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FOREWARD 
 
 
Rockville Day Care Association, Inc. (RDCA) would like to formally welcome you 
and your child/ren to our child development program. We are pleased that you 
have selected our association.  
 
Our goal is to create programs which will foster growth and learning in all areas 
of development. We look forward to working with you and your child/ren by 
providing a positive learning experience in an exciting and fun environment.  
 
The information in the handbook describes our programs, philosophy, policies, 
and procedures and was compiled for your reference and information. You are 
encouraged to thoroughly read the handbook and seek clarification or ask 
questions at any time. Please feel free to contact your center director or the 
Rockville Day Care administrative staff.  
 
We welcome and value your comments and suggestions.  
 
 
 
 
 
 
Laura Bardini,  
Executive Director  
 
 
 
 
 
 
 
 

Rockville Day Care Association, Inc. (RDCA) 
622 Hungerford Drive, Suite 26, Rockville, Maryland 20850 

 
Phone: (301)762-7420 Fax: (301)762-3631 

Website: www.rockvilledaycare.org  
Email: info@rockvilledaycare.org 

  
Updated: November 2017 
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INTRODUCTION 
 

Rockville Day Care Association, Inc. is a private, non-profit 
Maryland Corporation whose primary purpose is to offer quality 
child development programs to children of working parents in 
Montgomery County, Maryland. RDCA does not discriminate 
on the basis of age, race, color, national and/or ethnic origin, 
religion, disability, gender, sexual orientation, marital status, 
military status or economic status in the admission of students, 

the employment of staff or in the administration of policies under any of our 
programs or activities.  
 
RDCA has been a leader in childcare since 1969. Presently we have seven 
locations. Four of these are housed in Montgomery County Public School 
buildings, two are located in Montgomery County Government facilities, and one 
is located on the campus of the National Institute of Health in Bethesda, 
Maryland. We provide programs for children ages 6 weeks through twelve years 
old.  
 
RDCA centers are licensed by the Maryland State Department of Education- 
Office of Child Care- Region V. We strive to maintain outstanding levels of 
compliance in all areas of licensing. The license is posted at each location.  
 
Subsidies are accepted through Maryland’s Child Care Subsidy program (CSS) 
and the Montgomery County Working Parents Assistance program (WPA). We 
have also accepted vouchers from Military Assistance (NACCRRA) Child Care 
Partnership and Federal Employee Education Assistance (FEEA). These programs 
provide financially eligible families assistance in paying for child care.  
 
Through the years, RDCA has taken an innovative approach in designing 
programs that meet the needs of communities we serve. The various types of 
programs that we operate include: infant, toddler, twos, preschool, before and 
after school programs and summer programs for all age groups.   
 
RDCA is governed by a volunteer Board of Directors. Membership on the board is 
open to all parents and any other community members who share in our 
philosophy and goals. RDCA encourages participation from parents, staff and the 
community. The organizational level is as follows: Board of Directors, executive 
director, administration, center directors, and classroom teachers. There are 
many levels of supervision that help ensure that our programs are operating at an 
optimum level. At the administrative level, the executive director is duly 
responsible for the overall supervision and management of the centers and for 
promoting RDCA in the community. The executive director and the administrative 
office staff manage the fiscal operation of the programs such as budgets, 
disbursements, account receivable, personnel and payroll. They also serve as a 
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resource for the center directors and staff. The program managers, under the 
supervision of the executive director, are responsible for working cooperatively 
with the center directors in developing and monitoring the various programs.  
 
The center directors attend to the daily operation of their specific programs. This 
includes such vital functions as: 

• Staffing the programs 
• Supervising staff 
• Fostering communication with parents/ guardians and encouraging 

active involvement  
• Observing the children and program daily  
• Maintaining the center in compliance with all licensing regulations 
• Maintaining inventories, requisitioning for all food, supplies and equipment  
• Maintaining accurate administrative records 
• Facilitating positive relationships with personnel of the public school, staff 

of county agencies and other organizations 
 
RDCA has established positive working relationships with government agencies 
and community groups. RDCA believes that active participation in various 
organizations and committees helps to promote quality child care and develops 
professionalism within the field. All of our staff are involved in promoting quality 
child development programs. Our staff are members of the Organization of Child 
Care Directors of Montgomery County and the National Association of the 
Education of Young Children. RDCA along with other child care advocates 
established the Montgomery County Commission on Child Care. 
 
The centers maintain an open-door policy at all times and parents/ guardians are 
encouraged to visit the programs. Open communication between staff and 
families is an important goal in the success of our programs.  
 
Rockville Day Care is proud of the programs we operate. All the accomplishments 
that RDCA has realized in the areas of child care legislation, service to the 
community and programs for children are a result of our many years of 
experience.  
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MISSION STATEMENT  
 
 
The mission of Rockville Day Care Association is to facilitate the provision of high 
quality child care and children’s programs in Montgomery County. 
 
 To expand our services in communities where the need is identified. 
 

To improve the quality of our programs at our various centers through 
ongoing training for staff.  

 
To advocate for increased support for quality child development programs 
by the government and community at large.  
 
To advocate for ongoing participation of parents.  
 
To provide program management and administrative services to our 
affiliated child development centers. 
 
 
 
 
 

VISION STATEMENT  
 
 
The vision for Rockville Day Care Association is to provide quality children’s 
programming through: 
 
 Involvement with Montgomery County agencies 
  
 Involvement with Maryland State Department of Education 
 
 Increased visibility 
  
 Sustainable growth in locations and enrollment 
 
 Utilization of innovative marketing and technology 
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CODE OF ETHICAL CONDUCT 
 
 
RDCA recognizes that many daily decisions required of those who work with 
children are of a moral and ethical nature. We pride ourselves in building a 
partnership with our parents/guardians in order to share in the decision-making 
process as we continue to build programs of excellence. We believe a successful 
partnership depends on: 
 

• Mutual respect 
• Understanding the perspective of each 
• Communication- open, listening to all parties involved 
• Common goals  
• Realistic expectations  
• Team work 
• Defined roles, rights, and responsibilities 
• Shared decision making 

 
We have committed ourselves to the following core values: 
 

• Appreciating childhood as a valuable stage of the human life cycle.  
• Basing our work with children on the knowledge of child development. 
• Appreciating and supporting the ties between child and family.  
• Recognizing that children are best understood and supported in the 

context of family, culture, and society.  
• Respecting the worth, dignity, and uniqueness of each child, family 

member, and colleague.  
• Helping children and adults achieve their full potential. 

 
The code of ethics sets forth a conception of our professional responsibilities in 
four sections: 
 

• Responsibility to Children 
• Responsibility to Families 
• Responsibility to Colleagues  
• Responsibility to the Parents/Guardians 

 
Section 1- Responsibility to the Children 
 

1. We are committed to supporting children’s development, responding 
sensitively to individual needs, respecting individual differences, 
developing self-help skills, and promoting independence and self-worth.  

 
a. Create and maintain safe, healthy setting that foster children’s social, 

emotional intellectual and physical development and that respect 
their contributions.  



	

10 	

 
b. Have the knowledge of child development and educational trends 

by keeping current with continuing education and in-service training.   
c. Recognize and respect the uniqueness and potential of each child.  
d. Support the right of each child to play and learn in the child care 

program to the fullest extent, consistent with the best interest of all 
involved. 
 

2. We shall not participate in practices that are disrespectful, dangerous, 
intimidating, emotionally damaging or physically harmful to children.  

a. We shall not participate in practices that discriminate against 
children by denying benefits, giving special advantages, or 
excluding them from programs, or activities based on race, color, 
national and/or ethnic origin, religion, disability, or gender.  

b. No discrimination shall occur because of the age, race, color, 
national and/or ethnic origin, religion, disability, gender, sexual 
orientation, marital status, military status or economic status of the 
adults (parents/guardians) in the child's family. 
 

3. We shall involve all of those with relevant knowledge (including staff and 
parents/guardians) in decisions concerning a child. 
 

4. For every child, we shall make every effort to modify teaching strategies, 
learning environment, and curricula, consult with family and seek 
recommendations from an appropriate specialist to maximize the potential 
of the child.  

a. If every effort has been made to work with the child and the family, 
and the child does not appear to be benefiting from the program, 
we shall meet with the family, and try to identify a program better 
suited for the child. 
 

5. We shall know the symptoms of child abuse, including: physical, sexual, 
verbal and emotional abuse and neglect.  

a. We shall follow the state laws and procedures that protect children 
against abuse and neglect.  

b. When we have reasonable cause to suspect child abuse or neglect, 
we shall report it to the appropriate agency. 
 

6. When we become aware of a practice or situation that endangers the 
health and safety of children, we have an ethical responsibility to inform 
those who can remedy the situation. 
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Section 2- Responsibility to Families  
 

1. We are committed to supporting families and recognize that they are the 
primary influence in the child’s development.  

a. The staff of RDCA are to develop relationships of mutual trust with 
families.   

b. The staff are to acknowledge and build strengths and competencies 
as we support families in their task of nurturing children.  

c. The staff are to respect the dignity of each family, their culture, 
language and customs.   

d. The staff are to respect the families’ child rearing values and their 
right to make decisions for their children.   

e. The staff are to interpret children’s progress to parents/guardians and 
help families understand and appreciate early childhood and child 
development practices.   

f. The staff are to help family members improve their understanding of 
their child/ren and enhance their parenting skills.  
 

2. The family and the child care provider have a common interest in the 
child’s welfare. We acknowledge a responsibility to bring about 
collaboration between the home and the center in ways that enhance the 
child’s development.   

a. The staff are to build support networks for families by providing them 
with opportunities to interact with staff, other families and community 
resources.  

b. The staff are to inform families of, and when appropriate, involve 
them in policy decisions.  

c. The staff are not to engage in or support exploitation of families.  The 
staff are not to use their relationship with a family for private 
advantage or personal gain, or enter into relationships with family 
members that might or could impair their effectiveness in working 
with the child/ren.  The staff is discouraged from providing care for 
children of enrolled families outside of working hours.  

d. The staff are to maintain confidentiality and shall respect the family's 
right to privacy, refraining from disclosure of confidential information.  
However, when the staff has reason to believe that a child's welfare 
is at risk, it is permissible to share information with agencies and 
individuals who may be able to intervene in the child’s interest.  

e. The staff are to be familiar with and appropriately use community 
resources and professional services that support families. 
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Section 3- Responsibility to Colleagues  
 

1. RDCA is committed to providing a caring, cooperative workplace where 
professional goals are promoted and positive relationships are modeled.  

a. Establish and maintain relationships of respect, trust and cooperation 
with co-workers.  

b. Support co-workers in meeting their professional goals and their 
professional development.  

c. Share resources and pertinent information with co-workers.  
d. Recognize co-workers for their professional achievements. 

 
2. Based on our core values, our primary responsibility is to establish and 

maintain relationships that support productive work and meet professional 
goals.  

a. When staff have a concern about the professional behavior of a co- 
worker, they are to let that person know of their concern in a positive 
way. The staff should attempt to resolve the matter.  

b. Staff are to exercise care in expressing views regarding professional 
conduct of co-workers.  Statements are to be based on first-hand 
knowledge and be relevant to the interests of the children and 
program.  

c. Staff are to be responsible to the Association and assist in providing 
the highest quality of program and service.  

d. Staff may not do anything that diminishes the reputation of the 
program, unless a law or regulation is violated.  

e. When staff does not agree with policies, they should first attempt to 
effect change through constructive action within our organization.  

f. Staff shall speak or act on behalf of our organization only when 
authorized.  Staff should be clear about when they are speaking on 
behalf of the organization, or if they are expressing a personal 
opinion or judgment. 

 
 
Section4- Responsibility of the Parent/Guardian 
 

1. Parents/Guardians must be supportive of the staff, the program and 
philosophy of RDCA and foster collaboration between the home and 
center.  

a. Parents/Guardians are responsible for familiarizing themselves with 
the Parent Handbook and following the policies of the Association.  

b. Be respectful when communicating with all Association staff.  
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c. Establish a private time, with appropriate staff to ask questions or 
discuss concerns.  Realize that staff priority is to the children in the 
classroom.  

d. Concerns relating to your child, or the classroom should be 
addressed first with the teacher.  

e. Questions or concerns regarding the Association policies, practices, 
program or regulations, may be addressed with the teacher.  If the 
question or concern is not resolved satisfactorily, the 
parent/guardian may consult with the center director.  

f. Parents/Guardians have access to the executive director of the 
Association who is directly responsible for all the centers.  In the event 
that the executive director is not available, parents/guardians may 
contact one of the program managers. 
 

2. An important component in administering quality child development 
programs is a close relationship and cooperation between home and the 
center.  

a. Support your child to respect the rights and property of others.  
b. Help model appropriate behavior.  
c. Assist center staff in solving behavioral issues or other problems that 

arise.  
d. Understand and support the fair and consistent administering of 

discipline. 
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PART 1: PROGRAM 
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PHILOSOPHY 
 
The mission of the administration and our center staff is to serve families in the 
community. We will provide comprehensive child development programs which 
meet the individual needs of each child, in an environment that promotes self-
esteem and facilitates learning.  
 
Since RDCA was established in 1969, we have continued our innovative 
approach in developing comprehensive programs with flexibility and openness 
to community input. We believe that affordable, accessible quality child 
development programs should be made available to all children who are in need 
of this service. 
 
The purpose of the association is to provide for the education, health, safety, 
physical, social, and emotional needs of the developing child through a broad 
based, developmental and multicultural curriculum. While working with the 
children at the centers, the following goals guide our efforts: 
 

1. To welcome children with all abilities into our programs. 
 

2. To help each child develop a sense of their own worth and dignity as 
human beings. 

 
3. To help each child learn to get along with people of all abilities. 

 
4. To develop and support the respect for the right of others.  

 
5. To encourage each child to wonder, to develop a spirit of inquiry, and to 

ask questions about the world around them. 
 

6. To reflect and support interest in each child’s primary language, culture 
and background.  

 
7. To help each child increase their power to communicate their thoughts 

and feelings through promotion of language development. 
 

8. To help each child develop a sense of independence by encouraging 
them to explore and to learn on their own and to express and share their 
ideas and observations with others. 

 
9. To help each child to grow in physical development and coordination 

through challenging motor activities. 
 

10. To involve parents/guardians as much as possible and encourage them to 
take a positive interest in the progress of their children. 
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11. To foster positive relationships between the children, parents/guardians 

and center. To convey to parents/guardians that we are genuinely 
concerned about them and their children and are interested in working in 
partnership with families. 

 
12. To make referrals as appropriate if a child requires further assessment. 

 
 
RDCA strongly believes that the children's environment must meet the highest 
standards of health and safety.  The centers are supervised by the administration 
to ensure optimum standards at all times. 
 
Our centers are equipped with quality, durable, scaled-to-size furnishings. 
Furnishings within the classrooms are arranged in a manner that is conducive to 
safety, ease of movement, and have clearly defined areas of play. 
 
A wide variety of manipulative and teaching aides are provided to promote 
discovery and experimentation with various materials. 
 
Overall, we believe that a child's environment should express that this is a place 
to learn, have fun, feel safe and be loved.  

EDUCATIONAL GOALS  
 
Our programs offer a wide variety of learning opportunities. Each child is given 
freedom to develop at their own pace in an atmosphere that is warm and 
nurturing. 
 
Learning is a natural part of life. If children are given the chance and 
encouragement to discover the world around them they will continue to learn 
for the rest of their lives. The challenge for the staff member is to keep the 
learning process alive and to see that the children have many different 
experiences from which to build upon. To provide the kind of environment 
where children can learn for themselves, staff members are to: 
 

1. Promote positive self-esteem in all children. 
 

a. Encourage and expand upon individual interests. 
 

b. Respond sensitively to children's individual needs. 
 

c. Express affection to all children and encourage them to respond. 
 

d. Allow children to work at their own pace. 
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e. Acknowledge and accept that each child is a unique individual. 
 

2. Foster a sense of independence. 
 

a. Encourage children to explore and discover the world around them. 
Foster children's natural curiosity to question how and why. 

 
b. Help them to feel secure and comfortable about being away from 

home and relating to others. 
 

c. Develop their self-help skills to promote their independence. 
 

d. Strengthen fine and gross motor skills.  Encourage games, play 
situations and tasks that require the use of both large and small 
muscles. 

 
3. Stimulate the children's awareness of the world around them. 

 
a. Plan on-site and off-site field trips which complement current units. 

 
b. Plan daily programs that include a wide range of experiences. 

 
i. Our STREAMLINED programming includes Science, 

Technology, Relationships, Engineering, Art, Math, 
Language/reading readiness, Inclusion, Nutrition, Exercise, 
and Drama.  

 
ii. Provide opportunities for experimentation and self-discovery. 

 
4. Develop meaningful human relationships. 

 
a. Model cooperative behavior and appropriate problem-so lv ing  

techniques. This demonstrates to children ways to live effectively with 
their peers and with the adults in their lives. 

 
b. Instill in children a sense of value for their own rights and the rights 

of others. 
 

5. Encourage acceptance and awareness of people with different abilities. 
 

a. Accept each child as an individual. 
 

b. Be aware of a child's feelings. 
 

c. Direct your own actions and attitudes towards positive acceptance 
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of differences. 

MULTICULTURAL AWARENESS  
 
Children's self-concepts and attitudes towards others develop as they observe 
and interpret the actions of those who care for them. While young children may 
well be essentially free of adult prejudices and stereotypes, they are not 
necessarily insensitive to subtle attitudes exhibited by the important adults around 
them.  In the process of promoting understanding and respect for people of 
different backgrounds staff should: 
 

1. Introduce different cultures through stories, field trips, songs, dance, art 
and food experiences. 

 
2. Include a variety of multicultural props and learning materials throughout 

the classroom. 
 

3. Acknowledge and share information about holidays and celebrations 
from other cultures. 

 
4. Parents/guardians are encouraged to share their professional and family 

background with the children and staff. 
 

ACCREDITATION 
 
The Maryland State Department of Education (MSDE) and the National 
Association for the Education of Young Children (NAEYC) offers accreditation to 
those centers that provide early childhood programs. In order to receive MSDE or 
NAEYC accreditation, a center must meet rigorous quality standards in early 
childhood programming and developmentally appropriate practices. 
 
The MSDE and NAEYC accreditation and renewal process inspires RDCA to 
maintain high standards of excellence and assists teachers, directors and the 
administration in evaluating and improving our practices. 
 
The accreditation and renewal process also provide parents/guardians the 
opportunity to contribute to the overall program.  Parents/Guardians are asked 
to complete bi-annual program questionnaires. Your participation is an essential 
component in the process. 
 
Staff will be required to follow the standards and philosophy of MSDE and NAEYC.  
The accreditation process enables our programs to maintain the highest 
standards of excellence. 
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CURRICULUM 
 
The various programs offered at RDCA incorporate all the basic areas of 
learning into the curriculum. The curriculum offered to both preschool and 
school age children is designed to foster social, emotional, physical, creative 
and intellectual development through play and exploration. Children are 
encouraged to learn at their own pace in an atmosphere that is relaxed and 
nurturing. The important result is the development of a positive and 
enthusiastic attitude toward learning.  
 
A requirement of the Maryland State Department of Education (MSDE) 
accreditation is to choose a state recommended curriculum for early 
childhood.  We selected the Creative Curriculum® for our infant/toddler and 
preschool programs as this model is aligned with our philosophy.  RDCA has 
developed a written curriculum guide for our school age programs and also 
use the Maryland Early Learning Standards. These curricula are useful tools for 
our program staff in planning their classroom's lesson plans. Lesson plans are 
written weekly and posted in the center for your information and reference. In 
addition to this resource, RDCA employs program managers who visit each 
classroom on a periodic basis. They serve as a resource to directors and the 
classroom teaching staff. The goal of the program managers is to ensure that 
each program meets our objectives, assist with classroom management 
techniques, provide ideas for room arrangement and observe interactions 
between staff, parents and children.  
 
The variety of activities included in the curriculum help to promote growth with 
developmentally appropriate programming in: 
 

• reading readiness concepts 
• basic math concepts 
• science and nature activities 
• manipulative and small motor activities 
• creative dramatics 
• construction/engineering  
• arts and crafts 
• stories and finger play 
• music and movement 
• technology 
• nutrition/ food projects  

 
Additionally, we offer computer time for pre-school and school age, outdoor 
recreational activities, field trips, and *gym time.  
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Each day is balanced with opportunities for individual exploration with 
materials and equipment available in the classroom, generally referred to as 
purposeful play, at various activity centers.  Teachers direct small group and 
large group activities that reinforce weekly themes and promote cognitive 
skills.  Children are also guided to develop appropriate social skills and 
problem-solving techniques. 
 
*Scheduled use of the public-school gym is offered at some locations for 
school age programs. 

PROGRAM OPTIONS 
 
A variety of program and enrollment options are offered. The different options will 
vary from center to center depending on the ages of the children, the licensed 
capacity of the center, and available space. 
 
Infant Program: 
 
Full day programs for infants ages 6 weeks – 18 months, which operate year-
round. The maximum group size is 6 children. There are 2 staff members assigned 
to each class during the early morning and late afternoon when there are less 
children in attendance. There are 3 staff on duty during the major portion of the 
day. 
 
Toddler Program 
 
Full day programs for children ages 18 months - 2 years which operate year-round. 
The maximum group size is 9 children. There are 2 staff members assigned to each 
class during the early morning and late afternoon when there are less children in 
attendance. There are 3 staff on duty during the major portion of the day.  
Facilitating self-help skills is a primary function in this group as is supporting toilet 
learning. 
 
With this age group it is recommended that children attend full time.  
 
Two and Three-Year-Old Programs 
Full day programs for 2 and 3-year-old children which operate year-round. The 
maximum group size is 12 children. There are 2 staff members assigned to each 
class during the early morning and late afternoon when there are less children in 
attendance. There are 3 staff on duty during the major portion of the day. 
Children enrolled in this program do not need to be toilet trained. Self-help skills 
continue to be emphasized. 
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Part time enrollment may be possible at some locations, depending on current 
enrollment patterns at the center. Part time may be Monday, Wednesday, Friday 
or Tuesday, Thursday. Priority is given to full time students. 
Preschool Program 
 
Full day programs for preschool children ages 3 - 5 years which operate year-
round. The maximum group size is 20 children. There are 2 staff members assigned 
to each class during the early morning and late afternoon when there are less 
children in attendance. There are 3 staff on duty during the major portion of the 
day. Children enrolled in this program are required to be toilet trained. 
 
Part time enrollment may be possible at some locations, depending on current 
enrollment patterns at the center. Part time may be Monday, Wednesday, Friday 
or Tuesday, Thursday. Priority is given to full time students. Part day programs may 
also be available. 
 
School Age - Before and After School Program 
 
This option is for school age children in kindergarten through 5th grade who attend a 
full day of elementary school and need a before and after school program. The 
tuition for this program has been prorated over the course of the school year to cover 
additional care on days that schools are closed, have delayed openings, or early 
closings. The group size varies depending on the square footage of the classroom.  
The maximum number of students in a group would not exceed 30 children. There 
could be 2 or 3 staff on duty for each group depending on the number of students 
enrolled. 
 
School Age - Before School Program 
 
This option is for school age children who need care before school on regular 
school days. Additional hours of care are provided on mornings that schools 
have delayed openings. This program does not include care on days the 
schools are closed.  The tuition for this program has been prorated over the 
school year to cover additional care on days that schools have delayed 
openings. The group size varies depending on the square footage of the 
classroom. The maximum number of students in a group would not exceed 30 
children. There could be 2 or 3 staff on duty for each group depending on the 
number of students enrolled. 
 
School Age - After School Program 
 
This option is for school age children grade who need an after-school 
program. Children enrolled in this program may attend after 9:00 am on days 
schools are closed or have an early dismissal. When public schools have a 
delayed opening, care will not be provided. The tuition for this program has 
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been prorated over the school year to cover additional care on days that 
schools are closed, or have early closings. The group size varies depending 
on the square footage of the classroom. The maximum number of students in 
a group would not exceed 30 children. There could be 2 or 3 staff on duty for 
each group, depending on the number of students enrolled. 
 
School Age - Summer Program 
 
This program is available to all school aged students including those entering 
kindergarten who are at least five years old through those who have 
completed fifth grade. Some centers may be able to offer weekly programs; 
however, the tuition is discounted for those who remain continuously enrolled 
during the summer.  

SAMPLE DAILY SCHEDULES 
 
Outlined on the following pages are sample daily schedules for our infant, toddler, 
preschool and school age programs. Each classroom teacher develops 
schedules. The teachers observe the needs and interest of the group and adjust 
their schedules accordingly.  
 
 
Infant Program- Sample Daily Schedule 
(The actual schedule will vary depending on each child’s individual needs. 
Tummy and floor time activities are offered throughout the day.) 
 

7:30 am Arrivals/ Individual Bonding and Tummy Time with toys 
8:00 am Personal Hygiene 
8:20 am Individual Feeding 
9:05 am Outdoor Stroll or Activity 
9:50 am Personal Hygiene 
10:10 am Rest Time/ Nap 

11:40 am Individual Feeding 
Small Group 

12:25 pm Personal Hygiene 
12:45 pm Story Time & Finger Plays 
1:15 pm Rest Time/ Nap 

2:40 pm Individual Feedings 
Small Group Activity 

3:15 pm Personal Hygiene 
3:35 pm Outdoor Stroll or Activity 
4:15 pm Music & Movement- group 

4:40 pm Individual Feeding 
Small Group Activity 

5:15 pm Personal Hygiene 
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5:35 pm Story Time, Finger Plays & Songs 
6:00 pm Cleaning  

 
Toddler Program- Sample Daily Schedule  
(This actual schedule may vary depending on location) 
 

7:00-8:45 am Morning Activities: table top manipulatives learning 
materials, puzzles, free art, books, music activity centers. 

8:15-8:45 am Breakfast offered 
8:45-9:00 am Diapering/ Toilet Learning/ Hand washing/ Clean-up 

9:00-9:15 am Circle Time: stories, review calendar, weather, planned 
daily activities, music, rhythm and movement activities 

9:15-10:00 am Outdoor Play: large muscle activities  
10:00-10:30 am Cognitive skills/ Individual & Small Group Activities  
10:30-10:50 am Diapering/ Toilet Learning/ Handwashing/ Clean-up 
10:50-11:30 am Activity Centers  
11:30-12:15 pm Lunch 
12:15-12:35 pm Diapering/ Toilet Learning/ Hand washing/ Clean up 
12:35- 2:30 pm Rest Time  
2:30-2:50 pm Diapering/ Toilet Learning/ Hand washing 
2:50-3:05 pm Circle Time: stories, puppets or flannel board  
3:05-3:30 pm Snack is offered  
3:30-4:15 pm Outdoor Play: large muscle activities  
4:30-5:15 pm Theme projects and activity centers 
5:15-5:35 pm Diapering/ Toilet Learning/ Hand washing/ Clean-up 
5:35-5:50 pm Indoor group activity  

5:50-6:30 pm Table Top Activities: manipulatives learning materials, 
free art, books, puzzles, until closing time 

 
 
The schedule is flexible and will be adjusted to meet the needs of the children in 
each age group. In the event of inclement weather, outdoor activities will be 
conducted inside.  

 
Preschool Program- Sample Daily Schedule  
 (This actual schedule may vary depending on location) 

7:00-9:00 am Morning Activities: table top manipulatives learning 
materials, puzzles, free art, books, music activity centers. 

8:15-8:45 am Breakfast offered 

9:00-9:30 am Circle Time: stories, review calendar, weather, planned 
daily activities, music, rhythm and movement activities 

9:30-10:30 am Outdoor Play: large muscle activities  

10:30-10:45 am 
Cognitive skills: small groups work on reading, writing 
and math readiness skills, science and nature 
awareness, social studies, art, food projects  

10:45-11:30 am Activity Centers 
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11:30-11:45 am Circle Time: stories, puppets or flannel board  
11:45-12:45 pm Lunch 

12:45-2:45 pm Rest Time (including bathroom & transition before & 
after nap) 

2:45-3:15 pm Snack is offered  
3:15-4:00 pm Outdoor Play: large muscle activities 
4:00-4:15 pm Circle Time: stories, puppets or flannel board  
4:15-5:15 pm Theme projects and activity centers  
5:15-5:45 pm Indoor group activity 

5:45-6:00 pm Table top Activities: manipulatives learning materials, 
free art, books, puzzles, until closing time.  

	
The schedule is flexible and will be adjusted to meet the needs of the children in 
each age group. Adjustments to the daily schedule will be made to 
accommodate monthly field trips or special occasions. In the events of inclement 
weather, outdoor activities will be conducted inside.  
 
School Age Program- Sample Daily Schedule  
(The actual schedule may vary depending on location) 
 
Before School  
 

7:00-8:50 am Quiet Activities provided: manipulative learning 
materials, free art, books, music, crafts, board games  

8:00-8:30 am Breakfast offered 
8:50-9:00 am Children leave for elementary school  

 
 
After School 
 

3:00-3:25 pm Children arrive from school and wash hands. Snack is 
offered  

3:25-4:15 pm Outdoor play (may include group game) 

4:15-5:00 pm 
Homework time: Staff are available to assist children 
with daily homework assignments. If there is no 
homework assigned, quiet activities are offered. 

5:00-5:45 pm Creative projects and activity centers or continued 
homework for those requiring extra time 

5:45-6:00 pm 

Group projects: club, games, science, art and food 
activities 
Table activities: manipulative learning materials, art 
materials, books, and puzzles 
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School Age Program- Sample Full Day and Summer Daily Schedule 
 

7:00-9:00 am Activity centers are open, Breakfast is offered 
9:00-9:45 am Outdoor play to include a planned recreational activity 
9:45-10:00 am Group meeting, discussion of daily plans with children  
10:00-10:30 am Theme related activity 

10:30-12:00 pm Refer to center schedule. Program may include 
swimming, center visits, field trips, or special events.  

12:00-12:50 pm Lunch (wash hands) 
12:50-1:15 pm Drop Everything and Read (DEAR time) 

1:15-3:00 pm Clubs or swimming. The group will determine what clubs 
will be offered 

3:00-3:30 pm Snack is offered 

3:30-4:30 pm Outdoor free play including a planned recreational 
activity 

4:30-5:30 pm Theme projects and activity centers  
5:30-6:00 pm Games at tables 

 
Outdoor play will be substituted with indoor large muscle activities during 
inclement weather.  
 

FIELD TRIPS 
 
The purpose of a field trip is to help develop the children’s awareness of their 
community and to take advantage of the wealth of educational and 
recreational activities that our area has to offer.  
 
During the school year (September- mid June), the preschool groups are 
scheduled for at least one field trip per month. School age groups are scheduled 
during the winter and spring breaks and sometimes on scheduled MCPS ½ days. 
These dates will rotate to accommodate all of our school age programs. The field 
trip destinations will be based on current units of study and age appropriateness. 
Occasionally we plan trips for fun. Northwest Child Care Center field trips will be 
on the NIH campus.   
 
Parents/ Guardians are notified in advance of all scheduled field trips and will 
be required to sign permission slips. The appropriate staff to child ratio will be 
maintained throughout the trip. Parents/Guardians are welcome to chaperone 
and may ride the bus if space is available. If choosing to bring a sibling along, 
parents/guardians must drive themselves as our insurance does not cover a 
child who is not enrolled in the program. Parents/Guardians and guests are 
required to pay any entrance fees. Attendance of chaperone and siblings must 
be approved by the center director.  
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During the summer your school  age child will participate in a variety of field 
trips. Each school age group will have the opportunity to have two to three full 
day excursions in addition to seven to eight half day trips, such as miniature 
golf, bowling, B e t h e s d a  A c a d e m y  o f  P e r f o r m i n g  A r t s  ( BAPA) 
Imagination Stage, Adventure Theater, museums, parks and local nature 
centers. You will receive a summer calendar of events for your child's class 
which will provide an overview of all planned events and excursions.  

SCHOOL AGE SUMMER THEMES AND UNITS 
 
The summer programs offered at our various locations will feature an overall 
summer theme highlighted by individual units that develop and elaborate on 
the theme.  An example of a summer theme could be “The Wonder of Water- 
from the Ocean to the Tap”. The concept would be to explore the process of 
how the water cycle and the process water goes through to get to your house. 
This could be achieved through activities, projects, materials, instruction and 
by transforming the classroom environment. The goal is for the children to have 
the opportunity to learn about a topic in depth. Lesson plans will be age 
appropriate. 
 

SWIMMING (PRESCHOOL AND SCHOOL AGE SUMMER 
PROGRAM) 
 
During the summer, recreational swim is scheduled for each preschool and 
school age classroom (toddler and two-year-old groups do NOT swim.) 
Northwest Child Care Center will remain on campus.  
 
Swimming is an integral part of the summer program.  Children will need a 
bathing suit and towel that is labeled with their name.  Flip flops are only 
acceptable to and from the pool. Children should have a pair of shoes, 
appropriate for active play, available to change into upon returning to the 
center. 
 
Bathing suits and towels will need to be taken home at the end of the week 
to be laundered and returned to the center on Monday.  Parents/Guardians 
will also need to supply sunscreen. A t o p i c a l  medication administration 
authorization form must be completed by the parent/guardian.   If your child 
is to be excused from swimming, a doctor's note will be necessary. Spray-on 
sunscreen and bug spray are not allowed at the center. 
 
Each group will have two scheduled swimming days per week. Swimming 
begins the first full week of summer and ends in the middle of August. 
Parents/Guardians will be informed of their groups' scheduled days, times and 
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pool location. A swim program permission slip will be completed prior to the 
first day of swim. 
 
Our staff will escort the children to the pool and will supervise them at pool 
side and in the water. Children will not be permitted to be in water above 
chest height unless they pass a swim test administered by our staff and the 
lifeguards at the swim facility. 
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PART 2: 
PARENTS/GUARDIANS 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
	



	

29 	

PARENT/GUARDIAN INVOLVEMENT 
 
All parents/guardians are welcome and encouraged to visit the center at any 
time during our operating hours.  RDCA has an open-door policy for 
parents/guardians to visit and observe their child while in our care. 
 
While visiting your child's classroom, parents/guardians are expected to 
follow the schedule and program plans for the day. Parents/Guardians 
may participate in the center and its activities in a variety of ways: 
 

1. Assisting teachers in the classroom or on field trips. 
 

2. Donating various materials which are in good condition (toys, 
books, craft materials). 

 
3. Sharing hobbies, professions, or culture with the children and staff. 

 
4. Helping to repair, repaint, or construct equipment in the classrooms. 

 
5. Serving on your center’s parent council.  

 
6. Serving on the Board of Directors. 

 
 

BOARD OF DIRECTORS 
 
Rockville Day Care Association, Inc., is governed by a volunteer Board of Directors 
composed of parent/guardian representatives from each of our centers, 
interested community members and staff representatives.  Meetings are held as 
follows: 
 

1. An Annual Board Meeting for all parents/guardians is usually held in the 
month of December. The association budget for the coming year is 
presented. The Executive Committee is elected at this meeting. 

 
2. Executive Committee meetings are held at least five times per year to 

consider policy decisions. 
 

3. Sub-committees such as: personnel, marketing and finance meet as 
needed. 

 
All parents/guardians and staff are welcome to attend these meetings.  Meetings 
are announced in advance and generally offer free child care and refreshments.  
The Board of Directors represents all centers under the Corporation.  Each center 
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can choose to have their own parent council which would establish meetings at 
their discretion. A representative from the group would be required to report back 
to the Board of Directors. 

PARENT/GUARDIAN COMMUNICATIONS 
 
We believe that open, and consistent communication between parents/ 
guardians and staff is the key to a successful program.  The first level of 
communication is between parents/guardians and classroom staff. Daily 
exchanges help to develop a good rapport and a sense of trust.  This relationship 
enables both parties to be able to communicate openly regarding issues relevant 
to the child. For infant, toddler and twos a written daily report will be provided.  
 
The second level of communication is between the parents/guardians and 
center director and/or assistant director.  Parents/Guardians should always feel 
free to present ideas or discuss concerns with the director or assistant director. 
 
The third level of communication is with the parents/guardians and the executive 
director or program managers.  Parents/Guardians are encouraged to seek 
consultation and discuss concerns at any time. 
 
Parents/Guardians are kept up-to-date with information relevant to their center 
and their child's class through newsletters, email, parent information boards, 
memorandums, notices posted in each classroom and monthly classroom activity 
calendars. 
 
We ask that parents/guardians keep the staff and director up-to-date with any 
changes at home or changes with the child's routine at the center (i.e. hours of 
attendance, absenteeism, drop off and pick up from the center.) 
 

TEACHER CONFERENCES 
 
Parents/ guardians of infants and toddlers will meet every three months with their 
child’s teacher. During these meetings the individual care plan will be discussed 
and updated. Teacher conferences with the parent/guardian are generally 
conducted for two-year old’s and preschool children.  
 
Teacher conferences with the parent/guardian are planned for the fall and 
spring. Teachers will be observing and assessing each child throughout the year 
in various areas of development. If you have any concerns about your child’s 
progress, please discuss them with your child’s teacher. Every effort will be made 
to schedule conferences in advance. Sign-up sheets with dates and time slots will 
be available to schedule appointments. Additional conferences may be 
schedules by the parent/guardian, center director, or teacher.  
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School age conferences may be scheduled at the request of the parent/ 
guardian or staff. 
 

PROGRAM EVALUATION 
 
The program managers and the center directors continuously evaluate the 
programs. The executive director meets formally, on a monthly basis, with the 
administrative staff and center directors to discuss programs, updates and 
policies.  
 
The program managers visit each classroom regularly to make observations 
regarding the program. They meet with the center director and classroom staff to 
discuss ideas for improvement and to acknowledge the positive things observed. 
The program managers are a resource to the center staff and provide in-service 
training. The program managers meet with the executive director to discuss 
observations and recommendations.  
 
Parents/Guardians are given the opportunity to comment on the overall program 
through the parent/guardian program questionnaire (evaluation) that is 
conducted twice each year. These evaluations are offered online through 
“Survey Monkey” or via a paper copy upon request. The executive director and 
program managers review the survey results and share feedback with the 
directors, board of directors and staff. Plans for positive action are developed as 
needed. Parents/Guardians are provided a summary of the evaluations’ findings.  
 
RDCA relies on parent/guardian participation throughout the evaluation process 
as this is a requirement of our MSDE and NAEYC Accreditation.  
 

SPECIAL OCCASIONS 
 
We hold many center sponsored celebrations, such as Fall Festivals, Valentine’s 
Day parties, and International luncheons. Other special occasions that might be 
observed at the center could be a child’s birthday. We believe children should 
be able to celebrate their birthday, however, there are limitations. Parents/ 
Guardians who wish to celebrate their child’s birthday at the center must follow 
these guidelines: 
 

• Parties are to be held at the lunch hour or between 3:00 pm and 4:30 pm. 
 

• Date is to be scheduled with the lead teacher or director well in advance. 
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• All food items/treats are to be store bought, in the original container, and 
approved by the staff. (Refer to the Choke-able Items Chart in the 
Appendix) 

 
• No goody bags/ party favors for children under five years old. Goody bags/ 

party favors for older children are to be approved in advance by the 
director.  

 
• Outside entertainers are not allowed. 

 
• No lit candles.  

 
• No balloons. 

 
 

NECESSARY ITEMS TO BE SUPPLIED 
 
All children must have a complete set of clothing left at the center to be used in 
the event of accidents, spills, etc. Please label everything with your child’s name 
and remember to exchange clothes seasonally (summer clothing during summer 
months, winter clothing during winter months). 
 
We also ask that you provide a blanket for your child (12 months- preschool).  
Blankets should be taken home and laundered every week. 
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PART 3: STAFF 
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PERSONNEL  
RDCA’s priority is in establishing programs of excellence. We believe that the 
quality of care is directly related to the qualifications of the staff. Therefore, it is 
our practice to employ the most highly trained and professional staff available. 
 
Staff employed by Rockville Day Care Association meet at least the minimum 
requirements as outlined in COMAR 13A.16.01-.19 (Code of Maryland Annotated 
Regulations). 
 
Requirements for a director vary depending upon the overall enrollment 
capacity of the center and the ages of the children served. The director will 
generally hold a Bachelor's Degree and have at least 90 classroom hours of 
Early Childhood Education for preschool programs, or 90 classroom hours for 
school age programs.  Directors in centers with infants and toddlers must also 
have the 45-hour lnfant/Toddler certification.  Two years of experience working 
with children in a supervised setting is required. In addition to the qualifications 
listed for center director, we seek to employ individuals who have had prior 
administrative experience, or who have directed a licensed child care center. 
 
Child Care Teachers in our preschool programs shall be at least 19 years of age 
and hold an Associate of Arts in early childhood education, or 20 years of age 
and have completed 6 semester hours or a minimum of 90 classroom hours of 
early childhood education. At least one year of experience working with 
children in a supervised setting is also required.  Child Care Teachers in an 
Infant/Toddler Program must also have the 45-hour  infant/toddler certification.  
In addition to the minimum requirements for preschool lead teachers, we make 
every effort to employ individuals with a Bachelor's Degree. 
 
Child Care Teachers in our school age programs must be at least 19 years of 
age. They are required to have a high school diploma, and have successfully 
completed college courses for credit in an accredited college or university. They 
are required to successfully complete 6 semester hours or 90 clock hours of 
approved training. They must have 400 hours experience in a school age 
environment, one year of college or a combination of experience and college. 
 
Assistant Child Care Teachers must be at least 18 years of age. They must also 
have a high school diploma, and have completed courses for credit from an 
accredited college or university. Assistant Child Care Teachers may lead the 
activities of a group of school age children if the director or a Child Care 
Teacher-School Age is available to render immediate assistance. 
 
Aides must be at least 16 years of age (18 years or older if working in an infant, 
toddler or two-year-old group).  Experience and course work in early childhood 
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is preferred but not necessary. Aides are under the direct supervision of a Child 
Care Teacher, or Director at all times. Their duties are to assist with the daily 
implementation of the program.  
 
Volunteers will be approved to assist in our child care programs.  Volunteers 
must be at least 16 years of age (18 years or older if working in a toddler or two-
year-old group). They will be interviewed and provided an orientation to the 
center.  There may be additional requirements. Parents/Guardians will be 
notified when volunteers will be in the program. 
 
In addition, required staff complete Emergency Preparedness Training and 
Including All Children & The Americans with Disabilities Act (ADA) Training. There 
is at least one staff person who is certified in CPR and First Aid, for every 20 
children enrolled in a program and one staff on duty is certified in Medication 
Administration, during the hours of operation. All staff are required to take Basic 
Health & Safety Training.  
 
RDCA seeks staff that demonstrates knowledge of child development and has 
a warm, caring demeanor. Staff are hired on a trial basis and are closely 
supervised to determine their appropriateness for the position. 
 
Professional references are checked prior to employment with Rockville Day 
Care Association, and a criminal background check is conducted on each 
new employee. 
 
All employees receive an orientation to RDCA. The daily operations of the 
program are described and each employee receives a copy of our Employee 
Handbook and Procedures Manual.  
 
Staff members attend regular classroom staff meetings and center staff 
meetings. All staff receive continued supervision, guidance and support to 
enable them to provide a developmentally appropriate program. 
 
In keeping with our commitment to encourage staff development, RDCA 
provides in-service training programs. The Association provides some funds and 
time off from work for staff members to enroll in courses related to child 
development programs. The courses could be offered through local colleges, 
universities, and other training institutions. There is room for advancement in our 
association. RDCA makes every effort to promote from within the organization. 
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PART 4: POLICIES AND 
PRACTICES  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



	

37 	

ENROLLMENT 
 

Enrollment into a RDCA program is open to all children regardless of race, color, 
national and/or ethnic origin, religion, disability, gender, or economic status. 
 
Children are enrolled in the order in which inquiries are received. Montgomery 
County employees will have first priority in centers housed in County owned 
facilities. NWCCC enrollment is open only to children of approved NIH employees. 
 
Prior to enrollment parents/guardians should request a tour of the center.  A brief 
orientation will be provided and questions will be answered.  Following the visit, 
parents/guardians may establish an appointment to enroll their child/ren.  
Enrollment takes place at the center with the director, assistant director or 
program manager. Children may not participate in the program until all 
enrollment papers have been completed. 
 
RDCA’s priority is to serve families who are in need of full time child care. Part time 
enrollments may be accepted at individual centers on a space available basis. 
 
All children are accepted into the program on a trial basis. We will make every 
effort to work with families to help make the child's enrollment a success. On 
occasion, there are children who demand more individualized attention than the 
staff of RDCA can provide.  If we are unable to meet the child's needs, we will 
attempt to assist families in locating alternative care. 
 

TUITION 
 
RDCA is dedicated to offering quality care while keeping tuition as affordable as 
possible.  Our child care tuition is competitive with rates within Montgomery 
County. Often our programs are less expensive than others.  Our tuition is all 
inclusive.  You will not be asked to pay additional money for things we consider 
part of our program such as; meals, snacks, supplies, materials, field trips, and 
swimming (in the summer for preschool and school age).  The school age program 
tuition is prorated and remains consistent throughout the school year. 
 
Refer to the Rockville Day Care Association financial agreement for your 
child/ren's program for specific pricing and payment options. Cash payments will 
not be accepted. A $25.00 fee will be charged for each returned check. After 
the second returned check, RDCA will accept certified bank checks or money 
orders only. 
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FINANCIAL POLICIES 
 
RDCA’s sole source of income is from tuition. We are a non-profit organization and 
all revenues go directly toward the operation of our programs. We try to balance 
our budget while keeping the tuition as affordable as possible for our families.  
 
Childcare fees are due in advance based on your signed financial agreement. 
The program fee and registration are due at the time of enrollment. 
Parents/Guardians are required to pay for days the center is closed and for all 
absences from the program.  Payment is due if county or federal government 
closures occur due to weather or other emergencies. Failure to make payments 
as agreed may result in immediate termination from the program. 
 
The financial agreement is in effect until RDCA deems it necessary to change the 
fee or until the child changes to a program that has a different rate. At least four 
weeks written notice will be given by Rockville Day Care in the event the fee 
changes. 
 
RDCA requires parents/guardians to give a four-week written notice of plan to 
withdraw from the program. If advance notice is not given, the parent/guardian 
will be obligated to pay four weeks fee from the date written notice is given. 
 
All new applicants and applicants re-enrolling will pay a non-refundable 
registration fee. 
 
Payments may be made by enrolling in the Rapid Tuition Reoccurring Payment 
Plan, Automated Clearing House (ACH), personal check, money order, electronic 
draft. (Rapid Tuition Reoccurring Payment Plan is not available at Northwest Child 
Care Center) 
 

TARDINESS POLICY 
 
It is necessary to have a stringent tardiness policy with subsequent charges and 
consequences for non-compliance. 
 
RDCA leases space from Montgomery County Schools (MCPS), the Montgomery 
County Government, and Community Use of Public Facilities (CUPF). We hold a 
use agreement with the National Institute of Health (NIH). Our leases and use 
agreements with these agencies end at the closing time of the center. Repeated 
tardiness places us in jeopardy of losing our space. In addition, staff have 
obligations in their personal lives such as college, children, and second jobs which 
require them to leave work on time. 
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The staff are sympathetic and do understand that there may be occasions when 
parents/guardians are justifiably late.  During severe weather conditions, or traffic 
accidents in the area, we anticipate that parents/guardians may be late. 
 
The charges for arriving past the closing time of the center or the ending time of 
the program in which your child is enrolled are: 
 

$.50 per minute for the first fifteen minutes of tardiness 
$1.00 per minute for the next 15 minutes of tardiness 
$2.00 per minute after the first half hour of tardiness 

 
There is no grace period.  Charges will begin for the first minute of tardiness. 
 
A warning will be issued to the family after the third and fourth occurrence of 
tardiness. Parents/Guardians who are late will be asked to sign a tardiness slip 
when they arrive at the center.  The charge will be added to the family's account 
and it is expected that it will be paid with the child care tuition.  Families are 
responsible for paying late charges even when they have granted permission and 
given the responsibility to someone else to pick up their child(ren) and that 
individual is late.  Families who have been tardy five times within their enrollment 
anniversary date will be terminated from the program immediately. 
 

ABSENTEEISM 
 
Please notify RDCA staff by 9:00 am if your child is going to be absent from the 
program, or arriving later than expected. 
 
It is imperative to notify the center if your school age child is leaving early from 
the public school, or going home after school with someone else.  You are 
required to notify the center staff by sending an email, providing a written note or 
calling by phone. 
 
Failure to notify the center on a regular basis regarding absenteeism, or change 
in attendance plans, may result in termination from the program. 
 
Please notify the center director of any planned vacation or extended absence. 
 
Child care tuition must be paid regardless of the child's absence. 
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CUSTODY ISSUES 
 
In custody issues between parents/guardians, legal documentation must be on 
file at the center stating the specifics of any visitation or pick-up restrictions.  
Otherwise, RDCA will have no alternative but to grant access to both legal 
parents/guardians. 
 

SUPERVISON OF CHILDREN 
 
RDCA will maintain the appropriate staff-to-child ratio at all times.  The Office of 
Child Care regulations dictate that there must be a minimum of one staff for every 
3 children ages 6 weeks- 24 months, one staff for every 6 two-year olds, one staff 
for every 10 children ages three to five years, and one staff for every 15 children 
ages six to twelve years.  Our staffing pattern includes additional staff so the 
minimum standards are usually exceeded.  At no time will children be unattended 
by an adult. Children will be within sight and hearing range of our staff at all times.  
As an additional precaution, all children are escorted to the restrooms and other 
destinations outside of the classroom.  If a child is to attend extracurricular 
activities or special functions that are not part of our program, parents must 
complete an activity release form (copy in the Appendix). 
 

SAFETY AT THE CENTER 
 
Escorting children to and from the classroom: 
 
Parents/Guardians are required to escort their child/ren to and from the 
classroom. Sign in/out records are kept in each classroom.  Parents/Guardians are 
responsible for signing their child/ren in and out daily. It is important that 
parents/guardians do not leave their child/ren at the center unless a RDCA staff 
member is present.  If at any time you fail to escort your child/ren to and/or from 
the classroom, RDCA will not be responsible for any resulting accidents or 
incidents.  The exception would be when children arrive to the center by 
Montgomery County Public School bus. This should be noted on the Admission 
Agreement signed at enrollment. 
 
Persons authorized to pick up children: 
 
Children will not be released to any individual who does not have the prior 
approval of the parents/guardians.  Upon enrollment, an emergency card is 
completed for each child.  Under the section on "persons authorized to pick up 
the child," the parent/guardian should list any individuals who, on a regular basis, 
may pick up the child.  The approved individual(s) must be at least 16 years of 
age.  There are spaces for listing up to three persons to be contacted in the event 
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of an emergency and the parents/guardians cannot be reached.  These 
individuals should be made aware that they are on your child/ren's emergency 
card and that they may be asked to pick up your child/ren due to illness or 
emergency. We require at least two contacts other than the parent(s)/ guardians. 
One contact must be within 30 minutes distance of the center.  
 
The emergency card must be kept up to date.  If there are any changes in 
telephone numbers, email, places of employment, home address, authorized 
individuals, or emergency contacts, please notify the staff immediately.   
 
If someone other than one of the authorized individuals on the emergency card 
is scheduled to pick up a child, parents/guardians must email the center or send 
in a written note. Individuals, unknown to the center staff, will be required to 
present a form of photo identification before the child will be released. 
 

EMERGENCY PREPAREDNESS PLAN 
 
All licensed child care centers in the state of Maryland are required to have an 
Emergency Preparedness Plan.  Each RDCA center has a plan that is available 
for parents/guardians upon request.  In general, the plan provides clear guidance 
to staff members and parents/guardians to ensure the safety of everyone in the 
event of an emergency.  The plan contains information about the designated 
area in the center used to "shelter in place", the emergency facility where 
students are transferred in case the center is inaccessible, the chain of command, 
and the responsibilities of all leadership parties. 
 

HOLIDAYS 
 
The centers (excluding Northwest Child Care Center) will be closed on the 
following days: New Year's Day, Martin Luther King Jr.'s Birthday, Presidents' Day, 
Memorial Day, Independence Day, Labor Day, Thanksgiving Day, the Friday after 
Thanksgiving, and Christmas Day.  
 
The Northwest Child Care Center will be closed on the following days: New Year's 
Day, Martin Luther King Jr.'s Birthday, Presidents' Day, Memorial Day, 
Independence Day, Labor Day, Columbus Day, Veterans Day, Thanksgiving Day, 
the Friday after Thanksgiving, and Christmas Day. 
 
 
The RDCA Board of Directors may approve an additional day, dependent upon 
where Christmas falls in the work week.  The centers (excluding Northwest Child 
Care Center) close at 3:00pm on Christmas Eve. 
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STAFF IN-SERVICE DAYS 
 
Each year RDCA provides three in-service training days for the staff.  The first in-
service day is held in June, before the start of the summer program.  The remaining 
two in-service days are held in late August, preceding the start of the first day of 
school. NWCCC will also hold three training days for the staff. These dates will be 
approved yearly by NIH. Families of the NWCCC will be notified 30 days in 
advance of these training days. 
 

MEDIA RELEASE 
 
While participating in classroom activities, field trips or special events, it is possible 
for photographs, audio or video to be taken by RDCA staff, program participants 
or their families.  Pictures or quotations from enrolled children may appear in the 
classroom, center based displays or newsletters.  Such media is also required for 
documentation purposes as part of our accreditation through the Maryland State 
Department of Education (MSDE) and National Association Education of Young 
Child (NAEYC).  When enrolling in the program, parents/guardians accept that 
this is a normal part of a child care program.  Children's full names will not appear 
in connection with any photo, video or voice representation used at the center. 
 
In addition, for training, marketing or promotional purposes, RDCA may use 
photographs, audio or video in which enrolled children appear, without limitation, 
reservation or compensation.  Children's full names will not appear in connection 
with any photo, video or voice representation used in public domain.  At the time 
of enrollment, parents/guardians will be asked to sign a media release. (copy in 
the Appendix) 
 

SCREEN TIME POLICY 
 
Maryland State Department of Education (MSDE) requires all licensed child care 
in the state of Maryland to provide parents a policy addressing the use of passive 
and interactive technology. RDCA will follow the MSDE licensing regulation as 
stated.  
 

1. Definitions of Technology: 
a. “Passive technology” means non-interactive television, videos, and 

streaming media. 
 

b. “Interactive technology” means educational and age-appropriate 
technology designed to facilitate active and creative use and to 
encourage social engagement with other children and adults, 



	

43 	

including programs, applications (apps), non-commercial television 
programming, videos, streaming media, and e-books. 
 

2. Limited use of appropriate interactive technology may support, but may 
not replace, creative play, physical activity, hand-on exploration, outdoor 
experiences, social interactions and other developmentally appropriate 
learning activities for children aged two and older. 
 

3. Children under the age of two may not view any passive technology. 
 

4. Children two years old may view no more than thirty minutes of age-
appropriate, educational passive technology per week.  
 

5. Exceptions: Written record shall be kept on file for exceptions to the weekly 
passive technology viewing limit, documenting the title and length of the 
programming viewed and the reason for the exception.  
 

6. Children may not view any: 
a. Passive or active technology during meals or snacks unless such 

viewing is included in the child’s Individualized Family Service Plan, 
Individualized Education Plan, or similar document, or 
 

b. Media with brand placement or advertising for unhealthy or sugary 
foods. 
 

RELEASE TO COMMUNITY SPONSORED ACTIVITIES 
 
An activity release form must be signed by the parent/guardian prior to the start 
of any activity outside of RDCA.  Child/ren must check in with the child care 
center staff before going to the activity and must check in with a staff member 
as soon as they return. 
 

HOMEWORK POLICY 
 
Our school age schedule provides 45 minutes to 1 hour for homework, Monday 
through Thursday.  Staff will create an atmosphere that is conducive for 
concentrating and will provide supervision, support and resources to assist 
students in the homework process. Our staff are not tutors, nor do they assume 
the parent’s/guardian's responsibility to review and check daily assignments.  A 
homework form is provided for parents/guardians to sign indicating their wishes 
for homework.  Those who do not have homework assignments will be given quiet 
activities during the scheduled homework period. 
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DISCIPLINE POLICY 
 
Growing up is a time of testing limits and expressing individuality. Every child is 
unique and needs clear, realistic and consistent limits in order to feel secure in 
their environment. Children need to be given understandable guidelines for their 
behavior if they are to be able to develop their own internal controls. Therefore, 
each situation will be handled individually. 
 
Rockville Day Care Association's approach to discipline is one of explaining and 
guiding, rather than punishment. Our goal is to set a positive tone in the classroom 
where appropriate behaviors are modeled by adults. Children will be recognized 
for positive actions and negative behaviors will be redirected. The aim is to help 
the children develop self-discipline and promote self-esteem. Staff are forbidden 
from using any form of physical or emotional punishment. Children will not be 
humiliated or demeaned for inappropriate behavior. Inappropriate or disruptive 
behavior will be handled first by discussion, followed by redirection. Time out or 
the removal of the child from the group will be used when necessary. 
 
1. Discussion and Redirection 
 

a. Allow the child the opportunity to calm down and talk about what 
has happened. Help the child to verbalize feelings of anger, fear, etc. 
Adults should speak to the child at eye level. 

 
b. Children will, through encouragement and demonstration, be shown 

how to problem solve. Staff will discuss why the behavior is 
inappropriate and help the child develop different ways to handle 
their frustration or anger. Positive reinforcement will be given when 
the appropriate behavior is displayed. 

 
c. Children are not to be forced to apologize or explain their actions. 

The staff should help the child understand how their actions or words 
have made the other child/adult feel. Explain to them the 
consequences of their actions. 

 
d. If a staff member is having difficulty relating to a child or handling a 

situation, another staff member may be asked to assist. 
 

e. Children are to have natural and/or logical consequences for their 
behavior as an alternative to time out. 

 
f. Staff are to redirect the child to another activity. If the child is having 

trouble choosing; staff should offer alternative choices. Perhaps an 
activity involving a smaller group, or an individual activity, would be 
appropriate. 
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2. Time Out 
 

a. Occasionally, it may be necessary to remove a child from an activity 
or from the group, if the behavior is too disruptive or harmful to others. 
This allows the child to gain his/her composure. 

 
b. The child will not be removed for more than one minute for each year 

of age, such as 5 minutes for a kindergarten age child. 
 

c. The child will remain in the classroom and will be within sight and 
hearing range of a staff member at all times. A specific place shall 
not be identified as such or used for time out. 

 
d. After the allotted time, and the child has regained composure, a staff 

member will talk with the child. 
 

e. Physical restraint will only be used in instances when it is necessary to 
prevent a child from injuring herself/himself or others. 

 
 
3. Separation from the classroom 
 

a. If a child’s behavior is uncontrollable or has been repeated, the staff 
should seek assistance from the director or assistant director. 

 
b. If a child’s behavior is abusive and cannot be calmed through 

discussion, redirection, separation or time out, the parent/guardian 
will be called and asked to pick up their child for the day. 

 
c. If the staff have continued concerns about a child’s behavior in the 

classroom, the parent/guardian will be notified and a conference 
scheduled to discuss concerns and develop strategies. 
Parents/Guardians are expected to work with the teachers and 
director in finding effective solutions for the behavior problems. 
Appropriate referrals could be made for professional assistance. 

 
d. If the child’s behavior does not improve after meeting with the 

parents/guardians and receiving outside intervention, the child may 
be asked to leave the program. 

 
e. Children whose actions pose a repeated emotional threat, overt or 

implied, to other children or staff, will be asked to leave the program.  
This includes bullying behavior such as verbal abuse, physical threats, 
or psychological intimidation. 
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4. Disrespectful and Unacceptable Behaviors 
 

a. Hurting others, either with words or with actions. 
 

b. Running away from the staff. 
 

c. Using inappropriate language, including the use of profanity and 
making obscene gestures. 

 
d. Destruction or misuse of property, either that of the center, or that 

belonging to another child or staff member. 
 

e. Possessing weapons of any kind. 
 

f. Possessing or using alcohol, tobacco, drugs or any controlled 
substances. 

 
5. Incident Reports 
 

a. Staff shall complete an Incident Report detailing a situation in which a 
child's behavior was deemed inappropriate. The report will be 
presented to the parents/guardians for review and signature. 
Maintaining the reports in the child's file will help staff and 
parents/guardians assess whether a pattern of unacceptable behavior 
is developing. 

 
b. If a pattern of unacceptable behavior is evident, staff shall request a 

conference with the center director and/or program manager, 
executive director and the child's parent/guardian. A lack of 
parent/guardian participation and cooperation toward resolution of 
the behavior problem may result in the child's termination from the 
program. 

 
c. If the guidelines listed above have been followed and there is not 

consistent improvement in the child's behavior, care will be 
discontinued. 
 

MEDICAL INFORMATION 
 
Maryland State Department of Education - Office of Child Care (MSDE-OCC) 
requires that all children have a Health Inventory and a Maryland Immunization 
Certificate completed before enrollment. If you have provided this information to 
the public school, and it is up-to-date, we may accept a copy of these 
documents.  
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The Health Inventory must indicate if a Lead Screening test was necessary for 
children under age 6. The documented tests should be the blood lead tests at 12 
months and 24 months of age. Two test dates and results are required if the first 
test was done prior to 24 months of age. If the first test date is done after 24 months 
of age, one test date with result is required. (DHMH Form 4620) 
 

INCLUSION OF CHILDREN WITH DIFFERENT ABILITIES  
 
It is our goal to provide individualized care for all children.  RDCA will make every 
effort to accommodate children with different abilities within our programs. 
Caring for any child may not place an undue staffing or financial burden on the 
Association, nor pose a safety risk to the child or others in the center. 
 
At the time of enrollment, the parent/guardian must indicate if any special 
accommodations are required for their child.  If a child has a medical condition, 
a medical care plan must be completed. This information is to be updated 
annually by the parent/guardian with the director. 
 
It is imperative that the parent/guardian, director and staff directly involved with 
the child, be familiar with the medical care plan in order to best meet the needs 
of the child. 
 
Different needs may include children with asthma, food or other allergies, ADD or 
ADHD, physical limitations or any other diagnosed condition.  Accommodations 
may require staff awareness and training.  Sometimes accommodations may 
require the cooperation of all involved in a particular classroom or center. For 
example, when a child is allergic to a food or a material that needs to be 
eliminated from the child's environment.  All families may be asked to comply in 
order to make the environment safe for the child. 

ILLNESS 
 
Children should be well enough to participate in the regularly scheduled activities 
of the classroom, including going outdoors.  If your child is unable to participate 
fully due to illness, you will be contacted and expected to pick your child up from 
the center. The centers do not have adequate facilities, or the additional staff 
necessary, to isolate sick children and keep them comfortable. 
 
Specific conditions which require exclusion from the program include: elevated 
temperature (100° or higher- orally, 101° or higher- Forehead, 99.5° or higher- 
Armpit), undiagnosed rashes, diarrhea, vomiting, open sores, excessive coughing, 
discolored nasal discharge, or any indication of a communicable disease, 
including head lice. 
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If a child is diagnosed with a communicable disease he/she may not return to the 
center until the period of communicability has passed. Parents/Guardians should 
report any case of illness to the center director. 
 
If a child is absent for three consecutive days, licensing requirements mandate 
that we must request parents/guardians to provide a written note either from the 
parent/guardian, or health practitioner indicating that the child may return to the 
center. 
 
RDCA requires that a child be fever free for at least 24 hours before returning to 
the center. Children who have been sent home with head lice must have had at 
least one treatment with medicated shampoo and have all live lice and nits 
removed from the hair before returning to the center. 
 

COMMUNICABLE DISEASE REPORTING 
 
The child care center is obligated by law to immediately provide the name and 
address of any child or staff member who appears to be infected with a 
reportable communicable disease or has been exposed to a reportable 
communicable disease. A listing of such diseases is provided in the Appendix. 
 
The staff will post a sign in the classroom, for contagious illnesses such as pink eye, 
strep throat, impetigo, head lice, or chicken pox. The sign will name the illness but 
for confidentiality will not identify the child.  
 
A child care center may not knowingly admit any child or staff member to the 
center during the period of communicability, unless the child or staff member 
receives written approval by a licensed health practitioner. Head lice would be 
an exception.  A child care center may not knowingly admit any child or staff 
member to the center if they have been identified as a carrier of a reportable 
communicable disease unless the local health department grants approval. 
 

MEDICATION POLICY 
 
According to the Office of Child Care, RDCA may not administer any prescription 
or non-prescription medication without a completed Medication Administration 
Authorization Form. This form must be signed by the physician and 
parent/guardian.  A copy of this form is in the Appendix. 
 
All prescription medication must be in the original pharmacy container and 
labeled with the name of the medication, current date, dosage, name of the 
child, physician's name and any special indications if applicable. The first dose of 
a prescription medication must be given to the child at home. This is for the child's 
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safety in the event there is an allergic reaction. All long-term medications are 
required to be updated annually. 
 
Non-prescription medication: over the counter medication such as Benadryl, 
Acetaminophen, or cough syrup may be administered once at the center without 
a physician's written approval. Repeated doses of over the counter medications 
will require a physician's written approval. 
 
Topical medications such as diaper cream, sunscreen, bug repellant wipes, and 
lip balm may be administered repeatedly with written parental permission 
indicated on the RDCA Non-Prescription Topical Medication Log.  
 
Children may not carry or self-administer prescription or over the counter 
medication. All medications are to be brought to the center by a 
parent/guardian and given to a staff member. All medications will be stored in a 
locked box and kept out of reach of the children.  All dispensing of medication 
will be logged by staff at each dose given. 
 

ACCIDENTS AND EMERGENCY TREATMENT 
 
The staff are trained to implement policies and procedures in order to assure a 
healthy and safe environment. 
 
An accident/incident report form will be completed in the event a child is injured 
during his/her hours of care. Parents/Guardians will review the accident/incident 
report and sign the form. The form will be given to the director, who will make a 
copy for the child's folder at the center. The original will be placed in the child's 
folder at the administrative office. 
 
Parents/Guardians will be called immediately about any injury to the head, 
(regardless of how minor it appears), a cut that appears deep or bleeds for an 
extended period of time, excessive swelling that occurs following an injury, or after 
a bee sting. In the event the parent/guardian is not available during an 
emergency, a staff member will escort the child to the hospital.  A copy of the 
child's emergency card will be taken with them.  It is important that the information 
on the emergency card be kept up to date. 
 
If a parent/guardian takes a child to a doctor's office, dental office or emergency 
room as a result of an accident or incident at the center, parents/guardians need 
to inform the center director as soon as possible. 
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CHILD ABUSE AND NEGLECT 
 
Staff are legally obligated to report suspected cases of child abuse or neglect to 
Montgomery County Department of Social Services, Child Protective Services. The 
telephone number for (Protective Services is (240)777-4417).  Within 24 hours of 
the initial report, Protective Services may come to the center to observe and 
interview the child. Appropriate follow up and action will be implemented by 
Protective Services. 
 
Parents/Guardians who have concerns about the safety and welfare of the 
children in our centers have the right to contact Protective Services or the 
Maryland State Department of Education Office of Child Care. 
 
RDCA is adamant about the safety and welfare of the children in our care. We 
want to be made aware of any potentially hazardous situation observed by a 
parent/guardian. The center directors, program managers and executive 
director are always available and willing to speak to parents regarding any 
concerns. 
 

WELLNESS POLICY 
 
RDCA strives to provide the best care for children. We believe that part of high 
quality child care is serving healthy food in a pleasant, enjoyable environment 
and providing opportunities for children to be active every day. We are 
promoting a healthy environment in the following ways: 
 
Mealtimes 

• The program provides fresh fruits and/or vegetables at least five times per 
week, and monitors meals provided from home, to ensure that children are 
receiving nutritious balanced meals. 

• When milk is provided, 1% milk is served.  Milk is provided according to ages. 
Whole or 1% Milk and milk substitutes (such as soy milk) are unflavored. 

• Food is never used as a reward or punishment, and children are never 
forced to eat. 

• The staff encourage children to serve themselves and to try new foods. 
• Water is offered and made readily available throughout the day and at 

mealtimes. 
 
Physical Activity 

• A minimum of 30 minutes of structured, and 30 minutes of unstructured, 
physical activity is provided each day to all children. 

• All structured, teacher led physical activity periods are detailed in staff 
lesson plans. 
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• Screen time is limited to 15 minutes per day for children age four and 
above except in our mixed age groups. 

 
Rest Time 

• Children two years old and under rest/sleep for no more than 2 hours per 
day. 

• Preschool children rest/sleep for no more than 1.5 hours per day. 
• School age children have 15 minutes of D.E.A.R. (Drop Everything and 

Read) time during school holidays and in the summer. 
 

FOOD PROGRAM 
 
RDCA promotes healthy eating habits and encourages children to eat nutritious 
meals and snacks. 
 
We follow the Maryland State Department of Education - Child and Adult Care 
Food Program meal pattern requirements at ALL centers under our umbrella. All 
meals provided meet the United States Department of Agriculture (USDA) 
requirements. Please see the meal pattern requirements following this section. 
 
The Association does not discriminate on the basis of age, race, color, national 
and/or ethnic origin, religion, disability, gender, sexual orientation, marital status, 
or economic status in the admission of students, the employment of staff or in the 
administration of policies. 
 
The centers provide a nutritious breakfast and two supplements daily. For children 
enrolled in a full day program, the AM supplement served at the lunch hour will 
consist of milk and a fruit or a vegetable.  Meals are prepared on site by the center 
staff. Menus are planned in advance and posted in each classroom. 
 
Parents are required to provide all meals and snacks, including formula for Infants 
ages 6 weeks- 12 months. Children enrolled in a full day program and school age 
children attending on school holidays must bring a bag lunch from home. We 
encourage parents to keep sweets and snack type items at a minimum. As a 
supplement to the lunch each day Rockville Day Care will provide a fruit or 
vegetable and milk.  No juice, soft drinks or drinks in glass containers are allowed 
at the center. The monthly menu is posted in each classroom and is distributed to 
the families. 
 
Refrigerator space at all centers is very limited and is used to store items that we 
use as part of our food service program. Please make sure your child/ren's lunch 
bag/box is clearly identified. Only two small items per child will be refrigerated. All 
leftover food will be thrown away. If you send your child with a lunch that needs 
to be heated, please ensure it is in a microwaveable (non-glass) container and 
that the heating time does not exceed 2 minutes in total.  There may be times 
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when we are unable to heat lunches; such as field trip or swimming days, so 
please plan accordingly. 
 
Food service at each location may vary due to space available. If you have any 
questions or would like suggestions for lunch ideas, your center director will be 
happy to assist you. 
 

SPECIAL DIETS 
 
The Maryland licensing regulations state that we are required to have physician's 
documentation for each child who is on a special diet due to medical reasons. 
The documentation must include food items which are to be excluded from the 
diet. 
 
If children are on special diets due to religious or cultural reasons, a signed note 
from the parent/guardian is required.  The note must outline the foods to be 
excluded and the reasons for excluding these foods from the diet. 
 

NUTRITION POLICY 
 
As part of the Child and Adult Care Food Program (CACFP) we follow and strive 
to go beyond the guidelines set forth by the United States Department of 
Agriculture (USDA) for serving healthy nutritious meals and meal supplements.  Our 
meals include a variety of fruits and vegetables, whole grains, and reduced sugar, 
salt and saturated fats.  Daily we provide breakfast, supplement to lunch and pm 
snack. Menus are distributed each month to our parents via email.  Menus are 
also posted in each classroom on the Parent Board.   
 
Meals are served family style.  Serving utensils, bowls and pitchers are child size. 
Portion size is monitored and regulated meeting the standards for the age groups 
enrolled.  Our teachers support a positive meal atmosphere by sitting with the 
children, partaking in meals, demonstrating table manners and supporting 
mealtime conversation.   
 
Parents are required to provide lunch from home. We are equipped to refrigerate 
2 lunch box items per child per day.  We also are able to reheat / microwave 
already cooked food items. No microwave dinners and entrees. Each day with 
lunch we provide a fruit or vegetable plus milk.   
 
Choking prevention is practiced including monitoring the foods sent from home 
for lunch.  Children 6 weeks- 5 years old may not have the following: raisins, 
gummy fruit, popcorn, pirate bootie, and nuts.  Grapes, small tomatoes, baby 
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carrots, meat balls and hot dogs must be cut into small portions (lengthwise and 
crosswise.) Please see additional information in the Appendix.  
 
When planning our menus, the following practices are followed: 

• Fresh fruits and vegetables are served five times per week at breakfast, 
am supplement, or pm snack. 

 
• Vegetables are served raw or steamed.  A variety of dark green 

vegetables, red and orange vegetables, beans and peas are 
incorporated.  Starchy and canned vegetables are limited.  

 
• Fruits are served either fresh, frozen, or canned in their own juice and 

rinsed. (no high fructose corn syrup.) 
 

• Whole milk and/ or water are the only beverages served for children who 
are 1 year old. 1% milk and/or water are the only beverages served for 
children ages 2-12 years old.  Milk replacements must meet the dietary 
guidelines set forth by CACFP for children with dietary restrictions.  Drinking 
water is provided throughout the day to all children. 

 
• Our breakfast is whole grain-rich. (e.g. breads, muffins, cereals, pancakes, 

waffles, and French toast) 
 

• Only lean meats are served. 
 

• We serve only natural cheeses.  Dips are yogurt or bean based.  Yogurt is 
plain or vanilla Greek style, with reduced grams of sugar. 

 
• Condiments (jelly, syrup, honey, dressing, ketchup, etc.) are individually 

portion controlled and monitored. 
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USDA MEAL PATTERNS REQUIRMENTS  
 
Breakfast (must include all 3 components) 

FOOD COMPONENTS AGES 1 TO 2 AGES 3 TO 6 AGES 6 TO 
12 

MILK 
1% fluid milk (whole milk for children 
ages 18-24 months) 

½ cup ¾ cup 1 cup 

FRUIT/ VEGETABLE 
Fruits, vegetables, or full strength 
(100%) vegetables or fruit juices  

½ cup ½ cup ½ cup 

GRAINS 
Bread(whole grain) 
cornbread, biscuits, rolls muffin 
cold/dry cereal 
hot cooked cereal grains  
cooked pasta or noodle products 

 
½ slice 
½ serving 
¼ cup 
¼ cup 
¼ cup 

 
½ slice 
½ serving 
1/3 cup 
¼ cup 
¼ cup 

 
1 slice 

1 serving 
¾ cup 
½ cup 
½ cup 

 
Snack and Supplement (must contain 2 of the 4 components) 

FOOD COMPONENTS AGES 1 TO 2 AGES 3 TO 6 AGES 6 TO 
12 

MILK 
1% fluid milk (whole milk for children 
ages 18-24 months) 

½ cup ¾ cup 1 cup 

FRUIT/ VEGETABLE 
Fruits, vegetables, or full strength 
(100%) vegetables or fruit juices  

½ cup ½ cup ¾ cup 

GRAINS 
Bread(whole grain) 
cornbread, biscuits, rolls muffin 
cold/dry cereal 
hot cooked cereal grains  
cooked pasta or noodle products 

 
½ slice 
½ serving 
¼ cup 
¼ cup 
¼ cup 

 
½ slice 
½ serving 
1/3 cup 
¼ cup 
¼ cup 

 
1 slice 

1 serving 
¾ cup 
½ cup 
½ cup 

MEAT & MEAT ALTERNATIVES 
Lean meat, poultry, or fish 
Cheese 
Eggs 
Cooked dried beans or peas 
Peanut butter, soy nut butter or other 
nut or seed butters 
Peanut, soy nuts, tree nuts or seeds 
Plain, sweetened or flavored yogurt 

½ oz. 
½ oz. 
½ egg 

1/8 cup 
1 Tbsp. 

 
½ oz. 
2 oz. 

½ oz. 
½ oz. 
½ egg 

1/8 cup 
1 Tbsp. 

 
½ oz. 
2 oz. 

1 oz. 
1 oz. 
½ egg 

1/4 cup 
2 Tbsp. 

 
1 oz. 
4 oz. 



	

55 	

INCLEMENT WEATHER AND EMERGENCY SITUATIONS 
POLICY 
 
The Association must follow the directives of the agencies in which our programs 
are located. This includes; Montgomery County Public Schools (MCPS), the 
Interagency Coordinating Board/Community Use of Public Facilities (ICB/CUPF), 
and the Montgomery County Government and the Federal Government at 
Northwest Child Care Center. If the appropriate agency stipulates that child care 
may not operate, must open later, or close early, we must comply with that 
directive. 
 
Decisions regarding closures, delayed openings or early closings could also be 
made by the executive director and will be based on the emergency 
conditions/situations that exist at the time. The most important priority is the safety 
of our children, parents and staff. Many factors are considered before deciding 
to make a change in the opening schedule. Every attempt is made to provide 
uninterrupted service for our families. 
 
Usually, the emergency conditions action plan is implemented consistently 
throughout ALL RDCA facilities. However, there may be isolated situations that 
would require differing operating schedules dependent on unique 
circumstances. (i.e.; NWCCC follows the Federal Government and may be open 
when other locations are closed) Please be aware that if a power outage exists 
prior to the start of the business day, we will not be granted access to the affected 
facility. Power outages occurring during operating hours may require an early 
closure. Any decision to close our centers early will be made at the discretion of 
the executive director, by MCPS, County Government, or Federal Government.  
Parents/Guardians will be notified as soon as possible. 
 
Please see Appendix for inclement weather & emergency conditions action 
plans:  
 

• Montgomery County Schools and County Government- Ashburton CDC, 
Bel Pre-CDC, Bradley CDC, Maryvale CDC, Sargent Shriver CDC, and 
Woodlin CDC 

• Federal Government- Northwest CCC 
 
Inclement weather or other emergency condition information will be available as 
soon as we are provided the facility updates, usually by 5:45am. You may need 
to check for updates more than once during emergency conditions as our status 
may change. 
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Information is available through several sources: 
 
To receive email notifications, provide your current email to your center director 
and make sure it is kept up to date. You should receive an email from the center 
if the operating status is changed. You may also try one of the options below: 
 
Call your center's telephone # for a recorded message. 
Call the RDCA Administrative Office for a recorded message: (301)762-7420. 
Visit the RDCA website at www.rockvilledaycare.org for posted messages 
View the MCPS Cable Channel #34 for complete information on the school system 
plans. 
Visit the MCPS website at www.mcps.k12.md.us/info/emergency 
Call the MCPS info line at (301)279-3673 
Listen to local television or radio station regarding MCPS plans for the day 
Receive email or text message alerts by self-subscribing to schoolsout.com 
 
Please note:  If there are major power outages in the area, you may need to try 
some of the alternate resources listed above. 
 
 

HOT AND COLD WEATHER GUIDELINES 
 
Please dress your child/(ren) comfortably and according to the weather 
conditions. According to our licensing agency all children in child care programs 
must go outside at least twice a day if weather permits.  Your child/(ren) should 
be dressed appropriately for cold weather or snowy days.  Dressing in layers helps 
children to be able to adjust for changing weather.  All children must have coats, 
boots, mittens and hats. 
 
Children will be engaged in active play experiences.   Please dress your children 
in clothing appropriate for this kind of activity.  All footwear should be safe.  Please 
send your child with rubber soled shoes.  Hard soled shoes and sandals can be 
dangerous on climbing equipment.  Flip flops, backless clogs and crocs are not 
acceptable at any center. 
 
Hot Weather 
If a government agency identifies the air quality as "Code Red" it means that the 
air quality is in the unhealthful range and that children's activities outdoors should 
be limited.  We would discourage outdoor activities during the code period, 
10:30am - 4:30pm, with the exception of going to the pool or on a scheduled field 
trip. 
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Cold Weather 
If it is cooler than 60°F children should be wearing long sleeved clothing or have 
a light sweater, sweatshirt or jacket.  If it is cooler than 40°F a warmer coat or 
jacket is required and children should also have gloves, a hat, or hood. 
 
If the wind-chill factor is 15°F or below, the children will remain indoors. 
 
If the children play outdoors in the snow they should have snow pants/snowsuit or 
an extra change of pants, extra socks, boots, gloves, hat, or a hood.  If they do 
not have all of the proper attire, they will not be allowed to go outside. 
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The Rockville Day Care Association, Inc. administrators and center staff will make 
every effort to provide quality child care programs for the children we serve.  We 
offer a low student to teacher ratio, with caring and qualified staff, which we 
believe affords us the unique opportunity to know each child on a personal basis. 
 
We also believe that knowing and understanding are the keys to promoting 
growth, and realizing the goals the parents and staff have set forth for ourselves 
and the children in our programs.  Our aim is to understand, to love and to teach.  
We extend an invitation to all parents to visit your child/ren's classroom and 
observe the program. 
 
The telephone lines are always open to any of your concerns or questions related 
to the daily operations of Rockville Day Care Association, Inc. and affiliated 
centers.  Please feel free to call us anytime at (301)762-7420. 
 
 
 
 
 
Laura Bardini 
Executive Director 
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APPENDIX 
	

RESOURCES  
 

• Activity Release Form 

• Allergy Action Form 

• Asthma Action Form 

• Child Care Weather Watch 

• Choke-able Items Chart 

• Communicable Disease Chart 

• Emergency Form 

• Healthy Inventory 

• Inclement Weather Charts  

• Maryland Immunization Certification 

• Media Release 

• Medication Authorization Form 

• Parent’s Guide to Regulated Child Care (English Version) 

• Parent’s Guide to Regulated Child Care (Spanish Version) 

• RDCA Acknowledgement of Receipt of Parent Handbook 

• RDCA Child Care Withdrawal Form 

• Recognizing Child Abuse and Neglect 

• Signs of Illness in Children 
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