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IN MY ABSENCE, I AUTHORIZE THE FOLLOWING TO PICK UP MY CHILD: 

EMERGENCY NOTIFICATION (other than parent/guardian) 

Name:           Relationship to child     

Address:           Phone Number:      

Doctor’s Name:          Phone Number:      

Doctor’s Address:               

Restrictions, if any:               

 

Name        Work #        

Town/Zip         Cell #         

Relationship to Child:      Home #         

 

Name        Work #        

Town/Zip         Cell #         

Relationship to Child:      Home #         

 

Name        Work #        

Town/Zip         Cell #         

Relationship to Child:      Home #         

 

Name        Work #        

Town/Zip         Cell #         

Relationship to Child:      Home #         

 

Name        Work #        

Town/Zip         Cell #         

Relationship to Child:      Home #         



   







     

     
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
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





Parent Receipt of Information 

 
o Information to Parents Document 
o Policy on the Release of Children 
o Positive Guidance and Discipline Policy 
o Policy on Methods of Parental Notification 
o Policy on Communicable Disease Management 
o Expulsion Policy 
o Policy on the Use of Technology and Social Media 
 
I have received and read a copy of the information/policies listed above. 
             
Child’s Name      School/Program 
 

        
Parent/Guardian’s Name 
 

             
Parent/Guardian’s Signature    Date 













 

 

 

 

 

 



Department of Children and Families 
Office of Licensing 

INFORMATION TO PARENTS 
 

Under provision 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  wriƩen  informaƟon  on  parent             
visitaƟon rights, State licensing requirements, child abuse/neglect reporƟng requirements and other child care 
maƩers.  The  center  must  comply  with  this  requirement  by  reproducing  and  distribuƟng  to  parents             
this wriƩen  statement, prepared by  the Office of  Licensing, Child Care & Youth ResidenƟal  Licensing,  in  the   
Department of Children and Families.  In keeping with the requirement, the center must secure every parent 
signature aƩesƟng to his/her receipt of the informaƟon. 
               
Our center  is  required by the State Child Care Center Licensing  law to be  licensed by the Office of Licensing 
(OOL), Child Care & Youth ResidenƟal Licensing, in the Department of Children and   Families  (DCF).  A copy of 
our  current  license must  be  posted  in  a  prominent  locaƟon  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  regulaƟons).  The  regulaƟons  cover  such  areas  as:  physical  environment/life‐safety;  staff              
qualificaƟons, supervision, and staff/child raƟos; program acƟviƟes and equipment; health, food and nutriƟon; 
rest  and  sleep  requirements;  parent/community  parƟcipaƟon;  administraƟon  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  
hƩp://www.state.nj.gov/dcf/providers/licensing/laws/CCmanual.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 : NJSCF, Office of 
Licensing, PublicaƟon Fees, PO Box 657, Trenton, NJ 08646‐0657. 
 
We encourage parents  to discuss with us  any quesƟons or  concerns  about  the policies  and program of  the   
center of the meaning, applicaƟon or alleged violaƟons of the Manual of Requirements for Child Care Centers. 
We will be happy to arrange a convenient opportunity fir you to review and discuss these maƩers with us. If 
you suspect our center may be in violaƟon of  licensing requirements, you are enƟtled to report them to the 
Office of Licensing toll free at 1 (877) 667‐9845. Of course, we would appreciate your brining these concerns 
to our aƩenƟon, 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. 
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Parents  are  enƟtled  to  review  the  center’s  copy  of  the  OOL’s  InspecƟon/ViolaƟon  Reports  on  the  center,    
which  are  issued  aŌer  every  State  licensing  inspecƟon  of  our  center.  If  there  is  a  licensing  complaint             
invesƟgaƟon, you are also enƟtled to review the OOL’s Complaint InvesƟgaƟon Summary Report, as well as any 
leƩers  of  enforcement  or  other  acƟons  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 hƩps://data.nj.gov/childcare_explorer. 
 
Our  center  must  cooperate  with  all  DCF  inspecƟons/invesƟgaƟons.  DCF  staff  may  interview  both  staff         
members and children. 
 
Our center must post its wriƩen statement of philosophy on child discipline in a prominent locaƟon and make 
a  copy  of  it  available  to  parents  upon  request. We  encourage  you  to  review  it  and  to  discuss with  us  any     
quesƟons you may have about it. 
 
Our center must post a  lisƟng or diagram of  those  rooms and areas approved by  the OOL  for  the children’s   
use. Please talk to us if you have any quesƟons about the center’s space. 
 
Our center must offer parents of enrolled children ample opportunity  to assist  the center  in complying with 
licensing  requirements;  and  to  parƟcipate  in  and  observe  the  acƟviƟes  of  the  center.  Parents  wishing  to       
parƟcipate in the acƟviƟes or operaƟons of the center should discuss     their interest with the center director, 
who can advise them of what opportuniƟes are available. 
 
Parents of enrolled children may visit our center at any Ɵme 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, ouƟng, or special event away from the center, 
and must obtain prior wriƩen consent from parents before taking a child on each such trip. 
 
Out center is required to provide reasonable accommodaƟons for children and/or parents with disabiliƟes and 
to comply with the New Jersey Law Against DiscriminaƟon (LAD), P.L. 1945, c.169 (N.J.S.A 10:5‐1 et seq.), and 
the Americans with DisabiliƟes 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 informaƟon about filing and LAD claim at (609) 292‐4605 (TTY users 
may dial 771 to reach the New Jersey    Relay Operator and ask for (609) 292‐7701), or may contact the United 
States Department of       JusƟce for informaƟon about filing an ADA claim at (800) 514‐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 a list accessible to staff 
and  parents  and/or  provide  parents with  the  CPSC website  at  hƩp://www.cpsc.gov/Recalls.  Internet  access 
may be   available at your local library. For more informaƟon 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 hiƫng, corporal punishment, abusive language, ridicule, harsh, humiliaƟng or frightening treatment, or any 
other kind of child abuse, neglect, or exploitaƟon 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  informaƟon about 
child abuse and neglect by contacƟng: DCF, Office of CommunicaƟon and LegislaƟon at (609) 292‐0422 or go   
to www.state.nj.us/dcf/. 
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GUIDELINES FOR POSITIVE DISCIPLINE 

 
Positive discipline is a process of teaching children how to behave appropriately. Positive discipline respects the 
rights of the individual child, the group, and the adult. Methods of positive discipline shall be consistent with the 
age and developmental needs of the children, and lead to the ability to develop and maintain self-control. 
Positive discipline is different from punishment. Punishment tells children what they should not do; positive 
discipline tells children what they should do. Punishment teaches fear; positive discipline teaches self-esteem. 
 

You can use positive discipline by planning ahead: 

 Anticipate and eliminate potential problems. 

 Have consistent, clear rules that are explained to the children and understood by adults. 

 Have a well-planned daily schedule. 

 Plan for ample elements for fun and humor. 

 Include some group decision-making. 

 Provide time and space for each child to be alone. 

 Make it possible for each child to feel he/she has had some positive impact on the group. 

 Provide the structure and support children need to resolve their differences. 

 Share ownership and responsibility with the children. Talk about our room, our toys. 

You can use positive discipline by intervening when necessary: 

 Re-direct to a new activity to change the focus of a child’s behavior. 

 Provide individualized attention to help the child deal with a particular situation. 

 Use time-out—by removing a child for a few minutes from the area or activity so that he/she may gain 
self-control. (One minute for each year of the child’s age is a good rule of thumb.) 

 Divert the child and remove from the area of conflict. 

 Provide alternative activities and acceptable ways to release feelings. 

 Point out natural or logical consequences of children’s’ behavior. 

 Offer a choice only if there are two acceptable options. 

 Criticize the behavior, not the child. Don’t say “bad boy” or “bad girl.” Instead you might say “That is not 
allowed here.” 

You can use positive discipline by showing love and encouragement: 

 Catch the child being good. Respond to and reinforce positive behavior; acknowledge or praise to let the 
child know you approve of what he/she is doing. 

 Provide positive reinforcement through rewards for good behavior. 

 Use encouragement rather than competition, comparison or criticism. 

 Overlook small annoyances, and deliberately ignore provocations. 

 Give hugs and caring to every child every day. 

 Appreciate the child’s point of view. 

 Be loving, but don’t confuse loving with license. 

Positive Discipline is NOT: 

 Discipline a child for failing to eat or sleep or for soiling themselves. 

 Hitting, shaking, or any other form of corporal punishment. 

 Using abusive language, ridicule, hard, humiliating or frightening treatment or any other form of 
emotional punishment of children. 

 Engaging in or inflicting any form of child abuse and/or neglect. 

 Withholding food, emotional responses, stimulation, or opportunities for rest or sleep. 

 Requiring a child to remain silent or inactive for an inappropriately long period of time. 

Positive discipline takes time, patience, repetition and the willingness to change the way you deal with children. 
But it’s worth it, because positive discipline works. 

 



 
 
 
 
 
 

The Jointure Discipline Policy 

 

1. Children shall not be deprived of food or water, isolated, subjected to corporal punishment, or 

required to participate in abusive or excessive physical exercise as means of punishment by 

staff. 

 

2. The following describes the way we handle behavior deemed appropriate to all Jointure 

Programs. 

 

 The Site supervisor/teacher is responsible for the behavior of children at his/her site. 

Should a problem arise, the Site Supervisor will be the one to handle it. His/her methods 

will include patience, understanding and kindness. 

 

 The Site Supervisor/teacher will try to redirect and interest the child in another activity 

(i.e. if a child is running around and being disruptive, have him/her sit quietly at a 

different table, work on a puzzle, collage or draw). 

 

 If the child does not respond to the above mentioned methods and continues to be 

disruptive, the child will be asked to be seated where the child will be able to see what 

is happening at the site but will not be able to participate until he/she has regained 

his/her self-control. 

 

 As a last resort, and only if the child is so disruptive that the normal daily activities 
cannot proceed, the parent/guardian may be called and asked to come and remove the 
child from the program. At that point, the supervisor and the parent/guardian will have 
a conference to exchange ideas on how to modify the child’s behavior. The supervisor 
will contact the Director of Children’s Programs regarding behavioral issues. The child 
may be suspended from the program at this point. 
 

 If, after returning to the program, the child continues to be disruptive and all methods 
of discipline have been exhausted, the child may be removed from the program 
permanently. 
 

 
 

 



Policy on Methods of Parental Notification 

It is very important at The Jointure that we have open communication with all our parents and staff 
members. We use many forms for communication to notify parents and staff members of news, reminders, 
updates, emergencies, changes to programs/calendars, etc. If parents need to contact Jointure staff any/all 
of the below methods of communication are acceptable. 

Acceptable lines of communication include: 

 Telephones (landline/home) 

 Cell Phones 

 Work Phones  

 Written “hard copies” given out at programs 

 E-mails  

 Mail  

 Parent – Teacher Conferences  

 Parent – Director Meeting  

 Website: www.jointure.org  

 Facebook 
https://www.facebook.com/thejointure 

Jointure Administrative Office 
(908)-722-0233 

1124 US 202, Suite B-11, Raritan, NJ 08869 

 

 

 

 

 

 
 

Creative Campus 
(908)-722-1563 

580 Old York Road, Branchburg, NJ 08876 

Creative Campus Admin. Asst. Phyllis Schnell pschnell@jointure.org 

Pre-K Teacher, Jenna Giranda jgiranda@jointure.org 

Pre-K Jr. Teacher, Erin Regan eregan@jointure.org 

Preschool Teacher, Eileen McFadden emcfadden@jointure.org 

Kinderwrap Teacher, Amie Walsh awalsh@jointure.org 

 

 

 

 

 
 

 

By signing below, I,        understand the Jointure may contact me 
utilizing the methods of communication deemed appropriate above regarding my child, the program, or any 
other information pertaining to the participation of a Jointure program. I agree to the methods of 
communication in the above policy in the event I need to contact Jointure staff or a Jointure program. 
             
Parent/Guardian Signature      Date 

Executive Director, Erica Cruz X118 ecruz@jointure.org 

Assistant Executive Director, Lisa Giranda X114 lgiranda@jointure.org 

Director of Children’s Programs, Darnell A. Scott X110 dscott@jointure.org 

Public Relations Coordinator, Lauren De Cuollo X115 ldecuollo@jointure.org 

Adult Program Coordinator, Bonnie Scharf X112 bscharf@jointure.org  

School Age Coordinator, Pete Diana X101 pdiana@jointure.org 

Administrative Assistant X117 mvernaci@jointure.org 

Before & After School Program Site Numbers 

Eisenhower (908) 575-1574 Whiton  (908) 369-3182 

Van Holten (908) 231-9615 Stony Brook (908) 524-4445 

John F. Kennedy (908) 704-1717 Manville (908) 874-4852 

http://www.jointure.org/
https://www.facebook.com/thejointure
mailto:jgiranda@jointure.org
mailto:eregan@jointure.org
mailto:emcfadden@jointure.org
mailto:awalsh@jointure.org
mailto:ecruz@jointure.org
mailto:lgiranda@jointure.org
mailto:dscott@jointure.org
mailto:ldecuollo@jointure.org
mailto:bscharf@jointure.org
mailto:pdiana@jointure.org


Policy on the Management of Communicable Diseases 

If a child exhibits any of the following symptoms, the child should not attend the 

program/center. If such symptoms occur at the center/program, the child will be removed from 

the group, parents will be called to take the child home. 

 Severe pain or discomfort 

 Acute diarrhea 

 Episodes of acute vomiting 

 Elevated oral temperature of 101.5 degrees Fahrenheit or axillary temperature 

of 100.5 degrees 

  Lethargy 

 Severe coughing 

 Yellow eyes or jaundiced skin 

 Red eyes with discharge 

 Infected, untreated skin patches 

 Difficult or rapid breathing 

 Skin rash in conjunction with fever or behavior changes 

 Skin lesion that is weeping or bleeding 

 Mouth sores with drooling 

 Stiff neck 

 

Once the child is symptom-free for 24 hours, or has a health care provider’s note stating 

that the child no longer poses a serious health risk to himself/herself or others, the child 

may return unless contradicted by local health department or Department of Health. 

EXCLUDABLE COMMUINCABLE DISEASES 

A child or staff member who contracts an excludable communicable disease may not return 

to the center/program without a health care provider’s note stating that the child/staff 

member presents no risk to himself/herself or others. 

Note: If a child has chicken pox, a note from the parent stating that all the sores have dried 

and crusted is required. 

If a child is exposed to any excludable disease at the center, parents will be notified in 

writing. 

 

COMMUNICABLE DISEASE REPORTING GUIDELINES 

Some excludable communicable disease must be reported to the health department by the 

center/program. The Department of Health’s Reporting Requirements for Communicable 

Diseases and Work-Related Conditions Quick Reference Guide, a complete list of the 

reportable excludable communicable diseases, can be found at: 

http://www.nj.gov/health/cd/documents/reportable_disease_magnet.pdf. 
 



Medication Administration in Child Care Policy and Procedures 

 

PURPOSE: This policy was written to encourage communication between the parent, the child’s health care provider and the 
child care provider to assure maximum safety in the giving of medication to the child who requires medication to be provided 
during the time the child is in our care. 
INTENT: To ensure the health and safety of all children in our center/program is a team effort by the Jointure, family and health 
care provider. This is particularly true when medication is necessary to the child’s participation in our programs. Therefore, an 
understanding of each of our responsibilities, policies and procedures concerning medication administration is critical to 
meeting that goal. 
 
GUIDING PRINICPALS AND PROCEDURES: 

1. Whenever possible, it is best that medication be given at home. Dosing of medication can frequently be done so that the 
child receives medication prior to going to our center/program, and again when returning home and/or bedtime. The 
parent/guardian is encouraged to discuss this possibility with the child’s health care provider. 
 

2. The first dose of any medication should always be given at home with sufficient time before the child returns to child care 
to observe the child’s response to the medication given. When a child is ill due to a communicable disease that requires 
medication or treatment, the health care provider may require that the child be on a particular medication for 24 hours 
before returning to the center or program. This is for the protection of the child who is ill as well as the other children in 
the center or program. 
 

3. Medication will only be given when ordered by the child’s health care provider and with written consent of the child’s 
parent/legal guardian. A “Permission to Give Medication in Child Care” form is attached to the policy and will hereafter 
be referred to as the Permission Form. All information on the Permission Form must be completed before the medication 
can be given. Copies of this form can be duplicated or requested from the Jointure. 
 

4. “As needed” medication may be given only when the child’s health care provider completes a Permission Form that lists 
specific reason and times when such medication can be given. 
 

5. Medications given in the Center/Program will be administered by a staff member designated by the Center Director and 
have been informed of the child’s health needs related to the medication and will have had training in the safe 
administration of medication. 
 

6. Any prescription or over-the-counter medication brought to the center/program must be specific to the child who is to 
receive the medication, in its original container, have a child-resistant safety cap, and  labeled with the appropriate 
information as follows: 

 Prescription medication must have the original pharmacists label that includes the pharmacists phone number, 
the child’s full name, name of the health care provider prescribing the medication, name and expiration date of 
the medication, the date it was prescribed or updated, and dosage, route, frequency, and any special 
instructions for its administration or storage. It is suggested that the parent/legal guardian ask the pharmacist to 
provide the medication in two containers, one for home and one for the Center/Program. 

 Over-the-Counter (OTC) medication must have the child’s full name on the container, and manufacturer’s 
original label with dosage, route, frequency, and any special instructions for administration and storage, and 
expiration date must be clearly visible. 

 Any OTC medication without instructions for administration specific to the age of the child receiving the 
medication must have a completed Permission Form from the health care provider prior to being given in the 
Center/Program. 
 

7. Examples of over-the-counter medications that may be given include: 

 Antihistamines 

 Decongestants 

 Non-aspirin fever reducers/pain relievers 

 Cough suppressants 

 Topical ointments, such as diaper cream or sunscreen 
 

8. All medication will be stored: 



 Inaccessible to children 

 Separate from staff or household medications 

 Under proper temperature control 
 

9. For the children who receive a particular medication on a long-term daily basis, the staff will advise the parent/legal 
guardian one week prior to the medication needing to be refilled so that needed doses of medication are not missed. 
 

10. Unused or expired medication will be returned to the parent/guardian when it is no longer needed or able to be used by 
the child. 
 
 

11. Records of all medication given to a child are completed in ink and are signed by the staff designated to give the 
medication. These records are maintained in the Center/Program.  
 

12. Information exchange between the parent/guardian and the Jointure about medication that a child is receiving should be 
shared when the child is brought to and picked up from the Center/Program. Parents/Guardians should share with the 
staff any problems, observations, or suggestions that they may have in giving medication to their child at home, and 
likewise with the staff from the center/program to the parent/guardian. 
 
 

13. Confidentiality related to medications and their administration will be safeguarded by the Center Director and staff. 
Parents/guardians may request to see/review their child’s medication records maintained at the Center/Program at any 
time. 
 

14. Parent/guardian will sign all necessary medication related forms that require their signature, and particularly in the care 
of emergency contact form, will update the information as necessary to safeguard the health and safety of the child. 
 
 

15. Parent/guardian will authorize the Director or Director Designee to contact the pharmacist or health care provider for 
more information about the medication the child is receiving, and will also authorize the health care provider to speak 
with the Director or Director’s Designee in the event that a situation arises that requires immediate attention the child’s 
health and safety particularly when the parent/guardian cannot be reached. 
 

16. Parent/Guardian will read and have an opportunity to discuss content of this policy with the Director or Director’s 
Designee. The parent signature on this policy is an indication that the parent accepts the guidelines and procedures listed 
in the policy, and will follow them to safeguard the health and safety of their child. Parent/Guardian will receive a copy of 
the signed policy including single copies of the records in this policy. 
 

 
17. The Medication Administration in Child Care Policy will be reviewed annually by the following: 

 Jointure Executive Director: Erica Cruz 
 Child Care Director: Darnell A. Scott 
 Licensing Consultant 

 

EFFECTIVE DATE 

OF THIS POLICY: 

 

12/1/2018 

PARENT SIGNATURE: 

 

DATE: 

PARENT SIGNATURE: DATE: 
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