Parent Handbook

Revised 08-31-2026

Welcome to The Discovery Place
Early Learning Center

Welcome to The Discovery Place! We are excited to have you and your child as part of our
community. This handbook outlines our policies, procedures, and important information to
ensure a positive and collaborative experience for everyone involved. Please read this
handbook and save it for a reference. We look forward to working with you in caring for and
educating your child.
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Contact Information

The Discovery Place Early Learning Center
623 Hwy 32 S

Thief River Falls, MN 56701
218-681-5202

Website: https://discoveryplacetrf.org
discoveryplacel971@gmail.com

Hours of Operation

Monday thru Friday: 6:30am — 6:00pm
Closed on weekends and all major holidays


https://discoveryplacetrf.org/

Mission

The mission of The Discovery Place Early Learning Center is to create a positive, nurturing, and
educational environment where children can grow, learn, and thrive. Our goal is to support the
development of each child in the key areas of cognitive, physical, social, and emotional growth. We
believe in treating all students with respect, fostering a culture of choice, and offering constructive
feedback—all within a safe and supportive environment.

History

The Discovery Place Early Learning Center was established in 1971 by a group of community-minded
citizens who recognized the need for quality childcare in Thief River Falls. Opening its doors that
September, the center initially served 12 students and was housed in Redeemer Lutheran Church. At
that time, we were licensed to care for children aged 3 to 5 and operated on a nine-month schedule.
As the demand for quality childcare grew, so did our need for space. In 1978, with a generous donation
from The Hartz Park Foundation and strong community support, we moved to Nora Street. This
expansion allowed us to increase our capacity to 58 children and introduce an after-school program for
school-aged children.

In 1980, responding to a growing need for infant and toddler care, we expanded our programs to serve
younger children. Further growth and community support led to additional space, funded by a donation
from the McKnight Foundation. In 1988, we also secured a lease for an adjacent lot to build a
playground, specifically designed to accommodate large-motor activities for older children. The lease
was finalized at $1.00 per year, a testament to the continued generosity of our community.

In 2025, we partnered with Valley Home Assisted Living to create an intergenerational program where
seniors and children can interact, learn, and grow together. This brought us to our new location on Hwy
32, attached to the Valley Home building, creating opportunities for daily interactions and meaningful
relationships between residents and children.

Our Program

The Discovery Place Early Learning Center is a non-profit childcare center that provides quality care and
early education for children 6 weeks- 12 years of age.

Board of Directors

The Discovery Place Early Learning Center is governed by a volunteer board of directors, who meet
monthly to discuss the program and make appropriate decisions for the business. Parents who are
interested in becoming a part of the board of directors are encouraged to discuss this with the Director.

Goals

It is the goal of The Discovery Place Early Learning Center to provide children with loving and nurturing
care in a safe, educational environment. All aspects of the child’s development are considered as their
needs are met. We strive to keep parents actively involved in the care and early education of their child.



Program Operation

The Discovery Place Early Learning Center is inspected and licensed by the Minnesota Department of
Health Services, 444 Lafayette Road North, St. Paul, MN 55155-3842, (651)-296-3971.

We are open 52 weeks per year, Monday — Friday from 6:30 am — 6:00 pm. Our center will be closed on
the following holidays, and on surrounding days depending on where the holiday falls during the week.
Dates will be reviewed and voted on by the board of directors. Parents will receive the list with fall
registration packet in August of each year. The following holidays are designated as paid time off for
staff. Tuition will still be charged for each child on these days.

e New Years Day, January 1st

e Memorial Day, the last Monday in May
Independence Day, July 4th
Labor Day, the first Monday in September
e Thanksgiving Day, the fourth Thursday in November
e Christmas Day, December 25th

Personnel

Our staff includes qualified lead teachers, assistant teachers, and childcare aides who bring many years
of combined experience in early childhood education. All staff members are required to participate in
on-going training. All staff are required to complete CPR and First Aid training.

Curriculum

Infants (6 weeks — 12 months)

Children in the infant room follow individualized schedules, which are planned conjointly by the parents
and infant staff. Each schedule is modified as the child develops and parents’ desires dictate. The staff’s
primary goal is to help infants develop a sense of trust and enjoyment in relationships with their
caregiver and in their new environment.

Crawler (12 months — 18 months)

A consistent daily routine provides opportunities for exploration, language development, social skills,
and growing independence. Activities include sensory play, music and movement, stories, outdoor play,
and hands-on learning experiences that support cognitive, physical, and emotional growth. Rest and nap
times are scheduled to meet individual needs.

Toddlers (18 months — 32 months)

A structured day is planned for both in and outdoors depending on their schedules. Appropriate
activities that foster growth for each toddler's self-help skills, language development, social awareness
and positive, non-aggressive problem solving are incorporated. Nap time is scheduled in the afternoon.

Preschoolers (33 months — 1st day of Kindergarten)

Activities of social, motor, language, cognitive and sensory experiences are planned for preschool
children. They included large and small group activities including music experiences with song or dance,
storytelling, arts and crafts, outdoor play and some field trips. Naptime is scheduled in the afternoon.

School Age (Kindergarten — 5th Grade)



Before and after school hours, as well as non-school days and the summer months. Participate in
enriching recreational programs conductive to learning and social interaction. Children are encouraged
to pursue their interests and develop friendships, independence, and confidence. There is no nap or rest
time for this age group.

Enrolilment & Admission

The Discovery Place Early Learning Center welcomes children of all backgrounds and abilities.
Enrollment is based on availability and completed registration forms. A non-refundable registration fee
is required at the time of enroliment.

Wait List

The first step in applying for childcare is to complete the waitlist form located on our website
(https://discoveryplacetrf.org/waitlist). Waitlist placement is determined by the child's age, available
capacity, and the submission date of the wait list application.

Registration

Upon accepting placement at The Discovery Place Early Learning Center, families are required to
complete and return all necessary enrollment forms, along with an annual registration fee of $50 per
child, capped at $100 per family. This fee supports vital components of our program, including the
implementation and maintenance of security measures that ensure a safe environment for all children.

Additionally, this fee helps fund the Brightwheel app, our primary tool for parent-teacher
communication. Brightwheel securely stores each child’s health records and emergency contact
information, ensuring quick access in urgent situations and keeping families connected to their child’s
daily experience. All forms provided to families must be signed by both parent(s) or guardians involved
with each child.

Family Information Form
o This form will help us to better understand your child so that we can provide individualized
care. In addition, this provides us with your contact and emergency information. Please
keep this form up to date and inform us of any changes when necessary.
Health Care Summary Form
e In accordance with the Minnesota State Licensing requirements, parents/guardians must
submit a Health Care Summary, completed by the child’s physician before they can enroll in
the center.
Immunizations Form
e The Minnesota Department of Health requires your child’s immunizations to be up to date
for them to be enrolled in the center. The recommended schedule is available at your
doctors’ office or at https://www.cdc.gov/vaccines/hcp/imz-schedules/child-
adolescent.html
Family Size and Income Data Sheet and Child Enrollment Form
e This form is necessary for the centers enrollment in the food program. It helps ensure your
child receives healthy and balanced meals.

After the above requirements are completed, you will be given a starting date. You will also be required
to visit the center and bring your child to meet their teacher. Children who begin attendance after May
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1st are exempt from the annual registration fee charged in August of that year. The annual registration
fee will resume the following year.

Spot Reservation & Holding Fee

When a childcare opening becomes available and the family elects to reserve the space for future
enrollment, a holding fee equal to one week of tuition will be required to secure the spot. This fee will
be applied to the child's first week of tuition upon starting at The Discovery Place. Once an enrollment
start date is scheduled, tuition billing will begin for all children, regardless of the child’s actual
attendance or delayed start. For infants, full tuition charges will begin once the child reaches 6 weeks of
age, regardless of their actual start date or attendance schedule.

If a family chooses not to enroll after reserving a spot, the holding fee is non-refundable and will be
forfeited. Registration fees are required in addition to the holding fee and are also non-refundable.

Scheduling

Regular attendance is important for your child’s development. Please notify us as soon as possible if
your child will be absent. Tuition will not be adjusted for absences, holidays, or inclement weather
closures.

Long Day Attendance

Children benefit from a balance of quality time at home and time spent in care. To support healthy
routines and staffing needs, a fee of $15 per child, per day, will be charged when a child is in attendance
for 10 hours or more. If your child will regularly require care for 10 or more hours per day, please
contact the Director to discuss scheduling options.

Late Pick Up

According to the terms of our license and liability insurance, we are not allowed to provide care or have
children in our building after 6:00pm. Parents must pick up their children and vacate our building by
6:00pm to avoid an extra charge.

A fee of $5.00 per minute, per child, will be charged for families remaining in the building after 6:00pm.
If your family is late more than twice in a single month, The Discovery Place Early Learning Center
reserves the right to remove your child from the program

Withdrawal

A two-week written notice is required before your child’s last day at the center. Any previous balances
must be paid in full upon departure.

Leave of Absence

If your schedule and hours at the center are reduced significantly (i.e. summer months, maternity leave,
layoffs) you will need to contact the Director to make arrangements to keep your spot. A retention fee
will be assessed by the Director.



Tuition Procedures

Tuition & Payments

The Discovery Place Early Learning Center is a non-profit program funded primarily through tuition. To
maintain consistent staffing and program quality, families are responsible for payment of all scheduled
days, regardless of attendance. If your child will be absent or arriving late, please notify the center by
8:00 a.m.

Tuition is billed weekly through Brightwheel and paid through automatic payments. Any additional
charges or credits, including extra days, late fees, NSF fees, or facility closure credits, will appear on the
following week's invoice.

A $25 late fee will be assessed for any payment not received by the due date or declined by the
payment processor. If a payment is returned for non-sufficient funds (NSF), a $50 fee (S25 NSF fee plus
$25 late fee) will be charged. If this becomes a recurring issue, childcare services may be suspended
until the account is brought current, and/or the child's enrollment may be terminated. Invoices that are
60 days past due may be referred to a collection agency. Any fees and costs associated with collections
will be the responsibility of the primary payer.

If any questions or concerns arise, along with the need for payment assistance, please contact the
director and/or administrative assistant for help with this.

Grievance

The Discovery Place encourages open communication between families and staff. Concerns should first
be discussed with the teacher or staff member involved. If the issue is not resolved, parents may contact
the Director. Unresolved concerns may be submitted to The Discovery Place Early Learning Center Board
of Directors for review.

Nondiscrimination Statement

In accordance with federal civil rights law and U.S. Department of Agriculture (USDA) civil rights
regulations and policies, this institution is prohibited from discriminating on the basis of race, color,
national origin, sex (including gender identity and sexual orientation), disability, age, or reprisal or
retaliation for prior civil rights activity.

Program information may be made available in languages other than English. Persons with disabilities
who require alternative means of communication to obtain program information (e.g., Braille, large
print, audiotape, American Sign Language), should contact the responsible state or local agency that
administers the program or USDA’s TARGET Center at (202) 720-2600 (voice and TTY) or contact USDA
through the Federal Relay Service at (800) 877-8339.

To file a program discrimination complaint, a Complainant should complete a Form AD-3027, USDA
Program Discrimination Complaint Form which can be obtained online at:

https://www.usda.gov/sites/default/files/documents/ad-3027.pdf, from any USDA office, by calling
(866) 632-9992, or by writing a letter addressed to USDA. The letter must contain the complainant’s
name, address, telephone number, and a written description of the alleged discriminatory action in



sufficient detail to inform the Assistant Secretary for Civil Rights (ASCR) about the nature and date of an
alleged civil rights violation. The completed AD-3027 form or letter must be submitted to USDA by:
e Mail: U.S. Department of Agriculture
Office of the Assistant Secretary for Civil Rights
1400 Independence Avenue, SW
Washington, D.C. 20250-9410
e Fax: (833) 256-1665 or (202) 690-7442
e Email: Program.Intake@usda.gov

This institution is an equal opportunity provider.

Termination

In the event any of the following occurs, a child and parent(s) may be excluded from the center
e Nonpayment for tuition fees
e Abuse of staff or children at the center
e |nability of staff to adequately care for your child's needs
e Chronic lateness in child's pickup
e Parent is hostile, uses profane language, and is verbally or physically threatening or abusive
towards staff or clients of the center
e Abuse of center policies

Parent Participation

Orientation Meeting/Tour

Families who have recently enrolled their child at The Discovery Place Early Learning Center and have
completed all enrollment papers are expected to schedule an orientation tour with the director and
their child's teacher. During this time policies and procedures will be explained and parents have the
opportunity to have any questions answered.

Arrivals & Departures

Parents and authorized adults must accompany children in and out of the center at all times. Parents
and authorized adults are required to check in and out children using the Brightwheel app. If your child
is outside on the playground, parents need to come to the playground to get him or her.

Release of Children

Parents must designate at least two individuals who are authorized to pick up their child in case of
emergencies; only those persons authorized by the parent may sign the child out. Changes to the
authorization form may be made with the Director at any time. For the safety of the child, parents must
notify center staff if individuals other than themselves will be picking up their child that day. All newly
authorized individuals will be required to present a valid photo ID before the child may be released into
their care.

Parent-Teacher Communication

A number of methods can be utilized to communicate between the center and your family. Here are the
best ways to ensure good communication:



e talk to your child's teacher or other staff at drop off and pick up or use the center's app if their
teacher is not readily available for face-to-face conversation

e read special event notices on monthly calendar handout for your child's room

e examine the various methods of photo and art documentation of the child's work throughout
the center

e check child's cubbies for notices

e visit the center, you are welcome to stop by at any time

o follow the Discovery Place Early Learning Center page on Facebook to see some of the fun
activities happening day-to-day

Parent-Teacher Conferences

Conferences are offered to parents twice a year, Spring and Fall, where families may discuss with their
child’s teacher about their development and any concerns. Both parents and staff may wish to request
additional conferences as needed. A written progress report will also be provided at these times.

Room/Age Transition

When a child is ready to transition to the next classroom based on their age, the parents, teachers, and
the director will collaborate to ensure a smooth move. The transition process will begin with the child
spending gradually increasing amounts of time in the new room. Once the move is confirmed, the
teacher or director will inform the parents of the transition date and discuss the new classroom's
routines, expectations, and responsibilities.

Children’s Needs

Clothing
Play is an essential part of learning, so children need clothing that is washable, comfortable, and allows
for free movement. All children should have the following:

e one change of undergarments and socks

e one change of other clothing including pants/shorts and shirt

e appropriate seasonal outerwear including: jacket, hat, mittens, gloves, boots

e tennis shoes for everyday wear
Toys
Toys brought from home present problems for children and staff, as personal possessions are often
difficult to share or may get broken. If it becomes necessary for a child to bring a toy from home, it must
be something that can be left in the child's cubby. Toys that resemble weapons are not acceptable at the

center. If your child has a special toy, expensive toy, or toy with many pieces, please keep it safely at
home.

Cubbies

Children are provided with cubbies at the center as means of keeping their belongings together. Please
check your child's cubby each day for communication, projects, or wet or soiled clothing.

Birthdays & Special Occasions

Your child's birthday is a special day to share with friends; you are welcome to send birthday treats to
share with the child’s classroom. Treats must be store bought as required by our Department of Health
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food and beverage license; this also pertains to treats that are brought for holiday parties. Be sure to
communicate with your teacher about when you would like to send treats and check for any classroom
allergies or dietary restrictions.

Guidance & Discipline

At The Discovery Place Early Learning Center, our daily schedule, curriculum, classroom setup, and
staffing are thoughtfully designed to create positive and enjoyable learning experiences. We emphasize
respectful and trusting relationships between adults and children. Through gentle guidance, we help
children understand appropriate behavior and develop self-control. Our approach takes into account
each child’s age, intellectual development, emotional needs, and past experiences. We maintain
consistency in setting rules and boundaries to support their growth. Below is a list of child guidance
techniques we use to foster a supportive and nurturing environment.

e tell the child what they can do

e establish eye contact when speaking with the child

e give choices whenever possible but only when the child really has a choice

e encourage children to solve their own problems and work out conflicts

e redirect a child to another activity

e help children learn how to interact with each other

Biting & Aggressive Behavior

Biting and other aggressive behaviors, such as hitting, kicking, pushing, scratching, pinching, spitting, or
throwing objects, may occur as children learn to communicate, regulate emotions, and interact with
others. The Discovery Place Early Learning Center responds to these behaviors promptly, consistently,
and developmentally appropriately while prioritizing the safety of all children.

Staff work proactively to prevent aggressive behaviors through close supervision, positive guidance,
consistent routines, social-emotional learning, and age-appropriate activities. When an incident occurs,
staff will ensure children's safety, provide appropriate care and first aid, redirect behavior, document
the incident, and notify the parents or guardians of the children involved. Confidentiality will be
maintained at all times.

If a child has three incidents of biting or aggressive behavior toward another child or staff member in
one day, the child will be sent home for the remainder of the day. When aggressive behaviors become
repetitive or ongoing, staff will partner with families to identify triggers, implement intervention
strategies, and develop a Behavior Support Plan. If a child's behavior continues to present an ongoing
safety risk despite intervention efforts, The Discovery Place reserves the right to review the child's
enrollment status. The Discovery Place is committed to working collaboratively with families to help
children develop positive social-emotional skills while maintaining a safe learning environment for all.

Persistent Challenging Behaviors

The Discovery Place recognizes that children may occasionally exhibit challenging behaviors that are not
addressed by routine classroom guidance. These behaviors may include persistent aggression, use of
inappropriate language, destruction of property, unsafe behavior, or conduct that significantly disrupts
the learning environment.
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When concerns arise, staff will work collaboratively with families to identify strategies that support the
child's success. A conference may be scheduled, and a Behavior Support Plan may be developed when
appropriate. If a child's behavior continues to pose a significant safety risk to themselves, other children,
or staff despite intervention efforts, The Discovery Place reserves the right to review the child's
enrollment status.

General Policies & Procedures

Employing Staff

The center’s mission does not include providing childcare services outside of its premises or beyond
regular operating hours. Any childcare arrangements made outside the center are considered private
agreements between the parent and the individual staff member. These arrangements must not occur
during the staff member’s scheduled work hours or interfere with the center’s operations or the staff
member’s job responsibilities. Parents and staff should understand that such private arrangements fall
outside the scope of the staff member’s official duties, and staff members have the right to accept or
decline these requests at their discretion.

Confidentiality

Children bring a huge source of enjoyment and are a constant supply of great stories. As you and your
child become part of The Discovery Place Early Learning Center community, you will get to know other
children and families. We kindly ask that you respect everyone’s privacy by maintaining confidentiality
when discussing your child’s experiences and care. Just as we expect our staff to protect the identities of
children and families outside the center, we ask the same of our parents. Conversations outside the
center should not include identifying information about other children or their families

Pets

Due to allergy and liability issues, the only pets allowed at The Discovery Place are the ones that we
have in our rooms, which usually are fish, please do not bring your pets to our center.

IlIness Exclusion Policy

At The Discovery Place, we have a strict policy: we do not provide care for sick children. Therefore, it is
essential that parents make alternative arrangements when their child is unwell. This policy helps us
maintain a healthy environment for all children.

A child must remain at home or will be excluded from care if any of the following conditions are present:
e The childis ill enough to require one to one-on-one attention to remain comfortable
e The child has unexplained lethargy, unusual fatigue, or signs of illness requiring close
supervision.
e The child's temperature is 100.0°F or higher, before fever-reducing medication is administered.
o Children with fever-related illnesses must be fever-free for 24 hours without medication
before returning.
e The child has a communicable or reportable disease, including measles, mumps, or any other
invasive infections/diseases.
e The child has any infectious skin disease or rash such as active fever blisters, thrush, chicken pox
or impetigo.
o Children with chicken pox must be noninfectious with all lesions crusted over.
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o Children with bacterial infections such as pink eye, strep throat, or impetigo must
complete 24 hours of prescribed antibiotic treatment before returning.

e The child has an intestinal disorder accompanied by nausea, diarrhea, or vomiting.

o To prevent the outbreak of gastrointestinal disease in the center; the center must
exclude all children with vomiting and/or diarrhea from the facility for 24 hours post
resolution without the aid of medications.

e The child has vomited one or more times, or has three or more abnormally loose stools they will
be sent home and may return 24 hours after symptoms have resolved without the aid of
medications.

e The child has contagious conjunctivitis (pink eye), drainage from the eyes or ears, or significant
nasal drainage associated with illness.

e The child has lice, ringworm, or scabies that is untreated and contagious to others.

e The child has significant respiratory distress, difficulty breathing, wheezing, or a cough that
interferes with participation.

Please do not administer over-the-counter medications (Tylenol, Motrin, Pepto Bismol, etc.) to mask
symptoms and bring an ill child to the center. If a child becomes ill while at the center, the child will be
separated from other children, supervised by staff, and a parent or authorized emergency contact will
be contacted for immediate pick-up.

Children may return when they no longer meet any exclusion criteria, can comfortably participate in
program activities, and any required treatment or exclusion period has been completed.

Medication

According to the terms of our license, all medications administered by the center must be prescribed by
a physician and accompanied by written instruction for administration.

Parents will complete the medication form provided by the center. Medications must be labeled with
the original pharmacy label; non-prescription medications such as cough drops, children's Tylenol, and
cough syrup or decongestants will not be administered by the center unless we receive a physician’s
written permission. Your child’s physician must indicate the exact dosage, frequency, and dates we are
to administer the medication.

Food & Nutrition

The Discovery Place participates in a food program through the Minnesota Department of Education,
ensuring that all children in attendance during mealtimes receive breakfast, lunch, and a snack. Infants
receive age-appropriate foods based on their developmental needs and are fed according to their
individual schedules. If you are a nursing mother and can take time from work to feed your baby, we
warmly welcome and support you in doing so.

Rest/Nap Time

Nap time is a scheduled part of the daily routine for all preschool children, in accordance with DHS
licensing guidelines for childcare centers. Children who have completed a nap or rested for at least 30
minutes will not be required to remain in their cot or crib. After resting, they may engage in quiet
activities until rest time concludes.

13



Naps and rest periods will take place in a quiet area, separate from active play to ensure a peaceful
environment. Cots and cribs will be arranged with clear aisles, allowing unobstructed access for both
children and staff. All cribs and cots must be placed directly on the floor and must not be stacked during
use. Families are responsible for providing bedding, which will be sent home weekly for washing or
sooner if soiled or wet.

Outdoor Play

Daily outdoor play is scheduled for all children, weather permitting. We do not go outside when the
wind chill reaches -10°F or lower, or when the air temperature is 0°F or below. Please ensure your child
is dressed appropriately for the weather.

Our policy states that if a child is well enough to attend childcare, they are well enough to participate in
outdoor activities. Children without suitable outdoor clothing will remain indoors during playtime.

Emergency Procedures

Maltreatment of Minors & Mandated Reporting

As a licensed childcare center, our staff is required by law to immediately report to social services or law
enforcement any knowledge or reason to believe a child is being neglected or physically or sexually
abused.

If you have any concerns about your child's care at our facility, you should call the Department of
Human Services licensing division at 651-431-6500.

If you suspect abuse or neglect of your child at our facility, you should call the Department of Human
Services licensing division maltreatment intake line at 651-431-6600.

If you suspect abuse or neglect of a child occurring within a family or in the community, you should call
Social Services 218-681-2880 or law enforcement at 218-681-6161.

First Aid & Emergency Care

All The Discovery Place staff are trained in first aid and CPR. In the event of an emergency, immediate
first aid will be provided by the closest responsible staff member.

Serious Injuries: If a child requires urgent medical attention, emergency services will be contacted, and
the child will be taken to the Sanford Health Thief River Falls Hospital. Parents will be notified to meet at
the hospital, and a staff member will accompany the child to the Emergency Room until they arrive.

Less Serious Injuries: Staff will administer first aid as needed and contact parents to take the child to
their physician for further treatment. Parents are responsible for ensuring emergency contact

information remains up to date.

Minor Injuries: Small incidents will be treated appropriately, and parents will be informed through the
Brightwheel app.
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Fire & Tornado Procedures
The center conducts monthly fire drills and follows standard evacuation procedures. From April to

September, monthly tornado drills are also practiced. Emergency evacuation routes are clearly posted in

all rooms.

Weather-related or Emergency Closings
The center rarely closes, but in such cases, cancellation and closure notifications will be sent by the

director through the center’s Brightwheel app to all staff and families.

We are excited to have you and your child join our community! If you have any
further questions or concerns, please do not hesitate to contact us.
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