EXTENDED CARE
HANDBOOK
2019-2020
15111 E Sprague Ave, Suite C, Spokane Valley WA 99037
PHONE (509) 558-5814
ATTENDANCE LINE (509) 558-5825

Availability
Extended Care is available for children who are enrolled in our
preschool programs. The following options are available:
 Part Day Preschool with wrap around extended care
(25 hours or less)
 Part Day Preschool with wrap around extended care
(26 hours or more)
 School Day Preschool with wrap around extended care
(25 hours or less)
 School Day Preschool with wrap around extended care
(26 hours or more)
For more information, please contact the program office at
558-5814.

Enrollment Information
All forms must be completed and on file two working days before starting care, and registration fees must be paid before a
child may attend. The registration packet consists of the following items:
- Online Enrollment
- Certificate of Immunization
- USDA Enrollment Form
- Parent Agreement
- Discipline Guidance Policy
It is important for the program to have current information
on each child to help provide a quality experience and appropriate care for the child, physically, emotionally, intellectually, and socially. All information is kept confidential.

Program Phone Numbers
Extended Care
Extended Care Room 301 . . . . . . . . . . 558-5817
Extended Care Room 307 . . . . . . . . . . 558-5816

Attendance Line . . . . . . . . . . . . . . . . . .558-5825
Administrative Staff
Director . . . . . . . . . . . . . . . . . . . . . . . . . 558-5812
Extended Care/ Bookkeeper . . . . . . . . . 558-5814
Program Secretary . . . . . . . . . . . . . . . . .558-5810
Front Desk . . . . . . . . . . . . . 558-5860 or 558-5862

Holidays Celebrated
Extended Care celebrates holidays in a non-religious manner.
We respect each child’s right to practice their family’s chosen
religion. If you would like to bring in a treat for your child’s
birthday, you are welcome to bring a store bought treat to
share.

Payment Documentation for Dependent
Care and Tax Purposes
The ELC Bookkeeper will provide all current accounts with
written documentation of extended care expenses for tax purposes when requested.

Items Left After Child Leaves Care
Due to limited storage, items left at the center are only kept for
5 days after your child’s last day in attendance. Please make
sure to take everything home with you.

Extended Care Teacher’s Training
The Central Valley Early Learning Center Child Care teachers
participate in the Managed Education and Registry Information
Tool (MERIT) system. Each teacher is required to follow all requirements from the Early Start Act of 2015 that established for
professional development. We require our staff to take college
courses in Early Childhood Education and/or CDA training.
All of our teachers and staff members are required to have:


A negative tuberculosis skin test



Washington State criminal history background clearance



Washington State driver’s license or other photo ID



Basic first aid training

Fees and Payment Procedures
Please contact the program office at 558-5814 for current
rates. All of our rates are monthly rates. Our program does not
have hourly rates. Families with multiple children will receive a
10% discount on the oldest child’s tuition. This is exclusive of
the registration fee. A registration fee of $50.00 per family for
extended care, is payable upon registration for the program.
This fee is non-refundable and must be paid before any child
can receive services.
All fees are due by the first service day of the month. After the
5th service day of the month a $15.00 late fee will be assessed. Fees not paid in full may terminate services. Care may
be reinstated upon payment of all fees if there is space available. In the event that two weeks (10 service days) have passed
since care was discontinued, a new registration fee of $50
must be paid before care is reinstated. Payments are first
applied to late and registration fees, then to monthly tuition
fees. Any tuition checks returned for insufficient funds will be
assessed a $20.00 processing fee and subsequent payments
must be paid in cash or money order on the due date.
Fee payments must be paid with a check or money order, or
cash for the exact amount (no change will be given). Make
payments to CVCC. These payments can be dropped in the
payment box at the Early Learning Center or given to the ELC
Secretary or Bookkeeper (during office hours, 8-4 Monday
through Friday), or mailed to the Early Learning Center. If
you would like to pay online, go to cvsd.org, click on Student
and Parent Resources » Online Payments » Extended Care
($2.00 processing fee will be applied to online payments).
Additional Fees: Extended Care closes at 5:30 PM. Children picked up after closing will be charged $1.00 per minute
late. This charge must be paid within 24 hours of late pick up.
Non-paid late fees might terminate services.

Working Connections or other Extended
Care Subsidy

Biting and Behavioral Policy for Children

If the child’s fees are paid by a source other than the parent,
such as through Working Connections, it is the responsibility of
the parent to be sure that the source or caseworker has the
current number of hours and days the child will be attending
and to make the necessary adjustments when the child’s
schedule changes.

The rules of the Central Valley Early Learning Center are for
safety, health, concern for others, and to foster pride in
personal growth. Since the goal of discipline is self-control, its
form varies upon the situation and each individual child’s developmental stage and needs. When an incident takes place, the
following responses may occur:

Due to the high demand for extended care and the number of
families on waiting lists for our services, any openings created
due to termination of WCCC benefits may be filled immediately. To ensure there is no gap in your extended care coverage,
please communicate with your WCCC caseworker and the
ELC bookkeeper in a timely manner.



If a child is injured, the child receiving the injury will be immediately comforted and first aid administered as needed.
The offending child is taken aside and the teacher will give
a verbal reminder of the rules and an explanation of why the
child’s actions are unacceptable. He or she may be given a
short separation from the group-a “think time” or “time out”.


If the incident involves an injury or the misbehavior is serious enough, an Injury/Incident Report or parent note home is
completed. A copy is given to the parents and placed in the
child’s permanent file. The ECE Specialist also receives a copy
for further review.


To find out additional information about the Working Connections Child Care Program, or to see if your family may qualify,
call the CSO/DSHS office: 1-877-501-2233 or visit 8517 E.
Trent Ave #101 Millwood, WA 99212.

If a child bites or injures another child, parents may be required to pick them up from care immediately. This decision is
at the discretion of the ECE Specialist. The child may return
the following day for a “fresh start”


Parent/child/teacher phone conference
Consistent with the ELC policies and DEL WAC guidelines,
parents are never told the name of the child who injured their
child or vice versa.

Parent Concerns
If parents have a concern about their child or the care they are
receiving we ask that you please speak to your child’s teacher.
They spend the most time with your child and are dedicated to
provide the best extended care experience possible for your
child. If you are still concerned or unsatisfied, please speak to
the ECE Specialist.

Extra Clothing
It is the parent’s responsibility to provide a change of clothes
for students in case of accidents. These clothes can be kept in
the child’s back pack or in their cubby area on site. Make sure
all clothing items are labeled with a permanent marker.

Toilet Training
Toilet training will be initiated when both staff and parents feel
the child is ready. During the initial toilet training period, children need to remain in diapers or pull-ups until staff feel that
they are pottying consistently enough at extended care to wear
underwear. The following guidelines given by Child Care
Licensing will be followed:
►Positive reinforcement will be used
►Cultural sensitivity
►Food will not be used as reinforcement
►An established routine will be followed

Arrival and Departure for Extended Care
Arrival and departure procedures of children in accordance
with state licensing requirements:
The parent or other person authorized by the parent to take the
child to or from the center must:
a. Provide a written daily schedule of the hours that the child
will be dropped off and picked up. These times need to be
strictly followed. If your schedule changes please notify
staff immediately and provide a new schedule.
b. Sign in the child on arrival and sign out the child at departure on our electronic system and in our sign in/out
book.
c. When the child leaves the center to attend school or participate in offsite activities as authorized by the parent, the licensee or staff must sign out the child, and sign in the child
on return to the center on our electronic system and our
sign in/out book.
(An example of (c) above is when a child is escorted by a staff
when taken to preschool)
*Children are not permitted to sign themselves in and out
of the program. No exceptions.
Any information concerning special after school activities, pick
up arrangements and/or other important information should be
shared with staff and should be called into the office at 5585814 before 3:00 PM. Please make sure you talk to a person.
Do NOT leave a message. Children are only released to a
parent, guardian or other adult authorized on our electronic
system. There will be NO exceptions. If they are not on our
system they cannot pick up your child. Please share these
procedures with those picking up your child. Also, we ask that
parents bring their ID’s in for staff to check for pickup until most
staff has had time to get familiar with any new families.

Early Drop Off/Late Pick Up
When registering your child for extended care, it is important to
know the hours of operation. No child will be allowed to be
dropped off earlier than 7 a.m.
Children may not be left in our care past 5:30 p.m. **Children
may remain in care for a maximum of ten hours each day
(WAC 170-295-2020)** It is important for children to be picked
up from the program in a timely manner. Sometimes things
happen that cannot be controlled (i.e. weather, accidents, flat
tires) and staff will try to be flexible in these situations. If you
think you may be late in picking up your child from the program,
please make sure to call your classroom teacher.
Staff will follow the following procedures when a parent or
guardian is late picking up the child:
1) Ten minutes after dismissal time: Staff begins calling the
emergency contacts to come and pick up the child.
2) Twenty minutes after dismissal time: If no emergency
contact can be reached and parent/guardian cannot be
reached, staff will contact the Early Childhood Program Director about the situation. Staff may be directed to call the
Sheriff’s department to report an abandoned child. At this
point, the Sheriff’s department will determine if the child will
remain in CPS (Child Protective Services) custody.

Attendance/Absences
Children need consistency and gain the most from a
program when they have regular and timely attendance. Children participating in all Early Childhood
Programs are expected to have regular attendance.
Final attendance/meal counts are done by 9 AM.
Please have your children dropped off or let us
know if your child will not be coming by this time.
If your child will be absent from the program any day,
please call the attendance line 558-5862. This is important for accurate meal and snack counts and other
required record keeping. No credit will be given for
absences due to illness, holidays, or expulsion from
the program. If you qualify for childcare subsidies
through DSHS you are allowed a maximum of five absences per calendar month.
**If a child will no longer be attending the program, we ask that a two weeks notice be given.
Usually we have a waiting list and this time will
allow us to fill your child’s space. All outstanding
fees must be paid before a child leaves the
program. Any unpaid balance must be paid
before a child can re-register in the program.

