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Section I:  Overview: Making Teaching and    
 Learning Transparent
Welcome

The Lehigh Carbon Community College’s Early Learning Center, serving children ages  
3 to 5 years old, welcomes each child and family to a high quality early childhood learning 

experience. We are located on the main campus in Schnecksville in the Fowler Education Center 
as part of the Academic Services of the college’s School of Education. Fundamental to our 
program is the belief that we are partners with our families, our nationally recognized Teacher 
Education Department and our community. It is our aim to work with all of our stakeholders 
in creating the best possible learning environment for the children. We are committed to 
continuous quality improvement and welcome all comments and suggestions. 

We recognize that children develop within the 
context of their family experiences and that families are 
the primary nurturers and educators of their children. 
We rely on families to express their needs to us so we 
can connect each family to desired support systems. We 
welcome family participation through ongoing ways such 
as reading a book to the children, volunteering on mini-
projects and/or by participating in the decision-making 
process through our Reggio-inspired Lab School Advisory 
Committees.

As part of your child’s active learning experiences 
here at the Early Learning Center, expect them to get 
messy from time to time as they delve into paint up to 
their elbows! Expect them to receive a scraped knee or 
two as they exercise their new skills on the playground! 
But above all, expect them to learn and grow through 
each experience. Every day is an opportunity for growth 
and we do our best to make the most out of each teachable moment. We are honored that you 
have entrusted us with the education of your child. Thank you for the opportunity to serve your 
family as we cultivate a supporting nurturing environment for you and your child.

Mission

The Lehigh Carbon Community College Early Learning Center promotes meaningful learning 
opportunities through providing enhanced educational experiences which engage all learners 

including children, families and students of both the college and the community. 
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Philosophy and Guiding Principles

Our program encourages and supports the positive development of the individual child 
through providing opportunities for exploration and discovery setting a foundation 

for lifelong learning. Children are active and curious. It is our goal to provide an enriching 
environment that encourages creativity, stimulates the natural instinct of learning, and promotes 
sharing and getting along with others. The overall development (cognitive, social, emotional, 
physical, language) of the child is facilitated through a variety of intentionally planned learning 
experiences. We have adopted the goals of the Creative Curriculum for child development. 
Through Leading With Literacy, our program combines learning experiences and a literacy-
rich environment. We focus on choosing high quality children’s literature as a foundation on 
which to explore children’s interests. We provide a balance of both child- and teacher-directed 
experiences that address the Pennsylvania Early Learning Standards and our curriculum goals. 

As a teacher education lab school, the Early Learning Center (ELC) supports children’s 
success in learning with highly qualified professionals and through small-group interactions 
with enthusiastic Teacher Education majors at the college. The ELC promotes: small class sizes, 
individualized attention and low child to adult ratios.

The ELC uses research-based best practices in an innovative program that embraces Reggio-
inspired values: children are capable and competent, teaching and learning are documented, the 
environment is a teacher and family school relationship.

The Reggio approach nurtures each child’s potential through active, dynamic connections 
with their peers, engaged adults, and enriched indoor and outdoor learning environments.

Beliefs
We believe that children have a right to . . .
• be treated with respect so they can develop a strong self-concept enabling them to attempt 

new skills and accomplish their chosen goals
• learn and grow in a positive environment that encourages play and active exploration to 

enhance their opportunities to learn
• participate in fun, engaging and developmentally appropriate learning experiences
• learn concepts and skills in the most individualized way possible
• be served in inclusive environments
• be capable, competent, compassionate active learners

We believe that families have a right to . . .
• be heard and to know their rights as part of a community that is working together to meet the 

needs of their child
• teach the staff about their child because they know their child best
• actively participate in and reinforce their child’s educational plan
• be part of our community that is working together to continually improve services and 

programs in which their children participate
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We believe that our education staff . . .
• are nurturing individuals who enjoy working and playing with children
• have a loving, caring, flexible, positive and professional attitude
• support the growth and development of children to their 

fullest capabilities through developmentally appropriate 
practices that meet each child’s individual needs

• use positive approaches when guiding children’s behavior to 
develop each child’s social skills

• give support to and communicate openly with both children 
and families

• emphasize the importance of staff, therapists, and families 
working together towards the common goal of providing a quality education for the child

We believe that educational environments  
reflect Reggio principles and best practices and should: 
• utilize the environment as the third teacher
• be safe, fun and nurturing places where children can explore and learn
• support the development of the whole child by addressing all areas of development
• assess each child’s development in a variety of methods that promotes individualized goals 

and curriculum for each child
• promote learning through scaffolding children’s development through developmentally 

appropriate practices
• have a balance of opportunities for individual, small, and whole group experiences that are 

both child and teacher/team directed
• be designed in a way that increases interaction as well as creativity
• be designed to meet the children’s needs
• be places of open and healthy dialogue between our staff and families
• adhere to the highest standards set by local, state and federal guidelines

Unique Lab School Experience
Enrolled children are provided with a developmentally appropriate, learning environment 

that implements the Creative Curriculum which is aligned with the Pennsylvania Early Learning 
Standards. 

The college community works closely with the center in many capacities. College faculty 
shares their expertise with the children and center staff enhancing the curriculum. The center 
provides an observation and practicum site for the early childhood education (A.A.S.), education 
(AA), nursing, occupational therapy and other students to support adult learning in related areas. 

In addition to the Early Learning Center, the children have access to the college gym, library, 
and designated rooms within the Fowler Education Center including the Culinary Cove, Art 
Studio, Performing Arts, and Outdoor Classroom. 
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Licensing, NAEYC Accreditation, Pre-K Counts and  
Keystone STARS 

The Early Learning Center is licensed by the PA Department of Human Services. The license/
Certificate of Compliance is renewed on a yearly basis through an on-site inspection by a 

licensing representative. 
LCCC Early Learning Center has earned prestigious accreditation by the National Academy 

of Early Childhood Programs. The Academy is a division of the National Association for the 
Education of Young Children (NAEYC). Accredited programs demonstrate a commitment 
to providing high-quality programs for children and their families. For more information on 
accredited programs visit their web site at www.naeyc.org. 

The center participates in the Keystone STARS program, Pennsylvania’s quality initiative for 
child care. The center is rated a STAR Four center which is the highest possible rating in the state 
of Pennsylvania. For more information on Keystone STARS, visit their web site at www.pakeys.org. 

Enrollment and Orientation

The center provides early education and care for preschool-age 
children of LCCC students, faculty, staff, and community families. 

Registration is on a first-come; first-served basis. An application must be 
completed for each child and may be secured from the Early Learning 
Center. Enrollment depends on availability. 

Upon application, families are provided with an orientation 
meeting to learn more about the program and meet the lab school staff. 
Families are encouraged to bring the child who will be attending with 
them so the child is provided with a supportive transition from home 
to the center. All necessary paperwork will be reviewed at this time and 
must be completed by specified times in order to meet licensing and/or center requirements and 
ensure your child’s attendance/enrollment status. 

Lehigh Carbon Community College operates the Early Learning Center and is an equal 
opportunity employer and provider. Services are provided and admission are made without 
regard to race, color, sex, religion, ancestry, national origin, age, disabilities, veteran status, or 
sexual orientation. 

Pre-K Counts Program

Pre-K Counts program is a state-funded program for income-eligible families. To qualify for this 
no-cost program, family income needs to be below appropriate levels and proof of income is 

required. There are two class times available.  The a.m. session runs from 9 a.m. to 12 p.m.  The 
p.m. session runs from 1 p.m. to 4 p.m.  Class size is limited to ten (10) children. Please speak 
to the director for more details if you are interested in enrolling your child in our Pre-K Counts 
program. 
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Teacher Qualifications

The members of our educational team are professionals, educated and trained in early 
childhood education or a related field. Early Learning Center teacher qualifications meet 

and /or exceed all state and Keystone STAR requirements and meet national accreditation 
requirements by NAEYC. 

Program Services, Hours and Fees
The center is open 12 months a year from 8:00 a.m. to 4:00 p.m., Monday through Friday, 

according to the calendar of Lehigh Carbon Community College administrative offices. Therefore, 
please note that the center is closed when LCCC Schnecksville campus is closed. 

LCCC is closed the following dates: July 4, Labor Day, Thanksgiving and the Friday after 
Thanksgiving, Winter Semester Break (Christmas, New Year’s), Good Friday, and Memorial Day. 

• Registration Fee
 LCCC students: $10.00
 LCCC faculty/staff: $30.00*
 Community: $30.00*
 *one time fee unless child is withdrawn and then re-enrolled
• Rates
 $30/day
 $150/week

• Pre-K Counts - State-funded program for income-eligible families.

Fees are reviewed by the Board of Trustees annually and are subject to change each July 1.

Weather-Related Closings
The college may also close due to severe weather. Any time the college must be closed due 

to inclement weather, the center will also be closed. Notice will be given through “Operation 
Snowflake” on WAEB-790 AM or WLEV-96 FM and online through wfmz.com. Information may 
also be given/obtained through classroom instructors, other designated college personnel, or 
the college website (www.lccc.edu). E-2 Campus text notification is also available to ELC families. 
Notification sheet can be found in our application packet.
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Section II:  Program Policies
Standard of Conduct

LCCC Early Learning Center is committed to cultivating a caring,  safe, high quality learning 
environment for our children, families, students, staff and volunteers. This critical goal is 

achievable through the support of our family members and staff by providing leadership for the 
children we serve and each other. We strive to create a culture where children, families, students, 
staff and volunteers feel safe and nurtured by treating each other fairly and politely. It is our 
belief that when a Standard of Conduct is clearly stated for everyone, including children, family 
members, staff and volunteers, relationships are strengthened through a shared understanding of 
expectations. These standards have been developed with the vision of creating a peaceful, SAFE, 
high-quality learning environment and require the cooperation of all who enter our doors. 

Children, families, students, staff, and volunteers have the right to: 

• Feel safe in their learning environment
• Be informed of program rules and policies
• Be treated with respect at all times
• Participate in a high quality learning environment committed to continuous quality 

improvement through teamwork
• Share responsibility

Families, students, staff and volunteers are expected to:

• Follow all program rules and policies as outlined in the Family Handbook
• Handle all concerns through an orderly and positive approach
• Serve as role models and leaders for all involved in our programs, especially, for the children, 

whose development is our primary mission and concern

All staff, consultants, substitutes, family members, volunteers, and lab students will:

• Accept supervision and follow all college and departmental specifications, policies, and 
procedures, especially with respect to the violation of this code of conduct. 

• Adhere to curriculum guidelines and facilitate activities in all areas of development 
throughout the day.

• Respect and promote the unique identity of each child and family and refrain from 
stereotyping and discriminating on the basis of gender, race, ethnicity, culture, religion, 
disability, etc.

• Be punctual, dependable and cooperative.
• Supervise children in the Early Learning Center at all times. Staff positioning while indoors 

and outdoors will ensure the safety of the children. Never leave a child alone or unsupervised. 
Volunteers and lab students will assist but are not responsible in providing supervision of 
children.
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• Uphold the college’s confidentiality guidelines stated as follows: (no information regarding 
children and families of children enrolled with Early Learning Center is to be discussed 
outside of the work setting and information that is necessary to discuss within the work 
setting is related to program operations/business).

• Use positive methods of child guidance. Staff will refrain from corporal punishment under all 
circumstances. 

• Staff will refrain from emotional, physical, sexual abuse, or humiliation; methods of discipline 
that involve isolation, the use of food as punishment or reward, or the denial of basic needs 
are prohibited.

• Support and participate in a shared-vision approach to the delivery of services and the overall 
management of the program.

• Adhere to the highest standards of professionalism while on the job or representing the 
organization to family members and others in the community.

• Share an interest and concern for all children and their families and provide appropriate 
supports.

• Use appropriate language that is polite, courteous and free of any profanity or inappropriate 
topics.

• Listen to each other’s ideas and beliefs in a respectful, polite manner.

College policies include: Smoke-Free Tobacco and Firearms policy:

Smoke-Free/Tobacco-Free Campus
Lehigh Carbon Community College is a smoke-free/tobacco-free campus. All LCCC students, 
ELC family members, faculty, staff and visitors are required to follow the college policy. 

Firearms Policy
All members of the college community, including faculty, staff and students, as well as visitors 
to the college, are prohibited from possessing, using, or introducing firearms, explosives or 
weapons (hereafter collectively referred to as “weapons”) on the college premises without the 
explicit authorization of the college, whether or not a federal or state license to possess the same 
has been issued to the possessor.

In conclusion, while all areas of this Standard of Conduct are essential to achieve the highest 
quality learning environment for our children, family members, staff and volunteers, standards 
related to providing a safe environment will be enforced. Management has the obligation, 
responsibility, and right to ensure that our children’s safety is ensured to the best of our ability at 
all times. 

Therefore, any adult member of our community who chooses to participate in threatening 
or intimidating behaviors, physical confrontations or assaults, and/or the use of profanity and 
offensive language will be subject to appropriate disciplinary action. 
• Staff, lab students, family members, volunteers, parents, guardians, escorts and anyone who 

enters our doors may be banned from entering the property.
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• Family members will have the responsibility of finding an alternative, acceptable escort so 
that the child’s participation in programming is not compromised.

• All violations will be reviewed on a case-by-case basis with the support of our legal counsel to 
determine the length and duration of the restrictions placed upon violators in response to the 
severity of the violation.

Scheduling and Billing Policies

The center’s funding is derived from fees, grants, subsidized child care, and the support of 
Lehigh Carbon Community College. 

Payment 
When your child is enrolled, you receive a contract for services. Read the form carefully, sign 
it and return it to the Early Learning Center office. A child is not considered enrolled until the 
signed contract has been received by the Early Learning Center. 

Our fees are considered enrollment fees and NOT attendance fees. Fees are based on your 
contract and must be paid whether or not a child is in attendance during those hours. 

Fees are billed by the semester or session. Billing statements are mailed to your home and 
payment must be made directly to the Business Office. Please make checks payable to LCCC. 
If special arrangements for payment are desired, please contact the Business Office to discuss 
options. Special arrangements may include utilizing funds from student financial aid packages if 
applicable, payment schedules, payments drawn automatically from paychecks (LCCC faculty/
staff only).

Credit card payments may be made securely over the phone by calling 610-799-1157. 
Payment for services is accepted at the Business Office through cash, check and credit card 
payment. 

You must be in good standing with the Business Office or your contract with the center will 
be terminated and your child will be unable to attend. Students will be unable to register for 
classes and obtain grades and transcripts if they have outstanding fees. Contract charges must be 
paid by contract end date.  

Financial Assistance, Subsidies, and Pre-K Counts 
The Early Learning Center participates in Pennsylvania subsidized child care program and can  
provide families with information on how to apply with the appropriate provider based on  
their residence to determine their eligibility. To find out more about this program, ask us or  
visit PA Department of Human Services at dhs.pa.gov Child Care Subsidized Child Care program. 

Pre-K Counts program is available at no cost to eligible families. Family income needs to be 
at or below 300% poverty level for annual income. Additional qualifying factors include English 
language learners and individuals with special needs. A waiting list for Pre-K Counts enrollment 
may apply.
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Schedule Changes, Extra Hours and Late Fees 
The Early Learning Center works in partnership with families to accommodate schedule needs 
whenever possible. Families may experience a need to change their established schedule; 
however, the center cannot guarantee an immediate change due to coverage concerns related 
to the safety and educational needs of our children. Families must follow their schedule as 
contracted once it has been established unless otherwise agreed upon in advance.

The earlier a family gives notice of a need for change, the greater the likelihood that 
the need can be accommodated. Any decrease in hours will require a two-week notice. Any 
permanent change that is agreed upon between the family and the center will require a revised 
contract. 

If the change is temporary, families have the option of requesting additional hours as 
needed. These requests will be granted if space is available. Extra care can be arranged no 
more than one week in advance. All extra care hours will be billed at the extra care fee upon 
request. Please do not rely on this service. Due to group size and ratio requirements our ability to 
accommodate extra hours may be limited. 

In order to meet state licensing ratio requirements, it is vital that you adhere to the hours  
you have contracted for child care. The staff is scheduled according to children’s contracted  
drop-off and pick-up time. Any time you are late picking up your child a per half hour fee of $5 
will be charged. If your lateness extends to after closing hours, there is a per 15 minute late fee. 

Wrap-around care services are available for children attending our Pre-K Counts program. 
The morning hour is from 8 a.m. to 9 a.m. at the rate of $10, and late pick-up time of noon to 
12:30 p.m. is available at the rate of $5. Please note that these services require a written signed 
contract for the current semester. Any child attending from noon to 12:30 p.m. will bring in a 
lunch provided by their family.

Withdrawals 
A two (2) week WRITTEN notice is required to withdraw a child from the program. Families are 
responsible for the contracted rate for these two weeks whether or not child care services are 
used. 

Refunds 
We are unable to refund payments for tuition due to absences, illnesses, vacations, holidays or 
snow days. 

Tax Information 
Please keep copies of your bill(s) for federal income tax purposes. Early Learning Center is 
operated by Lehigh Carbon Community College. The Federal Tax ID number is 23-1670163.  
You will need this number to claim your childcare costs when filing your income tax return. 
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Arrival and Departure Procedures 
All children must be signed in and out daily. Please see staff for location of log as placement 
varies by classroom.

Attendance 
Good attendance is important for your child’s development. If he or she will be absent  
for any reason, it is important that you contact the center at 610-799-1165 or email  
elipman@lccc.edu to notify the ELC. Children participating in the Pre-K Counts program are 
subject to state’s attendance policy. 

Pre-K Counts Program Attendance
Children attending the Pre-K Counts program are subject to the following attendance policy. If 
your child is unable to attend class for any reason, you must report the absence to the teacher or 
director in order for the absence to be recorded as excused. If a child has five or more unexcused 
absences, a meeting will be held with ELC staff and the family to discuss the cause of unexcused 
absences and how best of resolve the situation. If unexcused absences continue, the child is 
subject to dismissal from the program. 

Outdoor Play and Playground Safety

Children are required to have daily opportunities for outdoor play. The DHS regulation states 
that all children must play outside if the temperature is between 25 degrees and 90 degrees 

Fahrenheit unless it is raining, snowing, etc. and/or a health advisory has been made public due 
to extreme humidity or bad air quality. Please be sure to dress your children properly for the 
weather conditions. If children are well enough to come to school, they are well enough to enjoy 
fresh air on the playground.

Staff and families should guide children to follow these main rules of safe play: 

• Children should be encouraged to take turns and allow space between children when using 
the slide.

• Children should be careful of others when running, climbing and jumping.
• Children should use the playground equipment in the manner it was intended to be used.
• Staff and families should be actively involved in the play.
• Children are not permitted on the playground alone or unsupervised at any time.
• Sneakers, not sandals, are required for outdoor play experiences.

Dress Code
• We provide an active learning environment. This includes messy, hands-on art and science 

experiences, free play, sitting on the floor and climbing outdoors. Please dress your child in 
washable, play clothes. Label ALL clothing. The center is not responsible for personal items. 
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• Please send your child dressed for the weather. Cold weather attire includes jackets, hats, 
mittens and boots. Sneakers, not sandals, are required for outdoor play experiences. 

• Parents should bring a change of clothing, including underpants, socks, shirt, and pants to 
be left in case of an emergency. These items must be placed in child’s cubby bin and marked 
with the child’s name. The center can give you a black, permanent marker for labeling if 
needed. If you arrive to pick up your child and find him/her in different clothing, make sure 
you take the soiled clothing home to be laundered and replace the articles the next day you 
come to school. 

Nutritious Snacks and Lunch

Children will receive a nutritious snack in the morning. A great website to find out more about 
daily nutrition requirements is www.choosemyplate.gov.

Feeding children in a group setting is different from feeding them at home for many reasons. 
Most importantly, children need to develop independence in order to eat with the group. Our 
snack program is part of the overall program and provides children and staff with the opportunity 
to practice curriculum goals such as good manners, cleaning up, expanding food acceptance, 
and engaging in social conversation. 

Here are a few tips on helping your child get the most out of our food program: 

• Teach the children food safety skills by role modeling the washing of hands before helping 
children with food.

• Be a model of table manners! Assume children will learn by watching you.
• Assume children will want to eat what is best for them. Model by being willing to try new and 

different foods yourself.
• Allergies are the one and only reason for substitution on our snack menu. Allergies must be 

documented by way of a doctor’s note in order to be recognized.

Please be aware that we welcome food donations from families and ask that you uphold our 
philosophy of serving healthy snacks. All foods, however, due to standards and regulations, need 
to be store bought. 

Pedestrian, Parking Safety and Arrival

The center is located on a college campus that is accessible by bus and/or car. Parking lots are 
available for families dropping children off at the center. It is important that families do not 

use handicapped parking during a drop-off and pick-up time (unless the family has an authorized 
tag for this purpose.) The best situation is for the family to find a permanent parking spot and 
walk the child into the center without concern for moving the car. In cases when a family will be 
very brief, however, the college has marked three spots as child care drop off for ten minutes. If 
you exceed the time limit, you may be requested to move your car and/or may be ticketed by 
security officers for the college. The Early Learning Center cannot interfere with the work of the 
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Security Department and all concerns should be directed to that department.
At all times, during drop off and pick up, it is important to be aware of the safety of the 

children. Children should stay with the parent and walk alongside you between the center 
and your vehicle. Only adults are permitted to open and close doors of the center. Please 
acknowledge if a staff member has seen you upon arrival. If that is the case, there is NO need to 
ring the doorbell which can be disruptive to activities.

Health and Safety Documentation Forms

In order to adhere to regulations and communicate effectively, our program uses Health and 
Safety Documentation Forms to keep families informed of any events related to the health 

and safety of your children. These reports are made in a timely manner and are distributed 
confidentially through your child’s cubby. When families have questions about the content of the 
report, they should discuss it with the teacher or director. When an incident involves more than 
one child, each family is informed in a way that does not reveal the name of the other child for 
the protection of confidentiality at all times. In alignment with our confidentiality policies, please 
do not ask the teacher about the identity of other children related to an incident. These forms 
are used as a method of communication for families who leave their children in our care. At one 
time or another, most children who are in their early years, will experience accidents, behaviors, 
etc. as they are learning new skills. Due to the limits of the early communication skills of the 
young children we serve, we take our responsibility to communicate information to the family very 
seriously. 

Accidents

Occasionally accidents happen when children play together. If an accident is minor and  
does not require first aid or emergency personnel, it will be communicated to families  

at pick up time. 

If a serious accident occurs where medical attention is needed, staff will follow these steps: 
1. Call emergency personnel (911) and/or administer first aid.
2. Notify campus security if emergency personnel are required.
3. Notify the parent or person listed as emergency contact. 
4. Notify the center supervisor or the teacher in her absence.
5. Stay with the child until the parent/emergency contact person arrives at the center or the 

hospital.

Staff is required to complete a comprehensive Health and Safety Documentation Form for 
the Department of Human Services when medical attention has been employed. Our team 
completes this form for any concerns related to the Health and Safety of your child including 
health, behavior, seizure, running away from the class, and/or minor first aid procedures as well.
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Protecting Privacy Rights

Early Learning Center staff are informed of general policies that protect the privacy of children 
and families. These policies include but are not limited to the following: Confidentiality 

Procedures, Health Information Portability and Privacy Act (HIPPA) Procedures, Internet Usage, 
etc. Each team member has a primary responsibility to respect the privacy and confidentiality 
of each child and family we support. In order to uphold this policy, team members are 
expected to share information on a need to know basis. Our program requires families to 
sign an Authorization to Release Information Form when families or other agencies request 
information to be shared for the purposes of planning for their child’s early care and education. 
Confidentiality policies apply to both verbal and written information regarding children in general 
and more specifically, with regard to their individual developmental information, assessment 
results and progress reports. The use of this child assessment information is primarily for the 
purpose of planning instruction to meet the needs of the children and to provide child outcome 
information to funding sources, more specifically, through the Pelican system in Pennsylvania. 
Information on this system is available to families within the program. All children’s main and 
educational files are maintained in a locked, centralized file cabinet which only authorized 
program staff have access to unless otherwise agreed upon with the family. 

Health and Welfare Policies:

The Early Learning Center is dedicated to preserving the good health and well being of all of 
the children in its care. To this end we are committed to adhering strictly to state regulations 

and the recommendations made by the Pennsylvania Chapter of the American Academy of 
Pediatrics. As a result, our requests for your child’s records regarding immunizations and health 
appraisals are made based upon these regulations. All employees are trained in Infant/Child CPR, 
Pediatric First Aid, and Fire Safety and Emergency Procedures. 

Handwashing
Handwashing is a group setting such as a preschool cannot be overstated. When centers require 
all who enter a classroom to wash their hands upon arrival, the occurrence of illness is drastically 
reduced among all children and employees. Therefore, ALL adults and children must wash their 
hands upon entry into the classroom. Sinks are available in the classroom for this purpose. We 
ask that the child’s caregiver serve as a role model by washing their own hands and assisting their 
children as well. Proper hand washing techniques are posted by each sink. Rinse under warm 
water, remove hands from running water and lather with soap for at least 20 seconds. Use lots of 
friction! Rinse and dry. Turn faucet off with paper towel. It goes a long way in reducing infections 
in the group setting. 
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Health Appraisals
According to Department of Human Services regulations, an enrolled child shall have an age-
appropriate health report on record at the facility no later than 45 days following enrollment. The 
Early Learning Center provides the form you need. As long as a child’s well visits are up to date, 
completion of this form should not require a doctor’s visit; families can ask the doctor’s office to 
complete the form outside of a visit. We must comply with the Department of Health  
(DOH) regulation at 28 Pa. Code § 27.121a (Reserved) and shall implement dismissal policies in 
accordance with that section. Any child who does not have required health report after day 45 will 
be denied entrance until it is completed.

According to regulations, an age-appropriate health assessment shall be conducted 
according to the recommended schedule for routine health supervision as referenced in the most 
current edition of the American Academy of Pediatrics (AAP) Guidelines for Health Supervision. A 
health assessment shall be conducted and a report shall be written and signed by a physician or a 
CRNP. The signature shall include the individual’s professional title. 

The health report shall include the following information:
• A review of the child’s previous health history
• The results of a physical examination
• An assessment of the child’s growth patterns
• The physician’s or CRNP’s assessment of a disability or a health problem and 

recommendations for treatment
• A review of the child’s immunized status according to recommendations of the AAP. The 

Department will provide the AAP guidelines upon request
• A statement of the child’s medical information pertinent to diagnosis and treatment in case of 

emergency
• A review of age-appropriate screenings according to the standards of the AAP

When the family identifies an illness in their child
Children often have sniffles or slight colds and can still safely attend programming. If a child is ill, 
however, it is in the best interest of that child and the others in their classroom, to keep the child 
home. Illness includes any ailment that would prevent the child from participating in classroom 
activities or symptoms that may be contagious to other children. There are times when you might 
not be sure if you should send your child to school. If in doubt, use the following list of symptoms 
as a guide as to when to keep your child home: fever, vomiting or diarrhea, chills, severe 
sore throat, red and/or runny eyes, undiagnosed rash, known communicable disease, severe 
headache, abdominal pain, unusual sleepiness

If a child’s slight cold has progressed into an obvious infection by the presence of thick 
yellowish and greenish mucous running from the nose, a child complains of a sore throat or a 
fever of 101 degrees is present, then the child should not be in attendance and should see a 
doctor immediately. If a child appears to have a viral infection such as vomiting or diarrhea, the 
child should stay at home until the virus is gone and the family should consult with a doctor for 
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recommendations on proper care. Staff is unable to diagnose diseases. If you suspect that your 
child is ill, call the doctor. If your child is prone to recurring illnesses, please inform your child’s 
teacher at the enrollment interview. 

When the program identifies a child with an illness
There are times when a child begins the day without any signs of illness but develops signs of 
illness throughout the day. When a child complains of sore throats, aches or stomach pains, 
the complaint is taken seriously and the child is carefully monitored for any further signs or 
symptoms of illness. If the child complains that pains or aches are so bad that they can no longer 
participate in activities, a family member will be contacted to pick up the child and follow up with 
appropriate health care. 

If a child does not complain of illness, but staff identifies symptoms such as a change in the 
child’s level of energy and/or sleepiness, nose discharge that appears infected, or skin sore or 
rashes from ringworm, lice in hair, etc., our staff will care for the child by checking for fever and 
asking the child how they feel. Children who have a fever of 101 degrees must be sent home, 
however, fever is not the only reason to send a child home. Children will also be sent home 
immediately for communicable diseases such as lice, ringworm, etc.

When it is necessary to call you to pick your child up due to illness, you are given a one 
(1) hour grace period. If you are unable to arrive within the hour, you are responsible to make 
arrangements for your child to be picked up within this time frame. If you do not arrive within the 
hour, your child’s emergency contact will be notified of the need. If necessary, your child will be 
separated from other children until someone arrives to get them. 

Returning to program after an illness
Your child’s return to school following an illness is contingent upon criteria set forth by the  
PA Chapter of the American Academy of Pediatrics. Please refer to the following chart:

Disease Re-admittance
Chicken Pox 6 days after onset of rash or when all lesions are crusted and dry 
Conjunctivitis, Ringworm 24 hours after treatment starts 
Strep throat, Impetigo 24 hours after treatment starts 
Diarrhea & Vomiting 24 hours after last episode 
Fever of 101 or above 24 hours after fever breaks without medication

Certain diseases require a doctor’s note before a child can return to program. The following list 
specifies some (but not all) conditions that require care and a doctor’s note documenting that the 
child is no longer contagious and/or is well enough to return to child care.

• Pink Eye (Conjunctivitis)
• Hand, Foot and Mouth Syndrome (Coaxckievirus)
• Hepatitis A, B
• Measles
• Meningitis
• Mumps
• Whooping Cough (Pertussis)
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Based on your child’s illness, you will be informed if the note is required. Generally absences of  
3 days or more, or if your child has been hospitalized, will require a doctor’s note to return to school.

Administration of Medication
Concerning the administration of medication, families are encouraged to have their physician 
arrange a dose schedule so that their child does not need to receive any medicine during 
program hours. If this is not possible it is extremely important that families cooperate with this 
policy as outlined below. Otherwise, the medication will not be administered to your child. 

Families must sign all medication in the medication log, indicating consent by their 
signature. 

If someone other than a family member is signing in the log they must have a note from the 
family giving them authority to do so. 

Liquid medicine requires an accurate measuring spoon or cup provided by the family. 
The following is taken directly from state regulations: 

3270.133 CHILD MEDICATIONS. Facility persons are not required to administer child medication 
or special diets, which are requested or required by a family, a physician or a CRNP. If child 
medication is administered, the following requirements apply: 

• A prescription or nonprescription medication may be accepted only in the original container. 
The medication shall remain in the container in which it was received.

• A staff person shall administer a prescription medication only if written instructions are 
provided from the individual who prescribed the medicine.

• Instructions for administration contained on a prescription label are acceptable.
• The label of a medication container shall identify the name of the medication and the name 

of the child for whom the medication is intended, and which shall be administered only to the 
child whose name appears on the container.

• Medication shall be stored in a locked area of the facility or in an area that is out of the reach 
of children.

Medications: Over-the-Counter Medications
• Must be in the original container.
• Should have child’s name and dose attached.
• Check recommended frequency to be given, such as every 6 hours. Staff cannot give 

medicines that do not follow the schedule unless we have a written doctor’s note.
• Check the label for dosage recommended for the age of child. We must give the 

recommended dose unless we have a written doctor’s note.
• If the label says, “consult your doctor” for age, such as under 2 years, under 6 years, a 

doctor’s note must be submitted with specific dose to be given based on the child’s age and 
weight.

• The use of bug spray and sunscreen both require written parental permission. Sunscreen 
must provide a protection of SPF15 or higher and bug spray, if recommended by authorities, 
must contain DEET and will only be applied once per day as a last resort.
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Medications: Prescription Medications
• Must be in original container with pharmacy label containing doctor’s instructions. 
• This is for all medications: antibiotics, eye drops, cough medicines, inhalers, asthma 

medications, creams and/or lotions for diaper rash, etc. 
• Always check that the child’s medicine bottle has the following information listed on it: 
• Child’s name, expiration date, specific instructions on label, such as give until gone, give 

for 10 days, discard after 14 days, how it is to be given (i.e., with food, not with food, 1 hour 
before eating, 1 hour after eating, etc.), frequency (i.e., 3 times per day which would be every 
6-8 hours or 4 times per day which would be every 5-6 hours).

• Medicine prescribed for one child cannot be given to his/her sibling.
• We cannot change dose prescribed unless we have a written doctor’s note.
• If medications are doctor samples, we must have written doctor instructions with time 

and dose to be given.
• It is the family’s responsibility to obtain any written doctor’s note.
• Families are encouraged to give medication at home whenever possible according to the 

necessary scheduling.

Allergies and Special Needs
• Allergies and/or special needs must be listed on the Health Assessment form completed by 

your doctor. Depending on the situation, you may be asked to complete a Special Care Plan  
(available from the center staff) and/or an Emergency Form for Children with Special Needs  
(available from the American Academy of Pediatrics at www.aap.org). 

• It is also important that you share specific symptoms with the staff so we may be on the alert 
and change the environment if necessary and appropriate. 
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Emergency Procedures
Fire Drills are held once a month. If a fire drill occurs while you are present, follow the 
instructions of the staff. Do not reenter the building until we have been cleared to do so. 

Evacuation routes for fire drills or other emergencies are posted near exit doors in Early 
Learning Center and in all other college classrooms and labs. 

Our emergency plan provides for responses to all types of emergencies. Depending on the 
circumstances of the emergency, we will use one of the following protective actions: 

Immediate evacuation: Students are evacuated to a safe area on the grounds of the facility in 
the event of a fire, etc. The children and staff will evacuate the building and meet at the grassy 
plot alongside the playground or Berrier Hall (gym), or at off-campus relocation facilities of World 
of Imagination at Lehigh Career and Technical Institute (LCTI) or at the Schnecksville Fire Station.

In-place sheltering: Sudden occurrences, weather or hazardous materials related, may dictate 
that taking cover inside the building is the best immediate response. The children and staff will 
remain in the center or be evacuated to the Storage Closet of the center if the windows in the 
center become a potential danger. 

Evacuation: If total evacuation of the facility becomes necessary, the children will be taken to 
our designated relocation facility, Berrier Hall (gym). 

Modified Operations: May include cancellation/postponement or rescheduling of normal 
activities. These actions are normally taken in case of a winter storm or building problems that 
make it unsafe for children (such as utility disruptions) but may be necessary in a variety of 
situations. 

Early Learning Center follows the college for evacuations, closings and delays. Please listen 
to WAEB-790 AM, WLEV-96 FM, or tune to WNEP-Channel 16, WFMZ-Channel 69 (or go to 
WFMZ.com) for announcements relating to any closing, delays, or evacuations. Information may 
also be posted on the college web site at www.lccc.edu. Families can also sign up for texting 
through Bannerweb to receive E2Campus Notifications. 

We ask that you not call during the emergency. This will keep the main telephone line free to 
make emergency calls and relay information. 

We specifically urge you not to attempt to make different arrangements during an 
emergency. This includes trying to access the center in the event of a lock-down or removing a 
child from the group during the actual emergency. This will only create additional confusion and 
divert staff from their assigned emergency duties. If you are present during an emergency, we ask 
you to follow our plan and the directions of the staff until we receive the all-clear sign. 
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Emergency Contact/Parental Consent
The Emergency Contact/Parental Consent form which lists designated individuals to whom we 
may release your child will be used every time your child is released. We will verify the information 
on this form with a picture ID of the individual before releasing your child to their care. Please 
ensure that only those persons you list on the form attempt to pick up your child. This form must 
be completed upon enrollment and updated as information changes. You will be asked to review 
the form at the beginning of each semester/session in order to ensure the information is current. 
(Regulations require review of information every 6 months.) 

Security
The entrance doors to Early Learning Center are locked at all times. Doorbells are located at each 
door. The classroom area is within sight from the doors and windows. Do not allow people behind 
you to enter the center, or if in the center do not open the door, if you do not know them. This 
poses a security risk. 

To further ensure the safety and security of our children, families, lab students, faculty, staff, 
and visitors the center is equipped with video surveillance cameras. Video surveillance and access 
to the information is monitored by the college’s Security & Safety Supervisor. The following is an 
overview of Lehigh Carbon Community College’s video surveillance policy: 
• Any video surveillance cameras are ONLY located in public places.
• The equipment is used for safety and security of our students, employees, and visitors.
• The cameras are constantly on and recording 24/7. The information is saved for 

approximately 30 days. After 30 days the information is erased. In case of known incidents, 
still pictures or a video is saved and filed with that specific incident report.

Release of Children and Planned Alternative Pick Up 
If someone other than the enrolling parent (who is listed on the Emergency Contact/Parental 
Consent form) will be picking up a child, we ask that you complete an Alternative Pick Up form. 
You may also call the center at 610-799-1165, and leave the name of the individual, relationship, 
and date and time of the pick up. 

Supervision of Children
The children of Early Learning Center are supervised at all times and adult-child ratios are kept 
at 1-10 or less. Families are responsible for the safety and well-being of their child(ren) any time 
in which parent and child are together at the center (family programs and arrival and departure 
times), but the team will step in if we feel a child is exhibiting an unsafe practice. For safety 
reasons, we ask children NOT to open any doors. Please reinforce this policy with your child(ren).
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Observations
Because the child care facility is located on campus, it is a frequently requested site for 
observations. The facility has an adjacent observation area. Observers and observations 
are, therefore, unobtrusive. A list of observation guidelines are given to students regarding 
observation guidelines, etiquette and ethical practices (see page 45). 

Videotaping/Photography/Social Media
Videotaping and photographing is used to analyze and improve teaching skills, as well as 
document a child’s developmental skills. Upon registration you will receive a consent form to have 
the child appear in video or other photography media on and off campus for educational and 
marketing purposes. Photographs are also displayed in the room for children’s own identification 
of cubbies and promotion of their feeling of belonging in the program. If a family is not 
comfortable with this common practice, it is important to refuse consent and make program staff 
aware of your concerns. We’ve also included a social media release form within your orientation 
packet. 

Social Media
As a lab school, one of our purposes is to share with the community the innovative approaches 
we utilize to develop the whole child. Regular postings of our work on social media allows 
our teachings to be transparent. As a Reggio-inspired program, we stride to set a standard of 
education for the field of early childhood. All families complete a Social Media permission form 
upon registration. Families are given choices regarding the posting of their child’s image. We 
respect each family’s individual decision.

Mandated Reporters of Suspected Child Abuse
All staff are required by law to report all suspected incidents of child abuse in accordance with 
Pennsylvania Code Title 55. Chapter §3270.19. Failing to report suspected cases of abuse 
that could potentially endanger a child is punishable by law. 

The above statement is probably the most difficult and challenging factor of employment 
for educators who work with young children. It is our intention to work with the family in 
proactive efforts to prevent child abuse through sharing opportunities for families to participate 
in educational workshops, referrals for support when families suffer from depression or other 
mental illnesses, and support through the college when applicable. The relationship between 
the families is a delicate one because of the need to work closely together for the child’s benefit. 
The need to contact authorities is taken seriously. Staff is well aware of the risks for the child and 
family. When the risk is outweighed by the concern, the staff has no choice but to act in the best 
interest of the child.  
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When a suspected incident is of a serious nature, the report will be filed according to agency 
and governmental policy and the staff’s identity must remain anonymous for their protection. In 
addition, staff are trained to protect the interests of the child and family by respecting that such 
reports are strictly confidential matters. 

Background Clearance Requirements
All ELC staff, college personnel, college students and volunteers comply with ACT 153 of the 
PA Child Protective Services Law. LCCC college policy and Act 153 requires three mandatory 
background clearances: PA Criminal Background, PA Child Abuse History and FBI Clearance 
Fingerprinting.

These clearances are the individual’s responsibility to obtain and maintain according to 
current mandates. Clearances are verified by ELC staff or appropriate college personnel. Copies 
of all clearances are kept on file in compliance with DHS regulations and LCCC college policies.

Dismissal Policies
It is important for families to know that our philosophy supports the inclusion of all children. 
Our services must be delivered in a manner that protects the safety of all children. All children 
should experience success in the programs they attend. When a child requires intensive supports 
to keep both the child and others safe, we will work with each family on a case by case basis to 
determine if the placement in our program is appropriate through accessing external supports or 
if other programs would better meet the child’s needs. If placement is no longer appropriate due 
to the potential harm to self or others, or disruption of the learning environment that interferes 
with the ability to learn, the child may be dismissed from our program.

ELC Inclusion Policy
The ELC welcomes children of all abilities. The learning environment can be adapted to meet 
most universal needs. An initial meeting will be held with families to discuss how best to meet 
the child and family needs. We encourage collaboration with community partners and outside 
resource agencies to allow full participation in the program. Professional development allows staff 
access to skills needed to meet individual needs.
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Suspension and Expulsion Policy
The ELC does not engage in suspension from the center as a consequence for challenging 
behaviors. As long as a family is seeking resources and working collaboratively with ELC staff 
towards referral, the ELC intends to permit attendance of the child.

An initial meeting with the family to discuss possible referrals and behavioral strategies will 
be held.  Families are responsible to follow up on recommendations within a reasonable time 
frame.  Staff is responsible to maintain documentation of behaviors and to communicate with the 
family on a daily basis.  Family and staff will work together to develop age-appropriate practices 
that encourage positive interactions between staff and peers. Staff will work with outside 
agencies including the Intermediate Unit and Provider 50 Behavioral Services in an effort to allow 
the child’s continued enrollment at the ELC.
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Section III:  Program Content
Family Practices
Family Satisfaction and How to Handle Concerns

It is our hope that through direct conversation with families, their responses to our surveys, 
and their input at meetings, that all families feel that they are an integral part, not only of their 

child’s individual program, but of the program at large. Although we will strive to meet all of 
your expectations throughout the year, we understand that there may be a time when you have 
a concern regarding your child or you may feel that your needs are not being met. We want to 
know if this happens so that any problems can be resolved as quickly as possible. 

It is important that we model appropriate conflict resolution and communication skills for 
children. 

Recommended steps to addressing difficulties: 
• Talk calmly and directly with the center teachers.
• If conflict continues, request a conference with the teacher.
• If the matter is not resolved, and a difference of opinion continues between families and staff, 

we request a conference be arranged with the Interim Dean of Business, Education, Legal 
and Social Services to facilitate a solution.

Communicating With Your Education Team 

At the Early Learning Center, we have a primary team of educators and administration that 
provide the services to your children and family. In addition, we provide opportunities for 

internships, lab placements and student interns who are all screened before working with your 
children. Please feel free to communicate with any member of our team as needed; however, 
there may be times when a longer conversation requires scheduling an appointment so the staff 
can care for attending children. We can be reached at 610-799-1165 or through e-mail as follows: 

Elizabeth Lipman, ELC Administrator, elipman@lccc.edu
Jamie Walck, Pre-K Counts Teacher, jwalck@lccc.edu

We value our families as partners in the care and education of their child. Communication is 
key to an effective partnership. We encourage you to share anything that might help us get to 
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know your child better and provide an appropriate learning environment. This may be achieved 
through your completion and return of the Getting To Know You Form as well as in written notes 
or emails. 

The staff has many ways to communicate with families. The primary method of 
communication is the verbal exchange during drop off and pick up of children. Written 
communication logs are sent home occasionally or on an as needed basis to communicate about 
the activities taking place at school along with observations about your child’s individual progress 
and participation. 

Please take note of the bulletin board in the entrance way to keep families informed as 
a group of daily or upcoming events. Look for newsletters and posted notices which provide 
information regarding curriculum topics of study, center policies, announcements, and general 
information. Weekly lesson plans are posted. Knowledge about weekly activities can also be 
gained through displayed documentation of children’s learning experiences. 

The center maintains an up to date email list of families for sending out pertinent 
information and uses this as the preferred “green” method of keeping families informed. 
However, families should check their child’s cubby for any communication each time he/she 
attends. 

Preparing Your Child for Transitions 

Each child arrives in this world with a unique personality and temperament. All children need 
adults to comfort them in the transitions that take place in their lives. Each child responds to 

transition differently. It is important for the family and the teacher to be sensitive to the needs of 
the child in order to provide the child with a positive first group experience that leads to a future 
positive attitude towards school. The following is a list of ways families and teachers can prepare 
children for full participation and smooth transitions: 

Daily Transitions
• Children arrive on time so they can participate in regular and predictable routines.
• Family member stays a few minutes and is sure to say goodbye to their child. When a family 

member sneaks away, it makes separation easier for the family but can create mistrust and 
damage a child’s sense of security if the child does not know when to expect the family to 
be with or without them. Goodbyes are an opportunity for families and children to create a 
loving ritual such as two big hugs and a kiss on the forehead, or a special phrase like See you 
later alligator, in a while crocodile.

• Families return on time and take the opportunity for the child to share thoughts from the day 
as they prepare to leave.

• Teachers warmly greet children in the morning and create their special goodbye rituals with 
the children for the end of the day.

• Children come prepared each day so they may fully participate in the program and have all of 
their needs met.
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Transition to Kindergarten
• Children who will turn five years old by the deadline in his/her district are ready to transition 

onto Kindergarten.
• Teachers will check with families during the Spring conference on the process for registering 

their child for Kindergarten in the year which the child turns 5.
• Families are advised to follow the process for registration set by the receiving school.

Opportunities for Family Involvement

Involving families in our program is one of the most important factors in achieving quality 
programming for all children and their families. We focus on families because we believe that 

families are the most influential teachers of their children. We believe that all families have talents 
and gifts that are unique and would serve as a valuable experience for the program. 

Families are welcome to visit the program at any time, announced or unannounced, and are 
encouraged to observe and/ or participate based on their own desires and level of comfort. 

Opportunities for involvement may include: 
• Observing the classroom through the observation mirrors.
• Being a Guest Reader.
• Participating in a game or other activity with your child at pick up or drop off.
• Attending and/or providing supplies for special events or celebrations.
• Donating materials and/or equipment.
• Reading weekly posted lesson plans, newsletters, forms, surveys, questionnaires, and memos.
• Attending Family-Teacher Conferences.
• Serving on the Advisory Committee, representing families.
• Help stock the Recycleteria.

Educational Advisory Committee

The center has an Educational Advisory Committee that meets twice a year, once in the fall 
semester, once in the spring semester. Parents are encouraged to serve as a representative 

for the families of the center. The group initiates new ideas and provides feedback about the 
performance of the center to the Early Learning Center team. If you are interested in serving on 
this committee, please talk to the ELC administrator for additional information. 
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Parent Lending Library and Other Resources

The center’s Lending Library is available to all families as part of our Leading With Literacy 
initiative. It is located in the vestibule of the center. The Lending Library has been designed to 

serve as a parenting resource for both parenting information and as a resource for ready access 
to a variety of children’s books. 

The Lending Library offers books and magazines covering a wide range of topics. Take a 
moment to browse through the materials. Checking out materials is easy —just follow the posted 
procedures or ask staff for assistance. Parents are encouraged to study and review our resources 
in our research/resource lab. 

Like to surf? You may also find these web sites helpful… 
http://www.dhs.state.pa.us/Child/ChildCare/
http://naeyc.org/
http://www.pakeys.org/
http://www.aap.org/parents.html
http://pde.org/

Resources and Supports in the Lehigh Valley

Today’s families experience multiple demands that may lead to a need for additional supports. 
It is our belief that in order for the children we serve to be successful, their families must 

be successful. Families are encouraged to communicate any needs for information, resources 
or referrals to any team member or program management they are comfortable with to ask for 
referrals to community supports for their family’s success. We offer informational workshops 
for families and invite your participation. We have included a list of family resources for your 
reference but also encourage you to contact your program team for a more comprehensive list to 
meet your needs. 

Early Learning Resource Center 
Community Services for Children  
1520 Hanover Avenue  
Allentown, PA 18109  
610-437-6000 
Dial TOT-INFO: 610-868-4636

Caring Foundation Blue Chip of PA  
1-800-KIDS-101 (5437)

Aetna US Health Care CHIP of PA  
(Known as CHIP/CHIP)  
1-800-822-2447

Healthy Beginnings  
Lehigh County 610-821-6509 Northampton County 610-250-1700 
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WIC — Women, Infants, and Children Program
Allentown:  Lehigh Valley WIC  
 1227 West Liberty Street
 Allentown, PA 18102 
 610-432-3455
Bethlehem:  WIC Bethlehem 
 520 East 4th Street 
 Bethlehem, PA 18015  
 610-691-6491 

Earned Income Tax Credit for Families

The Federal Government offers an Earned Income Tax Credit for families who work but do 
not earn high wages. This benefit is not fully taken advantage of by many qualifying families 

because they believe they earn too much to qualify. In an effort to support your rights as a family 
to access this tax credit, we have included the following information. Call 1-800-TAX-1040 for 
more information regarding the EITC and/or to request a volunteer to help you prepare your 
taxes. To view information, download forms and to find out if you qualify, access www.irs.gov/eitc.

Annual Program Evaluations

Families are asked to formally and informally evaluate the program on a regular basis. Once a 
year families will be asked to complete a written survey. Other, less complex, surveys may be 

used each semester. The results of the survey are shared with the staff and college administration 
and are used as a starting point for strategic planning.



31

Curriculum and Program Practices
Creative Curriculum and Early Learning Standards

Understanding that children learn through play and the active exploration of their environment, 
Early Learning Center is divided into learning centers and areas:
Teachers will observe and assess the children’s play on a regular basis in order to plan 

curriculum, arrange the classroom environment, select activities to be offered, and provide 
appropriate props. Still photography, as well as video and audio taping, of the children and 
center activities are utilized to enhance and support learning and assessment.

Our program follows The Creative Curriculum* by Diane Trister Dodge as the basis for 
all program planning. It is primarily based on using the environment as the “textbook.” The 
emphasis is on the teacher and family roles as facilitators of the children’s learning by maintaining 
and continuously developing learning centers in the classroom. Keeping the centers alive 
and interesting through ongoing changes to the environment allows the child a variety of 
opportunities for self-discovery, which leads to the development of a life-long learner. The 
learning centers we have set up include:
• Art
• Blocks/construction zones
• Computers
• Dramatic play
• Manipulative/math
• Science
• Library and writing
• Music

Each learning center is filled with both teacher-made and commercial materials and activities 
that promote cognitive, social, emotional, physical, and language development and readiness 
skills. These developmentally appropriate activities are focused around the needs and interests 
of the children and are presented around a topic of study. Topics of study rotate based on 
the children’s interests and natural events around us. Opportunities for large and small group 
interaction as well as individual participation in activities are provided throughout the day.

In addition to the overall implementation of the Creative Curriculum, the teachers use 
LCCC’s approach of Leading With Literacy. The children are guided by the teachers to express 
their creativity in experiencing the books through various modes of development and play. The 
program will also incorporate what is happening in the children’s lives, such as seasonal changes 
in nature, cultural, family and current events into the daily learning environment. Families who 
desire more detailed information about our curriculum are encouraged to ask the teacher for a 
copy of the Creative Curriculum Framework.

In addition to our research-based curriculum, our teachers are trained in the Pennsylvania 
Early Learning Standards. These standards have been developed by experts across the state and 
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outline what each child should be able to do by the time they enter Kindergarten. The Creative 
Curriculum has been crosswalked with the Early Learning Standards. The goals our teachers 
choose for each lesson plan support the inclusion of the Early Learning Standards in your child’s 
program.

If families would like to learn more about the Pennsylvania Early Learning Standards for 
Infants, Toddlers and Preschoolers, copies can be obtained in our centers or can be accessed 
through http://www.pde.state.pa.us/earlychildhood.

If families want to learn more about child development, information can be accessed by 
asking our teachers or therapists or contacting nationally recognized organizations such as Zero 
to Three, www.zerotothree.org, the National Association for the Education of the Young Child, 
www.naeyc.org, and/or First Signs, Act Early, www.cdc.gov.

If families want to learn more about Pennsylvania’s initiatives for early childhood education, 
information can be accessed through the Pennsylvania Office of Early Childhood Development 
and Early Learning (OCDEL) through www.dpw.state.pa.us.

Sample Classroom Experiences
Greetings
This is a time to welcome everyone into the classroom. The children will be working on dressing 
skills when taking coats off, and zipping and moving arms appropriately to take coats/sweaters 
off. They will also work on following directions to care for their belongings.

Meeting Time
Songs, finger plays, stories, group discussions and modeled writing are used to promote eye 
contact, turn taking, thinking, communication and early literacy skills.

Self Care and Group Care Skills
We work with each child to promote their independence in self care such as proper hand washing 
and self-dressing. The children are also encouraged to assist in contributing to group care needs 
such as passing out napkins, etc.

Gross Motor Skills
Children will have the opportunity to use their gross motor muscles by climbing, running, 
jumping, and more through both indoor and outdoor activities as appropriate.

Art Experiences
Children learn to express themselves through different art media; e.g., paint, glue, clay, crayons, 
markers, and many more.

Learning Centers
Children are encouraged to engage in appropriate peer interaction by taking turns, sharing toys, 
problem solving and child-initiated exploration of the current topic of study. The learning centers 
expose children to a wide variety of learning materials and include writing, blocks, science, math, 
computer, art, sand/water, dramatic play and library. Teachers rotate the materials to keep the 
children engaged in their interests and encourage hands-on play to expose the children to a wide 
variety of learning experiences.
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Mindfulness
Simple mindfulness techniques are incorporated into daily activities. Children practice deep 
breathing exercises in preparation for story time. Yoga exercises are part of gross motor 
development. A five-minute timer is set prior to clean-up time. Each child acknowledges the  
five-minute warning by raising a hand in the air.

Small Group Activities/Individualized Instruction
Teachers will use observations and assessment results to divide the class into small groups and/
or one-on-one instructional sessions to work with children on targeted skills to support their 
development.

Daily Schedule for the Early Learning Center
Our schedule serves as a general guide and is flexible based on the needs of children. 

8:00-9:30 a.m. Arrival
Supervised play in centers including Music, Library, Blocks, Dramatic Play, Math/Manipulatives, 
Art, Writing, Science and Nature, Sand/Water Play, and Computer. Handwashing upon arrival. 

9:30-10:00 a.m. Snack, Free Choice
Centers available for children as they complete their personal care routines include  
Math/Manipulatives, Library, and Writing. Personal care routines include handwashing,  
family-style snack, and toileting. 

10:00-10:15 a.m. Meeting Time
Meeting Time includes reading and writing through teacher modeling and child/group 
discussion. 

10:15-11:15 a.m. Teacher Directed Activities
Teacher-directed small group and individualized skill lessons offered. Rotating groups through 
Performing Arts Room, Culinary Cove and classroom as scheduled. Center Time including Music, 
Library, Blocks, Dramatic Play, Math/Manipulatives, Art, Writing, Science and Nature, Sand/Water 
Play, Listening Center, and Computer. 

11:15 a.m.-12:00 p.m. Gross Motor/Outdoor Play
Gross Motor Movement activity/Outdoor Play, weather permitting. Outdoor time may include 
nature walks on campus, walking over to the gym, or the library. Return to the classroom, hand 
washing upon arrival. 

12:00-12:30 p.m. Lunch
Children staying until 12:30 p.m. eat lunch together.  Families provide their child with lunch.

12:30 p.m. Dismissal 
Families pick up children no later than 12:30.
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Morning Daily Schedule for Pre-K Counts – Class time from 
9:00 a.m. to 12:00 p.m.
Our schedule serves as a general guide and is flexible based on the needs of children. 

9:00-9:15 a.m.  Arrival
Supervised play in centers including Music, Library, Blocks, Dramatic Play, Math/Manipulatives, 
Art, Writing, Science and Nature, Sand/Water Play, and Computer. 

9:15-10:00 a.m. Snack, Free Choice
Centers available for children as they complete their personal care routines include  
Math/Manipulatives, Library, and Writing. Personal care routines include handwashing, family 
style snack, and toileting. 

10:00-10:15 a.m. Meeting Time
Meeting Time includes singing, reading, and writing through teacher modeling and child/group 
discussion. 

10:15-11:15 a.m. Teacher Directed Activities
Teacher-directed small group and individualized skill lessons offered. Rotating groups through 
classroom and Culinary Cove as scheduled. Center Time including Music, Library, Blocks, 
Dramatic Play, Math/Manipulatives, Art, Writing, Science and Nature, Sand/Water Play, and 
Computers. 

11:15 a.m.-12:00 p.m. Gross Motor/Outdoor Play
Gross Motor Movement activity/Outdoor Play, weather permitting. Outdoor time may include 
nature walks on campus, walking over to the gym, or the library.  

12:00 p.m. Dismissal 

Afternoon Daily Schedule for Pre-K Counts – Class time from 
1:00 p.m. to 4:00 p.m.
1:00-1:15 p.m. Arrival 
Supervised play in centers including Music, Library, Blocks, Dramatic Play, Math/Manipulatives, 
Art, Writing, Science and Nature, Sand/Water Play, and Computer. 

1:15-1:30 p.m. Meeting Time
Meeting Time includes singing, reading, and writing through teacher modeling and child/group 
discussion.

1:30-2:30 p.m. – Teacher-Directed Activities
Teacher directed small group and individualized skill lessons offered. Rotating groups through 
classroom and Culinary Cove as scheduled. Center Time including Music, Library, Blocks, 
Dramatic Play, Math/Manipulatives, Art, Writing, Science and Nature, Sand/Water Play, and 
Computers. 
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2:30-3:15 p.m. Snack, Free Choice
Centers available for children as they complete their personal care routines include Math/
Manipulatives, Library, and Writing. Personal care routines include hand washing, family style 
snack, and toileting. 

3:15-4:00 p.m.  Gross Motor/Outdoor Play
Gross Motor Movement activity/Outdoor Play, weather permitting.  Outdoor time may include 
nature walks on campus, walking over to the gym, or the library.

4:00 p.m. Dismissal  

Children’s Screening and Developmental Assessments

As part of the quality services we provide to your child, our teachers are trained in screening 
and assessment methods to monitor the development of your child. The purpose of 

screening includes the early identification of any referrals for further evaluation that may 
be needed to support children’s development. Ongoing assessment methods are used for 
instructional planning to design learning experiences that are developmentally appropriate. Both 
screening and assessment occurs within the natural learning environment for the child through 
both observation of play and the child’s response to planned and teacher directed activities 
within the daily schedule and routines of the classroom. Families are encouraged to communicate 
any special needs that should be taken into consideration during this process. 

All children are screened with the Ages and Stages Screening Tool and Ages and Stages 
Social/Emotional Screening within 45 days of entering the program with the exception of children 
entering the program with an existing Individualized Education Plan. Both screenings are done 
by the families. Please complete screening and return to your child’s teacher in a timely manner. 
Teachers will score the evaluation tools. A letter sharing the results of this screening is sent home 
to your family. If concerns regarding your child’s development are identified as a result of this 
screening, the program will work cooperatively with you to make decisions about whether or not 
a referral to early intervention is in the best interest of your child.

 The ongoing assessment throughout the year is the Work-Sampling system which monitors 
the overall development of the child through teacher observations. Assessment is conducted 
on an ongoing basis and is reported on three times per year. The results are discussed during 
two conferences offered to families throughout the year and are provided to you in a summary 
narrative. As a result of our center’s participation in the Keystone STARS program as a STAR Four 
center, each child’s information is entered into the Pelican database, (Early Learning Network) 
which is administered through the Office of Child Development and Early Learning. Additional 
details about this system are available at: www.pakeys.org and search Work Sampling.

Each child has an ongoing portfolio and education folder containing these instruments 
and samples of their work. At any time, a parent can request to review their child’s portfolio 
and education folder. Access to this information is limited as described in the “Protecting Your 
Privacy” section of this manual. 
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If families have any questions about screening and assessment procedures, please feel free 
to talk with your child’s teacher or the ELC administrator.

Family Teacher Conferences

Family-Teacher Conferences are scheduled two times a year; during Fall and Spring Semesters. 
Each conference is approximately 15 minutes in length and information is shared from 

observations and work samples. This is a time for teachers and families to share information and 
to discuss the child’s experiences in the program.

We do have an open-door policy. If, at any time, you have questions or concerns about your 
child’s experiences in the program, please feel free to stop in and schedule a meeting.

If a teacher has a question or concern about a child’s experiences in the program and/or 
development, they will record observations, consult with the ELC administrator and then request 
a family conference.

Early intervention services are available for children with special needs. If at any time you 
have a question and/or concern about your child’s development, please see a staff member to 
schedule a meeting. Families may also find information/assistance through Project Connect by 
calling the Carbon Lehigh Intermediate Unit at 610-799-4111.

Leading with Literacy

The Early Learning Center is committed to providing children with a variety of opportunities 
to develop their language and literacy skills. Our goal is not only to prepare young children 

for later school challenges, but also to develop an inner satisfaction and love of reading, writing 
and talking. Therefore, we take great care to be sure that our language and literacy activities are 
developmentally appropriate, pleasurable and meaningful to the children. We are Leading With 
Literacy and our decisions are based on the following set of principles:

Teachers must stay current on the latest research on best practices as published by the 
National Association for the Education of Young Children.*
• Children develop their language and literacy skills in a logical sequence with opportunities 

for repetition. For instance, children read pictures before they recognize the function of 
print.*

• Children develop skills best when allowed to develop at their own pace and have a 
responsive adult in the learning environment to stretch and scaffold their development.*

• Children learn best when their experiences are interesting and meaningful to them.
• Children learn best when teachers and families share information related to strategies and 

activities to assist the child at both home and school.*
• Developing the love of reading, writing and talking is as important as developing the skills.



37

*Families are encouraged to request information from teachers and director regarding the 
stages of children’s development as well as attend workshops offered for this purpose.

Language and Literacy Development activities are infused into everything that we do 
throughout the day. These activities will help children meet the Early Learning Standards 
related to Literacy and Language published by the Office of Child Development in the state of 
Pennsylvania. 

The following list is a sampling of some of the opportunities we provide to children 
throughout the program year: 
• Our classrooms are filled with a variety of books at a variety of levels from simple picture 

books to classic children’s literature.
• Teachers write down children’s verbal statements on pictures, journals, on chart paper or in 

classroom made books to make the connection between the spoken and written word.
• Children and teachers take walking trips to the college library to borrow books.
• Children and teachers welcome guest readers.
• Teachers maintain a weekly book list related to the topic of study and classroom experiences. 

Teachers read to children on a daily basis.
• STEM-related activities (Science, Technology, Engineering, Math) are incorporated into 

weekly lessons.
• Labels that are meaningful to the children such as their names on their cubbies or where to 

return the crayons are posted throughout the classroom.
• Fine and gross motor activities such as play dough and climbing are provided on a daily basis 

to promote muscle development that leads to successful writing.
• Musical experiences involving repetition, patterns and rhyming are included in children’s daily 

experiences.

Guiding Children’s Social Emotional Development and 
Behavior

Throughout the early childhood years, children are developing their skills in the area of social 
emotional development. As they are learning how to share, take turns and participate as a 

part of a group, they often demonstrate what many of us will refer to as “behaviors.” Some of 
these behaviors may include yelling, saying “NO,” biting, hitting, etc. While these behaviors are 
concerning they are also typical to certain stages of development. With the proper support and 
guidance, children will learn more appropriate methods of getting their needs met as they grow.

Consistent, clear guidelines are established with the children and logical or natural 
consequences are applied. The following guidelines are established with the children:
• Use gentle touches or keep your hands and feet to yourself.
• Use your listening ears when someone is talking.
• Use your words. Use kind or nice words.
• Children must stay with their group and/or an adult at all times.
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Our teachers are trained to provide guidance to children who are working on developing 
appropriate social emotional skills. The training includes a self-examination of one’s own 
behaviors, background knowledge on why children and people behave the way that they do, and 
positive methods of supporting children who are experiencing difficulties. Through using positive 
approaches with children, we are able to teach acceptable behaviors.

We utilize approaches such as distraction, redirection, role modeling, natural consequences 
and “taking time” to stay calm or regain composure. We recognize that, like all other areas of 
development, children are learning and maturing at different paces and that building social 
emotional skills is one of the primary goals of early care and education.

When conflicts arise among or between children, the following six-step process can be used 
to support the children:

• Approach calmly, stopping any hurtful actions; use a calm voice and gentle touch; remain 
neutral rather than take sides.

• Acknowledge children’s feelings. Say something simple such as “You look really upset;” let 
children know you need to hold any object in question.

• Gather information. Ask “What’s the problem?” Do not ask “why” questions as young 
children focus on that what the problem is rather than understanding the reasons behind it.

• Restate the problem: “So the problem is...” Use and extend the children’s vocabulary, 
substituting neutral words for hurtful or judgmental ones (such as “stupid”) if needed.

• Ask for solutions and choose one together. Ask “What can we do to solve this problem?” 
Encourage children to think of a solution but offer options if the children are unable to at first.

• Be prepared to give follow-up support. Acknowledge children’s accomplishments,e.g., “You 
solved the problem!” Stay nearby in case anyone is not happy with the solution and the 
process needs repeating.

Adults should respect children’s ideas for solving problems, even if the options they offer don’t 
seem fair to adults. What’s important is that children agree on the solution and see themselves as 
competent problem-solvers.

While many behaviors are typical as a result of a child’s development, we also recognize that 
some children experience a higher than typical level of intensity and/or frequency of particular 
behaviors. When this occurs, the Early Learning Center has a support system for our teachers, 
children and families. The ELC administrator will observe and assist teachers in developing 
strategies and/or behavioral plans that will support the children in these circumstances with the 
family’s involvement. In addition, this team will support families to access external supports such 
as Unconditional Child Care or other behavioral health services. 

Visit the Center on the Social and Emotional Foundations for Early Learning at:  
www.csefel.vanderbilt.edu for numerous family resources to guide you on your child’s social  
and emotional development.
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Celebrating Our Diversity

Our program serves all eligible children without discrimination based on race, religion, 
national origin, ancestry, disability, age or gender.
As a result, we serve children from a variety of cultural backgrounds. Through celebrating 

the diversity of our children and families, our team exposes children to a variety of activities. 
We welcome families who are willing to share their traditions to participate in our classroom 
experiences. Furthermore, when English is not the first language for a family, our team will 
develop a plan together with the family on how to address the language needs of your child 
within our program. The college has resources to assist us in this effort.

We also recognize that families may be sensitive to the types of activities in which their 
children participate. In order to deliver culturally sensitive services, we review the Getting To 
Know You Form so that we may learn of any concerns families may have with this regard. We ask 
for your assistance in providing this type of information as well as what you are willing to share so 
that we can strengthen and unite our program through celebrating our diversity.

Holidays

In keeping with NAEYC accreditation, we are a holiday-neutral program. As an alternative form of 
celebration, we have established two annual events to celebrate all of our children and families. 

Our annual Harvest Festival occurs in late October and our Spring Garden Party occurs each May. 
Invitations to both events including dates and details are sent out to all families.

Birthdays

If you wish to provide a special snack to celebrate a birthday, please discuss your request with 
your child’s teacher a week in advance. We encourage healthy, minimally processed choices that 

are low in sugar. Some ideas may include fruit salad, mini muffins, yogurt with fruit, 100% fruit 
juice popsicles, fruit and cheese kebabs, banana or pumpkin bread, or small cupcakes or cookies. 
Please include a list of ingredients so we can ensure safety for children with food allergies.  
All items must be store-bought. Please restrict birthday celebrations to snack items only.

Thank you!

The Early Learning Center would like to thank all of our families for the opportunity to work 
with your children. We understand what an honor it is for you to have placed the care and 

education of your child in our hands. We would also like to thank you for taking the time to read 
through our handbook. If you have any questions regarding our program and policies, please do 
not hesitate to ask our team.
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Teacher Education Model
Guiding Principles 

A. The image of the child, family, students and teachers as capable, competent and    
active learners

B. The Intentionally Designed Environment is the  “third teacher”

C. Rich documentation and educational, aesthetic display: Make Teaching and     
Learning Transparent

D. A Community of Partners is fostered through  professional development and service    
learning experiences

E. The Intentional Teacher as researcher, orchestrator, and Lifelong Learner

F. Prominently featured recycleteria inspires the  use of recycled materials in teaching    
and leads  4R Teaching Practice
 1. Reggio Inspired
 2. Recycleteria - renew/reuse loose parts and  found materials
 3. Repurpose intentionally in creative ways
 4. Reflective and innovative teaching practices
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T E A C H E R  E D U C AT I O N

& Early Learning Center Lab School

Policies and Procedures Agreement

I (We) have read and understand the Parent Handbook and agree to abide by all 
policies and procedures.

_____________________________________________________________________________________
Child’s Name (Please Print)

_____________________________________________________________________________________
Parent/Legal Guardian(s) Name(s) (Please Print)

_____________________________________________________________________________________
Parent/Legal Guardian(s) Signature(s)

_____________________________________________________________________________________
Date

Please sign and return to the Early Learning Center Office

Thank you!

_________________________________________________
Received by

_________________________________________________
Date
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Getting the Most out of Your Lab Experience
Welcome

Welcome to the Teacher Education Lab School and Early Learning Center at LCCC! We are 
pleased that you have chosen our program for your lab experience. Our lab school works 

in partnership with the Teacher Education Department to provide you with authentic learning 
experiences during your teacher preparation studies. We are also committed to providing 
children with a high-quality Reggio-Inspired learning environment. Our program is a NAEYC 
Accredited and Keystone STARS 4 center which demonstrates our attainment of the highest of 
standards in providing early childhood education services to young children. With that being said, 
we continue to strive for improvement in all that we do and welcome any new and innovative 
ideas you may bring to our center!

The “Big Idea” for a lab experience is to provide you with the opportunity to experiment 
with the theoretical knowledge you are learning about in your education classes. We understand 
that becoming a master teacher takes a lot of practice! As long as you have a positive attitude 
about learning from “doing,” then you will get the most out of your lab experience here at 
our center. We will give you feedback on your activities and offer advice and/or answer your 
questions whenever possible. Please be patient with us as we have many lab students to assist in 
their learning. Smile, relax and have fun while you learn!

Teacher as Researcher

Here are some tips and guidelines about our center that we want you to know right away so 
please read them over carefully:

• Lab students have communication folders located in the wicker basket in the cubby area. 
Each student needs to create their folder when coming into the lab for the first time. Your 
personal folder is used to store your timesheet and receive paperwork back from staff. 
Other folders are labeled for you to sign up for activity times if needed, submit lesson plans 
for feedback and signature and to submit your lab evaluation forms. Paperwork must be 
submitted two weeks ahead of due date.

• Lab student files must be completed in a timely manner or you will not be able to complete 
your lab hours in the center. You must have a health assessment prior to beginning, provide 
the center with copies of your requested clearances, sign a disclosure statement regarding 
your clearances, and submit clearances within thirty days of beginning your lab placement. If 
you receive a file review sheet that informs you of missing documentation, you will be given a 
clear deadline to provide us with the documentation or be suspended from lab.

• While it is your responsibility to complete your coursework, and we will do our best to 
accommodate your needs, remember that the children’s needs come first. Concentrate on 
conversations with children and minimize the need to engage in adult conversation that is not 
relevant to the children’s learning experiences.
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• Lab Orientation Information Binders are located on the shelf in the lab student area so you 
can access important information you may need to have a successful experience.

• Be sure to complete your attendance sheet on each visit and keep in folder for staff to review 
periodically and sign at the end of your lab experience. Fifteen (15) weeks of lab for 2 hours 
each is the best case scenario per course. If you need to make up time, discuss with the 
center director or teacher.

• Be sure to sign up on the Activity Sign-Up sheet when you know you need to implement a 
lesson on your next lab visit. Discuss any lessons that you signed up for with the teaching staff 
on duty upon arrival in lab so the time/place of your lesson can be worked out. Be sure a 
staff member is observing before you begin. Whenever it is appropriate, find out the 
ELC theme of study and plan your lessons around that if possible.

• If you did a lesson with children, complete your “reflection” section and then place in the 
“Paperwork for Review” folder in the wicker basket so it can be signed and ready for you the 
following week of lab.

• You must take responsibility and clean up from any activity you conduct with children.
• Keep your belongings in the storage closet or locker so they will be kept out of the reach of 

children. Staff will show you how to access the closet.
• The Family Corner has a posting of current Lesson Plans for the week along with the Daily 

Schedule, Creative Curriculum goals poster and DPW Regulations.
• Review the Emergency Management Plan for emergency procedures and follow the lead 

of staff in the case of a real emergency; become familiar with all exits; location of fire 
extinguishers; emergency contact information, bags and first aid kits.

• Review the Standard of Conduct located in the Family Handbook and Employee Handbook 
so you can be aware of expectations for your behavior. You will be asked to complete a 
“Lab Orientation Signature Form” as proof that you were made aware of our policies and 
procedures. It is your responsibility to ask questions about anything you do not understand. 
We will be happy to explain the regulations and standards that guide our policies and 
procedures.

The Professional - NAEYC Standard 6
• While the Standard of Conduct addresses many areas of concern, it is important to stress the 

following:
• Be aware of confidentiality at all times; both in and out of lab.
• Use good manners—very important to cultivate a culture of manners and respect.
• Respect for all at all times.
• Communicate effectively.
• Dress appropriately and professionally.
• Contact the center at 610-799-1165 or elipman@lccc.edu if you will be absent.
• Be on time when you arrive and always say hello and goodbye to the teacher on duty.
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• Located throughout the room are signs that describe the Early Learning Standards and also 
provide you some tips on how you can extent children’s learning in those areas.
• Recognize the importance of health and safety routines:
• Always wash hands upon arrival and throughout the day as required.
• Show initiative is assisting children in hand washing at sinks and only help children in 

bathroom when requested by center staff.
• Pitch in to clean up floors, tables, etc. and learn proper sanitizing routines from staff 

members.
• Model healthy habits and join in during snack or lunch (pack your own lunch) (no soda, 

gum, etc.).
• Maximize your time with the children; other than observation notes and self-reflection on 

lesson plans, all other lab prep must be completed prior to lab.
• Get to know the children’s names and spellings and document their learning by assisting with 

checklists, anecdotal records, etc.

Environment as the Third Teacher
• Help with transitions, assist children in caring for the classroom environment by guiding/

helping them to put materials away; interact with them with songs, finger plays or 
conversations during any wait times.

• Use good positioning throughout the day; if assigned a zone to monitor, interact with the 
children in a positive manner and keep them engaged with open-ended questions, extension 
of their play ideas or support for their participation with the group.

• Be at the child’s level based on the activity; if the child is at a table, sit at the table; if the child 
is playing on the floor, get down on the floor with the child.

• Learn our center rules and use positive language to support children; follow our discipline 
policy as described in handbook for behaviors that are easily redirected; however, follow the 
lead of staff members if they identify a situation that needs their intervention.

• Have pleasant contact with family members; respect boundaries and allow the classroom 
staff to provide families with information about their child unless otherwise invited by staff 
members to do so.

• Ask questions to enhance your understanding as needed; we are here to help you learn from 
your experience.

• Review the following Guidelines for Lab Participation from your Teacher Education ECE 
Program Manual.

Stand aside for a while and leave room for learning,  
observe carefully what children do, and then,  

if you have understood well,  
perhaps teaching will be different from before.— 

LORIS MALAGUZZI
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Guidelines for Lab Participation
The Child - The Image of the Child as Capable and 
Competent
Promoting Child Development and Learning - NAEYC Standard 1

Lab students should be active participants in all aspects of the Early Learning Center and 
especially all experiences with the children. This includes but is not limited to group activities, 

learning center activities, outdoor activities, hygiene and meals. An example of a lab student 
interaction with a child in an activity such as a meal would be to encourage proper table manners, 
stimulate conversations, encourage self-help skills (pouring, serving and cleaning up) and 
encourage children to try new foods by talking about textures, ingredients and how the food is 
grown and taken to the market. Lab students should make every effort to be down on children’s 
level by sitting on the floor or in child-sized chair; avoid standing over children in one-on-one 
interactions.

Lab students need to be aware of and be confident in following through classroom rules 
using positive redirection and natural consequences. Accentuate the positive!

Proper interactions between children and classroom materials should be encouraged.

You will also need to:
• Have the ability to document the development of the child for portfolio assessments.
• Take dictation stories.
• Collect art work.
• Document language.
• Model clear printing skills at all times.
• Take photos using school’s iPad.

The Family - Build a Community of Partners
Building Family and Community Relationship - NAEYC Standard 2

Every effort should be made to greet each family when they enter your classroom. Refer to 
them by proper name.

It is important to assist families in obtaining any information that they request. Support the 
family by referring them to your lab supervisor.

Remember to relate positive information about the child on a daily basis, but do not relate 
any problematic behaviors without permission from your lab supervisor.

All information about children and families must be confidential. The NAEYC Code of Ethics 
must be followed at all times.

It is important to develop a positive rapport with every parent. Be friendly, positive and 
supportive at all times.

If at any time a member of the family or community asks a question that you cannot answer, 
direct it to Miss Liz.
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The Environment - Environment as the Third Teacher
Teaching and Learning - NAEYC Standard 3 & 4

It is important to develop a “room awareness,” that is, to be aware at all times of what is going 
on in the room. When not assigned to a particular area, the lab student should move to the area 

where he or she is most needed. Lab students should place themselves in the classroom so that 
their backs are not to any children. Lab students should be aware of what materials are available 
in each learning center and how to use them so that they can better guide the children.

It is everyone’s responsibility to keep the classroom clean and orderly. Encourage the 
children to be involved in housekeeping routines. Small group learning center approach is 
required.

Children are capable, competence and need to take responsibility in their classrom.
Please note: The lab school is the main room, Culinary Cove, Fine Arts Studio, PreK Counts 

and the Performing Arts Studio.

The Curriculum
Teaching and Learning - NAEYC Standard 5 - Making Teaching and Learning 
Transparent

Be aware of the classroom schedule and units of study explored. Always try to enhance the 
program whenever possible at all times.

Students need to develop course lesson plans and curriculum units that reflect 
developmentally appropriate practice.

LCCC Teacher Education Program is heavily literacy based. Whenever possible, read, write, 
sing, and say!

Please see: Pinterest - Professor Wursta Curriculum Boards

Professional
Becoming a Professional - NAEYC Standard 6 - The Professional

The Early Learning Center requires that students use professionalism at all times when in labs. 
You will also need . . .

• A professional appearance and attitude is required at all times.
• Reflection is essential in teacher evaluation. Developing a journal of your lab experience is 

highly recommended and may be required in some courses.
• Two self-evaluations are required per semester. (See Lab Manual Section.)
• Two regular evaluations from your lab supervisor are required per semester. (See Lab Manual 

Section.)
• Daily review of Teacher Education Facebook for updates.
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Lab Courses Medical Requirement Policy
All students must submit a completed medical exam prior to entering an early childhood center.

TB test is required for initial placement.
Please note: Failure to comply with the lab policy will result in failure of the course 

attendance points. 
Those students who are completing lab hours at LCCC’s Early Learning Center must comply 

with all Early Learning requirements for their student folder. Details on these requirements are 
available from the Early Learning Director.

The Laws, Regulations and Standards
Students need to be aware of:
• Mandated DHS child care regulations
• Child abuse reporting requirements
• NAEYC Code of Ethical Conduct
• Act 21
• Act 33
• Pennsylvania Department of Education
• Keystone Stars
• Pre K Counts Regulations
• Accident Reporting Policies and Procedures
• LCCC Teacher Education Lab School Facebook and Pinterest

Lab Site Employment File
All students must have a personal file at the lab site that must include the following:
• Two letters of reference
• Copy of photo ID (driver’s license)
• List of child care experience
• List of educational experience—high school diploma
• Health appraisal and TB test
• PA Child abuse check
• PA criminal history check
Recommended (and may be required pending lab site):
• First aid certificate (Required for ECE 225 – The Early Childhood Professional Seminar)
• CPR
• FBI Criminal Background Check
• Fire Safety Training
• Awareness of emergency management procedures



50

Student Lab Manual Policy
The following pertains to all classes requiring lab work:
1. All students are responsible to maintain the section of the lab manual documentation each 

semester. Please note only one manual is needed regardless of how many lab courses you 
have in each semester.

2. Please follow the following procedures to develop and maintain your lab manual.
a. Complete a lab cover sheet. Fill out information completely prior to the start of lab.
b. Complete experience/lab verification log sheets. You will need one per semester 

per course. Students are responsible to document the date and time they arrive and 
depart. Hours must be accumulated and documented, signed and dated for off-campus 
placement. (On-campus placement does not need to be signed due to alternative 
system.)

c. A lab evaluation, midterm and final assessments need to be filled out by the lab 
supervisor.

d. Students are to do a mid and final self-evaluation to assess their strengths and areas to 
strengthen.

e. A schedule to submit required lab manual – documentation review is below. All regularly 
scheduled 15-week lab courses will need to follow the following schedule:

Fall Semester
• Midterm week
• Last class prior to final week

Spring Semester
• Midterm week
• Last class prior to final week

f. Off-campus lab sites need employment verification each semester. Verification of 
employment is required to be part of their lab manual. This must be in a letter from the 
director on facility stationery.

Please note the following important procedures:
• Lab hours must be done prior to last week of classes.
• Lab manual and evaluations will not be accepted during final week.
• Some lab work should be administered in the college’s NAEYC accredited Early Learning 

Center facility. The only exception is students currently employed in licensed child care 
facilities and in other licensed settings pending instructor’s approval.

All LCCC Teacher Education students must be their own advocate in navigating through the 
higher education system. All students must take the responsibility of following all policies and 
procedures for not only LCCC, but also with the partner/transfer institution.
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Experience/Lab Vertification Log
Directions for Completion

Purpose
The Teacher Education Experience Verification Log is designed to document the variety of 
experiences that you will acquire from initiation to completion of your teacher preparation 
program at Lehigh Carbon Community College. This form captures all of the information needed 
to provide documentation for your successful graduation from our program and will also provide 
seamless documentation if you choose to transfer to a four year institution.

How to Successfully Complete Your Verification Log
1. Top left-hand box:
 Fill in your student name, the program of study you are pursuing in education (ECE A.A.S.; 

ECE/ECI A.A.S.; ED A.A.; Paraeducator A.A.S.; SED A.A.S., etc.) and record the age focus 
that you want to work with once you complete your program of study.

2. Age Focus, Setting and Type of Experience boxes:
 Each of these areas provides you with the codes that you will use to record the variety of lab 

and field experiences each semester.  These codes will be written in on the lines below each 
time you complete an event.

Completing the Bottom of the Form
1. Beginning on the left side record the date of the observation, field experience or lab.
2. Complete the age focus by referring to the Age Focus box on the top of the page.  Each 

time you record an experience, you chose the age of the students that you observed or 
directly worked with during the event.  For example, if you completed an observation in a 
second grade class, the code would be early elementary.

3. The Setting section needs not only the type of setting but was it urban, suburban or rural.  
The example of the form states Head Start R.  This means it was a Head Start classroom in a 
rural setting.

4. The Type of Experience code needs to record what you were doing during the event or lab.
5. Start and End Times need to be recorded to the nearest quarter hour.  Calculate the total 

numbers of hours for that event and write it in the box for Number of Hours.
6. Supervisor signature needs to be the person who can verify your attendance and 

participation in the field work, lab or event.
7. Lab/Experience Site is the name of the school, center or program or organization hosting 

the event.  (Examples, Valley Child Care, Miracle League, Head Start at Walnut Street, etc.)
8. Supervisor e-mail or phone number must be provided for your instructors to use to contact/

verify participation in the events that you document on this form.
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Additional Information
• You will be required to have this form reviewed by each of your course instructors at midterm 

and end of the semester.  Make sure to keep it up-to-date each week in lab and every time 
you attend or participate in other experiences.

• Show your professionalism by maintaining a clean, neat, and organized appearance (sheet 
protectors or special folders help).

• You will be required to show that you have done experiences with two different age groups 
over the course of your program of study.

• You will be required to show that you have done experiences with at least two different 
settings that are diverse (urban, suburban and rural) over the course of your program of study.

• Use a separate sheet for each course, each semester.
• Community service does not count for hours in EDU 115 and EDU 215 field experience 

courses.
• Community service will build your resume and promote to your knowledge of our community.
This verification log must be saved as part of the credential portfolio once it has been assessed 
for credit in individual courses.

Additional Ways to Get Involved
• Be a guest reader.
• Be a volunteer.
• Be on the ELC Advisory Board.
• Assist with fundraising events.
• Secure in-kind donations.
• Serve as an ambassador as needed.

The College will not discriminate against any employee, applicant for employment, student, or applicant for admission on the basis of gender, gender identity, gender expression, sex, race, ethnicity, 
color, national origin, religion, age, disability, veteran or military status, genetic information, family or marital status, sexual orientation, or any other protected class under applicable local, state, or 
federal law, including protections for those opposing discrimination or participating in any grievance process on campus or within the Equal Employment Opportunity Commission or other human 
rights agencies. This policy applies to all terms and conditions of employment, including recruiting, hiring, placement, promotion, termination, layoff, recall, transfer, leaves of absence, compensation, 
and training. Inquiries about this policy and procedure may be made internally to the Director of Human Resources/Title IX/Equity Coordinator, Office of Human Resources, 4525 Education Park 
Drive, Schnecksville, PA 18078, 610-799-1107. PERM10-b.ind (2019-01-22)
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Lab Orientation Vertification Signature Page

I have reviewed the lab orientation procedures “Getting The Most Out of Your 
Lab Experience” and the Family Handbook.  I understand where I can access the 
Employee Handbook, DHS Regulations, Early Learning Standards and curriculum 
information if needed.  I have reviewed the Standard of Conduct within the Family 
Handbook that applies to all adults in the environment.  I also have a general 
understanding of program policies and procedures and understand that it is my 
responsibility to ask questions of clarification when needed.

_____________________________________________________________________________________
Lab Student Signature

________________________________________
Date

  ____________________________________________
 Received by

  ____________________________________________
 Date

 

T E A C H E R  E D U C AT I O N

& Early Learning Center Lab School
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