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Change # Brief Description of Change Submitted By Submission Date 
1 Added Anti-harassment and Discrimination Policy Statement 

to Parent Handbook, page 6 
Jason Tapley 5-17-2021 

2 Added Section III, handling Aggressive Child Behaviors #6 
in Parent Handbook, page 18 

Jason Tapley 5-17-2021 
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Gold Creek 

Child Development Center 

Parent Handbook 
 
A General Services Administration sponsored onsite childcare center in the Juneau Federal 
Building, with enrollment priority given to children of federal employees. 
 
 
SECTION I – OPERATIONAL INFORMATION 
 
 

Purpose and Mission Statement 
 
Gold Creek Child Development Center (GCCDC) provides childcare and preschool education 
for children ages six weeks through age five.  The mission of GCCDC is to provide high quality 
developmentally appropriate child care; to promote and understanding of child development and 
quality child care with the families we serve, federal government employees, and the 
community; to engage in a partnership with families to bridge the values of the family with those 
of the center for the benefit of the children; and to work with the General Services 
Administration to provide a more “family-friendly work environment” by providing on-site child 
care for federal employees. 
 
 

Administration 
 
Gold Creek has been serving families in the Juneau and Douglas area since August 1994.  The 
center is located in the Juneau Federal Building and receives support in the form of building space, 
utilities, large equipment and furniture, and custodial services from the General Services 
Administration (GSA).  Initially, Gold Creek was administered by a Fairbanks corporation, and 
was known as Gold Creek Play 'N Learn.  In the fall of 1997, Gold Creek Child Care, Inc. (GCCC) 
took over management and the center was renamed Gold Creek Child Development Center. 
 
GCCC is a Juneau-based membership organization comprised of parents of children enrolled in 
the center, federal employees and interested community members.  GCCC has an elected board of 
directors which oversees the management and policies of the center.  The board hires a center 
director who acts as site administrator responsible for staff and daily operations.  The board 
encourages parent involvement in decisions related to maintaining a nurturing, high quality 
program for children and a positive atmosphere for staff members to grow professionally.  As a 
non-profit corporation, GCCC relies primarily on tuition for its revenues and engages in fund-
raising activities to supplement these revenues. 
 
Families will receive 30-day notice of any change to the following policies. 
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Non-Discrimination 
 
Gold Creek is an equal access childcare center and does not discriminate on the basis of race, 
color, religion, disability, national origin, sex, age, or marital status. 
 
 

Anti-harassment and discrimination policy 
 

Gold Creek strives to create and maintain an environment in which people are treated with 
dignity, decency, and respect. To that end, Gold Creek prohibits harassment or invidious 
discrimination of any kind. Parents, guardians, and caregivers of children attending Gold Creek 
are expected to adhere to this policy and to treat everyone at Gold Creek with respect, regardless 
of gender, race, color, religion, disability, national origin, sexual orientation, sex, age, or marital 
status. Harassment includes verbal conduct (including but not limited to: threats, derogatory 
remarks, comments or slurs, etc.) and physical conduct (including but not limited to: drawings, 
gestures, photographs, etc., as well as assault, unwanted touching, blocking normal movement, 
etc.). Gold Creek reserves the right to terminate care if the Director determines, and the Board 
concurs, that a parent, guardian, or caregiver has violated this policy. 
 
 

Program Description and Philosophy 
 
Gold Creek believes all children deserve to be loved, respected, and appreciated.   We value each 
child as an important and capable individual.  Our staff creates environments to stimulate 
children’s curiosity.  We believe that young children learn through self-chosen play.  The 
programs and policies of Gold Creek have been designed to accomplish the following objectives. 
 
➢ Provide your child with high quality care and education in a nurturing, safe environment; 
 
➢ Help your child develop physical and emotional wellbeing, intellectual curiosity, creativity, 

self-reliance, appreciation for diversity, self-control, and self-esteem; 
 
➢ Provide a positive and mutually supportive working relationship with the families of the 

children in our care; 
 
➢ Provide ongoing parent information on child development and parenting issues; and 
 
➢ Build competent, caring staff by promoting continuing early childhood education and staff 

development. 
 

 
Staffing 

 
 The quality of childcare is based in large part on the qualifications of the staff and management.  

We believe children need consistent care from people who understand child development and 
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who plan activities and use techniques appropriate to the developmental levels of the children.  
The goal at Gold Creek is to hire, train, and retain qualified staff.  Staff members are treated with 
the respect in the same way we expect them to respect children.  Staff members are expected to 
take initiative as members of a team trying to create a safe, stimulating childcare and educational 
environment.  

 
 Providing variety and balance in a child’s daily activities, while being a supportive adult who 

will set limits and keep children safe, is the staff’s major role and responsibility.  Another 
important task of the staff is to promote many opportunities for each child to experience the 
accomplishments that build a positive self-image.  

 
 Staff recognizes the importance of play and will prepare the room and materials in order to 

extend learning by introducing age-appropriate concepts, materials and activities.  Because 
children learn best when activities are self-selected and hold a special interest, children are 
encouraged and invited, but never forced to participate in activities.  

 In order to recruit and retain high quality staff, Gold Creek: 
 

➢ Requires background and reference checks; 
 

➢ Provides benefits to its staff; 
 

➢ Offers flexible working conditions; 
 

➢ Provides extensive support for professional development; and 
 

➢ Rewards experience and effort with career ladder opportunities. 
 

Caregiver to Child Ratios 
Gold Creek is licensed to provide care for up to 62 children. Ratios of staff to children are kept 
as low as possible, with the maximum ratios maintained within the allowable state licensing 
limits.  The classrooms and staff-to-child ratios are described below. 
 

● The Infant Room accommodates up to 10 infants, ranging from 6 weeks to 18 months of 
age. The maximum ratio of infants to adults is 1:5 per CCPO regulation however, we 
plan for 1:3.  

 
● The Toddler Room group may have up to 12 children, ranging from 19 to 35 months old. 

We plan for a ratio of 1:4 with the maximum ratio of 1:6, per CCPO regulation.  
 

● The Preschool Room group size is 18-20, ages 36 months to 4 ½ years old. The ratio of 
1:6 is planned with the maximum ratio of 1:10, per CCPO regulation  

 
● The group size Pre-K is up to 20 children ages 4 ½ -5 years old. The adult to child ratio 

for this age group is 1:10.  
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Enrollment Procedures 
 

Who is eligible to enroll? 
 

Children of federal employees receive priority placement at GCCDC, but non-federal families 
are welcomed as space allows.  See the section of these policies entitled Enrollment Priorities for 
detailed information. 

 
 
 
Before you enroll… 

 
➢ Tour the program with the director. 
➢ Speak with the teachers who will work with your child. 
➢ Observe the classes where your child will attend. 
➢ Read all policies; ask questions. 

 
When you enroll… 

 
 You will need to complete and provide: 

❑ a registration form 
❑ an emergency release information form 
❑ registration fee 
❑ up-to-date immunization records 
❑ general permission slips for field trips, photos, etc. 
❑ agreement for care  
❑ first month’s tuition 

 
What if there is a waiting list? 

 
From time to time Gold Creek classrooms are full.  You may request to be placed on a waiting 
list.  To be placed on a waiting list, an applicant needs to complete an application form and pay a 
$10.00 application fee.  This is a non-refundable processing fee.   

 
 

Enrollment Priorities 
 

1. Siblings of federal employee's children already enrolled in the center 
2. Children of federal employees 
3. Children of GCCC Board Members 
4. Full tuition Children of Gold Creek Staff 
5. Siblings of non-federal employee's children already enrolled in the center 
6. Children of non-federal employees who work in the federal building 
7. Children from the community at large 
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Cost of Care 
 
A non-refundable one time $50 registration fee is charged when enrolling.  Updated tuition 
schedules are posted in the front entryway, are available upon request from the Director.  A 
tuition schedule can be found in the Appendices.  Tuition fees are established by the Board of 
Directors and are subject to change.  A increase will be enacted each fall, at minimum 1%, and 
parents will be given at least 30 days notice of any fee increases.   
 
Tuition fees are due prior to the start of service.  For example, tuition for July is payable on the 
25th of June and is considered late after the first of July.  Late payments are charged a fee of $2 
per day.  Non-payment can result in your child being dropped from Gold Creek enrollment. 
Tuition is due for all days of reserved care, including such days as the child might be absent due 
to illness, due to family vacations, or days that the center has designated for holidays and staff 
development closures.  In addition, late fees may be charged if a child remains at the center past 
normal business hours.  Refer to the following section for details. 
 
Each October, there will be a supply fee charged per family. The fee is $100.00 and may be 
prorated depending on enrollment date. 
 
 

Hours of Operation 
 
Gold Creek is open Monday-Friday from 7:00 a.m. – 5:30 p.m. The Center is located inside of a 
Federal multi-use facility. The main entrance to the building is monitored by a security screening 
area. Unless a parent is issued a Federal ID by their employing agency, all parents and visitors 
must go through the screening process. Both Federal and non-Federal parents are given access to 
the Center by electronic access card. 

  
The number of hours that a child may regularly be left in our care is 9.5 hours per day, unless 
arrangements for longer care are approved in advance.  Extended hours may be provided 
occasionally to accommodate special parent meetings or center functions. 
 
The Center must be vacant of all children and parents by 5:30 p.m.  A late charge of $5.00 
per incidence per child will be charged to those who are present in the Center after 5:30 p.m. 
 
If children are not picked up by closing time, parents are assessed a late fee of $1.00 per minute, 
per child (if children enrolled in different classrooms) beginning after 5:30 p.m. in the evenings.   
When the parent arrives, staff will call Time and Temperature (586-3185) to verify time and a 
fee will be determined from that time. 
 
Late fees will be paid directly to the caregiver who stays late with your child.  Parents who are 
habitually late in picking up their children may be asked to find other care. 
 
After children are in the Center one hour after closing time and no authorized adult can be 
contacted by staff, the police and Office of Children’s Services (OCS) will be called and the 
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child will be placed in their custody. This is because the Center is closed, and staff cannot legally 
remove or transport a child. 
 
Parents are responsible for signing the child in and out of the Center daily. 
 
Holiday Closures 
 
Gold Creek observes Federal holidays.  If additional closures are announced for the Juneau 
Federal Building, the Center may also be closed.  We are closed on: 
 
▪ New Years Day ▪ Labor Day 
▪ Martin Luther King, Jr. Day ▪ Columbus Day 
▪ President’s Day ▪ Veterans Day 
▪ Memorial Day ▪ Thanksgiving  
▪ Independence Day ▪ Christmas  

 
Closures for In-service and Facility Maintenance 
 
In addition to Federal holidays, Gold Creek will close for up to four staff in-service days each 
year.  The Board of Directors and/or GSA may also authorize additional days for facility 
maintenance when deemed necessary.  As families will need to find alternative childcare, these 
days will be posted one month in advance.  Check the bulletin board and notices. 
 
Unplanned closures unfortunately do occur due to weather or building conditions.  These will be 
communicated by local radio stations and/or personal phone calls. 
 
 

Tuition Assistance  
 
The Gold Creek Child Care, Inc. Board of Directors has established a Tuition Assistance 
Program with the goal of making child care at Gold Creek more affordable to parents needing 
both emergency and long-term assistance.  The Emergency Tuition Assistance (ETA) provides 
tuition assistance to families with financial emergencies due to unforeseen and unavoidable 
circumstances. 
 
Applications for the Tuition Assistance Program are available from the Director.  The applicant 
will return the completed application and supporting documentation to the director.  In order to 
provide as much anonymity as possible, the director will remove, where feasible, all 
identification before forwarding supporting documentation to the Board of Directors which will 
then authorize or decline the tuition assistance request and notify the applicant in writing, 
through the Director, of the determination. 
 
There are no income qualifications or limitations for participation in the Emergency Tuition 
Assistance Program.  The family must have at least one child enrolled in the program and be 
experiencing a financial emergency due to unforeseen and unavoidable circumstances.  The basis 
for the recommendation for the tuition assistance request will be the information provided with 
the application, need, the assistance amount requested, the amount of tuition assistance, if any, 
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the applicant has received in the current year, and the availability of funds.  Families may apply 
for Emergency Tuition Assistance as often as needed. 
 
A Long Term Tuition Assistance Program (LTTA), still to be fully developed, will provide 
ongoing monthly tuition assistance to qualifying families.  As of December 1997, the 
authorization of an individual payment plan must be approved by the Board as one form of Long 
Term Tuition Assistance. 
 
 
 
 
 
SECTION II – PROGRAM INFORMATION 
 

Family Involvement 
 
Family involvement at the Center is strongly encouraged.  Parents or guardians of children 
currently enrolled are welcome to visit unannounced at any time.  Regular staff members 
supervise all visitors and volunteers. 
 
Parents will be invited to participate in classroom activities and occasional field trips.  Parents 
are also welcome to assist staff by repairing toys and books, providing recycled materials for 
children’s projects or items for dramatic play, or other tasks as needed.  Parents are encouraged 
to ask their child’s lead teacher about volunteer/assistance opportunities. 
 
The Board of Directors is also composed of parent volunteers.  Interested parents can nominate 
themselves to serve on the Board or to participate in various committees established by the 
Board.  Fundraising is another major endeavor for the center that requires active support of many 
parents. 
 
Parents and staff may request conference appointments whenever there is a need to discuss 
confidential information about the child, the caregiver or other aspects of the program. The 
Center makes every effort to incorporate parent requests and feedback into daily classroom 
activities, while meeting licensing and accreditation requirements. Our priority is to ensure a 
safe, constructive learning environment for all children and families enrolled at the Center. If we 
are unable to meet individual expectations without compromising care for other children, 
families may wish to seek child care at another facility. 
 

Building Security & Access 
 
In order to access the Federal Building, parents/guardians who do not work in the building will 
have to go through security.  It is similar to airport security in that people will have to take off 
their belts, shoes and jewelry.  The guards may or may not ask for identification.   
 
The center is also keycard protected.  Upon enrollment, parents will either need to fill out a 
keycard request form (if they do not have a Controlled Access Card for the building) or Gold 
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Creek’s administrators will have access to the center placed on their Controlled Access Card.  
The keycard will get parents into the child care center, but they will still need to complete 
security.   
 

 
 

Emergency Response Plan 
 
In the event of an emergency, the REACH Alert System will be the first method Gold Creek uses 
to contact families.  If local phone lines are down, Gold Creek’s out of state contact is Joyful 
Noise CDC - (503) 936-3986. 
 
If an evacuation is necessary, Gold Creek’s primary meeting location is the downtown fire 
department, and the center’s secondary meeting location is the downtown JRC.   
 
For more detailed emergency information, please take a copy of Gold Creek’s emergency 
handbook, located in the parent library.   
 

Classroom Visitors and Volunteers  
 
Visitors, other than parents and guardians, are expected to make appointments to tour the 
program, observe classes, or work with children.  Volunteers are screened and placed to assist 
staff members with specific assignments.  Volunteers complete an application, and Gold Creek 
requires a background check and checks references. 
 
 
 

Daily Schedules 
 

 The Gold Creek daily schedules vary greatly by age group.  Young infants determine their 
individual schedule.  Generally, infants play in the early morning, have an early nap, wake, are 
fed, and play.  Later they take a late afternoon nap, again wake up, eat and play.  In good weather 
conditions, staff may take infants on a stroll outdoors using a Baby Buggy. 

 
 Older infants and toddlers play longer in the morning, eat and take a midday nap, rise, play, eat a 

snack and play some more.  Some outdoor time for toddlers is planned daily, unless weather 
prohibits such. 

 
 Preschoolers and pre-k children have an established schedule that is posted weekly in the center.  

The schedule includes center time, meals and snacks, circle time, and outdoor and indoor 
physical activities.  

 
 Sample daily schedules for toddlers, preschoolers and pre-k children can be found in the 

Appendices, and each is posted at the entrance of the classroom for parent and visitor references.   
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General Classroom Information 
 

Gold Creek groups children in four different settings.  These classroom groups are designed to 
meet the developmental needs of children and state licensing requirements for various age 
groups.  A child’s placement into a room is not solely based on the child’s chronological age. 
The child-staff ratio in the classroom and the developmental level of the child are also taken into 
consideration when considering a child’s room placement. 
Classroom teaching teams are planned to maintain consistency with the children. The teachers 
within a classroom team do not float or rotate as a general rule. An onsite substitute is part of the 
general staffing plan. 
 
Infants (ages 6 weeks to 18 months) 
The center goal is to provide a nurturing and loving environment with appropriate materials 
provided to interest infants.  Stimulating sights, sounds and activities encourage infants to move 
and explore, as they are ready. 
 
Toddlers (19 months to 36 months) 
Toddlers have many opportunities to explore and be active.  Materials are provided to encourage 
curiosity, creativity and social development.  The program includes active and quiet play, 
learning to share, independent self-help skills, and vocabulary development. 
 
Preschool Children (36 months to 4 ½ years) 
Children are often actively involved in planning the curriculum which is based upon their 
interests and needs.  Center staff recognizes the importance of both choice and play.  Preschool 
children are introduced to music, dramatic play, books, games, puppets, art, science, basic math 
concepts, and practical life experiences in the weekly planned activities.  Field trips and guest 
speakers are included in the planning when possible. 
 
Pre-K Children (4 ½ years to 5 years) 
As with the preschoolers, children are involved in planning the curriculum, teachers base 
curriculum on children’s interests and needs.  Pre-k children are given the opportunity to 
experience art, music, and books.  They are able to explore and expand their knowledge of basic 
math, science, and reading.  Emphasis is placed on developing self-help and social skills. 
 
Firearms and poisonous plants are not permitted in the classrooms. 
 
Typical Classroom Routines 
 
➢ Weekly lessons and activities such as announcements for field trips and guest speakers are 

distributed to parents weekly and posted on the bulletin board. 
 
➢ All personal belongings need to be labeled with child’s name.  Each child will be assigned a 

cubby or space where personal belongings can be stored. 
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Active outdoor play is a part of our toddler, preschool and pre-k curriculum, even in the rain or 
in cold temperatures as low as 20 degrees Fahrenheit, without wind.  Children must come 
dressed appropriately for daily outings.  
 
➢ Please keep toys home so they don’t get lost or broken. 
 
➢ TV/video viewing is very limited.  Standard practice is no more than 1 hour per week; 

children may choose other activities when TV is offered. 
 
➢ Small domestic animals, such as guinea pigs, rats, insects, hamsters and fish may be present 

as class pets. 
 
Field Trips 
 
There are two types of field trips offered to children.  Standard field trips usually involve a walk 
to a nearby destination and are considered low risk.  Regular classroom staff/child ratios apply to 
these outing.  Upon enrollment, parents fill out a general permission slip authorizing these 
spontaneous outings. 
 
Other types of field trips are those considered to be of greater risk because of their distance away 
from the center, and/or due to environmental conditions at the destination.  In planning such 
outings, staff will seek additional volunteers to accompany the group in order to reduce the ratio 
of children to caregivers.  A special field trip permission slip is required for such field trips, and 
the event will be publicized in advance.  Field trips out of the center’s walking distance generally 
rely on public transportation (school or city bus).   
 
A cellular phone is taken on all field trips as a safety precaution in cases of emergency. 
 
 

Supervision of Children 
 
Children are supervised at all times, even when children are sleeping.  Staff are actively involved 
with the children in their classroom.  They position themselves in their classrooms in a manner 
that allows them to interact with the children, but also to be aware of what is happening in the 
entire classroom. 
 
● Infant and Toddler room staff are able to both see and hear all children, including while 

sleeping.   
● Some preschoolers and all pre-k children can use the bathroom without direct staff 

supervision, staff instruct preschoolers to inform a teacher when they will be going to use the 
bathroom.   

● Toddlers and some preschoolers are escorted to the bathroom by a staff member.  
● While outdoors, staff will roam the play area to ensure supervision of all sections of the 

playground.  Standard staff-to-child ratios are maintained during outside play. 
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Even though the pre-k room is not physically attached to the Center Administrative office, close 
communication is maintained through the use of an intercom system and frequent visits by the 
director. 
 
As noted above, supervision for field trips is increased by asking parents to accompany us and/or 
adding extra staff for the outing when necessary.  Children walk in pairs holding hands, and a 
teacher leads the way.  If it is a larger group, there is one teacher in the front and one in the rear.   
 
 

Nutrition 
 
Gold Creek follows the USDA child care food program guidelines for food preparation and 
menu planning.  Wholesome, home-cooked breakfast, lunch and afternoon snacks and beverages 
are prepared at the Center each day.  A menu of meals and snacks will be posted on a weekly 
basis.  Older infants, toddlers and pre-school children are offered meals served family style and 
an afternoon snack.  Families provide formula and commercially processed baby food to meet 
the needs of their young infants.  Infants are fed when they are hungry rather than on a strict 
schedule.  Nursing mothers are supported and encouraged to continue nursing at the Center. 
 
Gold Creek staff will inquire about any possible food allergies in children.  Children with food 
allergies will receive necessary accommodations when possible, though parents may be asked to 
provide food for their child. 
 
 

Notification of Change in Status 
 
Parents are expected to notify the center whenever there is a change of status in their enrollment.  
This includes planned absences, need for additional childcare days, and the intent to leave the 
program.  All parents are required to provide 30 days written notice prior to unenrolling from the 
program or permanently reducing schedule for care.  If a parent fails to provide the required 30 
day written notice, they are still responsible for paying for their child’s regular tuition for the full 
30 calendar days of care, even if the child is not attending.  Tuition remains the same for planned 
absences including extended vacations. 
 
A change in the placement of children from one classroom to another is also considered a change 
of status, and parents will be notified when the transition from one classroom to the next will 
begin.  The parent or the staff may initiate a requested change in classroom assignment.  
Generally speaking, children may be considered for placement in the toddler room after they 
have reached 19 months; to the preschool program sometime after 36 months, if they can dress 
selves and show an interest in toilet training; and to the pre-k room sometime after their 4th 
birthday and with completion of toilet training.  Transition to a new room will be based upon the 
individual readiness of the child, not solely on their chronological age, and the child-staff ratio 
in the new classroom.  Transition is a gradual process and includes a time where children visit 
the new classroom for part of the day and return to their original classroom for the rest of their 
day at the center.  The time in the new classroom is gradually increased.  Full transition occurs 
once the child is comfortable in the new environment. 
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Serving Children with Special Needs 
 
Gold Creek strives to accommodate the special needs of children and their families.  Parents of 
children with special needs are requested to communicate those needs to the Director so that a 
plan for providing the best possible care can be developed. If Gold Creek’s teachers or 
administrators suspect an unidentified developmental delay or special need, they will document 
and explain their concerns to the child’s parents.  If the parents are comfortable with a referral, 
Gold Creek will refer them to the Infant Learning Program (if under the age of three) or the 
Juneau School District (if three and over).  Gold Creek will also help parents find other resources 
available in the Juneau Community: SEAEYC, Bartlett Hospital, Mental Health Grant, etc. 
 
When special needs are identified, Gold Creek will work with parents and other qualified 
representatives to evaluate whether or not Gold Creek can meet the needs of the child.  The 
program abilities and limitations are dependent on the needs of all children in the program, the 
preparation and ability of the staff to meet the child’s special needs and the impact of the needs 
upon staffing and costs.   
 
If it is agreed care can only be provided with special provisions, the provisions are written down, 
shared with the staff and maintained in the child’s file.  Parents who have children with 
individual education plans (IEP’s) are requested to provide a copy for the program.   
 
The progress of the child with special needs and the ability of the program to provide care will be 
evaluated by the parent and the center on a regular basis.  If the Director determines, through 
observation and documentation, that continuing to serve the child places a severe burden upon 
staffing or costs of the program, or that staff lacks the necessary skills to care for the child, the 
parent may be asked to seek other care. 

Assessments 
 
Gold Creek asks parents to complete the ASQ for their child/children upon enrollment and every 
6 months.  Children will be assessed at least twice a year by their classroom lead teachers.  
Written results will be provided to parents.  Assessment results will be used to inform planning 
for the program and show teachers specific areas to work with individual children for improving 
skills.  If parents have any questions about the assessments used, please talk to the director or 
your child’s teachers. 
 
 
 
SECTION III – CHILD GUIDANCE POLICIES 
 
The purpose of Gold Creek is to ensure the safety and well-being of the families that we serve 
and our employees.  The procedures described below are presented so that the parent(s) 
understand how behavior problems will be addressed.  Because the center deals with children at 
various stages of development, inappropriate behavior will be identified on a case by case basis.  
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Clearly, behavior that causes injury to the child, another child, or a teacher shall be considered 
inappropriate, regardless of age. 
 

 
 
 

Discipline 
 
Gold Creek staff endeavors to establish clear and consistent limits for behavior by guiding 
children through modeling appropriate behaviors and discussion of what is expected. Corporal or 
physical punishment (including but not limited to: spanking, shaking, and pulling), psychological 
abuse (IBNLT: name calling, humiliation, and threatening), coercion or verbal abuse (IBNLT: 
withholding of food or affection, and bribery) of children is not practiced or tolerated.  We work 
to: 
 

➢ Create a child oriented environment that encourages cooperation rather than conflict; 
 

➢ Distract children from potential hazards; 
 

➢ Redirect inappropriate behavior of young children; 
 

➢ Model and teach empathy for others; 
 

➢ Help children learn to negotiate their differences; 
 

➢ Allow older children to experience natural and logical consequences;  
 

➢ Use positive language to state alternatives; and 
 

➢ Provide places and time where children can calm down and reflect on their actions. 
 
 

Handling Aggressive Child Behaviors 
 
In certain cases, children may not react favorably to the on-going guidance procedures at the 
center or in a group environment.  There is cause for concern to staff and parents whenever a 
child behaves in such a way that he or she endangers the well-being and safety of children and/or 
staff. 
 
Gold Creek staff will follow specific guidelines and procedures to assure parents are informed 
and involved in selecting an effective plan to address the unwanted behaviors.  These procedures 
include: 
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1. The behaviors will be considered in light of the child’s stage of development and on an 
individual, case-by-case basis. A cause for the behavior will be explored so that the 
environment may be changed or an individual need met. 

 
2. Staff and parents will engage in ongoing discussions about any behavior patterns that require 

intervention.  Staff will use the Conscious Discipline curriculum as a first intervention. Other 
interventions may include asking the child to go home for the day or asking the parent to 
come to the Center and assist with the child.    Staff will document these discussions.  The 
staff and parent will look for ways to prevent the behavior from occurring by analyzing 
possible causes and triggers, and ways to recognize and reward the child for desirable 
behaviors and in the absence of the unwanted behavior. 

 
3. Staff will notify parents in writing if their child has injured another child or staff member.  A 

copy of such reports will be retained in the child’s file. 
 
4. If the Director determines that the child continues to exhibit the inappropriate behaviors, the 

following steps shall be taken: 
 

a.) Staff and parents will hold a conference and develop a written Behavior Plan of action for 
addressing the inappropriate behavior(s).  The Behavior Plan will indicate a time frame for 
correcting the behavior.  One copy of the plan will be for the parent and one will be retained 
in the child’s file. 

b.) Staff will document all observations and occurrences of identified behaviors, and report 
findings at least weekly to parent(s) or guardian(s). 

c.) The parent(s) or guardian(s) shall be informed when their child has injured another child.  
d.) Gold Creek may seek professional assistance or make a referral, when necessary 
e.) If the inappropriate behaviors are not corrected within the targeted time period, the parent 

may be asked to find other care. 
 

5. If in the determination of the Director, based on observations and documentation, the child 
continues to exhibit inappropriate behavior in spite of the intervention, a letter will be presented 
to the parent which contains the following: 

 
a.) A summary describing the efforts to address inappropriate behavior;  
b.) The needs of the child which cannot be met;  
c.) Referral recommendations for assisting the parent to find other care; and   
d.) The date at which care at Gold Creek will terminate. 

 
6. Gold Creek reserves the right to terminate care if the Director determines, and the Board 

concurs, that a child poses a threat to the safety of other Gold Creek children or staff. 
 
 
SECTION IV – HEALTH POLICIES 
 
In order to maintain a healthy environment and meet licensing requirements for health 
precautions for group child care, the following practices are enforced: 
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Immunizations 
Gold Creek provides care for infants as young as 6 weeks who are not old enough to receive 
immunizations.  The center also provides care for children who cannot receive immunizations for 
medical reasons.  As a precaution to protect Gold Creek’s most vulnerable children, the center 
will not allow underimmunized children to attend care unless they have a medical exemption 
completed by a medical practitioner .  In accordance with Alaska State Licensing Requirements, 
children without a medical exemption must be current on immunizations (according to Alaska 
Immunization Guidelines) to attend the center. 
 
If a child who is underimmunized displays symptoms of a disease that is vaccine-preventable, 
he/she will be excluded from care until the center receives a note from a medical provider stating 
the child is not a risk to other children in the program.  The term underimmunized is defined to 
mean a  person who has not received the recommended number or types of vaccines for his or 
her age in accordance with the Alaska Division of Public Health.  
 
 
 

Precautions 
 
Gold Creek Staff is trained in, and practices universal health precautions including: 

● Use of latex/nitrile gloves when dealing with open wounds; 
 

● Washing hands before and after diaper changing; 
 

● Washing hands before feeding children; 
 

● Regular washing and cleaning of children’s sleeping mats, toys, tables and changing areas; 
and 

 
● Isolating tissues used to wipe children’s noses, followed by hand washing of the caregiver. 

 
In addition, the following health and safety precautions are practiced: 
 

● Children are required to be immunized prior to enrollment and up-to-date shot records 
must be on file before the child’s first day at the center, and updated regularly while the 
child is enrolled in the center. 

 
● Staff is required to have first aid and CPR training. 
 
● Good nutrition, rest, and exercise are a major part of the Gold Creek program. 
 
● Evacuation drills are conducted monthly. 
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Sick Children 
 
Children with fevers or other signs of infection, such as sluggishness, vomiting, or diarrhea are 
expected to stay home until well.  Please refer to the Appendices for guidelines when children 
can return to care.  It is expected that children who are attending are well enough to participate in 
normal activities, including outdoor time.  Children who vomit, have uncontained diarrhea, or 
develop a fever of 101 or higher while at the Center will be sent home. 
 
Gold Creek staff will isolate children who become sick at the center and then call the parent.  
Parents are expected to come promptly to pick up ill children. 
 
If serious medical conditions are suspected, parents will be referred to an appropriate specialist. 
 
If a child is injured while at the center, the staff will provide care to assure the child’s well-being.  
An Incident Report describing the event will be written and a copy of it is given to the parent.  If 
the child is seriously hurt, the staff will follow emergency procedures and contact the parent as 
soon as possible. 
 
Gold Creek carries limited accident insurance. The parent’s health insurance carrier is primary 
and is expected by the center to pay first. 
 
 

Medications 
 
Medications may be administered for non-contagious symptoms, but Gold Creek encourages 
parents to work with their medical professionals to find medicines that do not need to be given 
during the hours their child is in care.  Medicines should be administered at home by parents 
whenever possible. 
 
If care providers must administer medicines, Gold Creek will follow State of Alaska Department 
of Health and Social Services child care licensing requirements regarding authorization, storage 
and administration.  Medication for fever suppression will only be given by Gold Creek staff for 
fevers under 100. Children with fevers of 101 or higher will be removed from care for the 
remainder of the day. The child may return when they are fever free for 24 hours without the aid 
of medication.   
 
Parents must clearly label all medicines with the child’s name and provide written directions for 
administration, including for non-prescription items.  Dosing guidelines by the manufacturer will 
be followed unless directed otherwise by a physician. Medications will be stored in a central 
location out of children’s reach.   
 
Prescriptions must be labeled with the child’s names, the attending physician’s name and the 
required dosage. 
 



 
21 

 
 

2018   GCCC, Inc. PH 

There may be times a child has specific medical or dental need and management plan ordered by 
a physician enrolled at the Center. When this occurs, a staff member who has been trained on the 
specific needs and procedure will be available when the child is attendance.   
 
 

Non-smoking Policy 
 
Smoking is not allowed in the Center by parents, visitors, or staff.  In addition, staff are not 
allowed to smoke while in sight of Gold Creek children while at the Center or on the playground. 
 
 
 
 
 
SECTION V – COMMUNICATIONS 
 
 

Confidentiality 
 
Gold Creek maintains files on individual children and their families.  Your files are only open to 
you, your child’s teacher, the Director and the licensing staff from the State Department of 
Health and Social Services.   
 
 

Mandated Reporting of Child Abuse 
 
In Alaska, staff of childcare centers are required by state law to report actual or suspected child 
abuse.  Staff report by contacting the Alaska Department of Health and Social Services, Office of 
Children’s Services.  The Department of Health and Social Services investigates the report.  
Gold Creek staff does not investigate suspected child abuse.  Reports of suspected child abuse 
are confidential.  They are not kept on file at Gold Creek.  To ensure safety of staff and children, 
parents and families are not notified if suspicions have been reported to Health and Social 
Services. 
 

 
Parent Concerns 

 
Internal Protocol 
 
When a service as important and personal as child care is concerned, it is reasonable that parents 
and guardians will occasionally have concerns about how the service is provided.  The Gold 
Creek Child Care Board recognizes this reality as a normal part of running a child care center 
and has developed the following complaint procedures as a guide for parents.  We encourage you 
to share your compliments, as well as your concerns, with Center staff, the Director, and if need 
be, the Board on any issue related to the operations of the Center. 
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The first step in expressing concerns should be to talk with the relevant teacher.  There may be 
times when this is not practical or advisable, but usually that's the best place to start.  Many 
issues can be resolved by open communication between parents and teachers about the parent's 
needs and desires and the extent to which center staff can accommodate them. 
 
There are some issues that relate to Center policies that teachers cannot resolve.  In other cases, 
communication with teachers may not completely resolve the parent's concern.  In such cases, 
the issue should be discussed with the director. 
 
If you are uncomfortable bringing the issue up to center staff, an alternative avenue to voice your 
concern is through the comment box, located near the center's entryway.  The comment box is 
provided for you to share general concerns about the operation of the center. It is not an 
appropriate avenue for making complaints about specific staff members.  (Those should be 
addressed with the Director.)  Your comments may be anonymous or signed.  The Director and 
staff will discuss the comments and consider your recommendations as a group.  Actions taken 
or considered as a result of the comment box suggestions will be reported in the center newsletter 
or as part of the Board report. 
 
In some cases, parents may wish to bring a concern to the Board for resolution.  We request that 
these concerns be made in writing after discussion, if appropriate, with the involved center staff 
and director.   There is a grievance form located in the appendices. 
  
The Board of Directors will review all concerns brought to their attention.  Where appropriate, 
the Board will schedule the item on the next meeting’s agenda, and at least within 30 days.  If 
necessary, the matter may be heard in an executive session in order to maintain confidentiality. 
 
 
External Protocol 
 
If the problem concerns non-compliance with licensing requirements, parents may report the 
concern directly to the Department of Health and Social Services, Division of Child Care 
Licensing.  A Licensing representative investigates all complaints brought to their attention.  
They can be contacted at: 
 

 Department of Health and Social Services 
Division of Child Care Licensing 

P.O. Box 110640 
Juneau, AK 99811 

(907) 465-4756 
FAX (907) 465-6982 
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Policies and procedures are subject to change.  
All families will be notified of changes at least 30 days in advance.  
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Infant Room Schedule 
 

7:00-9:00  Arrival and play time 
 

8:15-8:45  Breakfast 
 

8:45  Diaper changes 
 

9:00-11:00 Play time 
 

10:45 Diaper changes 
 

11:00-11:30 Lunch 
 

11:30-1:00  Play time 
 

1:00 Diaper changes and nap time 
 

1:00-3:00 Play time 
 

3:00-3:30 Snack 
 

3:30- 5:30  Play time 
 

4:30  Diaper changes 
 

5:30  Center Closes 
 
 

**Times are approximate and vary due to age of child** 
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Infant Needs 
 

 

Welcome to our Infant room. We want to provide you 
with an environment that is comfortable and nurturing 
for your little one. There are several items that you 
will need to bring along for your child and please be 
sure to LABEL EVERYTHING! 

 

____Diapers (disposables only w/o physician’s note) 

____Wipes 

____Crib sheet 

____Bottle/nipples/bottle bags 

____Jarred foods, cereal, formula  

         (need to arrive at the Center in an unopened commercial  
             Package) 

____Extra clothing 

____Current immunization record 
 
**toothbrush supplied by the Center for ages 12 months and older 
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Toddler Room Schedule  
 

7:00am-8:30am: Free choice centers 

8:30am-8:45am: Circle Time  

8:45am: Breakfast  

9:15am-10:30am: Outdoor play  

11:00am-11:45am: Art  

12:00pm: Lunch  

12:30pm-2:30pm: Naptime  

2:30pm-3:30pm: Free choice centers 

3:30pm: Afternoon snack  

4:00pm-5:30pm: Free choice centers 
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Toddler Needs 
 
 

Welcome to our Toddler room. We want to provide you 
with an environment that is comfortable and nurturing 
for your little one. There are several items that you 
will need to bring along for your child and please be 
sure to LABEL EVERYTHING! 
 
 

____Diapers (disposables only w/o physician’s note) 

____Wipes 

____Naptime blanket/comfort item 

____Two extra sets of clothing (shirt, pants, socks) 

____Raincoat with hood (year-round) 

____Rain/snow boots 

____Hat, waterproof mittens, snow pants (cold months) 

____Light weight coat OR heavy coat (weather dependent) 
 
**toothbrush supplied by the Center 
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Preschool Room Schedule 

(Times are approximate) 
 

7:00-8:30 Arrival, free play 
 
8:30-9:00 Breakfast served 
 
9:00-9:30 Teacher directed activity, breakfast clean up, diaper changes 
   
9:30-10:30  Outside or large muscle activity (includes dressing time) 
(may change due to weather) 
 
10:30-10:45 Snack 
 
10:45-11:45 Free choice learning centers and small group activity 
    
11:45-12:15 Circle time (adjusted according to the children’s interest) 
 
12:15-12:45  Lunch served 
 
12:45-1:00 Washing hands & brushing teeth 
 
1:00-1:15  Settling in for nap/rest 
 
1:15-2:45 Nap/rest 
 
2:45-3:30 Nap/rest and quiet activities for those children who are awake 
 
3:30-4:00   Nap clean up and snack 
 
4:00-5:00 Learning Centers  
 
5:00-5:30 Class clean up and stories 
 
4:00-5:00 Learning Centers  
 
5:00-5:30 Class clean up and stories 

 
  



 
32 

 
 

2018   GCCC, Inc. PH 

 
 
 
 

Preschool Needs 
 
 

Welcome to our Preschool room. We want to provide 
you with an environment that is comfortable and 
nurturing for your little one. There are several items 
that you will need to bring along for your child and 
please be sure to LABEL EVERYTHING! 
 
 

____Diapers (disposables only w/o physician’s note) 

____Wipes 

____Naptime blanket/comfort item 

____Extra set of clothing (shirt, pants, socks) 

____Raincoat with hood (year-round) 

____Rain/snow boots 

____Hat, waterproof mittens, snow pants (cold months) 

____Light weight coat OR heavy coat (weather dependent) 

____Water bottle 
____ Optional lotion and lip balm 
 
**A toothbrush is provided by the Center. 
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Pre-K Daily Schedule 
 

7:00-8:40  Sign In/Free Choice Activities 

8:45-9:15  Welcome Circle/Calendar 

9:15-9:45  Breakfast 

9:45-10:30 Lesson Activity/Free Choice Activities 

10:30-11:40  Outside Play  

11:40-12:15 Story/ Group Activity 

12:15-1:15 Lunch/Brush Teeth 

1:15-3:15  Nap Time 

3:15-3:30  Wake Up/Clean & Put Away Mats 

3:30-4:00  Learning Centers 

4:00-4:10  Snack 

4:10-4:45  Teacher Choice Activity 

4:40-4:50  Clean Up 

4:50-5:00  Story Time 

5:00-5:30  Small Group Activity in Preschool 
5:30   Center Closes 

 
***Schedule subject to change due to weather. *** 
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Pre-Kindergarten Needs 
 
 

Welcome to our Pre-K room. We want to provide you 
with an environment that is comfortable and nurturing 
for your little one. There are several items that you 
will need to bring along for your child and please be 
sure to LABEL EVERYTHING! 
 
 

____Diapers (disposables only w/o physician’s note) 

____Wipes 

____Naptime blanket/comfort item 

____Extra set of clothing (shirt, pants, socks) 

____Raincoat with hood (year-round) 

____Rain/snow boots 

____Hat, waterproof mittens, snow pants (cold months) 

____Light weight coat OR heavy coat (weather dependent) 

____Water bottle 
____Optional lotion and lip balm 
 
**A toothbrush is provided by the Center. 
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Sample Menu 
 
 
 

     Breakfast         Lunch 

   Infants 8:00  Infants  11:15 

   Toddlers  8:15  Toddlers  11:30 

   Preschool 9:30  Preschool 12:15 

   Pre-K   9:30   Pre-K   12:30 
 
  Monday                   Tuesday            Wednesday          Thursday          Friday 

Hot Cereal 
Crasin/raisins 

Milk 

Muffins 

Berries 

Milk 

Biscuits 

   & Gravy        
Berries 

Milk 

Eggs 

Pastry - 

Pineapple 

Milk 

Pancakes 

Berries 

Milk 

Pasta 

Meat  
Gr. beans 

Banana 

Milk 

Soup &  
Sandwiches 

carrots 

Melons 

Milk 

Chicken   
    Nuggets 

Bread 

Fries 

Orange/banana 

Milk 

Meatloaf 

        W/rice 

Corn 

Apple 

Ham 

Bread- 

Peas 

Pear 

Milk 

Goldfish  
  Crackers 

Milk 

Veggies & Dip 

Milk 

Infant & 

     Toddler 

Cooked Peas 
and carrots 
 

String Cheese 

Juice 

Fruit Leather 

Milk 

Yogurt 

Juice 

 
● The Menu serves all of the children in our facility, except the young infants 
● Fruits: peaches, pears, pineapple, fruit cocktail, bananas, oranges, apples, kiwi, melon, seasonal 

fruit 
● Veggies: peas, corn, green beans, broccoli, cauliflower, carrots, seasonal veggies 
● The menu is posted at the beginning of each week.  If you think that your child will not like any of the 

items on the menu, please feel free to bring in something else for your child.  Although, bringing foods 
in from home will not reduce your child’s tuition 
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