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EARLY D ISCOVERY PRESCHOOL PROGRAMS
PHILOSOPHY
Early Discovery Preschools are based on a d evelopm ental approach to ed ucation.
Teachers create opportunities for a variety of active learning experiences, w hich nurture
the child ’s intellectual, physical, social/ em otional, and artistic d evelopm ent. With
teacher guid ance, child ren participate at their ow n d evelopm ental level.
Early Discovery Preschools recognize and value the d iversity in child ren and
fam ilies in our com m unity. Program s includ e child ren w ith varying need s and d iffering
socio-econom ic and cultural background s. This provid es opportunities for child ren and
fam ilies to gain a greater und erstand ing and appreciation of d ifferences am ong all
people.
Fam ilies are im portant to the program s. Their involvem ent, as partners w ith the
preschool in their child 's ed ucation, is encourag ed and supported .
The Putnam County Ed ucational Service Center supports preschool as part of the
ed ucational program s offered by school d istricts. The transition from preschool to
kind ergarten for these child ren and fam ilies is a natural process.

PROGRAM G OALS
Our goal is to provid e quality preschool program s that nurture child ren w hile
fostering an excitem ent and curiosity for learning.
The goal and purpose of all Early Discovery program s, based on our philosophy,
includ e:
• prom oting feelings of self-confid ence and self-w orth in the young child ,
• prom oting the d evelopm ent of d ecision-m aking, problem -solving, critical
thinking, reasoning, and com m unicating skills,
• prom oting learners w ho are active participants in the learning process,
• prom oting early literacy, m ath and science concepts
• prom oting partnerships w ith fam ilies, and
• fostering the d evelopm ent of responsibility tow ard society and feelings of
belonging to a com m unity.

CURRICULUM
The instructional approach used in Early Discovery Preschools follow s guid elines in
the Ohio Early Learning Program Guid elines (Ohio Departm ent of Ed ucation, 2005),
Ohio’s Early Learning Acad em ic Content Stand ard s (revised October, 2012), Creative
Curriculum for Preschool (2002), and the Assessm ent, Evaluation, and Program m ing
System (2002).
The curriculum ad d resses all aspects of d evelopm ent includ ing social-em otional,
language, thinking, problem -solving, and physical skills. Skills related to early read ing,
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m ath, & science and creative arts are incorporated in learning experiences and d aily
activities.
The curriculum provid es opportunities for child ren to pursue their ow n interests,
how ever, interactions betw een ad ults and child ren are key elem ents for learning.
Teachers are responsive to child -initiated com m unications, encourage language
d evelopm ent and create a learning environm ent that m eets a variety of need s.
Strategies that stim ulate thinking skills and problem solving, such as open -end ed
questions, are routinely used .
Play m aterials prom ote experim entation, cooperation w ith others and the
d evelopm ent of thinking and com m unication skills. Child ren are encouraged to explore
a variety of roles and them es. Program m aterials are sensitive to ethnic, cultural and
gend er issu es.
Fam ilies are im portant in the lives and ed ucation of young child ren. Fam ily
involvem ent, as partners in ed ucation, is view ed as an integral com ponent of our
program ’s curriculum . Teachers are encouraged to plan a variety of activities, w hich
involve fam ilies includ ing hom e visits, new sletters, ind ivid ual conferences/ orientation
and other special activities such as parent/ child tim e together activities.
Assessm ent of child ren is view ed as an on -going process that involves gathering
inform ation from the child ’s w ork sam ples, checklists and classroom observations.
Assessm ent is essential to provid ing appropriate activities and m easuring child
progress. Child ren’s progress shall be reported to parents at parent-teacher
conferences, sched uled tw ice a year. For m ore inform ation about early learning content
stand ard s, please go to Ohio Departm ent of Ed ucation – Early Learning and School
Read iness w ebsite, ed ucation.ohio.gov/ topics/ early-learning.

S TAFF
Early Discovery Preschool Teachers have training in early child hood ed ucation from
accred ited universities. They are certified accord ing to Ohio Departm ent of Ed ucation
public preschool and special ed ucation stand ard s. Teacher and classroom assistants
participate in on-going professional d evelopm ent.
When a child qualifies for specialized services, the classroom teacher w orks w ith
specialists from the Putnam County Ed ucational Service Center and the school d istrict.
Putnam County Ed ucational Service Center staff includ es preschool supervisor, a
speech language therapist, a school psychologist and occupational/ physical therapist.
Parent participation as a team m em ber in their child 's ed ucation is im portant. Your
involvem ent is encouraged . Please feel free to contact your child 's teacher or the ESC
Preschool Staff at any tim e should you have questions and / or som ething to share w ith
any of the school team m em bers.
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FACILITY
Classroom physical space is organized in safe, attractive d iscovery centers w here
child ren are encouraged to explore a variety of in teresting m aterials and interact w ith
others. The centers and activities planned are d esigned to prom ote learning at all levels.
Child ren have access to the school gym and an outd oor play area.
All Early Discovery Preschool classroom s are licensed by the Ohio Departm ent of
Ed ucation, Division of Early Child hood and are inspected tw ice a year to ensure that
they m eet safety and ed ucational requirem ents.

S TEP U P TO Q UALITY
Step Up To Quality (SUTQ) is a tiered quality and improvement rating system
administered by the Ohio Department of Education. SUTQ recognizes and
promotes learning and development programs that meet quality program
standards that exceed licensing health and safety regulations. The Educational
Service Center participates in this program and has earned a five-star rating at
Columbus Grove, Continental, Leipsic, Ottawa-Glandorf and Ft. Jennings.

AD MISSION
In accord ance w ith State of Ohio Departm ent of Ed ucation guid elines,
child ren w ith d isabilities and child ren 4 years of age from fam ilies w ith lim ited
incom e w ill be given priority. Child ren living w ithin the school d istrict of school
location w ill be given first priority as w ell as 4-year-old s.
Registration for the next school year takes place in February. Child ren w ho
are not five years of age by May 31st of the approaching school year and at least
three years of age and toilet trained (unless on an IEP) to be consid ered eligible
to go through the registration process.
Parents are asked to com plete a Preschool Financial Eligibility Form . This
d eterm ines eligibility for free or red uced tuition fees available for four-year-old
child ren. A slid ing fee scale, based on the fed eral poverty guid elines is available.
Child ren w ith special need s m ay attend public school program s at no cost.
Criteria for eligibility for special need s child ren are specified in Rules for the
Ed ucation of Preschool Child ren w ith Disabilities Served by the Public Schools
(Ohio Ad m inistrative Cod e Chapter 3301 - 51).

FEES
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The Ed ucational Service Center establishes tuition fees. Please m ake checks
payable to Putnam County Ed ucational Service Center. Policy regard ing paym ent of
fees is as follow s:

 Fees for the current m onth are payable before the 10th of that m onth or w ill
be consid ered past d ue (exam ple: Septem ber tuition is d ue by Septem ber
10th ).

 If tuition is past d ue, your child m ay be unable to attend preschool. If you
have a financial d ifficulty d uring the m onth, please call the central office at
419-523-5951.

 Fees m ay be w aived , at the d iscretion of the superintend ent, for child ren w ho
are absent because of an extend ed illness.

 Fees w ill not be w aived for fam ily vacations.


Except for the following late pick-up fee policy, fees w ill not be charged for
child ren w ith d isabilities w ho have an Ind ivid ual Ed ucation Plan (IEP) in
place and signed by the school d istrict of resid ence, and w ho attend a
preschool unit operated through the Putnam County ESC. This is accord ing
to provisions specified in Rules for the Ed ucation of Preschool Child ren w ith
Disabilities Served by the Public Schools (Ohio Ad m inistrative Cod e Chapter
3301 - 51).

Late Pick-Up Fees: For children who are chronically picked up past the preschool
programs assigned departure time (more than two times picked up late), on the third
offense and thereafter, a charge of $10.00 per 15 minutes (or nearest to 15 minutes),
will be charged to the family, regardless of where the family falls on our current sliding
fee scale or whether the child is on an I.E.P. In the event that fees including
late/overdue payment, late fee charge, and service fee charge are not received, your
child may be asked to leave the program and action may be taken with the Putnam
County Small Claims Court for overdue fees.

S LID IN G FEE S CALE POLICY
A slid ing fee scale for incom e eligible preschool fam ilies shall be established and
based upon:
1.) Fam ily Incom e: the fam ily’s gross incom e that includ es gross earned and
gross unearned incom e shall be used for the purpose of d eterm ining incom e
eligibility of fam ilies
2.) Child ren from fam ilies w hose incom e is at 100 percent of the fed eral poverty
level or below attend tuition free;
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3.) Child ren four years of age and not eligible for kind ergarten from fam ilies
w hose incom e is betw een 101 and 200 percent of the fed eral poverty level
attend on a prorated tuition basis w hich is established annually and based
upon the fed eral poverty guid elines
4.) Child ren w ith Ind ivid ualized Ed ucation Program s attend the program at no
cost to the fam ily (regard less of fam ily incom e level). It is not necessary for
the fam ilies of child ren w ith d isabilities to provid e incom e inform ation;
5.) Verification of incom e w ill be kept on file by the Putnam County Ed ucational
Service Center in a confid ential m anner.
6. Verification of fam ily incom e m ay includ e the follow ing: A 1040 annual tax
report, tw o consecutive w eeks of pay stubs, a letter from an em ployer or
another type of incom e verification such as through Ohio Med icaid program
or Ohio WIC program . The Putnam County Ed ucational Service Center m ay
keep a copy of the actual d ocum entation or have a staff m em ber sign and
certify that appropriate d ocum entation w as provid ed at the tim e of
registration.

LATE FEE POLICY
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Fees are d ue by the 10 of the current m onth. If not paid these steps w ill be
taken:
• If tuition is not paid by the 30th of the m onth, your child w ill be
unable to attend preschool until tuition is paid in full.
• In the event that fees includ ing late/ overd ue paym ent and service
charge are not received , action w ill be taken w ith the Putnam County
Sm all Claim s Court.

WITHD RAWAL FROM THE PROGRAM BY PAREN T/G UARD IAN
A 10-d ay notice for w ithd raw ing a child from the program m ust be m ad e
either verbally or in w riting to the Putnam County ESC and your child ’s
teacher. If proper notice is given, the rem aining balance of fees w ill be
reim bursed .

A TTEN D AN CE
Regular attend ance is im portant for your child . H ow ever, w e know illnesses
and fam ily situations m ay cause absences from tim e to tim e. Follow ing are
guid elines about your child 's attend ance.
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• Please call the school (419-596-3860) betw een 8:00 - 8:30 if your child w ill be
absent.
• Please inform your child 's teacher of vacation sched ules, appointm ents, or
other events w hen your child w ill not attend class.

Chronic, unexcused absences may result in dismissal of the child from the
program or a reduction of the number of assigned days which will impact fee
schedule; however, staff will work with the family to maintain the child's
attendance at school.

A RRIVAL AN D D ISMISSAL
Guid elines for the arrival and d ism issal of child ren in Early Discovery Preschool
Program s are:
• Child ren should arrive on tim e for class (morning stud ents 8:05 am and afternoon
stud ents 12:05 pm ).
• Child ren should be picked up prom ptly at d ism issal tim es. Failure to d o so m ay
result in a late pickup fee or d ism issal from the program . Stud ents on an IEP w ill
be contacted for a conference.
• Let the teacher know if you need to pick-up your child early.
• Child ren w ill not be released to a person other than the parent w ithout w ritten
authorization from the parent.

D ELAYS AN D CALAMITY D AYS





Our program follow s the d elay/ cancellation policy of the Continental
Elem entary School. If school is canceled so is preschool but if the school
d elays the follow ing tim es apply:
One hour delay - m orning preschool starts at 9:05 and d ism isses at 11:05,
afternoon preschool operates the sam e, 12:05 –3:05
Tw o-hour delay–m orning preschool starts at 10:05 and d ism isses at 12:05,
afternoon preschool w ill start at 1:05 and d ism iss at 3:05
Three hour delay m orning preschool is canceled and
afternoon preschool operates the sam e, 12:05 –3:05.

TRAN SPORTATION
Parents of child ren on an IEP w ho are transported by local school bus m ust ad here
to the bus sched ule for pick-up and d rop -off tim es. It is im perative that a parent or
d esignee m eet the bus to receive the child .
The bus w ill not operate on w eather-related school cancellation d ays.
Weather announcem ents are announced by your school d istrict either by
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rad io, TV, internet, or text m essage. Please check w ith your school d istrict
for further d etails.
If it is necessary to pick u p your child early, please let the teacher know w hat tim e to
expect you. Child ren w ill not be released to anyone other than the parents or som eone
d esignated in w riting by the parents.
Parental consent for transportation related to the program shall be on file
no later than the 1st d ay of attend ance.

S UPPLIES
Equipm ent and m aterials used in learning centers and other preschool activities are
supplied by the program . H ow ever, you w ill need to provid e item s for your child 's
classroom use. Please send the follow ing w ith your child on the first d ay of school.
All Children:


One COMPLETE set of clothes, including underwear, socks, pants, & shirt. Please
label items with child’s name or put in large Ziploc bag with child’s name on it.
 One regular size tw o strap book bag, N o Wheels. Write child ’s nam e on it.
 Tw o pocket fold ers, one for in classroom , one to stay in book bag
 One change of clothes, includ ing und erw ear, socks, pants & shirt. Please
label item s w ith child ’s nam e.
 One bottle of Elm er’s School Glue
 One package Elm er’s Disappearing purple Glue Stick
 One box of tissues
 One package Velcro Buttons – girls only
 One package Wet Wipes – boys only
Throughout the school year, parents w ill receive notes to send in juice and / or
crackers for a snack.

EXAMPLE OF A D AILY S CHED ULE
Morning and afternoon program s are available at m ost sites. H ours of operation
vary accord ing to the school d istrict in w hich the program is located .
Continental Early D iscovery Preschool Program D aily Schedule
Morning
• 8:05 Arrival

• 12:05
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Afternoon
Arrival

• 8:20 Op ening Circle

• 12:20

Op ening Circle

• 8:55 Gym or Ou td oor Activity

• 12:55

Gym or Ou td oor Activity

• 9:20 Learning Center / Op en Snack

• 2:20

Learning Center / Op en Snack

• 10:40 Langu age Activity

• 2:40

Langu age Activity

• 11:05 Closing Activity

• 3:05

Closing Activity

• 11:05 Dism iss stu d ents

• 3:05

Dism iss stu d ents

* Learning Centers are organized around interests of the child ren. They are changed
often so child ren have opportunities to explore d ifferent m aterials, them es and id eas.
Child ren choose from a variety of learning centers th at includ e:
• Fine Motor Area
• Creative Arts
• H ousekeeping & Dram atic Play
• Math Discovery
• Science Discovery Area
• Books & Listening Area
• Writing Area
• Opportunities for Social Developm ent
• Pre-read ing activities are incorporated thr oughout the d ay.
The Continental Preschool follow s the elem entary school sched ule for holid ays,
conference and teacher w ork d ays. A school calend ar is includ ed .

S AFETY
Early Discovery Preschool Program policies to ensure the safety of child ren are:
• Child ren w ill be supervised by a staff m em ber at all tim es through the d ay.
• Upon arrival, each child w ill be greeted by a staff m em ber/ classroom volunteer.
• At d ism issal, a staff m em ber w ill release child ren only to parents or persons
d esignated by the parents.
• A fire em ergency and w eather alert plan is posted in each classroom .
• Child ren w ill practice fire d rills.
• On field trips child ren w ill have id entification attached , containing the child 's
nam e, school's nam e, ad d ress, and phone num ber.
• At least one staff m em ber, trained in first aid , w ill be available at all tim es.
• First aid m aterials that m eet the requirem ents of Ohio licensing rules w ill be
available in classroom s and on field trips.
• Anytim e a child is injured an incid ent report w ill be com pleted and given to
the parent.
• State law requires staff to report all suspected incid ents of child abuse or neglect
to the Child ren's Service Departm ent.

M ED ICAL/EN ROLLMEN T IN FORMATION
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The follow ing inform ation m ust be com pleted annually for each child in
an Early Discovery Preschool Program before the child m ay attend :
1. Early Discovery Enrollm ent Form
2. Transportation Form
3. Child H istory Form s
4. Med ical Emergency Authorization Form
5. Med ical form com pleted by a physician
Upon initial enrollm ent the follow ing:
1.Copy of birth certificate
2.Copy of current im m unization record
3.Authorization for school transportation (if applicable).
• Authorization and w ritten instructions from a physician and / or d entist to
ad m inister prescription m ed ication. Med ication m ust be in original container. Prior to
administration: Teacher’s shall secure written instructions of a licensed physician or
licensed dentist as appropriate for the administration of any medication, food
supplement, modified diet or fluoride supplement; and Each time medication is
administered, a written record or log including dosage, date and time shall be made.
That record or log shall be kept on file for one year.
• Med ications, both prescription and non -prescription, (i.e. cold rem ed ies and
cream s) w ill be ad m inistered only if ord ered by a physician and in original
container.
Staff w ill follow the follow ing proced ures if a m ed ical em ergency occurs.
• Parents w ill be contacted im m ed iately unless the situation is life-threatening,
in this case, EMS w ill be called before attem pting to reach the parent.
• If efforts to reach the parents are unsuccessful, instructions from the child 's
em ergency m ed ical form w ill be follow ed .
Annually a roster of the name and telephone number of the child and of the
child’s parent, on request, this roster will be furnished for each parent. If a parent
does not desire their child’s name to be included, please indicate by checking
“no” on the enrollment form. The classroom roster will not be furnished to any
person other than a parent who is currently enrolled in the program.

H YGIEN E
Early Discovery Preschools incorporate health and hygiene ed ucation w ith other
program activities. Good hygiene practices are part of preparation and clean -up
activities before and after snack or m eal tim es and toileting. Staff m od el and provid e
instruction d esigned to help child ren learn the im portance of w ashing their hand s,
10

brushing their teeth, covering their m ouths w hen sneezing or coughing and keeping
their clothing and personal belongings clean.
Please com ply w ith the Continental Schools d ress cod e ad opted for the hygienic,
health, and w ell-being of all stud ents.
• Footw ear of som e kind m ust be w orn.
• H ats m ay not be w orn d uring class.
• Clothing w ith insignias or printing that is obscene, suggestive or ad vertises an
alcoholic beverage m ay not be w orn.
• Tank tees and bike shorts are not allow ed .
• Clothes m ust be clean, neat and m eet reasonable stand ar d s of health, hygiene,
and d ecency. Cleanliness m ust be observed at all tim es.
• Shorts m ay be w orn d uring the m onths of August, Septem ber, and May.

H EALTH /COMMUN ICABLE D ISEASE
Staff is trained in the recognition of com m unicable d iseases. Should yo ur child
exhibit any sym ptom s of illness d uring the school d ay, he or she w ill be isolated from
the group. You w ill be contacted and asked to take your child hom e. Parents w ill be
inform ed if child ren are exposed to a com m unicable d isease such as chicken p ox. An
em ergency m ed ical and d ental plan is posted in classroom s.
Please d o not send your child to school if he or she has a fever of over 100, d iarrhea,
nasal d ischarge, severe coughing, vom iting, stiff neck, stom ach cram ping, yellow ish
skin or eyes, contagious skin rash, scabies, lice, d ark urine or w hite stools. A staff
m em ber w ill perform a d aily health check upon arrival. If your child has any of these
sym ptom s parents w ill be called to pick up their child .
A child isolated d ue to suspected com m unicable d isease shall be:


Cared for in a room or portion of a room not being used in the
preschool program ;



Within sight and hearing of an ad ult at all tim es. N o child shall ever
be left alone or unsupervised ;



Mad e com fortable and provid ed w ith a cot. All linens and blankets
used by the ill child shall be laund ered before being used by another
child . After use, the cots shall be d isinfected w ith an appropriate
germ icid al



Observed carefully for w orsening cond ition;



Discharged to parent, guard ian or person d esignated by the parent
or guard ian as soon as practical.

A child with any of the following signs or symptoms of illness shall be isolated
immediately from other children. Decisions regarding whether the child should be
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discharged immediately or at some other time during the day shall be determined by
the director and the parent or guardian. The child, while isolated at the program, shall
be watched carefully for symptoms such as:

(a) Diarrhea (more than one abnormally loose stool within a 24-hour period);
(b) Severe coughing, causing the child to become red or blue in the face or to
make a whooping sound;
(c) Difficult or rapid breathing;
(d) Yellowish skin or eyes;
(e) Conjunctivitis;
(f) Temperature of 100 degrees Fahrenheit, taken by the auxiliary method,
when in combination with other signs of illness;
(g) Untreated infected skin patch(es);
(h) Unusually dark urine and/or gray or white stool;
(i) Stiff neck; or
(j) Evidence of lice, scabies or other parasitic infestation.
As well as the following:
(a) Unusual spots or rashes;
(b) Sore throat or difficulty in swallowing;
(c) Elevated temperature; or
(d) Vomiting.

First aid kits are read ily available and are m aintained at each site as w ell as on
outings.
The staff w ears N onporous (e.g. latex) gloves w hen they are in contact w ith
spills of blood or other visibly blood y bod ily fluid s.
Spills of bod ily fluid s (e.g., urine, feces, blood , saliva, nasal d ischarge, eye
d ischarge or any fluid d ischarge) are cleaned and d isinfected im m ed iately in
keeping w ith professionally established guid elines (e.g., stand ard s of the
Occupational Safety H ealth Ad m inistration, U.S. Departm ent of Labor). Any
tools and equipm ent used to clean spills of bod ily fluid s are cleaned and
d isinfected .

HEAD LICE POLICY
Because of the close proxim ity of child ren in school w e occasionally have
stud ents w ith head lice. It is our program practice that a child w ith head lice
m ust be exclud ed from school until at least one treatm ent and com bing at hom e,
has occurred . A stud ent m ay com e back to school provid ed the parent/ guard ian
d ocum ents the treatm ent and com bing and upon exam ination by the school’s
d esignee that 1.) any rem aining nits are farther aw ay than ¼” from the scalp, 2.)
there are no live bugs and 3.) progress has been m ad e on com bing. It is
recom m end ed that all nits be rem oved . The process of nit rem oval m ay take a
few d ays. Continue com bing d aily and rem ove any nits found .
12

Please review the treatm ent for lice at the Center for Disease Control at
http:/ / w w w .cd c.gov/ parasites/ lice/ head / treatm ent.htm l

D IAPERIN G
Only child ren w ho are on an IEP w ill be perm itted to w ear d iapers to the
preschool program .
Staff w ill conform to the follow ing:
The changing of d iapers for all non-toilet trained child ren shall be hand led in
conform ity w ith the follow ing m ethod s:
 Diaper changing shall occur in a space that contains a hand w ashing
facility;
 The d iaper changing area shall be d isinfected after each d iaper change
w ith an approp riate germ icid al agent. Soiled stations shall be cleansed
w ith soap and w ater and then d isinfected w ith an appropriate germ icid al
agent;
 Any prod uct used d uring d iaper changing on m ore than one child shall be
used so that the container d oes not touch the child . Any prod uct obtained
from a com m on container (such as w ipe cloths) shall be used in such a
w ay so that contam ination of the prod uct or the container d oes not occur.
If soiled , the container shall be cleaned w ith a germ icid al agent.
 All topical ointm ents and cream s provid ed by parents shall includ e
w ritten instructions, w hich includ e: nam e of the item , nam e of the child ,
birth d ate of the child , d ate, and signature. Written instructions shall be
valid , not longer than 3 m onths. Parents m ust notify staff in w riting if
they d esire the item to be no longer ad m inistered .
N UTRITION
Good nutrition is im portant for learning. Please provid e your child w ith a nutritious
m eal before attend ing preschool. A sm all snack w ill be provid ed at school so if you r
child has special d ietary need s, please contact your child 's teacher.
Treats are w elcom e for special occasions. Just let us know ahead of tim e if you
w ould like to send a treat to share w ith your child 's class.
• Snack, m orning and afternoon: Parents m ay be asked to provid e food for
snacks. Snacks are chosen from a list of nutritious food s. Your child 's teacher
w ill let you know w hat snack item you m ay provid e each m onth on a note
attached to the m onthly new sletter. Please send the snack w ith your child on
the d ay specified by the teacher. if you are unable to send the snack listed , let the
teacher know .

FIELD TRIPS
Field trips are planned as part of the child 's learning experiences. They require
careful planning to ensure that all child ren m ay enjoy and benefit. Parents w ill be
13

inform ed of tim e, place, transportation arrangem ents and learning opportunities at least
one w eek before a planned field trip. Costs not covered by the program (e.g., entrance
fees or m eals) for field trip activities are the responsibility of the parent.
Participation is at the d iscretion of parents. Perm ission form s, allow ing your child to
take part in the field trip m ust be signed . If your child w ill not participate, please
contact the teacher.

BEHAVIOR MAN AGEMEN T
Philosophy of Discipline: The goal of d iscipline is to help child ren build
self-control and d irect their ow n behavior. We recognize the im portant role
self-esteem plays in this process and respect the em otional need s and
feeling of child ren in behavior m anagem ent strategies. At no tim e are
child ren labeled or threatened . Physical punishm ent is never used . Staff
follow these guid elines to prom ote positive behavior and w ill be
responsible for d iscipline.


Establishing clear and reasonable ground r ules to protect the rights
and safety of all child ren. These are d iscussed frequently in the
classroom .



Accepting child ren's id eas in the establishm ent of classroom rules.



Restating these rules, clearly and firm ly, w hen they are not
follow ed .



H elping child ren verbalize anger, feelings or concerns w hen they
are in conflict situations and generate their ow n solutions to the
problem .



Red irecting child ren in a positive m anner to avoid potential
problem situations.




Intervening only w hen the child m ay harm him or herself or others.
H elping child ren think about outcom es of their behavior and d evelop
better solutions for problem -solving.
 No discipline shall be delegated to any other child.
If behavior problem s persist, parents w ill be contacted to review , w ith
staff, possible solutions and alternatives. On -going com m unications
betw een staff and the parent w ill occur.
H ow ever, w hen child ren d o m isbehave the program w ill follow the proced ures
outlined below :
• Level One: Staff w ill talk w ith the child explain th e situation and attem pt to
red irect by encouraging the child to becom e involved in another activity.
• Level Tw o: If the child 's behavior repeated ly requires d isciplinary attention
and cannot be effectively red irected , he/ she w ill be asked to sit in a "tim e-out"
chair. Staff w ill let the child know that he/ she m ay rejoin the activity w henever
14

he/ she is read y to follow the preschool rules. The child w ill rem ain on the "tim eout" chair no longer than 5 m inutes.
• Level Three: If the d isruptive behavior becom es chronic, staff w ill d ocum ent
incid ents, and request a team w hich m ay includ e specialists from the Putnam
County Ed ucational Service Center and / or an elem entary principal, to observe
the child and m ake recom m end ations for an intervention plan. The parents w ill
be contacted . The problem , and how it is being hand led by the preschool w ill be
explained to them . Parents w ill be asked for their id eas so that preschool staff
can w ork together w ith them to solve the problem . Parents w ill be given a copy
of the behavior m anagem ent plan.
• Level Four: If the child is still d isruptive after im plem entation of an
intervention plan, the parents w ill be asked to attend a conference. At this tim e,
referral for evaluation by the county Ed ucational Service Center preschool
evaluation team m ay be m ad e.
• Level Five: If the problem persists and the child 's behavior is d eem ed to be a
threat to them selves and the safety of others, the parents w ill be asked to
w ithd raw the child from the preschool program .
In the case of a child w ith a d isability, the proced ures of the Putnam County
Ed ucational Service Center w ill be follow ed policy 5610.
Method s of Discipline: Staff w ill provid e d evelopm entally appropriate
child guid ance and m anagem ent techniques such as praise for positive
behaviors. The follow ing rules w ill be follow ed by all staff:


There shall be no cruel, harsh, corporal punishm ent or any unusual
or physical punishm ent such as but not lim ited to punching,
pinching, shaking, spanking or biting;



N o physical restraints shall be used to confine a child by any m eans
other than hold ing a child for a short period of tim e, such as in a
protective hug, so the child m ay regain control;



N o child shall be placed in a locked room , confined in an enclosed
area such as a closet, a box or a sim ilar cubicle and no excessive
tim eout period over 5 m inutes;



N o child shall be subjected to profane language, threats, d erogatory
rem arks about them or their fam ily or other verbal abuse;



Discipline shall not be im posed on a child for failure to eat and
sleep, or for toileting accid ents, techniques of d iscipline shall not
hum iliate, sham e or frighten a child ;



Discipline shall not includ e w ithhold ing food , rest or toilet use;



Separation, w hen used as d iscipline shall be brief in d uration and
appropriate to the child ’s age and d evelopm ental ability and the
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child shall be w ithin sight and hearing of a preschool staff m em ber
in a safe, lighted and w ell-ventilated space;


The center shall not abuse or neglect child ren and shall protect
child ren from abu se and neglect w hile in attend ance in the
preschool program .

S CREEN IN G , A SSESSMEN T AN D M ON ITORIN G CHILD PROGRESS
Child screening and assessment play an important role in learning and development. A
developmental, vision, hearing (if your child recently had tubes, please notify the classroom
teacher) and health screening are typically given by your child’s teacher, your child’s
doctor or early childhood coordinator when your child first enrolls in our program in
order to identify any areas of concern. If a concern is identified, a discussion occurs with
the child’s parents. If further screening or assessment is necessary in order to gain more
information or to rule out further concerns, you may be asked to re-visit your personal
doctor or possibly be referred for further educational evaluation within the school setting.
The results of developmental screenings are used to make instructional decisions and to
monitor your child’s progress.
Developm ental Screenings
The Putnam County Early Discovery Preschools use the Ages & Stages
Questionnaires, 3rd ed ition (ASQ-3) as a screening instrum ent. The ASQ-3 is a
valid and reliable stand ard ized tool used to id entify any concerns in the areas of
com m unication, gross m otor, fine m otor, problem -solving, personal –social and
social-em otional d evelopm ent. The d evelopm ental screenings, as w ell as health
screenings, w ill be com pleted w ithin 60 d ays of enrollm ent and annually
thereafter. If a fam ily need s follow up resources for a failed d evelopm ental or
health screening, assistance to find those resources m ay be provid ed to the
fam ily.
Results of the health and d evelopm ental screenings, w hich includ e the child ’s
nam e, d ate of screening and d ate of referral (if necessary) w ill be placed in each
child ’s file.
The ASQ 3 is used to com plete the com prehensive d evelopm ental screenings and
are com pleted by parent/ teacher upon enrollm ent. If necessary, referrals are
com pleted w ithin 90 d ays of id entification of a need , and all results are
com m unicated w ith the parents.


Results are given to parents using ASQ Result form.



A score in the gray shaded area results in handouts from the ASQ-3 Activity
Booklet or another source, given to parents to work on at home.
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A score in the black area results in discussion with the parents regarding a
possible referral for multi-factored evaluation through the child’s school district.
If the teacher and parents both agree that a referral for a formal evaluation is
needed, then a Putnam County Educational Service Center Student Referral
Form is completed noting the area of concern and submitted to the Early
Childhood Coordinator at the Educational Service Center on behalf of the child’s
local school to initiate preschool special education referral for evaluation.



Preschool staff will review overall class results to assist in developing lesson
plans and activities that may help the areas of need identified for the children
are developed to support children’s learning.

Com prehensive H ealth Screenings
Vision Screening – Com pleted by physician or inform ation w ill be provid ed to
parents on the im portance of com prehensive health screenings and resources to
obtain them .
If a child fails the screening, a referral to the fam ily eye d octor m ay be
recom m end ed .
H earing Screening – Com pleted by physician or inform ation w ill be provid ed to
parents on the im portance of com prehensive health screenings and resources to
obtain them . If a child fails the screening, a referral m ay be recom m end ed to a
local physician or EN T.
Lead Test
Com pleted by physician or inform ation w ill be provid ed to parents on the
im portance of com prehensive health screenings and resources to obtain them .
If a child fails the lead screening, a referral m ay be recom m end ed to the fam ily
physician.
H em oglobin- Com pleted by physician or inform ation w ill be provid ed to parents
on the im portance of com prehensive health screenings and resources to obtain
them .
If a child fails the hem oglobin screening, a referral m ay be recom m end ed to the
fam ily physician.
H eight/ Weight
Com pleted by physician or inform ation w ill be provid ed to parents on the
im portance of com prehensive health screenings and resources to obtain them .
If a child fails the screening, a referral to the m ay be recom m end ed .
Dental H ealth Screening
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Com pleted by physician/ d entist or inform ation w ill be provid ed to parents on
the im portance of com prehensive health screenings and resources to obtain
them .

H OME-S CHOOL COMMUN ICATION S
H om e - school com m unications are im portant. All Early Discovery Preschools hav e
an 'open d oor' policy that w elcom es your visit to the child 's room anytim e. H ow ever,
often staff are busy w ith child ren and not able to confer w ith you d uring class tim e. If
you have concerns, questions or com m ents to share, please w ait until after schoo l. Each
teacher has established office hours available. Telephone contacts and conference tim es
can be sched uled at tim es convenient for you.
The preschool send s a new sletter to parents regularly. This w ill keep you inform ed
about program activities planned for your child and Continental School events
sched uled in the com ing m onth.
H om e visits are another w ay of sharing inform ation and an option you m ay choose.
During these visits, the parent(s) and teacher plan hom e activities to prom ote the child 's
d evelopm ent that all m em bers of the fam ily can enjoy. H om e visits are a good w ay for
teachers to get to know child ren "on their ow n turf." Your child 's teacher w ill contact
you about this program option.
All child ren like to bring in toys and special item s from hom e. Though w e try to
keep these item s safe, occasionally they get lost or broken. Please keep the follow ing
guid elines in m ind if your child chooses to bring som ething from hom e.
• Do not send som ething that has great value, is fragile or cann ot be replaced .
• Label the item w ith your child 's nam e.
• Und erstand that w e cannot be responsible for lost or broken item s.
• Please, no d angerous/ violent/ scary toys or w eapons.
Young child ren enjoy sharing inform ation about their fam ilies and special events.
Som etim es young child ren are not able to com m unicate these things and have d ifficulty
expressing their feelings. Know ing about events or changes in your child 's life such as
illnesses, hospitalizations, d eaths, separations, a new baby, m oving plans, special
visitors, celebrations, fam ily outings or trips can help us stim ulate com m unications
and / or provid e appropriate und erstand ing and support. Staff w ill keep any
inform ation you care to share in strictest confid ence.

PAREN T PARTICIPATION
Parent participation in early child hood program s is key to ensure successful
transitions betw een hom e and school. Opportunities for parent involvem ent in Early
Discovery Preschool Program s reflect the d iverse fam ily sched ules, need s, interests, and
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experiences of parents w hose child ren are enrolled . Your participation can take m any
form s such as:
• Com m unicating on a regular basis w ith your child 's teacher.
• Taking ad vantage of hom e visits that provid e parents and teachers an
opportunity to exchange inform ation and interact w ith child ren on an
ind ivid ual basis.
• Visiting and observing in the classroom . You are w elcom e anytim e, how ever,
w e appreciate know ing w hen you plan to visit. Your com m ents and questions
can be shared before or after class.
• Joining your child in activities that can prom ote learning at hom e or at school.
• Attend ing parent conferences and m eetings.
• Attend ing Early Discovery Preschool Parent Ed ucation Program s that focus on
issues and concerns relevant to young child ren and their fam ilies.
• Sharing a special talent or experience w ith your child 's class.
• Assisting w ith class field trips or special events.
• Contributing to the parent bulletin board in your child 's classroom .
• Using resources, such as books, gam es or toys, that are available in your child 's
program .
• Participating in com m unity activities that relate to young child ren and fam ilies
• Sharing inform ation w ith others about the im portance of early child hood
program s that are d evelopm entally appropriate.
Policy m anuals from the Putnam County Ed ucational Service Center and the
Continental Schools are available in your child ’s classroom .

PAREN T COMPLAIN T PROCESS
It is the d esire of the ESC Governing Board to rectify any m isund erstand ings be tw een
the public, parents, and the preschool program by d irect d iscussions of an inform al type
am ong the interested parties. It is only w hen such inform al m eetings fail to resolve the
d ifferences, shall m ore form al proced ures be em ployed .
Step One: Please d iscuss your concern w ith the staff m em ber(s) of your child ’s
preschool program in ord er to m ake every effort to resolve the issue w ith appropriate
actions.
Step Tw o: If a satisfactory solution is not achieved by a d iscussion w ith the professional
staff m em ber, a request for a phone or personal conference should be m ad e to the
preschool program supervisor. Please includ e:
a. The specific nature of the com plaint and a statem ent of the facts;
19

b. N ature/ effect upon the parent/ guard ian or child ;
c. The action you w ish to be taken and w hy.
Should the m atter not be resolved in conference w ith the supervisor, a request for a
phone or personal conference should be m ad e to the Superintend ent of Putnam County
Schools.
Should the m atter still not be resolved or if it is beyond the Superintend ent’s authority
and requires Putnam County ESC Governing Board d ecision or action, the parent or
guard ian shall request, in w riting, a m eeting to d iscuss the m atter.
Specific d etails related to this policy can be found in the Presch ool Policy Book located
in each classroom and at the Ed ucational Service Center, 124 Putnam Parkw ay, Ottaw a,
Ohio.
Fam ilies enrolled in the Putnam County Ed ucational Service Center’s Early Discovery
Preschools m ay at any tim e contact the Ohio Departm ent of Ed ucation at 877.644.6338
or by m ail at the Ohio Departm ent of Ed ucation, Office of Early Learning and School
Read iness, 25 S. Front St., Colum bus, Ohio 43215.
Inspection reports for the Early Discovery Preschool Program are posted in each
classroom ; a copy m ay be obtained by contacting your child ’s teacher.
Policy m anuals from the Putnam County Ed ucational Service Center and the
Continental Schools are available in your child ’s classroom .

RECORD S RETEN TION
We follow the Fam ily Ed ucational rights and Privacy Act (FERPA) guid elines for
5 years record retention. Your child ’s record w ill be d estroyed 5 years after their
exit d ate from preschool.

S CHOOL CALEN D AR
Early Discovery Preschool follow s the Continental School calend ar. You m ay
view the school w ebsite at http :/ / w w w .continentalp irates.org.
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