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INFANT	&	TODDLER	
CENTER	
 

WELCOME FROM THE DIRECTOR  
 
Dear Parents, 
 
Welcome to HB’s Infant & Toddler Center!  We are excited about the upcoming school year.  Our goal is to 
create a safe, supportive, and loving environment as our very youngest engage in exploration and discovery.   
 
This handbook outlines the basic policies and procedures that we have adopted to help our program run 
smoothly.  Please take some time to familiarize yourselves with the contents.  We welcome your input, and 
encourage you to get back to us with any questions that you may have as the school year unfolds. 
 
We look forward to a wonderful year! 
 
Sincerely,  

 
 
Dawn Keske 
Director of the Infant & Toddler Center 
 
CONTACT US 
Dawn Keske – Director of the Infant & Toddler Center 
216.320.8118 
dkeske@hb.edu  
 
Eva Rosbach – Receptionist 
216.320.8770 
erosbach@hb.edu  
 
CENTER HOURS 
7:30 a.m.-6 p.m. 
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GENERAL	INFANT	&	TODDLER	CENTER	POLICIES,		
PROCEDURES,	AND	PROTOCOLS	
 
ARRIVAL 
The day begins at 7:30 a.m. The door to the Primary School building is open for arrival until 9 a.m.  After 9 a.m., the building may be 
entered through the main Primary entrance only. Press the buzzer for admittance or use your key card. 
 
DAILY SIGN-IN 
Please sign your child in daily upon entering, indicating expected departure time, who will pick up that day and any other pertinent 
information. At the end of the day, we ask that you take your daily sheet home. 
 
DISMISSAL 
The Center closes at 6 p.m. In accordance with our other After Care programs, the Center will charge a fee of $5 for each five-minute 
increment that a child is picked up after that time. This fee is designed to help cover the cost of paying our teachers for staying late. If you 
will be picking up after 4 p.m., you will need a key card to enter. Please fill out a Badge Request Form, which may be obtained from the 
EC receptionist. 
 
We ask parents to fill out forms prior to the start of school letting us know how each child will go home daily. Please notify the teachers of 
any changes. We will not allow any child to leave in a manner other than the one you have indicated unless we have written notification 
from home.  
 
RECOMMENDED DRESS 
We ask parents to send their children to school in comfortable play clothes. For toddlers who are beginning the process of toilet training, 
it’s helpful to choose clothes that can be managed independently. Footwear must be sturdy, comfortable, and appropriate for active play. 
Please do not send your child in flip-flops or in shoes with no backs. Your child will need two complete outfits of extra clothing to stay at 
school all year, which we ask you to send in a plastic bag. Please clearly label all clothing, including shoes and boots. A supply list will be 
sent home over the summer indicating which items will be needed for school. 
 
OUTDOOR PLAY 
The toddlers (and infants in strollers, weather permitting) may spend time outside unless it is raining or exceptionally cold. Please provide 
appropriate clothing each day, including boots, mittens, hats, and snow pants for cold weather play. As we are unable to supervise children 
who are recovering from an illness, we ask that you keep your child home until he or she is well enough for outdoor play. 
 
NUTRITION 
Snacks 
Even at this young age, enjoying snacks with classmates is a way to reenergize as well as an opportunity to socialize. Snacks are served mid-
morning, and again in the afternoon. Crackers, cheese, bagels, fresh fruit, yogurt, and applesauce are typical snack items. No snacks 
containing peanut products will be served. Organic whole milk, 2% milk, or water is available with each snack or meal. 
 
Lunch 
Meals are provided by Hathaway Brown’s food service, and daily menus are posted on the Center bulletin board.  Special menus for 
children with dietary restrictions may be discussed with our Director of Food Services and will be accommodated when possible.     
 
ILLNESS 
If your child is ill and will be absent, please call the classroom directly at 216.320.8762. We also ask that you inform us of any confirmed 
contagious illness so that other parents in the Center may be notified. In the event that a child becomes ill at school, we have a nurse on 
duty at all times, and you will be notified immediately. In addition, all faculty are trained to recognize the common signs of communicable 
disease, and observe each child daily as he or she enters the classroom. 
 
The most effective deterrent to the spread of communicable disease is frequent hand washing. Children are helped to wash hands 
thoroughly before preparing or eating food, after toileting, and when hands have been in contact with nasal or mucous secretions. To help 
deter the spread of illnesses and germs, we ask that you please have your child wash his or her hands upon entering the Center each 
morning. 
 
In accordance with the Ohio Department of Health guidelines, a child with any of the following signs or symptoms of illness will be 
immediately isolated and a parent will be notified:   

• A fever within the last 24 hours 
• Two incidents of vomiting or diarrhea within a 24-hour period 

 
Please note that diarrheal illnesses present a major risk to younger children due to the danger associated with dehydration. If a child in the 
Center experiences an episode of diarrhea, we will immediately contact a parent, and depending on the severity, may ask that the child be 
picked up and stay home until symptoms subside.  

• Severe congestion, coughing, runny nose, or sneezing 
• Stiff neck 
• Unusually dark urine and/or gray or white stool 
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• Yellowish skin or eyes 
• Conjunctivitis or pink eye 
• Difficult or rapid breathing 
• Evidence of lice, pinworm, ringworm, or scabies infection 

 
Please have a contingency plan in place if you are not able to pick up a sick child from school. We do not have the facilities or the staff to 
adequately attend to children who become ill. 
 
In addition, a child with any of the following symptoms will be observed by the nurse regarding possible discharge, and a parent will be 
notified:  

• Unusual spots or rashes 
• Sore throat or difficulty swallowing 
• Elevated temperature 

 
As a general rule, if you observe that your child is unusually tired, pale, lacking in appetite, confused, irritable, etc., this may signal the 
onset of illness, and we ask that you consider keeping him or her at home. 
  
MEDICATION 
If your child needs medication at school, it must be sent in the original labeled container, along with a signed Request for Administration 
of Medication form as well as a signed prescribing physician’s form that includes complete dispensing instructions. Both forms are available 
through the ITC office. 
 
TEETHING 
Faculty will administer over-the-counter pain reliever to children who are teething, according to package instructions or parent direction as 
documented on the Request for Administration of Medication form. If a child appears to be experiencing unusual pain or distress when 
teething, a parent will be notified. Please know that the confidentiality of all children involved will be maintained. 
 
POTTY TRAINING 
It is the Center’s goal to work with our families to ensure each toddler is successfully supported in the advancement of this developmental 
milestone. Our teachers will work with the parents and individualize this process to suit the child’s needs. There are a few developmental 
signs that help the teachers and parents determine if a child is ready to be brought to school in “big kid” underwear:   

1. A child who is consistently communicating bathroom needs is demonstrating a growing independence and motivation to use 
the “potty” rather than staying in a diaper. 

2. This developmental milestone can be encouraged by choosing comfortable clothes for your child that can be easily managed 
independently. Overalls, belts, rompers, and onesies can be difficult to get out of quickly for our young ones. 

3. A good guide as to when a child is ready for “big kid” underwear at school is when they are demonstrating readiness at home. 
We have found that three accident-free days in a row is a reasonable parameter. 

 
Some families choose to use pull-ups before potty training. If you do send your child in pull-ups, we ask that you use the variety with 
Velcro closures, which makes removing and reattaching easier. If you are enrolled in the diaper program, pull-ups are available. Once your 
child has become potty trained fully, we will remove your child from the diaper program. 
 
Teachers will keep parents informed about signs of potty training readiness throughout the school year. We ask you to please let us know 
when you’re beginning the process at home and are thinking of sending your child to school in underwear. Communication between home 
and school is key to a positive transition and a successful outcome. 
  
SCHOOL CELEBRATIONS 
Halloween  
Children enjoy the fun and excitement generated by pumpkin carving, special treats, friendly creatures, and dressing up. Our experience, 
however, has demonstrated that there is a fine line between healthy excitement and over-stimulation that can result in general chaos, and we 
feel that Halloween activities involving costumes and trick-or-treating are best engaged in at home according to each family tradition.  
 
Classroom activities will focus on the change of season, including falling leaves, harvest time, and how animals prepare for winter. Simple 
Halloween stories are read, and the creation of a jack o’ lantern from a pumpkin is marveled at by all.  
 
Winter Holidays 
Our focus during this holiday season is on family, friends, and celebrating together through music, stories, and some of the different foods 
that are enjoyed during the season.   
 
Valentine’s Day 
Valentine’s Day is celebrated in the Center as “a day of kindness and love,” and the teachers plan activities that highlight the symbols and 
colors of this special holiday.  
 
Birthdays 
Birthdays are a special time in the life of a child—and our youngest are just beginning to experience them. Parents are invited to bring in 
simple birthday treats to share. Just let the teachers know in advance if you would like to participate. We ask that all birthday snacks be nut 
free. 
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ACADEMIC	POLICIES		
 
CURRICULAR APPROACH 
Beginning with our very youngest learners, our program encourages the development of social competence and emotional growth. The 
children are guided to engage in cooperative problem solving as they begin to interact with peers, and they are supported in taking on new 
challenges. Respect for the child is at the core of our program, promoting in turn a positive self-concept and a respect for others.  
 
We believe that even toddlers can begin to extend simple courtesies to friends and classmates. These include responding appropriately to a 
greeting, and learning when to say “please” and “thank you.” We also understand, however, that forming habits of grace and courtesy takes 
time, and a great deal of adult modeling. 
 
DAILY CHARTS 
Each child has an individual daily chart on which the teachers record information about eating, sleeping, diapering, and other aspects of the 
daily routine. This provides parents with a take-home record of the day.   
 
TEACHER CONFERENCES 
We will hold scheduled conferences in January and again in June by request. If you have concerns at any time, however, please feel free to 
call or email the Center Director for a conference.    
 
CLASSROOM VISITS 
Parents are welcome in the Center at any time. We do ask that parents let us know in advance of any plans for an extended visit that may 
include lunch or snack, or if a relative or family friend will be visiting. We cannot permit access by an unauthorized visitor. Ohio law allows 
equal access by custodial as well as non-custodial parents, barring a court order.  If you have questions regarding this policy, please contact 
the Center Director.      
 
EMAIL COMMUNICATION 
Look for updates and information through regular email communications. In addition, e-newsletters provide fresh updates on what's 
happening in the classroom and around the school, as well as some ideas for home and family.   
 
EXPERT RESOURCES 
Ms. Amy Speidel, Certified Conscious Discipline Instructor 
Please Note: Ms. Speidel does not have HB email or a voice mailbox. To leave a message for her, please call the Early Childhood main 
office number: 216-320-8770. Voicemail messages may be left with any of the Infant & Toddler Center teachers through the main 
classroom number: 216.320.8762.   
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DISCIPLINARY	MATTERS		
 
DISCIPLINE PHILOSOPHY 
Because young children like to please the adults in their lives, our teachers acknowledge and reinforce appropriate behaviors and 
accomplishments. We believe that children need and deserve reasonable, consistent guidelines every day. We try to be clear and positive in 
our directions and expectations as we help children make appropriate choices, learn to use language to settle disagreements, and take 
increasing responsibility for their actions. As in all areas of a young child’s life, it is important that parents and teachers work together to 
help each child become a productive and considerate member of a group. 
 
BITING POLICY 
The safety of the children at the Center is our primary concern. The Center’s biting policy addresses the actions the staff will take if a biting 
incident takes place. Biting commonly occurs with toddlers between 13 and 24 months of age, usually as a way to express frustration, 
discomfort, or fearfulness during this stage when the capacity to verbalize is still developing. Although the impulse to bite may be different 
for each child, effective strategies can be introduced to help eliminate biting in the classroom. These include: 

• Modeling language for the children to use when angry or frustrated 
• Maintaining close and constant supervision in order to deflect an incident or interaction that may lead to biting 
• Providing the children with teething rings or similar devices if biting seems related to the discomfort of teething. 

 
If a biting incident does occur at the Center, the following steps will be taken:   

• The biting will be interrupted with a firm, "Ouch, that hurts!"   
• The bitten child will be comforted.  
• Staff will remove the biter from the situation. 
• Any appropriate first aid will be given. 
• The parents of both children will be notified of the biting incident, and an Incident Report will be completed. 

 
In the unusual circumstance that biting becomes a frequent and habitual response for a child, the Center will meet with his or her parents 
to explore further options and interventions. 


