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The Magical Years Early Learning Center, Inc. is licensed by  
The Department of Early Education and Care.

At any time parents are welcome to contact  
EEC regarding our program’s regulatory compliance history. 

Please see EEC contact information below.

Department of Early Education and Care
1 Washington St. Suite 20

Taunton, MA 02780
Patty Weldon

1-508-828-5025
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Pembroke Center
Hrs: 6:30am-5:30pm

212 Schoosett St. (Route 139)
Tel: 339-793-2889
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Like us on FB

Visit us online at www.TheMagicalYears.org for up-to-date information, news and photos!

revised 10/22/21

Welcome!

Dear Families, 

Welcome to The Magical Years Early Learning Center, Inc. 

Our purpose is to provide the highest quality early childhood programs in a secure,  
nurturing and stimulating environment. The Magical Years serves the physical,  
emotional and intellectual needs of each child and their families. We meet these goals  
with our age-appropriate curriculum, our highly qualified staff, state-of-the-art facilities,  
the highest standards of cleanliness, and our ongoing communication with parents. 

This  Parent Handbook has been designed to provide important information that parents  
need when selecting a program for their child. All of the dedicated, caring staff at  
The Magical Years want to be certain that your child has the very best early childhood  
experience possible. We want to thank you for entrusting us with that privilege and  
responsibility. 

Please take the time to read all the following information to help you better understand  
our programs and policies. If you have any questions, please feel free to contact the  
Director anytime.

Sincerely,

Darcy Kennedy, Owner
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ABOUT US
Philosophy
Our philosophy at The Magical Years is to focus on the needs of the whole child physically, 
emotionally, socially, cognitively and familial. All staff members recognize the importance of 
the teacher-child interactions and strive to establish and maintain warm and trusting relationships 
with children and their families. Activities and routines are based on sound developmentally  
appropriate practices and build on the child’s natural curiosity and problem solving abilities.  
Children participate in many movement, music, play and language activities and have the  
opportunities to work and play in small and large groups as well as individually. Our child  
centered philosophy reflects an understanding of the needs of young children.

Mission
Our mission at the Magical Years is to provide the best possible education and care programs in 
an atmosphere that focuses on the needs of the whole child. All  of our policies, practices and 
relationships ensure that each child, is healthy, safe, engaged, supported, and challenged. 

Core Values 
Our values are deeply instilled within The Magical Years culture. Together, they form a  
dedicated and steady path to guide in decisions, interactions, and community experiences.  
At The Magical Years we teach with L.O.V.E.
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isions for every child
ncouragement to be the best you can be
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Children are the heart of our school and we teach with L.O.V.E.
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Importance of the Arts
Everything a child does, before he has learned to imitate others, is creative. The more the  
adult can preserve and cultivate the child’s natural creativeness, the more enjoyable all his  
activities will be.                                                                                      (Mettler, 1979)  

We at The Magical Years feel as though the arts play a big role in a child’s education.   
Movement, Music, and Visual Art as an educational modality enrich children in a variety of 
ways.  It not only educates children physically, emotionally and intellectually, but it also builds 
self confidence and integrity. The arts leave no child behind and we hope that you too can be a 
part of your child’s involvement in the arts. We encourage parents to join us for a period of time 
during the day so that you can see for yourself the benefits the arts have for your children.

Program Offerings
H Art, Including Exploring in Painting, Clay and Crafts
H Music, Singing, Instruments
H Creative Movement
H Early Literacy
H Pre-Mathematics
H Group Activities
H Outdoor Play
H Educational Field Trips
H Family Involvement
H Developmentally Appropriate Curriculums for Each Program
H Holiday Concert  H     Pre-K Graduation  H     Special Theme Days
H Family Events  H     Spring Art Show   H     Holiday Celebrations

Teaching Staff
The Magical Years employs teachers who are trained and experienced in early childhood  
education, child development, and the arts. Training for the staff is ongoing and focuses on  
teaching techniques that help to enhance early development of children on a variety of levels. 
Teachers in the program are continually refining their skills and techniques through in-service 
programs, workshops and conferences in the field of early childhood education. Teacher  
assistants and teachers’ aids are under direct supervision of the certified staff and also participate 
in continuing education programs. All staff members are CPR and First Aid certified and certi-
fied through the Department of Early Education and Care. All staff members have had extensive 
background checks and have been fingerprinted through EEC.



H5

EDUCATIONAL PROGRAMS
Curriculum

The Magical Years Early Learning Center, Inc. uses Frog Street Curriculum 
as our educational foundation. Frog Streets is a high quality, researched 
based curriculum organized into ten skill domains that support integration of 
curriculum and builds connections between and among all disciplines. 

The Frog Street curriculum also integrates “Conscious Discipline” strategies to support social 
and emotional intelligence which in turn supports the cognitive performance of children.

In addition, our Preschool and Pre-K classrooms use the Wilson’s Fundations Pre-K Program
The Fundations® Pre-K supports students’ emerging understanding 
of the alphabetic principles of letter-sound associations and  
alphabetical order, and the written language skill of manuscript  
letter formation.

The Activity Set provides an introduction, or “pre-dose,” to the letter-sound and writing skills. 
The skills taught align with those that the Report of the National Early Literacy Panel (2008) 
identified as strong and consistent predictors for the later development of literacy skills:
    • Knowledge of the names and sounds associated with printed letters
    • Ability to manipulate the sounds of spoken language
    • Ability to rapidly name letters, numbers, objects, or colors
    • Ability to write isolated letters or one’s name
    • Ability to remember spoken information for a short time

The Magical Years also has a supplemental curriculum developed by the owner, 
Darcy Kennedy, M, Ed. 
 
This supplemental curriculum focuses on strong literacy based activities and incorporates 
developmentally appropriate activities and goals in each learning domain.
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Infant Program
(3 months - 15 months)
The Infant program at The Magical Years is a year round, full day  
program. Ratios are kept very low in this program, which allow our 
teachers to provide one on one time with each child. Our program is 
based on the philosophy that allow our children to grow and devel-
op at their own pace. We help raise children to be confident, aware, 
focused, cooperative and resourceful. 
 
This philosophy is firmly based on respect and individuality.  
Some of our goals are:
 H  Safety - to provide an environment for the child that is  

physically safe,  
cognitively challenging and emotionally nurturing. 

 H Involvement - to provide the child involvement in all care activities  
(allowing them to be an active participant rather than a passive recipient).

 H  Interaction - basic trust in the child to be an initiator, explorer and self-learner. 
 H Consistency - clearly defined limits and expectations to develop discipline. 
 H Freedom - to explore and interact with other infants and have time for uninterrupted play. 
 H  Communication - the beginning of language development and the building block for 

security, trust and attachment.

Our teachers are the key to making the program a safe, nurturing environment that will enable 
your child to develop physically, socially, emotionally and intellectually. The infant room is de-
signed with your child’s safety in mind. When an environment is safe, children can explore, test 
new skills and investigate their world without interference. A child’s earliest form of exploration 
is through utilizing all of his/her senses (touch, taste, smell, sight, and sound). Teachers facilitate 
each child’s experience and foster “authenticity” in all. Teachers look not only at the needs of 
each child, but also at the needs of each family and work in partnership towards meeting both. 
An infant needs nurturing, love, consistency, touch, movement, exploration, interactions with 
others, comfort, challenge and stimulation. These help develop the child’s feelings of security, 
trust, self-worth and self-identity. Our infant program has been developed to meet these needs  
by doing the following:

 H Cribs are provided for infant sleeping.
 H Our teachers sit on the floor with the children to encourage and facilitate  

interaction eye to eye.
 H Infants are allowed free range of motion in our program. 
 H The classroom is designed to allow children to explore and discover at their own pace. 
 H Infants participate in music activities in addition to their classroom activities.
 H Daily use of our well planned, interesting and developmentally-appropriate playground.
 H Daily walks (weather-permitting). Varies per center location.
  H Daily lessons planned using Frog Street Curriculum.
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Toddler Program
(15 months - 2.9 years)
The Toddler program at The Magical Years is a year round full day program. 
Child to teacher ratios are low to provide for optimal social interaction, 
while allowing the teachers one-on-one time with each child. 

Toddlers come in all shapes and sizes! Some are a bit wobbly on two legs 
and are just begining to explore the world from an upright position. Others 
have mastered walking and are now running as their main source of trans-
porting themselves all around the room. Some children are a bit more sophisticated as they  
approach 2.9 years old and they are focusing on language and chatter all day long. 

Our Toddler program is based on the philosophy that allows our children to grow and develop  
at their own pace. We help raise children to be confident, aware, focused, cooperative and  
resourceful. This philosophy is firmly based on respect and individuality.  
Some of our goals are: 
 H Safety - to provide an environment for the child that is physically safe,  

cognitively challenging and emotionally nurturing. 
 H Involvement - to provide the child involvement in all care activities  

(allowing them to be an active participant rather than a passive recipient).
 H Interaction - basic trust in the child to be an initiator, explorer and self-learner. 
 H Consistency - clearly defined limits and expectations to develop discipline. 
 H Freedom - to explore and interact with other toddlers and have time for  

uninterrupted play. 
 H Communication - the beginning of language development and the building  

block for security, trust and attachment.
This program is carefully planned to meet the needs of children who are coming together for the 
first time. The toddler program emphasizes and encourages language development,  
uninterrupted playtime and socializing with others. Large and small motor activities are also 
planned where children can “practice” being independent. 
 
The Toddler program includes: 
 H Classroom activities designed to encourage language development and socialization.
 H Large and small muscle activities are planned within a safe and warm environment where 

children can “practice” being independent.
 H Children participate in toilet training and other self-help skills as part of the  

daily program.
 H Activities include drawing, ‘reading’, music, movement and joyful dancing. 
 H Daily use of our well-planned, exciting and developmentally-appropriate  

infant/toddler playground.
 H Daily lessons planned using Frog Street Curriculum.
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Preschool & Pre-K Program 
(2.9-5 Years)
Our pre-kindergarten programs concentrate on preparing the  
children for kindergarten. The children are taught how to write their 
names, work on their letters, sounds and participate in hands-on  
art activities and music daily. They also work on developing  
independence and listening skills. We also work on pre-reading  
and math skills each day. 

Program Highlights:
 H Programs designed to give children the opportunity to socialize with their peers in a more 

structured environment.
 H Geared toward helping a child develop habits of observation, inquiry, listening, and an 

awareness of his/her feelings.
 H Designed so children learn to make choices and gather meaning from the world  

as a basis for strong conceptual development. 
 H Program prepares children to utilize their intellectual and creative abilities in  

future learning tasks.
 H Children participate in center-based activities that involve music, art, dramatic play, na-

ture, cooking, etc. which enables children to develop at their own pace.
 H Daily use of our well-planned, interesting and developmentally-appropriate playground 

for pre-school age children.
 H Appropriate schedules to accommodate children who are beginning to expand their time 

away from home. 
 H Daily lessons planned using Frog Street Curriculum 3’s / and Frogstreet PreK 202.
 H Wilson Fundations Pre-K

Full Day Preschool & Pre-K Program  (2.9-5 Years)
Our full day preschool program is designed primarily those families who want their child to have 
an outstanding preschool program spread across an entire day. We work on the skills that are 
appropriate for the age of your child. We help the children prepare for Kindergarten. We work 
on social emotional skills, pre-reading and math skills in our pre-school program. Because the 
children are with us all day, it gives us more of an opportunity to help any child who needs any 
extra attention after their morning activities. 

Half Day Preschool & Pre-K Program  (2.9-5 Years)
The Magical Years offers a school-year based program (September through June) 8:30am-1:00pm 
that is designed to provide preschool age children with fun, enriching, developmentally appropriate 
skills and concept-building experiences. This is a comprehensive 10-month program that encour-
ages higher level thinking skills for intellectual pursuit and fosters emotional, social, and physical  
development while boosting a child’s self-esteem. 
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Before & After School Program
The Magical Years Before & After School Program provides the perfect combination of  
recreational and educational activities for a well balanced out-of-school experience. Children 
end each day excited about the broad range of engaging, hands-on activities that allow them to 
develop their interests and skills, as well as having the opportunity to spend time on homework 
so that they can spend more quality time at home.
Please Note: On public school closure days we cannot guarantee space for your child.  
Please check with your center’s Director for availability.

Transportation is provided by child’s school: Halifax & Kingston Elementary Schools 

Summer Program
Our Summer Program is built for our youngest learners! Children enjoy structured activities,
free play, outdoor adventures, field trip, in-house guests and more to maximize fun and
learning. Our Summer Program builds confidence, cultivates friendships and fosters creativity
and imagination as we explore each weekly theme. Children will discover more about
themselves and the world around them through exploration of stories, art, movement,music, 
science, nature, water play and more!
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OPERATIONAL PROCEDURES

Enrollment Procedure
For all families enrolling we request that you visit the Center, observe, and meet with the  
classroom teachers. This visit will be brief and informal. Your child will be encouraged to 
observe the group and/or join in the activities. The teacher will let the child set the pace for this 
first interaction. After this visit, in order to secure the opening for your child, a registration fee 
and tuition deposit is required. Along with the following forms:
 q  Enrollment Form    q  Developmental History Form
 q  Transportation/Authorization Form q  Copy of an updated physical/  
 q  Emergency Contact Form        immunizations
 q  Authorization Forms    q  Family Orientation Checklist
 q  Tuition Contract     q  COVID guidelines   
 
Age Requirements
• Infant: 6 Weeks  • Infant/Toddler: 12+ months
• Toddler: 15+ months  • Pre-School: 2.9-3
• Pre-K: 4-5    • Before And After School: K-School Age   
Please note: Ages may vary depending on classroom availability and child readiness.

Enrollment Fees
The Magical Years will collect a registration fee and 1 week tuition deposit at the time of your 
child’s enrollment. The payment reserves your child’s enrollment at The Magical Years. The 
tuition deposit will be applied to your last week(s) of childcare. At the time of enrollment,  
the Director will be able to share more information about the deposit amount based on your 
schedule and payment frequency. Enrollment is not guaranteed until registration and tuition 
deposit fees are received. All fees are non-refundable.

H  New Enrollment: $75.00 Registration fee (individual) 
 ($100.00 for families with 2 or more children enrolling at the same time) 
H  Full Day and Before/After School registration fee and 1 week’s tuition deposit is due at time 
of enrollment which will be applied to your child’s last week of care.
H Half Day registration fee and 1 week’s tuition deposit is due at time of enrollment which will 
be applied to your child’s last week of care.
H  Annual Re-registration Fee: $65.00 one child (or) $95.00/family due each January. 
All Deposits, Registration Fees and Re-registration Fees are non-refundable.

Once the child is officially enrolled, we encourage families to transition their children into the 
program. Please see our New Student Transition Policy on page 16.
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Tuition Policies 
H Tuition for Full Day Students is due Weekly (Friday before the upcoming week). 
H Tuition for Before/After School Students is due Weekly (Friday before the upcoming week).
H Tuition for Half Day Preschool Students is due Weekly (Friday before the upcoming week). 

Tuition payments accepted: 
Check, Procare Connect ACH, Credit Card, or Cash (please ask for receipt) 

Convenience fees apply. Please visit Procare Connect for the current fee amounts
 for all ACH & Credit Card payments. 

 Full Day Program Tuition
• Full Days consist of 9 hours
• Tuition is based on a weekly rate due the Friday before the upcoming week.
• 100% of tuition is due even if school is cancelled due to holidays, staff development,  
     absences, improvements or inclement weather.
• There will be a $35.00 fee on all returned checks, ACH or CC payments.
• Tuition must be kept current to ensure your child’s spot at the Center.
• Late fee of $10.00 will be applied to overdue weekly tuitions. 

 Before and After School Program Tuition
• Before School up to 1.5 hrs.
• After School up to 3 hrs.
• Tuition is based on a weekly rate due the Friday before the upcoming week.
• 100% of tuition is due even if school is cancelled due to holidays, staff development,  
     absences, improvements or inclement weather.
• There will be a $35.00 fee on all returned checks, ACH or CC payments.
• Tuition must be kept current to ensure your child’s spot at the Center.
• Late fee of $10.00 will be applied to overdue weekly tuitions. 
 Please Note: For public school half days, school vacations or holidays the Center is open,     
families will be billed an additional drop in fee. If they attend on a non-scheduled day you  
will be responsible for full day drop in rate.
 

 Half Day Preschool Program Tuition
 • Half Day program 8:30-1:00 (Preschool Age Only) September-June
 • Tuition is based on a weekly rate due the Friday before the upcoming week.
 • 100% of tuition is due even if school is cancelled due to holidays, staff development, 
      absences, improvements or inclement weather.
 • There will be a $35.00 fee on all returned checks, ACH or CC payments.
 • Tuition must be kept current to ensure your child’s spot at the Center.
 • Late fee of $10.00 will be applied to overdue weekly tuitions. 
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Tuition For Occasional Care (Drop In) 
Drop-in care payment is due the day of the drop-in care. 

Tuition for Children who attend the Integrated Preschool at the Public School:  
The full day weekly tuition will be charged for children who attend public preschool.

Sibling Discount
A 10% sibling discount on oldest child if more than 1 child enrolled at same time.

Tuition Variances
Tuition rates vary for each center and may even vary within an age group or classroom,  
depending upon factors specific to each family’s enrollment (e.g. date of enrollment, sibling  
discounts, etc.). When you enroll at The Magical Years, you agree to the pricing structure  
specific to your family and any tuition changes associated with rate increases or transition  
policies. While we will make every effort to provide ample notice of tuition increases,  
all fees and tuitions are subject to change. All deposits and registration fees are non-refundable.

Transition Pricing Policy
When transitioning between age groups, it is important to note that The Magical Years tuition is 
always subject to change (e.g., annual rate increase, etc.) The rate may not be the same as it was 
at the time your child or a child’s sibling joined the program.

Tuition Agreement/Contract
Please be aware that parents/guardians must sign a tuition contract and agreement stating  
scheduled program and fees for their child.  Full payment is due even if your child is absent due 
to illness, school cancellations due to weather, holidays, field trips or other reasons such  
as improvement days, staff development and family vacations. 

Tuition Increases
In order to maintain ideal standards and quality childcare services there may be periodic in-
creases in tuition or changes in the program. Parents will be notified at least 30 days in advance 
of tuition increases.

Waitlist Tuition Quotes
We cannot guarantee prices will be the same when families join the waitlist versus when they  
are accepted from the waitlist. If a waitlist spot becomes available, families will be offered the 
current tuition rate and an opportunity to join or decline the program.
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Late Pick-up Fees
Parent must notify the Center if they are going to be late to pick up their child. The first 
occurrence of late pick-up will be excused. Children picked up after the center is closed will be 
assessed a $10 fee per child.  After 15 minutes past the program ending time, parents will be 
assessed an additional $5 fee per child for every 5 minutes they are late. If the child or children 
are not picked up in 30 minutes, the Director will contact the persons on the emergency contact 
list. If the attempt to reach the emergency contact fails, the director will contact the local police 
or DCF hotline to find the whereabouts of the parents/guardian. Parents who are late picking up 
their child(ren) three times in one year may lose their spot(s) in the Center.

Family Vacation Policy
  H  Full Day & Half Day Preschool Programs  

Families enrolled in this program are allowed 3 vacation weeks at 50% OFF their weekly rate. 
After a period of 3 months enrollment families are eligible for vacation. 

   • Vacations are given yearly January-December for Full Day
   • Vacations are given September-June for Half Day
   • Vacations must be taken in consecutive days, where your child(ren) does not attend  

   the center. 
• Vacation Request Forms must be submitted 2 weeks prior to be granted vacation.

 • Vacation credits do not carryover. 
 • Vacations are per family, not per child.
 • Tuition balance must be current to receive vacation credit.
 Please note the Center is closed 1 week in August and December. 
 Families may use these weeks as vacation weeks.

      H   Before and After School
 No vacation credits are given for this program
 
Holidays
The Center is closed for the following holidays:
 New Years Day Martin Luther King Day  Presidents Day 
 Memorial Day Independence Day  Labor Day 
 Columbus Day Thanksgiving Day  Day after Thanksgiving
 Christmas Day 
*Days subject to change. Our yearly calendar with important dates and events is  distributed each Fall.

• Christmas Eve the Center will close at 12:00 pm  
• New Years Eve the Center will close at 3:00pm
• August and December, Center Closures (dates printed on yearly calendar) 
• If a holiday falls on a Saturday, the Friday before will be considered the holiday.  
• If a holiday falls on a Sunday, the Monday after will be considered the holiday.  
• You will receive a yearly calendar each September, which will have a complete list  
   of holidays with current dates. 
• All holidays subject to change.
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Center Closures
The Magical Years closes two weeks per year to allow for staff trainings as well as  
improvements and maintenance to the center. We generally close 1 week during the month of 
August and 1 week in December, please see your Center’s calendar for dates. 

Summer Program  Fee
All Toddler and Preschool/Pre-K families enrolled in our full day program will  
participate in our Summer Program. All families are required to pay a Summer Program Fee. 
This fee will cover all summer field trips, transportation, in-house guests, special lunches, and 
supplies. 

Temporary Leave of Absence Policy 
In the event you need to take a leave of absence from the Center and anticipate a return, you  
will be responsible for your child’s full weekly tuition to hold your child’s spot in the program.  
If you choose not to pay the weekly tuition you would withdraw your child from the program 
and be responsible for a New Enrollment Fee and deposit upon your return. We can not  
guarantee availability within our program once you withdraw.

Summer Leave of Absence Policy
(This policy does not apply to Half Day Preschool Program)
To provide flexibility to our families, The Magical Years offers a limited leave of absence  
payment and attendance option for the Summer only. This option allows famlies to pay a  
reduced tuition rate during the summer to guarantee returning to their normal schedule in  
September.

During this leave, families may temporarily adjust their schedules and payment amount down 
to a minimum of 2 full days of care per child, per week. The price of 2 full days of care will be 
the current rate in each child’s age group. Regardless of the length of time-off, reduced payment 
adjustments will last for no more than 9 consecutive weeks. By week 10, normal tuition fees 
will resume to secure your child’s spot upon return.

Should you choose to withdraw for the summer we cannot guarantee your child(rens) spot for 
the Fall. If space is available you will be required to re-enroll which will require an enrollment fee.
Families must inform Center Director of Summer schedule change by May 1st.

Schedule Changes
In order to provide appropriate supervision for children and to appropriately schedule  
educators, families are asked to follow the schedule they set for their child. Schedule changes 
should be made at least 2 weeks in advance, in writing, to the school Director. If you have  
an emergency and need to change your schedule, please do not hesitate to contact your  
school Director.
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Temporary Change in Schedule
If for any reason you need to temporarily reduce your child’s days at the Center for a short  
period of time, you will still be responsible for your contracted tuition. If you change your 
schedule you will forfeit any days your are not attending the center in which you are not paying 
for.

Withdrawal/Suspension and Termination Policy
The Magical Years reserves the right to review each child’s adjustment to the program and to 
determine if our Center is the appropriate placement for your child. Parents are encouraged to 
contact the Center and discuss any concerns about their child’s transition to the program with 
the teachers and director. If for any reason such as: child’s adjustment to the program, late 
tuition fees, failure to complete necessary paper work, personality conflicts, safety concerns, or 
without cause, etc. The child can be dismissed from the program. In this event, a termination 
letter will be sent to the parents/guardians stating reasons for which the child will be terminated 
from the program. We will also notify parents/guardians either by phone or personally. Both 
parents/guardians and director must sign this document and each person will receive a copy. 
We will then give the child an opportunity (within one week) to say good-bye to his friends 
and teachers. If the termination is solely the parents/guardians decision, we request a written 
withdrawal notice from the parents/guardians which must state reasons for leaving the program. 
This form must be commented on by the Director; then signed. Both parents/guardians and the 
director will receive a copy of the notice. When it is solely the parent/guardians decision to 
withdraw, no refunds will be given. Two weeks notice must be given prior to last day. Tuition 
is required during these two weeks. If there is no notice of withdrawal, parent/guardian will be 
responsible for two weeks additional tuition cost.

Suspension/Termination of a Child Due to Behavior
If a child’s behavior becomes excessive and or is of concern to a Teacher and or the Director, 
the parent/guardian will be notified and a conference may be requested. All staff will work with 
the child and his/her family to correct behaviors. Families will be informed of referral infor-
mation for other services and will be provided upon request. Families may be referred to seek 
outside assistance or referred within the local Public School Department with written permis-
sion from a parent/guardian. If parent/guardian decline and behavior continues, this may lead to 
temporary suspension or termination. 
 
All efforts will be made to avoid suspension or termination. If it does come to this, the staff will 
assist the family in properly preparing the child for departure. The safety of the children in our 
program and that of the staff is our main concern and jeopardizing behaviors will not be tolerat-
ed. Children who are terminated may return after six months if parent/guardian proves behavior 
has improved and an opening exists. Some behaviors may include, but are not limited to, a child 
physically harming another child or staff member by hitting, kicking, punching, running out of 
the classrooms/building, scratching, pinching, biting, spitting, hair pulling, and inappropriate 
language. Parent/Guardian will be given written documentation of the reasons for termination.
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Absences
No tuition credit is given for absences. Full tuition is due regardless of how many days the 
child is at the center during any given week. If your child is going to be absent, please call the 
center to let your child’s teacher know.

Arrival and Dismissal  
• The Beginning of the Day
You must bring your child to his or her room and talk to your child’s teacher when drop-
ping off for the day. Plan to spend a few minutes discussing anything that might affect your 
child’s day.

• The End of the Day
Remember only you or someone authorized in writing by you may pick-up your child 
from the center. You may be asked to show a photo ID to staff who may not be familiar 
with you. Anyone you authorize to pick up your child must show a photo ID. Remember 
to check your child’s cubby for items to take home and to talk to program staff about your 
child’s day. Your child anxiously anticipates your arrival. You should call the program if 
you are going to be later than usual. 

Transitions
• New Student Transition
When a family decides to start at the Center we enter them into the program at a gradual pace. 
This allows for the child and parents to get use to the environment and daily flow, as well as 
develop a close relationship with the teachers.
What a transition looks like:
 1. First Visit: Both the child and parent/s will visit to simply be in the environment.
 2. Second Visit: The parents stay for about fifteen to twenty minutes and then leave their 

child at The Magical Years for as long as the parent is comfortable with.
 3. Final Transition: The child is able to stay for the whole day.
Transitions may vary depending on the child. Some transitions take a longer time  
depending on the child’s disposition.

• Transition from One Program to the Next
Age is not the sole criteria for transition. The element of emotional readiness is also a factor, 
which is determined by the teachers and parents. (The first step in transition from one program 
to the next is to connect with the family and teachers of both programs). Once we have made 
the final decision to transition the child into the next classroom the process will be gradual. 
Depending on availability we will begin with one or two days for a few weeks then make the 

H H During COVID Pandemic please follow interim  During COVID Pandemic please follow interim  
Arrival & Dismissal Procedures See AddendumArrival & Dismissal Procedures See Addendum
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full transition when we parents and teachers feel it’s appropriate. Depending on the child, we 
can transition into the next program depending on the criteria below:
 H  From Infant to Toddler: 15 months - An infant must be sure on his/her feet and able to 

feed himself/herself.
 H  Toddler to Preschool: 2.9 years –Socially/Developmentally ready.
 H  Preschool – Pre-K: As early as 3.5 years – Socially/Developmentally ready.
 H  Pre-K to Kindergarten: 5 years by September1st– Socially/Developmentally ready.
Please note: transitions are also based on classroom availability.  Early transitions may be 
granted if developmentally appropriate and agreed upon by parents, teacher and director.

• End of the Day Transition
During the last hour of the day children in different age groups may be combined based on the 
number of children and staff present. During the end of the day transition, teachers will update 
the closing staff on attendance, daily reports and any other pertinent information regarding the 
child’s day.

Transportation
In the event of an emergency, transportation where we need to evacuate the premises, First Student 
will be contacted to transport children and staff, and parents will be contacted.

• To And From The Center: Parents are responsible for providing transportation to and from 
the center and supervision of their children during drop off and pick up.

• Emergency Transportation: In case of an emergency the center will arrange for  
transportation to the nearest emergency medical facility by ambulance or police vehicle.  
At no time will a staff member transport a child in a personal vehicle.

• Field Trip Transportation: Children must have written parental consent to participate on 
field trips. The centers use a combination of walking and private school bus.

• School Age Transportation: Children enrolled in our Before/After School programs will be 
transported to and from school via their elementary school bus company. (Parents are required 
to fill out a School Age Transportation Release form) 

• Public Integrated Preschool Transportation:
If your child attends the Integrated Preschool and will be tansported through their  
transportation company you will be required to complete an authorization form.
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Babysitting Policy
The Magical Years Early Learning Center, Inc. does not permit staff including Teachers,  
Directors, and/or Administrators to nanny/babysit or solicit childcare services to families  
while they are employed at the Center and for a period of 2 years after leaving the Center.  
This includes families who leave for the summer and return. We appreciate your cooperation  
in adhering to this policy.

Social Media
Please be advised that we have a strict “Social Media” policy that our staff must adhere to. It is 
stated within our Personnel Policies that Staff should not encourage parents as friends on social 
networking sites (ie Facebook, Instagram) and vice versa. Thank you for your understanding 
and cooperation in this matter.

Educator/Family Relationships
The Magical Years is aware that our educators 
often live in the same community as the families 
we serve. Often times, our educators may have 
personal relationships with our families in  
addition to their professional connections at  
The Magical Years. All Magical Years staff  
members are committed to the confidentiality  
of our families, children staff and center.  
Educators and administrators are not to discuss 
family, child, staff or center information of any 
kind with anyone other than their co-educator(s) 
or administrators. A strong educator/family 
relationship at The Magical Years provides the 
supportive environment in which your child and 
family will thrive, which includes privacy and 
a distinction between personal and professional 
boundaries.

Change in Policies
Fees, procedures, and policies stated in this handbook are subject to be changed at the discretion 
of the center’s owner. Families will be informed in writing seven days prior to the implementa-
tion of any change in program policy or procedures.
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GENERAL HEALTH AND CARE

Snack / Lunch
There are two snack times and a lunch time every day.  
Due to the increase of allergies and health demands, 
parents are to provide two nutritional snacks and a healthy 
lunch daily.  
We ask all Preschool and Pre-K families 
to provide AM & PM snacks packed in separate bags.

 
Reminder: 

WE ARE A NUT FREE ZONE. 
Please be sure to pack your child’s lunch in a lunch box with ice pack daily.

Reminder: NO GLASS CONTAINERS PLEASE.

Nutritional Ideas
Be creative with sandwiches; use a cookie cutter to make a fun shaped sandwich. If your  
child does not like sandwiches, try yogurt, crackers with cheese or jelly, a hot dog, or rolled 
up sandwich meat. Fruits and cut up vegetables make a great healthy snack or lunch. Try new 
things at home first and please let us know if your child is trying something new with us  
for the first time.

Oral Health  -   H H Please note: oral health will be on hold during the COVID Pandemic             

According to the EEC Regulations, educators must assist children in brushing their teeth when-
ever they are in care for more than four hours or whenever they consume a meal while in care. 
Children must use individual, labeled toothbrushes which must be stored in a safe and sanitary 
manner open to the air without touching each other. All families are required to provide a tooth-
brush for their child upon enrollment. Toothbrushes must be replaced every 3 months.
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Infant Feeding
Bottles
Parents of bottle-fed babies will need to provide 3-4 labeled bottles (no glass bottles or  
containers), nipples, and lids. If you are breast feeding your child, all breast milk must be  
dated and have your child’s name on it. Fresh breast milk will be stored in the refrigerator.  
Mothers are welcome to come and breast feed their infants at any time. Contents remaining in 
any bottle must be discarded within one hour. Only breast milk, formula, or water will be placed 
in your child’s bottle. No bottles will be served with cereal or any other food product in them 
unless a Doctor’s note has been provided. Juice can only be served from a sippy cup.  
Per State regulations, formula can only be heated using faucet hot water. We are unable to heat 
bottles using a warmer or microwave.

Please Note: Cans of formula or cereal are not permitted at the Center. Please send in  
pre-measured formula in a formula wheel. Cereal can be sent in pre-measured in a container  
or bowl.

Solids
Young infants will be fed according to their own schedule. As they grow and start eating solid 
foods, their eating needs and times will change. Infants not yet eating table food will be served 
cereals and jarred foods, provided by the parents.

As your infant grows and becomes more adept at eating, he/she will begin using his/her fingers 
for eating “finger-foods” and working on using infant utensils. As infants gradually start to eat 
cereals, jarred foods, and table foods, parents will inform the teachers in the classroom as to what 
their child can eat. It is recommended that infants try new foods at home first.

Meal Time Seating
The older infants will be sitting in high chairs or a small table with chairs. Toddlers will be at 
tables to eat their meals. Children in the toddler room will be using sippy cups or regular cups 
and using utensils. It is our goal to work cooperatively with the families and their child’s routine; 
however, bottles are not the common practice as the toddlers get older. The children will have 
access to water in the Toddler room.
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Rest Policy
Within our classrooms, children are given an opportunity to rest in an area which is designed to 
minimize noise and disturbance. Children will not be forced to sleep. Children will be allowed 
the amount of rest, quiet activity or sleep needed. The length of this quiet period will be appro-
priate to the needs of the child. Children who do not fall asleep are offered quiet games, books 
or coloring material to use on their mats or to do quiet table activities. As with every other 
aspect of our program we will try to work with parents to meet their child’s individual needs.
• Preschool/Toddler: Parents are required to provide a large crib sheet and blanket for rest time. 
• Infant: Parents are to provide a pack and play crib sheet. No blankets permitted for children 
under 12 months of age.
A nap bag will be provided for each family. Nap items provided must fit in bag provided.

Infant Safe Sleeping Practices
Infants will be placed on their backs to sleep in a crib. The infants are provided with a firm, 
tight-fitting mattress in a crib that meets current safety standards. There will be no pillows, 
quilts, bumpers, comforters, sheepskins, stuffed toys, or other fluffy products in the crib.  
Two children never share a crib at the same time. If under 12 months of age a sleep sack  
may be used.  
We understand that practices may be different at home and that some children have unique 
situations (e.g.–twins who may sleep together in the same crib). However, we must follow licensing 
guidelines. It may or may not be difficult for some children to adjust if they are used to sleeping in 
a different position or with a parent/sibling. Please note: Infants will not be swaddled.

SIDS Policy
 H Infants less than 12 months of age shall be placed on their backs on a firm  

tight-fitting mattress for sleep in a crib. (no blankets allowed. Sleep Sack only  
for children under 12 months of age.

 H Pillows and other soft surfaces shall be prohibited as infant sleeping surfaces.
 H All pillows, quilts, comforters, sheep skin, stuffed toys, and other soft products shall be 

removed from the crib.
 H If a blanket is used for children over 12 months the infant shall be placed at the foot of 

the crib with a thin blanket tucked around the crib mattress, reaching only as far as the  
infant’s chest.

 H The infant’s head shall remain uncovered during sleep.
 H Unless the child has a note from a physician specifying otherwise, infants shall be 

placed in a supine (on back) position for sleeping to lower the risk of Sudden Infant 
Death Syndrome (SIDS)

 H When infants can easily turn over from the supine to the prone position, they shall be put 
down to sleep, on their back, but allowed to adopt whatever position they prefer  
to sleep.

 H Unless a doctor specifies the need for a positioning device that restricts movement 
within the child’s crib, such devices shall not be used.
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Health Form
A health form completed by a licensed physician must be submitted before a child’s entrance 
into the program with immunization record. It is the parents’ responsibility to maintain up to 
date registration and health forms for their child. Please notify the school in writing if there are 
any changes in your child’s medical status, such as development of allergies. Children attending 
the program are expected to be able to participate comfortably in all components of the  
program, both indoors and outdoors. 

Outside Play 
We make every effort to take the children outside every day, unless there is severe weather.  
The general rule is if a child is well enough to come to school, he/she is well enough to go  
outside. However, if the parents and/or teacher have good reason for not wanting the child  
outside that day, it must be discussed with the Director before any decisions are made.  
Detailed copies of our Health Care Policies are available upon request.
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Medication
It is Center policy that we do not administer non-prescription drugs or medicine to  
children without a written prescription or note from the child‘s physician and parents.

THE FIRST DOSE OF MEDICATION MUST BE ADMINISTERED 
BY THE PARENT/GUARDIAN

 H All prescription, non-prescription medications and topical creams must have  
written consent from the parent. This consent must be renewed yearly.

 H All non-prescription medication must have a note from the physician which  
will remain on file. This note must be renewed annually.

 H All medication administered to a child including, but not limited to oral and topical 
medications of any kind, either prescription or non-prescription, must be provided by 
the child’s parent.

 H All prescription medications must be in the original container in which they  
were originally dispensed and with their original labels affixed. Over the counter  
medications must be in its original manufacturer’s packaging.

 H The Educator is not authorized to administer any medication contrary to the  
directions on the original container, unless so authorized in writing by the  
child’s physician.

 H Any Medication without clear instructions on the container; must be administered in  
accordance with the written physician or pharmacist’s descriptive order.

 H All Medication will be stored properly in the Director Office in the Labeled  
Medicine Cabinet. This cabinet is out of reach of children.

 H EPI Pens will be stored in the classroom of the child with the allergy.  
EPI Pens will be stored in an unlocked cabinet out of reach of children.

 H Prescription Medication needing refrigeration will be stored in the Staff  
Refrigerator in a labeled container.
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Medication Administration Chart

Type of Written Health Care Practitiioner/Doctor  Logging Required
Medication Parental Authorization Required   
 Consent    
 Required

All prescriptions Yes Yes. Must be in original Yes, name of child, dosage.
  container with original label date, time staff signature,
  containing the name of the missed doses must also be
	 	 child	affixed.	 noted	along	with	the		
   reason(s) why the dose 
   was missed.

Oral Non- Yes, Yes. Must be in an original, Yes, name of child, dosage,
Prescription renewed sealed container with original date, time, staff signature,
 weekly label containing the name of missed doses must also be
	 with	 the	child	affixed.	 noted	along	with	the
 dosage   reason(s) why the dose
 times,  was missed.
 days and  
 purpose
 

Unanticipated Non- Yes, Yes. Must be in an original, Yes, name of child, dosage,
Prescription for Mild renewed sealed container with original date, time, staff signature.
Symptoms (e.g. annually label containing the name of 
acetaminophen,	 	 the	child	affixed.
ibuprofen,
antihistamines)

Topical, Non- Yes, Yes. Must be in original Yes, name of child, dosage
Prescription (when renewed container with original date, time, staff signature.
applied to open annually containing the name of the 
wounds	or	broken	 	 child	affixed.
skin)

Topical Non- Yes, No. Staff may apply product No, for items used solely for
Prescription (not renewed with parental permission or prevention, such as 
applied to open annually parents may supply their own sunscreen or insect
wounds or broken  preferred brand. repellant.
skin) i.e. Diaper 
Cream and Sunscreen
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Allergies
When registering your child, you must list on the appropriate forms all allergies, chronic  
illnesses or special conditions or substances that may cause a reaction or irritation. The  
appropriate, specific first aid treatment needed must also be included.  A list of children,  
their picture, and their allergies or special conditions and appropriate treatment will be posted 
for all staff members.

In the event of a reaction, the appropriate first aid treatment listed will be administered and 
parents/legal guardians will be notified immediately. If your child requires and EPI Pen, we 
ask that you provide two to keep at the Center. All children with specific allergies or health 
needs MUST complete our Individual Health Plan (IHP) Form or Food Allergy Action Plan 
upon registration.

Sunscreen
The Magical Years asks families to bring in sunscreen spray for your child. Please indicate on 
your “Authorization Form” if you would like for the Center to apply sunscreen spray. 
Sunscreen should be purchased with a high level of blockage. We ask for parents not to  
bring in or use old sunscreen. These products break down and their effectiveness seriously  
deteriorates. Old sunscreen can actually cause second degree burns. Newly purchased  
sunscreen is the safest and most effective.
Please note: parents are to apply sunscreen prior to coming to the Center.  
Staff will re-apply in afternoon. We ask that you please provide the spray sunscreen.

Teething Relief
For teething relief, we recommend the use of Tylenol that is accompanied by a doctor’s note. 
Please understand we cannot administer an over-the-counter medication you have purchased  
unless it is accompanied by the doctor’s note. Your child’s teacher will provide you with a 
permission form for us to administer the medication with the specific details needed and signed 
by you PRIOR to us administering the medication.

Biting
Biting is common among infants and toddlers. Biting may occur due to teething, peer interac-
tion, imitation, frustration, anxiety, autonomy and control, and curiosity. It occurs most fre-
quently when a child is tired, frustrated, or over-stimulated.  If biting occurs, the center will:
 1.  Attend to the victim first
 2. Report the incident to the Center Director and family of both the biter and the child  

bitten. An injury report for the child who was bit will be completed and an incident  
report will be completed for the child who was a biter. This form will be reviewed by 
the Director and will require a signature by the parent/guardian.
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 3.  The biting child will be redirected to appropriate activities. Parents of the children  
involved will be notified. However, neither the parents of the bitten child nor  
the parents of the biting child will be given the name of the other child/family  
involved. If biting becomes excessive, the Center reserves the right to temporarily  
exclude that child from the Center if it is determined the safety of other children is  
being compromised.

Jewelry
Amber necklaces, jewelry or anything that is required to be around the neck (other than a bib) 
will not be permitted.

Hygiene
Throughout your child’s time at school, children are exposed to appropriate hygiene activities 
such as washing hands before and after snack and after toileting. The staff strives to maintain a 
safe and healthy environment. Please remember the following:
 H Children should not come to school ill. Ill children will be sent home.
 H Wash your child’s lunch box and thermos each day.
 H Be sure to dress your child appropriately for weather. During the winter  

months we request that you leave an extra set of mittens, hat, and snow  
pants at the school.

 H Enforce good hygiene habits at home. Thorough hand washing should be encouraged!

“Shoe-Free” Environment 
With children commonly on the floor, The Magical Years wants to provide a clean, safe, and 
healthy environment. We practice a “shoe-free” policy centerwide. We ask that adults entering 
the classroom to remove their shoes. We take this action to prevent outside contaminants from 
being brought into the room and spread onto the carpet, particularly during the cold weather 
with the snow and salt. Children spend much of their time exploring on the floor, so it is best 
that these areas be kept as clean as possible. All staff members wear clean slippers throughout 
the day.
* All walking children must bring in rubber sole slippers to keep at school.
   Please no fluffy or backless slippers

Diapering 
It is the responsibility of the parent to provide diapers and wipes for their child. Each child will 
be changed at regular intervals throughout the day and as needed. Feel free to bring in cream if 
you would like it to be applied to your child’s rash. Due to sanitation purposes, cloth diapers are 
not allowed. Children are supervised at all times while on changing tables.
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Ill At School
Children may not come to school when they are ill.  We are not equipped to provide  
the kind of one-on-one care a sick child needs.  Children who have symptoms of the  
following will be sent home:
 H Fever (100˚and above)
 H Diarrhea with other symptoms.
 H Vomiting
 H Rash
 H Nasal discharge that is green or yellow 
 H Complaints of ear pain 
 H Productive cough 
 H Severe sore throat 
 H Eyes that are pink, burning or itching or producing discharge

A child who is showing signs and symptoms of illness will be kept away from other children in 
a quiet comfortable area until a parent or guardian can pick them up.  If in the event we cannot 
reach a parent/guardian we will refer to the emergency contact list. Children may return when 
they are fever free for 24 hours and showing no further signs of illness.

Accident, Injury and Medical Emergency Procedures
1.  Injuries of a minor nature (small cuts, bruises, bumps, etc.)
 a. Staff gives necessary first aid and notifies parents of injury upon pick-up  

from Center.
 b. If the injury appears of a more serious nature, the parents will be notified  

for further instructions.
2.  Serious Injuries
 a. Staff member will call  an ambulance and then make contact with  

parents/guardians or other emergency contact.
 b. Staff will give first aid/CPR until ambulance arrives.
3.  Accident reports are sent home following a serious injury.

Communicable Diseases
The following is a list of Excluded Communicable Diseases. A child or staff member  
with any of these diseases will not be allowed to return to school without a doctor’s  
permission. Parents will be notified of any outbreaks of these communicable diseases.
Chicken Pox   Tuberculosis  German Measles  Whooping Cough 
Hemophilus  Influenza  Hepatitis A  Measles
Salmonella  Meningococcus Shigella  Strep Throat
Giardia  Lice    Scabie   COVID 19  
                     HHPlease see COVID-19 Addendum pages 

Please see full illness policy in Addendum B
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Individual Health Care Plan
An Individual health Care Plan (IHCP) must be maintained for each child with a chronic medial 
condition, which has been diagnosed by a licensed health care practitioner. The plan must  
describe the chronic condition, its symptoms, any medical treatment that may be necessary 
while the child is in care, the potential side effects of that treatment and the potential  
consequences to the childs health if the treatment is not administered. All staff working with the 
child will have access to the childs medication and will familiarize themselves with the IHCP to 
ensure their understanding of the child’s needs.

Discipline Policy
We understand discipline to mean helping children to learn acceptable behavior. We believe that 
children begin to learn self-discipline, or how to guide their own behavior, when they are treated 
with respect. We do not use the same discipline techniques in every situation, for we recognize 
that each child and each situation is unique. Still, all staff members recognize and follow  
certain general discipline techniques endorsed by the National Association for Education of 
Young Children.  
 
 H Setting consistent and fair guidelines for classroom behavior, and reminding  

children of these guidelines when necessary.
 H Listening carefully to what children have to say about their feelings.
 H Regarding mistakes as opportunities for learning.
 H Helping children to develop the skills to solve their own conflicts.
 H Modeling appropriate and respectful treatment of people and materials.
 H Redirecting children to more acceptable behavior.

In the case of inappropriate behavior, a staff member would first try to determine what hap-
pened, and then use his/her professional judgment to decide how to best handle the situation. 
Children are strongly encouraged to talk about what is bothering them, and the staff members 
try to involve children in resolving conflicts. Staff members also try to help the children see 
each other’s point of view, which is the first step in developing empathy, an important pro-social 
behavior. 
We do not use the “time out” chair or area. On occasion, a child may be redirected away from a 
group or activity, but this is not used as punishment. Instead, an attempt is made to change the 
situation that is leading to inappropriate behavior.

 
Techniques that are not used under any circumstance are hitting, yelling,  

criticizing, threatening, making hurtful or sarcastic comments,  
withholding food from a child or denying outdoor time.
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SAFETY AND SECURITY

Video Surveillance Policy
To ensure the safety and security of all children, staff, parents, and visitors, as well as the  
security of our daycare facility, The Magical Years Early Learning Center is equipped with 
24-hour video surveillance system and security cameras. They are installed  in all classrooms, 
hallways and outside areas and may conduct video surveillance of any portion of its premises at 
any time, the only exception being private areas such as restrooms. Video/security cameras are 
positioned in appropriate places within and around our center facility and used in order to help 
promote the safety and security of people and property. 

Because we respect the privacy of all children, parents, and staff in our daycare center,  
our 24-hour video surveillance system/security cameras are for internal purposes only.

ONLY the  Directors and/or the owners are allowed to view our security cameras/video footage 
either at the Center’s office at the site OR live video footage may be viewed remotely from the 
owner’s office.

Background Checks
As a condition of employment, all prospective employees are required to sign a consent
form, which allows The Magical Years Early Learning Center, Inc. to process a Background 
Check.Such checks include data provided by the Massachusetts Department of Criminal Justice 
Information Services (DCJIS); the Massachusetts Department of Children and Families (DCF); 
the Massachusetts Sex Offender Registry Board (SORB); the state and national fingerprint data-
bases; as well as all relevant state and national criminal history, child welfare and sex offender 
registries, databases and repositories. These background checks will be conducted by the De-
partment of Early Education and Care. Only the Licensee and BRC Program Administrator will 
be able to view these results for hiring purposes. All discretionary hires will be handled by the 
Department of Early Education and Care (EEC). EEC provides a list of disqualifying offences 
which will not allow individuals to work in an EEC licensed facility.  When the BRC Program 
Administrator leaves The Magical Years organization, the office will immediately contact EEC 
in writing of the changes. All employees BRC will be completed every two years. Fingerprints 
will be done every 3 three years.  Any outside volunteers, and organization who services chil-
dren within our facility and are left unsupervised with children a BRC and Fingerprint will be 
required. Any employee, volunteer or intern can be subject to a new BRC anytime when The 
Magical Years receives information that may indicate the need of disqualification of employment.

Volunteers / Student Interns
Occasionally, we have high school students volunteer to fulfill community service hours for 
different classes. Our program is also open to college student interns to observe or to fulfill their 
practicum. Volunteers and Interns will not interact with an individual child one on one without 
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written parent/guardian consent. Nor will anyone who does not work directly with The Magi-
cal Years Early Learning Center, Inc. have any personal information without written guardian 
consent. No person who does not directly work for The Magical Years Early Learning Center, 
Inc. will have responsibility for or be unsupervised with any child at any time, including high 
school early childhood education students. 

Court Orders, Custody and Restraining Orders
The Magical Years cannot legally deny child access to a paren/guardian unless copies of legal 
documents have been provided to the school’s Directors. Therefore, parents must immediately 
provide the program with copies of any restraining orders involving any child participating in 
the program at The Magical Years and, if available, a photo of the restrained individual.

If the program receives a court order from a court of competent jurisdiction or a subpoena for 
records, The Magical Years will notify the parent immediately. All record requests would need 
to comply with the court order or subpoena.

Inclement Weather Policy
Full Day & Half Day Preschool
In inclement weather, when Halifax Elementary, Silver Lake, Pembroke Public,  
Kingston Elementary Public Schools are closed the Center will likely be closed or delayed for 
opening. We need to take precautions to assure that the roads as well as the center’s parking 
lot and sidewalks are safe for the staff, children and parents. An email will be sent at or before 
6:00am. You can also check our center’s Facebook page for updates.

  
Emergency Policies
When a State of Emergency is declared the Center will be CLOSED. If the state closes early 
during the day, the Center will close early and we will contact the parents. Please make ar-
rangements to have your child picked up as soon as possible in inclement weather. The safety 
of the children and staff are always a priority. As always we will do our best to remain Open. 

**Please note that the Center may be closed  
    at the discretion of the Center’s  
    Owner, Darcy Kennedy.**

  
  *PLEASE BE SURE TO CHECK OUR 
  FACEBOOK PAGE AND EMAIL FOR 
  CENTER CLOSURES.
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Contingency Plans for Emergency Situations
Copies of diagrams of exit routes from each exit.

Evacuation routes are posted by doors in all classrooms.

If cause to evacuate means leaving the premises, we will contact First Student for transporta-
tion away from the Center.

Evacuation Meeting Location
Staff person/s responsible for taking attendance during emergency evacuations:
Teacher or staff person designated by Director/Lead Teachers/Teachers when evacuation begins.
 H  Pembroke Center: Preschool playground against the back fence.
 H  Halifax Center: Preschool / Toddler Playground
      H  Kingston Center: Preschool Playground

Who leads children out of the building?
Director, Lead Teachers, Teachers and all other staff members present.

Who checks for stragglers?
The scheduled Director. If Director not on premise, the Lead Teacher scheduled to work.

Location of Attendance
The Center will maintain a daily attendance list. Staff members are responsible for signing  
children in and out of the school by arrival and departure times. The attendance will be kept  
near the entrance of each classroom and readily accessible in the case of an emergency evacuation.

Who checks attendance against evacuated children?
Director, Lead Teachers, Teachers for each group.

Infant Room Evacuation
The Infant Lead Teacher/Teacher shall put the infants in the evacuation crib and transport them 
out of the building to the locations below. The director will assist in all infant evacuations.
 
Upon arriving at the designated evacuation assembly area, all infants must be physically  
accounted for against the attendance sheet and the results reported directly to the director.  
The Infant Lead Teacher/Teacher or Assistant is responsible for bringing the attendance and 
emergency contact book. For inclement weather, if possible take appropriate supplies to protect 
the infants.

In the event of loss of power.
Depending on the time of day children will remain at the Center until the problem is  
resolved. Should the time of day leave the Center dark or put children in harms way,  
parents/guardians will be contacted to pick up their children. The Center will remain closed 
until the problem is resolved.
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In the event of loss of heat or water.
In the event the center loses heat in the winter months, parents/guardians will be contacted to 
pick up their children. In the event the Center loses water the Director will contact the local 
water department to determine the duration of water loss. If the duration is longer than 1 hour, 
parents/guardians will be contacted to pick up their children.

In the event of Natural Disaster, Fire, Flood, Tornado
 H  Halifax Center-Children will walk down Industrial Drive to WES Construction  
  located at the end of Industrial Drive. 
 H  Pembroke Center-Children will walk next door to Cape Cod Fire.
 H  Kingston Center-Children will walk next door to Crystal Clear Pools.

**In the event of an emergency where we need to transport the children we will contact 
First Student Bus Transportation of Duxbury to have the children evacuated to the  
following locations:
 H  Pembroke Center: North Pembroke Elementary School
 H  Halifax Center: Halifax Elementary School
 H  Kingston Center: Kingston Elementary School

H  The Center will always follow the directions of the local emergency management authorities.
H  The Center will contact the local police/fire department to determine if the Center needs to be evacuated.
H  In the event of any emergency parents/guardians will be contacted via land line telephone or cell phone.

In the Event of a Missing Child
In the event that a child is assumed to be missing, teachers will immediately cease all  
activities, take attendance and conduct a head count. Next, one teacher or assistant  
teacher will notify the Center Director. The Center Director will then notify the Police,  
and parents of the missing child. The Director and Lead Teacher will then be responsible for 
contacting all the families of the situation and cease all activities for the day.

V VV
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Identifying and Reporting Child Abuse/Neglect
The Magical Years staff is mandated by law (Massachusetts General Law C119, Section 51A) 
to identify and report any suspected child abuse and neglect to the Department of Children and 
Families.  All staff is trained to recognize signs of physical and emotional neglect.
The following is the procedure for reporting child abuse or neglect once it’s identified:
 H The teacher or other staff member who suspects a child abuse and neglect will report im-

mediately to the Director. The teacher must document the observation including child’s 
name, date, time, child’s injuries, child’s behavior, and any other pertinent information.

 H The Director will contact DCF and provide an oral report to the EEC within 24 hours. 
The Director also logs pertinent information for the record.

 H The Director will try to contact the child’s parents to explain and clarify the  
situation.

 H The Director will file a written report 51A to EEC within 48 hours of the initial  
oral report.

 H The center staff will corporate with the investigation efforts of DCF
 H Any Magical Years staff that is suspected of abusing a child will be immediately re-

moved and isolated from contacting children until the matter is investigated and cleared. 
The staff member will be disciplined and potentially terminated depending on the nature 
of the incident. The Director will file an incident report to DCF and EEC. If the staff 
member is proven not guilty through the investigation, he or she may be permitted to 
come back and work at The Magical Years, at the discretion of the owner.

Fire Drills
Fire drills will be held monthly in accordance with instructions of the local fire authorities. The 
timing of the drills will be varied to include early morning, mealtimes, and nap times. At least 
one drill per year will be observed by a representative of the fire department.

Log of monthly evacuation drills, specifying time of day and effectiveness of drill  
(appropriate length of time it took to evacuate). 

Log of drills is kept on file in office.
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PARENT SUPPORT AND INVOLVEMENT

Home-School Communication
Cubby
Each child will have a cubby. Cubbies will hold a child’s outdoor clothing, backpack, or other  
personal items. Newsletters, notes from your child’s teacher, and other pertinent information are 
placed here.

Daily Verbal Communication
We encourage parents to talk with their child’s teacher at drop-off and/or at pick-up. It is  
important for the teacher to know information about your child, like how they slept last night, 
when they ate last, if they have any medicine, if they are teething, etc. The sharing of this  
information is important to best meet your child’s needs.

Daily Communication
In the Infant and Toddler classroom, each child will receive a daily communication via the Procare 
App. This will communicate to parents the diaper changes, nap times, feedings and daily activites, 
etc. For bottle-fed babies it will also indicate how many ounces were eaten at that time. 

Preschool/Pre-K classrooms: Communication Folder
Each child will be given a communication folder upon enrollment. In this folder you will find 
your child’s daily work and any other communication from the teachers or the center.

White Board
Each classroom has a whiteboard outside their room. Teachers will write on this board daily to 
communicate what they did in the classroom for the day.

Procare Connect  Program 
Procare Connect is a Parent Communication and Billing Program. 
Procare Connect will make our billing more efficient and easier for families! Procare Connect 
has a downloadable APP for families! You can manage your tuition through your phone, and 
also use this APP for parent communication.  Our teachers can take fun pictures throughout the 
day and send them directly to your phone’s Procare Connect APP. You will be able to easily 
view, download, and share these pictures with others. 

For our Infant and Toddler families you will see daily reports of your child’s day. 
There are options to select which notifications you would like to receive or mute on your APP. 

Your center’s director will provide you with further information upon enrollment.
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Amending Child’s Records
A child’s parent/guardian shall have the right to add information, comments, data or any other 
relevant materials to the child’s record. The parent/guardian shall have the right to request a 
deletion or amendment of any information contained in the child’s record.

Center Happenings
The Magical Years makes every attempt to keep parents up to date on happenings here at the 
center and in the community. Center and Classroom newsletters are sent out monthly. Parent 
bulletin boards are in or outside each classroom. Information is also available via e-mail, on 
our website: www.TheMagicalYears.org and our individual centers Facebook page. Please 
read them. It is also the parents’ responsibility to keep up to date by being aware and checking 
for updates.

Contact Information
It is very important that we have current information on your child’s emergency contact form 
including accurate names, phone numbers, addresses and emails. If there are any changes in your 
contact information or anybody that might help pick up your child, please notify us immediately 
so that the changes can be made on your child’s emergency card. In addition, it is always helpful 
to know if there are any changes in your routine at home or in your child’s life that may affect 
them such as a move, new job, loss of job, etc, so that we can help your child cope if needed.

E-Mail
In our efforts to conserve paper and “go green” we ask that each family provide an e-mail ad-
dress.  We generally e-mail all newsletters and reminders. Postings and reminders will also be 
posted on the front door and each classrooms bulletin board.

Parent Visits
Parents are welcome at any time to come and visit their child. For mothers who are breast feed-
ing, the infant room provides a comfortable and peaceful area to enjoy that feeding time. 

For some children, particularly toddlers and preschoolers, multiple separations from the parent 
during the day may make the transition to school more difficult. If you find that your visits are 
more upsetting to the child it may be more beneficial to call and check in on your child to see 
how their day is going.

We encourage your involvement in the Center’s programs. Please come and participate in any 
special activities and feel free to share your talents and family traditions with us. We do 
request that you inform teachers / staff if you plan on visiting so they can plan their schedule 



H36

accordingly. If you have any comments, questions, concerns, or suggestions please feel free to 
stop in the office at anytime. Suggestions from families are always welcome through e-mail to 
make our Center the best learning facility it can be.

Conferences
Parent-teacher conferences are held on a regular basis to discuss your child’s progress, adjust-
ment to the center and other issues of concern to both parents and teachers. Preschool / Pre-K 
teachers complete developmental progress reports for each child and conferences are scheduled 
twice a year. Infant / Toddler teachers complete developmental progress reports every three 
months and schedule meetings with parents As needed. If they wish, parents are welcome to 
schedule additional meetings with their child’s teachers at any time.

The purpose of progress reports and conferences is to identify the children’s interests and 
needs, to improve curriculum, to adapt teaching practices and the environment, as well as to 
plan for program improvement.

Family Days
Family days are scheduled periodically throughout the year. You will be informed of any up 
coming special days in the monthly newsletter.

Field Trips
Field trips are an integral part of an early childhood education program. These trips offer  
Pre-school and Pre-K age children opportunities to observe, explore, and discuss aspects of  
their environment. The staff supervises trips; however parent volunteers’ are always a great  
asset to this type of experience. Transportation to the field trip destination is provided by First 
Student Bus Service. Notices will be sent home to parents prior to any trips.  Parents will also 
have the option to decide on an individual basis which field trip they do or do not want their 
child to attend.  In most cases, a field trip will take place on a school day.

Special Days
Celebration of Birthdays Policy: We enjoy celebrating birthdays with your child. Our absolute 
favorite birthday “treat” is a book for the classroom. You can inscribe it with your child’s name 
and picture and even wrap it for your child to open during class. We can read the book to the class 
during group time. This helps us promote a love of books and literacy. If you choose to bring in a 
treat we strongly suggest that you please bring in a healthy snack that is nut free.  Please no 
cupcakes, cakes or cookies.  Fruit, jello, or yogurt are great options. We recommend that invita-
tions to birthday parties, unless the entire class is invited, are not given out at school to avoid hurt 
feelings. You will receive a class list of emails within the first month of school.
Please do not send in balloons. They can present a serious choking hazard to young children.
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Holiday Celebrations
We respect and value the different ways families choose to celebrate different holidays.  We try 
not to over emphasize holidays, but focus on the celebration of events that are meaningful and 
interesting to the children. We welcome all input about special family celebrations.

Cultural Diversity
Cultural diversity is respected in all of our classrooms. The staff at The Magical Years Early 
Learning  Center, Inc is eager to learn about different cultures. Exposure to new foods, customs 
and materials is a learning experience for all of us. We always welcome parents into our school to 
share information with the children and teachers about their culture.

What To Bring
A seperate supply list for each room will be given upon enrollment.

Clothing/Seasonal Items
Active and sometimes messy play is going to be a part of your child’s day. It is recommended 
that children wear comfortable, washable play clothes that are easy to move around in. Parents 
are asked to bring a complete change of labeled clothing, including socks, onesies, shirts, pants, 
shorts, etc. to be left at school. It is also a good idea to keep a light sweater or sweatshirt in your 
child’s backpack in case it feels a little chilly in the classroom or is chilly outside. 

Children who are enrolled in the warmer months should also bring a hat, sunglasses, and 
sunscreen.  Children who are enrolled in the colder, winter months must be properly dressed
 to go outside. Every child will go outside. Infants must have warm and protective clothing and 
toddlers need to have clothing appropriate for playing on the playground (boots, snow pants, 
hat, scarf, water proof mittens).

Pacifier
If your child uses a pacifier, parents are asked to provide a labeled one along with a  
pacifier clip. Children in the Infant room who use pacifiers will have them on an as-needed  
basis throughout their day. Children in the Toddler room who use them will have a pacifier  
only at nap time. Toddlers will not be allowed to walk around the classroom with a pacifier  
during the day for the following reasons: it is not healthy for a child to pick up a pacifier off  
the floor once dropped and put back into their mouth; another child may put someone else’s 
pacifier in their mouth; it is difficult to understand a child who is trying to talk with one in his/
her mouth; and, the muscles in their mouth and tongue need to learn how to work when talking 
without a pacifier in it.
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Special Items
If your child has a special toy to sleep with, like a small stuffed animal or small blanket,  
please label it and your child will have it during nap time. At times a new child may have a 
hard time transitioning; we try to work with the families in helping this adjustment be less 
stressful. Children are welcome to bring a comfort item to help him or her transition into  
child care. Eventually, your child will not feel the need for it at school and will have formed 
positive relationships with his/her teachers. We view transitional comfort items as something  
that will benefit the child in helping him/her feel secure in this new environment.

EEC REQUIRED PARENT INFORMATION

The General Laws of the Commonwealth of Massachusetts mandates to the Department of 
Early Education and Care the legal responsibility of promulgating and enforcing rules  
and regulations governing the operation of child care centers (including nursery schools), and 
school age child care programs.

These regulations, 102 CMR 7.00, establish minimum standards for operation of group child 
care and school age child care programs in the Commonwealth. The regulations require certain 
things of licensees (child care program owner) in regard to their work with parents. A summary 
of the required parent information, rights, and responsibilities follows.

Parental Input
The licensee must appropriately involve parents of children in care in visiting the program, 
meeting with the staff and receiving reports of their children’s progress. The program must 
have a procedure for allowing you to give input and make suggestions, but it is up to the pro-
gram to decide whether or not they will be implemented.

Meeting with Parents
In group child care programs, the licensee shall assure that the administrator or his designee 
meets with the parent(s) prior to admitting a child to the program. The parents shall have an  
opportunity to visit the program’s classrooms at the time of the meeting or prior to the enroll-
ment of the child. In school age programs, the licensee shall provide an opportunity for the 
parent(s) and child to visit the program and meet the staff before the child’s enrollment.

Parent Information
The licensee must provide to the parents upon admission of their child the program’s written 
statement of purpose, including the program philosophy, goals and objectives, and the char-
acteristics of children served; information on the administrative organization of the program, 
including lines of authority and supervision; the program’s behavior management policy; the 
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program’s plan for referring parents to appropriate social, mental health, education and medical 
services for children; the termination and suspension policy; a list of nutritious foods to be sent 
for snacks or meals; the program’s policy and procedures for identifying and reporting suspected 
child abuse or neglect; the procedures for emergency health care and the illness exclusion poli-
cy; the program’s transportation plan; the procedure for administration of medication, and, upon 
request, a copy of the complete health care policy; a copy of the fee schedule, and in school age 
child care, the procedures for on-going parent communication. All of this information may be 
contained in a “Parent Handbook”.

Parent Conferences
The licensee must make staff available for individual conferences with parents at your request.

Progress Reports
At least every six (6) months the licensee should meet with you to discuss your child’s activi-
ties and participation in the program. The licensee will prepare a written progress report for your 
child, will provide a copy to you, and will maintain a copy of the report in your child’s file. If 
your child is an infant or a child with disabilities, you should receive a written progress report at 
least every three (3) months. Program staff must bring special problems or significant develop-
ments, particularly if they regard infants, to your attention as soon as they arise.

Parent Visits
You have the right to visit the center and your child’s room at any time while your child  
is present.

Children’s Records
Information contained in a child’s record is privileged and confidential. Program staff may not 
distribute or release information in a child’s record to anyone not directly related to implement-
ing the program plan for the child without your written consent. You must be notified if your 
child’s record is subpoenaed.

Content of a Child’s Record
Your child’s record typically contains the following items:
 H Application/registration form
 H Parents (or guardian) and emergency contact information
 H Parent authorization/consent forms, such as a list of authorized person(s)  

allowed to pick up the child and an authorization form for nonprescription  
medicine administration.

 H Records of child’s progress report
 H Child’s annual physical exam results and immunization information
 H Other child-specific information or documentation, such as allergies to medicine or food.
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Access to Your Child’s Record
You are entitled to have access to your child’s record at 
reasonable times on request.  
You must have access to the record within two (2) busi-
ness days of your request unless you consent to a 2 of 2 
longer time period. You must be allowed to view your 
child’s entire record, even if it is maintained in more 
than one location. The center must have procedures 
governing access to, duplication of, and dissemination of 
children’s record, and must maintain a permanent, writ-
ten log in each child’s record which identifies anyone 
who has had access to the record or who has received 
any information from the record. This log is available 
only to you and the people responsible for maintaining the center’s records.

Amending Your Child’s Record
You have the right to add information, comments, data, or any other relevant materials to the 
child’s record. You also have the right request deletion or amendment of any information con-
tained in your child’s record. If you believe that adding information is not sufficient to explain, 
clarify or correct objectionable material in your child’s record, you have the right to a confer-
ence with the licensee to make your objections known. If you have a conference with the  
licensee, the licensee must inform you in writing within one week of his decision regarding 
your objections. If the licensee decides in your favor, he must immediately take the steps  
necessary to put the decision into effect.

Confidentiality
Your child’s records are privileged and confidential. The Magical Years will not release or  
distribute your child’s information to any party or anyone outside of the Magical Years staff 

without the written consent of the parents (or 
guardian). The child’s records may be made 
available to the Department of Children and 
Families and the Department of Early Educa-
tion and Care (EEC). If for any reason your 
child’s record is subpoenaed, you will be noti-
fied. You will have access to your child’s re-
cords. Typically you should have access within 
two business days of your request. You have the 
right to add information/comments, or request 
deleting information in your child’s record. You 
can also request copies of your child’s records.
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Transfer of Records
When your child is no longer in care, 
the licensee can give your child’s record to you, or any other person you identify, 
upon your written request.

Charge for Copies
The licensee shall not charge an unreasonable fee for copies of any information contained in your 
child’s record.

Referral Process
The Magical Years Early Learning Center, Inc. shall use the following procedures for referring 
parents to appropriate social, mental health, educational and medical services for their child,  
should the school  staff feel that an assessment for such additional services would benefit the 
child.

Whenever ANY staff member is concerned about a child’s development or behavior and feel that 
further evaluation should be done, they should report it to the child’s Teacher, who will review 
concerns with the Director. If the Director agrees, the Teacher is requested to complete an  
observation report and review the child’s record prior  
to making a referral.
 H Referral Meeting with Parents - The Director will schedule a meeting with  

parents to notify them of the school’s concern and prepare a current list of  
possible referral resources. At the meeting, the director and teacher will  
provide the parent/guardian(s) a written statement including the reason for  
recommending a referral for additional services, a brief summary of the school’s   
observations related to the referral and any efforts The Magical Years may have  
made to accommodate the child’s needs. The Director will offer assistance to the  
child’s parents in making the referral. Parents will be encouraged to call or request in 
writing an evaluation. If parents need extra support, the director of The Magical Years, 
with written parental consent, will contact the referral agency for them.

 H Follow Up Referral - The Director will, with parental permission, contact  
the agency or service provider who evaluated the child for consultation and  
assistance. If it is determined that the child is not in need of service from this agency,  
or is ineligible to receive services, the staff of The Magical Years shall review the  
child’s progress at the school  every three months to determine if another referral is  
necessary.

 H Referral Records - The Director/lead teacher will maintain a written record of any  
referrals, including the parent conference and results. A referral checklist will be kept 

  in the child’s record at school. 
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RESOURCES CONTACT NUMBERS

Kennedy Donovan Center .......................................................................... 508-747-2012

Department of Education ........................................................................... 781-338-3000

Kingston Elementary School ..................................................................... 781-585-3821

Halifax Elementary School ........................................................................ 781-293-2581

Martinson Elementary School .................................................................... 781-834-5025

North Pembroke Elementary School ......................................................... 781-826-5115

Learning Disabilities Association of Massachusetts .................................. 781-891-5009

Department of Early Education and Care .................................................. 508-828-5025

Families Organizing for Change ................................................................ 800-406-3623

Family Ties................................................................................................. 800-905 TIES

Food Source Hotline .................................................................................. 781-891-5009

Massachusetts Dental Society .................................................................... 800-342-8748

Parents Helping Parents Hotline ................................................................ 800-882-1250

Children At Risk Hotline ........................................................................... 800-792-5200

Vision Foundation ...................................................................................... 800-852-3029

Department of Public Health ..................................................................... 671-624-5070

Community Care for Kids .......................................................................... 617-471-6473

Home Health and Childcare ....................................................................... 508-588-6070

DCF (Department of Children and Families) ............................................ 800-469-9888

Silver Lake Integrated Preschool ............................................................... 781-585-4382

Pembroke Integrated Preschool ................................................................. 781-826-5115

Marshfield Integrated Preschool:

  Daniel Webster ......................................................................................... 781-834-5045

  Martinson Elementary .............................................................................. 781-834-5048
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The Magical Years 

Drop off and Pick-Up Procedures  
 

Due	to	COVID-19,	our	center	will	be	temporarily	modifying	our	Drop-Off	and	Pick	Up		
procedures	until	further	notice.	Thank	you	for	your	understanding!	

 

Child Drop-Off  We are asking that families  park in the front of the Center.  Please open up your Procare app 
using your smartphone and complete the health and wellness check. Families should then walk to side walk using social 
distancing. 

You will be greeted by a staff member  wearing a mask. 

After your child is cleared to enter the building, the Director or designated staff member will then assist your child/(ren) 
into the Center.  

After	the	child	is	in	the	building,	additional	staff	will	assist	with	sanitizing	children’s	hands	and	escorting	the	child	
to	their	designated	classroom	where	they	will	be	instructed	to	wash	their	hands	with	soap	and	water.	 

Infants	can	be	passed	to	staff	while	still	in	their	car	seats,	if	the	car	seat	will	be	left	at	the	Center,	please	ensure	it	is	
clearly	labeled	with	your	child’s	first	and	last	name. 

Families are encouraged to use our Automatic Payment option via Procare Connect. However, we are still accepting Cash 
or check payments. These forms of payments must be put in a sealed envelope and handed to staff member during drop 
off.  

Receipt for cash payment will be given in sealed envelope at end of the day (if paying at Pick-Up, receipt will be given 
next business day).  

 

Child Pick-Up Families should follow the same procedure that we are using for the Drop-Off procedure.  
*Please note: you do not have to open your Procare app to sign your child out. This will be done by a staff 
member. 

As families arrive, a staff member will acknowledge you and will prepare your child and their belongings. Once 
they are prepared for departure, the TMY staff will dismiss your child to you.  

Infants will be placed in their bucket car seat (if it was left at arrival). Parents are responsible for checking and 
ensuring that all straps and restraints are properly adjusted for your child before leaving the parking lot.  

 
 

Addendum A



Addendum B

    Updated 10/13/21 

 

 

  

 
 
 
 
 
 
 
RE: Illness Policy 
 
One of our core values here at The Magical Years Early Learning Center, Inc. is providing a 

healthy learning environment.  We understand that it is challenging for a parent/guardian to leave 

or miss work. However, exclusion from The Magical Years  is sometimes necessary to reduce the 

transmission of illness. It is our goal to continue to provide the best care and education to your 

children.  We need you to do your part to help us achieve this.  Please, if your child is sick keep 

them home and follow the procedures outlined in this policy.  Mild illnesses are common among 

young children and infections are often spread before the onset of any symptoms.  

 

Included in this policy is COVID-19 Procedures Policy, Quarantine and Testing Guidelines, 

Common Illness Procedures and Communicable Disease Procedures.   

 

We appreciate you following these policies and thank you for your cooperating and understanding. 

If you have any questions, please do not hesitate to contact your Center Director. 
 

 

 

 

 

 

 

 

 



H45

    Updated 10/13/21 

 

 

  

COVID-19 Procedure and Policy 
 

Any person that develops symptoms of COVID-19 will be immediately removed from others and be sent home. 
 

● Upon arrival, every child will be subject to a daily visual health check and self-assessment.  
 
● COVID-19 Symptoms:  Any of the below symptoms will exclude your child from the program.  If these 

symptoms occur while the child is in the school, they will be sent home.  Symptoms include, but are not 
limited to: 

 
o Fever (of 100 or higher) 

o Muscle Aches or Body Aches 

o Shortness of breath 

o Loss of taste / smell 

Person(s) with any COVID-19 symptoms listed in RED above will be instructed to contact their health 
care provider and a negative COVID test is required upon return. 

 
If symptoms include a fever (at or higher than 100), in addition to a negative COVID-19 test result, you will 
also need to be fever-free without the use of fever-reducing medication (i.e. Tylenol, Advil, etc.) for 24 hours. 
 
If your child is exhibiting any combination of symptoms below, you must contact your medical provider and be 
tested 
 

o Persistent Cough  (not due to other known cause, such as chronic cough documentation from 

medical provider will be needed) 

o Sore throat when in combination with other symptoms 

o Nausea, vomiting, or diarrhea when in combination with other symptoms 

o Headache when in combination with other symptoms 

o Fatigue when in combination with other symptoms 

o Nasal congestion or runny nose (not due to other known causes, such as allergies 

documentation from a medical provider will be needed ) when in combination with other 

symptoms 

** Please note: Documentation of negative results will be required to return** 
If your child is being tested for COVID-19 or any member in your household is being tested for COVID-19 
your child or siblings MAY NOT ATTEND THE CENTER while awaiting the results.  

 
If you choose not to have your child tested or consult a medical provider, we will ask that you please keep your child home for 

10-days from onset of symptoms. Regular tuition will be due during this time. 
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    Updated 10/13/21 

 

 

  

COVID-19 Testing and Quarantine Charts 
 

Please see charts below for steps to follow if you, your child or a  

staff member has been exposed or tested positive for COVID-19. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 
 
 
 

Please note vaccinated individuals are exempt from quarantine if exposed unless they are exhibiting 
symptoms, a COVID-19 test will be required. 
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    Updated 10/13/21 

 

 

  

Common Illness Symptoms and Return to Care Procedures 
 

Symptoms and behaviors that are grounds for dismissal or temporary program exclusion may 
include but are not limited to: 
 

● Illness that prevents the child from participating comfortably in program activities. 

 

● Illness that results in greater need for care than our educators can provide without compromising the 
health and safety of other children. 

 
 

● A severely ill appearance—this could include lethargy/lack of responsiveness, irritability, 
inconsolable crying, difficulty breathing, or having a quickly spreading rash. 

 
 

● Fever with a temperature of 100, without any fever reducing medication. A child can return once 
he/she is fever free for 24 hours without the use of fever reducing medication.  
If your child returns and develops a fever that same day, he/she returns,  he/she will be dismissed 
and he/she may be asked to submit a doctor’s note to return. 

**Excluding during COVID-19 Pandemic a negative test result will be required. 
 

● Diarrhea, stools with blood or mucus, and/or uncontrolled, unformed stools that cannot be 
contained in a diaper/underwear or toilet. If a child has 3 or more in this category they will be 
dismissed from school. Children may return after a full 24- hours, when symptoms cease.  
If your child returns and has diarrhea that same day, he/she returns,  he/she will be dismissed and 
he/she may be asked to submit a doctor’s note to return. 

 

● Vomiting once at school or 24 hours prior to the arrival of school. If an infant has excessive spit up, 
he/she may be sent home.  
Upon returning to school after a 24-hour period of being vomit free, if child should vomit again, a 
note from a doctor will be required for the child to return to school. 
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COMMUNICABLE DISEASES 
DOCTORS NOTE REQUIRED TO RETURN 

 
If your child is excluded from the program because of a communicable disease, a doctor’s note stating 
that the child is no longer contagious and return date is required. These conditions may include: 
 
 

● Conjunctivitis (pink eye with eye discharge) Signs of pink eye include redness or pink in the white 
of the eye with discharge or dried discharge on the eyelashes. Your child will be sent home. Eye(s) 
must be COMPLETELY clear and child must be accompanied with a note from the doctor upon 
return to school.  

 
● Chickenpox: Can return with a doctor’s note AND all lesions must be dried and crusted over and no 

new lesions can appear. 
 

● COVID-19: Can return after 10- days of testing positive – A note from the provider instructing 
return date will be required. 

 
● Croup: Can return after fever is gone for 24hr without the use of fever reducing medication and a 

doctor’s note with return date.   
 

● Fifths Disease: Can return after fever is gone for 24hr without the use of fever reducing medication 
and a doctor’s note with return date. 

 
● Hand Foot and Mouth disease or Coxsackie: Can return with doctor’s note AND child must be 

fever free, OR have no new sore outbreaks and existing sores have dried out. 
 

● Head lice: Can return with doctor’s note or a note from a lice specialist AND there are no live lice 
or NITS  following hair treatment. 
 

● Impetigo: Can return with a doctor’s note AND must be on treatment for a full 24- hours.  
 

● Rash: Unless a doctor has determined it is not a communicable disease. A doctor’s note must be 
presented for the child to stay or return to school. 

 
● Ringworm:  Can return with doctor’s note AND having started treatment and as long as the area is 

covered with a bandage. 
 

● RSV: Can return with a doctor’s note and when he/she is fever free for 24 hrs. without fever reducers 
and is no longer wheezing. 

 
● Strep throat: Can return with doctor’s note AND after the child has been on antibiotic for a full 24 

hours. 
 

● Scabies: Can return with a doctor’s note AND if the child has been on treatment for at least 24-
hours.  



H49

9/28/21 

 

The Magical Years Updates 

We are at the service of our staff, students, and families to keep them safe 
more than ever before. Below are Extra Measures The Magical Years Early 
Learning Center, Inc. are taking to keep our Centers and Community Safe.  

• The Magical Years Centers are diligently following safety and sanitization 
requirements and recommendations given by the CDC and the Department of 
Early Education and Care. We have Intensified our cleaning and custodial 
services.  

• Frequent disinfecting and sanitizing of high- touch areas in classrooms, toilets, 
play area, toys and surfaces is being conducted multiple times during the day. 
Disinfecting playground equipment before and after each use is part of our safety 
protocols.  

• The only persons allowed in our Centers are children, staff and interventionists.  

• Flexible External drop-off and pick-up of children. 

• Increased frequency of hand washing by children and staff, which is incorporated 
into our Daily Morning Routine of Health & Safety Curriculum and daily staff 
protocols. 

• Continuous ongoing health & safety training of CDC and EEC recommended 
practices for control of Respiratory Infections for Management and Staff, 
including first aid and CPR.  

• All centers will stay up to date with the latest state guidelines, licensing 
requirements, and CDC guidelines regarding the safety and well-being of children 
and community.  

• Nap time arrangements will follow licensing and CDC regulations of maintaining 
physical distance between children.  

• Children are assigned their personal spaces and encouraged to use their personal 
materials which are being labeled and stored in their cubbies. 

• All staff will be wearing masks indoors. 

•  Strongly encouraging masks for children over the age of 2 years.  

Addendum C
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Introduction 
 
Coronavirus Disease (COVID-19) is a respiratory disease caused by the SARS-CoV-2 virus. The rapid global 

spread of COVID-19 has been classified as a global pandemic, and many places including the state of 

Massachusetts, are taking steps to protect communities and slow the rate of transmission. 

This COVID-19 safety plan is required by the state of Massachusetts Phase plan to re-open Massachusetts. It 

has been developed by following the recommendations of and guidance by the CDC and the Department of 

Early Education and Care’s Health and Safety Guidelines and Childcare Playbook. A great deal of detailed 

information can be found by following those links. 

https://eeclead.force.com/resource/1608087503000/ChildCarePlaybook 

https://eeclead.force.com/resource/1598028195000/EEC_RevisedMinReq 

https://www.cdc.gov/coronavirus/2019-ncov/community/schools-childcare/guidance-for-childcare.html#General 

The Magical Years Early Learning Center, Inc. is committed keeping the health, safety and overall wellbeing of 

all children families and staff its priority at all times. We are committed to communicating with you as 

transparently as possible. As business conditions and practices change and additional guidance is issued by 

local, state, and federal authorities, we will adapt to the new realities and update this plan. The date that the plan 

was most recently updated is noted on the bottom left corner of every page.  

 

Disclaimer 

The COVID-19 pandemic is an ongoing, rapidly developing situation. The Magical Years Early Learning 

Center, Inc.  encourages all staff members and families to monitor publicly available information and to always 

follow federal, state, and local health organization guidance and government mandates. This plan is 

demonstrating our best efforts to increase safety at our facilities. Given the nature of the COVID-19 pandemic, 

particularly with respect to transmission by asymptomatic carriers, we cannot guarantee an environment free 

from COVID-19 or any other virus or disease. Despite our best efforts in following all applicable guidance, a 

parent, child, family member, or staff member of The Magical Years Early Learning Center, Inc. may be 
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infected, with or without their knowledge, and may be unaware that they carry a virus putting others at risk of 

contracting COIVD-19 or another disease. 

The information provided herein is obtained from publicly available sources, including federal agencies and 

governmental entities, leading trade associations and industry consultants. This information may vary and will 

be updated depending upon current situations and as the knowledge base concerning COVID-19 grows. As 

there is yet much to learn about COVID-19, please be advised that The Magical Years Early Learning Center, 

Inc. can give no assurances as to the accuracy or completeness of the information provided. Further, the 

information contained herein is provided for general informational purposes only and should not be construed 

as a contract or guarantee of performance or results. 

 

About COVID-19 

Symptoms of COVID-19  

Infection with SARS-CoV-2, the virus that causes COVID-19, can cause illness ranging from mild to severe 

and, in some cases, can be fatal. Symptoms typically include fever, cough, and shortness of breath. Some people 

infected with the virus have reported experiencing other non-respiratory symptoms. Other people, referred to as 

asymptomatic cases, have experienced no symptoms at all. 

According to the CDC, symptoms of COVID-19 are varied and may appear in as few as 2 days or as long as 14 

days after exposure. CDC distinguishes acute respiratory illness of recent onset from chronic illnesses like 

asthma, allergies, or chronic obstructive pulmonary disease (COPD). Additional information from CDC 

regarding COVID-19 symptoms is available at https://www.cdc.gov/coronavirus/2019-ncov/symptoms-

testing/symptoms.html and https://www.cdc.gov/coronavirus/2019-ncov/community/general-business-faq.html. 
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How COVID-19 Spreads  

Although the first human cases of COVID-19 likely resulted from exposure to infected animals, infected people 

can spread SARS-CoV-2 to other people. 

The virus is thought to spread mainly from person-to-person, including: 

• Between people who are in close contact with one another (within about 6 feet). 

• Through respiratory droplets produced when an infected person coughs or sneezes. These droplets can 

land in the mouths or noses of people who are nearby or possibly be inhaled into the lungs. 

It may be possible that a person can get COVID-19 by touching a surface or object that has SARS-CoV-2 on it 

and then touching their own mouth, nose, or possibly their eyes, but this is not thought to be the primary way 

the virus spreads. 

People are thought to be most contagious when they are most symptomatic (i.e., experiencing fever, cough, 

and/or shortness of breath). Some spread might be possible before people show symptoms; there have been 

reports of this type of asymptomatic transmission with this new coronavirus, but this is also not thought to be 

the main way the virus spreads. 

Although the United States has implemented public health measures to limit the spread of the virus, it is likely 

that person-to-person transmission will continue to occur.  

The CDC website provides the latest information about COVID-19 transmission. 

*The About COVID-19 section of this plan was copied directly from OSHA’s Guidance on Preparing 

Workplaces for COVID-19 
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Safety in Childcare 
 
In general, child care providers must follow strict regulations, particularly health and safety protocols. This 

focus on health and safety is vital in minimizing the spread of infectious diseases. The high degree of sanitizing, 

disinfecting and health and safety regulations makes preschool and childcare safe. In order to minimize the 

spread of COVID-19, the CDC issued guidelines in March of 2020 and is updated on an ongoing basis. 

https://www.cdc.gov/coronavirus/2019-ncov/community/schools-childcare/guidance-for-childcare.html. 

Massachusetts Department of Early Education and Care (EEC) issued new regulations on June 1, 2020  

(updated on an ongoing basis ) regarding new health and safety protocols to be followed by all child care 

programs.  

We recognize that deciding to send your child to group care is complicated, and the concerns for their health 

and safety must be balanced with employment needs. We have had the benefit of being in daily contact with 

multiple programs around the country and world who have been operating safely throughout the pandemic with 

new health and safety protocols, and are very reassured to know that families, children and staff have remained 

healthy. Nearly 45% of child care programs in the US remained open during the pandemic, serving the families 

of essential workers, and data suggests that safely keeping daycares open does not contribute to the spread of 

COVID-19, particularly with the implementation of new cleaning and safety protocols. Many countries have 

either reopened or kept open child care centers, and none have seen an increase in viral transmission.  

Deciding 

We completely understand that the decision to attend group care is complicated. Parents need to consider their 

work situation, child care alternatives, family health situations, and their own tolerance for risk. While we 

cannot assure you that there is no risk of a child being exposed to COVID-19 in group care, we can reassure you 

we have always upheld our value of the importance of cleanliness within our Center.  We will continue that 

with even move enhanced measures and ensure that all of our staff are properly trained and consistently 

following protocol.               
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New Health & Safety Protocol Summary 
In order to re-open, all child care providers in Massachusetts have had to demonstrate compliance with the new 

regulations in order to regain licensed status. These protocols include changes in the following areas: 

 

Enhanced health & hygiene practices  

• Illness: All families and staff will be instructed to stay home when sick. 

• Limiting visitors: Non-essential staff, parents and visitors will be restricted from entering the program. 

Drop-off and pick-up will occur outside the building. Staff members will meet families at a check-in 

station outside the front door to conduct a health check for each child and bring them to their classroom. 

• Daily health checks: All individuals will be required to self-screen at home before arriving at the 

program, including a temperature check. Children will be visually screened prior to admittance into the 

program for signs and symptoms of infection. They will also need to answer a questionnaire about their 

health, their child’s health, recent exposure and COVID-19 testing via the PROCARE application.  Any 

individual with a fever (100.0°F or above), cough, shortness of breath, gastrointestinal upset, new loss of 

taste/smell, muscle aches, chills/shaking, or any of the other signs of illness will not be permitted to enter 

the program.  

• Consistent staffing: To the best of our ability, children will be in consistent groupings with consistent 

staffing. However, there may be time children will be combined at the beginning and end of the day or 

while outside where risk of transition is minimal.  By doing our best to stay consistent it  will make it 

easier if a child or staff member does develop symptoms or is positive for the virus to trace their contacts. 

*To the best of our ability we will ensure that we have vaccinated staff float rather than unvaccinated staff.  

• Symptom isolation: Children with symptoms of Covid-19 will be isolated with immediate parent pick-up. 

Self-isolation of any family members or staff exposed to or displaying symptoms of the virus will also be 

required. 
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• Personal Protective Equipment: Our staff will be wearing face coverings.  When possible and at the 

discretion of the parent or guardian of the child, we will encourage the wearing of masks/cloth face 

coverings for children age two and older who can safely and appropriately wear, remove, and handle 

masks. Masks do not need to be worn during outdoor play, if children are able to keep physical distance 

from others.  

• Handwashing: All individuals entering the building will be required to wash hands immediately. 

Monitored handwashing and hygiene protocols will be built in at all necessary times during the day (upon 

arrival, before and after meals, after toileting and diapering, after coughing and sneezing, after contact with 

bodily fluids). When outside or during activities where soap and water are not readily available for use, we 

will have carefully monitored use of hand sanitizer appropriate to the age of the child.  

• Training: Staff will be trained in recognizing symptoms, increased hygiene and disinfection protocols, as 

well as best practices in physical distancing with young children. 

• Health monitoring during the day: Staff will actively monitor children throughout the day for symptoms 

of any kind, including fever, cough, shortness of breath, diarrhea, nausea, and vomiting and children 

exhibiting signs of illness will be separated from the larger group. 

• Sent home sick: We will have a safe space where it is easy to supervise isolated children who may 

become sick while in care. The space will offer the child some comfort and allow staff to keep the child 

away from other children until the child can be picked up. 

• Exposure:  Non-Household Member-(Guidance taken from EEC Playbook updated 12/14/20) 

1. If an individual is identified as a close contact of a COVID-19 positive individual, they must quarantine 
until they are released by a public health authority (either the Local Board of Health or the Community 
Tracing Collaborative). In general, a close contact will need to quarantine for:  

a . 7 days if the individual gets a negative test result on or after day 5, experiences NO 
symptoms, and continues to monitor for symptoms through day 14. (Return to care on day 8) 
b . 10 days if the individual experiences NO symptoms and continues to monitor for symptoms 
through day 14. (Return to care on day 11) 
c . 14 days if the individual experiences ANY symptoms during the 14 days.  
 
 



H58

10/21  8 

2. If an individual tests positive for COVID-19, they may return to care or work when they have been 
released from isolation by a public health authority (either the Local Board of Health or the Community 
Tracing Collaborative). Return will typically be 10 days after symptom onset if the symptoms are 
improving AND the individual has been fever-free without fever reducing medication for at least 24 
hours, or 10 days from test date if the individual is asymptomatic. (Return to care day 11) 

 

3. If an individual is symptomatic, they should be tested for COVID-19 using a PCR test.  
1. a .  If a symptomatic individual does not get tested, they may return after 10 days in self-

isolation AND their symptoms are improving AND they have been fever-free without fever 
reducing medication for at least 24 hours.  

2. b .  If a symptomatic individual tests negative for COVID-19, they may return to care or work 
when symptoms begin to improve AND they have been fever-free without fever reducing 
medication for at least 24 hours.  

If an exposure is a household member. A minimum of 14-day quarantine from household members test date is 
required. Please note this could be longer if guidance suggests from the local BOH or DPH. 

Physical (social) distancing & limited sharing  

Restructured Classrooms / Distancing  

The number of children permitted to use any one space or activity center at the same time will be limited to 

one or two children. If children are rotating around to various activities, they will be monitored closely and 

any materials that were placed in their mouth removed. Whenever materials and spaces are shared, children 

will be reminded not to touch their faces and to wash their hands after using these items. The classrooms will 

be rearranged to promote individual play, including setting up individual play activity stations like puzzles and 

art. Activity areas/learning centers will be placed as far apart as possible. In addition, where possible, 

classrooms will be restructured to incorporate the larger square footage per child required. 

Group Activities. 

All field trips will be suspended until further notice.  

Non-essential Visitors 

 For the duration of the pandemic, the program will not be admitting any non-essential visitors (we will have 

curbside drop-off/pick-up, and virtual / after-hours tours). However, are able to accommodate visits from EI, 

Speech, OT, PT etc. if available and permitted by agency and facility. Please contact the Center Director for 

further information. 
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What You Can Do 

We’re all in this together and we need your help. When we all follow the plan, the chance of transmitting 

disease is reduced. This plan is specific to COIVD-19 and is in addition to our existing policies and procedures, 

which meet state licensing standards designed to help create a safe environment. Science shows us that when 

members of a community adhere to the following health and hygiene protocols, we can contain the spread of 

disease.  

Please refer to the CDC recommendations for parents: 

https://www.cdc.gov/coronavirus/2019-ncov/community/schools-childcare/parent-checklist.html 

• Stay home when sick.  

• Arrange for someone else to drop-off or pickup your child if you are sick.  

• Cover your mouth with tissues whenever you sneeze or cough and discard used tissues in the trash. 

If that’s not possible, cough or sneeze into your elbow. Do not cough or sneeze into your hand.  

• Avoid touching your face, especially your eyes, nose, or mouth with your hands. 

• Avoid people who are sick with respiratory symptoms. 

• Avoid close physical contact (maintaining a physical separation of at least six feet) with others 

whenever possible. 

• Avoid using others’ phones, tools, or equipment whenever possible. 

• Wear a mask or face covering when on our property or in the facility. 
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COVID-19 Procedures and Protocols 
 
Drop off and Pick Up Procedures 

Drop off Procedures 

Hand sanitizer stations will be set up outside so children can sanitize prior to entering building. 
 

Once you are in our Center parking lot in open your Procare application and complete the health attestation 

form.  Children will not be permitted into the Center until this is complete.  

We are asking that families park in the front of the Center. A staff member will be there to check that 

health attestation form has been completed and admit your child into the Center.  

If there are families waiting, please remain in your car until they are cleared before you proceed to drop off.  

You will be greeted by a staff member wearing a mask.   

Ideally, the same parent or designated person should drop off and pick up the child every day. If possible, 

older people such as grandparents or those with serious underlying medical conditions should not pick up 

children, because they are more at risk for severe illness from COVID-19. 

Pick Up Procedures 

Please park your car out front of the Center.  We ask that you please inform the Center of your pick up time so 

we can have your child ready when you arrive. Your child will be walked out to you. Please call if you are 

anticipating arriving early or later than expected. If there is not someone there to greet you please ring the 

Center doorbell/intercom system.  This can be found inside the vestibule in our Pembroke location or outside 

front doors at our Halifax and Kingston locations. 
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Health Screening Process 

All staff members of The Magical Years Early Learning Center Inc., and all children, parents or other adults 

dropping off children will be screened for COVID-19 symptoms prior to or upon entry.  

 

Staff Member, Parent/Guardian / Vendor Self Screening 

Staff members and parents/guardians or any person dropping off a child should self-screen prior to traveling to 

The Magical Years Early Learning Center, Inc. That includes self-monitoring for COVID-19 symptoms and 

taking their own temperature and the temperature of their child. We reserve the right to screen any individual 

seeking admittance to our buildings, including taking their temperature with a touch-free thermometer. 

Staff Members must stay home if they are sick. 

Staff Members self-monitor for any COVID-19 symptoms before coming to The Magical Years Early Learning 

Center, Inc. 

Before arriving to work Staff, Members must: 

• Ensure that their temperature is less than 100.0o F (38.0o C) and confirm that they are not experiencing 

coughing, shortness of breath, or other symptoms of COVID-19. 

• Ensure that they have no visible signs of illness, which could include flushed cheeks or fatigue. 

• Confirm that they have not been in contact with anyone who has had a positive COVID-19 diagnosis 

within the past fourteen days.  

• If fever or other symptoms are present or develop, or if there is a positive COVID-19 test, Staff 

Members must stay at home and promptly call the Center and speak with the director to report the 

symptoms. By clocking in staff Members are confirming that they have self-screened and confirm they 

have none of the conditions listed above. All Staff members are required to wear face coverings while in 

the building at all times.  
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Parents or other adults dropping off children should self-screen prior to drop-off. Please do not bring your 

child to the center if you are sick. Parents/Guardians will not be permitted to enter the building until further 

notice.  

Child Screening 

Children who have a fever of 100.0 or above or other signs of illness should not be admitted to the Center. We 

encourage parents to be on the alert for signs of illness in their children and to keep them home when they are 

sick. Children will be screened upon arrival. 

• Parents/guardians are to take their child’s temperature either before coming to the Center or upon arrival 

at the Center.  

• Parent/guardian will be asked to confirm that the child does not have Fever or feeling feverish? Chills? 

A new cough? Shortness of breath? A new sore throat? New muscle aches? New headache? New loss of 

smell or taste?  

• A visual inspection of the child for signs of illness which could include flushed cheeks, rapid breathing 

or difficulty breathing. 

• Parent/guardian will confirm they have not been in close contact with a COVID-19 positive individual. 

• Parent/guardian will confirm that they are not awaiting a COVID-19 test result or anyone in their 

household. 

INDIVIDUALS REPORTING OR PRESENTING THE ABOVE SYMPTOMS WILL NOT BE 

ADMITTED TO THE BUILDING 

Anyone who declines or refuse a wellness check will not be allowed to enter the Center 

Regular Monitoring 

Staff must actively monitor children throughout the day for symptoms of any kind, including fever, cough, 

shortness of breath, diarrhea, nausea, and vomiting, abdominal pain, and unexplained rash. Children who appear 

ill or are exhibiting signs of illness must be separated from the larger group and isolated until able to leave the 

facility. The Magical Years will have a non-contact or temporal thermometer on site to check temperatures if a 
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child is suspected of having a fever (temperature above 100°F). Special care must be taken to disinfect the 

thermometer after each use.  

If any child or staff appears to have severe symptoms, 911 will be called immediately. Before transferring to a 

medical facility, notify the transfer team and medical facility if the individual is suspected to have COVID-19.  

Severe symptoms include the following:  

• extreme difficulty breathing (i.e. not being able to speak without gasping for air) 

• bluish lips or face 

• persistent pain or pressure in the chest 

• severe persistent dizziness or lightheadedness 

• new confusion or inability to rouse someone 

• new seizure or seizures that won’t stop  

In the event a child becomes symptomatic 

• The child will be immediately isolated in the designated isolation area. 

• If possible, the child will wear a face covering (children age 2 and older). 

• The child’s parents will be called and sent home ASAP - Families must pick up their child within 1 hour 

of phone call. 

In the event a staff member becomes symptomatic 

• Childcare duties must cease immediately. 

• They must be removed from others until they can leave. 

• Other staff members must self-monitor throughout the day to screen for new symptoms. 
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Isolation and Discharge of Sick Children and Staff  

In the event of a potential exposure to COVID-19 the following actions will occur 

• The child or staff member will be brought to a designated separate space to be isolated to prevent others 
from becoming sick.  

o Pembroke Center: Administration Office 
o Halifax Center: Office Area 
o Kingston: Office Area 

• Masks and PPE will be available to children and or staff who become symptomatic. 
• An on-call staff member will be called in to help with coverage in the event a staff member falls ill. 
• The Director will be responsible for caring for the suspected child. 
• Board of Health phone and contact will be listed on the Emergency Phone List by each telephone. 

 

Event of a child or staff diagnosis of COVID-19 

If a child or staff member is diagnosed with COVID-19, the classroom that the positive case occurs in will 

likely close depending on the infectious period. Classroom closures can be at minimum 10 days and up to 14. 

DPH, EEC and local health officials will help the school determine appropriate next steps and aid in 

determining the length of closure.  

During the closure, we will deep clean and sanitize the infected room.  

If a child, staff member or a child household member is diagnosed with COVID-19, the director, or person-in-

charge will immediately make a confidential report of this information to the following people: 

• Darcy Kennedy, M.Ed / Owner 

• Complete DPH Report form via EEC Lead Portal (names shall not be used in EEC incident report) 

• Complete EEC Illness Report form via EEC Lead Portal  

• Contact the local Board of Health.  (Please ensure you have a list of children in the affected classroom 

with names, DOB, address, phone and email of parent/guardian). 

The names of any individuals involved must not be shared with anyone other than the owner and health 

officials. 
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Self-Isolating Following Exposure or Potential Exposure: In the event that a staff member or child 

is exposed to a sick or symptomatic person, the following protocols must be followed.  

Self-Isolating Following Exposure or Potential Exposure: In the event that a staff member or child is 

exposed to a sick or symptomatic person, the following protocols must be followed.  

• If a child or staff has been exposed to COVID-19, regardless of whether the individual has 

symptoms or not, the child or staff must not be permitted to enter the program space and must be 

sent home. The individuals must be directed to stay home. The program must consult the local 

board of health and DPH for guidance on quarantine for children and staff and what additional 

precautions will be needed to ensure the program space is safe for continued child care services. 

Isolation Protocols 

o Return on day 8 with a negative test result on or after day 5 of exposure and exhibiting no 
symptoms. 

o Return on day 10 with no test results and exhibiting no symptoms. 
 

• If an exposed child or staff subsequently tests positive for COVID-19, they must be directed to 

stay home for a minimum of 10 days from the 1st day of symptoms appearing AND be fever-free 

for 24 hours without fever reducing medications AND experience significant improvements in 

symptoms. Release from isolation is under the jurisdiction of the local board of health where the 

individual resides.  

• If a child’s household member or staff’s household member tests positive for COVID-19, the 

child or staff must self-quarantine for a minimum of 14 days from the household members 

test date. 

• Vaccinated individuals are exempt from isolation / quarantine protocols unless they are 

exhibiting symptoms. If exhibiting symptoms, a COVID-19 PCR test will be required. 

Ultimately decisions on length of isolation and or quarantine will be made in conjunction and 

recommendations of DPH and the location BOH officials. 
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If an Exposed Child / Staff Remains Asymptomatic and/or Tests Negative for COVID-19: 
Information taken from EEC Playbook updated 12/14/2020 

 

Enhanced Personal Hygiene  

The Magical Years Early Learning Center, Inc. has taken several additional steps to increase the safety of its 

staff members, enrolled children, parents, and vendors. 

Alcohol-based hand sanitizer with a minimum of 60% alcohol content will be placed near each entrance to the 

Center. 

Hand washing sinks are available in each classroom for the children and teachers. Children and staff must wash 

their hands or use hand sanitizer often, making sure to wash all surfaces of their hands (e.g., front and back, 

wrists, between fingers). Reinforce to staff and children that they must be regularly washing their hands with 

soap and water for at least 20 seconds when the following criteria are met:  

An informative hand-washing training video can be found below 

https://www.youtube.com/watch?v=3PmVJQUCm4E 

For non-house hold exposures only 
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Hands Must be Washed: 

Upon entry into and exit from program space 

When coming in to the program space from outside activities 

Before and after eating 

After sneezing, coughing or nose blowing 

After toileting and diapering 

Before handling food 

After touching or cleaning surfaces that may be contaminated 

After using any shared equipment like toys, computer keyboards, mouse, climbing walls 

After assisting children with handwashing 

Before and after administration of medication 

Before entering vehicles used for transportation of children 

After contact with facemask or cloth face covering 

Before and after changes of gloves 

Coughs or Sneezes 

Children, families, and staff must avoid touching their eyes, nose, and mouth. Coughs or sneezes should be 

covered with a tissue, then the tissue thrown in the trash and hands cleaned with soap and water or hand 

sanitizer (if soap and water are not readily available and with parental permission and careful supervision as 

appropriate to the ages of the child).  

 

Additional Healthy Habits 

The Magical Years encourages, teaches, models, and reinforces the following healthy habits: 

• Staff must know and follow the steps needed for effective handwashing (use soap and water to wash all 

surfaces of their hands for at least 20 seconds, wait for visible lather, rinse thoroughly and dry with 

individual disposable towel).  

• Monitored handwashing will be built in for children at all necessary times throughout the day (e.g., upon 

arrival, before and after meals, after toileting and diapering, after coughing and sneezing, after contact 

with bodily fluids). Visual steps of appropriate handwashing will be posted to assist children or they will 
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be instructed to sing the "Happy Birthday" song TWICE (approx. 20 seconds) as the length of time they 

need to wash their hands.  

• Children will be assisted as needed with handwashing.  

• Hand sanitizer will be kept out of the reach of children and its use monitored closely (due to its high 

alcohol content, ingesting hand sanitizer can be toxic for a child). Children will be supervised when they 

use hand sanitizer to make sure they rub their hands until completely dry, so they do not get sanitizer in 

their eyes or mouth.  

• It will be explained to children why it is not healthy to share drinks or food, particularly when sick.  

• Children will be taught to use tissue to wipe their nose and to cough inside their elbow. They must wash 

their hands with soap and water immediately afterwards.  

• Parents and caregivers must wash their own hands and assist in washing the hands of their children 

before dropping off, prior to coming for pick up, and when they get home.  

Personal Protective Equipment (PPE) and Face Masks and Coverings  
The scientific and medical advice currently supports wearing masks to minimize risk of spreading COVID-19:  

• Masks are currently the best preventive tool for limiting the spread of COVID-19 when physical 

distancing is not possible.  

• Children may have different comfort levels wearing a mask, given their developmental age, stage, or 

sensory issues.  

• No child under the age of 2 may wear a mask. Children 2-5 may wear a mask at the discretion of 

their parents, but will be encouraged and recommended.  

• To slow the spread of COVID-19, program staff will be required to wear face masks at all times 

while in the building and outside. 
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Additional guidance on use of face coverings and masks by children is as follows:  

• Masks must not be worn while children are eating/drinking, sleeping, and napping. Strict and consistent 

physical distancing must be practiced at all times during these activities. Masks do not need to be worn 

while engaging in active outdoor play, if children are able to keep physical distance from others.  

• Children 2 years of age and older must be supervised when wearing a mask. If wearing the face covering 

causes the child to touch their face more frequently, staff must reconsider whether the mask is 

appropriate for the child.  

• Families should provide their children with a sufficient supply of clean masks and face coverings for 

their child to allow replacing the covering as needed. Families must have a plan for routine cleaning of 

masks and face coverings, clearly mark masks with child’s name and clearly distinguish which side of 

the covering should be worn facing outwards so they are worn properly each day.  

• Masks and face coverings must be routinely washed (at least daily and any time the mask is used or 

becomes soiled) depending on the frequency of use.  

• Disposable mask are recommended. 

If using a disposable mask, follow CDC guidance on proper daily removal. Grasp bottom ties or elastics of the 

mask, then the ones at the top, and remove without touching the front. Discard in a waste container and wash 

hands or use an alcohol-based hand sanitizer immediately.  

Exceptions to Use of Face Masks/Coverings:  

Exceptions for wearing face masks include situations that may inhibit an individual from wearing a face 
mask safely. These may include, but are not limited to:  

• Children under the age of 2 years.  

• Children who cannot safely and appropriately wear, remove, and handle masks.  

• Children who have difficulty breathing with the face covering or who are unconscious, incapacitated, or 

otherwise unable to remove the cover without assistance.  
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• Children with severe cognitive or respiratory impairments that may have a hard time tolerating a face 

mask.  

• Children where the only option for a face covering presents a potential choking or strangulation hazard.  

• Individuals who cannot breathe safely with a face covering, including those who require supplemental 

oxygen to breathe.  

• Individuals who, due to a behavioral health diagnosis or an intellectual impairment, are unable to wear a 

face covering safely.  

• Individuals who need to communicate with people who rely upon lip-reading. 

When to Use Gloves: Program staff must wear gloves when appropriate and at all times during the 

following activities. Programs should consult with a child’s medical records and identify any allergies when 

determining type of gloves to use. Handwashing or use of an alcohol-based hand sanitizer before and after these 

procedures is always required, whether or not gloves are used.  

1. Diapering  

2. Food preparation  

3. Screening activities requiring contact 

Additional Guidance on Using Gloves 

To reduce cross-contamination, disposable gloves should always be discarded after each use. After removing 

gloves for any reason, hand hygiene should be performed with alcohol-based hand sanitizer or soap and water.  

Enhanced Cleaning and Sanitation  
The Magical Years has increased its already stringent cleaning and disinfecting practices, including: 

• Frequent cleaning and disinfecting of shared work areas, toys, and equipment with appropriate 

disinfecting products. 
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• Frequent cleaning and disinfecting of high-touch surfaces, including doorknobs, handles, keyboards, 

telephones, tables, cubbies, playground structures, chairs etc. 

• Frequent cleaning of shared bathroom areas with appropriate disinfecting products. 

• Nightly cleaning by a professional cleaning company 

• Use of Force of Nature (Registered on EPA List of disinfectants and endorsed by EEC) 

• Nightly fog of EPA registered disinfectant 

 

Sanitizing and Disinfecting Additions 

• All cleaning products will be used according to the directions on their labels 

• EPA registered disinfectant will be used 

• All cleaning materials will be kept out of reach of children 

• Cleaning products will not be used near children and there will be adequate ventilation when 

products are used 

Toy Sanitation 

• Toys that have been mouthed or contaminated with bodily fluids will be set aside until they can 

be properly cleaned and sanitized 

• Toys will not be shared between groups unless they are sanitized 

• Children’s books are not considered high transmission risk and therefore can be used 

Bedding 

• All bedding will be stored in provided nap bags and sent home on the last day of care to be 

washed, unless we feel it is necessary to send home earlier 

• Cots, mats and cribs will be disinfected after each use 

 

 

 



H72

10/21  22 

Outdoor Play Area 

• Children and staff must wash their hands before leaving the classroom to outside play 

• We will strive to comply with social distancing guidelines between students and staff while 

walking to the outdoor playground and while utilizing the playground. 

 

Inside Shoe Policy 

• Our current inside shoe policy will be strictly enforced 

 

Cleaning, Sanitizing, and Disinfecting After a Potential Exposure in Day Programs 

If a program suspects a potential exposure, they must conduct cleaning and disinfecting as follows.  

1. Close off areas visited by the ill persons. Open outside doors and windows.  

2. Cleaning staff must clean and disinfect all areas such as offices, bathrooms, common areas, 

shared electronic equipment (e.g., tablets, touch screens, keyboards) used by the ill persons, 

focusing especially on frequently touched surfaces.  

Additional hygiene protocols 

(1) Staff clothing must not be worn again until after being laundered at the warmest temperature possible.  

(2) Programs must comply with OSHA’s standards on Bloodborne Pathogens (29 CFR 1910.1030), 

including proper disposal of regulated waste and PPE (29 CFR 1910.132).  

(3) Programs shall follow CDC infection control guidelines designed to protect individuals from exposure 

to diseases spread by blood, bodily fluids, or excretions that may spread infectious disease. Health 

precautions include, but are not limited to, the use of PPE, proper disposal containers for contaminated 

waste, handwashing and proper handling of bodily waste.  

• Non-latex gloves shall be provided and used for the clean-up of blood and bodily fluids.  

• Used gloves and any other materials containing blood or other bodily fluids shall be thrown 

away in a lined, covered container. Only material saturated/dripping with blood is considered 
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medical waste and must be stored and disposed of pursuant to the regulations. Materials such as 

band-aids, tissues and others with minimal blood are not considered medical waste. 

• Contaminated clothing shall be sealed in a plastic container or bag, labeled with the child’s 

name, and returned to the parent at the end of the day. 

Directors and assistant directors are responsible to ensure that the above cleaning 
and sanitation practices occur on a regularly scheduled basis. Please see additional detailed  

Cleaning, Sanitizing and Disinfecting Policy 
 

Food Preparation and Meal Service 

• Lunch and Snacks shall be served in a manner that promotes social distancing.   

• During food preparation food service gloves will be worn. 

• Food service gloves will be worn during bottle feeding or spoon-feeding children. 

• Sinks used for food preparation should not be used for any other purposes. 

• Staff will ensure children wash hands prior to and immediately after eating. 

• Staff will wash their hands before preparing food and after helping children to eat. 

Strategies to Reduce Transmission 

The Magical Years Early Learning Center, Inc. has taken many steps to improve safety and social distancing to 

the extent possible in a childcare setting. Through these measures we will limit large group interactions to the 

extent possible and limit any one individual’s exposure to the minimum number of people possible.   

Social Distancing Actions  

• To the best of our ability, children will be in consistent groupings with consistent staffing. However, 

there may be time children will be combined at the beginning and end of the day or while outside where 

risk of transition is minimal.  

• We will not attend any field trips until further notice.  
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• Only teachers, staff members, outside interventionists and enrolled children are permitted in the 

classrooms.  

• All large gather events will be placed on hold until further notice.  

• Tours will be conducted virtually or after hours.  Classrooms and hallways will be sanitized after each 

tour. 

• Visitors will not be permitted in the building. 

 

Supporting Children with Special Needs in Programs 

• The Magical Years is prepared to provide hands-on assistance to children with special needs for 

activities of daily living such as feeding, toileting, and changing of clothes. To protect themselves, staff 

who care for children requiring hands-on assistance for routine care activities, (including toileting, 

diapering, feeding, washing, or dressing), and other direct contact activities will wear a long-sleeved, 

scrub jacket over their clothing and wear long hair up or tied back during all activities requiring direct 

contact with a child. Staff will change outer clothing if body fluids from the child get on it. They will 

also change the child’s clothing if body fluids get on it. Soiled clothing will be placed in a plastic bag 

until it can be sent home with the child to be washed.  

• The Magical Years staff will be adequately trained and prepared to support children with health care 

needs. For more invasive procedures, staff must protect themselves by wearing a gown or other body 

covering (e.g., an oversized button-down, long sleeved shirt, etc.), eye protection, and mask.  

• Children with special needs may be unable to comply with face covering because of intellectual, 

behavioral, or sensory issues. To minimize the risk of infection for children who are unable to wear a 

face covering, physical distancing will be maintained whenever possible and staff will wear a face 

covering at all times, including when working with a child who is unable to wear a face covering. For 

children who are hard of hearing, The Magical Years will use transparent face coverings to facilitate the 

reading of lips and facial expressions.  
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• Ratios, groupings and staffing needs will be considered when caring for a child with special needs. 

Please contact the director for more information. 

 

Caring for Infant and Toddlers 

As part of daily care, infants and toddlers will need to be held. The Magical Years staff practice stringent 

hygiene and infection control practices to keep themselves and the young children they care for healthy and safe 

while in care.  

• Staff will change the child’s clothing if body fluids get on it.  

• Soiled clothing will be placed in a plastic bag until it can be sent home with the child to be washed.  

Diapering 

When diapering child, wash your hands and wash the child’s hands before you begin, and wear gloves. Follow 

safe diaper changing procedures. Procedures should be posted in all diaper changing areas. Steps include: 

• Prepare (includes putting on gloves) 

• Clean the child 

• Remove trash (soiled diaper and wipes) 

• Replace diaper 

• Wash child’s hands 

• Clean up diapering station 

• Wash hands 

After diapering, wash your hands (even if you were wearing gloves) and disinfect the diapering area with a 

fragrance-free bleach that is EPA-registered as a sanitizing or disinfecting solution. If other products are used 

for sanitizing or disinfecting, they should also be fragrance-free and EPA-registered. If the surface is dirty, it 

should be cleaned with detergent or soap and water prior to disinfection. 
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Washing, Feeding, or Holding a Child 

It is important to comfort crying, sad, and/or anxious infants and toddlers, and they often need to be held. To the 

extent possible, when washing, feeding, or holding very young children: Child care providers can protect 

themselves by wearing an over-large button-down, long sleeved shirt and by wearing long hair up off the collar 

in a ponytail or other updo. 

• Child care providers should wash their hands, neck, and anywhere touched by a child’s secretions. 

• Child care providers should change the child’s clothes if secretions are on the child’s clothes. They 

should change the button-down shirt, if there are secretions on it, and wash their hands again. 

• Contaminated clothes should be placed in a plastic bag or washed in a washing machine. 

• Infants, toddlers, and their providers should have multiple changes of clothes on hand in the child care 

center or home-based child care. 

• Child care providers should wash their hands before and after handling infant bottles prepared at home 

or prepared in the facility.  

• Bottles, bottle caps, nipples, and other equipment used for bottle-feeding should be thoroughly cleaned 

after each use with soap, and water. 

• All staff must wear gloves when feeding infants bottles or spoon feeding. 

• As infants and toddlers are not able to verbalize when they don’t feel well, staff must be attentive to any 

changes in a very young child’s behavior. If the child starts to look lethargic, and is not eating as well, 

staff must notify the parent to determine whether the child’s pediatrician must be contacted. If a toddler 

is showing signs of respiratory distress and having difficulty breathing, staff must call 911 and notify the 

parents immediately.  

Talking to Children about COVID-19 

CDC has created recommendations to help adults have conversations with children about COVID-19 and 

ways they can avoid getting and spreading the disease. Children may worry about themselves, their family, 



H77

10/21  27 

and friends getting ill with COVID-19. Parents, family members, school staff, and other trusted adults can play 

an important role in helping children make sense of what they hear in a way that is honest, accurate, and 

minimizes anxiety or fear. Click on the link below with some great tips from the CDC on how to talk to your 

children about COVID-19 

https://www.cdc.gov/coronavirus/2019-ncov/daily-life-coping/caring-for-children.html 
 

CLEANING,	DISINFECTING	&	SANITIZING	POLICY 

Regular cleaning, disinfecting, and sanitizing is vitally important to maintaining the health and safety of our 

students, their families, and our staff. This document provides a framework for these practices, and also reflects 

changes enacted during the COVID-19 pandemic.  

Guiding Principles:  

• Normal routine cleaning with soap and water will decrease how much of the virus is on surfaces and 

objects, which reduces the risk of exposure.  

• Disinfection using EPA-approved disinfectants against COVID-19 can also help reduce the risk of viral 

transmission.  

• Frequent disinfection of surfaces and objects touched by multiple people is crucial.  

• When EPA-approved disinfectants are not available, alternative disinfectants can be used (for example, 

1/3 cup of bleach added to 1 gallon of water, or 70% alcohol solutions).  

Cleaning and Disinfection Policy with Additions for Covid-19: 

• We will continue to follow routine cleaning, sanitizing, and disinfecting guidelines for surfaces and 

objects that are frequently touched, especially toys and games. This will include cleaning 

objects/surfaces not ordinarily cleaned daily such as doorknobs, light switches, classroom sink handles, 

countertops, cots, toilets, desks, chairs, cubbies, and playground structures.  

• We will continue to use all cleaning products according to the directions on their labels.  

• We will use an EPA-registered, disinfectant for disinfection. If surfaces are dirty, they will be cleaned 

using a detergent or soap and water prior to disinfection. The manufacturer’s instructions will be 

followed for concentration, application method, and contact time for all cleaning and disinfection 

products.  
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• If possible, we will provide EPA-registered disposable wipes to childcare providers and other staff 

members so that commonly used surfaces such as keyboards, desks, writing implements, and remote 

controls can be wiped down before use.  

• We will be keeping all cleaning materials and products secure and out of reach of children.  

• We will not use cleaning products near children, and we will ensure that there is adequate ventilation 

when using these products to prevent children from inhaling toxic fumes.  

Cleaning and Sanitizing Toys:  

• Toys that children have placed in their mouths or that are otherwise contaminated by body secretions or 

excretions will be set aside, out of reach of children, until they are cleaned by hand by a person wearing 

gloves. Toys will be cleaned with water and detergent, rinsed, sanitized with an EPA-registered 

disinfectant, rinsed again, and air-dried.  

• If available we will also clean toys and classroom materials in a mechanical dishwasher, being mindful 

of items more likely to be placed in a child’s mouth, like play food, dishes, and utensils.  

• Toys will not be shared between groups, unless they are washed and sanitized before being moved from 

one group to the other.  

• Toys that need to be cleaned will be placed aside in a dish pan with soapy water or put in a separate 

container clearly marked. We will keep dishpan and water out of reach from children to prevent risk of 

drowning. Washing with soapy water is the ideal method for cleaning. Toys can be rotated through 

cleanings.  

• Children’s books, like other paper-based materials such as mail or envelopes, are not considered a high 

risk for transmission and do not need additional cleaning or disinfection procedures.  

Cleaning and Disinfecting Bedding:  

• Only bedding that can be washed will be used.  

• Children’s bedding will be kept separately, stored in individually  bags. Cots and mats will be labeled 

for each child. Bedding that touches a child’s skin will be cleaned weekly by parents/guardians. 
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