
OUR PHILOSPHY 
The JCC Early Learning Center is a center of learning influenced by its Jewish heritage and dedicated to the principles of 
social justice and respect for the uniqueness and diversity of each person.  Our primary focus is education and serving 
the needs of young children and their families.  It is our belief that by creating a community of neighbors, people who 
cooperate with one another, we are responding to a basic need of both parents and children. 
 
Early childhood is the most critical period in human growth and development, for it is the time when the foundations 
and pathways for academic achievement are laid.  Play is the work of childhood.  Through their play, children seek to 
understand the world around them and their place within the world.  By participating in a variety of activities, children 
develop the neurological pathways necessary for mental, physical, emotional growth, and academic readiness.  Through 
collaborative efforts with each other, children learn to be sensitive to their own and others’ needs, thoughts and 
feelings. 
 
Learning is a life-long-process.  It begins when children can participate in a safe environment with a variety of activities 
that challenge and interest them.  During these early years, learning experiences must be diverse, creative, carefully 
planned and based upon sound principles of child development.   
 
CREATIVE CURRICULUM 
The philosophy of The Creative Curriculum® is that young children learn best by doing. The Creative Curriculum® is built 
on theories of development in young children, that all children learn through active exploration of their environment 
and therefore the environment plays a critical role in learning. The goal of The Creative Curriculum® is to help children 
become independent, self-confident, inquisitive and enthusiastic learners by actively exploring their environment. 
 
The curriculum identifies goals in all areas of development: Social/Emotional, Cognitive, Physical and Language. The 
planned activities for the children, the organization of the environment, the selection of toys and materials, planning 
the daily schedule and interacting with the children, are all designed to accomplish the goals and objectives of the 
curriculum and give your child a successful year in school.  

The Creative Curriculum® shows teachers how to integrate learning in literacy, math, science, social studies, the arts, 
and technology throughout the day. It also gives the teacher a wide range of teaching strategies-- from child-initiated 
learning to teacher-directed approaches-- to best respond to children's learning styles, strengths, and interests.  

JEWISH CURRICULUM 
The Jewish Community Center’s preschool serves many Jewish families, many interfaith families and many non-Jewish 
families who are interested in or share the same values we hold dear as Jews.  These values are universal and we 
extend with warmth our love of them.  We treasure all who share them with us. Our curriculum focuses on Jewish 
holidays and values.  We sing, dance and tell stories on a preschool level.  We hope that all who celebrate with us will 
feel comfortable and included.  Your questions and needs for clarification are always welcome.  We do not celebrate 
many non-Jewish holidays, trying as we may to convey the continuity of the cycle of the Jewish year. 
 
Our emphasis is on providing enriching “hands-on” experiences with Judaic traditions that are appropriate to each 
child’s development.  Our rooms contain Judaic objects. Symbols and simple Hebrew words and songs are used daily.  
We sing or say Hamotzi, a blessing of one’s food each time we eat.  Friday is a favorite day at school when all groups 
celebrate Shabbat.  Jewish books, stories, songs and games are used throughout the year.   
 
Additionally, Jewish values are integrated into the daily classroom life.  Three primary concepts are generic to all our 
preschool classes:  Mitzvot – doing good deeds; Tzedakah – supporting others in need; and Tikun Olam – the healing of 
our world.  These concepts are taught and modeled in age-appropriate activities as well as the social interactions 
between children and staff.  These primary concepts are embellished by other Jewish values of kindness, hospitality, 
respecting the rights of others, sharing, the joy of learning, and many more. 
 
 



OUR STAFF 
The Early Learning Center has been fortunate to bring together a staff of caring, concerned and experienced teachers, 
group supervisors, and aides, each of whom makes an important contribution to our program.     
 
In addition to meeting all professional requirements needed for their positions, our staff members maintain 
certification in first aid, infant and child CPR, fire safety and water safety.  They also obtain ongoing training in such 
areas as child development, discipline, child nutrition, program development, and Judaic programming. 
 
Our Early Learning Center staff are mandated reporters of child abuse and/or neglect. 
 
LICENSING 
The Early Learning Center is licensed by both the Pennsylvania Department of Education and the Department of Public 
Welfare and is a Keystone Stars participant.   
 
NON-DISCRIMINATION POLICY 
The Jewish Community Center is a constituent agency of the Jewish Federation of Greater Harrisburg and the United 
Way of the Capital Region and does not discriminate on the basis of race, color, sex, age, handicap, religion, ethnic 
background, or national origin. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
GENERAL POLICIES AND PROCEDURES 

 
ATTENDANCE 
Regular attendance is important for each child’s development. When you arrive on time, your child can be an active 
participant in all fun activities.  Late arrivals can also be disruptive to the children’s routine-both for your own child and 
that of the others in the classroom.  It is hard when you arrive late and your child sees that they have missed an activity, 
project, or group interaction.  There is no make-up provided for missed days.  Children need to arrive to school before 
11 am. 
 
BILLING AND PAYMENT 
 
ELC TUITION POLICY 
Tuition is billed monthly. Parents may elect to pay their tuition once per month on the first day of the month or may 
elect to pay their tuition two times per month - the first half on the 1st day of the month, the second half on the 15th 
day of the month or weekly.  Parents may, from time to time, have difficulty making monthly tuition payments due to 
unforeseen financial circumstances. If a parent(s) find that he/she is unable to remit monthly tuition payments when 
due, the parent(s) must promptly notify the Federation’s Accounting Department at 236-9555, ext. 3208 so that an 
agreement for the payment of past-due tuition can be arranged.  Failure to notify or to comply with the payment 
agreement within one month of the date a tuition payment was due will jeopardize a child’s continued enrollment in 
the ELC. Families are required to sign a contract that assures their responsibility for payment of tuition through the 
term of their child’s scheduled attendance. A payment contract must be reviewed and initialed every six months.          
All payments to your account will be applied to the older outstanding balance. 
Tuition must continue to be paid regardless of absence for any reason, including absences due to illness or vacation.  No 
deductions will be made for JCC closings due to holidays, snow days or other JCC closings listed in the holiday schedule.  
The JCC reserves the right to make modest changes to the calendar, as well as raise tuition. 
 
Payments 
Payments are deposited in the mailbox in front of the Early Learning Center Director’s office or mailed to the JCC, unless 
you have arranged for automatic payments. 
 
Preauthorized debit: Automatic payments from your checking account can be arranged through the Accounting 
Department. 
Checks: All financial transactions made by check are payable to Jewish Federation.  Checks returned by the bank will 
require a $25.00 administrative fee. 
Discounts 
Sibling Discount: $60 per month discount will be applied to the older sibling’s account. 
 
Vacation Credit 
Year round children may take up to two weeks’ vacation credit at half tuition during the course of the fiscal year. 
Vacation credit is earned: 1 week after 6 months enrolled in the program and 2 weeks after 12 months enrolled in the 
program. Please notify the ELC office when you intend to use this. The vacation credit cannot be applied after the fact.  
 
Financial Aide 
The JCC has a small fund donated by concerned members of the community to be used as scholarship aid for ELC 
families.  To apply for this assistance, financial forms must be submitted annually to the Early Learning Center Director. 
In addition, the JCC Early Learning Center is an approved childcare provider under the Title XX guidelines administrated 
locally by the Child Care Network. 
 
Refunds 
 There are no refunds or substitutions of days, regardless of your child’s attendance or school closings. 
 



JCC Membership 
Every ELC family will receive a FREE Family B membership to the JCC and Green Hills swim club. 
 
COMMUNICATION 
If there are any problems, we really do want to know about them immediately in order to resolve them.  The staff 
works closely with parents offering parent/teacher conferences twice yearly and making themselves available to discuss 
programs, concerns and child’s progress.  We want to keep you informed about your child’s classroom experience.  
Problems related to your child’s classroom should first be directed to the teacher.  The director is available if you need 
further discussion of an issue.  Please be aware that the teacher may to be able to discuss problems you raise with them 
during the time they are responsible for the children in the classroom. They will be happy to set up a time to discuss 
whatever you need during non-teaching hours.   
 
PARENT PARTICIPATION 
Parents are a vital part of our school.  You provide us with support for programs and are a wonderful resource for our 
curriculum.  We welcome parent participation throughout the school year, especially with special holiday events and 
gatherings.  We are interested in developing a close working relationship with you regarding your child’s development 
and activities.  We believe the parents and teacher working together can provide the best learning environment for 
young children.  The director and teachers are accessible at other times by appointment if there is anything you wish to 
discuss.  Likewise, your child’s teacher will contact you if there is something of concern, or to share, in reference to your 
child’s day.  We strongly encourage your participation.  
 
EARLY LEARNING CENTER COMMITTEE 
The Early Learning Center Committee is made up of interested members of the JCC who may or may not have a child in 
our program.  The main function of the ELC is to review the programs and policies of the Early Learning Center.  All 
interested parents and staff are invited to attend Committee meetings.  The Early Learning Center Committee is a 
committee of the Jewish Federation Board. 
The Committee is responsible for volunteer opportunities in the classroom and for school-wide functions.  Classroom 
parents are an integral component to a successful program. 
 
ENROLLMENT DETAILS 
Age: The Early Learning Center program is open to children from six weeks until the summer before kindergarten. 
 
The Infant Room has children from six weeks until they reach the skill level necessary for the Toddler Room, or 18 
months of age. Children remain in the Toddler Room until the summer they enter Turning 3’s. 
Children in the Turning 3’s must be two years old by September 1

st
 of the school year; children in the Turning 4’s must 

be three years old by September 1
st

; and children in the Pre-Kindergarten must be four years old by September 1
st

.   
 
FOOD SERVICE POLICIES 
Food Preparation and Dietary Needs: 
All food served in the JCC is kosher, overseen by the JCC Catering Director.  No food may be brought into the building 
except when approved by the catering director.  Special needs such as vegetarian diets as well as medically restricted 
diets will be accommodated.  Please discuss this with the ELC Director.  The ELC is a “nut-free” facility. 

 
Birthday Celebrations 
Your child’s birthday is a very special day!  If you would like to bring in a special snack for the occasion, it must be 
kosher.  The Giant on Linglestown Road is the only acceptable bakery in town.  Other choices are a packaged baked 
good like cookies with an appropriate heksher; please see the Director for more information. Birthday snacks are 
usually served at morning snack time, however other arrangements may be made with your child’s teacher.  
 
PASSOVER & OTHER HOLIDAYS 
Passover observances will be adhered to with regard to food served or brought to school.  Leavened bread cannot be 
eaten/brought on site during the holiday observances. 



The JCC does not celebrate Halloween or Valentine’s Day, instead we concentrate our curriculum on Jewish holidays 
throughout the year. 

 
Infants 
Parents provide all formula and/or breast milk for infants until they become Toddlers; all food for Infants is provided by 
the ELC.  The Infant Room staff will not give your infant any food that has not already been introduced at home, and will 
work closely with you to ensure that all of your baby’s dietary needs are being met. 
 
Menus  
Menus are prepared and distributed on a monthly basis, and are posted in each classroom.  Changes and substitutions 
in the menu by the Catering Director may occur. 
 
GRIEVANCE PROCEDURE 
Classroom Activities 

Discuss the matter directly with the staff member involved. 
If the matter is not resolved, speak with the ELC Director. 
If there is no resolution, discuss the matter with the Associate Executive Director. 
If you are still dissatisfied, speak with the ELC Committee Chairperson. 

Policies and Procedures 
Speak with the ELC Director. 
If there is no resolution, discuss the matter with the Associate Executive Director. 
If you are still dissatisfied, speak with the ELC Committee Chairperson. 

Building and Physical Environment 
Speak with the ELC Director.  
If there is no resolution, discuss the matter with the Associate Executive Director. 
If you are still dissatisfied, speak with the ELC Committee Chairperson. 
 

Immunizations: 
All children entering the Brenner Family Early Learning Center and JCC Summer Camps must have 
an immunization record/medical form on file prior to admission. Parents are required to provide 
updated immunization records each time their child receives a vaccination. Parents of children with 
missing or overdue vaccinations have 14 business days to submit an updated copy of their child’s 
immunizations. Failure to comply within 14 business days will result in the child being excluded 
from the JCC Early Learning Center and the JCC Summer Camps until the child is caught up. 
Based on the American Academy of Pediatrics recommendations, the Jewish Community Center will 
only excuse children from the immunization law with a medical exemption that is signed by a 
physician not related to the child or adult. As a private organization the JCC has the right not to 
recognize religious or personal exemptions.  The JCC bases this decision on the responsibility to 
protect all children and adults enrolled in the ELC and the summer camps from infections that can 
be prevented or ameliorated by immunizations. Unimmunized children have a substantially higher 
risk of bringing pertussis, measles, and chickenpox into our ELC and camps. 
Medical Exemption: 
If a licensed physician, physician assistant, or a nurse practitioner certifies in writing that the child 
has a health condition which is a valid contraindication to receiving a specific vaccine, then a 
permanent or temporary exemption may be granted. This statement must specify those 
immunizations which may be detrimental and the length of time they may be detrimental. In the 
event if an outbreak, medically exempt children will be excluded from care to avoid potential 
complications of the disease. The Department of Health will be consulted if an outbreak does occur. 



 
 

HEALTH AND SAFETY POLICIES  
You know your child better than anyone, if your child has a loss of appetite, shows signs of listlessness, irritability, or 
fatigue, your child may be coming down with an illness and should be kept home.  Many illnesses are infectious.  Please 
do not send your child to school if you suspect your child may be getting sick.  Please do not return your child to school 
until the illness is no longer communicable, and the child is able to participate in classroom activities. 
 
When deciding whether or not to keep your child home, the following guidelines should be applied: 
The child does not feel well enough to participate comfortably in the daily activities 
The staff cannot care for the sick child without interfering with the care of the other children 
The child has any of the following symptoms that indicate a contagious disease or an immediate need for medical 
evaluation: 
Fever (of 100 degrees or higher) and/or behavior changes or other symptoms of illness as defined by the American 
Academy of Pediatrics guidelines for child care centers 
Child has two or more episodes of runny, watery diarrhea and needs to be episode free for 24 hours.   
Children are fever free without medication for 24 hours before returning to Early Learning Center programs 
Fever is not the best indicator of illness. Children with no fever may be excluded if exhibiting symptoms listed: 
Vomiting or diarrhea 
Complaints of headache, sore throat, or lethargy 
Suspicious rashes 
 
The ELC Director or her designee is authorized to make final determination as to whether or not a child may remain in 
the Early Learning Center. Doctor’s notes are not sufficient to determine inclusion.  
 
Children must remain home for 24 hours without symptoms before returning to school.   
In order to assure your child’s comfort and reduce risk of contagion, we ask that children be picked up as soon as 
possible.  In the case of suspected or confirmed contagious disease, rash or continuing symptoms, a doctor’s 
authorization is required before your child is permitted to return to school. 
 
 
 
Head Lice 
Head lice are tiny tan-colored bugs that are easily transmitted through eggs (nits). The nits are tiny, oval-shaped and 
grayish-white. They adhere to the hair strands about 1.2 to 1 inch from the scalp. The noticeable symptom of lice is 
itching (and a child’s constant scratching). Treatment involves a fairly simple shampooing and combing with an over-
the-counter kit or other remedies. Although it is rare to have a lice infestation, it can occur. Children with head lice will 
be sent home for treatment and all other parents will be notified and asked to double-check their children. In the rare 
instance that this occurs, we will issue guidelines for eradicating these organisms. No one really knows where lice 
originate; they are not a reflection of uncleanliness as was assumed in the past. In the event of an occurrence of head 
lice at the JCC, we will do head checks. 

A child treated for head lice may not return to the JCC until treatment has taken place and all nits have been 
removed from the hair and with a doctor’s note confirming this. This is to reduce or prevent “survivor  re-
infestation”. 
 
Contagious Diseases 
If your child contracts a contagious disease (e.g., chicken pox, strep throat, conjunctivitis, and so on), please inform 
the Early Learning Center offices so that other parents can be notified. 

 
Medication 
No medications of any type, including vitamins, Tylenol, ear drops, cough syrup, or prescription medications will be 
given to a child without a parental signature in the daily medication log and a written prescription from a physician.  



The ELC will ONLY give medication if absolutely necessary to be given during the time the child(ren) is at the center.  
The orders must be specific as to how much and how long the medication is to be given – “cough syrup as needed” 
or “Tylenol if irritable” is not acceptable. 

 
In addition, all medication should be placed in the Infant Room refrigerator and the medication log must be 
signed daily. If you will not be bringing your child in yourself, whoever brings the child in will be responsible for 
signing the log.  **We will not dispense medication without a daily signature. 

Parents are expected to provide a dispenser. 
Medication will be dispensed by the Director or her designees.  Please inform us if your child has 
difficulty taking the medication. 
Any medication that is ordered by a physician for 4 times per day or every 4 hours may be given by ELC 
personnel twice.  Any medication prescribed for 3 times per day may be given once. Medication 
prescribed for once or twice a day will NOT be given. 
Creams for yeast infections will only be applied with a note from the physician. 
All medications must be in the original container labeled with the child’s name. 
Medications are discarded upon date of expiration. 

                  
Medical emergency procedures 
In a life-threatening emergency, we will transport your child to Harrisburg Hospital, by ambulance or private car.  A JCC 
staff member will accompany your child and stay with him/her until you or a person authorized by you arrives.   

 
In event of non-life threatening injuries requiring stitches or setting, we will make every effort to contact you for your 
choice of hospital.  If we are unable to reach you, we will use Harrisburg Hospital.  A staff person will accompany your 
child and stay with him/her until you or an authorized person arrives. 
 
LABEL 
 All items your child brings to the ELC should be clearly marked with his or her name.  Many children have the same 
name so please use both first and last names when possible.  If your child brings an unmarked item to school we will 
label it for you with a permanent marker.  Occasionally one of the children’s belongings is misplaced, so please do not 
bring in the blanket that is a family heirloom or the only special bear that your child can’t sleep without.  
 
 
 
NAPS 
Children take naps and will need to bring a clearly labeled crib sized sheet and blanket from home.  A comfort object 
that the child requires for nap may be brought in, but the child should plan on keeping the toy in his/her backpack 
when not napping.  Children nap on mats.  Please provide a cloth bag that will hold all of your child’s nap things, label 
the bag on the outside.  Plastic bags may not be used.  Please take all sheets, blankets, etc. home every Friday, wash 
them and bring them back to school on Monday. 
Our program makes every attempt to meet each child’s rest needs. It is difficult to guarantee a specific length of 
naptime or specific wake-up time for each child as rest needs vary with activity level, sleep patterns, etc. It is equally 
difficult and in opposition of a child-centered program to keep a child awake if he/she wants to rest. 
Toddlers, Turning 3’s, Turning 4’s and Pre-K nap or rest from 1:00 p.m. – 3:00 p.m.  (Times are approximate) 
 
 
PARENT CODE OF CONDUCT 
The Jewish Community Center expects parents to observe an acceptable code of conduct in the Early Learning Center 
and on its grounds. The following behaviors are not acceptable in the ELC or on the JCC grounds: 

 Physical or verbal punishment of their children; 
 Physical or verbal punishment of other children; 
 Threatening staff, other parents or other children; 
 Swearing, cursing, threatening/obscene gestures; 
 Quarreling with other parents or staff; 



 Not following policies designated to protect the safety and security of everyone at the 
center. 

 
PARENT COMMUNICATION 
There are two parent/teacher conferences per year to enable parents to raise concerns and questions, and to facilitate a 
dialogue between school and family.  Please let us know if something new and extraordinary is happening at home so 
that we can work more effectively together.  Please remember to check the parent bulletin board, periodically, for 
important information, flyers and upcoming events.   
We also welcome any input, feedback or suggestions about our classrooms or program, at any time.  Your input is 
important for the smooth running of the preschool. 
 
E-Mail: Each teacher has a personal e-mail address and will send out communication to you. Parents may contact 
teachers via e-mail at this address. Teachers are required to check their e-mail at a minimum of once a day.  Please be 
sure that your teacher has your e-mail address.  Please be aware that our teachers are taking care of your children and 
may not be able to respond to e-mails during the day.  If you require a quick response, please contact the ELC Director.   
 
Daily Reports 
Each day the children enrolled in our program receive a report that indicates your child’s schedule and supply needs.   
 
Transitioning 
It is very important to us that transitioning your child from one age group to another or from our school to another 
school is done smoothly.  As ELC professionals, one of our main goals is to make sure that at all times your child’s 
experience in our school is a pleasant one.  Since transitioning can be difficult for some children, we want to make sure 
that we are all working together to make this process an easy one. You will be notified by a letter when this will occur.  
Working as a cohesive unit, we can all help to make this just one more positive experience in your child’s early 
educational journey.  At the request of the parent, in written form, we will be transfer records to another educational 
facility. 
 
Observations 
Within the first 45 days of enrollment, a formal observation will be completed for your child.  That observation is 
available for your review by contacting the Director.  
 
Stakeholders 
A list of Stakeholders is provided to each family on an annual basis.  To assist us in inclusion of the most influential in 
our children’s future, we encourage parents to suggest additions to our list. 
 
  
Daily & Monthly Schedules 

1. Each teacher or group supervisor has developed a general daily schedule of activities that is posted in 
each room. 

2. Each classroom issues a monthly calendar of upcoming topics, events and projects.  This is developed 
with close coordination between the teachers to ensure that the children are receiving an appropriate 
mix of activities.  If you have questions or suggestions, please speak to the teacher or the Director.  
The staff needs your feedback and participation to do the best job possible. 

 
PICK UP AND DROP OFF 
Location 
The Early Learning Center entrance is located on the Vaughn Street side of the Jewish Community Center building.  You 
may enter the parking lot from Vaughn Street and park in the spaces marked ”Pick Up and Drop Off” which are for ELC 
families only.  Enter the building through the Vaughn Street door and go down stairs to the security door and swipe 
your fob.  Contact the ELC offices for your fob.  Do not share your fob with others, or hold the door open for people 
entering behind you. 



 To leave the Parking lot, you must exit through the Bergner Street side of the Jewish Community Center 
campus.  You may not exit through Vaughn Street. 

 Parking in the fire lane is not permitted. 
 
Arrival 
Infants should always be dropped off in their room. Toddlers, Turning Three’s, Turning Four’s, and Pre-K’s arriving prior 
to 8:30 a.m. should be taken to their morning drop-off room. Children arriving after 8:30 a.m. should be taken directly 
to their classrooms. 
 
Early Arrival 
Children enrolled in the School Year Options can arrive at 8:30 a.m. but no later than  
9:00 a.m.  If the need arises for your child to arrive earlier, please let us know.  We will accommodate you, if possible, 
and you will be billed for the services used. 
  
Departure 
Children must be picked up promptly at the end of their session.  Failure to do so will result in late fees.   If you are 
unable to be on time, please notify us so that your child may be reassured.  Late fees are charged at the rate of $1.00 
per minute. 
 
Pickup Designees 
A written note with your child’s name, the date, and parental signature must be sent to us in order for your child to be 
released to anyone other than you.  A verbal designation to a staff member is not acceptable. A note concerning an 
ongoing carpool arrangement should be sent to us at the beginning of the arrangement and will suffice for the duration. 

 
In case of an emergency or last-minute pickup, we will accept a phone call that authorizes someone listed on your 
child’s Emergency Contact form. 

 
Your child will not be released to anyone without your permission, and a Photo ID will be required of anyone unknown 
to us.  Please warn your designee so that they will have ID.  Even if they have picked your child up before, ID will be 
necessary if the staff person on duty does not know them.  This is for your child’s protection.  Please be cooperative 
with our staff for following procedures in this matter. 
 
PJ LIBRARY 
The PJ Library mails free, age-appropriate Jewish books and music to children monthly at their homes.  Jewish children 
ages 6 months to eight years old are encouraged to contact PJ Library Coordinator at 236-9555, ext. 3402. 
 

 
     Policy for a new child entering the center who does not speak English: 
When a new child begins attending our center, we will make sure that all the kids understand that their 
group is a family unit and that all members are equally valuable. 
Children can learn more than one language at a time. The best time to do so is between birth and 12 
years 
of age, especially when young children are beginning to understand the world around them and 
learning 
new words and concepts. 
We will always support children's native language -the language they hear at home and grow up with. 
Language is not only made up of words, it is the way the world is represented for the child -their 
experiences, their traditions, and their culture. 
It is important for children to hold on to their native language. We will encourage the child by making 
an 
effort to learn as much as they can about an incoming child's culture and language. That way, we can 
fully 



include and support that child in our program. 
Having books available in both languages, for example, as well as labeling, can facilitate the use and 
practice of two tongues. 
We will encourage and introduce the child's language and cultural difference to the other children by 
inviting 
the child and the parents to bring in photos, music and books in their native language so that it can be 
incorporated into the program. 

 
 
 
 
Suspension/Expulsion Policy 
Positive guidance is incorporated everywhere, positive manner where rules and routines are clearly established, 
expectations are age appropriate and positive reinforcement is stressed.  Gentle reminders, redirecting a child and 
providing choices often help reduce conflict.  The ultimate goal is to teach children appropriate behavior, self-control, 
and positive ways to resolve conflict.  A caring adult is always available to help a child work through a problem.  Parents 
will be notified when unusual behaviors or concerns arise and the parents, teacher or administrator may request a 
conference. 
Inappropriate aggressive physical behavior (biting, hitting, fighting, etc.) by a child toward another child or staff 
members is unacceptable.  Parents are informed if such an incident occurs, and if behaviors continue, the following 
steps may be taken: 

 Conference between teachers and parents. 

 Conference between teachers, parents and Director. 

 Written documentation of abnormally aggressive and/or developmentally inappropriate behaviors. 

 Early intervention services called into the ELC to assess the behaviors and work with the child, teachers and 
family. 

 As a last resort, the Jewish Community Center reserves the right to terminate the enrollment of children who 
exhibit aggressive physical behavioral patterns which are harmful to themselves or others, or are otherwise 
inappropriate. Behavior varies according to age group. Inappropriate behavior is determined at the discretion 
of the ELC Director in consultation with the classroom teachers and appropriate child development 
professionals, as necessary. 
 

 

 

Policy for the usage of text Caring for our Children: 

A joint collaborative project of American Academy of Pediatrics, American Public Health Association, 

National Resource center For Health and Safety in Child Care and Early Education, and supported by the U.S. 

Department of Health and Human Services to write the book Caring for our Children. This book represents 

the health and safety standards experts believe should be in place where children are cared for outside of 

their homes. Use of Caring for our Children Basics is not a federal requirement. Standards on the following 

topics are included: 

 

 Staffing 

 Programs Activities for Healthy Development 



 Health Promotion and Protection 

 Nutrition and Food Service 

 Facilities, Supplies, Equipment, and Environmental Health 

 Play Areas/Playgrounds and Transportation 

 Infectious Disease 

 Policies 

 

This book will be placed in the main office for all staff to use as a resource to cover any of the above mentioned 

topics. It will also be used as a tool to help explain to our ELC families why we have the polices in place that we 

do.  

 

 
 

Inclusion Policy 

 

 All individuals must be treated equally, regardless of their race, national or ethnic origin, color, religion, sex, 
age, or mental or physical disability. Employers and service providers are required to accommodate special 

needs, including those of people with disabilities, short of undue hardship. 

  
Children with special needs require child care for the same reasons as all children: 

 To grow, develop and learn. 

 Friendship building and social inclusion. 

 Parental employment, training, and support. 

Procedures: 

  
Human Resources: All staff understands and agrees to support inclusive practices as outlined in the Inclusion 

Policy. 

  
Training: All staff attends special needs-focused training opportunities on effective inclusive programming 

whenever possible.  
  

Programming: The staff adapts the environment and routines as necessary to meet the needs of the children 

enrolled. The staff develops flexible programming that can be adapted as needed. 
  

Confidentiality: Staff is aware that they will receive and have access to confidential information about children 
and families and they agree to keep this information in strict confidence.  

  

Partnerships: The ELC will work collaboratively with parents and outside service providers to ensure that the 
needs of the children are met. We will, with the consent of the parents, refer children to outside service 

providers when we feel, or the parents feel, that a child may require additional support.  
  

Admission/Registration: All families interested in registering their child are dealt with in a fair and equitable 
manner. 

  

Transitions: Children with special needs may require extra support when transitioning to a new age group. It is 



preferred that children move to the next age group as their same-age peers. 

  
Withdrawal: If the Center is having difficulties meeting the child’s needs, we will ensure that: 

 All families asked to withdraw are dealt with in a fair and equitable manner. 

 The notice of withdrawal is consistent with the Withdrawal Policy of the Center and is the same for all 

families. 

 Reasonable care has been taken in assessing the child’s needs and the program’s ability to support those 

needs. 

 Special needs resources and outside agency support have been exhausted prior to the Notice of 

Withdrawal. 

 

 

 
 
BITING PROCEDURES 
Biting is a normal stage of development and frequently occurs in children just on the verge of fluent language.  When it 
happens, it can be very scary and frustrating for everyone involved.  As with all stages that children go through, biting 
usually diminishes over time.  At the same time, for safety and health concerns, we take biting seriously.  In a situation 
where a child is routinely biting, our staff works with families to develop a school action plan to reduce biting incidents 
and help their child work through this stage of development.  When biting happens, our response is to care for and help 
the child who was bitten, and then to help the biter learn other behaviors.  Our focus is not on punishment of the 
biting, but on the effective techniques to address the reason for biting.  We believe that delayed punishment at home 
will not be understood by the child. 
 
REQUIRED FORMS 
Enrollment Form and Deposit 
A non- refundable $100 deposit is required with the enrollment form and will be held until your child leaves our 
program with two weeks’ notice. Infant deposits also require first month’s tuition. 
 
Health Assessment 
A current health form must be on file for your child at all times.  A form should be completed by your child’s physician 
at each well-baby or child visit.  Please notify your child’s teacher when it is time for such a visit so you may receive the 
proper health form.  A child must have had a physical within the last ninety days and have received all age-appropriate 
immunizations before admission. Six weeks to two years of age need an updated health assessment every 6 months. 
Two years of age and up, need an updated health assessment yearly.  
 
Financial Agreement 
Financial Agreements are prepared by the ELC offices each time the services provided to your child and fees for those 
services change.  Parents are required to sign the agreements indicating their acceptance of our fees and an 
understanding of the policies.  We must have a current form on file for your child at all times. The financial agreements 
will be updated every six months. 
 
Emergency Contact Form 
If your child becomes ill at the JCC, you will be called to take him/her home.  If you are not at your usual home or work 
number, leave numbers where you can be reached with the staff.  An alternate person who will agree to take your child 
must be listed on the Emergency Contact Form. 

 
SAFETY AND SECURITY 



Ensuring your child’s safety is one of our primary focuses. 
 
ELECTRONIC KEY FOB CONTROL POLICY – JCC EARLY LEARNING CENTER ENTRANCE 
In order to maximize security, the JCC has in place a keyless entry system.  Key fobs are used in order to gain entry.  
There is a key fob pad located at the Vaughn Street entrance and at the stairwell to enter the ELC. Parents/caregivers 
and staff are issued a fob to use when entering the ELC.  All other entrances are locked and unavailable except for staff 
access. 
 
Through this policy the JCC seeks to achieve maximum security for all persons relying on this building access system for 
their safety. 

 Electronic key fobs are the sole property of the Jewish Community Center and are issued to current families 
enrolled in the Early Learning Center.  The key holder is personally responsible for the fob. 

 Families to whom fobs are issued are prohibited from loaning the fob to any other person. 

 The key fobs will activate the Vaughn Street entrance doors only between the hours of: 7:00AM – 6:00PM 
Monday thru Friday.  Absolutely NO entering or exiting these entrances to the building without a fob during 
this time. 

 Lost, Stolen, or misplaced fobs must be reported immediately to the ELC Director so the fob can be deactivated 
from the system and replaced. There will be a charge for the replacement of a missing key fob.   

 Defective, damaged, or seriously worn fobs should be returned to the ELC Director for replacement. 

 There is absolutely NO holding of the door open for others to enter allowed. Please do not hold the door open 
for anyone to enter the building. Anyone seen doing so may be subject to loss of FOB privileges.  Anyone 
entering the ELC must use their own fob. This is of the utmost importance to the safety and security of those 
inside the building. 

Arriving to the ELC without a fob 

 There is an intercom system located at the Vaughn Street door for anyone who arrives without a fob.  The intercom will 
ring in the Director’s office and the infant room. 

Fire Drills                                                                                                                                                                                                  
Fire drills are held every 60 days and evacuation plans are posted in each classroom. 

Walks                                                                                                                                                                                                       
From time to time the children leave the premises for an impromptu walk on Second Street. You will not be notified of 
such walks. 

SCHEDULE OF OPERATION 
Hours of Operation 
The program operates from 7:00 a.m. until 6:00 p.m. Monday through Friday. 
 
Meals 
Morning snack is served at about 10:00 a.m., lunch at 12:00 p.m. and afternoon snack at 3:30 p.m.  Toddlers and young 
Turning 3’s eat lunch at 11:40 a.m. 
 
Weather-Related Closings 
In the case of inclement weather, the Early Learning Center is closed at the discretion of the Executive Director of the 
JCC.  Announcements will be made on local TV and text messaging. 
 
Vacations 
School year option is based on a school year of approximately 176 days, and the tuition is billed in ten monthly 
installments; there are vacations built in during December, at Passover and during the summer. 
 



SCHEDULING OPTIONS 
Year Round: The year-round scheduling option is available to children in all age groups. 
Preschool Plus…………………………………………..7:00a.m. – Closing 
School Year Option: The school year programs begin at the end of August and run until the beginning of June.  This 
option is available to Toddlers, Turning 3’s, Turning 4’s and Pre – K’s only. 
Preschool Morning……………………….……….8:30 a.m. – 12:00 p.m. 
Preschool Day………………………..…………….8:30 a.m. – 4:00p.m. 

 
 
SIGN-IN, SIGN-OUT PROCEDURES 
Our preschool program is governed by requirements established by the State of PA.  Rules of compliance dictate 
practices, which assure the health and safety of children in our school.  It is required by licensing that you sign your 
child in whenever he/she arrives at school – and that your child is signed out when picked up at the end of the day.  
There is a sign-in sheet in each classroom with your child’s name on it. 
 
Do not ask any staff members to sign your child in or out unless they are authorized to do so.  Also, please note: our 
policy is that no one under the age of 18 may pick up or drop off, sign in or sign out a preschool child.   
 
SPECIAL CARE PLAN 
A special care plan is necessary for any child who requires “special” individualized care during the course of the day. 
Plans are developed by parents and medical professionals and reviewed by Early Learning Center staff.  Plans are 
revised when changes are necessary, or every 6 months. 

 
TOILET LEARNING 
Toilet training shall be done with consideration for each individual child's readiness and with parental input. Should you 
feel your child is ready to begin this process, please talk with your child’s teacher to develop a plan together. Children 
will be supervised during toilet training and their efforts and accomplishments will be acknowledged. Positive attitudes 
towards cleanliness, self-help and the privacy of others will be encouraged and maintained.  Any soiled clothing will be 
placed in a plastic bag and hung on your child’s hook in the hallway for cleaning at home. Soiled clothing will not be 
rinsed out by the teachers as this additional handling adds to the possibility of contamination. Please provide sufficient 
extra clothing for your child, in case of accidents, and be sure to replenish your child's extra clothing promptly. 
 
TOYS 
We ask that children bring in toys only on days that are designed “Show and Tell” or “Sharing”.  Young children 
frequently find it difficult to share their favorite possessions, which can lead to arguments and fighting. Books, tapes, or 
records to be shared with the group are always welcome, but recognize that the teacher may not have time to use 
them.  Although we will be as careful as possible, we cannot be responsible for damage that may occur to items 
brought into the classroom. 
 
WAITING LIST 
Spaces in the ELC are awarded on a first-come first-serve basis. At such a time as all spaces for any age group are filled, 
children will be placed on a waiting list, regardless of membership status. As spots open, preference will be given to 
members with siblings, followed by members without siblings followed by non-members. Before the spot is awarded, 
however, all waiting list individuals who are non-members shall be permitted to join the JCC at that time. 

  
Children can be placed on the waiting list with a non-refundable deposit of $100. Infants can be placed on an informal 
waiting list prior to their birth. Once they are born, one month’s tuition is needed to secure their spot and starting date. 
A spot will be held for up to 12 weeks after the infant’s birth date. The money used to secure their spot will then pay for 
the infant’s first month in the program. Should parents decide not to enroll their infant, the money will not be 
refunded. Should the spot open up and the first person is not ready to put their infant in the program, they will be given 
the following options: 

 1. Defer their spot to the next person on the list OR 
 2. Pay 50% tuition for up to 2 months 



 
WHAT TO BRING TO SCHOOL 
The following items are things your child needs from home: 

1. Infants: 
2 or 3 bottles in unopened packages 
Diapers/wipes/rash ointment 
2 crib sheets, sleep sac, and blankets 
2 extra outfits, including t-shirts and socks 

 
2. Children being Toilet Trained: 

Children in the process of toilet learning should have sufficient outfits, including underwear and 
socks, for multiple changes. 

   
3. All Children: 

a. Appropriate Clothing                                                                                                        
The Early Learning Center program includes many opportunities for children to get involved with 
materials that may leave a lasting impression on them and their clothes.  Please dress your child 
appropriately. We cannot guarantee that their smocks will protect them from all messiness.  
Children’s clothing should not be more valuable than their activities.  
b. Extra Clothing                                                                                                                             
All children need a change of clothing including socks and underwear in case of spills or accidents. 
c. Outerwear 
 We play outside even in cold weather and when there is snow on the ground.  Boots, mittens, and 
warm outer clothing are necessary. 
d. Shoes 
 Either sneakers or closed, rubber-soled shoes are required for ease and safety in using the 
playground equipment each day. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
JEWISH HOLIDAYS  
We are pleased to offer a children’s program which is rich in Jewish culture, tradition, and values. We celebrate all of 
the Jewish holidays as well as Thanksgiving, Presidents' Day and Martin Luther King Day. We do not celebrate 
Halloween, Christmas, Valentine’s Day or Easter. The Jewish holidays with all their traditions are an integral and 
ongoing part of the educational program for your child. We celebrate the Jewish holidays through hands-on sensory 
experiences, i.e. stories, dramatics, songs, cooking, music, creative art and more.  
 
Shabbat - The Jewish Sabbath starts at sundown every Friday and lasts until sundown on Saturday. It is written in the 
Torah that G-d created the world in six days and rested on the seventh...giving us Shabbat. In many Jewish homes the 



tradition of lighting candles and saying prayers to welcome the Sabbath are observed. On Fridays the entire preschool 
celebrates Shabbat together with music, challah (twisted bread) and “wine” (juice).  
Rosh Hashanah - This two-day holiday is the Jewish New Year and usually falls in September. It is a time of personal 
reflection of our past and future behavior. The children enjoy apples and honey, which are symbolic of hope for a sweet 
year.  
Yom Kippur - This is the most solemn holiday of the year -- the Day of Atonement. It is an adult fast day and a day of 
prayer. We discuss good behavior and how to be the best “you” can be with the children.  
Sukkot - The “Feast of Tabernacles” recalls the journey of the Jews from Egypt to the Promised Land when they lived in 
sukkots (booths). It is also a harvest holiday symbolized by the Lulav (palm branch) and Etrog (citron) which are intricate 
parts of the celebration. We decorate our Sukkahs with fruit and greenery, and enjoy a snack in the JCC’s Sukkah.  
Simchat Torah - On this joyous holiday, we complete the reading of our Torah for the year and immediately start 
reading the Torah all over again. This is a happy holiday for children as they march around singing songs and carrying 
flags.  
Chanukah - “The Festival of Lights” celebrates the Maccabean victory, when brave Judah Maccabee and his small band 
of followers saved the Jewish Nation from the Syrians. For the eight days of Chanukah, the Chanukiah (an eight-
branched candelabra) is lit to recall the rededication of the Temple in Jerusalem and to give thanks for the great miracle 
of the survival of the Jewish people. At school, we light the Chanukiah and say the blessings, prepare potato latkes 
(pancakes), as well as other special activities.  
Tu B’Shevat - On Tu B’Shevat we celebrate the New Year of the Trees. The Jewish calendar, with all its holidays, is tied 
to the cycle of growing things. As Jews, we have a kinship with the trees, especially the fruit trees. Children do some 
planting and sample a variety of fruits.  
Purim - Purim is the jolliest of all the holidays, commemorating how Queen Esther and her uncle, Mordechai, saved the 
Jews of Persia from a plot by the Prime Minister, Haman, to destroy them. This day we eat hamantaschen (triangle- 
shaped cookie), which the children enjoy making. During the reading of the Megillah, the children make loud noises by 
shaking groggers (noise-makers) and stamping their feet whenever the name Haman, the villain, is said. The children 
prepare Mishloach Manot (gifts) to be shared with friends and the less fortunate.  
Passover - Passover (Pesach) commemorates the experiences and ordeals of slavery in Egypt, and the Exodus following 
them. The Seder is a special family occasion. Prayers and songs from the Haggadah (the story of Passover) are read, and 
certain foods are eaten. The best known of these is matzah, or unleavened bread.   
Lag B’Omer - This holiday recalls the struggle of the Jews to regain their independence as a Jewish nation. The Romans, 
ruling Palestine, banned the study of the Torah and Jewish literature. Jews continued to learn and study in secret. 
Today, the holiday celebrates Jewish survival. At school, we celebrate with outdoor activities.  
Yom Ha’Atzmaut - Yom Ha’Atzmaut is the Independence Day of modern Israel. We celebrate by taking all the children 
on a pretend trip to Israel. Children are engaged in many multi-sensory hands-on activities to provoke their thinking 
about Israel.  
Shavuot - This holiday is a thanksgiving and harvest feast, and also commemorates the giving of the Ten 
Commandments on Mount Sinai. Known as the “Feast of the Weeks,” Shavuot is celebrated seven weeks after 
Passover. 
 
 
 

Referring Families to Community Services 

The ELC has listed community services available to you and your family in our area. 

Chip: 1-800-KIDS-101 

Child Care Network: 1-800-952-7419 

Capital Area Intermediate Unit: 717-732-8400 



Harrisburg Hospital: 717-782-3131 

Jewish Family Services: 717-233-1681 

Local Schools: 

Susquehanna: 717-657-5100 

Harrisburg: 717-703-4055 

Central Dauphin: 717-545-4703 

*Information is posted on the parent board. Please feel free to contact the director with any further 

questions. 

 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



HANDBOOK SIGN-OFF SHEET 
 
 
Child’s Name: 
 
Parent’s Name: 
 
 
 
I have read the Early Learning Center’s Parent Handbook.  I understand these policies and procedures and agree to 
abide by them. 
 
 
 
Signature:   
 
Date:  
 
 

IEP/IFSP 
 

In order that we may know your child fully, we ask that if your child has an IEP or IFSP that we may have a copy for the 
Center’s records. This will aid us in giving your child the opportunity to have the best team effort in evaluating his/her 
developmental progress and planning how to give your child the best early learning experience possible.  Also, if your 
child does not have but should need and obtain an IEP/IFSP in the future, that we will be given a copy at that time. 
 
Child’s Name:______________________________ 
 
Parent’s Name:_____________________________ 
 
Signature:____________________________  Date:_________________ 
 
 
Sign this form and return to the administrative office after reading the Parent Handbook. 
 
 
Thank you!    
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Brenner Family Early Learning Center 

               There’s Something About This Place! 
 
 

 
 
 

Hillel says: “Do not separate yourself from the community…” 
_Pirkei Avot 2:5 

 
 
 
Dear Parents:  
 
Welcome to the Brenner Family Early Learning Center. We are so excited that you have chosen us as partners in your 
child’s early education experience. We look forward to working with you to provide your child with the very best. It is 
our goal to provide a safe and nurturing environment where your child can grow emotionally, socially, intellectually, 
physically, and spiritually. Our program is designed for creative learning which will stimulate and challenge your child’s 
natural curiosity and inquiring mind. 
 
 
Parents are always welcome in our program and, we hope you will become involved. There are so many possibilities for 
you to be an integral part of your child's school experience. Please refer to this handbook as a guide to help make your 
child’s transition from home to school an easy one.  
 
The "J" is your community center. There are activities for the entire family. Enroll in an art class, exercise with friends, 
take your child for a swim, or just relax by the pool at Green Hills Swim Club.  
 
As we look forward to getting to know your family, remember our doors are always open and we want to hear from 
you.  
 
Shalom,  
 
 


