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I. WELCOME! 

 

Welcome to the Takoma Park Child Development Center! We are pleased that you have decided to join 

our Center, and we will strive to ensure that you and your family will be happy with your experiences 

at TPCDC. This Handbook is designed to provide you with an understanding of TPCDC's philosophy, 

policies and procedures.  

 

We have all enjoyed in our experiences at TPCDC, and found the Center and its staff to be loving and 

helpfulðand we hope your experience will be the same.  To help that happen, please let us know how 

you and your child are enjoying your time at TPCDC. We are an all-volunteer board, and we encourage 

you to come to a board meeting to get to know us, or even join the board to help us support the Center's 

great work. If Board membership is not for you, there are many other ways to feel involvedðwhether 

it be coordinating a classroom gift over the holidays, or spending time with other parents cleaning up 

the playgrounds. Building on a strong history of community involvement, each family at the Center is 

now asked to contribute three hours of time over the year to do some volunteer work at the Center, and 

we will let you know about opportunities like these throughout the year. We look forward to getting to 

know you through them, and around the Center! 

 

Welcome!  

 

ï  The Board of Directors  

 

 

 

Many thanks for the continued support of returning families and a special welcome to new families at 

our Center. I know that choosing quality child-care that is right for you and your child is never easy. 

Working in partnership with families, TPCDC provides a loving community environment for your 

child. At the same time, we voluntarily meet the high child care standards of the National Association 

for the Education of Young Children (NAEYC) (http://www.naeyc.org/accreditation) and we are 

working toward the Maryland State Department of Education Early Childhood Accreditation program 

(http://mdk12.org/instruction/ensure/readiness/ecap_FAQ.html).  

  

What makes TPCDC stand out is our dedicated staff and parents. Our wonderful teachers have tenure 

at TPCDC well above the national average, resulting in long-lasting relationships with the children. A 

Board of Directors made up of parent-volunteers provides oversight of TPCDC. I encourage you to 

communicate regularly with your childôs teachers and to participate in the TPCDC community by 

attending field trips, volunteering in the classroom, helping out on clean-up days, or joining the board. 

Please feel free to come talk to me at any time!  

 

We ask that you keep this handbook in a convenient place and use it as a reference during the school 

year. It is also now available on our website: www.tpcdc.org.  

 

ï  Nalini Jeevaraj, Director   

http://www.naeyc.org/accreditation
http://mdk12.org/instruction/ensure/readiness/ecap_FAQ.html
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II. HISTORY & DEVELOPMENT  

The Takoma Park Child Development Center (TPCDC) is a private, nonprofit early childhood program 

serving children ages eighteen months to twelve years. The Center is located in the Takoma Park 

Presbyterian Church (TPPC), in Takoma Park's historic district. TPCDC was founded in 1981 as a 

mission of TPPC. In 1997, TPCDC became an independently operated 501(c)3 nonprofit program. The 

Center and church maintain a positive and supportive relationship.  

 

When TPCDC was first founded, it served just a few children, many of whom were affiliated with 

TPPC. Over the years, as the community's needs and demographics changed, so did our Center. The 

organization grew in size, and new programs such as the Toddler Program and the School-Age 

Program were created. In addition, TPCDC adopted flexible enrollment options to meet the varying 

child care needs of families. Today, TPCDC serves more than ninety families, and is a well-established 

and respected part of the Takoma Park community.  

III. THE ORGANIZATION  

Mission 

The primary mission of TPCDC is to provide children with a safe and nurturing environment where a 

positive sense of self, feelings of trust and security, a love for learning and respect for others will 

develop. The Center is also dedicated to promoting a harmonious, diverse community, and to 

supporting families by providing consistent, convenient, affordable and high quality child care.  

 

Philosophy 

At TPCDC we believe that children have a natural curiosity and desire to learn. We also believe that 

play is the work of children and that it is through meaningful play experiences that children's overall 

development is fostered. Teachers at TPCDC support children's natural curiosity by providing them 

with relevant, developmentally appropriate activities and materials which enable them to experiment 

and create. Information is not taught in isolation, but rather it is integrated into the daily events and 

connected to the children's experiences. Our curriculum is based on the principle that children who 

have a positive sense of self, a respect for others, creative and critical thinking skills, and a sense of 

community will be well prepared for school and life.  

 

Goals for the Children 

* Children will develop a positive sense of self.  

* Children will develop respect for others and for differences among people.  

* Children will learn to be cooperative and positive members of the school community.  

* Children will develop a love for learning.  

* Children will develop basic skills which will prepare them for school.  

 

Members of Our Team 

The Board of Directors  

A Board of Directors oversees TPCDC, comprised of parents, the Center's Director and a teacher 

representative. The Board also may include local community residents and business people.  The Board 
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is primarily responsible for setting policies and providing for the well-being and success of the Center. 

All parents are invited to join the Board or attend Board meetings. Parents interested in joining the 

Board should contact the current Board Chair or the Center's Director. Meetings are held monthly and 

elections for Board officers are held in September. Parents may view the Bylaws, agendas and meeting 

minutes in the Center's office.  

The Director  

The Director manages the daily operations of the Center, supervises all TPCDC staff, oversees the 

Center's curriculum and serves as a liaison to the Board and its committees. The Director is also 

responsible for coordinating staff training, facilitating communication between families and the Center 

and handling all financial matters. The Director 

works full time and is at the Center daily.  

The Teaching Staff  

TPCDC employs a qualified and highly dedicated 

staff. All staff are certified by the State of Maryland 

Department of Human Resources, Office of Child 

Care. The Center encourages the continued training 

of staff by organizing workshops, providing 

opportunities for training, and offering flexible work 

options to enable teachers to pursue their education. 

All teachers have thorough reference and criminal 

background checks and each employee undergoes a 

mandatory 90 day probationary period. Senior staff 

have earned a minimum of a CDA (Child 

Development Associate) certificate.  

Support Staff  

In addition to our teaching staff, TPCDC relies on 

the hard work of support staff, including office 

workers, volunteers, substitutes and student aides.  

 

State Licensing 

TPCDC is licensed by the State of Maryland 

Department of Human Resources, Child Care Licensing Division. The Center follows all policies and 

procedures mandated by the Department. Licensing regulations are available in the office. The Center 

undergoes inspection and re-licensing annually.  

 

NAEYC Accreditation 

In September 2000, TPCDC was accredited by the National Association for the Education of Young 

Children (NAEYC). NAEYC administers the most widely recognized national, voluntary, 

professionally sponsored accreditation system for early childhood schools and child care centers. 

NAEYC-accredited programs have demonstrated a commitment to providing a high quality program 

for young children and their families. A high quality early childhood program provides a safe and 

nurturing environment while promoting the physical, social, emotional and intellectual development of 

young children.  (For more information on NAEYC accreditation, please visit their website: 

http://www.naeyc.org/accreditation.)  

http://www.naeyc.org/accreditation
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For two years prior to being granted accreditation, TPCDC voluntarily underwent a comprehensive 

process of internal self study and invited external professionals to review compliance with the NAEYC 

Criteria for High- Quality Early Childhood Programs. These criteria relate to areas such as interaction 

between staff and children, developmentally appropriate curricula, and the health and safety of the 

physical environment. A copy of the full criteria can be found in the Directorôs office.  

 

TPCDC is one of only two NAEYC-accredited childcare programs in Takoma Park (the other is the 

Montgomery College Early Learning Center). We remain committed to the NAEYC guidelines and 

criteria. Accreditation is valid for three years; TPCDC is currently accredited through August 2011.  

IV. THE PROGRAMS  

TPCDC offers several programs for children: a Toddler Program; a Preschool Program and a School-

Age Program. Each program is designed to meet the developmental needs of children.  

 

The Toddler Program: Teddy Bears - 18 months to 2.5 years old 

The Toddler Program is open to children 18 months to about 2.5 years of age. This class is staffed by 

three teachers with a 3:1 student-teacher ratio and is licensed to accommodate up to twelve children. 

The group size is intentionally small to encourage the development of close relationships between the 

staff and the children. Teaching staff supervise Toddlers/Twos by sight and sound at all times. 

 

The Toddler Program is unique and separate from the Preschool Program because the developmental 

needs of the children in this group are very different. Children in this group are experiencing many 

firsts including first separation from parents and first time in a social setting. Teachers are trained to 

handle these milestones and other issues that are relevant to children of this age.  

 

Children in this room have access to toys, materials and experiences which are appropriate to the  

developmental needs of toddlers. Sturdy toys with minimal pieces enable children to "dump" and 

"destroy," two developmentally appropriate behaviors. Books are sturdy and plenty of toys are 

available to lessen opportunities for conflict. The Toddler Program provides a positive first experience 

away from the primary care giver, the family.  

 

Reports are provided to each family weekly, reporting on the child's days that week. These reports 

provide information regarding your child's daily eating and sleeping routine during the week, as well as 

his or her diapering schedule and any other pertinent information about your child's experiences at the 

Center.  

 

Preschool Program: Munchkins & Rainbows - 2 - 3 yrs, Explorers - 3 - 4 yrs, Shining Stars - 5 yrs  

The Munchkin classroom can accommodate 12-15 children. The class is staffed by three teachers for 

an average 4:1 student-teacher ratio. The Rainbow and Explorer classrooms can accommodate up to 20 

children. They are staffed by three teachers for an average 6:1 student-teacher ratio. TPCDC offers a 

play-based preschool program. The day is divided into free play periods, structured group activities, 

outside play, meals and rest time.  Parents may obtain a copy of the daily schedule from the classroom's 

teachers at the beginning of the year orientation, or may view it at any time on the wall of the room 

(much valuable information is posted on the classroom wall for parents). 
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Each day children have the opportunity to explore areas of the classroom, play with peers, interact with 

adults, listen to stories, share, and learn. Children regularly participate in special activities such as 

cooking projects, art activities, field trips, community outreach projects, music, yoga and movement 

activities. Teaching staff supervise preschoolers by sight and sound at all times. 

 

Teachers work with the children to help them develop a sense of community, cooperation and respect 

for others. Getting along in a group and being a member of the classroom community are important 

areas of focus for this age group. Teachers also help foster basic school readiness skills. Most 

important, teachers help children feel secure and positive about themselves and their abilities.   

 

School Age Program (Kindergarten - 12 years old) 

Kindergarten through 5th grade students may enroll in the School-Age Program for the Before School 

(7am-9am) and/or After School (3pm-6pm) times.  Arts and crafts projects, games, cooking projects, 

reading, music, outdoor activities, and sports are offered. Field trips and community service projects 

are also an important part of the school-age curriculum.  

 

Public School Closing and ñCampò Days 

On days when Montgomery County schools have delayed openings, or early or full-day closings due to 

inclement weather or other emergency situations, TPCDC will be open at the discretion of the Director. 

On these days, children who are normally enrolled for that day in the School-Age Program (for the 

Before School and/or After School Sessions) may attend for the full day and do not need not to reserve 

a place at the Center in advance. Those children not normally enrolled in the School-Age Program for 

that day may also attend, if space is available. In this case, Parents or Guardians must call the Center to 

ensure there is room for that day. In either case, a supplemental full day will be charged. (SEE 

TUITION FEES IN APPENDIX)  

 

Tuition in the school age program does NOT cover the days when the public schools are scheduled in 

advance to be closed for a full day (that is, Winter and Spring Breaks and 10 professional 

days/holidays). These days will be contracted, separately. You must pay an additional "camp" fee to 

have your child attend on these days. (SEE CALENDAR AND CAMP FEES IN APPENDIX)  

 

Home Work Policy 

TPCDC believes that children need time to unwind and make the transition from the school 

environment to the child care setting when they first arrive at the Center. They have been involved in 

school work throughout the day and sitting for most of that time. They need to release energy and have 

opportunities to select their own activities.   

 

TPCDC recognizes the demands on the time of children and families and the dilemma of picking up 

children from daycare, getting home late, eating dinner, and doing homework. Therefore, to support 

families, TPCDC will provide a block of time for school assignments to begin and an environment 

conducive to studying. The staff will, to the best of their abilities, assist the students with their 

homework assignments. It will be the parentsô responsibility to ensure that the homework is accurate 

and complete.  
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The School Age Summer Camp 

The School-Age Summer Camp is a recreational program with many field trips, including bowling, 

skating, picnics, swimming, and movies. Other activities for children include arts and crafts, sports, 

dance, cooking and nature activities. Each week of the summer has a specific theme, and outings and 

activities are arranged for each week accordingly. You must register for this program. Registration 

begins in the Spring.  

 

Placement in Classrooms 

Children are most often placed in a classroom with children their age. However, several factors other 

than age are considered when placing children and moving children to a new classroom. Other 

considerations include the childôs level of development, group dynamics and the attendance schedule.  

 

Most often it is clear which classroom is most appropriate for a child. However, if it is not clear, we ask 

that when you visit you spend time with your child in at least two classrooms. This will give you a 

sense of the skill levels and general practices in each classroom. It will also give our trained teachers a 

chance to observe your child among his or her peers. If the best placement is not readily apparent, a 

decision will be made with the child's parents and a trial period will be set. If at any time you feel your 

child is not in the most appropriate classroom please talk to your child's teacher.  

 

Transition to a New Classroom 

Children are typically moved from one 

classroom to another when transitions take 

place in the fall or spring. Each decision is 

made on an individual basis. Children may be 

moved at other times during the year if parents 

and staff agree that this is in the child's best 

interest. An effort is made to move two or 

more children at a time, if possible.  

 

The child will spend time visiting the new 

classroom during the week or two before the 

move to a new classroom to become familiar 

with the new teachers, children, and routine. 

Parents are strongly encouraged to arrange a 

meeting with the teachers of the new classroom for an orientation. News of a transitioning child will be 

posted outside the classroom to inform parents of both the old and new classrooms. (SEE TRANSITION 

CHECKLIST IN APPENDIX) 

 

For the purposes of continuity, the Center makes every effort to ensure that one teacher from a 

classroom moves with the children to the new classroom each fall, although this cannot always be 

guaranteed. 

 

 Daily Schedules 

Although classrooms generally follow the same routines each day, the times at which activities occur 

vary. Each class has its own schedule which is posted in the classrooms.  



 TPCDC FAMILY HANDBOOK 

 

 

Takoma Park Child Development Center    7 

 

Typical Toddler & Preschool Daily Schedule Typical Shining Star & School Age Daily Schedule 

7:00 Arrival / Breakfast / Free Play Before School Session* 

8:30 Clean Up Time 7:00 Arrival 

8:45 Stories / Diapering / Wash Hands 7:45 Breakfast 

9:15 Morning Group Time 8:15 Free Play (indoor/outdoor) 

9:45 Wash Hands / Morning Snack  8:45 Bus to local elementary schools  

10:15 Clean Up *Transportation connections are made throughout the 

morning for Rolling Terrace, East Silver Spring and 

Sligo Creek. 

10:30 Outside Play / Walk 

11:15 Stories /Movement /Diapering 

12:15 Lunch After School Session  

12:45 Clean Up 3:30 Arrival/Free Play  

1:00 Nap Time 4:00 Snack  

3:00 Wake Up Time / Outside Play 4:30 Homework  

3:45 Diapering / Wash Hands 5:00 Free Play (indoor/outdoor)  

4:15 Snack Time 6:00 Center Closes  

4:30 Afternoon Activities / Free Play Full Day Session  

5:15 Diapering / Quiet Activities 7:00 Arrival/Free Play  

5:45 Clean Up Time 8:00 Breakfast  

6:00 Center Closes 9:00 AM Lesson/ Activity Time  

  12:0

0 

Lunch  

  1:00 PM Lesson/ Activity Time  

  4:00 Quiet play: board games/indoor activity/reading 

  6:00 Center Closes  

 

V. CURRICULUM  

Curriculum Goals 

TPCDC staff are familiar with developmentally practices in planning and designing day to day 

activities for children. One of the latest concepts in early childhood learning employed by TPCDC is a 

curriculum based on flexibility and choices for the children. We respect and accommodate the 

developmental stages of the child and our curriculum reflects individual needs. Activities are planned 

to both challenge and encourage learning by incorporating the various learning styles and creating 

meaningful connections.  

 

Our staff become familiar with the childrenôs interests and development through extensive observation. 

Through observation, they are able to develop profiles for each individual child and create individual 

activity profiles to incorporate into their lesson plans. Staff create lesson plans that stress personal 

experience and therefore encourage many open - ended learning situations where the children can learn 

and create at their own developmental rate. Lesson plans consist of clearly marked goals and 

objectives, as well as activities.  

 

Since children learn through play, we plan our indoor and outdoor time to encourage this activity. 

Through play children re-enact experiences, try out different roles, express ideas, develop vocabulary, 
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process information, widen their world view and relate to each other. Children learn by doing, so we 

provide first-hand experience as a basis for expanding knowledge about our physical world. We believe 

that adults need to facilitate learning by discussing with the children what they see, hear, smell, touch, 

and feel, helping them to increase their understanding. To this end, there are times during each day, 

when teachers direct group discussions and introduce concepts and learning experiences. Knowing that 

all children learn from what adults do, we model the behavior we want to encourage. We strive to show 

understanding and respect for each person and use words to express needs and feelings. We try to learn 

from our mistakes instead of labeling them failures. We believe that growth and development happens 

best in supportive, safe, orderly environments where rules, limits, expectations and plans are known. 

We strive to be clear, consistent and firm in these areas.  

 

Each teaching team plans events and activities that usually focus on a monthly theme. A calendar of 

events and activities is sent home at the beginning of each month. The calendar will let you know of 

special events and give ideas for family involvement in projects.  

 

If you want to know details about how your childôs classroom and teaching team incorporate these 

ideas, please schedule a meeting with the teachers.  

 

Birthdays & Holidays 

TPCDC recognizes that families have different traditions and practices and believes that diversity 

enriches our program. We feel that it is important to learn about many cultural traditions and customs, 

and welcome families to share their holiday traditions with us. If you have a project you would like to 

share, please discuss it with your child's teacher to make sure it is appropriate for young children. We 

do believe that religious practices are best taught at home and thus do not initiate projects or activities 

that are religious in nature. Finally, TPCDC tries to avoid commercialization of holidays and welcomes 

your ideas and assistance.  

 

If you would like to provide goodies to celebrate your childôs birthday, please let the teachers know in 

advance.  

 

Field Trips 

Each class participates in approximately a dozen field trips a year. Children visit places like pumpkin 

patches, museums, the fire station, an aquarium, Brookside Gardens and other places of interest to 

young children, almost always tied in to the theme of the month for the child's classroom. The staff use 

either the TPCDC's van or the contract bus company to transport children, and occasionally will use 

public transportation (those occasions are noted clearly on the field trip announcements).  

 

Car seats are required for children who need them. TPCDC provides a limited number of car seats 

available for field trips. However, should your child require a special type of car seat, or should you 

wish to provide a seat for your child, you should leave their child's car seat, labeled with their name, at 

the Center on days a trip is planned.  

 

Please check with the teachers in your classroom to see if parents are invited to accompany groups on a 

particular field trip.  
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Prior to every trip a notice of the trip plan will be posted in your child's classroom. You will be 

informed of where they are going, what they will be doing and when they will return. Children are not 

required to participate in field trips. If you do not want your child to participate in a field trip, please 

tell the teacher. Alternative plans for your child will be made such as attending another class during the 

field trip. Please note that for safety reasons, no pick-ups and drop-offs are permitted at the field trips.  

 

On most field trips, parents will be instructed whether they need to send a brown bag lunch or not. If no 

brown bag lunch is required, for example for a field trip that is only in the morning hours, then the 

Center will provide nutritious snacks for the children. 

 

Most field trips require that each child wear a TPCDC yellow t-shirt. If the field trip announcement 

requires it, please ensure that your child comes to the Center that day wearing the shirt, which is 

available for sale in the office. On most field trips, your child will not be able to attend without the 

yellow t-shirt. 

 

Visiting TPCDC for Special Events 

Parents, other family members and friends are welcome to enrich our program by sharing their 

interests, talents or hobbies. In the past visitors have told stories, played instruments, led cooking 

projects and danced with our children. Please prearrange visits with your child's teachers. Families and 

friends are also invited to the Center several times a year for festivals and celebrations.   

 

Also, if you wish to visit your child during the day, without picking him or her up, please clear that in 

advance with the teachers in the classroom.   

 

Video Watching 

While generally not part of the educational program, TPCDC will show videos to the children on rare 

occasions, such as to complement a lesson plan. All videos are G-rated and/or unrated. TPCDC 

welcomes contributions of appropriate videos to the video library.  

 

Please note that sometimes children will take walks to the Takoma DC public library for story-time 

with ñvideo books.ò These are not movies but books on screen. (You can see a sample of a video book 

at http://www.tumblebooks.com/LibraryTour.html.) 

 

Computer Games 

TPCDC has computers available for student use in both the Explorers and School Age classrooms. 

These computers are equipped with age-appropriate, non-violent, non-discriminatory computer games. 

Students may NOT bring their own games to use on the Center computers; however, TPCDC always 

welcomes contributions of appropriate computer games as approved by the Director.  

VI. GUIDING CHILDREN'S BEHAVIOR  

The primary goal of discipline is to help children learn how to control their bodies and emotions and to 

develop appropriate social behaviors. TPCDC's approach to guiding children's behavior is preventative 

and positive. This method helps children develop respect for themselves and others.  

 

http://www.tumblebooks.com/LibraryTour.html
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In each classroom, discipline is geared to the developmental level of the children. For the youngest 

children, redirection is the most typical technique. In using redirection, a teacher helps guide a child's 

energy and attention from a negative behavior or situation to a positive one. The teacher helps the child 

ñproblem solveò while avoiding conflict and possible aggression. With younger children who are not 

yet using language, a teacher who notices two children tugging on the same toy might offer one child 

another toy or change the focus of both children by singing or starting a new activity.   

 

As children get older, language is used more often to guide children's behavior. Teachers help children 

label their feelings and teach them to use language rather than inappropriate physical actions. As 

children reach the age of three, they typically begin to develop an understanding of "cause and effect" 

and the concept of consequences. Reasonable consequences for inappropriate behavior are used, when 

necessary.  

 

The following methods are used by staff to prevent and minimize behavioral problems:  

1. Establishing clear classroom rules and limits  

2. Anticipating problems before they happen  

3. Redirecting a child's behavior by suggesting a positive alternative  

4. Reinforcing positive behavior  

5. Ignoring negative behaviors that are not harmful/dangerous if they are being used to attract 

attention  

6. Creating environments appropriate to children's needs and interests  

7. Setting clear and consistent expectations regarding behavior  

8. Creating predictable routines that help children to feel secure  

 

The Center believes the following methods are inappropriate. They are NOT used at the Center:  

Å physical, emotional or verbal abuse;  

Å leaving a child unsupervised;  

Å directing a child to face the corner of the room or ordering a child to perform a humiliating task to 

serve as  a model for the other children;  

Å group punishment;  

Å using food as a reward or punishment.  

 

Discipline for Toddlers and Preschool Children 

Caring deeply about children means that we want to provide many opportunities for children to develop 

self-discipline. A trusting relationship must be established between staff and child. Discipline is built 

on mutual respect and trust. We do not permit any discipline to be related to food, toileting, or naps. 

Any use of corporal punishment is strictly prohibited. An employee who uses corporal punishment will 

be terminated immediately. The process of helping children learn to solve their own problems is time 

consuming but should be the goal of guidance for children. "Time-out" is never used due to the lack of 

correlation to the incident. ñTime-outò refers to setting a child aside by himself/herself to reflect on 

his/her behavior. This is a difficult task for young children to master. The logic required has not yet 

developed in young children. If a situation warrants the removal of a child from an activity, a "cooling 
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off" period may be needed. In this situation, the staff member remains with the child and uses verbal 

guidance to explain why the child had to be removed from an area. Children must be able to relate the 

consequence to the action. It is important to remember that discipline is not punishment, but rather a 

step towards resolving conflicts.  

 

We try to change behavior by using space, time and materials creatively and by stressing positive social 

reinforcers. In terms of space we should be aware that too little space or congested traffic patterns 

might cause conflict as children interfere with each other's activities. Too little time to complete 

activities in a relaxed way, or too much time devoted to 

an activity so that the children are bored or have to wait 

can also cause behavior difficulties. There also needs to 

be enough experience with any one activity to develop 

it fully. We also need to be sure activities and 

expectations are age-appropriate. Discipline means 

helping children learn to control their own behavior and 

solve their own problems. It does not mean punishment. 

TPCDC firmly believes discipline includes guidance, 

modeling and redirection.  

 

Discipline for School Age Program 

Discipline focuses on preventing inappropriate conduct 

and behavior. Staff clearly state expectations and basic 

rules for conduct and behavior. However, children also 

participate in generating rules, as well as the 

consequences that will follow. School age children will 

be given many choices as possible in their daily routine 

and helped to refocus their attention or behavior. If the 

children do not correct their behavior or conduct, adults 

will either make a new choice for the child or enforce the consequences. Consequences can include, but 

are not limited to finding a new activity, walking away and having a "cool down" period or writing a 

letter of apology. The goal for discipline with school age children is to help them understand that they 

have choices and responsibilities. Respect is the overall objective in social situations.  

 

Consistent and Serious Behavioral Concerns 

Serious behavioral difficulties are discussed through parent conferences or as they become an issue. 

Children who are excessively disruptive in the classroom and/or harmful to themselves, the staff or the 

other children, will be brought to the office. If a child's behavior threatens his/her own safety or the 

safety of other children or staff, a teacher will securely and gently hold that child until he or she is able 

to feel calm and safe again.  

 

If a child's behavior is consistently challenging, the teachers, Center Director and parent(s) / 

guardian(s) will work together to understand possible causes for the negative behavior and to establish 

a behavior management plan. If it is determined that the Center is unable to meet a child's needs, the 

Center reserves the right to ask that the family remove the child from the Center. All efforts will be 

made to work with families. Dismissal from the program is only a last resort. (SEE DISCIPLINE 
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REPORT IN APPENDIX)  

 

Parent Concerns About Other Children's Behavior 

If you have a concern about the behavior of a child (other than your own) you are encouraged to 

express your concerns to a teacher or talk with the Director. Parents should not confront a child without 

permission from that child's parents.  

 

Children with Special Needs 

The Center will make every effort possible to include children with differing abilities into our program, 

in accordance with the 1992 Americans with Disabilities Act. Our staff will assess each child on an 

individual basis, working closely with his/her family and other professionals. We are prepared to make 

reasonable accommodations and carry out adaptations that are readily achievable. The decision to 

accept a child with a life threatening illness or disability will be made on a case by case basis by a 

panel consisting of the child's physician/therapist, public health personnel, the Director and the parent. 

This panel will determine whether the child may pose an 

undue risk to others, whether the child care center setting 

may pose an undue risk to the child, whether the child 

care center has sufficient personnel to meet the needs of 

the child and a timetable for periodic review of the 

decision. The child's right to privacy will be respected 

and personnel will be advised of the child's condition on 

a need to know basis. The Center, however, may 

terminate a child's enrollment after attempting to 

accommodate him/her, if the childôs needs require a 

different type of program. If the child becomes an 

"undue burden" or poses a significant risk to health and 

safety standards of others or himself/herself, the child 

may be excluded. Any expenses for observation and 

testing incurred will be the responsibility of the 

parents/guardians.  

 

Biting 

Biting is, unfortunately, a behavior that is common in 

young children. Despite teachers' best efforts to reduce 

instances where biting may occur, a child may occasionally bite another. If this happens, the bite will 

immediately be washed with antiseptic soap and both the biter and child who has been bitten will be 

cared for. If your child is bitten, you will be informed of the incident and an Incident Report Form will 

be filled out. The name of the biter will only be revealed to the biterôs parent(s)/guardian(s). If your 

child bites someone else, you will be notified of the incident.  

VII. OPERATING POLICIES AND PROCEDURES  

Hours of Operation 

TPCDC offers families flexible enrollment options. Children may attend in the morning, afternoon, for 

full days or for any combination of these three options. However, you must contract for your child's 
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enrollment schedule and adhere to the schedule and payment agreements for this schedule. If you need 

your child to attend additional hours from time to time, you can request Supplemental Hours. However, 

you must get approval for all supplemental hours in advance from the Director.  

  

Preschool & Toddler Programs  School Age Program 

 

Full day 7:00am - 6:00pm    Morning 7:00am - 9:00am  

 

Morning 7:00am - 1:00pm    Afternoon 3:30pm - 6:00pm  

 

Afternoon 1:00pm - 6:00pm    Full Day 7:00am - 6:00pm (when schools are closed)  

  

Calendar 

(SEE YEARLY CALENDAR IN APPENDIX) 

The Center is open 12 months per year, daily from 7:00 a.m. to 6:00 p.m., with the exception of the 

following holidays:  

Å New Years Day (January)  

Å Martin Luther King Jr. Day (January)  

Å Presidents Day (February)  

Å Memorial Day (May)  

Å Independence Day (July)  

Å 3 days at the end of August for teachersô workdays  

Å Labor Day (September)  

Å Thanksgiving Day and the day after (November)  

Å Christmas Day and the day after (If Christmas falls on a Saturday, the Center will be closed on the 

previous Thursday and Friday. If Christmas falls on a Sunday, the Center will be closed on the 

previous Friday and following Monday.)  

Note: Calendar is subject to change.  

 

TPCDC will close at 3:00 p.m. on the day before Thanksgiving, Christmas Eve and New Year's Eve if 

they fall on weekdays.  

 

Inclement Weather and Emergency Closing Policies 

It is often difficult to predict whether precipitation will fall as rain, sleet, snow, or ice in the 

Washington area. Conditions sometimes appear safe in the morning, then worsen during the work-day, 

requiring the Center to close early. If weather turns severe during the day, please make every effort to 

pick up your child early from the Center. Listen to the radio to keep informed about the weather, and 

the Federal Governmentôs determination about closing, on days when snow is forecasted. The decision 

to close the Center is ultimately at the Directorôs discretion.  

 

TPCDC is closed when the Federal Government is closed. When the Federal Government announces a 

one hour delay, TPCDC will open at 8:00 am. When the Federal Government delay is 2 hours, TPCDC 

will open at 9:00 am. Even if the Federal Government is open, the Director has discretion to delay the 
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Center's opening if there is significant ice in Takoma Park (on streets and side-walks). If the streets are 

icy, be sure to double check TPCDC's operating status by listening to WJLA 7 or 8, or looking on 

www.wjla.com. The Center also notifies parents by email about late openings and early closings so 

be sure an email address that you check regularly is on file with the office. Decisions about late 

openings will be made by 6 a.m., by Nalini in consultation with teachers and the Board chairs  

 

Emergency/Crisis Situation Policy 

In the case of an emergency evacuation of the Center, the children will be escorted to the Takoma Park 

Police Department on Maple Avenue at the comer of Philadelphia in the Takoma Park Community 

Center (bottom floor), (301) 270-1100.  

 

In accordance with the procedures adopted by the Montgomery County Public School System (as 

detailed on the website at http://www.mcps.k12.md.us/info/emergency/procedures/), The Center 

follows the Emergency/Crisis guidelines. These procedures were established to ensure the safety of all 

children and staff in the event of an emergency or crisis situation in the area around the Center.  

 

The following two codes are used in this situation. A brief description follows each code designation. 

Please refer to the above website for a more complete description.  

Å CODE BLUE ï An alert status to inform staff that an emergency/crisis exists at or near an MCPS 

facility (in this case, the Center). It requires all students to be accounted for and under supervision.  

Classroom activities continue under this status, yet staff must accompany children anywhere 

outside the classroom. School entry and exit points must be either supervised or secured from 

outside entry.  

Å CODE RED ï An alert status indicating imminent danger exists to all staff and students. During a 

Code Red, staff and students must remain within their classroom or within a secured area. If 

students are in the hallways, they must quickly move to the nearest classroom or to a secure area, 

remain quiet and follow staff instructions. Staff should secure their immediate area and account for 

students. Students should also be kept away from doors and windows.  

 

Please note that these alert designations are emergency procedures and are rarely in effect.  

 

Hot Weather Playtime Policy 

From May to September, we will experience some days of moderate to unhealthy air quality that will 

be markedly pronounced during the high temperature days. The Metropolitan Washington Council of 

Governments defines these ozone days using a color-coded Air Quality Index (for more information, 

see the website http://www.mwcog.org/environment/air). Children are encouraged to stay indoors on 

Codes Purple and Red days and limit outdoor activity on Code Orange to the morning hours.  

 

TPCDC has the following policy:  

Å CODE GREEN ï good air quality, mid 70s to low 80s. Outdoor play is not restricted.  

Å CODE YELLOW ï moderate air quality, upper 70s to mid 80s. Outdoor play is not restricted.  

Å CODE ORANGE ï poor air quality, upper 80s to low 90s. Outdoor play is restricted to one time in 

the morning hours. Afternoon outdoor play will be cancelled and children will stay in their air-

conditioned classrooms.  

http://www.mcps.k12.md.us/info/emergency/procedures/
http://www.mwcog.org/environment/air
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Å CODE RED ï unhealthy air quality, mid 90s to 100s. All outdoor playtime will be cancelled. 

Playtime will take place inside.  

Å CODE PURPLE ï very unhealthy air quality, mid 90s to 100s. All outdoor playtime will be 

cancelled. Playtime will take place inside.  

 

At all times, playtime is at the discretion of the Director.  

 

Sunscreen Policy 

The Center will not apply sunscreen to children on sunny days unless consent has been given in 

writing. The General Consent Form (check the APPENDIX of this document) provides a written 

consent to the application of sunscreen. If you have more specific instructions as to the application 

and/or frequency of application of sunscreen to your child, please form a plan in writing which is 

satisfactory to both you and the Center.  

 

Arrival and Departure Procedures 

Breakfast is served from 7:00 a.m. to 8:30 a.m. 

 

Please escort your child to his or her classroom and help your child get settled. Greet your child's 

teachers and let them know when you have arrived and when you leave. Inform teachers of any 

pertinent news such as changes in eating or sleeping habits or changes in the home situation (preferably 

using the notebook or note board by the entrance to the classroom). Please note that each room has its 

own sign-in and sign-out procedures, which are explained at orientation. If you are unable to attend the 

orientation, please check in with the teachers to see what you should be doing. 

 

We ask that parents attempt to drop their children off in the morning no later than 9:30am for the 

morning program and 1:15 p.m. for the afternoon program. This will help your child to adjust to the 

routine of the classroom and will also limit the interruptions to the classroom.  If your child's teacher 

requests that you leave the classroom, please honor that request. 

 

Please also note that the Center is not a ñdrop-inò center, able to accommodate your child regardless of 

when you bring the child in or take the child out. Absent unusual circumstances (such as a doctor's 

appointment), your child should be in the classroom by 9:30 a.m. (for morning and full-day children) 

or by 1:15 p.m. (for afternoon students).  This permits the teachers to proceed with their day's plans 

with minimal disruption. A parent may reasonably think that one quick drop-off or pick-up is 

minimally disruptive, and that is true ï however, even though one child coming or going at unusual 

times may be fine, a constant and unpredictable coming and going of multiple children is too disruptive 

to the teachers and the other children, so the policy encourages all families to try to work together for 

minimum disruption.     

 

As parents, you are welcome to spend time in your child's classroom. However, let teachers know in 

advance of your plans to do so, and please do not disrupt the classroom activities. If teachers are 

engaged with children, please leave a note, rather than interrupting them (teachers generally have 

notebooks or note pads available near the entrance to the classroom where you can leave a message for 

them to call you). And again, if your child's teacher indicates that a visit would be disruptive at a 

particular time, please honor their request. 
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Generally, you can call the office and speak with teachers between 1:30 p.m. - 2:30 p.m. during the 

day.  

 

Please come to pick-up your child early enough that you have time to gather your child's belongings 

and exit the building by 6:00 p.m. Playing in the classroom after 6 p.m., even under parental 

supervision, is not permitted (as custodial staff need to begin their work in the classrooms promptly). 

 

If your child is going to be picked up by someone other than an authorized person, you must fill out a 

Pick-Up Authorization Form. Please inform that person that he/she should bring a photo ID. The 

teacher in your childôs classroom will require a photo ID in order to allow him/her to pick up your 

child. No child will be released to an unauthorized person. It is a nice idea, if there is a person who will 

periodically pick up your child, to come with that person to the classroom to introduce him or her to the 

teachers. 

 

Late Pick-Up Policy 

The Center closes at 6:00 p.m.  

 

A $15.00 late fee for each 15 minutes or portion thereof will be charged for children who are left at the 

Center after 1:00 p.m. (for children attending the morning program) or 6:00 p.m. (for children attending 

the afternoon or full day programs).  

 

LATE FEES:  

Å 6:00 - 6:15 = $15  

Å 6:15 - 6:30 = $30  

Å 6:30 - 6:45 = $45  

Å 6:45 - 7:00 = $60  

  

The adult picking up the child will be asked to sign a Late Pick Up Form and to pay the fees promptly. 

If you know you will be late, please call the Center to let your child's teacher know. However, the late 

fee policy still applies.  

 

Chronic lateness will be assessed an extra surcharge of $50 for each occurrence after the third late pick-

up notice. The Director will be notified of families who are consistently late and the Director will meet 

with the family to work out a solution.   

 

CHILDREN LEFT AT THE CENTER BEYOND 7  p.m. WILL BE TAKEN TO THE TAKOMA 

PARK POLICE STATION LOCATED IN THE COMMUNITY CENTE R AT 7500 MAPLE 

AVE., (301) 270-1100. If a child is left at the Center beyond 7:00 p.m. and the staff has not been 

notified of a late pick up the following will occur: If no one arrives to pick up the child by 7:00 p.m. 

and we have not received notification from a parent or emergency contact person, the teacher will take 

the child to the Takoma Park Police Department, 7500 Maple Ave. A note will be left on the door of 

the Center stating this information. The staff person will stay with the child as long as she/he is able. 

Families are responsible for the late fee for the entire period the staff person stays with the child. This 

policy is a last resort. Every effort will be made to keep the child at the Center and to have the staff 

person remain with the child.  
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Coordinating Transportation with Public Schools 

The transportation department for the public schools has planned routes scheduled to stop at TPCDC 

(Tulip & Maple Ave.) for the following schools: Rolling Terrace, Sligo Creek and East Silver Spring, 

Takoma Park and Piney Branch. It is your responsibility to make arrangements with the Bus 

Transportation Department to have your child 

registered for pick up/drop off at this site.  

 

TPCDC will assist families in coordinating 

transportation for children attending local 

schools. A staff person will wait for buses and 

meet children at the bus stop in front of TPCDC. 

Families must make bus arrangements with their 

child's school and/or bus service. It is your 

responsibility to inform TPCDC of your child's 

bus schedule. You must submit a confirmed 

Transportation Plan to the Director. You are also 

responsible for notifying the Center of changes in 

the bus or transportation schedule. Families must 

also submit, in writing, a back-up transportation 

plan, in the event that a child misses a bus or a 

bus does not arrive to pick up a child. If a child is 

not picked up or does not arrive at the Center as 

scheduled, you will be called to make plans for 

transportation. Your child will be cared for at 

TPCDC until you make alternative transportation 

arrangements.  

 

Absences 

Families must pay tuition for scheduled days even if a child is absent, whether it is due to illness or 

vacation. If you know your child will be absent please let the Director and your child's teacher know in 

order to facilitate the planning of classroom activities.  

 

Attendance 

Children may only attend TPCDC on days for which you have contracted. You may not switch your 

child's schedule without prior approval from the Director. If you need to switch your child's contracted 

days, a written request must be submitted to the Director.  

 

Because of the complexity of ensuring appropriate teacher-child ratios, the Director may not be able to 

honor every request.  

 

Supplemental Hours 

(SEE TUITION & FEES HANDOUT IN APPENDIX )  

Any days/hours attended in addition to the regular contracted days/hours are considered Supplemental 

Hours. All Supplemental Hours must be pre-approved by the Director. An additional fee will be 
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charged for Supplemental Hours. The Supplemental Hours option is available for the morning, 

afternoon and full day and may not be contracted by the hour. In other words, if your child does not 

normally attend in the afternoon, but he or she remains at the program for any portion of the afternoon, 

you are required to pay Supplemental Fees for the entire afternoon. You will not receive a bill and are 

requested to remit payment during the week your child spends extra hours at the Center.  

 

The Guest Option 

(SEE TUITION & FEES HANDOUT IN APPENDIX )  

Children who are not currently enrolled at TPCDC (including siblings and Center alumni) but who 

provide necessary records may attend as guests. Guests must contract the morning, afternoon or full 

day or any combination of these options. Payment is required the day the guest attends. Only children 

with current records will be accepted as guests.  

VIII. ENROLLMENT  

Eligibility for Enrollment 

TPCDC accepts families of all races, religions, and nationalities. Children between the ages of 18 

months and 12 years are eligible for enrollment. Priority is given to siblings of children currently or 

previously enrolled.  

 

Enrollment Procedures 

1. Make an appointment with the Center for a tour and orientation.  

2. Visit the Center with your child at least once.  

3. Fill out all necessary paperwork.  

4. Once all enrollment forms are returned and fees have been paid, you will be notified of your child's 

placement and start date.  

5. If a slot is not available immediately, your child's name will be placed on a waiting list.  

6. A slot can only be reserved for your child once payment for enrollment has been made.  

7. Visit the Center before your child begins to enable him or her to get to know our program. This also 

gives the staff a chance to get to know you and your child. Please limit these visits to one half hour 

in order to minimize disruption in the classroom. If for some reason you would like to stay longer, 

please make special arrangements with the Director.  

 

The Waiting List 

If a space is not available for your child, your child's name will be placed on our waiting list. You will 

be notified as soon as a slot opens up. Siblings and alumni of TPCDC are given priority on the waiting 

list. If you are not prepared to take the slot when it opens, you will be given the option of beginning 

payment and thus holding the slot. If you choose not to begin payment, your slot may be given away to 

another family. Once you have paid the registration fee and the deposit fee, TPCDC can "hold" a slot 

for your child for only seven days if there are other children waiting to enroll and you have not yet paid 

tuition for your child.  
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Enrollment Forms 

The following forms should be completed and returned to the Center prior to your child's first day.  

Å Application Form  

Å Immunization Record  

Å Parental Consent Form  

Å Child & Family Profile  

Å Special Care Plan  

Å Statement of Understanding of Family Handbook  

Å Transportation Plan  

Å Enrollment Contract  

Å Emergency Information  

Å Pick-Up Authorization  

Å Health Inventory  

Å Late Option Form (optional)  

 

The Contract 

All families who enroll at TPCDC must sign a contract indicating the days they intend their child to 

attend the Center. This contract also states tuition payment policies. Families are required to pay for 

contracted days, regardless of a child's actual attendance. Any days or hours the child attends beyond 

the contracted time must be pre-approved and are subject to a Supplemental Hours charge.  

 

Withdrawal or Reduction of Schedule 

Families must give the Director two weeks written notice of withdrawal or reduction in scheduled 

hours. A new contract must be completed if you adjust your child's schedule. Families who do not give 

two weeks' notice will be charged for the two weeks. One week's fee may be paid for with the deposit.  

  

Dismissal from the Center 

It is extremely rare that a child or a family is dismissed from the Center, and the Center works hard 

both to avoid dismissal, and to meet the diverse needs of the children and their families. However, in 

the circumstances described below and with the following process, the Center reserves the right to 

dismiss children, and their families from the Center, specifically in the situations described below. 

1. A child's physical aggression endangers the health and well being of himself/herself, other children 

or staff at the Center. (SEE DISCIPLINE REPORT IN APPENDIX) 

¶ Dismissal will be effective immediately, with the balance of any tuition already paid for that 

child to be returned promptly to the family. 

2. Tuition is more than two weeks late and payment arrangements have not been made.  

¶ The school will do everything possible to accommodate families who may need to make 

alternate payment arrangements periodically. If you need such an arrangement, you are urged to 

contact the Director as quickly as possible. 

¶ Parents will receive one ñlate paymentò notice. If no arrangements are made within 14 days of 

that notice, then at the Discretion of the Director, the child's enrollment will be terminated, 

effective upon the 15
th
 day. 
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3. Special payment plans are disregarded. 

¶ Parents will receive one ñnon-compliance with special payment planò notice. If no 

arrangements are made within 14 days of that notice, then dismissal will be effective upon the 

15
th
 day. 

4. Procedures and policies outlined in the Family 

Handbook are repeatedly disregarded.  

¶ If such a determination is made, the family will 

be given 30 days notice prior to the effective 

date of the dismissal, to afford the family an 

opportunity to find alternate child care.  

5. The program is unable to meet the developmental 

needs of the child.  

¶ If such a determination is made, the family will 

be given 30 days notice prior to the effective 

date of the dismissal, to afford the family an 

opportunity to find alternate child care.  

6. The program is unable to meet the expectations of 

the family. 

¶ Most parents are satisfied with the Center's 

services. Occasionally, parents will seek 

multiple exceptions to the policies in this 

handbook and/or register complaints at an 

unusual pace. Prior to dismissing the family, the 

Director will convene a meeting with the 

parents, the Director and at least two Board 

members to determine whether the situation meets the definition of ñunable to meet the 

expectations of the family.ò 

¶ If such a determination is made, the family will be given 30 days notice prior to the effective 

date of the dismissal, to afford the family an opportunity to find alternate child care.  

IX. TUITION & PAYMENT POLICIES  

Deposit Fee 

A refundable deposit fee equivalent to one week's tuition is required. The deposit is applied to your last 

week's tuition. When a child leaves the Center, if two weeks' written notice regarding withdrawal from 

the program is not given, the deposit will not be refunded.  

 

Registration Fee 

All families must pay a non-refundable $50.00 registration fee per child.  

 

Scholarships 

TPCDC has a small scholarship fund. Scholarships are awarded as they are available to families who 

demonstrate a financial need. Anyone interested in applying for tuition assistance should contact the  

 




























