Americans with Dieabilities Act

Our policy iz to accept children in compliance with the Americans with Dieabiities Act (ADA), ite regulations, and any
other dpplicaple local state or federdl laws pertdining to the provision of services to individudle with disapiities.

Gpecidl Education Plans (EP 5 & ITFOY 9) & Family Conferences

If a chid attending the CDC i& on an Individudiized Family Service Plan (FGF) or an Individudiized Education Plan (EF)
parents may sigh permicsion for the classeroom teacher and team to participate as members of the multidieciplinary
team meetings. A written agreement exists between STRIDE and the CDC to provide early intervention services

for children and families at our center.

Varent Tedcher Conferences dre held twice a year, in the £al and spring  Teachers share the chid Work Samples,

ACQ and Wyoming Early Learning Standards, and discuss the chids growth and development. Farents and /or
tedchers may request a parent-teacher conference at any time.



All doors providing access to the CDC inboth the ARY building and the AT building are only accessivle by key or
the code given only to staff members. Doors into the clagerooms are locked at all times.  The code to the
doors ie periodicdlly changed throughout the vyear for security reasons. No CDC vigitors or visiting LCCC
students dre given the decess code

Varente/ guardiane must <ign their chid in and out each day with the Procare App, by using the GF5 location or
scanning the QK code posted at the doore,

LCCC Campus Gafety Officers work closely with the staff of the CDC to ensure that the chidren are safe.
There dre cameras throughout the college campus to assist campus cafety in monitoring hdll way activity,

No wedpons are dlowed on the premises Childrens Discovery Center, unless it an on duty law enforcement
officer. A we dare on a college campug, this follows Wuyoming SGtate Statute 6-8-104(),

Emergency Yrocedures

The Wyoming Highway Fatrol Academy is located on the LCCC Campus, just east of the CDC. These are
dctive duty officers that would be first responders in an emergency,

The following pages describe the Emergency Procedures that LCCC and the Childrens Diecovery Center wil
folow. These all come from the Emergency Procedures Hip Chart that ie posted in each clagsroom

For emergencies, it ie important that dll stafcf remdin calm, the children need the teachers and adults to remdin
cdlm, they wil feed off of anypody around them in panic mode.

Campus Gafety can be reached at: 207718122 OR 2076200645



>
>
>
>

Emergency Drille

The following emergency drile are conducted throughout the year in accordance with local fire code and licensing
requirements:
Emergency Fire Drile are conducted monthly, at various times throughout the day
Emergency Tornado Drille are conducted monthly from April through August.
Lockdown and BEvacudtion procedures dre discussed with dll staft, but not practiced with the chidren <o as not to
frighten them.
Emergency evacudtion routes (showing primary & secondary) are posted at each exit in each clagsroom
Chidren are guided by tedchers to their designated safe place
Infante and young toddiers dare placed in exacuation cribs to be transported to their designated safe place.
For edch emergency dril, the teachers carry their emergency packs (equipped with first did kits, baby wipes, extra
digpers if needed, a spare change of clothing), and their classroom cell phone (the Procare app is on all clagsroom cel
phones and shows what children dre signed in at that time, ag well as having edch chids contact information)
If emergency evacuations from the college are deemed necessary, the Director/ Assistant Director will coordinate with
the Director of Kigk Management and Campus Gafety and LCCC Officidle. Families wil be contacted through the
Procare App with information regarding the evacuation, de well ds their chids location and when dnd where they can pick
their child/chidren up
If there io an emergency lockdown, the Director/ Assistant Director will coordinate with the Director of Risk Management
and Campus Gatety and LCCC Officidls, and will be contacting famiies through the Procare App. There will be ongoing
communication coming £rom the Director/Assistant Director until the lockdown i lifted



Emergency Procedures (As per LCCC Flip Chart)

In any Emergency Situation..

Classroom Gtaff are responsible for their
+ Clagsroom roster (on the cel phone, Procare A%pp)
Emergency backpack (containing the clagsroom First Aid Kit)

It ie extremely important for famiies to sign their children in and out ever? day 0
that we can look at the app and know how many children we have at a gancel

Active Ghooter
Ghould there ever be an active shooter on campus, CDC Administrators would be dlerted. Upon receiving the dlert,
CDC staff would take the chidren to their “safe place’. As soon as children and staff were secure in their ‘safe
spdce’, a Yrocare meseage notifying dll famiies would be sent out. There would be continuous communication going out
from the Director or Assistant Director until the dll clear was given, then that would also be communicated with
famiies. \We dagk that famiies refradin from trying to communicate with teachers during this time ds their primary
concern wil be the chidren
Kesearch shows that dctive shooter situations rarely last over 5-10 minutes, and we have been told that unless it
starts in our puildinge, it won't make it to our buildings before it was stopped

If the active shooter is inside/near your buiding: IF the active shooter is in another dred of campus:
- Kemdin cam - Kemdin calm
@Gather chidren and take them to your classrooms “‘cafe . KeeE children inside the classrooms.

dready locked, lock the doors to the playground in ARV
and close curtdine in AT

. Earricade doors by any means pozsile

- Do not open doors Untir given the dll clear

prlace” « Lock playground doors (ARY) & close curtding (AT) as
urn off lights, keep children as quiet and caim as recautionary medasure

possible - Be preparedto move to your classrooms ‘safe place’
Close clageroom plinds and our interior doors are d QicKly if necessary




O Emergency Procedures (Continued)

_ > A Protocol - If didling from a campus landine, dial 4-Al -
] I in doubt, call .. anytime that Al is necessary, follow these guidelines ldentify yourself. Give the nature of
your emergency. Give bullding address and precice location of emergency in the building. Give medical status of
_ Al Vigitors and staff it known/appropriate. Do not hdang up unless told to do so by the Al operator. After
being released, diert campus satety by caling 2016200645,
> Fire, omoke, Explogion -
I Fire, explogion, occurs in the building, or if you observe smoke, follow these guidelines: Assess the situation,
dctivate the nearest fire dlarm and cal 4l (dentify yourself, give your location, name and address of building,
five nature of incident and any known injuries). After being released by Al operator cdl Campus Safety at
2016200645 Bvacuate buiding (go at least 500 feet away, keep streets, fire lanes, hydrant dreas, & wakwayz
clear for emergency personnel). Do not attempt to return until “All Clear” ic given
> Threatening Calls -
Collect as much information as possivle - if caller id i possible, not the phone number - name of caller - location
of cdller - caller's complaint - how ie cdller threatening? - DO NOT hang up, even if the caller hangs up! From
another phone, notify Campus Safety at 2016300645, IF Campus Safety directs you to, call Al
> After-Hours Emergencies -
If there is+ evidence of forced entry - severe vanddliem - naturdl gas odors - vigible physicdl damage £rom
I I I I elements - water or wind damage to the bulding, Call Al from a safe place. Do not enter the puilding. Cal
Canmpus Satety at 2016200645, I there is minor vanddliem that does not require securing the buiding, dlert
Canmpus Satety at 3016200645,



Emergency Procedures (Continued)

> éhelter in Place - Hazardous Materidls Gpils - Ghelter in Place Rooms nearest CDC - APR 124/128/12% - AT 131 -
If the <pil ie OUTEIDE - Call Al Alert Campus Safety at 2076300645, Move staff/ chidren and visitors
indoors. Turn off dll ventiation systems. Go to designated Shelter in Place, close all windows and doors, and
sedl gaps with kite availaple in the rooms. Close ae many interndl doors as possible. I local authorities warn
of explosion, close dll shades and drapes. I you suspect gas or vapors have entered the building take shallow
preaths through a cloth or towel Kemdin in Shelter in Ylace until further notice.
= If the opilic INGIDE - Bvdcuate affected areas of the uiding Call Alif needed Alert Campus SGafety at
3076300645 Move staff/ chidren and visitors outside. Ghut of f ventiation system
> Weather Gituations -
Gnow - The President of the College will decide with the Phuysical Viant Director and notify media and College
Employees through the RAVE system of dany closure by 6:00 am CLOGED CAMPUG refers to dl classes
and activities in Cheyenne - including, the CDC.
= Flood - Watch = Yossible, Warning = diready occurring or wil occur soon. Move £rom lower part of campus to
higher ground. Stay away £rom power lines and electrical items. ook before you step, make sure there is
something to step on (b inches of moving water can knock a person down). Be dlert for gas leake. Gtay on
high ground unti notified
> Lockdown Gituations -
Lockdown - if determined necessary, designated person call Al Alert Campus Safety at 2016300645, |ock
clageroom doors and cover windows. Kemdin in lockdown until the “All Clear” has been given




