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Philosophy 

 

We base our practices with infants and toddlers on our 

program philosophy of using Developmentally Appropriate 

Practice as described by the National Association for the 

Education of Young Children (NAEYC). We respect the 

unique qualities of all children, teachers, schools, and the 

communities that the schools serve. Accordingly, we 

acknowledge the need for flexibility in meeting the needs of 

those children, teachers, schools, and communities. Open 

Door Preschools meet all NAEYC criteria and strive to meet 

all recommendations. Our infants 2-12 months remain with 

the same caregiver until they age out of the room at 12 months. 

Our older infants remain in their classroom for 9 months.  

 

Respect 

 

At Tiny Toes Infant & Toddler Center, we work to create an 

environment of respect for all individuals and families. We 

respect each child as a competent individual with unique 

talents and abilities. We respect and value each family’s 

traditions and culture and invite them to share their 

perspectives and customs with us. We also show respect to 
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each other in order to create a pleasant environment and to 

model respect for the children. 
 

Guidance and Supervision 

 

Infants and young toddlers are supervised by sight and sound 

at all times. At birth, infants are capable of communicating 

their basic needs for food and comfort and as such, they are 

competent social beings. They are, however, not born with 

information about how to meet the social expectations of 

others. Just as they must explore the physical world to learn 

from it; so too they must explore and experience the social 

world before they know what is expected of them. 
 

• We show them how to do things, not how not to do 

things  

• We model appropriate behavior so that they can learn 

naturally throughout the day.  

• We protect our infants and keep them safe because we 

understand that they do not comprehend the 

consequences of their actions.  

• We encourage our toddlers’ emerging autonomy while 

helping them to learn the limits of their abilities.  

• We respect each child and never use cruel, humiliating, 

or physical punishment with them. 

• We have developmentally appropriate expectations, 

keeping in mind the issues and challenges children are 

dealing with at a particular point in time 

• We acknowledge their feelings and communicate 
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through our words and actions that all feelings are 

acceptable.  

• We use positive reinforcement to encourage pro-social 

behavior.  

• We model appropriate behavior so that they can learn 

naturally throughout the day. 

• We understand that children are not born with the 

ability to calm themselves once they have become 

excited or overwhelmed so we work with them to 

develop that skill. We use a gentle voice, rub their backs, 

breathe slowly with them, and give them ample time to 

return to a calm state. 

 

Guidance Strategies Used 

• Acknowledging feelings—helping children identify and 

put words to their many emotions, and communicating 

that all feelings are acceptable  

• Redirecting—assisting children to find appropriate 

outlets by refocusing and finding alternative activities and 

behaviors  

• Providing choices—supporting the development of self-

control and responsibility, and trusting children to have 

control and power  

• Encouraging—recognizing, commenting, and reflecting 

upon behaviors, feelings, activities, and events (rather 

than praising, which is an external, verbal reward)  

• Setting limits and following through with consequences, 
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whether natural or logical—helping children understand 

boundaries and make connections between their actions 

and the results of their actions  

• Explaining—providing information so children can 

understand 

• Scaffolding—figuring out what the next developmental 

step is for a child, and providing support to make that 

stretch  

• Anticipating problems and planning ahead to prevent 

them. 

 

 

It is absolutely essential to provide guidance in a respectful, 

responsive way, with the willingness to look behind behaviors. 

Infants and toddlers, and the adults who care for them, face 

numerous challenges on a daily basis. Picky eaters, nightmares, 

separation anxiety, temper tantrums---no matter what, these 

behaviors and situations inevitably occur for specific reasons 

and are often directly connected to a particular developmental 

stage. As parents and teachers communicate together, and 

create and implement an action plan for dealing with the 

concern, reflecting upon the “why” of a situation is often the 

starting point for effective problem-solving. 

 

Under no circumstances do we ever use: 

• physical punishment  

• psychological abuse, or  
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• coercion  

• Examples of forbidden actions are: shaking, hitting, 

slapping, jerking, pinching, pulling, humiliating, cursing 

at, frightening, withholding affection, rough handling, 

forcing or withholding food. 

 

Characteristics of Infants and Toddlers (2 to 24 months) 

 

We view the first three years of life as a particularly special 

period in the process of human development. According to 

Lally & Mangione (2006), infants and toddlers: 

 

Change developmental perspective rapidly, as their brains and 

bodies grow faster than at any other time in their lives. Young 

infants focus on SECURITY; mobile infants/young toddlers 

focus on EXPLORATION; ... 

 

• Learn in a holistic fashion, receiving information 

simultaneously from all developmental domains—so 

“One interaction can teach many things.” (p. 16)  

• Develop a first sense of self—an idea of who they are.  

• Follow a genetically wired, internal agenda that drives 

them to: 1) Develop large and small muscle skills; 2) Seek 

out nurturing, protective relationships; 3) Learn language; 

4) Begin to figure out how the world around them 

operates; and 5) Engage in social interactions and begin to 

understand other people. 
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Daily Routine 

One of the most important elements of an appropriate 

environment for infants and toddlers is consistency. 

Consistency helps very young children develop a sense of 

security and trust in the world and an emerging sense of trust 

in their own abilities. Through consistent daily routines, 

infants and toddlers can begin to anticipate what is coming and 

learn to feel secure in the fact that their needs will be met. 

Having that sense of security also makes it possible for children 

to actively engage in play, exploration, and learning. 

 

Our infants’ routines are based on their individual needs and 

schedules. Upon enrollment, the infants’ parents provide the 

teachers with information about when their infants eat and 

sleep. As the infants mature, their routines at school become 

more predictable and gradually, as toddlers, they are eating and 

sleeping at the same time each day. The Home-to-Center and 

Center-to-Home forms are used with young and older infants 

to ensure communication about the children’s activities and 

needs.  

 

All infants and toddlers have daily outdoor time as appropriate 

throughout the year. We monitor weather and air quality 

conditions before bringing them outside in order to avoid 

exposing them to extreme and unhealthy conditions. The older 

infants and young toddlers have scheduled morning and 

afternoon free choice time outside. When in the sun, all infants 
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must wear hats. Parents provide sunscreen as appropriate for 

their children’s ages and needs. Refer to Minimum Standard 

Rules for Licensed Child Care Centers for guidelines on 

sunscreen usage. 

 

The daily schedule for the infant room contains the following:  

• Health check upon arrival 7 Open Door Preschool Infant-

Toddler Manual Rev. 8-22-19  

• Diapering throughout the day and as needed  

• Individualized feeding schedules as indicated by parents 

and as needed  

• Indoor free play throughout the day 

• Outdoor time as appropriate either on blankets or in the 

Bye-Bye Buggy  

• Individualized nap times  

• One-on-one floor time with teachers throughout the day 

 

The daily schedules for the young toddler rooms contain the 

following:  

• Health check upon arrival  

• Diapering both scheduled and throughout the day  

• Morning and Afternoon Snacks 

• Lunch 

• Free Choice Outdoor Play in the morning and afternoon  

• Free Choice Indoor Play in the morning and afternoon  

• Nap/Rest Time 
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• Clean-Up Time 

 

Curriculum 

As previously stated in the information about our philosophy, 

our program’s curriculum is based on the National Association 

for the Education of Young Children’s guidelines for 

appropriate practice with young children. When planning 

activities, teachers take into consideration the unique needs of 

their groups and their individual children. 

 

Emergent Curriculum 

We use curriculum that is emergent. This means that lessons:  

• are based on a starting point that may be determined by 

the teacher but the teacher then follows the children’s 

interests.  

• are not predetermined or prescribed but rather a work in 

progress.  

• are designed to meet the children’s needs based on their 

temperaments and learning styles.  

• take into account the children’s family and cultural 

backgrounds.  

• are based on observation of the children’s abilities and 

interests. 

 

Curriculum Content 

Infants and toddlers are “hard wired” with an inborn learning 

agenda. They are intrinsically motivated to focus on:  
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• Building relationships that are nurturing and protective  

• Developing large and small motor skills  

• Learning language  

• Engaging in social interactions  

• Figuring out how the world around them operates. 

 

We also know that as children move through the 

developmental stages of young infant, then mobile 

infant/young toddler, and on to full-blown toddlerhood, their 

developmental focus changes: first developing trust and 

security, then exploring the world around them, and on to 

discovering a sense of self and developing independence as 

toddlers and twos. Thus, our curriculum is filled with a wide 

variety of multiple and repeated opportunities to experiment 

with and practice doing all of those things. 

 

Components 

We create the infant-toddler curriculum using 4 key 

components: 

 

• RELATIONSHIPS. We spend time observing, 

communicating, and interacting with each child and 

his/her family, building relationships and developing 

trust. As each infant comes to trust us, and to feel 

comfortable and secure in his/her new school 

environment, s/he becomes more and more free to 

explore, play, interact, and attend to the inborn learning 
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agenda that drives development at this period of life.  

 

 

• CARE ROUTINES. What we do and how we do it, 

matters immensely in the infant-toddler group setting. 

Care routines such as feeding, changing diapers, and 

helping children to sleep provide time for nurturing, 

responsive, one-to-one interaction and rich opportunities 

for learning in all domains: physical-motor, language-

cognitive, and social-emotional.  

 

• ENVIRONMENT. Indoors and outdoors, the 

environment acts as a “third teacher”. How we design 

space, arrange equipment, provide materials, set up 

activities, sequence events: all of these actions come 

together to allow the children to explore, discover, 

interact, connect, experiment, master, and create.  

 

• PLAY. As children play, they decide where and how to 

spend their time, choose objects to manipulate and people 

with whom to interact, follow their own interests, meet 

their own needs. For infants and toddlers, play is a crucial 

context for growth, development, and learning. So, alone 

or in small groups; actively or quietly; with their own 

bodies, with toys and materials and equipment, with 

adults and with peers; indoors and outdoors—come rain 

or shine, the infants and toddlers play all day long. 
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Play is Paramount 

Play is paramount for infants and toddlers. As infants and 

toddlers play, they make connections and build knowledge 

about the world around them. They are “sensory motor 

learners”, moving their bodies, using all of their senses, 

manipulating objects, and interacting with people. Freely 

choosing materials, activities, and interaction partners; actively 

experimenting and creating; encountering the new and 

repeating the familiar— play is a powerful context for 

development in all the domains, whether physical, motor, 

emotional, social, language, or cognitive. 

 

Learning Opportunities throughout the Classroom 

 

Block Play – Math, Science, Physical Coordination  

• When children put blocks in trucks and dump them out, they 

are learning about size, weight, and number concepts (how 

many blocks fit in the truck, how heavy it becomes, what size 

blocks fit best).  

 

• When a child balances one large block on top of another they 

are learning to control and coordinate their muscles. 

 

Dramatic Play – Perspective-taking, Math, Physical 

Coordination, Social-Emotional Skills  
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• When children play with dolls, hats, plates, and trucks, they 

are imitating the adults and world round them. This is the 

beginning of dramatic play.  

 

• When children act out everyday scenarios, they work 

through some emotional issues.  

 

• When children separate cups and plates, hats and scarves, etc 

during play and clean-up time, they are using classification 

skills which are needed to do math. 

 

Art Activities – Fine Motor Skills, Creativity, Science, Social-

Emotional Development  

 

• When children explore art materials, they are developing the 

skills necessary to later create artistic representations.  

• When children combine colors, substances, and textures they 

are performing scientific experiments.  

• When children manipulate art materials, they are developing 

small motor skills.  

• When children scribble on paper, they are practicing skills 

that will lead to their communicating through writing.  

• When children are allowed to use materials freely, they are 

given the opportunity to be creative. Creativity is highly 

correlated with intelligence.  

• Placing colors on paper where previously there were none, 

helps very young children to develop a sense of themselves as 
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separate individuals. 

 

Reading Center – Reading Readiness and Language 

Development  

• When children turn the pages of a book from beginning to 

end, they are learning to read a book from left to right.  

• When children are read to and given the chance to look at 

the pictures, make sounds that go along with the story, and 

choose their favorite books, they are developing: a love of 

books; the ability to express their ideas; and memory skills.  

• Having a reading center in the classroom conveys to children 

that reading is fun and important.  

• Cuddling up with a child and reading helps the child associate 

reading with emotional pleasure. 

 

Play with Manipulatives – Math, Coordination, Science  

• When children place pegs in a peg board, they are practicing 

their eye-hand coordination and their fine motor skills.  

• When children work on and finish a puzzle, they are 

completing a task. This skill will be beneficial in their 

developing attention and study skills.  

• When children sort manipulative objects by size, shape, and 

color, they are engaging in classification strategies that are 

needed for learning math.  

• When children manipulate cause and effect toys, they are 

given the opportunity to predict what will happen next – a skill 

necessary for scientific exploration. 
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Sensory Activities – Math, Science, Eye-Hand Coordination, 

Small Motor Skills, Writing  

• When children fill and dump substances, they are learning 

about quantity (more than and less than), weight, and volume.  

• When children manipulate materials such as dough and clay, 

they are strengthening the muscles that they will need for 

writing.  

• When children explore and manipulate colors, they 

 

Quiet Areas – Social and Emotional Well-being  

• When children are tired or overwhelmed, they can learn self-

care and self-regulation by utilizing the quiet area. 

 • When children use the quiet area with a friend, they practice 

one-on-one interactions with peers. 

 

Learning Opportunities Outside 

• Children need a variety of activities to choose from just as 

they do inside.  

• Any activity done indoors can be brought outside.  

• Teachers should play games with children such as: tossing 

balls into baskets, pitch and catch, filling and dumping sand, 

hide and seek with objects in the sand.  

• Teachers should call attention to the natural environment 

such as the colors of the leaves, the types of grasses, the cloud 

formations, flowers, the bird calls, or bugs.  

• Teachers should work to instill in children, a love of and 

protection toward nature. 
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The examples given for each learning area are only short lists 

of possible activities. For more developmentally appropriate 

activities, refer to your school’s resource library. 

 

Appropriate Room Arrangement Learning Centers 

 

• Centers should be placed so that quiet centers are next to 

quiet centers and noisy centers are next to noisy centers.  

• “Messy” centers such as those containing paint or sensory 

activities should be located next to a sink for easy clean-up and 

hand washing.  

• The book and quiet centers should be located in areas that are 

away from traffic and noise.  

• There should be soft elements such as curtains, rugs, and 

pillows.  

• There should be lots of open space for infants and young 

toddlers to practice developing crawling, pulling up, cruising 

and walking skills.  

 

Materials 

• In each area of the room, there should be a mixture of 

materials that are easy, just right, and difficult for the children’s 

levels of development.  

• Materials should be changed out on a regular basis so that 

there is always some novelty in the room BUT too much 

novelty all at the same time can be overwhelming for the 
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children.  

Refer to your school’s resource library for examples of room 

arrangements and resources. 

 

Assessment 

We use the Teaching Strategies Gold Assessment to gather 

information about how our children are doing in each 

developmental domain. Children do not have to be directed to 

do specific tasks that the teachers then assess; teachers can 

assess all developmental domains on an on-going basis using 

guidelines that reflect typical classroom activities. 

We use our observations and assessments to plan for the 

children’s activities and to partner with parents regarding their 

children’s growth and learning. In conjunction with the 

parents, we set goals for each individual child. 

 

When there is a need for further assessment, we gather 

information about what is available and what are appropriate 

referrals. After a child has been assessed, we review the results 

with the parents to establish a plan of action. If there is an IEP 

meeting, the teacher and social worker offer to go to that 

meeting with the parents. 

 

In addition to these formal means of assessment, we also use 

photography as a way to document the children’s development 

and participation in our program. 
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We also use this information gathered from assessments to:  

1. Design our curriculum  

2. Solve problems  

3. Review our program and plan improvements  

4. Share our program with the larger community 

 

Observation, Planning, and Implementation 

• Through use of the Gold Assessment, we are continuously 

monitoring our children’s development.  

• Based on our observations, we: set goals and objectives for the 

groups as well as for individual children; arrange our indoor 

and outdoor environments and provide materials and activities 

to support and encourage development.  

• We modify the environment and activities continuously as 

we observe the children’s responses to them.  

• We also document our children’s progress through 

photographs of them participating in planned activities, self-

initiated activities and routines.  

• When observations, screenings and evaluations lead to 

concerns regarding a child’s developmental progress, we work 

with parents to identify resources to meet their needs  

• Our teachers receive training in how to work with the 

children with special needs from the ATCIC Early Childhood 

Intervention Specialists and any private therapists that the 

children may have. 

 

Procedures 
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Continuity of Care 

The teachers in the infant room arrive and leave at different 

times, one present at opening time and one there at closing 

time, but for the majority of the day, they are together with the 

children. This ensures communication flow between home to 

school in the morning 1so that the children feel safe and secure 

with the adults in the room. When an infant teacher must be 

out of the classroom, a familiar substitute or floater fills in for 

that teacher. 

 

Safety First 

We work to ensure the safety and well-being of each child we 

serve, and by extension, their families, and all other program 

participants, including volunteers, visiting professionals, and 

staff. Safety is our bottom line—in the end, all of our policies 

and procedures somehow relate back to “safety first”.  

 

School Entrance and Transitions 

Entering school and transitioning into a new classroom 

involves change. Change, although exciting and challenging, 

can also be anxiety-provoking and filled with uncertainty. We 

endeavor to make these transitions as smooth as possible for all 

concerned (children, families, AND staff) by providing ample 

time: time for providing information; time for asking questions 

and discussing concerns; time for adjusting to new people, 

 
1  



21 

Life Centered – Tiny Toes - Infant-Toddler Manual Rev. 04-01-2022 

 

 

places, and routines; and time for the new to become familiar. 

We also utilize the following strategies: 

 

Arrival and Departure Times 

- Teachers greet each parent upon arrival and departure  

- During the greeting time, teachers perform health checks on 

children as they arrive  

- Pertinent information about the children’s physical and 

emotional health is conveyed from parents to teachers upon 

arrival and from teachers to parents upon departure.  

- Separation anxiety is normal and to be expected. Teachers 

work with parents to minimize the stress of transitioning from 

their parents to their teachers  

 

• New Parent Orientation For many of our infants’ parents, our 

program is their first experience with leaving their children in 

the care of others. We work with them to help them feel 

comfortable, at home, and free to ask any questions they may 

have. We acknowledge the emotional difficulty of leaving a 

baby in someone else’s care. At the beginning of each school 

year, we have a parent night to introduce parents to each other 

and to the workings of our school. Also, upon enrollment, each 

parent receives a copy of our parent handbook. 

 

Individual Classroom Meetings 

 At the beginning of the school year, each classroom teacher 

holds a meeting with the parents of the children in their room. 
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This meeting is to orient the parents to the routines of the 

classroom, what to expect from the teacher, the activities that 

their children will be involved in, and to get acquainted with 

each other. For children enrolled later in the year, this 

orientation occurs on individual bases. 

 

Classroom Visits 

We encourage parents to bring their children with them to visit 

their new classroom before beginning school. This gives the 

children the opportunity to explore the new surroundings with 

their trusted adults and it gives the children the opportunity to 

see their new teachers interacting with their parents.  

 

Transitioning from One Classroom to Another 

Long before our infants and toddlers move from one room to 

another, they are already familiar with the teachers in the new 

room. This is particularly the case with the young and older 

toddlers who share playground space. The transition, therefore, 

is more about new routines and expectations. The children visit 

the new classroom for as many times as it takes for them to 

become comfortable eating and playing there. Once they are 

comfortable napping in the new room, the transition is usually 

complete.  

 

• Enrollment Forms  

Information about the children’s developmental history, 

preferences, life experiences, family traditions, sleeping and 
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eating habits, special needs, and family make-up are 

provided on their enrollment forms. The teachers access this 

information to become acquainted with the children before 

they enter their care. 

 

• Weekly Plans  

Teachers post weekly lesson plans on their classroom 

bulletin boards. Weekly plans serve as a framework and 

guide for the group; include goals and objectives for 

individuals and the group; describe equipment, materials, 

and activities; and otherwise, document learning plans for 

the upcoming week. 

 

In order to minimize disruptions in relationships, we strive to 

keep all of our children together with the same teacher for 9 to 

12 months. Move-ups happen in late August and to a lesser 

extent in late May. There are instances where a child may need 

to move up due to their own rate of development. In these 

cases, we assess the needs of the whole child and do not move 

the child if there are any concerns that the move-up would be 

harmful to them. In these instances, we move two emotionally 

attached children together so that they have each other to 

explore their new room.  

 

 

Parent Communication 

Providing high-quality group care and education for infants 
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and toddlers requires clear and constant communication 

between and among all parties—children, parents, families, 

and program staff. We strive to be open to questions, 

concerns, ideas, and information shared with us, and work 

to communicate clearly our own questions, concerns, ideas, 

and information. When problems arise, we work to address 

issues immediately, directly, and in a matter-of-fact manner, 

looking for “win-win” solutions with a “both/and” attitude. 

We have a number of procedures in place that help us keep 

the lines of communication open. 

 

Arrival & Departure Conversations: 

Teachers and parents make time to communicate verbally as 

the day begins and then again as the day ends. This is when 

we keep each other updated on all those little details that 

can mean so much—I found that lost sock; She’s teething 

and really grumpy and I’ve already given her some Tylenol 

once today; We’re going to finger paint today—we’ll try 

wearing our new smocks but if he doesn’t like it I’ll put him 

in a school T-shirt; I lost my newsletter in the parking lot 

last night, can you get me a new one?... 

 

Infant and Young Toddler 

Home-to-Center and Center-to-Home Forms Upon arrival 

each day, parents provide information regarding their 

child’s sleep, diet (what they ate and when), urination and 

bowl movements, and health between when they left the 
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day before and at the moment they return, on a Home-to-

Center form. During the day, the teachers write that same 

information on a Center-to Home form that is given to the 

parents at the end of the day. These forms document the 

factors necessary to track a child’s physical well-being from 

day to day. Copies of these forms are kept on file for three 

months. Electronic versions (ie. Pictures of these forms) may 

be available at your child’s Tiny Toes location. 

 

Weekly Plans 

Teachers post weekly lesson plans on their classroom 

bulletin boards. Weekly plans serve as a framework and 

guide for the group; include goals and objectives for 

individuals and the group; describe equipment, materials, 

and activities; and otherwise document learning plans for 

the upcoming week. 

 

Newsletters 

On a regular basis, the teachers share information about 

upcoming events, new adventures, reminders about things 

such as extra clothing, and ways in which parents can 

participate in the classroom. 

 

Additional Communication 

Notes, Phone Calls, Texts, and E-Mail: These avenues allow 

us to make contact quickly. Clear lines of communication 

allow us to focus on supporting each child’s growth, 
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development, and learning. 

 

Parent-Teacher Conferences 

We hold parent-teacher conferences in the fall and in the 

spring. At these conferences, we discuss with the parents, 

their child’s progress in each developmental domain, discuss 

concerns, and make plans. Parents and/or teachers may 

request additional conferences at any time. 

 

Family Involvement 

We welcome family involvement and invite parents and 

families to participate in our curriculum and in school events 

as often as they are able. We encourage discussion 

concerning the many different ways family members can 

join in and contribute to our school community. It is 

important for parents and teachers to discuss parent visits to 

the classroom ahead of time because issues such as separation 

anxiety, stranger anxiety, sleep difficulties, attachment 

issues, family dynamics, temperament, and fears must be 

considered. 

 

Caregiving Routines 

Caregiving routines form an important part of the 

curriculum in the infant and young toddler classrooms. At 

school, the children in these rooms actually spend large 

amounts of time eating, sleeping, and diapering/toileting. 

Each of these activities presents an opportunity for 
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development and learning in all domains (physical-motor, 

social emotional, language-cognitive). Parents and teachers 

keep each other informed regarding caregiving routines and 

work together to support children as they gain the skills and 

knowledge necessary to engage in each of these activities 

independently.  

Caregiving routines occur within the context of relationship 

between child and teacher. Because we believe each child is 

a competent individual who deserves our respect, and 

because one of our goals for each child is to develop both 

trust and independence, we approach caregiving routines as 

participatory activities. We invite children to be actively 

involved and engaged and encourage them to take 

responsibility for as much of the task at hand as possible. At 

the same time, we seek to meet children’s most basic needs 

in a warm, nurturing, supportive, and interactive manner. 

 

Nutrition and Feeding 

Feeding and Mealtimes Infants and toddlers grow at a rapid 

pace, have small stomachs, and are new to the world of food 

and eating. Proper nutrition and healthy eating habits are 

absolutely essential. 

 

Feeding and Mealtimes are separate events from 

Diapering/Toileting Times. Staff members are not permitted 

to go back and forth between these two activities— 

feeding/eating happens during a separate period from 
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diapering/toileting. Sinks used for rinsing out bottles and 

other dishes may NOT be used for handwashing. 

 

Feeding Forms: We use Feeding Forms until children 

transition to eating table food independently and are feeding 

themselves rather than being fed (this often happens around 

12 months of age). Parents update Feeding Forms monthly, 

so as to provide teachers with the most current information 

about each child’s eating habits, preferences, allergies, new 

foods, etc. Using the Feeding Forms helps teachers and 

parents to communicate clearly and provides written 

documentation as the child develops eating skills. 

 

Breast Feeding 

We support parents’ decisions regarding whether to breast 

feed, bottle feed, or both. Comfortable spaces for nursing in 

the infant and toddler classrooms include rocking chairs and 

cozy areas. Private space in an office can be provided for 

parents who prefer not to nurse in the classroom. We 

communicate closely with nursing parents about 

approximate feeding times, whether they want to include 

any bottle feedings of breast milk or formula and deciding 

when to wean. 

Bottle Feeding 

Parents provide information about breast milk/formula, 

amounts, number of feedings, etc. on the Feeding Form, so 

that teachers can feed each infant appropriately. Ideally, we 
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hold infants as we feed them their bottles; if working with 

more than one infant at feeding time, we keep babies close 

in order to assist them and interact with them. Infants who 

have learned to hold the bottle, and/or indicate the desire to 

drink the bottle independently, are allowed to do so. Parents 

bring enough prepared bottles (ready to heat and serve) for 

the day. Bottles and bottle lids must be labeled with the 

child’s first name and last initial; they are stored in the 

child’s refrigerator tray, and any unused bottles go home at 

the end of the day. We warm bottles in a water bath at 120 

degrees Fahrenheit or lower, with a timer set for 2 minutes. 

At that point we test the bottle by touch; if it requires further 

warming, we do so in 1-minute increments no more than 3 

times, so that the total warming time is 5 minutes or less. 

The starting time for each bottle feeding is the time the 

bottle is taken out of the water bath, ready to serve. If the 

bottle is given cold, the starting time for the bottle feeding 

is the time at which the bottle is removed from the 

refrigerator. Bottles begun outside of school must either be 

finished with the parent before s/he leaves or discarded. 

 

Bottles and Breast Milk 

• Bottles must be labeled with the child’s name, the date that 

the milk was expressed and the date the milk was brought to 

school 

• All unused breast milk must be taken home at the end of 

the day.  
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• Breast milk must NEVER be shaken. Instead, it must be 

gently swirled to preserve the nutritional and health benefits 

it provides. • Previously frozen milk is good for 24 hours if 

kept in the refrigerator.  

• Breast milk left over from a feeding can be kept for 1 hour 

before being discarded. 

 

Bottles and Formula 

• Bottles must be labeled with the child’s name and the time 

that the formula was prepared.  

• All unused formula must be taken home at the end of the 

day.  

• Formula bottles must be prepared at home and placed in 

the refrigerator upon arrival.  

• Prepared infant formula is only good for 1 hour after being 

heated for a feeding  

• Any formula left in the bottle after feeding must be thrown 

out 

 

PROHIBITED ACTIVITIES regarding Feeding  

Because they pose health and safety hazards, we:  

 

• DO NOT shake breast milk  

• DO NOT warm any bottles using a microwave oven  

• DO NOT ever microwave any food in any type of plastic 

or Styrofoam containers  

• DO NOT prop bottles  
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• DO NOT give bottles in cribs or on nap mats  

• DO NOT give bottles with solid food mixed in  

• DO NOT use plunger-type bottles  

• DO NOT use glass bottles  

• DO NOT serve beverages using straws of any kind  

• DO NOT administer medications in bottles  

• DO NOT permit children to walk around with bottles, 

cups, or food 

 

Learning to Eat and Drink 

This is a process that happens over time and involves a 

number of transitions—accepting solid foods; introducing 

more and more new foods; learning to bite, chew, and 

swallow; finger feeding; eating table food; sitting at a table; 

using utensils; drinking from a cup, etc. Parents and teachers 

communicate regularly and plan together to support each 

child as s/he develops the necessary skills to feed 

him/herself. 

 

Weaning from Breast and/or Bottle 

This process happens differently for each child. Parents and 

teachers communicate and plan together to support each 

child in making this transition. We encourage and provide 

opportunities for children to drink from cups as a normal 

part of our feeding routine; usually water is the first 

beverage we serve this way. Before 12 months of age, we 

must have documentation from the family’s health care or 
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nutrition professional in order to serve a child anything 

other than infant formula or breast milk to drink. If it is hot 

outside and the babies are hot and sweating, water may be 

given as needed. 

 

Eating in the Infant Rooms 

Feedings and mealtimes begin as one-to-one interactions 

between child and teacher, following that child’s cues and 

individual routine. Parents provide enough food daily for a 

morning meal/snack, lunch, and an afternoon snack. Using 

the Feeding Form, parents provide information about 

amounts, food preferences, frequencies of feedings, new 

foods, etc. We warm foods and bottles in a water bath at 120 

degrees Fahrenheit (or lower). Over the course of the year, 

we gradually transition from individualized eating to a 

routine of eating as a group within set time periods. Once 

they are in the young toddler room, the children transition 

to eating morning and afternoon snacks from the school 

snack menu. As this happens, children gradually learn to 

drink and eat independently, rather than being fed by an 

adult.  

 

As infants grow into young toddlers, we do sometimes serve 

fresh fruit and vegetable to them as a snack. These are 

thoroughly washed before being served. 

 

Food Storage in the Infant Room 
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All food items must be labeled with the child’s name. For 

perishable food items, we provide each child with a section in 

the classroom refrigerator labeled with their name. Parents must 

remove all bottles and food from the refrigerator daily at 

departure time. We store non-perishable food items in the 

child’s storage cubby. Opened containers of non-perishable 

foods such as dry cereal or teething biscuits are placed in dated, 

zip-type plastic bags. If not eaten within 30 days of being 

opened, such items are removed, and sent home or discarded. 

Items such as jarred vegetables or canned fruit are considered 

perishable once opened (see above). Any and all food items that 

have reached their expiration date may not be served and must 

be removed from school. We expect parents to check storage 

cubbies regularly to ensure that: 1) there is enough food to meet 

children’s nutritional needs (back-up formula, extra jars of food, 

etc.), and 2) foods are stored properly (no food past the 

expiration date, opened non-perishable items removed after 30 

days, etc.). 

 

 

Nutritional Requirements 

Parents and teachers work together to promote good nutrition 

and to help the children develop healthy eating habits. Parents 

provide most of the food; the teachers are responsible for serving 

the food and creating healthy eating experiences while the 

children are at school. 

 

Infants eat only the food that is provided by the parents. Once they 

are in the young toddler room, the children eat snacks that are 

provided by the school. The snacks that we serve are in accordance 



34 

Life Centered – Tiny Toes - Infant-Toddler Manual Rev. 04-01-2022 

 

 

with the nutritional guidelines established by the Department of 

Protective and Regulatory Services. Snack menu for the young 

toddlers is different from the menu for older toddlers and 

preschoolers based on their particular nutritional needs and food 

safety. Parents provide lunches that are nutritious and follow our 

“no sugar” policy. We always have extra food on hand in case a 

parent forgets to send food for their child’s lunch. We can NOT 

heat food in plastic containers in the microwave! 

 

 

Each day, parents fill out the “Home to School” portion of the Daily 

Sheet and the teachers fill out the “School to Home” portion. 

Included on these sheets, is what, how much, and when the child 

ate throughout the day. 

 

Special Nutritional Needs 

Parents and teachers must communicate clearly and carefully 

about this topic. Special nutritional needs and medical conditions 

such as allergies or lactose intolerance must be documented by a 

health care or nutrition professional. This information is shared 

with all staff who will be participating in feeding the children. Due 

to the high rate of food allergies among our children, we routinely 

serve soy milk rather than whole cow’s milk and soy nut butter 

rather than peanut butter. For children with special nutritional 

needs, teachers keep a record of what and when the child ate 

during the day; and share that information with their parents daily. 

 

CHOKING PREVENTION 

In order to prevent choking, table food must be sent from home 

ALREADY CUT UP into bite-sized pieces. This especially applies 
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to items such as grapes, hot dogs and other meats, raw vegetables, 

and any food that is small and/or round and/or hard. These foods 

must be served in small enough pieces so that they can be 

swallowed whole and not choke a child---e.g. hot dogs must be 

sliced lengthwise and cut into ¼ circles; grapes and cherry 

tomatoes must be cut in half or quarters; seeds, pits, and/or peels 

that might cause choking must be removed. Foods such as peanut 

butter or cream cheese must be served already spread onto 

crackers, bread, etc. and NOT served in spoonful’s. 

 

 

Transitioning to Independent Eating 

As part of developmentally appropriate practice, we encourage our 

children to learn to development the self-help skill of self-feeding. 

Unless a child has a developmental delay that prevents them from 

beginning to develop this skill in the infant room, it is our basic 

expectation is that children will be drinking from a cup and eating 

table food by the time they move to the young toddler room. At 

the same time, we understand that each child develops at his/her 

own pace and we respect family and cultural differences in 

handling these transitions. As with other issues, teachers and 

parents communicate and work together to meet each child’s 

needs. For the young toddlers, we provide a morning snack (served 

at least 2 hours before lunch) and an afternoon snack (served after 

nap time). 

Sleeping at School 

For all children who attend full-time childcare, nap/quiet 

time is provided daily for 2 hours. Children in the infant 

room sleep according to their own schedules but do 

gradually fall into a morning/afternoon nap routine. Once 
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they are in the young toddler room, the children take one 

mid-day nap only. This transition is handled with sensitivity 

to each child’s needs for rest. Helping infants and toddlers 

get the rest and sleep they need while in our care is an 

important component of our caregiving routines. In our 

infant and younger toddler classrooms, teachers position 

themselves so that each child can be seen and heard at all 

times. This is also the case if some of the children are awake 

while other children are sleeping. 

 

SIDS Prevention 

• We must place infants under 12 months of age on their 

backs in a face-up sleeping position.  

• Infants able to turn over onto their sides or stomachs are 

allowed to do so.  

• Soft items such as pillows, soft toys, puffy quilts, bumper 

pads, blankets, and wedges (anything that might induce 

suffocation) are not permitted in cribs.  

• The only type of blankets allowed are sleep sacks that zip 

up the front and snap at the neck.  

• Infants may not be swaddled.  

• Infants who arrive at our center asleep in or who go to 

sleep in equipment not designed for infant sleep, are 

removed from that equipment and placed in their cribs. 

 

PARENTS MUST PROVIDE MEDICAL 

DOCUMENTATION FROM A HEALTH CARE 
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PROFESSIONAL IN ORDER FOR US TO DEVIATE 

FROM THE PROCEDURES STATED ABOVE. 

 

We check sleeping infants frequently, providing supervision 

by sight and sound, so that babies are always heard and easily 

seen.  

 

Helping Children Learn to Sleep at School 

Learning to sleep in a new environment can take time and 

sleeping in a group setting can be difficult for some children. 

We provide soothing surroundings, work with parents to 

support familiar routines and rituals, and encourage children 

to get the rest and sleep they need. 

 

Cribs are for sleeping and are not used as play areas or for 

any other reason. We provide cribs for each non-walking 

child under the age of 18 months. Parents provide crib 

sheets, make up their child’s crib each Monday, and take 

sheets home for laundering each Friday. We provide extras 

in case of accidents. We clean cribs and mattresses on a 

weekly basis. 

 

Transitioning to a Mat: Once a child is clearly walking (or, 

if not walking, has reached 18 months of age), we transition 

him/her to a nap mat, placed on the floor in a quiet area of 

the room. Parents provide mat sheets, small pillows and 

blankets. “Lovies” (teddy bear, soft doll, etc.) are also 
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permitted. Small bed rolls, with attached pillow and blanket, 

also work well. Nap laundry, whether linens or bed rolls, is 

sent home on Fridays for laundering. Nap mats are cleaned 

and sanitized weekly and as needed in the case of accidents. 

 

Getting to Sleep 

We understand that each child develops strategies for 

putting themselves to sleep. Hugging a teddy bear, sucking 

on a pacifier, or needing a special blanket are all common 

and acceptable ways for a child to relax, wind down, and 

soothe themselves. We DO NOT give children bottles or 

sippy cups to drink from while going to sleep—this is a 

health and safety hazard. 

 

Special Sleeping Needs 

We work with parents to make any necessary modifications 

to meet documented, diagnosed special needs involving 

sleep. We recognize that children have differing sleep needs. 

Infants begin the year sleeping on individual schedules, and 

some children will be awake while others are asleep. We 

make adjustments to meet these individual needs—for 

instance, infants who have awakened might go outside or 

play quietly with one of the teachers or be fed a meal. Once 

children are sleeping as a group, we encourage everyone to 

rest quietly for at least one hour. Each child who is awake 

after resting or sleeping for one hour may participate in an 

alternative activity until nap time is over, such as reading 
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books or playing quietly with puppets. Nap time with lights 

out in the classroom lasts for no more than a total of 3 hours. 

 

Diapering & Toileting Procedures 

 

Cubbies & Supplies 

Parents provide diapers, wipes, diaper crème/ointment, 

extra clothing, and any other necessary supplies.  

 

Diapering Procedures 

Diapering and toileting are handled in a matter-of-fact 

manner. We talk about being aware of having a wet and/or 

soiled diaper, let children know that it’s time for a change, 

and encourage them to actively participate in the process as 

they are able. The actual procedure for diapering is filed in 

our Program Portfolio under Health and Safety, is posted by 

the changing table and in the bathroom and must be 

followed when changing children at school. The procedure 

includes disposing of used diapers in a specific container, 

cleaning and sanitizing the changing surface, and hand 

washing.  

 

At Tiny Toes Infant & Toddler Center, we do allow the use 

of cloth diapers. Cloth diapers are removed with the diaper 

cover as a whole unit and placed in a plastic bag. We do not 

rinse out or wash any diapers due to the health risks 

associated with the procedure. Parents bring home all soiled 
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diapers at the end of the day. 

 

There are scheduled times during the day dedicated to 

diaper changing. In general, changes are scheduled for every 

two hours. However, children are always changed after 

napping and on an as-needed basis throughout the day. 

 

Attention to Health and Safety 

Providing for the health and safety of infants and toddlers 

requires attention to certain specific issues, including the 

following: 

 

Supervision 

Tiny Toes Infant & Toddler Center does not rely on video 

cameras or other types of electronic equipment to supervise 

infants and young toddlers. Teachers supervise the children 

by sight and sound at all times. 

 

Clean Feet 

Infants spend lots of time down on the floor playing and 

learning to move independently, as well as investigating the 

world around them by picking things up and mouthing 

them. To help keep our floors clean and safe for all of these 

activities, we have a “Clean Feet” policy in the infant room. 

Everyone who comes in must take off their shoes. If ones 

feet are particularly dirty, we ask that you wipe them before 

entering the room. 
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Clean Hands 

Because we know that hand washing is an extremely 

effective strategy for preventing the spread of germs and 

disease, we require that everyone wash their hands upon 

arrival into both the infant and young toddler rooms. This 

includes staff, children, family members, volunteers, and 

visitors. 

 

Drop-Off and Pick-Up with Siblings 

In order to minimize the number of adults and children 

coming into the infant and toddler rooms, we encourage 

families with older children in our school to: drop-off their 

older children first in the morning; and pick-up their infants 

and toddlers first in the afternoons. This routine keeps the 

older children from entering the infant room twice daily; 

and helps us deal more effectively with issues such as 

supervision, communication with parents, the spread of 

germs, separation anxiety, and stranger anxiety. 

 

Infant Equipment 

Equipment such as baby swings, jumpers, bouncers and 

Bumbo seats are used sparingly in our infant room. This 

practice encourages independent movement such as 

scooting, crawling, cruising, and walking. We use cribs for 

safe sleeping and strollers or buggies for safe walks around 

the school and to the playground. We never use baby 
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walkers in our program. 

 

Minimum Standards Illness Policy 

 

A child must be excluded if they have: a temperature of 

100.4 (oral), 100.4 (rectal), or 99.4 (armpit) accompanied by 

other signs of symptoms of illness, or uncontrolled diarrhea 

(three episodes), or two or more vomiting episodes in 24 

hours, or if the child is unable to participate in childcare 

center activities such as playing outside. The child must be 

symptom free for 24 hours before returning to school after 

any of these symptoms. Refer to the list of illnesses that 

necessitate exclusion from care contained in the personnel 

policies and children’s enrollment packet. 

 

Supervision 

Teachers are accountable at all times for each child in their 

care. This includes:  

 

• Responsibility for the ongoing activity of each child.  

• Appropriate visual and auditory awareness of each child.  

• Physical proximity to all children.  

• Knowledge of activity requirements and each child’s 

needs.  

• Knowledge of each child’s special needs and abilities. 

 

Teachers must intervene when necessary to ensure 
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children’s safety. Teachers allow the children the freedom 

to explore but also take into account the following issues 

when deciding how closely to supervise the children: 

 

• Ages of the children  

• Individual differences and abilities  

• Indoor and outdoor layout of the child-care center  

• Neighborhood circumstances, hazards, and risks. 

 
 

LATE ARRIVALS 

 

Parents or Guardians are required to call to notify staff that a student will 

be late. If the children are scheduled on a field trip outside of the center, 

all late students will be supervised in the main center. The structured 

alternative activity will be available.  

 

 

OUTDOOR PLAY 

 

Children are taken outside every day (State Rules) for large motor 

activities and play time, except when weather is severe, temperatures are 

too low (35) or too high (90+). On those days, children will remain 

indoors. We discourage children from staying inside on good days because 

we do not have enough staff to supervise, and we must still meet our 

teacher child ratio when outdoors. Please dress your child appropriately 

for the weather conditions. 
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TUITIONS & PAYMENTS 

Life Centered is for profit and totally depends on tuition payments for 

staff, salaries and other overhead costs. This section outlines the policies 

concerning your child’s tuition. It is very important that you read it 

carefully and understand it completely. The director will be happy to 

answer any questions. An itemized fee schedule is available to inform you 

of rates and fees. All tuition must be paid on time to ensure your child has 

continued participation in our program. 

 

FEES 

 

Registration Fees 

$75.00 per child and this fee is non-refundable and paid annually. 

 

 

 

Tuition Fees 

Parents, please understand when you complete your enrollment packet, 

you are under contract with Life Centered. All tuition is due the Friday 

before the week you need service or on Monday before any services is 

rendered. We do not have a grace period. If payment is not received on 

time, it is considered late; the fee will be $30.00. If you prefer to pay 

tuition twice monthly, the payment is to be made in advance on the first 

week. If a monthly payment is preferred, payments for the month must be 

paid for by the 1st of the month. Families on childcare assistance must pay 

Co-payments or Parents Fees in full by the 1st of the month, late fees will 

be applied on the 2nd of the month and by fifth of the month the child will 
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be withdrawn, case worker will be notified. We love all children, but any 

child could be withdrawn from the program for non- payment. Tuition 

must be paid regardless of attendance. If your child is sick and/ or for any 

reason cannot attend school tuition must be paid. Late pick up fee is $1.00 

per minute, per child after center is closed.   

 

Tuition and Fees 

 

Toddler Program 

$275.00 per week, if private pay from 6:00am to 5:00pm (11 1/2 

hours). 

$137.50 per week, $112.50 per week if private pay from 6:00am to 

12:00pm (6 hours).  

 

Infant Program  

$295.00 per week, if private pay from 6:00am to 5:00pm. 

$147.50 per week, if private pay from 6:00am to 5:00pm. 

Centers Closure  

LC Services will be closed due to weather, holidays, or any 

situation that may arise beyond the control of the parents.  

 

When your child is absent for any reason, a partial payment of 

Half your child Tuition is still required per week to secure your 

child spot here at Life Centered.  

 

Except for excused illness accompanied by a doctor note.    
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Returned Checks 

Parent will be charged a fee of $30.00 for each check returned, after one 

returned check payments must be made in cash or money order. 

 

 

VACATION 

 

LC does offer a vacation fee of half tuition per week- we allow for 2 weeks 

a year for vacation. Please provide at least a 2-week notice that a vacation 

week is being used. 

 

WRITTEN WITHDRAWN NOTICE 

 

Two weeks advanced written and paid notice is required when you wish 

to end your contract. There is no refund for early withdrawal. We will 

give one-week notice to parents if it becomes necessary to cancel your 

contract. Will give 30-day notice before any contract changes. We reserve 

the right to terminate the contract with or without notice as deemed 

necessary or appropriate at our sole discretion. For behaviors above, our 

capability or we conclude the child is having problems adhering to center 

rules. We apply a 3-occurrence rule after conferencing with parents that 

consist of 1st parents must pick the child up within one hour 2nd 

occurrence the child must be picked up and remain home for 24hours. 3rd 

occurrence the child must be picked up not return, this process is for 

extreme situations and after, all other sourced for help has been 

exhausted. 
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VISITATIONS 

We have an Open-door policy however due to human service regulations 

all visitors must sign in. Parents have free access at all times to all areas 

used by children. There are exceptions governed by Colorado State Law, 

which include during facility operating hours or while the child is in care. 

Only licenses employees, licensed volunteer’s or an authorized 

representative of the government agency, or parent shall have 

unsupervised or regular access to the child-care. We will allow the 

parent/guardian of the child in care unsupervised or regular access to the 

center. 

 

COMPLIANCE 

Life Centered is required by law to keep in compliance with Rules and 

Regulations set forth by the State of Colorado Division of Child Care. If 

you have any questions concerning LC compliance, in admitting students, 

caring for your child. Or keeping with rules and regulations, please 

contact the Director, the board of Directors or the owners. You may 

contact the following agencies for additional help and information 

regarding licensing, suspected child abuse, neglect or other concerns. 

 

El Paso County Department of Social Services-Child Abuse Division 

1675 West Garden of the Gods Road 

Colorado Springs, CO 80907 

719-444-5700 

 

Colorado Department of Human Services 

The Division of Child Care 
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1675 West Garden of the Gods Road 

Colorado Springs, CO 80907 

303-866-5700 

 

Executive Director of Colorado Human Services 

1575 Sherman Street Denver, CO 80203-1714 

303-866-5700 

 

 

SUMMATION 

 

All children enrolled in this facility are unique and treated with love and 

respect. We will provide them the opportunity to engage in variety of 

activities. Our most fundamental objectives is to provide a safe, clean and 

loving environment, in which each child will feel he/she is loved, valued 

and wanted. We will be creative and teaching the children in our 

program, and making a positive difference, in the life of each child in our 

care! 
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Colorado Child Care Assistance Program 

 

Effective May 1, 2018, CCAP requires that all clients (parents/guardians) 

use their pin to sign in/out on the website for the services rendered by the 

childcare facility. If you fail to properly login or if CCAP fails to pay our 

company, you understand that you will be required to pay LC weekly 

rate. Effective September 1, 2018, the state allows you only one absence. 

Due to LC holding spot for your child(ren), any absence beyond the one 

will require you to pay LC current weekly rate for each day the child(ren) 

is absent. In cases of a sick child beyond one absence you may contact 

your caseworker to request additional sick days. Parents must provide a 

two-week notice of termination of services/care in writing and pay or 

login for those final two weeks. Failure to do so will result in you being 

billed for the last two weeks at our private rate. Dept. of Human Service 

(CCAP) continues to make changes to CCAP benefits. any 

changes/charges that are not covered by CCAP will be the financial 

responsibilities of each parent/guardian. 

By signing below, I acknowledge that I have read and fully understand 

the above statement concerning Life Centered CCAP Policy. 

 

____________________________________________________ 

Signature 
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NUTRITION  

Foods Brought from Home  

 We request that you do not bring food from home into our program.  

 

Acknowledgement   

 

I acknowledge by signing this form that I agree to the terms and 

provisions in the family handbook, which has been revised and 

giving to the parents of the youth in our program, to better serve 

them while enrolled in this program.   

 

I am also acknowledging that I have read and signed my financial 

responsibilities that are stated in the Life Centered application.  

 

                                   

Due to the change of Directors, this new contract, along with the 

Life Centered School fees have been set in place, in hope to better 

accommodate you as our loyal parents. 

 

Parent print Name: _____________________________ 

 

Parent Signature: ________________________ Date: __________ 

 

LC   Staff: _______________________________Date: __________  

     

 
 

 
 

 


