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Dear Family, 

Thank you for entrusting your child to Day Early Learning! We are honored to 
be your partner throughout your child’s early learning journey. From their first 
clap to discovering that mixing blue and yellow paint makes green, we’re here 
to support and engage you and your child every step of the way. 

At Day Early Learning, we take a holistic approach to your child’s care and 
education. Everything we do is aimed at nurturing your child’s growth and 
development. Our ultimate goal is not only to prepare them for kindergarten, 
but to provide a safe environment full of experiences that inspire a lifelong 
love of learning. 

In our centers, your child will be an active participant in their education, 
spending time in enriching classrooms and exciting outdoor environments 
learning to explore the world. They’ll develop the six essential skills for success 
and gain knowledge through hands-on experiences that spark curiosity and 
meaningful growth. 

You may have questions along the way, and you can find many answers here 
in our family guide. This is your guide to our programs, school leadership and 
operating procedures. Please take a few minutes to familiarize yourself with 
this information and store this guide for quick reference.

If you have any questions, please reach out to your school leadership team. 

We look forward to getting to you know and your family!

Sincerely, 

The Day Early Learning Team

WELCOME
 TO THE DAY EARLY LEARNING FAMILY 



CONTACT  
INFORMATION

EARLY LEARNING INDIANA ADMINISTRATION OFFICE
1776 N. Meridian St., Suite A, Indianapolis, IN 46202 | 317.636.9197

DAY EARLY LEARNING LOCATIONS

DAY EARLY LEARNING FEDERAL BUILDING
575 N. Pennsylvania Street, Indianapolis, IN 46204 
Phone: 317.226.5487  Fax: 317.226.5632    
Hours: 7:00 am - 5:30 pm  
Age: 6 weeks to age 6
 
DAY EARLY LEARNING LILLY FAMILY CENTER
3522 N. Central Avenue, Indianapolis, IN 46205 
Phone: 317.926.1203  Fax: 317.926.6136 
Hours: 7:00 am - 5:30 pm 
Age: 6 weeks to age 6

DAY EARLY LEARNING STATE  
GOVERNMENT CENTER
100 N. Senate N150, Indianapolis, IN 46204 
Phone: 317.233.1776  Fax: 317.233.1874 
Hours: 7:00 am - 5:30 pm  
Age: 6 weeks to age 6

DAY EARLY LEARNING AT FORT HARRISON
5545 Herbert Lord Road, Indianapolis, IN 46216 
Phone: 317.377.7015  Fax: 317.377.7019 
Hours: 7:00 am - 5:30 pm  
Age: 6 weeks to age 6

DAY EARLY LEARNING AT MANUAL
2405 Madison Ave, Indianapolis, IN 46225 
Phone: 317.349.7934   
Hours: 7:00 am - 5:30 pm  
Age: 6 weeks to age 6

DAY EARLY LEARNING AT PARK 100
5735 W. 73rd Street, Indianapolis, IN 46278 
Phone: 317.291.8048  Fax: 317.293.9438 
Hours: 7:00 am - 5:30 pm  
Age: 6 weeks to age 6

IU HEALTH DAY EARLY LEARNING
2140 Boulevard Place, Indianapolis, IN 46202 
Phone: 317.283.3838  Fax: 317.283.1297 
Hours: 6:30 am - 6:30 pm   
Age: 6 weeks to age 6

DAY EARLY LEARNING CENTER  
FOR INFANTS & TODDLERS  
1030 W. 16th St., Indianapolis, IN 46202
Phone: 317.550.3967  Fax: 317.653.3033 
Hours: 7:00 am - 5:30 pm 
Age: 6 weeks to 36 months

DAY EARLY LEARNING AT  
EASTERN STAR CHURCH
5750 E. 30th St., Indianapolis, IN 46218
Phone: 317.986.7574  Fax: 317.986.7578 
Hours: 7:00 am - 5:30 pm   
Age: 6 weeks to age 6 

DAY EARLY LEARNING AT PURDUE
1568 W. State Street, West Lafayette, IN 47906
Phone: 765.701.3434 
Hours: 7:00 am - 6:00 pm  
Age: 6 weeks to age 12

DAY EARLY LEARNING AT PATTY 
JISCHKE
90 Nimitz Drive, West Lafayette IN 47907
Phone: 765.701.3401 
Hours: 7:00 am - 6:00 pm
Age: 6 weeks to age 6
 

Enrollment is open to all families at all locations.

NEW CENTER COMING SOON:
DAY EARLY LEARNING AT 

VOLUNTEERS OF AMERICA 
FRESH START RECOVERY CENTER 



Attendance
Attendance and routine are important at 
this age. By showing up for school regularly, 
your child will gain fundamental learning 
skills and build healthy attendance habits 
they will take with them into kindergarten 
and beyond.

Please notify your school leadership team 
and/or teachers if your child is going to be:

• Dropped off late or after 9 a.m. 

• Absent for the day

• Picked up early or late (Note: There is 
a fee charged for picking up after the 
center closes.)

PLEASE SEE PAGE 27 FOR MORE INFORMATION. 

Clothing
We don’t have a formal dress code, but 
please dress your child in play clothes so 
they can participate freely in daily activities. 
All children, with the exception of infants, 
are required to wear closed-toed shoes 
year-round. Flip flops and slide-in shoes 
leave feet open to injury and prevent 
children from running and exploring their 
environment safely. To reduce the risk of 
injury, they are not permitted. Additionally, 
please keep two extra sets of clothing in 
your child’s cubby at all times. 

PLEASE SEE PAGE 16 FOR MORE INFORMATION. 

Outdoor policy
Children will go outside twice daily unless 
the wind chill temperature is below 25 
degrees, the heat index is above 90 degrees 
or the severity of the weather poses a 
safety hazard. 
 
PLEASE SEE PAGE 23 FOR MORE INFORMATION. 

Holidays
All Day Early Learning centers are closed in 
observance of the following holidays:

• New Year’s Day

• Martin Luther King Day (except IU Health 
Day Early Learning)

• President’s Day (Staff Professional Learning Day)

• Memorial Day

• Juneteenth

• Independence Day

• Labor Day 

• Thanksgiving Day and Friday after

• Christmas Day

Day Early Learning State Government, 
Federal Building, Fort Harrison, Eastern 
Star Church and Purdue locations observe 
additional holidays.

PLEASE SEE PAGE 28 FOR MORE INFORMATION. 

I.
Quick Guide
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Illness Policy
Please notify the center if your child is ill 
and unable to attend. If your child has any 
of the symptoms listed below, you must 
wait 24 hours after the symptoms have 
subsided without the aid of medication 
before returning him/her to the center. 
Some illnesses may require a doctor’s note 
to return to the center. Please keep your 
child(ren) home if exhibiting the following 
symptoms:

• A fever above 100 degrees or higher 
taken axillary (armpit)

• Diarrhea, vomiting or rash of unknown 
origin

• Positive reaction to tuberculin skin test 
• Ringworm 
• Conjunctivitis (pink eye) 
• Cold or other illness causing breathing 

difficulties or other limiting symptoms 
which prevents the child from 
participating comfortably in activities

PLEASE SEE PAGE 22 FOR MORE INFORMATION. 

Medication Policy
Prescription Medication
Prescription medication must be in the 
original container with a child safety 
cap and have the original pharmacy 
label with the child’s full name, date and 
dosage information clearly marked on the 
prescription. 

Non-prescription 
Medication
Over-the-counter medication must have a 
doctor’s note indicating dosage and times. 
All individual non-prescription medicine 
orders must be renewed annually for 
children under 2 years of age and every 
two years for children over the age of 2. 

Preventive Products
Preventive products such as sunscreens, 
insect repellent, non-medicated powder, 
petroleum jelly and ointment can be 
administered with the parent’s written 
approval. Ask your teacher or a member 
of your school leadership team for the 
ointment form.
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Whether they’re 6 weeks old or 4 years 
old, dropping your child off for their first 
day at school can be emotional for both 
of you. Below are a few tips to make your 
first day a little easier.
If you have any questions or concerns, talk to us! 
We’re here to support you and your child and we want 
to ensure your transition to Day Early Learning is a 
positive one.

Before Your First Day: 
• Schedule a visit to the center with your child 

and introduce them to their teachers and new 
classroom. Give yourself time to get acquainted 
with their teachers and ask any questions you may 
have.

• Start your new routine early. Give your child (and 
yourself) several days to adjust to a new bedtime 
and/or wake time and morning routine.

• For breastfed babies, be sure to introduce a bottle a 
few weeks in advance.

• For older children, start talking to them about 
school and what to expect. Read books about 
starting school to encourage more conversations 
about how they’re feeling about starting school.

.

II.
Making Your First 
Day Easier
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On Your First Day:
• Allow for extra time at drop off. 

Feel free to spend some time in the 
classroom with your child. Help them 
settle in and introduce them to their 
new surroundings. This is a great time 
to establish a drop-off routine — check 
them in, put their things in their cubby, 
wash hands and get them settled into an 
activity.

• For infants, spend time talking to their 
teacher about how their evening and 
morning went and discussing your child’s 
needs.

• Bring in family photos to display in their 
classroom.

• Keep goodbyes short and sweet. Validate 
your child’s feelings and reassure them 
you’ll be back. When you are ready to 
leave, one of your child’s teachers can 
give them extra attention, cuddles or 
involve them in an activity to make the 
transition as smooth as possible.

• Teachers will send updates through the 
school’s communication tools on how 
your child’s day is going. 

After the First Day: 
• Spend a few moments at pick up 

checking in with your child’s teacher 
about their day. If you have an older 
child, ask them to show you something 
they made or enjoyed playing with today.

• Your child will probably be more tired 
than usual. First days can be exhausting! 

• Allow for extra bonding time with 
your child, especially if it’s your child’s 
first time being away from you for an 
extended time.

Below is a sample of what a typical day 
looks like in our centers. Your child’s daily 
routine will be posted in their classroom. 
Infant classrooms follow the individual 

schedules of each child.

A TYPICAL DAY

Opening - 8:00
Learning centers

7:30
Breakfast

8:30 - 9:00
Learning centers

9:30 
Morning snack

10:30 - 11:00
Outside time

11:00 - 11:30
Group story time 

or songs
11:30 
Lunch

12:30 - 2:30 
Nap or quiet time

2:30
Afternoon snack

3:30 - 4:00 
Learning centers

4:00 - 4:30 
Outside time

4:30 - Close 
Learning centers  

and clean up

9:00 - 9:30
Group activity

9:45- 10:30
Learning centers
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What to Bring
FOR INFANTS  
(0-12 MONTHS)

   Unopened pack of diapers and wipes

  Two extra sets of clothes

  Four bottles

  Family photos

  Pacifiers (if needed)

   If you are breastfeeding, you can bring 
in pumped milk or come in to nurse. 
Please see guidelines on page 23.

   Infant formula and baby food are 
provided. If your child needs a formula 
different from what is provided, please 
provide a doctor’s note. 

   Crib linens, sleep sacks, bibs and burp 
cloths are provided. 

FOR TODDLERS - PRE-K  
(1-5 YEARS)

  Two extra sets of clothes 

  Small blanket or beach towel

  Family photos

   Unopened pack of diapers or pull ups 

and wipes (if applicable)
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Our History
Day Early Learning began more than 100 
years ago, as Day Nursery. Under that 
name, we spent more than a century 
building a reputation as central Indiana’s 
standard-bearer for excellent child care. 
In 2014, Day Nursery changed its name 
to Early Learning Indiana, and our early 
childhood centers became known as Day 
Early Learning centers.

Our Mission
At Early Learning Indiana, our mission is 
to ensure all children throughout Indiana 
are empowered with essential skills to be 
successful in kindergarten and beyond.

In addition to operating Day Early Learning 
lab schools, Early Learning Indiana serves 
as a leading voice and advocate for the 
transformation of Indiana’s early learning 
landscape by addressing systemic barriers to 
access, affordability and quality statewide.

The Day Early Learning 
Difference
Day Early Learning is a network of premier, 
community-based schools that advance 
the science of early education, invest in 
the next generation of teachers and instill 
essential skills in children. We’re dedicated 
to providing the highest-quality early care 
and education for children from birth to 
pre-K in all of our centers.

III.
About Us

WE’RE A 
NONPROFIT.

We’re motivated by 
mission. We care 
about your child, 

and it shows in the 
quality of the care 
and education we 

provide.

WE STRIVE TO 
INCREASE ACCESS.

We raise funds to 
support a number of 
programs including 

scholarships for 
children.

WE HAVE A BIGGER 
MISSION.

Not only do we 
provide excellent 

learning experiences 
in our centers, but as 
part of Early Learning 
Indiana we champion 
high-quality learning 

for all Hoosier children.

WE HELP OTHERS.
 We help increase 

quality and expand 
access to early 

education across 
Indiana through the 

programs we support.

WE’RE DIVERSE.
Your child will learn 

in a rich, diverse 
environment that 

nurtures individual 
talents and 

addresses the unique 
backgrounds of each 

child we educate.

WE’RE COMMITTED 
TO EXCELLENCE.
All of our centers 
have — or are in 
the process of 

completing — Level 
4 on Indiana’s 

Paths to QUALITY™ 
rating scale and are 

nationally accredited.
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Licensing & Accreditation
When you entrust your child to Day Early 
Learning, you can expect a high level of 
quality, safety and integrity. Day Early 
Learning supports the highest standards 
of early care and education by adhering 
to national accreditation standards and 
the state of Indiana’s Paths to QUALITY™ 
(PTQ) Level 4 standards.*

NAEYC ACCREDITED
The National Association for the 
Education of Young Children (NAEYC) 
is a national, voluntary, professionally-
sponsored accreditation organization. 

To earn accreditation, programs must 
meet the 10 NAEYC Early Childhood 
Program Standards during a thorough 
on-site visit from assessors. Assessors 
review: 

• Child experiences and interactions 
• Health and safety
• Staffing and team member qualifications 
• Physical environments of classrooms 

and centers 
• Administration  

PATHS TO QUALITY (PTQ) RATING
Paths to QUALITY is the state of Indiana’s 
quality rating system for early care and 
education programs. 

As a Level 4 Provider — the highest 
rating — Day Early Learning meets the 
following requirements:

• Meets the health and safety needs of 
children

• Provides an environment that supports  
children’s development and learning

• Uses a planned curriculum to guide 
child development and prepare 
children for kindergarten

• Demonstrates a commitment to the 
highest level of professionalism in 
early education and care

• Values the importance of high 
educational levels of caregivers, 
teachers and management 

*Our newest centers are in the process 
of completing the accreditation 
requirements.

Curriculum
All Day Early Learning classrooms utilize 
The Creative Curriculum, a research-
based early child care and education 
curriculum. The learning objectives of 
this curriculum are aligned with Indiana’s 
Early Learning Foundations and include 
child-focused activities that address 
language and literacy, math, cognitive 
science, social-emotional and physical 
development. 

IV.
About Our Program
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Your child’s classroom will have an 
individualized lesson plan posted every 
week. Each activity on the lesson plan 
is purposeful and intentionally planned 
based on the teachers’ observations of 
each child in the classroom.

Each day, the curriculum provides 
activities and experiences that help 
your child develop the six essential skills 
needed for success in kindergarten and 
beyond. They are:

• Curiosity
• Effective expression
• Flexible thinking
• Collaboration
• Confidence and initiative taking
• Persistence and resilience 

SUMMER ENRICHMENT
While our early education program is 
year-round, summertime allows us to 
build intentional learning experiences 
into our curriculum.

We offer unique opportunities for 
your child to explore our outdoor 
classrooms, building skills, knowledge 
and appreciation of the natural world 
and engaging in math, science, art and 
language activities. A few of the learning 
activities you can expect your child 
to participate in throughout summer 
include:

• Splash days
• Outdoor STEM exploration & 

experiments
• Gardening
• Walking trips (depending on center 

location) 

Page 8



Classroom Ratio
To ensure each child receives a great deal of individual attention, and in accordance 
with Indiana licensing requirements, Day Early Learning’s teacher-to-child ratios are:

Age 0-12 
months*

12-30 
months*

30-36 
months* 3 years old 4 years 

old
5-12 years 
old

Group Size 
Requirement

2 teacher 
to 8 
children

2 teacher 
to 10 
children

2 teacher 
to 14 
children

2 teacher 
to 20 
children

2 teacher 
to 24 
children

2 teacher 
to 30 
children

Our Teacher/
Child Ratio

1 teacher 
to 4 
children

1 teacher 
to 5 
children

1 teacher 
to 7 
children

1 teacher 
to 10 
children

1 teacher 
to 12 
children

1 teacher 
to 15 
children

 

*Your child will be with the same teacher and peers for the majority of each day. 
Sometimes classrooms are combined for a short time early in the morning and late in 
the afternoon. 

Assessments
Regularly assessing each child’s growth and development allows teachers to tailor 
lessons and activities to the needs of each individual child. All Day Early Learning 
centers use several methods to assess each child’s growth and development including:

OBSERVATIONS
GOLD®, an authentic, observational assessment system for children birth through 
kindergarten, is used at all Day Early Learning locations. The tool blends ongoing 
observational assessment for all areas of development and learning with performance 
tasks for selected predictors of school success. Teachers use the data collected to 
create meaningful learning opportunities based on your child’s developmental needs 
and personal interests in the areas of literacy and numeracy.

DEVEREUX EARLY CHILDHOOD ASSESSMENT (DECA) 
The Devereux Early Childhood Assessment for birth through preschoolers is a behavior 
rating scale that is completed by parents and/or teachers and identifies the protective 
factors that research has identified as central to resiliency - or the ability to bounce 
back from challenges or adversity. This tools tracks a child’s growth so that our learning 
environments can strengthen these factors.

CLASSROOM & TEAM MEMBER ASSESSMENTS
In addition to measuring your child’s growth, our learning environments and teaching 
team members are regularly assessed using classroom observation tools to ensure the 
highest level of teacher-child interactions. 
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Transitions
Transitioning to a new classroom is 
an opportunity for your child to learn 
new skills in a safe and structured 
environment. At Day Early Learning, 
we work to ensure your child is 
developmentally prepared for the next 
step in their early learning journey.  
 
Typically your child will transition to the 
next classroom sometime around their 
birthday. Transition times are not exact, 
however, as they are based on age, state 
licensing requirements and available 
space.

OUR APPROACH TO TRANSITIONS
Two weeks before the full transition 
occurs, your child will visit their 
new classroom daily. Your child will 
increasingly spend more time in their new 
classroom until they are transitioned full-
time. This helps them meet new friends, 
gradually learn new routines and gently 
ease into their new classroom.

We encourage you to visit your child’s 
new classroom during the transition 
period as well. This will allow you to learn 
about the classroom environment and 
routines, establish a relationship with new 
teachers and discuss any questions or 
concerns.

As part of your child’s transition, their 
current teacher will share their most 
recent assessment data with their new 
teacher. Together the teachers will plan 
activities your child enjoys that will meet 
their developmental needs. We will ask 
you to partner in this process and share 
your child’s interests and strengths with 
their new teacher.

Your child’s new teacher will also be 
observing your child to guide their 
lessons and activities and tailor them to 
your child’s needs.

Your child’s teachers or a member of 
your school leadership team can offer 
further support and guidance during the 
transition process. 

TRANSITIONING TO KINDERGARTEN
Kindergarten is a big step for your child 
and family. Day Early Learning is your 
partner in making that leap, and we’re 
here to support you with a variety of 
resources.

Teachers will share information on local 
schools as well as ways to prepare your 
child for the transition at home — books 
to read, topics to discuss, questions to 
ask potential schools, etc. 

In the classroom, your child will be 
immersed in our pre-K program, 
designed to prepare them for success 
in kindergarten and in life. Teachers 
focus on building a foundation of social, 
emotional and academic skills that are 
essential for transitioning to school. 
As the end of the year approaches, 
teachers will introduce books and prompt 
conversations around the transition to 
kindergarten as well. 

In the fall, we host a kindergarten 
fair where pre-K families have 
the opportunity to speak with 
representatives from local elementary 
schools. 
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Family Service Plans/
Individualized Education Plans
Day Early Learning works with families 
that have an Individual Family Service 
Plan (IFSP) or Individualized Education 
Plan (IEP) and any other individualized 
plan that addresses specific disabilities 
or special learning needs. Day Early 
Learning team members will work with 
the resource team, including therapists, 
to ensure the program is meeting your 
child’s specific need. 

Teachers observe children daily and 
document these observations. This 
information is used to create lesson 
plans and to share the child’s progress 
and development with parents. When 
special concerns arise, teachers discuss 
them confidentially with parents in a 
private area and provide the family with 
resources and referrals when necessary.

Positive Discipline
At Day Early Learning, we use a positive 
approach that helps children exercise 
self-regulation to solve behavior 
challenges. Physical punishment of any 
type is strictly prohibited.

Teachers communicate with children 
using positive statements. Day Early 
Learning team members are also trained 
to use redirection, make classroom 
adjustments and offer individual support 
through role modeling and positive 
reinforcement.

Day Early Learning partners with 
families to identify resources needed 
to support the individual need of their 
child. Teachers and school leaders will 
meet with families to develop a plan to 
help each child reach their potential. 
When needed, Day Early Learning will 
also partner with outside resources such 
as First Steps and school programs for 
guidance and support.

Partnering with families is the most 
effective way to support children 
struggling with self-regulation and 
challenging behaviors. If a child’s 
behavior poses a danger to themselves 
or others, we will partner with families 
to consult with internal and external 
specialists to develop a safety plan.
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Team Members
At Day Early Learning, we believe the 
foundation to a lifelong love of learning 
for a child begins with nurturing 
relationships with their teachers. Our 
teachers work to build a strong, trusting 
relationship with each child and develop 
partnerships with families.

TRAINING, EDUCATION  
AND EXPERIENCE
Teachers must have either a bachelor’s 
or an associate degree in early childhood 
education. Classroom support 
professionals must have a high school 
diploma and CDA or 12 college credits in 
ECE within two years of hire. All teachers 
are trained in Universal Precautions, first 
aid and CPR.

BACKGROUND
Day Early Learning carefully reviews 
each candidate’s qualifications and 
background. We complete criminal 
history and child protection services 
checks on each potential team member.

PROFESSIONAL DEVELOPMENT
Lifelong learning is central to our work. 
Teachers continue their education 
through regular trainings. 

VOLUNTEERS AND  
PRACTICUM STUDENTS
Day Early Learning encourages 
volunteers and practicum students in 
our programs because of the benefit 
children gain from exposure to diverse 
community resources. Volunteers and 
practicum students who work with 
children must complete a criminal 
history background check. Long-term 

volunteers complete an orientation, 
while practicum students complete the 
full new hire process that classroom 
educators complete. Volunteers are not 
included in our teacher to child ratio; 
practicum students can be included in 
ratio. Neither are left alone with children 
at any time.
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Open Door Policy
You are your child’s first and most 
important teacher. You are always 
welcome here. Feel free to visit the center 
and participate in special programs and 
activities. Your participation is important 
to your child’s success. 

Family Communication
We strive to create an open and 
continuous communication system that is 
timely and informative. We communicate 
with you in the following ways.

DIGITAL TOOLS
One method of communication is through 
the use of digital platforms, which parents 
can access online from a computer or 
smartphone. 

Through these platforms, Day Early 
Learning communicates:

• Pictures and videos of learning and play 
activities 

• Reports of daily activities such as naps, 
meals and diaper changes

• Parent sign in/out and daily intake 
information

Once enrolled, you will receive an email 
with instructions on how to log on and get 
started with your school’s platform.

DAILY INTERACTION
You are encouraged to take time at 
drop off and pick up to talk with your 
child’s teachers about your child’s day 
and address any questions or concerns. 
This is a great time to collaborate on any 
challenges you might be experiencing. For 
a more in-depth meeting, please talk to 
your school leadership team to set up a 
time to meet. 

MONTHLY NEWSLETTER & CALENDAR
You will receive a center newsletter and 
calendar each month that highlights 
special events and classroom activities, 
important news and helpful resources. A 
copy of this newsletter will be sent to you 
through email or online communication 
platform. If you wish, a hard copy is 
available at your center. 

Conferences & Assessments
FAMILY-TEACHER CONFERENCES  
Family-teacher conferences are scheduled so 
that you and your child’s teacher can discuss 
your child’s progress. These conferences 
are usually scheduled in the fall and spring. 
Please check with your school leader for 
specific dates. Additional conferences may 
be arranged as needed. Day Early Learning 
leadership and team members respect the 
confidentiality of assessments and all forms 
of communication. We will always strive to 
be sensitive to each family’s values, culture, 
identity and home language.

V.
Family Engagement

Page 13



PARENT FEEDBACK
Day Early Learning will ask you to 
provide feedback in many different ways 
throughout the year. Your feedback will 
assess team members, environments 
and your overall satisfaction. Results are 
compiled, shared and used to improve 
our program.

Family Resources
PARENT WORKSHOPS & MEETINGS
Day Early Learning holds child 
development and parenting workshops 
periodically, and we hope you will take 
advantage of the valuable information 
provided. Day Early Learning schedules 
informal meetings from time to time to 
provide an opportunity to share ideas. 

PARENTS’ RESOURCE AREA  
Special announcements about center 
activities, calendars, nurse visits, 
informative articles and more are posted 
on TVs in the center lobby and various 
bulletin boards throughout the center. 
Check them often to stay up-to-date on 
center and community news. You are 
welcome to take information on a variety 
of resources displayed in our lobby.

Parent-Led Groups & 
Activities
Please see a member of your school 
leadership team if you are interested in 
participating in a parent involvement 
group or activity.

Page 14



VI.
Health & Safety
Health & Safety Practices
Your child’s health and safety is our first 
priority. Addressing your child’s health 
needs ensures they can focus on learning.

PREVENTATIVE CARE  
To prevent the spread of germs, please 
make sure to wash you and your child’s 
hands upon entering the classroom each 
day. Also, please discuss any concerns 
you may have about your child’s health 
with your child’s teacher. 

Our infant rooms are shoeless 
environments so please either remove 
your shoes or cover them with the 
booties provided outside each room.

Team members will routinely give your 
child a spot health check to ensure 
readiness for a day at the center. 

SANITATION
Tables are sanitized throughout the day 
in preparation for meals or classroom 
activities.

• Classroom toys are disinfected nightly.
• Toys that are soiled or mouthed by 

children are immediately taken out of 
use and put into a tub to be cleaned.

• Diaper changing areas are sanitized 
before and after each use.

• Hand washing for all, including team 
members, children and parents, is 
practiced and encouraged.

• Children are taught to wash their hands 
for at least 20 seconds before and after 
meals, after toileting, after outside play 
or before using the water/sensory table.

INFANT SLEEP 
Infants sleep according to their needs. 
Cribs and crib bedding are provided by the 
center and are laundered daily. 

Day Early Learning complies with the 
following safe sleep practices:

• All cribs meet the Consumer Product 
Safety Commission’s (CPSC) crib safety 
regulations.

• All blankets for children under the age 
of 12 months have been removed from 
cribs and replaced with sleep sacks. 

• Swaddling is not permitted.
• All medical needs for sleeping aids 

(i.e. wedge) must be submitted to our 
licensing consultant before any device 
will be permitted.

 
NAP TIME
A rest period for all children, with the 
exception of infants, is scheduled from 
12:30-2:30 p.m. daily. Cots are provided, 
but please bring in a blanket or beach 
towel for your child. Blankets are 
sent home at the end of the week for 
laundering. If children do not sleep or 
wake up early, they can participate in 
quiet time activities.
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DIAPERING
Children’s diapers will be checked every 
two hours and changed at a two-hour 
interval or more frequently if soiled. 
Please provide an unopened pack of 
diapers and wipes for your child. Cloth 
diapers may also be provided by the 
parent but must follow NAEYC health 
guidelines and policies. A copy of these 
guidelines can be obtained from a 
member of your school leadership team 
upon request.

POTTY TRAINING
Potty training is generally introduced 
in our 2-year-old classroom, depending 
on the developmental readiness of 
each child. Teachers work with parents 
to establish a plan for consistency in 
training at school and at home. Please 
feel free to discuss your wishes with your 
child’s teachers. 

Clothing
Please dress your child in play clothes 
so that they can participate freely in 
daily activities. Additionally, please keep 
two extra sets of clothing in your child’s 
cubby at all times. 

Flip flops and slide-in shoes leave feet 
open to injury. Due to this safety risk, 
they are not permitted. All children, with 
the exception of infants, are required to 
wear closed-toed shoes year-round. 

Also be sure to dress your child for the 
weather as children go outside twice a 
day (See Outdoor Policy on page 23). Be 
sure to provide hats, gloves and heavy 
coats during winter; rain jackets and 
boots for rainy days and sun hats and 
sunscreen (see Preventive Products on 
page 18) during the summer. 

Bibs are provided for infants during 
mealtimes. Smocks are also provided 
for children during art and other messy 
activities. 

During the summer, children participate 
in weekly splash days outside. Children 
will need a swim suit, closed-toed water 
shoes and a towel to participate.
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Medical & Immunization 
Records 
Indiana State Board of Health regulations 
require Day Early Learning to keep up-to-
date medical and immunization records 
on all children enrolled. 

A physical examination must be 
performed, signed and dated by a 
physician or nurse practitioner within 
12 months prior to enrollment or within 
30 days after enrollment. If your child 
is under 24 months of age, an annual 
physical is required.

In order to keep medical and 
immunization records current, Day Early 
Learning requests that you obtain a 
copy of your child’s immunization record 
each time you go to the doctor for a well 
child visit. 

PEDIATRIC NURSE PRACTITIONER
Day Early Learning encourages you to 
establish a relationship with your child’s 
primary health care provider for your 
child’s health care. However, Day Early 
Learning does have a certified pediatric 
nurse practitioner available. Our nurse 
provides clinics as needed for routine 
physical examinations and immunizations 
for those who qualify. Our nurse can 
evaluate your child’s health problem(s) if 
you request this service.

Day Early Learning also provides, when 
available, free vision, dental and lead 
screenings.

Illness Policy
Please notify the center if your child is ill 
and unable to attend. If your child has any 

of the following symptoms, you will need 
to wait 24 hours after the symptoms have 
subsided without the aid of medication 
before returning them to the center:

• A fever above: 
• 101 degrees or higher taken orally 

(not used for children under 4 years 
of age)

• 102 degrees taken rectally 
• 100 degrees or higher taken axillary 

(armpit)*
*In keeping with current medical 
practice, when the temperature is taken 
axillary (armpit), add one degree to 
ensure the device is registering internal 
body temperature and not external 
temperature.

• Diarrhea, vomiting or rash of unknown 
origin

• Cold or other illness causing breathing 
difficulties or other limiting symptoms 
which prevents the child from 
participating comfortably in activities

• Positive reaction to tuberculin skin test 
(a further evaluation will be required)

• Ringworm — treatment and doctor’s 
statement required to return

• Conjunctivitis (pink eye) — treatment and 
doctor’s statement required to return

After a serious illness or surgery, please 
provide a doctor’s release note stating 
that your child is in good health and can 
safely return to the center. Also, be sure 
the doctor includes any restrictions in 
their note.

If your child becomes ill during the 
day, Day Early Learning will call you so 
you can promptly make arrangements 
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to pick up your child. If the illness is a 
communicable disease, your child will be 
supervised in a place away from others 
until your arrival. Please keep up-to-date 
contact information for all authorized 
emergency contacts.

Medication Policy
Per Indiana State Licensing regulations, 
Day Early Learning team members may 
not administer medicine unless the 
prescribed medicine is in the original 
bottle with your child’s name and 
current date or you present a doctor’s 
prescription bearing your child’s name 
and current date. 

All medication must be given to a team 
member upon arrival at the center and 
will be stored out of reach from children. 
No medications should be left in cubbies. 

PRESCRIPTION MEDICATION
Prescription medication must be in the 
original container with a child safety cap 
and have the original pharmacy label 
with the child’s full name and date clearly 
marked on the prescription. 

NON-PRESCRIPTION MEDICATION
Over-the-counter medication must have 
a doctor’s note indicating dosage and 
times. All individual non-prescription 
medicine orders must be renewed 
annually for children under 2 years of age 
and every two years for children over the 
age of 2. 

PREVENTIVE PRODUCTS
Preventive products such as sunscreens, 
insect repellent, non-medicated powder, 
petroleum jelly and ointment can be 
administered with the parent’s written 

approval. Ask your teacher or a member 
of your school leadership team for the 
ointment form. 

MEDICATION ADMINISTRATION 
Team members trained by our nurse 
practitioners will administer medications 
once the doctor’s prescription is provided. 
Please bring all medications to the office 
so they are logged and administered in 
accordance with all rules and guidelines. 
All medications are stored in a locked 
cabinet or refrigerator when required.

Day Early Learning has designed the 
medication policy below to ensure 
medication is given at appropriate 
times. Parents are encouraged to give 
medication at home whenever possible. 

Day Early Learning will honor exceptions 
to this policy for children on asthma 
treatments and other specific medication 
as prescribed by the health care 
professionals. If you have any questions 
or concerns, please talk with a member 
of your school leadership team.

Medication 
Dosage 

Frequency
Recommendation

Once a day Administered at home

Twice a day Administered at home

Three times a day 
(every 8 hours)

Two doses administered 
at home and one dose 

administered at the center 
at 3 p.m.

Four times a day 
(every 6 hours)

Three doses administered 
at home and one dose 

administered at the center 
at noon
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Reporting Injuries
If a child has any kind of injury, their 
teacher will contact the child’s parents 
after attending to the child. If medical 
attention is needed for any type of injury, 
parents are notified immediately and the 
licensing consultant must be notified 
within one hour of the incident. 

BITING 
Biting is very common among young 
children. All behavior is a form of 
communication and biting may be a 
way a child expresses frustration. We 
understand that biting can be a big 
concern, and we strive to minimize the 
behavior as much as possible using a 
variety of techniques. 

If your child bites or is bitten, you and the 
family of the other child involved receive 
an Incident/Accident Report that keeps 
the identity of both children confidential. 
If you have any concerns, please talk to 
your child’s teacher or a member of your 
school leadership team.

REPORTING ABUSE & NEGLECT 
Indiana law requires child care center team 
members to report suspected child abuse 
or neglect. Please ask a member of your 
school leadership team for the guidelines.

In accordance with Indiana state law, if 
a team member of Day Early Learning 
is accused of child abuse or neglect 
of a child in our program, that team 
member will be temporarily relieved 
of duty pending an investigation. If 
the allegations are substantiated, the 
team member will be terminated from 
employment with Day Early Learning. If 
the allegations cannot be substantiated 
with evidence, the team member may be 

returned to full duty status. In these rare 
cases, parents whose children are directly 
affected will be notified immediately.

Emergencies  
Day Early Learning team members are 
trained in first aid, including pediatric 
CPR, and can respond on site in the event 
of an emergency. 

In the event of a life-threatening 
emergency, an ambulance will be called 
and Day Early Learning team members 
will accompany your child to the hospital. 
Day Early Learning will also take your 
child’s medical records to the hospital 
so that medical personnel will have the 
most current immunization records. You 
or your emergency contact person will 
be notified promptly as well. A required 
Release of Liability Statement and 
Consent Form is provided to all parents. 

EMERGENCY CONTACT  
In an emergency, Day Early Learning 
must be able to contact you, or a person 
designated by you, who can assume 
responsibility for your child. Please 
provide the center with the name, 
address and telephone number of three 
emergency contacts in addition to the 
primary parent or guardian contact. 
Please notify a member of your school 
leadership team if you move, change 
employment or have a change of 
authorized emergency contacts.

INSURANCE  
If your child has an accident while 
under Day Early Learning’s supervision, 
accident insurance coverage, which is 
provided as part of your enrollment 
with Day Early Learning, is in effect. 
Day Early Learning will supply accident 
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insurance forms to be completed by the 
attending physician and filed with the 
insurance company by the Early Learning 
Indiana team. This accident insurance is 
supplemental to your personal insurance 
policy and will pay expenses not covered 
by your insurance.

Safety and Security
Your child’s safety is paramount, and Day 
Early Learning’s procedures are designed 
to protect them. 

CENTER SECURITY
Day Early Learning centers regulate entry 
into each center with a security system. 
A key fob is required for entry. Our team 
members are happy to let you in if you 
forget the fob. For security purposes, you 
may be asked to provide a photo ID upon 
entering the building. Please understand 
that there may be times when team 
members are not immediately available to 
let you in. In the event a team member is 
away from the front desk, please call the 
center to be let into the building. 

SAFETY AT PICK UP
Day Early Learning asks that you list 
anyone who has your permission to pick 
up your child, as well as those who do 
not have your permission. Changes to 
this list must be made in writing. Day 
Early Learning will check emergency 
cards and ask for ID from anyone 
unknown to center team members.

CHILD CUSTODY
A copy of the court order or divorce decree 
is required in cases where the noncustodial 
parent is not authorized to pick up.
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Center Evacuation Location

Day Early Learning 
Federal Building

NW corner of Veterans Memorial Park | 500 N. Meridian St., Indianapolis, IN
Security desk info: 317-423-9946
Long Term: Transported by bus to IU Health Day Early Learning | 2140 Boulevard Place

Day Early Learning 
Lilly Family Center

Tabernacle Presbyterian Church | 418 E. 34th St., Indianapolis, IN
Security desk info: 317-423-9946
Long Term: Transported by bus to IU Health Day Early Learning | 2140 Boulevard Place

Day Early Learning 
State Government 
Center

Indiana State Library | 315 W Ohio St., Indianapolis, IN 46202
North tunnel for tornado
If Fire: Military Park 
Long Term: Transported by bus to Early Learning Indiana Administrative Office 
1776 N. Meridian St., Indianapolis, IN  | 317-636-9197

Day Early Learning at 
Fort Harrison

Grounds of Ft. Harrison
Children walk to Major E. J. Bean Center | North Entrance—GSA Office
Security desk info: 317-423-9946
Long Term: Transported by bus to IU Health Day Early Learning | 2140 Boulevard Place

Day Early Learning at 
Manual

Children walk to the football field | Manual High School - Christel House Indianapolis
2405 Madison Ave, Indianapolis, IN 46225
Long Term: Transported by bus to Early Learning Indiana Administrative Office 
1776 N. Meridian St., Indianapolis, IN  | 317-636-9197

Day Early Learning at 
Park 100 Hampton Inn | 5860 W. 73rd St., Indianapolis, IN 46278 | 317-290-6000

IU Health Day Early 
Learning

Ruth Lilly Health Education Center | 2055 N Senate Ave., Indianapolis, IN 46202
Long Term: Transported by bus to IUH/Methodist - Danielle Tuschong
317.963.4027; dtuschong@iuhealth.org
Early Learning Indiana Administrative Office | 1776 N. Meridian St., Indianapolis, IN 
317-636-9197

Day Early Learning 
Center for Infants & 
Toddlers

Mt. Olive Baptist Church (across the street) | 1003 W. 16th St., Indianapolis, IN 
317-634-9178
Security desk info: 317-423-9946
Long Term: Transported by bus to IU Health Day Early Learning | 2140 Boulevard Place

Day Early Learning at 
Eastern Star Church

Eastern Star Care Center | 719 Massachusetts Ave., Indianapolis, IN | 317-547-5483
Security desk info: 317-423-9946
Long Term: Transported by bus to IU Health Day Early Learning | 2140 Boulevard Place

Day Early Learning at 
Purdue First United Methodist  | 1700 State Rd., 26 W, West Lafayette, IN 47906 | 765-743-1285

Day Early Learning at 
Patty Jischke

Convergence Center for Innovation and Collaboration | 101 Foundry Dr., Suite 1200, West 
Lafayette, IN 47906 | 765-300-4974

Evacuation Locations & Information
In the event of an emergency at one of our centers, the team members will be assisting 
the children and unable to answer the phones. During this time, you can reach the Early 
Learning Indiana administrative office at 317.636.9197 ext. 0.
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Nutrition
Children at Day Early Learning receive 
a healthy breakfast, lunch and two 
snacks a day at our centers. Meals are 
designed to be balanced and include 
fresh fruits, vegetables and whole grains, 
while limiting the amount of sugars and 
processed foods. Weekly menus are 
posted in your center.

Our menus are reviewed by a certified 
nutritionist, approved by the Indiana 
Department of Education and meet the 
Gold Standard from the United States 
Department of Agriculture (USDA) for 
Child Nutrition Programs. Additionally, 
our culinary team members are Serv-Safe 
certified to ensure food safety. 

FEDERAL FOOD PROGRAM
Day Early Learning receives 
reimbursement from the Department of 
Education Child and Adult Care Food 
Program (CACFP) for all meals served, 
depending on family income. You will 
be asked to fill out a family information 
form to register your child in the Federal 
Food Program. Your assistance with this 
enrollment procedure is appreciated. 

NUTRITION EDUCATION
Meal time is about more than just 
providing the fuel children need for their 
growing minds and bodies; it’s also a 
learning opportunity. Teachers include 
nutritional education in their curriculum 
so your child learns how to make healthy 
choices. We also focus on teaching table 
manners, social skills and self-care skills 
at meal times.

INFANT NUTRITION
At Day Early Learning, we support 
breastfed and formula-fed babies and 
follow your and your physician’s wishes 
when it comes to your baby’s individual 
nutritional needs. 

• Infant formula and baby food are 
provided. If you are breastfeeding, you 
can bring in pumped milk or come in to 
nurse.

• Per state licensing requirements, frozen 
or refrigerated breast milk must be: 
• stored in a bottle or bag containing 

no more than the amount of milk the 
child would drink at one feeding. 

• brought to the center in a clean, 
insulated container which keeps the 
milk at 41° F or below. 

• labeled with the child’s name and 
the date and time collected. 

Once a bottle is fed to an infant, the 
remainder must be discarded and cannot 
be returned to the refrigerator.

If you choose a different formula than 
what is provided, you must provide it. If 
provided, state guidelines require ready-
to-feed formula unless accompanied by 
a doctor’s note. Please see a member of 
your school leadership team for details.

VII.
Nutrition 
& Wellness
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Special Dietary Needs
If your child has special dietary needs 
due to a medical need or religious or 
personal preferences, we will work with 
you to create a healthy meal plan for your 
child. 

Per USDA regulations, we must have the 
appropriate completed 504 forms on 
file for any dietary restrictions. Please 
see a member of your school leadership 
team to complete the meal modification 
procedure. A doctor’s note may be 
required. 

If we are not able to accommodate your 
request, you may submit a review request 
to your center leadership team and the 
request will be reviewed by a CACFP 
committee. 

PROVIDING YOUR OWN LUNCH 
Parents can provide lunches for their 
child as long as it meets the same 
nutritional requirements that we must 
follow per State Licensing and CACFP. 
Day Early Learning can accommodate 
some special food issues as follows.

NUT-FREE ENVIRONMENT
Due to the large number of children 
with nut allergies, Day Early Learning is 
a nut-free environment. This means that 
no nut products are to be brought into a 
Day Early Learning center by either team 
members or parents.

SPECIAL OCCASIONS
On your child’s birthday, you may provide 
cake, cookies or other special treats 
for the class if you wish. Due to state 
regulations, food must be purchased 
from a store. Candles, balloons and nut 
products are not permitted.

Physical Wellness
Physical growth and wellness are a big 
part of a young child’s day as they are 
just learning how to use their bodies. 
Teachers include structured physical 
activities in their lesson plans to ensure 
your child is on track in developing their 
fine and gross motor skills. 

Outdoor Policy 
We provide time twice a day for 
your child to play in an outdoor play 
environment. Children are required to 
spend at least 60 minutes outside playing 
each day — 30 minutes in the morning 
and 30 minutes in the afternoon per 
Indiana State Licensing requirements. 

If the wind chill temperature is below 
25 degrees, the heat index is above 90 
degrees or the severity of the weather 
poses a safety hazard, children will have 
time for physical activity indoors. 

Please dress your child for the weather. 
Closed-toed shoes are required year-
round. Your child will participate in 
scheduled outdoor activities unless you 
provide a doctor’s note for a specific 
period of time. 
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Tuition & Fees
PAYMENT POLICY
Tuition for your first week of care is due 
at registration. After that, your tuition 
fee is due each Friday for the upcoming 
week. You may make payments by check, 
money order, Visa, MasterCard, Discover, 
automatic withdrawal from checking or 
savings accounts or the “click to pay” 
link on your weekly invoice. For your 
protection, Day Early Learning does not 
accept cash payments. 

FEE CHANGES
When your child transitions between age 
groups, the new fee will become effective 
on your child’s birthday. Day Early 
Learning evaluates its fees each year and 
communicates fee adjustments in writing 
to parents. 

SIBLING DISCOUNTS
A sibling discount is available for families 
paying full fee, receiving a Day Early 
Learning scholarship, or receiving any 
partner discount. Third-party voucher 
families (i.e., CCDF, On My Way Pre-K, 
etc.) must pay the co-pay as detailed on 
their voucher per guidlines. 

PARTNER DISCOUNTS
Parents who are employed by a Day Early 
Learning partner are eligible for a $10 
weekly discount. Our partners include 
the U.S. Government, Indiana State 
Government, IU Health, Park 100 and 
Eastern Star Church (discount available 
to church members). Third-party voucher 
families (i.e., CCDF, On My Way Pre-K, 
etc.) must pay the co-pay as detailed on 
their voucher.  

VIII.
Policies & 
Procedures
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TUITION ASSISTANCE PROGRAM
Early Learning Indiana offers a Tuition 
Assistance Program for families 
that qualify. Qualification for these 
scholarships is based on family size and 
income. These scholarships are funded by 
the contributions of generous supporters, 
including the United Way, corporations, 
foundations and individuals. Please check 
with a member of your school leadership 
team to see if you qualify.

LATE PAYMENT FEES
A $10 past due charge will be assessed 
on unpaid tuition balances at the close of 
business each Tuesday. If full payment is 
not received by Wednesday, we reserve 
the right to require a written payment 
plan or to exclude your child from 
our program. If your family’s financial 
situation changes, we are always happy 
to explore additional financial aid 
options.

NON-SUFFICIENT FUNDS CHECKS 
If your check is returned for non-
sufficient funds (NSF), you will be 
charged a $25 fee. After the second 
NSF check, you will be asked to pay by 
money order or certified check. For your 
protection, Day Early Learning does not 
accept payments in cash.

SWIPING POLICY 
If you receive assistance from CCDF, 
On My Way Pre-K or certain other 
government programs, you will be issued 
a card that must be swiped upon your 
child’s arrival to and departure from 
the center each day. These swipes are 
required in order for Day Early Learning 
to be paid. If someone else drops off or 
picks up your child, that person must 
perform the swiping function. 

Policies regarding late swipes: 

• You are required to swipe each day 
as your child enters and leaves the 
building.

• You are required to enter any missed 
swipes by the end of the week. If 
you have not completed your swipes 
on Friday of each week, Day Early 
Learning will bill you for the full 
amount of your child’s tuition, since 
we will not be able to collect that 
amount from the government. This 
billing will be subject to our late 
payment policies described under 
“Late Payment Fees.” 

• If your child is absent from the center, 
you are required to enter personal 
days in the swipe machine to make up 
that time, or pay the full fee yourself 
for the missed time. 

• It is your responsibility to respond 
to all communications from your 
government payer regarding renewal 
of your voucher. If your voucher ends 
and you have not secured a new one, 
you will be responsible for your child’s 
full tuition fees until you secure a new 
voucher. 

KEY FOB FEES
We issue key fobs to you so that you can 
enter our building without waiting to be 
buzzed in. You may be assessed a $5 fee 
if you forget your key fob three times or 
more. You may purchase replacement key 
fobs for $10 each (subject to a per family 
maximum number of fobs).

Page 25



Attendance 
Attendance and routine are important 
at this age. By showing up for school 
regularly, your child will be able to 
participate in the learning opportunities 
designed to support their growth 
and development and build healthy 
attendance habits they will take with 
them into kindergarten and beyond. 

Please make it a routine to arrive no 
later than 9 a.m. every day. If breakfast 
is desired, please bring your child to 
the center before 9 a.m. Check with 
a member of your school leadership 
team for more information concerning 
programming and activities.

Please notify school leadership if you 
are going to arrive after 9:30 a.m. so 
we can make any necessary staffing 
arrangements.

DROP OFF AND PICK UP
Please make sure you sign your child 
in and out each day on both the paper 
sheets and in your school’s online 
communication platform.

NAP TIME PICK UP
If you need to pick up your child during 
nap time (12:30 to 2:30 p.m.), please let 
your child’s teacher know in advance 
so we can make sure your child will be 
ready to leave.

LATE PICK UP
Please notify the center if you expect to 
be late. If you pick up your child after 
the center closes, you will be charged 
an additional fee. The fee is $10 per 
child for the first five minutes and an 

additional $2 per minute after, based on 
the center’s clock. 

If no one on the child’s contact list 
can be reached within one hour after 
closing, Day Early Learning reserves 
the right to contact Child Protective 
Services. If the center hours are 
habitually abused, your child(ren) may  
be disenrolled.
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SCHEDULE CHANGES
In order to provide appropriate child 
supervision and staffing, families are 
asked to follow the schedule they 
choose for their child at enrollment. 

If a schedule change (hours and/or days) 
becomes necessary, please notify school 
leadership in advance. If you have an 
emergency and need to alter your child’s 
schedule, please let your child’s teacher 
and a member of your school leadership 
team know. 

ABSENCE AND VACATION
Because the cost of operating the center 
is on-going, your regular weekly fee is 
due even if your child is absent due to 
illness or other cause or if a holiday falls 
during the week. Your child’s place in the 
classroom is held, even during absences. 

Day Early Learning provides families 
with one week of vacation credit each 
year. Your child must be enrolled for 
three months before vacation credit is 
awarded, and it is then awarded yearly 
based on your child’s enrollment date. 
Vacation leave must consist of five 
consecutive business days and the 
center must receive advance notice of 
the vacation. 

If your tuition is paid with a voucher 
(including Title XX), your family will not 
receive vacation credits. You must use 
personal days, as available, when your 
child is in attendance for less than the 
minimum 25 hours per week required by 
CCDF.
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2021-2022 Holidays Observed
Federal 
Building

Lilly  
Family 
Center

State   
Gov. 

Center

Fort 
Harrison

Manual
Park   
100

IU 
Health

Center for 
Infants & 
Toddlers

Eastern  
Star  

Church

PU Early Care 
& Education 

Center

Patty Jischke 
Early Care & 

Education Center

Independence Day 
(July 5, 2021) X X X X X X X X X X X

Labor Day        
(Sept. 4, 2021) X X X X X X X X X X X

Columbus Day   
(Oct. 9, 2021) X X X

Veteran’s Day    
(Nov. 11, 2021) X X X

Thanksgiving      
(Nov. 25 & 26, 2021) X X X X X X X X X X X

Christmas Holiday          
(Dec. 23-24, 2021) X X X
Christmas 
Observed           
(Dec. 24, 2021)

X X X X X X X X X X X

University 
Designated Holiday            
(Dec. 30, 2021)

X X

New Years 
Day Observed           
(Dec. 31, 2021)

X X X X X X X X X X X

Martin Luther    
King Day            
(Jan. 17, 2022)

X X X X X X X X X X

President’s Day 
(Feb. 21, 2022) X X X X X X X X X X X

Good Friday     
(April 15, 2022) X X

Primary Election   
(May 3, 2022) X

Memorial Day    
(May 30, 2022) X X X X X X X X X X X

Juneteenth       
(June 20, 2022) X X X X X X X X X X X

Independence Day 
(July 4, 2022) X X X X X X X X X X X

Labor Day        
(Sept. 5, 2022) X X X X X X X X X X X

Columbus Day   
(Oct. 10, 2022) X X X

Election Day      
(Nov. 8, 2022)    X

Veteran’s Day    
(Nov. 11, 2022) X X X

Thanksgiving      
(Nov. 24 & 25, 2022) X X X X X X X X X X X

Christmas Holiday           
(Dec. 23 & 26, 2022) X X X
Christmas 
Observed           
(Dec. 26, 2022)

X X X X X X X X X X X

University 
Designated Holiday            
(Dec. 30, 2022)

X X
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Severe Weather Policy
Day Early Learning strives to provide 
a consistent and reliable program for 
our families. In the event of severe 
weather or major facility systems issue 
(heating/cooling, water, electrical), the 
safety of the children, families and our 
team is our top priority. We work in 
collaboration with all of our partners, 
local authorities and regulatory bodies 
to keep our building open and safe for 
everyone. In the event of an emergency 
closing, the school leadership team will 
send out notifications via our online 
communication platform, email and 
text. You can also check the Day Early 
Learning Facebook page. In emergency 
situations when we must close, we will 
continue to pay our team members and 
will not issue tuition credits for these 
infrequent closures.   

Photography & Media
Photographs and videos are taken only 
with parents’ written consent. Parents 
are asked to complete the media release 
form at enrollment.

Photographs and videos are frequently 
taken in the classroom to document a 
child’s developmental milestones as well 
as classroom activities to be posted on 
the online communication platform and 
as documentation in the center. 

On occasion, the Day Early Learning 
marketing team will take photographs 
and videos for use on social media 
and marketing materials. Only those 
children who have written consent to be 
photographed for marketing purposes 
will be photographed.

Similarly, you are permitted to take 
pictures or videos of your child in the 
classroom, but are prohibited from 
photographing other children.

Team Members Relationships 
with Children Outside of Day 
Early Learning
Team members may not be alone with 
children they meet through Day Early 
Learning outside of Day Early Learning. 
This includes babysitting, sleepovers 
and inviting children to team members’ 
homes unless one of the following 
conditions exist: 

• Team member and child’s family or 
guardian have a relationship that 
predates the commencement of 
the team member’s employment or 
volunteering at Day Early Learning.

• Team members and the child’s family 
or guardian have a relationship that 
predates the child’s enrollment with Day 
Early Learning.

• Team members and the child, the child’s 
family or the child’s guardian are related.

Diversity Statement
Early Learning Indiana (ELI) recognizes the 
strength of diversity and acknowledges 
and celebrates a society of unique 
individuals, cultures and perspectives 
whose knowledge, skills and talents enrich 
and strengthen us as a people. Built to 
ensure equitable access to educational 
opportunities, our mission is to empower 
all children with essential skills to be 
successful in kindergarten and beyond. A 
core tenet of ELI’s Theory of Teaching and 
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Learning — the core of our educational 
model — holds that the children we 
serve construct knowledge from diverse 
experiences and must also be understood 
within the context of their individual, 
family and community experiences. 
We practice equal opportunity in our 
operations, community engagement, 
employment and decision-making and 
encourage inclusion of diverse members 
of our community.

In accordance with Federal Civil Rights 
Law and U.S. Department of Agriculture 
(USDA) civil rights regulations and 
policies, the USDA, its Agencies, offices, 
employees and institutions participating 
in or administering USDA programs are 
prohibited from discriminating based on 
race, color, national origin, sex, disability, 
age, or reprisal or retaliation for prior civil 
rights activity in any program or activity 
conducted or funded by USDA.

Persons with disabilities who require 
alternative means of communication 
for program information (e.g. Braille, 
large print, audiotape, American Sign 
Language, etc.), should contact the 
Agency (state or local) where they 
applied for benefits. Individuals who are 
deaf, hard of hearing or have speech 
disabilities may contact USDA through 
the Federal Relay Service at (800) 877-
8339. Additionally, program information 
may be made available in languages 
other than English.

To file a program complaint of 
discrimination, complete the USDA 
Program Discrimination Complaint Form, 
(AD-3027) found online at: https://www.
ascr.usda.gov/complaint_filing_cust.html, 
and at any USDA office, or write a letter 
addressed to USDA and provide in the 
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letter all of the information requested 
in the form. To request a copy of the 
complaint form, call (866) 632-9992. 
Submit your completed form or letter to 
USDA by:

• Mail: 
U.S. Department of Agriculture
Office of the Assistant Secretary for Civil Rights
1400 Independence Avenue, SW
Washington, D.C. 20250-9410

• Fax: (202) 690-7442; or

• Email: program.intake@usda.gov.

This institution is an equal opportunity 
provider.

Conflict Resolution 
If something occurs that makes you feel 
your child has not received appropriate 
care, your first step is to discuss the 
matter with your child’s teacher. The 
next step is to discuss it with the school 
leader. 

If these individuals cannot resolve the 
issue, please contact the Vice President 
of Early Learning Indiana in writing. The 
team member (listed below) will respond 
within two business days.

Christine Garza-Bell 

Vice President of Early Learning 
Administration

Early Learning Indiana

christineg@earlylearningindiana.org

317.698.6139

Suspension &  
Expulsion Policy
Day Early Learning is committed to 
providing a safe learning environment for 
children. In order to ensure a high-quality 
learning environment and experience, 
Day Early Learning will connect families 
to internal and external resources needed 
to address behaviors that are disruptive 
to the learning environment.

Day Early Learning team members and 
leadership will work with families by 
taking the following steps to address the 
child(ren)’s behavior:

1. Scheduling a family-teacher conference 
and/or communication to develop a 
behavior plan, including addressing 
environmental issues that may trigger 
behavior. Once a plan is agreed upon, 
both the family and teacher will maintain 
good communication on the child’s 
progress.

2. If the behavior escalates, a family-
teacher-school Leader conference will 
take place, at which time the school 
leader will provide the family with 
information about external resources 
such as mental health and cognitive 
assessments with a detailed expectation 
that the family will follow up on the 
referral within 10 business days.

a.  Upon presenting evidence of 
follow up, the family and school 
leader will implement plans as 
recommended by the external 
partner.

b.  If the family fails to follow up 
within 10 business days, the 
school leader reserves the right to 
disenroll the child.
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Day Early Learning team members 
and leadership are committed to 
ensuring a safe learning environment 
for children. As part of the parent-
as-partners philosophy, Day Early 
Learning leadership and team 
members will demonstrate respect 
to all parents during each interaction. 
Day Early Learning parents will 
reciprocate the same level of respect 
to Day Early Learning leadership 
and team members. In the event a 
parent demonstrates behavior that 
disrupts the learning environment 
or compromises the emotional well-
being of the classroom (belligerent, 
abusive, threatening language and/or 
behavior), Day Early Learning has the 
responsibility of removing the family 
from the Day Early Learning program.

Page 32


