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Helping Hands Center 

Parent Handbook

2008-2009
Welcome to Helping Hands Center for Special Needs. This handbook contains policy and general information. It is very important that you read this handbook and keep it handy as long as your child is enrolled in the program. It will answer many of the questions you have about Helping Hands Center.  Please sign and return the acknowledgement page.   
Helping Hands Center Mission Statement

Helping Hands Center for Special Needs provides collaborative and integrated therapy services directly and supportively to individuals with disabilities and their families.  This non-profit therapy and education center will support the community by providing a means to address educational, developmental, behavioral, and emotional needs through a continuum of research.
Education Center Contact Information
Phone: 614-262-7520 
(Including cancellation/absence voicemail)  

Fax: 614-262-7540                                                     

Located At: 2500 Medary Ave, Columbus, OH 
E-Mail: helpinghandscenter@hotmail.com

Website: helpinghandscenter.com

All administrators and therapists are available via voicemail at 614-262-7520.  Extensions are listed in the phone message.

Erin Nealy: Ext. 104


Abby David: Ext. 106

License

At the end of the handbook you will find an attachment about licensing and other valuable information. Please take the time to read this information. 

Admissions
A child is considered to be enrolled in the center only after director confirms the availability of space and the required paperwork is received. This includes basic enrollment and health information. Any change to this information must be communicated to the office immediately so that current information is always on file. This is for the safety of your child. A medical form signed by a physician or certified nurse practitioner is required to be submitted within 30 days of admission. This medical must be updated every 13 months. 

Hours and Days of Operation


Helping Hands Center hours of operation are:

Office Hours M-F 8-4:00
Therapy Center: by appointment
Education Center: Monday- Thursday 8:45-3:15   Friday: 8:45-2:00 (No Friday Class June 23- Aug 14)
Throughout the year, Helping Hands Center will close for Holidays and for Team meetings. 
2008-2009 Helping Hands Center Calendar

August 14 – Last day of Summer Camp; All forms for 2008-2009 School Year due

August 15-21- HHC Closed – No school or Therapies  

August 25 - 1st day back for teachers and staff

August 28 – Grand Opening Festival and Parent Open House: 5-7 PM

September 1- Labor Day, HHC Closed, No school or Therapies

September 2 - 1st Day, Fall Therapy Center Clients

September 3 - 1st Day of School

October 13 – Columbus Day, HHC Closed – No School or Therapies

October 14 – Teacher Work Day, No School (Therapies by Appt.)

October 29 – HHC 4th Annual Practice Trick- Or -Treat Night, 4:15-6:00 PM

November 26- 28 – Thanksgiving Holiday- No school or therapy

December 4- Holiday Hoopla

December 5 – Team Meetings, No school or therapies

December 20-January 4 – Winter Break – No School or Therapies

January 5 – First day back from winter break 

January 19 – MLK JR. Day – No school or Therapies

February 13 - Team Meetings, No school or therapies

February 16 – President’s Day, No school or therapies

March 13 – Teacher work day, No School (Therapies By appt.) 

April 10-19 – Spring Break, No school or therapies

April 20 – First day back from Spring Break

May 15- Team Meetings, No School or therapies

May 25 – Memorial Day, No school or therapies

June 5 – Last Day of School – Field Day!!

Staff/Child Ratios and Maximum Group Size
Helping Hands Center will not exceed the following state required ratios: 

1:5 or 2:12
Infants (0-12 months)

1:6 or 2:12
Infants (12 months-18 months)

1:7

Toddlers (18 months-30 months)

1:8

Toddlers (30 months to 36 months)

1:12

Preschoolers (3 years- 4 years)

1:14

Preschoolers (4 years until eligible for kindergarten)

1:18

Schoolagers (eligible for school)

Because we desire to provide a higher level of quality care we will strive to maintain a 1:2 ratio of identified children in all intensive classrooms and a ratio no greater than 1:4 in all group instruction classrooms.
The maximum group sizes are as follows: 

12 
Infants 

14 
Toddlers 18months-30 months 

16 
2 ½ -3 yr olds 

24 
3 year olds 

28 
4-5 year olds 

36 
Schoolage children

Maximum group size is defined by the number of children in one group that may be cared for at any time. Limitations do not include naptime, lunch time, outdoor play or special activities. 

Tuition/Fees and Payment Policies

Tuition for the 2008-09 school year is as follows:
Tigers/Panthers $21,000

Penguins, Bumblebees, Bluebirds, Red Robins: $22,800
Ladybugs, Elephants, Giraffes, Frogs, Bears, Butterflies: $26,000
 

All checks are to be made payable to: Helping Hands Center. Tuition should be placed in the box outside the office or mailed.  Our tax ID number is 76-0796242 

Tuition payments not received by the 3rd of each month will be considered late and a fee will be assessed.  Tuition is due regardless of the attendance of the child.  Thirty days written notice is required for the withdrawal of any student, failure to give notice may result in a penalty equal to one month’s tuition. 

Therapy rates for the 2008-2009 school year will be:

Speech Therapy: $80/hr

Occupational Therapy:  $80/hr

Music Therapy: $60/hr 

Educational Consultation: $125/hr

Psychological Services $150-$200/hour Behavior Support: Rate will be based on needs
Behavior Support: Behavior Support programs include feeding programs, toilet training, home support and crisis prevention during school hours.  Each of these programs is unique to the child and therefore costs will be determined on a case by case basis.  
Helping Hands Center is able to bill directly to the following funding sources: Franklin County, Delaware County, Medicaid.  It is the parent’s responsibility to keep these funding sources current; invoices returned to HHC by these agencies will become the responsibility of the family.  We are unable to bill to your private insurance company, however we will provide you with invoices to submit on your own.  Invoices are created monthly for therapy and are due upon receipt.  

Tuition includes one session of music therapy per week but does not include Speech or Occupational Therapy.  

Delinquent Accounts/Returned Checks: A $25.00 fee will be charged for any returned checks due to insufficient funds. The parent will be required to pay in cash until all account balances are settled. 

Late Pick-up Charges: If a parent realizes that circumstances beyond their control are going to delay pick-up, a phone call is requested.  This is important as many children fear they have been forgotten when parents do not arrive at their usual time.  After two warnings the following late pick up fees will be assessed:
3-9 late occurrences 

$5.00

16-20 late occurrences
$15

10-15 late occurrences
$10.00

21+ late occurrences 
$20

Swimming and Water Play

On occasion students at HHC will partake in water activities.  In the event that children will be in or near water of 2 feet or more, a written permission form will be sent home.  Children under 3 will need written permission for all water activities. 
Supervision Policy
The most important responsibility of the staff is to ensure the health and safety of each child entrusted in our care. Staff persons are alert to the safety needs of their children, anticipate possible hazards, and take necessary appropriate precautionary and preventative measures. 

Arrival/Departure: Arrival and Departure will take place in three locations on the exterior of the building.  Students will be escorted to class by their teacher.  Any special messages, medications, special pick​up notes, etc. are to be in daily binder. Departure will take place at the same location as Arrival.  After 8:50 and before 3:10 parents must park and go to the office for Drop off or Pick up.
Supervision of Infants/Toddlers/Preschoolers: At no time will a child be left unattended. Staff will supervise children at all times, including naptime.  If a child becomes ill, they may be isolated in a section of the room not in use, but within the sight and hearing of a staff member. 

Supervision of School age Children: School age children may run errands inside the building or use the restroom alone or in groups of no more than six children without adult supervision as long as the following conditions are met: children are within hearing distance of their teacher, the teacher checks on the children regularly until they return; and the restroom is for the exclusive use of the center. One group of no more than six school children, fourth grade age or older, may engage in activities which pose no physical risk to their safety in a room without a child care staff member, as long as the teacher can see or hear the children at all times and checks on the children periodically. 

Children arriving to the Center from other programs: At times it may be necessary for a child to arrive at the center from another program (Example: Child arrives after a part time Head Start program or a schoolager arrives at the center after school). If a child is scheduled to arrive and does not, we will first contact the parent to confirm that the child is scheduled to be at the center that day, and then contact the program that they are to have arrived from. We will then consult with the parent to determine further action. For this reason, it is very important that parents contact the center when their child is not going to be attending. 

Release of a Child: Staff will release children only to persons on the release form provided by the parent. If an emergency arises the parent must provide a written, signed note giving the person permission to pick-up their child.  Staff will check ID’s of anyone they do not recognize. Please let people know about this ahead of time so they bring a picture ID and they are not offended. The children’s safety is our priority! Staff will not release children to anyone, including parents, who appear to be under the influence of drugs or alcohol. Emergency contacts will be called to transport the child home. Police will be notified if necessary. 

Custody Agreements: If there are custody issues involved with your child, you must provide the center with court papers indicating who has permission to pick up the child. The center may not deny a parent access to their child without proper documentation. 

Transitioning: You will be notified when your child is ready to move up to the next classroom. As part of the procedure, center staff will develop a transition plan. This plan will include the beginning and ending date of the transitioning period and include a transition schedule. The plan will be signed by the parent. Parents may also request to have their child transitioned. These requests will be accommodated if it is in the best interest of the child and space is available in the next room. 

Child Abuse Reporting: All staff members are mandated reporters of child abuse. If staff has suspicions that a child is being abused or neglected, they MUST make a report to the local children’s services agency. The safety of the children is always our first concern. 

Transportation of Children
The center will not transport children in any situation. If a child requires emergency transportation, the parent or the emergency squad will be contacted. 

Guidance Policy
HHC Staff has been trained to follow behavioral principals when managing challenging behaviors. We treat each child as an individual and take into account developmental and age appropriate management of behaviors.  It is our philosophy to implement positive reinforcement to reward desired behaviors and use extinction and redirection when confronting undesired behaviors.  All behavior plans and goals will be developed in consultation with the parents, teacher, directors and psychologist and would be consistent with the requirements of Rule 5101: 2-12-22 OAC.  Parents are encouraged to speak with your child’s teachers or a director with concerns or suggestions.  
Meals and Snacks

Helping Hands Center has a morning snack, lunch and an afternoon snack. Parents are required to provide appropriate foods for each of these times.  Only lunches will be heated up.  Meals must consist of nutritional food from the following food groups: (minimum portion sizes for a 3-6 year old) protein (1 ½ oz), grain (½ slice bread or 1/4 c pasta, etc), and two foods from the fruit/vegetable group (½ c.). Many students at Helping Hands Center are on special diets.  Please be sure to notify the staff of the diet requirements and send appropriate foods.  All food items must be stored in a lunch box/bag clearly marked with your child’s name. The lunches will be stored in the classroom, please be sure to include ice packs in your child’s lunch if foods need to be kept cold. If a lunch does not meet the nutritional requirements then the center is mandated to provide the additional food(s).  These will be provided at a charge of $1.00 per item. 
Accidents/Emergencies
Emergency Contacts: In the event of an emergency or illness requiring a child to be picked up, the first name listed on the contact list will be called.  If that person is unable to be reached within a reasonable time the next person will be contacted. Please make you contacts aware that they may be called.  Children with an illness should be picked up within 30 minutes of the call.     
Fire/Weather Emergency: The center has devised several procedures to follow in the event that an emergency would occur while a child is in the center’s care. In the event of a fire or tornado, staff would follow the written instructions posted in each classroom, describing emergency evacuation routes and the procedures to be followed to assure that children have arrived at the designated spot.  In order to prepare children for the unlikely need to evacuate, the center does conduct monthly fire drills and periodic tornado drills. Should we need to evacuate due to fire or weather conditions, or the loss of power, heat, or water to the center, our emergency destination is North United Methodist Church at 42 Tompkins St.  Parents will also be contacted as soon as possible to come to pick up your child. If a parent cannot be reached, we will contact the emergency contacts as listed on your child’s enrollment information. 

Lockdown Threats: If a dangerous or threatening incident occurs in the area of the school, or a dangerous person is suspected to be in the area we will be notified by the police to begin lockdown procedure.  In the case of a lockdown, all doors will be locked, and children will be escorted to a safe place with their teacher, until the appropriate password has been given to all teachers and staff on the loudspeaker. An incident report will be sent home explaining the situation.  

First Aid: There is always one staff member present that has received training in First Aid/Communicable Diseases and CPR. In the case of a minor accident/injury staff will administer basic first aid and TLC. If the injury/illness would be more serious, first aid would be administered and the parents would be contacted immediately to assist in deciding an appropriate course of action. If any injury/illness is life threatening, the EMS will be contacted, parents will be notified, and a staff member will accompany the child to the hospital with all available health records. Staff may not transport children in their vehicles. Only parents or EMS will transport. 

An incident/injury report will be completed, and given to the person picking up the child, on the day of the incident/injury, if any of the following occur: the child has an illness, accident, or injury which requires first aid; the child receives a bump or blow to the head; the child has to be transported by emergency squad; or an unusual or unexpected event occurs which jeopardizes the safety of the child. If a child requires emergency transportation, the report shall be available within twenty-four hours after the incident occurs.  The center shall also contact licensing personnel from the appropriate ODJFS office within 24 hours when there is a “general emergency” or “serious incident, injury or illness”. The report will be provided to licensing staff within 3 days of the incident. 

Management of Illnesses

Helping Hands Center provides children with a clean and healthy environment. However, we realize that children become ill from time to time.  If this is your child’s first group care experience, it is possible that they may experience more frequent illnesses at the beginning before their immune system becomes more active. We observe all children as they enter the program to quickly assess their general health. We ask that you not bring a sick child to the school. They will be sent home! Please also plan ahead and have a back up care plan in place if you are not able to take time off from work/school.  If a parent can not be reached to pick up a sick child within thirty minutes we will begin calling emergency contacts until the child is picked up.
A child with any of the following symptoms will be immediately isolated and discharged to the parent or emergency contact: 

●Temperature of 100 degrees F - in combination with any other signs of illness 

●Diarrhea (more than three abnormally loose stool within a 24 hour 



period) 

●Severe coughing (causing the child to become red in the face or to make a whooping sound) 

●Difficult or rapid breathing 

●Yellowish skin or eyes 

●Redness of the eye or eyelid, thick and purulent (pus) discharge, matted eyelashes, burning, itching or eye pain.   

●Untreated skin patches, unusual spots or rashes 

●Unusually dark urine or grey or white stools 

●Stiff neck with an elevated temperature 

●Evidence of untreated lice, scabies or other parasitic infestation 

●Vomiting more than once or when accompanied by any other sign or symptom of illness 

●Sore throat or difficulty swallowing 

Any child demonstrating signs of illness not listed above will be isolated and carefully observed for symptoms. The parent will be notified. If a child does not feel well enough to participate in center activities the parent will be called to pick-up the child.  Anytime a child is isolated they will be kept within sight and hearing of a staff member. The cot and any linens used will be washed and disinfected before being used again. 
Parents will be notified by a letter in bookbag if children have been exposed to a communicable illness. Children will be readmitted to the center after at least 24 hours of being free of fever and other symptoms. If they are not symptom free a doctor’s note will be required stating that the child is not contagious. 

Medications: The center will administer medications to a child only after the parent completes a Request for Medication form and A care plan. All proper sections must be completed and the medication handed to the teacher each day. Medications will be stored in a designated area inaccessible to children. Medications may NOT be stored in a child’s bin or book bag. The only exception to this requirement is for schoolage children that require the immediate use of an inhaler for a medical condition.  Schoolagers only will be permitted to maintain control of their inhalers. Parents must sign a release form stating that they are permitting their child to have access at all times to the inhaler. The child must keep the inhaler on his person at all times, it may not be stored in a bin or book bag. Anytime the child is unable to maintain control of the inhaler it must be handed directly to the staff member responsible for the child. Epipens will also be kept in classroom, but out of the reach of children.  
Prescription/Over the Counter medications must be in their original container and administered in accordance to instructions on the label. Over the counter medications must also be administered in accordance to label instructions. If parents request any different dosages or uses, a physician must provide written instructions on the Request for Medication form.  Over the counter medications will not be administered for more than three days without instructions from a physician.  Over the counter medications can not be kept at the center for “as needed” dosage.  
Food Supplements or Modified Diets: If your child requires a food supplement or a modified diet, you must secure written information from your physician regarding this.  Helping Hands Center will treat supplements as medicine and above procedure will be followed.  
Food Restrictions and Allergies: HHC tries to support each parent and family in the decisions they make regarding food restrictions.  If you wish for your child to have a restricted diet, please notify your teacher and a director immediately.  Please fill out the appropriate information with the registration information, and notify us as soon as any changes occur.  We will try to work with your family as long as requests for food and substance restrictions are within reason.  
Outdoor Play

Students will have one gross motor session during the morning classroom session, and one gross motor session during the afternoon classroom session.  Students attending during the lunch hour will have an additional recess/gross motor period.  If weather permits (temperatures are above 35º and/or below 95 º and it is not raining), students will be taken outside for at least one gross motor period per day.  Please send your child with appropriate attire for the current weather conditions (ie: mittens, hats, coats, etc.).  If weather does not permit, students will have indoor gross motor time in the gymnasium.  

Parent Participation/Observation

Parents are encouraged to participate during activities at the center. Parents have access to the building during hours of operation however, they should schedule time in the office so children are not disrupted from activities. Teachers and Directors are available to discuss a child’s progress during quarterly team meetings.  Due to staff responsibilities and schedules, parents are asked to make appointments with staff when it is necessary to engage in any lengthy conversation at times other than quarterly meetings. Teachers want to be able to focus on you and your child at these times. 

If parents have any concerns or questions at any time it is recommended that the following chain of command be used until an answer or solution is found. 

1. Child’s Lead Teacher 

2. Classroom Supervisor

3. Director of Student Services or Director of Therapy Services
Please feel free to bring concerns up when they occur. Often they can be addressed when they are little problems, before they grow into bigger problems. Staff fully realizes that you are trusting us with your little ones and we want our relationship to be a good one. 

Additional Policies

Celebrations: We are always excited to celebrate special holidays and birthdays with students, however, due to the extensive diet and allergy restrictions of so many of our students, we ask that parents refrain from sending group edible treats to school.  Parents are welcome to send party hats, special toys or goody bags, but we cannot allow food outside of our normal snack time, or shared food of any kind.
School Delays/Cancellations: If inclement weather causes the closing or late start of Helping Hands Center local media will be notified.  If poor weather conditions begin during the school day, please watch and listen for early dismissal of Helping Hands Center.  If early dismissal occurs, please pick up your child as soon as possible, as it is our goal to keep all families safe.  Please tune to WBNS 10TV and their website for the most up to date cancellations.
Toileting: All parents are requested to turn in the detailed toileting form along with their registration paperwork.  It is the parent’s responsibility to maintain communication regarding changes in toileting procedures for their child.  Please notify a director or your child’s teacher with questions or concerns regarding toileting.  It is our policy to encourage independence with each child and his/her toileting and daily living skills.  All female students will use the bathroom marked Girls, and all male students will use the bathroom marked Boys.  Each parent is required to provide HHC with the child’s needed diapers, pull-ups, wipes, and extra clothing.  A note will be sent home when supplies become low.  If a parent does not send in replacement items for toileting within 3 days of request, a $5.00 fee will be assessed.  Bins in the bathrooms will hold each child’s supplies.  DO not use supplies from the bins of other students!  We request that parents take each child through his or her toileting routine (diapering or toileting) before drop-off.

Staff Qualifications

More than 90% of the staff at Helping Hands Center are certified in CPR and First Aide, and have been through other rigorous training, including but not limited to:

· Applied Behavior Analysis

· Data Collection

· Behavior Management

· Lesson Planning and Content Standards

· Peer Buddy Implementation

· Social Story Writing and Use

· Confidentiality and Ethics

In addition, most teachers have at least an undergraduate degree in education, special education, or a related field such as psychology, social work, or human development.  Other teachers have received extensive training in behavioral principles and strategies.  Most teachers and staff at HHC have had extensive experience working on ABA teams and providing assistance to children with autism.  All therapists of HHC are required to maintain their appropriate licensure, and participate in many of the trainings provided for the teachers.  All therapists at HHC are specialized with children with autism and other developmental disabilities.    
Schedules

Classroom schedules will vary daily according to the class activity and the child’s individual needs.  The following is a sample of a general schedule used in each type of classroom.

Small Group



Combination Classrooms


DTI Classroom
8:45-9:00 Opening Activity

8:45-9:00 Session 1


8:45-10:15 Session 1
9:00-9:15 Circle Activity

9:00-9:15 Session 2


10:15 Toileting

9:15-10:15 Group Centers

9:15-10:15 Session 3


10:30 Gross Motor

10:15 Toileting


10:15 Toileting


10:45-11:30 Session 2
10:30 Gross Motor 


10:30 Gross Motor 


11:30-12:30 Lunch/Recess

10:45-11:30 Group Centers

10:45-11:30 Session 4


12:30-1:45 Session 3
11:30-12:30 Lunch/Recess

11:30-12:30 Lunch/Recess

1:45-2:00 Gross Motor

12:30-12:45 Toileting


12:30-12:45 Toileting


2:00 Toileting

12:45-1:45 Group Centers

12:45-1:45 Group Centers

2:15-3:00 Session 4
1:45-2:00 Gross Motor

1:45-2:00 Gross Motor

3:00-3:15 Closing Circle
2:00-3:00 Group Centers

2:00-3:00 Group Centers

3:00-3:15 Closing Circle

3:00-3:15 Closing Circle

                   



(morning and afternoon may reverse)
Ohio Department of Job and Family Services 

CENTER PARENT INFORMATION REQUIRED BY OHIO ADMINISTRATIVE CODE 
The facility is licensed to operate legally by the Ohio Department of Job and Family Services. This license is posted in a conspicuous place for review. 

A toll-free telephone number is listed on the facility’s license and may be used to report a suspected violation of the licensing law or administrative rules. The licensing law and rules governing child care are available for review at the facility upon request. 

The administrator and each employee of the facility is required, under Section 2151.421 of the Ohio Revised Code, ORC to report their suspicions of child abuse or child neglect to the local public childrens services agency. 

Any parent, custodian, or guardian of a child enrolled in the facility shall be permitted unlimited access to the facility during all hours of operation for the purpose of contacting their children, evaluating the care provided by the facility or evaluating the premises. Upon entering the premises, the parent, or guardian shall notify the Administrator of his/her presence. 

Rosters of the names and telephone numbers of the parent or guardians of the children attending the facility are available upon request. The parent roster will not include the name or telephone number of any parent who requests that his/her name or telephone number not be included. 

The licensing inspection reports and complaint investigation reports, for the current licensing period, are posted in a conspicuous place in the facility for review. 

The licensing record including compliance report forms, complaint investigation reports, and evaluation forms from the building and fire departments are available for review upon request from the Ohio Department of Job and Family Services. The department’s website is: http://jfs.ohio.gov/cdc . 

It is unlawful for the facility to discriminate in the enrollment of children upon the basis of race, color, religion, sex or national origin or disability in violation of the Americans with Disabilities Act of 1990, 104 Stat. 32, 42 U.S.C. 12101 et seq. 

This information must be given in writing to all parents, guardians and employees as required in 5101: 2-12-30 of the Ohio Administrative Code. 
Parents, after reading the handbook please sign and return this page to the administrator. This page of the Student Handbook must be signed and returned before the child attends the center.  Please feel free to ask one of the Directors questions about any of the policies in the handbook. 

I acknowledge that I have received a copy of the Parent Handbook for Helping Hands Center for Special Needs, and have had the policies reviewed with me. I agree to follow all policies outlined within. 

_____________________________________________________

Signature of parent/guardian 



Date 

______________________________________________________
Signature of parent/guardian 



Date
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