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Welcome to Preschool! 
 
Thank you for choosing our program for your child’s preschool education. We are 
excited to partner with your family to build a solid foundation for your child. Our staff 
loves Jesus as our Lord and Savior and wants your children to know and love Him, too! 
We strive for excellence through our teaching of Jesus and His Word, academics, and 
social and motor skills. Your child will be taught through song, stories, puppets, role 
playing, cooking, arts and crafts, play, and direct instruction. Let us know what we can 
do to make your experience successful. 
 
You are welcome to visit the school and your child’s classroom at any time. We look 
forward to getting to know you and your family. My door is always open. Have fun this 
year and enjoy your child and all his/her experiences in preschool. As the year 
progresses, you will receive announcements of upcoming events and special days. If 
we can be of any assistance, do not hesitate to contact us. We hope you enjoy your 
experience at Sonshine! 
 
In His Service, 
 
Kati Sweet -Sonshine Director 
kati@northviewchristian.org 
Cell: (765) 585-2497 (before 8 pm) 
 
Nathan Rector-Lead Pastor 
nathan@northviewchristian.org 
Cell: (509) 688-3988 
 
Doug McConnell-Chairman of Board 
Cell: (317) 403-6613 
 
 

Tina Diedriech  
Assistant Director 
sonshine@northviewchristian.org 
(317) 745-2566 
 
Luci Baker-Children’s Pastor 
luci@northviewchristian.org 
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OUR PHILOSOPHY 
 

Children are a precious gift from God. The preschool program is based on the 
philosophy that children are fearfully and wonderfully made by God (Psalm 139:14) and 
created in His image (Genesis 1:26). Just as clay is molded by the potter’s hand, our 
children need to be molded according to God’s specific purpose (Jeremiah 29:11).   
 
Our precious ones will have a safe, loving environment to learn through the teaching of 
God’s word. Our children will see God’s love through the tender loving care of our staff 
as we meet each child’s needs to grow to his/her fullest potential.  
 
The Sonshine program is based on the assumption that children pass through stages of 
development and learn at their own rate. The teacher’s responsibility is to guide the 
balance of creative fun, hands-on play, and cognitive learning. The teachers will work 
with parents to oversee each child’s physical, emotional, social, spiritual, and academic 
growth.  
 
We believe that parents and grandparents are the primary and most important providers 
of care and nurturing. We plan to be partners with them for each child’s care and 
education. 
 
Note: Changes for the current year are italicized. 

 
OUR MISSION 

 
Sonshine, a ministry of Northview Christian Church, desires to provide a foundation of 
biblical truth and academic excellence that prepares children for a successful start of 
school, and the knowledge that they are loved by God and our staff. We help students 
take their first steps in education and with God.  

 
GOALS FOR PRESCHOOL 

 
Our curriculum and care are designed to nurture, encourage and support the skills 
needed to develop the whole child. The staff will provide experiences to develop skills in 
the following areas: language, number concepts, fine and gross motor skills, self-help, 
social awareness, problem solving, and listening. Within all these skills we desire to 
instill a love for God and compassion for others. Our program addresses the following 
goals: 

1. To provide opportunities that develop social skills enabling interaction with peers 
and with adults in a positive manner. 

2. To help each child grow emotionally by instilling a positive self-image; by helping 
the child accept change by recognizing and expressing feelings of joy, anger, 
sadness, and frustration in an acceptable manner. 

3. To offer experiences to develop physically through indoor and outdoor activities 
that promote large and small muscle development and motor control.  

4. To encourage the development of skills necessary for logical thinking and 
decision making.  
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ADMISSION PROCEDURES 
 

1. Children between the ages of 6 weeks and five years are accepted to Sonshine. 
Afterschool and summer camp are also available for school age children through 3rd 
grade. Enrollment may be made at any time during the year if there is space 
available.  

2. You may schedule a tour and talk with the director to ask questions and determine 
availability. An enrollment form may be obtained from the director or the website.  

3. We encourage parents to bring their child for a visit in the classroom before their 
initial start date. 

4. To support our dedicated staff and to foster a strong sense of community within our 
center, priority consideration for admission will be given to children of Sonshine 
School staff and then to siblings of currently enrolled students. It does not guarantee 
immediate placement if no suitable space exists.  

5. Required forms must be completed and turned in to the director before the child’s 
first day of school. These forms include: 
 Enrollment Form and New Student Fee   
 All About My Child    
 Media/Photography consent and Release Form 
 General Field Trip Permission 
 Birth Certificate 
 Immunization Record (keep updated when new shots given) 
 Physical Exam Form (within the first 30 days of enrollment and annually for 2 

years of age and younger) 
 Record of Medication Order (if applicable) 
 Copy of IFSP or IEP (if applicable) 
 Court Orders (if applicable - i.e. custody, adoption, visitation, etc.) 

 
In addition, for Infant/Toddlers:  
 Feeding Plan, children under 13 months of age   
 Safe Sleep Policy, children under 13 months of age 
 Breast Milk Agreement (if applicable) 

6. A waiting list will be maintained when classrooms are full. 
 

CLASS SIZE RATIOS 
 

As per Indiana Child Care Center Licensing each class has a maximum class size 
according to square footage of available space per room (infants 50 sq ft; todds-4’s 35 
sq ft per child) and child/staff ratio. The child/staff ratio for each room is as follows: 
Infants 4:1  max  8:2 (sq ft max 8) 
Toddlers 5:1  10:2 (sq ft max 10) 
2’s  5:1  10:2 (sq ft max 10) 
2 ½   7:1  14:2 (sq ft max 12) 
 30-36 month 
3’s  10:1  20:2 (sq ft max 13) 
4’s  12:1  24:2 (sq ft max 13) 
PK  12:1  24:2 (sq ft max 18) 
ASC  15:1  30:2   



7 
 

SONSHINE SCHEDULE 
 
Sonshine is open Monday through Friday from 7:00 a.m. to 5:30 p.m. year- round. 
Summer camp for school age children begins Tuesday after Memorial Day. Sonshine 
will be closed on the following dates: 
 

Teacher Workday  August 1, 2025 
Labor Day   September 1, 2025 
Thanksgiving   November 26-28, 2025 
Christmas Eve  December 24, 2025*  
Christmas Holiday  December 25-26 and 29-31, 2025 (not charged 5 days) 
New Year’s Day  January 1, 2026 
Teacher Workday  January 2, 2026 
Good Friday   April 3, 2026 
Memorial Day  May 25, 2026 
Independence Day  July 3, 2026 (since July 4th is a Saturday) 
Teacher Workday  August 7, 2026 
 

*NOTE: Because of how holidays fall this year, on December 22nd and 23rd we are tentatively open until 
12 noon (half day) each day. This may change based on church needs for Christmas Eve Services. 
Families will be notified in the fall of final plans for this date.  

 
For 2025: On September 17th and 24th, Northview Christian Church will be holding two 
special events in the evenings. Sonshine School’s hours may adjust slightly those two 
days to allow time for set up for these events. This may mean that our school closes a 
little early. We will be open until at least 3 p.m. As the time gets closer, we will update 
families accordingly.  
 
Parents will be charged for these days (except for Christmas Holiday). 
 
Other dates to remember that families are invited to attend are listed below. Most 
events are held during the day, but a few of our events are in the evening so families 
can attend easier: 
 

Scholastic Book Fair  September 2-5, 2025 
Grandparent’s Day  September 5, 2025 
Thanksgiving Festival November 25, 2025 
Christmas Program   December 9, 2025 (in evening) 
Happy Birthday Jesus! December 17, 2025 
Sonshine Family Night January 23, 2026 (in evening) 
  @ The Center 
Valentine’s Party  February 13, 2026 
Literacy Month  March—activities all month 
Green Eggs and Ham March 2, 2026 
Father’s Breakfast  April 10, 2026 
Teacher Appreciation May 4-8, 2026 
Mother’s Celebration May 8, 2026 
PK Graduation  May 12, 2026 (in evening) 
Summer Camp begins May 26, 2026 (provided snow days are not needed) 
Chapel and Chow  July 2, 2026 
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WEATHER AND SCHOOL CLOSINGS 

 
We will make every attempt to be open as scheduled. However, there will be times 
Sonshine must close due to inclement weather or another emergency. Closings will be 
posted on our childcare management app. If Sonshine must close during the day, we 
will text through our childcare management app and/or the telephone numbers you have 
provided to attempt to notify parents.  
 

EMERGENCY PROCEDURES 
 
Monthly fire drills and evacuations, as well as tornado drills and lock downs, will be 
practiced so children know what to do in an emergency. In an actual emergency, we will 
make every effort to contact you, using our childcare management app and/or the 
telephone numbers you have provided.  
 

CENTER CLEANING ROUTINES 
 

Daily: Sanitize toys, tables, counters (teachers) 
 Sweep floor and carpet, sinks, toilets, doorknobs (teachers and custodial staff) 
 

Weekly: Sanitize cots —more frequently, if needed (teachers) 
 

Other: Toys cleaned when rotated out for other toys (teachers) 
 Nursery carpet deep cleaned every 6 months (custodial staff) 
 
 

FINANCIAL INFORMATION 
 

1. New Student Fee. A non-refundable new student fee of $100 per child is charged 
on all new students starting at Sonshine. Must be paid before child’s first day or on 
first billing statement.  

2. School Supply Fee - Each student will be charged an annual supply fee at the start 
of each school year. If enrolled after the start of the school year, the fee will be 
applied on the first invoice. The fee will be $150 for infant-PK classes and $75 for 
After School students. This fee helps us cover the cost of essential classroom 
supplies such as art materials, educational resources, and other consumables.  

3. Tuition. Tuition rates are reviewed each year. Our goal is to have quality of care, 
stay competitive, and consider staff salaries/benefits when determining our tuition 
rates. Families will receive a month’s notice, in writing, of fee adjustments if different 
than what is listed on most up to date enrollment form/rate form. See rate form on 
next page. 

4. Discount. There is a 5% discount available per child on monthly payments when 
paid by the 5th business day of the month for families who attend at least 3 days a 
week (a minimum of 12 days a month). If not paid by the 5th business day of the 
month, the discount will be removed.  

5. Vacation Rate. Full time (5 days/week) year-round students have the option of one 
week of vacation at no cost, upon request.  

6. Payment. Payments are due the morning of the child’s first day each week by cash, 
check or money order. Payments may also be made on our childcare management 
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app via credit card or bank transfer. Please note that there is a convivence fee 
associated with paying on the childcare management app charged by the childcare 
management app company. Payment is due even when a child is absent. Payment 
is due for days Sonshine is closed except for a week at Christmas. If child leaves 
Sonshine, all outstanding invoices must be paid before departure.  

7. Payment Fees - Returned check fee of $25 will be charged per check returned. If 
there is a fee for credit card payments, ACH payments, insufficient funds, returned 
funds or other payment issues due to lack of funds for a childcare payment from our 
childcare management system, families will be charged to cover the fee.  

8. After School Fees - After School students are still charged daily billing rate for 
elementary school breaks, but will only have added fee on days that they are at 
Sonshine. See rate sheet for details. Summer rates for ASC will start June 1. Any full 
dates between August and May will be charged for daily rate and added to if in 
attendance (i.e. spring break, fall break, start of summer break, etc.).  

9. Late Pick-up Fee. There is a charge of $2 per minute after 5:30 p.m. you are late 
picking up your child. We will bill your account for this fee. 

10. Absences. Days missed due to illness, vacations, trips, etc. cannot be credited for 
fee reduction. All fees for all children must be paid whether your child is in 
attendance or not.  

11. Additional Days (Part-Time Students). Part time students are not able to “switch” 
days each week. They may add extra days in the week if space and staffing allow. 
There is no guarantee for added days. Confirmation must be made with the office 
before child attends any extra days. Families will still need to pay for the original 
days in addition to the added days. There will be no discount for added days, even if 
planned ahead. If a permanent change in days is needed for part-time students, 
please talk with the office to discuss options.  

12. Summer Camp. Your school age child may participate in our summer camp, offered 
between school year sessions. More information can be obtained from the office. 

13. Tax ID Number. For tax purposes, our tax identification number is #351170691. 
Please keep all statements if you anticipate using childcare as a tax deduction or if 
your business requires the information for a childcare benefit. Our childcare 
management app provides tax information for families around tax time each year. 
You should receive notification from the childcare management app and/or our office 
when reports are available for families to view.   

14. Withdrawal. Parents may withdraw their child from enrollment in preschool upon 
giving a two (2) week written notice or paying two (2) weeks tuition.  

15. Delinquent Payments. Families that are set up for monthly billing will automatically 
receive the 5% discount per child. If the invoice is unpaid by the 5th business day of 
the month, the discount will be removed. Families that incur an overdue balance that 
is 2x their typical tuition charge for monthly payments or 3x their typical tuition 
charge for weekly/bi-weekly, are responsible for submitting a payment plan in writing 
to Sonshine. A meeting will be set with the Director to establish changes and/or 
finalize payment plans. The payment plan must outline a new payment structure that 
includes the outstanding balance and ongoing tuition. Families will be given up to six 
weeks to repay the overdue balance or will be asked to take a leave of absence from 
Sonshine while working to pay down the debt. If unable to pay in time scheduled, 
student(s) may be asked to leave Sonshine permanently. Payment will still be due to 
Sonshine if unpaid at time of departure.  

 



Sonshine School Rates 2025-2026 
 

Class 
MONTHLY 
Full Time  

(+5% discount) 

WEEKLY 
Full Time 

MONTHLY 
3-Days/Week* 
(+5% discount) 

WEEKLY 
3-Days/week* 

MONTHLY 
4-Days/Week* 
(+5% discount) 

WEEKLY 
4-Days/week* 

Additional 
Day 

(For Part Time 
Families)* 

Infants $1,402.00 $324.50 $896.00 $207.00 $1,195.00 $276.00 $69.00 

Toddlers $1,299.00 $300.50 $831.00 $192.00 $1,108.00 $256.00 $64.00 

2s $1,234.00 $285.50 $805.00 $186.00 $1,073.00 $248.00 $62.00 

3s $1,147.00 $265.50 $753.00 $174.00 $1,004.00 $232.00 $58.00 

4s $1,134.00 $262.50 $727.00 $168.00 $969.00 $224.00 $56.00 

Pre-K $1,134.00 $262.50 $727.00 $168.00 $969.00 $224.00 $56.00 

Afterschool 
(ASC)  

School Year 
$372.00 $86.00 $272.00 $63.00 $363.00 $84.00 $21.00 

ASC Summer 
Camp $1,017.00 $235.50 $662.00 $153.00 $883.00 $204.00 $51.00 

ASC All Day 
(school year) Additional $30/day** 

ASC 2-Hour 
Delay Additional $10/day** 

New Student 
Fee 

One time fee of $100 due on the first day starting Sonshine School or sooner. 

Supply Fee 
Annual fee of $150 for Infant-Pre-K rooms and $75 for After School.  

Paid at start of new school year (or at enrollment period for new students). 
*Part time care for 3 or 4 days per week must be the same 3 or 4 days each week. Additional days may be added as long as they are preapproved based on space and staff.  
**ASC All Day or 2-Hour Delay care will be an additional fee only for students that participate.  

 

 



11 
 

ITEMS FOR PARENTS TO PROVIDE 
 
1. Change of clothing. Because of toilet accidents, food spilled, water or mud from 

the playground, etc. please provide a complete, labeled change of clothing, 
including underwear and socks. These clothes will be kept in your child’s individual 
container for emergency use. Be aware of changes in weather and replace the 
clothes accordingly.  

For Infants/Toddlers and 2’s: Please provide at least two changes of clothes, 
including socks.  

2. Nap items. Your child needs to feel comfortable during naptime with their sleep 
items. Parents supply a child-sized blanket and may supply a small pillow and soft 
toy for sleeping. Every Friday (or last day of the week your child is at Sonshine), 
parents should take the nap items home to wash them. 

For Infants: Sonshine provides crib sheets which will be changed daily. No 
blanket, sleep toys or pillows will be in the crib while sleeping.  

3. Girls must wear shorts under their dresses. 
4. Shoes. For safety, children should wear closed toe shoes. Shoes must have at 

least a heel strap.  
   For Infants/Toddlers: As your child begins to walk please provide shoes for  

stability and safety. We have examples of good shoe choices that is sent to 
families once a child starts walking. 

5. Weather gear and sunscreen. Dress your child appropriately for the weather of the 
day. Provide cold weather clothing and rain covers. Our children typically are 
outside every day, except for extreme weather. For hot, sunny days, parents may 
provide sunscreen lotion (NO AEROSOL CANS) for the teachers to administer in 
the afternoon. Parents should first apply sunscreen at home before arriving. 

 
ADDITIONAL INFANT/TODDLER INFORMATION 

 
1. Parents provide an unopened package of diapers and wipes. You will be notified 

when these items need to be replenished through our childcare management app. 
2. Bottles and any food that you bring must be fully prepared at home—labeled with 

child’s name, date prepared, and ounces in the bottle. Bottles will be kept in the 
refrigerator. Bottles will be heated by a bottle warmer.  

3. Bottles AND bottle tops, sippy cups and/or food containers must all be labeled with 
the child’s name, what’s in the container, and the current date. 

4. As your infant begins eating regular food, they can eat school food. Talk with the 
teacher to update your infant’s feeding plan.  

5. Our nursery is a shoeless environment. When you enter the room, please remove 
your shoes or use provided shoe covers before coming on the carpet.  

6. On arrival, communicate with the teacher when your child had his/her last bottle, last 
diaper change, and when your child woke up in the morning.  

7. On departure gather all bottles, food, and dirty clothes used for the day. Teachers 
will communicate your child’s activities throughout the day through our childcare 
management app. 
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ARRIVAL AND DEPARTURE PROCEDURES 

 
1. Traffic. Enter and exit through the north driveway. Enter the building through the north 

door, #6. For the safety of the children, please do not drive around the back of the 
building. 

2. Sign in. Please park, walk your child to the teacher in charge, give the teacher any 
significant details for the day and the teacher will sign in your child on our childcare 
management app. 

3. Late or no arrivals. For the benefit of all our students and to ensure a consistent 
learning environment, we kindly request that all children arrive at preschool by 9:00 
a.m. Punctual arrival is crucial as it allows children to settle in, participate in important 
morning routines, and begin their educational activities without disruption. Arriving on 
time helps foster a sense of stability and allows your child to fully engage with their 
peers and teachers from the start of our day. If your student is arriving after 9:00 am or 
will not be at school, please contact the office and let the school know he/she will not 
be there through the our childcare management app or calling the office at (317) 745-
2566. Children arriving after 9:30 a.m. may not be able to join their class for the 
day, as late arrivals can disrupt the learning environment and impact the child's ability 
to settle in and engage with their peers and teachers. Exceptions to this policy will only 
be made for absences or late arrivals excused by a doctor's note or other pre-
approved documentation. 

School age: If your child will not be getting off the bus at Sonshine as 
scheduled, please call the office or message on our childcare management app 
to let the school know he/she will not be there. 

4. Pick up. An adult (18 years or older) who is listed on your application as authorized to 
pick up your child may pick him/her up. Parents may add to that list, in writing, any 
adult 18 years or older. We may ask the adult picking up for identification if he/she is 
not known to the staff. No child will be released to anyone suspected of being under 
the influence of drugs or alcohol.  

5. Check cubby or Sonshine bag. When picking up your child, check his/her cubby or 
Sonshine bag daily. Take home soiled clothes from accidents and any work your child 
may have done during the day. Clean out cubby or take Sonshine bag on Fridays (or 
the last day your child is here for the week), including blankets, etc. to clean and bring 
back Monday.  

6. Sign out. Please sign out your child by making contact with the teacher in charge. 
The school day ends at 5:30 pm. If you are late, two staff members will remain until 
you arrive, you will be billed $2 per minute. A courtesy call or message at (317) 745-
2566 or message on our childcare management app to let us know you will be late is 
appreciated. 

7. Toys. Leave personal toys at home unless it is a sleep toy or unless the teacher 
communicates there will be show and tell. We do not allow water guns, toy guns, toy 
weapons of any kind or play fighting. 
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TOILET TRAINING 
 

Sonshine staff fully supports “potty training” when the child and their family is ready for 
this important transition. If your child is “potty training”, we do ask that you bring your 
child to school in regular underwear—not pull ups or diapers. However, diapers/pull ups 
may be worn at naptimes. We will remind a child hourly to take a bathroom break, 
encouraging a long period of time with the comfort of dry underwear. If, and when, the 
underwear does get wet, the child will be uncomfortable and will learn more quickly 
about taking control. Parents should provide plenty of changes of clothes for the first 
steps in this process. Help us to help you by keeping the same routine at home, as 
much as possible.  
 

NAPS 
 

Licensing guidelines require a rest time for all children. Your child needs to feel 
comfortable during naptime with their sleep items. Children must lie down quietly and 
rest even if they do not sleep. There is music playing, books read then rest. Non-
sleepers can read and play quietly on their cot. A cot is provided for each child and 
sanitized each Friday or as needed. 

 
MEALS 

 
1. Meals and Menu. Breakfast (7:30-8:00), morning snack, lunch (11:00-11:30), 

afternoon snack, and late afternoon snack are provided for your child at no extra 
charge. A monthly menu is posted in our childcare management app via the 
newsletter and posted in each classroom. 

2. Milk. Vit D and 1% Milk will be provided for each child. Parents may provide other 
nutritional substitutes if desired (doctor’s note required). 

3. Food Brought from Home. Children with dietary restrictions, such as allergies or 
intolerances may bring food from home. Any food brought from home or purchased 
for your child must fit nutritional guidelines. This includes breakfast in morning, 
snacks, lunch and special event foods. A Safe Transportation of Food Responsibility 
form must be complete and returned to the office whenever food is brought from 
home for an individual child. Please provide doctor’s note documenting reasoning for 
bringing food from home as well as any food restrictions. Any replacement 
meals/snacks from home still need to meet the dietary guidelines for those 
meals/snacks.  

4. Allergies. Because peanut butter is a major allergy in young children there are no 
peanuts or peanut butter in any form in the preschool area or around our preschool 
children. Children with food allergies must have a Food Allergy Action Plan and Safe 
Transportation of Food Responsibility form completed and signed by the child’s 
health care provider and returned to the office.  

5. Choking hazards to children under three (3) years of age, include, but are not 
limited to the following: 

Whole grapes 
Hot dog rounds 
Hard candy 
Nuts 

Seeds 
Raw peas 
Dried fruit 
Pretzel nuggets 

Chips 
Popcorn 
Marshmallows 

Chunks of meat 
larger than 
children can 
swallow whole
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COMMUNICATION AND RESOLVING FAMILY CONCERNS 
 
Your teacher will communicate with you verbally and/or through messages on our 
childcare management app, slides on the hallway TVs, incident reports on childcare 
management app, notes home and administration communications. Parents may have 
questions about events, actions, or policies. We ask the parent to first address their 
concern with the teacher. The teacher will very likely have a quick answer for your 
question. If not, he/she may direct you to the director. If your questions or concerns 
remain, contact the Executive Pastor of Northview Christian Church.  
 

CHILD CUSTODY 
 

Legal decisions regarding issues of child custody will be respected. We have to assume 
that both parents have the right to pick up their child, unless we are given a copy of a 
court order stating otherwise. Without a copy of the court order, Sonshine cannot refuse 
a parent. If we have a court order and a non-custodial parent tries to pick up the child, 
we will immediately call the custodial parent. We will not place the other children at risk 
in a confrontation with the non-custodial parent. 
 

DISCIPLINE AND BEHAVIOR MANAGEMENT POLICY 
 
We believe that children are a gift from God and that they should be treated tenderly, 
not crushing the spirit but helping to shape the will. Praise and positive reinforcement 
are effective methods of the behavior management of children. When children receive 
positive understanding interactions from adults, they develop good self concepts, 
problem-solving abilities and self-discipline. Based on this belief of how they learn and 
develop values, this center will practice the following rules: 
WE 

1. DO praise, reward and encourage 
the children. 

2. DO explain things to the children on 
their levels. 

3. DO model appropriate Christian 
behavior for the children. 

4. DO listen to the children. 
5. DO provide alternatives for 

inappropriate behavior to the 
children. 

6. DO provide the children with natural 
and logical consequences of their 
behavior. 

7. DO treat the children as people and 
respect their needs, desires, and 
feelings. 

8. DO modify the classroom 
environment to attempt to prevent 
problems before they occur. 

9. DO reason with and set limits for the 
children. 

10. DO stay consistent in our behavior 
management program. 

WE 
1. DO NOT spank, shake, bite, pinch, 

pull or slap the children. 
2. DO NOT shame or punish the 

children when bathroom accidents 
occur. 

3. DO NOT relate discipline to eating, 
resting, or sleeping. 

4. DO NOT deny food or rest as 
punishment. 

5. DO NOT leave the children alone, 
unattended or without supervision. 

6. DO NOT place the children in locked 
rooms, closets or boxes as 
punishment. 

7. DO NOT allow discipline of children 
by children. 

8. DO NOT criticize, make fun or 
otherwise belittle children’s parents, 
families or ethnic groups. 

9. DO NOT make fun of, yell at, 
threaten, make sarcastic remarks 
about, use profanity, or otherwise 
verbally abuse the children.
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Time out: Time outs will not be used at Sonshine in the form of “sitting in a chair” in 
accordance with state licensing regulations. 
 

TV USE 
 
The use of TV is very limited to age appropriate and with educational value for the 
purpose of curriculum or end of day. Children are given alternative choices as well. 
 

SERIOUS INCIDENT POLICIES AND PROCEDURES 
 

When serious incidents occur: 
The teacher in charge is responsible: 

 to notify the director as soon as a serious incident has occurred under their 
supervision 

 to document on childcare management app with accuracy the details of the 
incident  

The director is responsible: 
 for following up with the parents of all the children involved in the incident 
 to document in writing their understanding of the incident 
 to report the incident to the Indiana Department of Child Services 

 
What is a serious incident? 

 an emergency where 911 is called 
 a major head injury 
 an incident involving a large amount of blood  

 
Teachers should notify parents when a minor injury occurs, or a disciplinary action was 
taken for a repeated inappropriate behavior. 
 
What are some examples of a minor injury or inappropriate behavior? 

 head injury 
 injury involving blood 
 biting 
 hurting self or another child in anger 

 
Response by staff to inappropriate behavior 

 Care is given to the child that was bitten first—wash area and apply ice pack. 
 Redirect the child who bit and talk about being kind not hurting our friends. 
 Re-evaluate our program for specific strategies and techniques to address biting. 

 
Repeated unacceptable behavior procedures: Repeated behaviors (such as hurting 
self or another child in anger, disrespect to teachers, biting another person, elopement, 
or other unacceptable behavior) will be managed according to these steps: 

1. The teacher will verbally and in writing communicate with parents. 
2. The director will verbally and in writing communicate with the parents. 
3. The center shall implement and document a specific plan of action with the 

child’s parents for deailng with the child’s unacceptable behavior.  
4. If behavior continues, the child may be asked to leave Sonshine School.  
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ABUSE AND NEGLECT REPORTING 
 
We are required by law to report to Child Protective Services if we suspect any abuse or 
neglect. 
 

PARENT INVOLVEMENT 
 
Parents are invited to visit and observe the center at any time. Teachers will meet with 
individual parents to review each child’s progress throughout the year. Conferences 
may be scheduled at any time. As a child gets ready to move up to the next classroom, 
we will provide transition letters to families to help them prepare for the next class. 
These letters will include information about what to bring to school for your child, where 
to drop off/pick up, and any other additional information that is important as they take 
their next steps at Sonshine.  
 
Parents of our infant, toddler and 2’s children receive daily written and/or verbal 
information through our childcare management app, regarding their child. If parents 
have concerns or need assistance with problems related to the center they may discuss 
the issue, if applicable, with the staff involved. If they are not satisfied, they may discuss 
their concerns with the director or with the Pastor. 
 
Social and educational events are held throughout the year to encourage interactions 
between staff and families. These events include but are not limited to the following: 
Grandparents Day, Father’s Breakfast, Mother’s Celebration, Green Eggs and Ham, 
Chapel and Chow. Parents may plan and help prepare parties, share their culture and 
jobs, eat lunch with your child, play with the children on the playground, and provide 
other similar activities.  
 
Field Trips 
Children in Pre-K and ASC going on a field trip will be transported by staff, parent, or 
paid transportation (school bus). In the event of a field trip, a special permission form 
must be signed by parents before we can take your child off campus for each field trip. 
Sonshine uses unlicensed space—infants and toddlers take stroller rides in the church 
hallway and on sidewalks around the building; 2’s-ASC outside fenced area and grassy 
areas for large group or water activities, the Center —and will ask parents to sign a form 
that indicates parent’s knowledge that their child is participating in activities in 
unlicensed space annually. 
 
Birthdays and Celebrations 
Parents may provide special treats for your child’s class to celebrate their special 
occasion. The goods provided by parents must be in the original store-bought unopened 
packaging. Due to food allergens we cannot serve homemade items to the children. 
Please no peanut butter. Check in advance with the teacher about any special allergy 
conditions a child in the class may have.  
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Donations 
Toys, books, clean underwear, shirts and pants no longer in use at home will be 
welcome additions to our preschool supplies. What we do not use, we will take to 
Northview’s clothing closet.  
 
Special Needs 
All the children Sonshine serves in our program deserve special attention. The goal of 
our program is to serve all children to the best of our ability. When children come with 
identified special needs, we will seek resources to better equip our staff to provide the 
necessary care for each child.  
 
While we are dedicated to providing comprehensive care, please understand that we 
may not be able to guarantee that all requests can be fully accommodated. This might 
be due to limitations in staffing, resources, or the scope of our program. In such 
instances, we will work closely with you to discuss available options and, if necessary, 
provide resources for alternative solutions that may better meet your child’s needs.  
 
Our priority is always the well-being of every child in our care. We encourage you to 
speak with us openly about your child’s needs so we can explore how we can best 
support them together.  
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HEALTH, IMMUNIZATIONS, AND ILLNESSES 
 
1. Physical exam. Licensing regulates that all parents provide a medical report, signed 

by a physician, within the first 30 days of attendance. Children 2 years and younger 
will need to provide an annual physical exam. It must include a current immunization 
record.  

2. Communicable Disease Exposure: Parents will receive notification of any 
communicable disease to which their child has been exposed. Likewise, all parents 
are responsible to notify Sonshine if their child has a communicable disease. (See 
Chart on the next two pages for complete list of Communicable Diseases.) The child 
must stay at home for at least the time indicated below: 
 Strep Throat and Scarlett Fever (24 hours from initiation of medicine) 
 Staph Infection (24 hrs from initiation of antibiotic and wounds covered) 
 Conjunctivitis (Pink Eye) (24 hours after initiation of treatment, and no further 

drainage) 
 Lice (after successful treatment, with no remaining evidence of live lice or nits) 
 COVID-19 (3 days with no fever, respiratory symptoms have improved, and 10 

days since symptoms first appeared). This would apply to staff and children in 
the center. If a member of the family, in your home, has tested positive, your 
child should quarantine for 14 days from the day when the family member had a 
fever or symptoms. 

3. Symptoms. If the staff observes symptoms of illness in your child during the day care 
hours, you will be called to take your child home. Keep your child home if he/she has 
symptoms of: 
 Fever (100 degrees or more) If your 

child has had a fever, you must keep 
him/her home at least 24 hours after 
the fever has gone 

 Nausea or vomiting (child can return 
24 hours after last occurring 
symptom  

 Diarrhea (child can return 24 hours 
after last occurring symptom)   

 Swollen glands  
 Acute cold  
 Hand, Foot and Mouth (child can 

return 24 hours after being fever free 
and blisters are scabbed over and 
no new blisters)  

 Skin rash or bumps  
 Inflammation of eyes (return 24 

hours after initiation of treatment) 
4. First Aid. All Sonshine staff are certified in first aid. Several staff are always CPR 

certified with at least one present. If a child is injured on school grounds and the 
injury is minor, it will be washed, and a Band-Aid applied if necessary.   

5. Outside play. If a child is well enough to come to school, he/she must join the 
others in outside play. 

6. Accidents and Medical Emergencies. If accidents occur at school, a parent will be 
notified by a phone call. If a serious accident or other medical emergency occurs, 
your child will be taken to the nearest hospital by ambulance. A preschool official will 
accompany the child if the parents are not present and will stay with the child until 
parents/guardians arrive. Every effort will be made to contact parents/guardians in 
the event of illness or accident. 

7. Medication. Sonshine staff cannot administer over the counter medicine, with 
possible individual exceptions approved by the director. Only the Director or 
Assistant Director (or designee in their absence) may offer prescription medication. 
Refer to Medication Administration Policy in this manual for specific instruction. 
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Disease & 

Incubation 

Signs/ 

Symptoms 

How  

Transmitted 

When  

Communicable 

Restrictions Control 

Measures 

Cytomegalovirus Fever, sore throat Fecal-oral, contact with 
urine, oral and nasal 

secretions.  Up to 70% 
of children are infected 

between ages 1-3. 

3 to 8 weeks after exposure None Strict hand washing procedures 
after diapering and toileting. 

Female employees of child 
bearing age should be referred to 

their primary care provider or 

health department for counseling 
about their risk of CMV 

infection. 

Chicken Pox 

(Varicella) 

Fever, skin eruption 

with blister like lesions 

Airborne or direct 

contact w/vesicle fluid.  
Contact with shingles 

lesion (direct or 

indirect) 

1-2 days before outbreak, till 

blisters dry 
 

Until all the blisters 

have dried. 

Vaccination and isolation of sick 

individuals.  Shingles vaccine 
for staff as recommended by 

their health care provider. 

Diarrheal Diseases: 

(Varies) Salmellosis 

Shigellosis 

Giardiasis 

Rotaviral Enteritis 

E Coli 0157:H7 

Cryptosporidiosis 

Campylobacteriosis 

Varies from 6-14 hrs 

Abnormally loose or 

frequent stools, 

vomiting and 
sometimes fever. A 

physician should 

diagnose specific 
cause. 

Fecal-oral route, 

through contaminated 

articles, food/beverages 
and hands. 

Throughout acute infection 

and as long as organisms are 

in stool. 

Exclude until diarrhea is 

gone for 24 hours and 2 

negative stool cultures 
or as advised by local 

health department and 

physicians. 

Proper handwashing, sanitize all 

contaminated articles and 

equipment.  Keep diapering and 
food service tasks and items 

separate.  Notify parents.  Check 

with health consultant for 
specifics.  Notify local health 

department when clusters of 

cases occur. 

Head Lice 

(Pediculosis) 

Eggs hatch in 7 

days/1 week (can 
multiply in 8-10 

days, lives 20-30 

days). 

Severe itching; small 
lice eggs closer than 

¼” to nits on hair.  

Bumpy rash on nape of 
neck, behind ears 

and/or crown of head 

may appear after 
persistent infestation. 

Direct contact with live 
lice infested individual 

or their clothing, article 

to article contact, i.e. 
coats, blankets and hats. 

As long as live lice remain 
on an infested person, or 

until eggs are ¼” away from 

scalp.   

Until after child is 
treated and others in the 

household evaluated. 

Do not exclude for the 
presence of nits only. 

Vacuum to get rid of lice in 
environment.  Wash all clothing 

and bedding in hot soapy water 

for 20 minutes.  Notify parents.  
Keep all children’s personal 

items and clothing separate. 

Scabies 

2-6 weeks-initial 
exposure 

1-4 days-Re-

exposure 

Mite burrows under 

skin. Red, itchy rash 
tends to be in lines or 

burrows usually on 

wrists, elbow creases 
or between fingers. 

Skin to skin contact. 

Shared clothing. 

Until mites are destroyed  Exclude for 24 hours 

after initial treatment 
completed. 

Notify parents. Wash all 

clothing and bedding in hot 
soapy water for 20 minutes. 

Keep all children’s personal 

items and clothing separate. 

Impetigo 

4-10 days 
Staphylococcus 

Streptococcus 

1-3 days 

Blisters, crusts, scabs 

on skin which are flat 
and yellow may be 

weeping. 

Direct contact with 

infected area or with 
nasal discharges from 

infected child. 

When weeping, crusted 

lesions are present. 

Exclude until on 

antibiotic Rx for 24 hrs. 
and lesion can be 

covered. 

Child and staff wash hands 

frequently throughout day.  
Notify parent.  Wear disposable 

gloves when treating.  Cover 

draining lesions with dressing. 

Measles                 

(Rubeola) 

Fever, cough, red eyes, 
photosensitivity, spots 

on tongue and mouth, 

blotchy rash 3rd and 7th 
day, lasting 4 to 7 days 

Droplet and direct 
contact with nasal or 

throat secretions.  

7-18 days from exposure From time of initial 
fever till 4 days after 

rash appears. 

Hand washing after contact with 
secretions and vaccination 

Exclude exposed, unvaccinated 

children until local health depart. 
approves return. 

Pertussis Irritating cough can 

last 1-2 months-Often 
has a typical “whoop” 

Direct contact with oral 

or nasal secretions 

6-20 days 5 Full days after 

antibiotics 

Hand washing after handling 

secretions.  Covering mouth 
during coughing; then hand 

washing. Staff vaccination.  

Pinkeye 

(Conjunctivitis) 

Bacterial: 24-72 hrs. 

Viral: Usually 12-72 

hrs. (3 days) 
Irritant: immediate 

watering 

Tearing, swollen 

eyelids, redness of 
eyes, purulent 

discharge from eyes. 

Contact with discharges 

from eye, nose or 
mouth.  Contaminated 

fingers and shared 

articles. 

During active symptoms and 

while drainage persists.  
Dependent upon cause of 

the infection. 

No need to exclude 

unless condition 
interferes with 

participation or care of 

others.  Most cases 
viral, no medication. 

Notify parents. Diligent 

handwashing by staff and 
children.  Contact health 

consultant/health department if 

more than two cases at once. 
Children with prolonged 

symptoms should be evaluated 
by their medical provider. 

Rubella                    

(3 day measles or 

German measles) 

Low grade fever, 

headache, mild redness 

of eyes, fine rash 

Contact with nasal and 

throat secretions. 

14-23 days 7 days from onset.   Vaccination and strict hand 

washing procedures.  Exclude 

exposed, unvaccinated children 
until local health department 

approves return. 

Strep 

Throat/Scarlet 

Fever 

1-3 days (rarely 
longer) 

Red, painful throat, 
fever.  May develop 

rash (Scarlet Fever).  

Sneezing & coughing 
on others, contact with 

mucus or saliva, 

contaminated articles. 

2 days before symptoms 
until on antibiotic Rx for 24-

48 hrs.  Untreated cases 10-

21 days. 

Exclude until on 
antibiotic Rx for 24 hr.  

(Must be treated for 10 

days). 

Notify parents.  Sanitize all 
articles use by child.  Proper 

handwashing.  Notify local 

health department when cluster 
of cases of the symptoms, sore 

throat and fever occur. 

Ringworm 

(Varies by site) 

Mainly: 4-10 days 

Red Scaling, itchy, 

circular lesions and 
broken hairs from 

skin/head 

Direct contact with 

infected humans or 
animals, skin to skin 

contact or with 

contaminated articles 

As long as lesions/infection 

is active.  Some lesions may 
not be seen with the human 

eye. 

If on Rx, may return; 

otherwise exclude 
unless lesions can be 

covered, clothing is 

acceptable. 

Wash all items used by infected 

child, cover lesions, proper 
handwashing; notify parents 

Fifth Disease 

4-20 days 

4-14 days; up to 21 

days 

Mild or no fever, 

“slapped cheek” rash 

spreading throughout 
body, lacy rash on 

arms on legs; rash may 

recur with sunlight, 
warm bath or exercise. 

Sneezing & coughing 

on others, contact with 

mucus or saliva, 
contaminated articles 

Prior to onset of rash; Not 

communicable after onset of 

rash.  During the week prior 
to the rash appearance 

No need to exclude 

unless condition 

interferes with 
participation or care of 

others 

Wash hands frequently; sanitize 

all articles used by children.  

Pregnant women should tell 
health care provider if they have 

been in contact with an infected 

person. 

Meningitis 

Bacterial: 1-10 days 
(usually less then 4 

days)  

Viral: Varies 

Fever, headache, 

vomiting, chills, neck 
pain or stiffness, 

muscle spasm, 

irritability. 

Sneezing & coughing 

on others, contact with 
mucus or saliva, 

contaminated articles, or 

fecal-oral route-
depending upon 

organism involved 

. Bacterial-Non-

communicable 
 24 hrs. after starting 

antibiotic Rx.   

Viral-Prolonged period 

Exclude, return with 

Dr.’s permission and 
condition does not 

interfere with 

participation or care of 
others. 

Notify parents and local health 

department.  Clean and sanitize 
all articles; proper handwashing 
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Disease & 

incubation Signs/symptoms How transmitted When communicable Restrictions Control measures 
Hepatitis A 

15-50 days. Average 
25-30 days 

Upset stomach, tired, 

dark colored urine, 
light colored stool, 

yellowish skin & eyes, 
fever, jaundice (often 

jaundice not present in 

children under 5 
years), abdominal pain 

and diarrhea. 

Fecal-oral route, 

through contaminated 
articles, food/beverages 

& hands. 

Two weeks prior to jaundice 

until 1 week after jaundice 
(yellow) appears.  If no 

jaundice one week prior 
until 2 weeks after 

symptoms 

Exclusion until 1 week 

after diagnosis as long 
as stool is contained in 

diaper, or child has no 
accidents or no more 

than 2 stools over 

normal, and all contacts 
have received vaccine 

or immune globulin 

Proper handwashing; sanitize all 

contaminated articles & 
equipment.  Notify parents and 

local health department.  
(Immune Globulin or 

vaccination for all contacts 

should be considered) 

Hand, Foot & 

Mouth (Coxsackie 

Virus)  

Up to 6 days, usually 

3-6 days. 

Small blisters with 

reddened base 
primarily on hands, 

feet, mouth, tongue, 

buttocks or throat 

Direct contact with nose 

or oral secretions and 
with feces 

During acute stage of illness 

(virus may stay in stools for 
several weeks) 

Exclude if the child 

does not have control of 
oral secretions (saliva) 

or condition interferes 

with participation or 
care of others. 

Proper handwashing, don’t share 

cups, glasses, etc., sanitize all 
contaminated articles. 

Roseola 

9-10 days 

Fever, runny nose, 

irritability, followed 
by rash on trunk.  

Child often feels fine 

once rash appears. 

Via saliva from a 

healthy adult (children 
under 4 may be 

susceptible, usually only 

children under 2) 

Uncertain Exclude only if 

condition interferes with 
participation or care of 

others. 

Notify parents, proper 

handwashing 

RSV (Respiratory 

Syncytial Virus) 

1-10 days 

Fever, runny nose, 
cough, and sometimes 

wheezing. May exhibit 

rapid or labored 
breathing with 

cyanotic (blue) 

episodes. 

Virus spread from resp. 
secretion (sneezing, 

coughing) through close 

contact with infected 
persons or contaminated 

surfaces or objects. 

Just prior to symptoms and 
when febrile 

Exclude only if 
condition interferes with 

participation (rapid or 

labored breathing, or 
cyanotic episodes) or 

care of others. 

Frequent and proper 
handwashing, sanitize all 

contaminated articles.  Do not 

share items such as cups, glasses 
and utensils.  Proper disposal of 

tissue when used for nasal and 

respiratory secretions.  

See https://nrckids.org/CFOC section 3.6.1.1: Inclusion/Exclusion/Dismissal of Children for 

information on when to exclude children for illness and section 3.6.1.2: for Staff Exclusion for 

Illness. 

See https://nrckids.org/CFOC section 7.3.11.1: Attendance of Children with Unspecified 

Respiratory Tract Infection.   

See https://nrckids.org/CFOC section 7.6.3.1: Attendance of Children with HIV (same 

information applies to children with Hepatitis B or C). 

References:  

Red Book®, 2021 Report of the Committee on Infectious Diseases 32nd ed. American Academy of Pediatrics, 141 Northwest Point 

Blvd., Elk Grove Village, IL 60007-1098 

Caring for Our Children 4th ed  Https://nrckids.org/cfoc   

Indiana State Department of Health Communicable Disease Reference Guide for Schools https://www.in.gov/health/files/2022-

Communicable-Disease-Reference-Guide-for-Schools.pdf   

https://nrckids.org/CFOC
https://nrckids.org/CFOC%20section%207.3.11.1
https://nrckids.org/CFOC
https://nrckids.org/cfoc
https://www.in.gov/health/files/2022-Communicable-Disease-Reference-Guide-for-Schools.pdf
https://www.in.gov/health/files/2022-Communicable-Disease-Reference-Guide-for-Schools.pdf
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SONSHINE MEDICATION ADMINISTRATION POLICY 
 
This policy is intended to ensure safe administration of medication to our children with 
chronic conditions, mild illnesses, or special health needs for whom a plan has been 
made and approved by the director. Because the administration of medication can pose 
a liability, it is necessary for Sonshine to have a policy in place.  
 
Administration of Medication requires clear, accurate instruction and knowledge of why 
a child needs the medicine. Childcare providers need to be aware of what the child is 
receiving, when it is to be given, how to read the label directions in relation to the 
measured doses, frequency, expiration dates, and be aware of any side effects. This 
policy applies to all medication administration for any child within the facility. 
 
This policy is consistent with Department of Child Development rules but may be more 
restrictive. 
 
I. Written Authorization: 

1. Medication will be administered only if there is a physician’s written permission 
and the parent or legal guardian has provided written, signed, and dated consent 
to include: 

a. child’s first and last name 
b. name of medication 
c. time the medication should be given and how often 
d. criteria for the administration of the medication 
e. how much medication to give 
f. the way the medication shall be administered (oral, topical, injection, etc) 
g. medical conditions or possible allergic reactions 
h. length of time the authorization is valid, if less than six months 

2. The length of time the consent is valid: 
a. Up to six months: 

i. A prescription medication shall be valid for the length of time the 
medication is prescribed to be taken, up to six months. 

ii. Prescription or over the counter medication, when needed, for 
chronic medical conditions and for allergic reactions. 

b. Up to 12 months:  
i. To apply over the counter, topical ointments, gels, lotions, or 

creams such as sunscreen, diapering creams, or insect repellant to 
a child, when needed. 

3. A physician’s note must accompany any medication. 
4. Exception to Authorization: A caregiver may administer medication to a child 

without parental authorization in the event of an emergency medical condition 
when the child’s parent/guardian is unavailable. The medication must be 
administered with the authorization and in accordance with instructions from a 
bona fide medical care provider. 

 
II. Prescription Medication 

Prescription medications such as antibiotics, seizure medications or others: 
1. Must be administered only to the child for whom they were prescribed. 
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2. Must be in its original child-resistant container labeled by a pharmacist to include: 
a. child’s first and last name 
b. name of medication 
c. date prescription was filled 
d. name of health professional who wrote the prescription 
e. medication expiration date, storage information 
f. instructions on administration: dosage amount, frequency, and specific 

indications for “as needed”. 
As needed medications: A physician may state that a certain medication may be 
given for a recurring problem, an emergency, or chronic condition. The 
instructions should include the above information in II.2. For example, a child 
may have sunscreen applied as needed to prevent sunburn; a child who 
wheezes with vigorous exercise may take one dose of asthma medicine before 
large muscle play; a child with a serious allergic reaction may develop symptoms 
needing immediate attention (e.g., EpiPen) 

 
III. Over the Counter Medications 

Over the Counter (OTC) medications such as cough syrup, decongestant, 
acetaminophen, ibuprofen, topical antibiotic cream for abrasions, or medication for 
intestinal disorders: 
1. Must be in the original container labeled by the parent or legal guardian with the 

child’s first and last names. 
2. Must be accompanied by written instructions signed and dated by a physician 

and the parent or guardian specifying: 
i. child’s first and last name 
ii. name of the medication 
iii. conditions for use 
iv. dose of the medication 
v. how often the medication may be given  
vi. length of time the authorization is valid 

3. Administered as authorized with specific, written instructions by the parent or 
legal guardian not to exceed amounts and frequency of dosage specified by the 
manufacturer. 

4. If manufacturer’s instructions include consultation with a physician for dose or 
administration instructions, written dosage instructions from a licensed physician 
or authorized health professional is required. 

 
IV. Medications will not be given if it is: 

1. not in the original container 
2. beyond the date of expiration on the container 
3. without written authorization 
4. beyond expiration of the parental or guardian consent 
5. without the written instructions provided by the physician or other health 

professional legally authorized to prescribe medication 
6. in any manner not authorized by the child’s parent/guardian and physician or 

other health professional 
7. for non-medical reasons, such as to induce sleep 
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V. Receipt, Storage and Disposal: 
1. All medications brought into the center will be given to the director for review and 

approval. 
2. Medications will be stored in a sturdy, child-resistant, locked cabinet that is 

inaccessible to children and prevents spillage. 
3. Medications will be stored at the temperature recommended for that type of 

medication. It shall not be stored above food. A lock box to hold medications can 
be kept in a designated refrigerator not accessible to children. 

4. Emergency medication may be left unlocked so long as they are stored out of the 
reach of children at least 5 feet above the floor. 

5. Non-prescription diaper creams shall be stored out of reach of children at least 5 
feet above the floor but are not required to be in locked storage. 

6. Any medication remaining after the course of treatment is completed or 
authorization is withdrawn will be returned to the parent/guardian within 72 hours 
or it will be discarded. Dispose of liquids in their containers with cap on tight and 
placed in dumpster. If disposing needles give to the parent/guardian to properly 
dispose. Contact your Health Department if there are any questions of proper 
disposal of medications. 

 
VI. Training: 

1. Only staff persons who have documentation of medication administration training 
by a licensed health care professional will administer medication. 

2. A staff member trained in medication administration will be on site at all times 
when children are present. 

 
VII. Documentation: 

1. A medication log will be maintained in the child’s file by the facility staff to record 
any time prescription or over-the-counter medication is administered by childcare 
facility personnel. 

2. The child’s name, date, time, amount and type of medication given, and the 
name and signature of the person administering the medication shall be recorded 
for each administration. 

3. The log may be part of the medication permission slip or on a separate form 
developed by the provider which includes the required information. 

4. Only one medication shall be listed on each form. 
5. Spills, reactions, and refusal to take medication will be noted on this log. 
6. No documentation shall be required when over the counter, topical ointments, 

gels, lotions, and creams—such as sunscreen, diapering creams, or insect 
repellents—are applied to children. 

 
VIII. Medication Error: 

1. In the event of a medication error, the appropriate first aid or emergency action 
will be taken. 

2. Director, parent/guardian, and as needed, the nurse or physician will be notified. 
3. A medication error and an incident report will be prepared. 

 
This policy applies to all staff, families, volunteers, and visitors who use the childcare 
services at Sonshine. 
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NORTHVIEW CHRISTIAN CHURCH SONSHINE  
INFANT/TODDLER SAFE SLEEP POLICY 

(required for under 13 months of age) 
Date Adopted: June 30, 2019 

 
 Sudden Infant Death Syndrome (SIDS) is the unexpected death of a seemingly 
healthy baby for whom no cause of death can be determined based on an autopsy, an 
investigation of the place where the baby died and a review of the baby’s medical 
history.  
 The Child Care Law requires that childcare providers caring for children 12 
months of age or younger implement a safe sleep policy, share this information with 
parents, and participate in training. 
 Sonshine believes providing infants with a safe environment in which to grow and 
learn is extremely important. Also, all families have a right to safe and healthy childcare 
and will practice the following: 
 

1. Infants less than 12 months of age shall be placed on their backs on a firm tight-
fitting mattress for sleep in a crib to lower the risks of Sudden Infant Death 
Syndrome (SIDS). 

2. All pillows, blankets, quilts, comforters, sheepskins, stuffed toys, and other soft 
products will be removed from the crib.  

3. The infant’s head will remain uncovered at all times including during sleep.  
4. When infants can easily turn over from the supine to prone position, they will be 

put down to sleep on their back but allowed to adopt whatever position they 
prefer for sleep.  

5. Positioning devices that restricts movement within the child’s crib shall not be 
used.  

6. There is no smoking allowed in the childcare setting.  
7. Infants will not share a crib with other children.  
8. Supervised “tummy time” will be observed while infant is awake.  
9. All staff counted in ratio in the Infant room will receive training on safe sleep 

practices before caring for infants annually.  
 
This policy will be reviewed with the parents at the time of application and a copy will be 
provided in the parent handbook.  
 
SIDS information will be published annually in the Parent Manual (above) and available 
as a handout. This policy will be reviewed during annual training and new staff 
orientation. A copy will also be provided in the staff handbook.  
 
Parents and staff will be notified of any upcoming policy review. 
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