
 

 

 

       

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Department of Children and Families 

Office of Licensing 

INFORMATION TO PARENTS 

Under provisions of the Manual of Requirements for Child Care Centers (N.J.A.C. 

3A:52), every licensed child care center in New Jersey must provide to parents of 

enrolled children written information on parent visitation rights, State licensing 

requirements, child abuse/neglect reporting requirements and other child care 

matters. The center must comply with this requirement by reproducing and 

distributing to parents and staff this written statement, prepared by the Office of 

Licensing, Child Care & Youth Residential Licensing, in the Department of Children 

and Families. In keeping with this requirement, the center must secure every parent 

and staff member’s signature attesting to his/her receipt of the information.  

Our center is required by the State Child Care Center Licensing law to be licensed by 

the Office of Licensing (OOL), Child Care & Youth Residential Licensing, in the 

Department of Children and Families (DCF). A copy of our current license must be 

posted in a prominent location at our center. Look for it when you’re in the center.  

To be licensed, our center must comply with the Manual of Requirements for Child 

Care Centers (the official licensing regulations). The regulations cover such areas as: 

physical environment/life-safety; staff qualifications, supervision, and staff/child 

ratios; program activities and equipment; health, food and nutrition; rest and sleep 

requirements; parent/community participation; administrative and record keeping 

requirements; and others.  

Our center must have on the premises a copy of the Manual of Requirements for 

Child Care Centers and make it available to interested parents for review. If you 

would like to review our copy, just ask any staff member. Parents may view a copy of 

the Manual of Requirements on the DCF website at 

http://www.nj.gov/dcf/providers/licensing/laws/CCCmanual.pdf or obtain a copy by 

sending a check or money order for $5 made payable to the “Treasurer, State of 

New Jersey”, and mailing it to: NJDCF, Office of Licensing, Publication Fees, PO Box 

657, Trenton, NJ 08646-0657. 



 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
  

We encourage parents to discuss with us any questions or concerns about the 

policies and program of the center or the meaning, application or alleged 

violations of the Manual of Requirements for Child Care Centers. We will be 

happy to arrange a convenient opportunity for you to review and discuss these 

matters with us. If you suspect our center may be in violation of licensing 

requirements, you are entitled to report them to the Office of Licensing toll 

free at 1(877) 667-9845. Of course, we would appreciate you bringing these 

concerns to our attention, too. 

Our center must have a policy concerning the release of children to parents or 

people authorized by parents to be responsible for the child. Please discuss 

with us your plans for your child’s departure from the center. 

Our center must have a policy about administering medicine and health care 

procedures and the management of communicable diseases. Please talk to us 

about these policies so we can work together to keep our children healthy. 

Our center must have a policy concerning the expulsion of children from 

enrollment at the center. Please review this policy so we can work together to 

keep your child in our center. 

Parents are entitled to review the center’s copy of the OOL’s 

Inspection/Violation Reports on the center, which are available soon after 

every State licensing inspection of our center. If there is a licensing complaint 

investigation, you are also entitled to review the OOL’s Complaint Investigation 

Summary Report, as well as any letters of enforcement or other actions taken 

against the center during the current licensing period. Let us know if you wish 

to review them and we will make them available for your review: or you can 

view them online at: https://childcareexplorer.njccis.com/portal/. 

Our center must post a listing or diagram of those rooms and areas approved 

by the OOL for the children’s use. Please talk to us if you have any questions 

about the center’s space.  

https://childcareexplorer.njccis.com/portal/


 

 

 

  

Our center must offer parents of enrolled children ample opportunity to assist the 

center in complying with licensing requirements; and to participate in and observe 

the activities of the center. Parents wishing to participate in the activities or 

operations of the center should discuss their interest with the center director, who 

can advise them of what opportunities are available.  

Parents of enrolled children may visit our center at any time without having to secure 

prior approval from the director or any staff member. Please feel free to do so when 

you can. We welcome visits from our parents.  

Our center must inform parents in advance of every field trip, outing, or special event 

away from the center, and must obtain prior written consent from parents before 

taking a child on each such trip.  

Our center is required to provide reasonable accommodations for children and/or 

parents with disabilities and to comply with the New Jersey Law Against 

Discrimination (LAD), P.L. 1945, c. 169 (N.J.S.A. 10:5-1 et seq.), and the Americans 

with Disabilities Act (ADA), P.L. 101-336 (42 U.S.C. 12101 et seq.). Anyone who 

believes the center is not in compliance with these laws may contact the Division on 

Civil Rights in the New Jersey Department of Law and Public Safety for information 

about filing an LAD claim at (609) 292-4605 (TTY users may dial 711 to reach the New 

Jersey Relay Operator and ask for (609) 292-7701), or may contact the United States 

Department of Justice for information about filing an ADA claim at (800) 514-0301 

(voice) or (800) 514-0383 (TTY).  

Our center is required, at least annually, to review the Consumer Product Safety 

Commission (CPSC), unsafe children’s products list, ensure that items on the list are 

not at the center, and make the list accessible to staff and parents and/or provide 

parents with the CPSC website at https://www.cpsc.gov/Recalls. Internet access may 

be available at your local library. For more information call the CPSC at (800) 638-

2772. 



 

 

 

 
  

Anyone who has reasonable cause to believe that an enrolled child has been or is 

being subjected to any form of hitting, corporal punishment, abusive language, 

ridicule, harsh, humiliating or frightening treatment, or any other kind of child 

abuse, neglect, or exploitation by any adult, whether working at the center or not, is 

required by State law to report the concern immediately to the State Central 

Registry Hotline, toll free at (877) NJ ABUSE/(877) 652-2873. Such reports may be 

made anonymously. Parents may secure information about child abuse and neglect 

by contacting: DCF, Office of Communications and Legislation at (609) 292-0422 or 

go to www.state.nj.us/dcf/. 

 

 

 

http://www.state.nj.us/dcf/


 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  



 

 

 

 



 

 

 

 

Policy on Methods of Parental Notification 
 

Notes to Staff 
The Staff is committed to keeping you updated on your child's progress. Pick-up and drop-off are 
not appropriate times to speak with a child's instructor at length, as they need to be focused on 
the children in their room. If you need to speak with your child's instructors, please contact them 
via email or contact the office. We will make sure that the instructors receive the message. The 
instructors will contact you as soon as possible. Please do not call staff at home or on their 
cell phones without their permission and please use discretion. If you need to provide the 
teacher with information during school hours, please call 970-530-3490 and we will get the 
information to the teacher on a timely basis. 
 
On-going Communications 
In order to build relationships and to help your child through family transitions, it is important 
to keep us informed of any change in your child's life, especially things that can affect your child's 
behavior and adjustment in program, such as a big move. Please let us know through email or 
give us a call to notify us of any changes. 
 
Please make sure to add our emails to your contact list to ensure our emails are not sent to a 
“Junk/Spam” folder: dlucas@jccmetrowest.org, palmiron@jccmetrowest.org,  & 
kidsclub@jccmetrowest.org. 
 
 
 

mailto:dlucas@jccmetrowest.org
mailto:palmiron@jccmetrowest.org
mailto:kidsclub@jccmetrowest.org


 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 



 

 

 

  

COVID Policy & Policy on the Management of Communicable Diseases 

 
Please complete the Health Screener daily before entering the JCC building. Please do not bring your 

child to school if they are presenting with an undiagnosed symptom.   

IF your child(ren) and/or any other household members have the following level 1 symptoms:   

• Persistent Cough,   

• Shortness of breath,   

• Trouble breathing,   

• Fever of 100.4+,   

• New loss of taste or smell  

THEN your child (and sibling, even if well) must be out of Kids Club and be symptom free and fever free 

(without fever reducing medication) for 72 hours AND you must present a written doctor’s note stating 

the source of the illness AND IF no source can be found: THEN child (and sibling) must stay out for 10 

days from onset of symptoms or return after 72 hours symptom free with a negative Covid-19 test. 

IF your child(ren) and/or any other household members have at least two of the following symptoms:  

• Fatigue  

• Muscle or body aches  

• Headache  

• Sore throat  

• Congestion or runny nose  

• Nausea or vomiting  

• Diarrhea  

 

THEN child with symptoms will stay out for 72 hours, must be symptom free and fever free (without 

fever reducing medication) AND have a doctor’s note identifying the origin of the illness in order to 

return. 

Furthermore, for a child to return they must be feeling well and have the ability to participate in 

activities as usual.   

 

                                                                                                                                                                     



 

 

 

  

COVID Policy & Policy on the Management of Communicable Diseases 

(cont.) 

 
IF your child(ren) and/or any other household members have come in close contact with someone who 

is confirmed positive THEN you must report it to the Kids Club Director immediately AND we will 

inform the NJ Department of Health for guidelines on next steps for cleaning and potential closing.  

THEN, we will notify appropriate program families and staff. THEN, INDIVIDUAL and/or siblings will 

be required self-quarantine and monitor symptoms for 14 days from the last date of exposure to that 

infected person (whether exposure was within or outside of the school). Before returning to program, 

child must symptom free. 

IF there is a confirmed case in your household of COVID-19: THEN you must report it to the Kids Club 

Director immediately AND we will inform the NJ Department of Health for guidelines on next steps for 

cleaning and potential closing. THEN, we will notify appropriate program families and staff AND the 

affected individual must be completely symptom-free for 10 days and present a negative test result for 

COVID-19. 

Those people in contact with the affected individual will self-quarantine for 14 days from the last date 

of exposure including children and staff in the class and may return symptom-free. 

IF a child is sent home due to any of the below communicable illnesses listed in our DCF listings (please 

see below) and applicable for non-COVID times, THEN a written note from an appropriate health care 

provider (other than a parent or medical colleague) is required to be provided to the Kids Club office 

indicating  that the child poses no serious health risk to themselves or others: 

• Sever pain or discomfort  
 

• Yellow or jaundiced eyes or skin  
 

• Red eyes with discharge  
 

• Infected, untreated skin patches  
 

• Difficult rapid breathing   
 

• Skin rashes   
 

• Weeping or bleeding skin lesions that have not been treated by a health care 
provider  

 
• Mouth sores with drooling   

 

• Stiff neck  

 



 

 

 

 

COVID Policy & Policy on the Management of Communicable Diseases 

(cont.) 

 
IF a child becomes sick while at program, THEN the child will be isolated AND will need to be picked up 

within 45 minutes. IF we cannot contact a parent, emergency contacts will be called and must be able 

to arrive at the JCC within 45 minutes. IN NO CIRCUMSTANCES is a child allowed to come to the Kids 

Club Program having taken pain or fever reducing medication.   
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POLICY ON THE USE OF TECHNOLOGY AND SOCIAL MEDIA 

 
Every employee has the responsibility to maintain and enhance the center’s public 

image and to use the Internet in a responsible manner. Employees must maintain 

professionalism at all times in all communications (in-person, written, or online) with the 

Center community. Additionally, all staff must be aware of the possibility of online 

content being shared with extended family, coworkers, and parents and staff from other 

classrooms within the Center, as well as others outside the Center community. Therefore, 

all information disseminated will be consistent with the professional standards of the 

Center as expressed within this Social Media Policy and the Center’s Handbook.  

Employees may be held responsible for any online behavior or content that connects 

them to the Center or implicates the Center in that behavior. Employees may also be held 

responsible for any statements, posts, communications, or other online behavior or content 

that is not consistent with the Center’s mission and philosophy. The publication of photos, 

images, or artwork of students at the Center, whether online or otherwise, is generally 

prohibited without prior approval from the Director. Some families at the Center have chosen 

to restrict photograph permissions of their child(ren), and it is expected that all employees 

will be aware of, and abide, by those restrictions.  

The posting of confidential and/or identifying information about the children, 

parents, or staff at the Center on social media (including but not limited to Facebook, 

Twitter, Instagram, and so forth) is strictly prohibited. In no way does the Center wish to 

abridge the rights of its employees to engage in critical commentary and observations that 

may relate to the Center and its operations; however, when such commentary and 

observations occur within a public forum and contain confidential information, it may result 

in disciplinary action for the employee. The posting of non-confidential information 

(promotional materials and the like) shall be restricted to official channels of communication 

(the Center’s website/Facebook page, etc.) unless prior written approval from the Director 

has been obtained. 



 

 

 

 


