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Welcome to the Lakin Child Development Center of East Mills! Our Center consists of both the Early 
Childhood Program with ages ranging from 6 weeks to Preschool and the School Age Program with 
ages ranging from preschool through 12 years of age. We believe the quality experiences children 
receive have an enormous impact on their future, and our staff are committed to providing nurturing 
relationships and educational opportunities while recognizing each child’s individual needs.  
 
Our center acknowledges that families are children’s first teachers. Families are encouraged to play 
an integral role in the success of the programs. We welcome comments, suggestions, and ideas for the 
classrooms. Parents are always welcome to join classroom activities at any time. Together, we will 
create a climate where children will grow and flourish.  
 
We hope you find the information presented in this handbook helpful. Important policies are outlined 
in this handbook to give you an understanding of how we operate. If you have any questions, we 
encourage you to email, call, or stop by for a conversation. 
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Mission Statement 
At The Lakin CDC of East Mills our mission is to meet the needs of families by providing reliable, 
high-quality childcare that empowers the whole child in a safe, enriching, inclusive environment.  
 
Inclusivity Statement 
It is the policy of the Lakin CDC of East Mills not to discriminate its education programs or 
educational activities based on sexual orientation, race, religion, color, national origin, marital status 
or disability.  
Our Center is committed to providing inclusive care that supports the unique needs of each child. 
During Parent Orientation there will be a “Getting to Know You” form that helps our Center better 
understand your child and their needs. Staff participate in ISU trainings to better serve families, 
caregivers, and children with diverse backgrounds and abilities. We actively collaborate with parents, 
medical professionals, AEA specialists and CCR&R consultants to ensure children receive the 
necessary support to thrive in our learning environment.  
If there is a plan needed for the child, a meeting will be held with the Director and the child’s teacher. 
After communication, an action plan will be created to help this course of action and communications 
are given daily on the child’s routine. Any care plans—including IFSPs, IEPs, or health plans—are 
securely stored in the Administrative’s Office in the child’s file and a copy will be given to the 
teacher in the child’s classroom and followed closely to promote meaningful participation in all 
aspects of the program. Students, parents or staff who feel discriminated against must report to the 
Director of our Center.  
 
Philosophy Statement 
At the Lakin CDC of East Mills, we believe…  

1. Children learn through play with a balance of hands-on, intentional activities for children that focus 
on cognitive, language, physical and social-emotional development, as well as less structured free-
play opportunities that encourage creativity and imagination.  

2. Family/Teacher partnerships are vital to children’s success.  
3. Strong relationships and a nurturing environment allow children to feel comfortable taking risks.  
4. Children develop at different rates and should be challenged at their unique level to help him/her 

reach maximum potential.  
5. Outdoor play supports healthy physical, mental, and social development and should occur daily. 
6. Quality experiences children receive during the first several years of life have an enormous impact on 

their future.  
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Objectives and Outcomes 
Early Childhood Program: Our objective is to ensure your children are kindergarten-ready, 
including academically, socially, emotionally, and physically prepared to be successful and ready to 
learn when they transition out of the early childhood program.  
School-Age Program: Our objective is to provide a safe space for our kids to grow and explore their 
surroundings with new experiences and continue to enrich their lives with academic, social, and 
emotional support and challenging physical activities.  
 
Licensing 
The Lakin CDC of East Mills is a state-licensed 
 childcare (provider #...). We follow the regulations set forth by the Iowa Department of Health and 
Human Services. For childcare regulations or questions regarding childcare licensing, please call the 
Department of Health and Human Services, Licensure Unit, at 800-972-2017 or visit them at their 
website at https://hhs.iowa.gov/programs/programs-and-services/child-care/child-care-licensing.  
 
Information and Hours 
Our center welcomes all children regardless of race, religion, or ability and is licensed for children 
ages 6 weeks through 12 years of age. Our center serves Eastern Mills County along with surrounding 
communities with early childhood education and out -of-school programs. Hours of the childcare 
operation are 6 am to 6 pm.  
 
Enrollment  
Process 
The CDC of East Mills includes eight classrooms, serving children across the following age groups: 

• Infants: 6 weeks to 24 months 

• Toddlers: Approximately 24 to 36 months 

• Preschool: Approximately 3 to 4 years 

• School Age: Preschool through 12 years old 
Parents interested in enrolling their child should first inquire about availability in the appropriate age 
group. If space is available, the following steps must be completed for enrollment: 

1. Facility Tour & Staff Introduction – A tour of the Center and meeting with relevant staff and 
teachers is strongly encouraged. 

2. Parent Orientation – A required meeting with the Center Director to review all policies, procedures, 
and expectations. 

https://hhs.iowa.gov/programs/programs-and-services/child-care/child-care-licensing
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3. Submission of Required Forms & Deposit – All enrollment forms and deposits must be submitted 
through Brightwheel at least 48 hours prior to the child’s first day of attendance. 

4. Facility Access Setup – Access credentials will be provided once enrollment is complete. 
 
Status Changes 
We understand that schedules can change and that every family has unique needs. Our team is 
committed to working with you to accommodate schedule adjustments whenever possible. Change 
request forms are available upon request. 
If you plan to bring your child outside of their scheduled time, please contact the Center as early as 
possible. Prior approval is required for all changes, except in the case of an emergency. Additionally, 
we kindly ask that you notify us as soon as possible if your child will be absent for the day. 
Deletions from Enrollment 
Any child who is absent for three consecutive days without prior notice will be dis-enrolled from the 
program. Previously paid enrollment fees will be forfeited, and a new enrollment fee will be required 
to return. Families with an outstanding balance must pay the full amount before re-enrollment before 
consideration. Once a child stops attending, families will have one week to collect their belongings. 
After that time, any remaining items will be donated to charity. 
 
Tuition and Fees 
Our Center accepts both private payments and childcare subsidies. During registration, families work 
with staff to set up a payment method, and we’re happy to assist with paperwork, including Child 
Care Assistance (CCA) applications. Tuition is billed every Friday for the upcoming week and 
processed automatically through Brightwheel—please link a bank account to enroll. Part-time 
families will be notified and charged the tuition difference if a child attends over 30 hours in a week. 
Tuition is not prorated for holidays, weather closures, sick days, or partial attendance. 
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Tuition Rates as of December 29th 2025: 
  

Age Type of Care Weekly Tuition 

6 Weeks – 24 Months Full Time (Up to 50 Hours) $205 

6 Weeks – 24 Months  Part Time (Up to 30 hours)  $145 

24months-36months Full Time (Up to 50 Hours)  $185 

24months-36months Part Time (Up to 30 hours) $125  

3-4 Years Full Time (Up to 50 Hours) $165 

3-4 Years Part Time (Up to 30 Hours)  $105 

3 Year old Preschool 8am-11am (no meals included) $75 weekly or $15 per day 

4 Year No School Monday $35 

School Age No School Day $35 per day 

School Age Before Only Care $35 

School Age After Only Care $45  

School Age Before and After Care $75 

School Age – Summer 
Care Full Time (Up to 50 Hours)  $155 

School Age – Summer 
Care 

Part Time (3 days – 
Monday/Wed/Friday) $95 

School Age – Summer 
Care 

Part Time (2 days – 
Tuesday/Thursday) $65 

Any Age – Drop in Rate Full Day $45/Day 

School Age – Drop in 
Rate Before/After School $25/Day 

**Rates are based on a weekly basis and will be paid on Friday the week before attendance via 
automatic withdrawal through Brightwheel. 

 **Tuition is not prorated for holidays, weather closures, sick days or partial attendance.  
 

 
Associated Fees:  
Waitlist:  



 
 
 
 
 
 

11 
 

If you are interested in enrolling your child and there is no availability, you may place your child on 
the waitlist. You will need to provide the full name, age, and contact information for your child along 
with a non-refundable waitlist fee of $35 per family. When your child is enrolled it will be credited 
towards the Registration Fee.  
Registration:  
When enrolling your child, there will be a registration non-refundable fee of $35 per child. This will 
happen annually. If your child has been placed on the waitlist, there will be a one-time reduction of 
$35 from this fee.  
Holding Fee Policy 
If a spot becomes available and a child is unable to begin right away, families may secure the space 
by paying a Holding Fee equal to the weekly tuition rate for their child’s age group. This fee ensures 
the spot remains reserved and will not be offered to other waitlisted families who are ready to start 
immediately. If the Holding Fee is not submitted, our center reserves the right to offer the spot to the 
next eligible family. Please note: The Holding Fee is non-refundable. 

Extenuating Circumstance Holding Fee:  
Reduced full time rate to part time rate to “hold” spot for a max of 3 months due to maternity leave, 
short term job loss, seasonal employment, etc… This fee is non-refundable.  
Activity Fees:  
If your child’s classroom participates in a field trip, there may be an associated fee. This fee will be 
automatically withdrawn from your Brightwheel Direct Deposit account. 
A signed permission waiver is required before your child is allowed to attend any field trip. 
Late Payment Fee:  
In the event of a late payment, the Director will issue a reminder to ensure the balance is paid. If 
payment has not been received by the second Friday after the due date, a $25 late fee will be applied, 
and the child’s care will be suspended until full payment is received. 
Over 50 Hour Fee: The tuition rates include hours for up to 50 hours. To pay for staffing there will 
be $5 an hour fee for every hour over 50 hours with a maximum of $50 for the week.  
Early Out/Late Start Fee: To help pay for staffing, there will be an added $10 fee for early outs and 
late starts.  
 
Confidentiality 
The Lakin Foundation CDC of East Mills is committed to protecting the privacy of all children and 
families. Confidential or sensitive information—such as names, contact details, health conditions, or 
disability-related details—will only be shared with staff on a need-to-know basis to ensure safe and 
appropriate care. We do not share information about other families or children with parents. 
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Any external disclosure of a child’s information requires written parental consent unless required by 
law. 
You may observe children with disabilities or challenging behaviors (e.g., biting, hitting, spitting). 
While we understand concerns, staff cannot discuss details about other children. They may, however, 
explain what strategies or classroom adaptations are in place to support a positive environment. 
 
Mandated Reporting of Suspected Child Abuse and/or Neglect  
All Lakin Foundation CDC of East Mills staff are mandatory reporters, which means they are legally 
required to report any suspected child abuse or neglect to the Department of Health and Human 
Services and licensing authorities. Staff do not discuss concerns with parents or investigate further 
before making a report. Under Iowa law, reporters acting in good faith are protected from liability, 
even if the concern is later found to be unfounded. Possible signs of abuse or neglect may include 
unusual injuries, harsh discipline, inappropriate clothing, unsafe transportation, neglect of medical or 
nutritional needs, drop-off or pick-up while impaired, or behaviors that raise concern. 

 

Parent Code of Conduct 
To maintain a safe and nurturing environment, all parents and visitors must behave with courtesy, 
respect, and professionalism while at Lakin CDC of East Mills. Creating a positive space for children 
is a shared responsibility between staff and families. 
Threats, confrontational behavior, or violations of this code will result in immediate termination of 
care, restricted access to the facility, and notification to appropriate authorities. Parents are 
encouraged to raise questions or concerns, but all discussions must occur through respectful and 
proper channels. Please contact the director with any concerns. 

 
Physical/Verbal Punishment of Your Child or Other Children at The Lakin CDC of East Mills 
Parents are expected to guide their children respectfully. Verbal abuse or disciplinary actions that 
cause emotional distress are not permitted. Parents are welcome to discuss behavioral concerns with 
staff and seek guidance on positive discipline strategies. 
For privacy and safety, parents must not address or correct other children. If concerns arise about 
another child’s behavior or another parent’s actions, please bring them directly to the Director. The 
Director will handle all behavioral matters and serve as a liaison. In line with our Confidentiality 
Policy, staff will never share private information about children or families. 
 
Smoking 
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For the health of all Lakin CDC of East Mills children, families and employees, smoking is prohibited 
anywhere on our Center’s property. At all times, tobacco, nicotine, electronic cigarettes and vaping 
are prohibited in the following places: inside our Center, on the program’s grounds, any vehicle used 
to transport children. All the Center staff are not permitted to smoke inside their vehicle or to come 
onto the premises wearing clothing that smells of smoke while working.  
 
Firearms and/or Weapons 
At no time is any person permitted to carry any type of firearm, ammunition and/or weapon on 
agency property for any reason. Violation of this policy will result in immediate dismissal from the 
program.  
 
Fire Safety 
Fire extinguishers are installed within our Center with a tag indicating annual service dates. The fire 
alarm system is serviced annually. The fire alarm system is serviced annually. Smoke detectors, fire 
alarms, and carbon monoxide detectors are tested monthly.  
 
Building Access and Safety (Drop off and Pick up)  
Safety is paramount for all parents, children and staff at our Center. Therefore, several safety 
procedures are implemented to help keep children and staff safe. Please understand all safety policies 
are designed to meet this goal especially during drop off and pick up.  

• For everyone’s safety, please drive slowly and with caution as you approach the building. Our facility 
follows a one-way traffic flow: vehicles must enter through the north entrance and exit via the south 
exit. This system helps ensure a smooth and safe drop-off and pick-up experience for all families. 
Please follow all posted signs and watch for children and pedestrians in the area. 

• Please turn your car off, lock and remove keys from your car when entering the building.  

• Entrance/Exit: The facility is always locked. However, during peak drop off and pick up times many 
parents are entering and exiting at once. Please do not hold the door for other parents to ensure each 
person entering is authorized and has received adequate access to the facility.  

• Parents must use their unique Brightwheel code to sign in their child and personally escort them to 
their designated area. Children are not permitted to use the code or enter the Center on their own. 

• At pick-up time, the same procedure applies: an authorized adult must go directly to the child’s 
designated area to pick them up. Children may not leave the Center without an approved adult. 

• For safety, children must be accompanied by an adult at all times—from the vehicle to the classroom 
and back. 
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• The Lakin CDC of East Mills is not held liable for accidents, incidents, or injuries that may occur to 
children who are not under the care of our Center’s staff. When children are picked up by their 
parents, they are no longer under the care or responsibility of our Center. 
 
Open Door Policy & Parent Rights  
As a part of our open-door policy, our Center welcomes parents to enter and inspect our Center any 
time during normal business hours. No advance notice is needed. Parents are always welcome and 
encouraged to visit their child’s classroom. Parents are also encouraged to volunteer in the classroom. 
Please see the classroom teacher in advance if interested in volunteering/assisting in classroom 
activities.  
 
Parent’s Right to Immediate Access 
By law, parents are entitled to immediate access to their child while in our care. If a child is subject to 
a court order (e.g., custody, protection, or restraining order), parents must provide a certified copy of 
the most current order and any updates. The Center will strictly follow all orders unless a written 
request for a more flexible arrangement is signed by both parents in shared custody cases. 
Without a court order on file, both parents will have equal access. We cannot restrict a parent’s access 
based on the other’s request. If access is a concern, we recommend keeping the child until legal 
documentation is in place. In serious cases, our staff will contact local authorities. 
 
Nursing Room Policy 
To support nursing mothers, the Center offers a private, clean space for breastfeeding or pumping 
during operating hours. The Mother’s Room is available to staff, parents, and visitors, and includes 
seating, a table, outlets, nearby water access, and a fridge for clearly labeled milk. Users are expected 
to keep the area tidy—sanitizing supplies are provided. To use the room or ask questions, contact the 
Director 
 
Attendance Recordkeeping 
Specifically, our daily attendance record and sign-in/sign-out procedure includes:  

• The child’s arrival time is automatically recorded in Brightwheel when the 4 digit code is entered.  

• The name of the individual who dropped off the child is logged through the authorized account 
associated with the scan.  

• The child’s pick-up time is recorded when the 4 digit code is entered again at departure.  

• The name of the individual who picked up the child is captured through the same secure process.  
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All recorded data is reviewed as needed to verify attendance, monitor safety, and ensure clear 
communication. This system supports our commitment to family engagement and accountability. 

 

Notification of Absence 
To ensure the safety and well-being of all children, families are asked to notify the Center of any 
absences prior to their child’s usual drop-off time. If an absence is not communicated, the Center will 
initiate a wellness check within one hour of the expected arrival. This includes a phone call to the 
parent or guardian; if there is no response, the Emergency Contact listed on file will be called, and a 
message will be sent via Brightwheel. To help reduce call volume and support smooth daily 
operations, we kindly ask that families inform the Director or a staff member in advance of any 
scheduled absences whenever possible..  
If your child is ill, please inform the Center of both the absence and the specific nature of the illness. 
This helps our staff monitor any potential patterns or outbreaks within the Center. Health-related 
information is shared with staff only on a need-to-know basis. 
If your child is diagnosed with a communicable illness, we ask that you inform the Director. This 
allows us to notify other parents in the affected classroom that a communicable illness has been 
identified—without disclosing any personal or identifying information about your child. 

 

Late Pick Up 
The Lakin CDC of East Mills closes at 6:00 pm Monday through Friday. In the event of an 
emergency that would prevent you from picking up your child by 6:00 pm closing time, call our 
Center as soon as possible to alert staff of your situation and plan to have the child picked up. If a 
parent/guardian has not arrived by closing time, attempts will be made to call parents/emergency 
phone numbers. If no contact can be reached, our Center is required to report and turn over 
supervision of the child to law enforcement after 30 minutes of no communication. Parents may be 
charged for staff supervision at a rate of $5.00 every 5 minutes past 6 pm. Three late pickups will 
qualify for disenrollment in the program.  
 
Persons Appearing to be Impaired by Drugs/Alcohol at Pick-Up 
In the case that a guardian at pick-up appears to be intoxicated or impaired by drugs during pick up, 
that guardian will be advised that they have someone else come and pick up the child. If the guardian 
decides to continue with the pickup of the child, our Center will call the local sheriff department of 
the situation by following regulations of Iowa’s Mandatory Reporting regarding child abuse.  
 
Authorized Pick-Up/Release 
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During enrollment, parents are required to complete the “Children’s Records” form, which lists all 
individuals authorized to pick up their child. If someone not listed on the form—such as a friend or 
extended family member—needs to pick up the child, parents must contact the Center at (…)-(…) in 
advance to provide authorization and the name of the individual. To ensure that it is the proper parent 
that is calling, we will call back with the phone number listed in our system.  
Upon arrival, the authorized individual must ring the doorbell at the front of the building and present 
valid photo identification to gain access. To streamline the process and avoid delays, we recommend 
including on the registration form the names of any individual who may reasonably be asked to pick 
up your child. 
All updates or additions to the “Children’s Records” form must be submitted in writing, signed, and 
dated. Only custodial guardians are permitted to make these changes. 

 

Visitor Sign In  
In the event there are visitors for our Center, we will have a clipboard up at the front desk that will 
have record keeping of their printed name, signature, date, time in, time out, contact information and 
the reason they are there.  

 

Volunteer Policy 
All volunteers who participate in our center will need to go through a background check to ensure the 
safety of our students and staff within our Center. Volunteers will sign in to the visitor clipboard and 
will not be part of the staff: child ratios. All volunteers must be 16 years of age and will be required to 
sign off whether they have:  

1. Fill Out the Volunteer Application  
2. A conviction of any law in any state or any record of founded child abuse or dependent adult abuse in 

any states.  
3. A Communicable disease or other health concerns that could post a threat to the health, safety, or 

wellbeing of the children.  
All volunteers will also sign a statement indicating that the volunteer has been informed of the 
responsibilities as a mandatory reporter.  
 
Emergency Communications  
In the event of an emergency, the child’s parent/guardian will be called first. They cannot be reached, 
staff will call the person’s listed on “Children’s Records” form, until someone can be reached. In the 
event a child needs to be picked up from our Center and contact is made with the parent, it is their 
responsibility to either retrieve the child or find someone to do so. If no contact can be made with the 
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parent/guardian, emergency contacts will be contacted and asked to either assist in getting ahold of 
the parent/guardian to come get the child.  
 
Incident Reports 
For any non-emergency incidents (behavioral or minor injuries), a report will be provided at pickup. 
Parents/guardians are asked to sign a receipt. If someone else picks up the child, staff will ask that 
person to sign and deliver the report, but no details will be discussed. Parents are welcome to contact 
the Director for further information or to schedule a meeting. 
 
Emergency Preparedness and Procedures 
The Lakin CDC of East Mills regularly conducts fire, tornado, lockdown, and emergency evacuation 
drills. A comprehensive Safety and Crisis Plan is in place and available to parents upon request (In 
An Emergency Take Action Form). All staff are trained in this plan, and periodic drills covering 
various emergency scenarios are conducted throughout the year. 
During any scheduled drill, we kindly ask parents to wait until the drill is complete and all children 
have safely returned to the building before entering the program or picking up their child. 

 

In the event of a real emergency: 
• Parents or emergency contacts will be notified by Brightwheel about the situation. 
• If a parent or guardian wishes to pick up their child during an emergency, we ask for your patience. 

Staff will be focused on maintaining safety and order during what may be a chaotic or dangerous 
time. 

• Children will only be released once the Director or Designee has accounted for all staff and children 
and grants permission for dismissal. 
It is essential for parents and staff to work together, remain calm, and follow the guidance of 
emergency personnel and Center administration during any critical situation. 
 
Emergency Relocation Procedures: 

• If the Center is deemed unsafe to occupy by administration or emergency services, children and staff 
will relocate to the Liberty Memorial Building. Once there, staff will begin contacting parents and 
emergency contacts for pickup. Notifications will also be sent through the city's emergency alert 
system and Brightwheel. 

o Address: 100 West 5th Street Malvern, IA 51551 
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• If it becomes unsafe to remain within Malvern city limits, the staff and children will relocate to the 
Southwest Iowa Technical Career Hub (SWITCH) building. Upon arrival, staff will contact 
families and send alerts through the city system and Brightwheel. 

o Address: 58962 380th St. Hastings, IA 51540 
 
In the Event of a Missing Child  
Our staff are thoroughly trained to maintain constant supervision of all children in their care, with 
vigilance supported by security cameras installed in every classroom, hallway, and entrance. 
Recorded footage is monitored solely by the Center Director to ensure privacy and accountability. 
The outdoor play area is fully enclosed by secure fencing to keep children safely within the premises 
during outdoor activities. 
To prevent any child from being overlooked, staff conduct regular name-to-face before and after 
transitioning between indoor and outdoor environments and during key moments of the day. In the 
unlikely event that a child cannot be located, another staff member will be called into the room to 
watch ratio while the classroom staff will immediately notify the Director to initiate a search of the 
indoor and outdoor areas, checking common hiding spots and retracing the child's last known 
location. If the child remains missing, the Center Director will promptly contact local law 
enforcement, our HHS licensing consultant, the child abuse hotline, and the child’s parents or 
guardians notifying everyone where the child was last seen. Clear documentation of the incident—
including the child’s last known whereabouts, time noticed missing, and steps taken—will be 
completed in an incident report, which will be kept on file and reported to HHS as required. 
 
Scheduled Holiday Closings  
The CDC of East Mills will be closed in observance of certain holidays each year. Specific closure 
dates may vary slightly depending on how the holidays fall on the calendar. All closures will be 
communicated to families well in advance. 
Scheduled Holiday Closures: 

1. New Year’s Day (Early closure on New Year’s Eve at 3:00 PM) 
2. Memorial Day 
3. Independence Day (4th of July) 
4. Labor Day 
5. Thanksgiving Day 
6. Christmas Day (Early closure on Christmas Eve at 12 PM) 

To help us plan for appropriate staffing during holiday periods, a parent survey will be sent out at 
least two weeks in advance. This allows us to assess expected attendance and coordinate staff-to-child 
ratios accordingly. 
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Inclement Weather Closing  
If severe weather makes travel unsafe, the Center may close. Updates will be shared by 5:00 AM via 
our Facebook page and Brightwheel. 
The Center stays open if East Mills schools close for cold weather but roads are safe. 
For possible snow or cold-related school closures, families will be notified a day in advance via 
Brightwheel to confirm school-age care needs. If staffing ratios can’t be met, care may be canceled. 
Children may be turned away if care wasn't requested in advance. 
On snow days, full-day students are billed at the No School Day rate. 
For virtual learning snow days, the Center does not provide supervision or academic support. 
 
Curriculum and Evaluation  
The overall purpose of The Lakin CDC of East Mill’s programs is to provide opportunities for each 
child to develop to his/her fullest potential according to his/her own ability, both academically and 
socially, while participating in developmentally appropriate experiences and activities. All aspects of 
learning are addressed, including cognitive development, gross and fine motor development, 
socialization, and self-help skills. The Early Childhood Program will focus on using the Brightwheel 
Assessments as a screening tool for Infants through 5 years of age. The School Age program will be 
using the Ages and Stages through ISU extension and outreach as a screening tool. These screening 
tools will be used on a quarterly (or as needed) basis within 60 days of each child’s enrollment and 
will help identify if additional evaluation or intervention strategies are needed.  
 
Curriculum 
State Trainings: The state of Iowa provides many training opportunities for the staff through the 
Iowa State Extension. Our Center will be following the State’s guidelines of education along with the 
guidance of CCR&R resources available. These trainings will help our teachers build fun, creative 
activities for our children that will build strong relationships. Our Center will also be participating in 
IQ4K which will also help provide the best practices for children in our care. 
 
Staff to Child Ratios 
Regarding the State of Iowa Department of Health and Human Services (DHHS), the following 
classroom ratios will be utilized to ensure proper supervision and instructional support:  
 
Age # of Adults # of 

Children  
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2 weeks-2 years 1 adult 4 children 
Two (2) Years 1 adult 7 children 
Three (3) Years 1 Adult  10 Children 

Four (4) Years 1 Adult 12 children 
Five (5) Years – Ten (10) Years 1 Adult 15 children 
Ten (10) Years – Twelve (12) Years  1 Adult 20 children 

 
The above ratios are the maximum adult to student ratios. However, our Center strives to have lower 
ratios whenever possible.  
 

Supervision 
At our Center, children's safety is always our top priority. Staff always maintain active supervision—
whether during play, outdoor activities, care routines, transitions, or moments away from the 
program. We believe that engaged caregivers create safe, responsive environments where children 
can thrive. 
 How Active Supervision Is Maintained 

• Play: Staff position themselves strategically in a play area to observe all children and remain actively 
engaged through play-based interactions, gentle prompts, and guidance. 

• Outdoor Time: Team members spread out to monitor every area of the fenced-in playground or 
outdoor setting, staying mobile and attentive to both group dynamics and individual needs. 

• Basic Care Routines: Diapering, feeding, and rest time involve focused attention and gentle 
caregiving, always maintaining sight and awareness of each child. 

• Transitions: During movement between activities or locations, staff guide children with clear 
prompts, visual cues, and calm support, ensuring all children are accounted for. 

• Time Away From the Program (Field Trips or Evacuations): Children are monitored closely using 
name to face during transitions, assigned buddy systems, and clear protocols (please refer to the 
Emergency Take Action Plan given during Parent Orientation as well as the Relocation Procedures 
within this handbook) to track presence and engagement at every step.  
 
Caregiver Training on Supervision 
All staff receive comprehensive onboarding and continuous training on active supervision to ensure 
every child remains safe and supported. This training covers how to identify signs of disengagement 
and apply corrective strategies, the practice of name-to-face checks for accurate headcounts and 
connection, and role-play scenarios designed to enhance attentiveness and response time. To stay 



 
 
 
 
 
 

21 
 

aligned with best practices, supervision training is refreshed quarterly and revisited whenever new 
techniques or curriculum updates are introduced. Name-to-Face Recognition Practices 
Name to Face Recognition 
To maintain accurate headcounts and ensure individualized attention, staff use name-to-face 
recognition at regular intervals throughout the day. This involves visually identifying each child while 
verbally saying their name aloud, creating both a safety check and a moment of personal connection. 
These checks are conducted at drop-off and pick-up, before and after transitions, during outdoor play, 
and any time a child enters or exits a room. This intentional routine supports accountability and 
reinforces relationships, especially for our youngest learners who may not yet respond verbally. 
Water Play Safety 
While our Center isn’t located near large bodies of water, we uphold high safety standards whenever 
water-based activities are introduced.  
During the summer the School Age program may be exposed to bodies of water for swimming 
activities. Staff will be trained to ensure that direct touch supervision along more staff attending to 
guarantee safety. Children will be tested and separated into groups dependent on their swimming 
ability at the beginning of the summer season, and groups will be formed with the ratio being 1 staff 
member for every 6 children. The ratio for 5-10 year olds in the state of Iowa is 1 staff member to 15 
children within the child care center.  
During sensory play or large-motor water experiences such as a sprinklers, water splash balls, or a 
water table, staff remain within arm’s reach of all children to ensure close supervision and 
responsiveness. Infants and toddlers receive individualized 1:1 supervision, and all water activities 
are thoughtfully designed to be age-appropriate and gradually introduced. Ratio for preschool 
children will be 1 staff member for every 4 children. Water depth is kept at max 2-3 inches, and all 
materials used are carefully selected to prioritize safety and support engaging, developmentally 
appropriate play. 
 
Daily Schedule of Activities 
Daily classroom schedules are available on the parent board, posted in each classroom, and accessible 
through Brightwheel. These schedules provide a general outline of the day’s activities but may be 
adjusted for special events or unique circumstances. 
Each day, children will participate in a variety of experiences, including large and small group 
activities, free-choice play, and large motor skill development. 
 
Technology 
Both screen time and digital media can be great learning tools when used appropriately and with set 
limitations that are both developmentally and age-appropriate for children. On special occasions, 
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children may watch an age-appropriate movie in the large motor area or within their classroom. 
Before watching, parents will receive a note and have the option to sign that their child can participate 
in this activity. If you do not want your child to participate in this activity, they will be able to stay in 
a room and engage in another activity.  
 
Communication 
Two-way communication is a big part of our Center. You will be able to speak with your child’s 
teacher daily during drop off and/or pick up times. If you would like to speak to your child’s teacher 
for an extended amount of time, please set up a time to either have a phone conversation or meet in 
person. Infants and Toddlers will receive daily sheets via the Brightwheel app. A monthly newsletter 
is sent to keep parents updated on Center policies, Center-wide activities and special events. 
Brightwheel is an app that can be downloaded to your phone and stay updated with classroom 
activities.  
 
Parental Survey 
The Department of Human Services may ask our Center to produce a survey to our parents to give 
them information about the families served within our programs. The purpose of the survey is to 
increase parents’ understanding of developmentally appropriate and safe practices, solicit statewide 
information regarding parental satisfaction with the quality of care being provided to the children, and 
obtain the parents’ perspective regarding the Center’s compliance with licensing requirements.  
 
Diapering/Potty Training (Early Childhood Program)  
In our Infant and Toddler Rooms, we provide sensitive skin wipes for diaper changes. If you prefer a 
specific brand, feel free to bring your own. Families must supply daily diapers or pull-ups, and you'll 
get a Brightwheel message when your child’s supply runs low. 
The Toddler Room includes a child-sized toilet to support potty training. Please talk with staff when 
you're ready to start. We may suggest beginning when your child stays dry for longer stretches, asks 
for changes, or shows interest in the toilet. Potty training is a partnership—we appreciate your 
support. Toddlers must be consistently accident-free before moving to the preschool classroom. 
 
Transitions 
Making a change from one classroom to another can sometimes be difficult for a young child. The 
Director and staff will work together to help make this transition as smoothly as possible. Before a 
child attends the new classroom, they will have short visits to get used to their new teachers and 
friends they will be associated with. The Director will also request a new “Getting to Know You” 
form to help the new teachers understand your child.  
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Rest/Nap/Quiet Time (Early Childhood Program)  
The Lakin CDC of East Mills provides a daily rest/nap/quiet time in the Early Childhood classrooms. 
Children are not required to sleep but should have quiet rest time and not disrupt others. Children who 
have rested quietly, but are not sleeping, will have the opportunity to engage in quiet activities.  
Children will be provided with a nap cot that is sanitized daily. Children are encouraged to bring a 
blanket (labeled with your child’s name) for your child to use. The blanket must be taken home every 
Friday evening to be washed and brought back on Monday morning.  
 
Personal Care Supplies/Personal Belongings 
Oops Forms: Children are encouraged to bring a backpack daily/weekly and are required to have an 
extra set of clothes. These items should be in a baggie with their name clearly labeled on it and placed 
in the child’s personal cubby. If a child’s clothing needs to be changed, there will be an “oops” form 
attached to the bag with the soiled clothes, explaining the reason for the change. Please return clean 
clothes the next day to be prepared for future incidents.  
 Sunscreen: For children 6 months and older with a signed permission slip, sunscreen will be 
provided before going outdoors in the afternoons during the summer months. Parents are expected to 
apply sunscreen before arrival in the morning.  
Personal Belongings from Home: To avoid loss or sharing concerns, toys from home are not allowed 
unless a teacher requests them for a classroom activity. Parents are responsible for helping their child 
follow this policy and can check in with the teacher if needed. For nap time, children may bring one 
small plush, non-musical toy with their bedding—this toy is only used during rest time. Since we 
can't track all personal items, the Center isn’t responsible for anything brought from home. 
 
Dress Code 
Children play hard and get messy, indoors and out—so please dress them in comfortable, weather-
appropriate clothes they can move freely in. Avoid overalls or tricky closures, as these can make 
toileting difficult. Dresses should be knee-length or worn with shorts underneath. 
In colder months, send coats, hats, gloves, scarves, and winter boots (children don’t need to wear 
boots to school; staff will help them change if needed). Flip-flops aren’t allowed—closed-toe, closed-
heel shoes like sneakers are best for play and safety. 
We provide aprons or paint shirts during messy activities. Each child must have two full seasonal 
changes of clothes (shirt, pants, underwear, socks) in a labeled zip-top bag. Be sure to label all 
items—including outerwear—to help prevent mix-ups. Please note: the Center isn’t responsible for 
lost or damaged clothing. 



 
 
 
 
 
 

24 
 

 
Birthday/Holiday Celebrations 
We understand that there are special occasions that would lead to parents wanting to bring in food 
(i.e. birthday treats, holiday snacks, etc.) to be shared. All food that is brought to share must be 
commercially prepared and sealed in their original packaging. Due to the severity of peanut allergies, 
we cannot serve any items that contain peanuts in the Center. There will be NO exceptions to this 
policy. Please ask for the list of safe items that can be brought to our center.  
If you would like to help celebrate in a different way, please speak to the classroom teacher or 
Director for potential options of participation.   
Also know that this would be included as an extra snack as our center will still be providing snack 
through Company Kitchen that day.  
 
Field Trips 
Throughout the school year, preschool and school age programs may take field trips to enhance 
curriculum. Parents will be notified prior to the field trip or special event. Parents will receive a 
permission slip form detailing the specific information regarding the field trip. Only children who 
have returned signed permission slips will be allowed to attend the field trips. Field trips are meant to 
be a learning activity as an extension of the curriculum. For the safety of all children, field trip 
expectations must be followed.  
If a child has been struggling to meet expectations including staying with the group, keeping their 
body to themselves, and listening to the directions within the Center leading up to a field trip, it may 
be discussed and advised they do not attend simply as a safety precaution.  
 
Outdoor Weather Policy 
Children go outside daily for large motor play, following nationally recognized health guidelines. 
These are posted in classrooms and available in the Weather Watch resource. Outdoor time may be 
limited or canceled due to rain, wind chills below 28°F, or a heat index over 95°F. If the heat index 
exceeds 90°F, staff will offer water breaks and limit outdoor time to 20 minutes to keep children safe 
and comfortable. 
 
Discipline and Behavior Policies  
At The Lakin CDC of East Mills, we are committed to fostering a nurturing environment built on 
trust, respect, and developmentally appropriate practices. In accordance with State Law and our 
program’s policies, corporal punishment or any form of physical discipline is strictly prohibited. We 
take pride in using developmentally appropriate behavior guidance techniques such as positive 
redirection, visual cues, modeling, and consistent routines to help children understand expectations 
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and build social-emotional awareness. We do not use “time-out” strategies, as they are not considered 
developmentally appropriate for our age groups. Instead, we prioritize teaching self-regulation, 
coping skills, and problem-solving strategies through compassionate communication and relationship-
building. 
Positive relationships form the foundation of our approach, and we intentionally support them by 
modeling empathy, encouraging cooperative play, and empowering children to express their feelings 
safely. Staff are trained to provide reassurance, validate emotions, and scaffold conflict resolution in a 
way that fosters confidence and belonging. These policies and practices are clearly communicated 
with families during enrollment and reinforced through regular updates, family meetings, and 
ongoing conversations between caregivers and parents. 
All teaching staff, co-providers, assistants, and substitutes receive thorough training on our discipline 
and behavior guidance policies during onboarding, with annual reviews and monthly refresher 
trainings provided to ensure consistency and alignment with best practices. Specific training modules 
include responsive caregiving techniques, trauma-informed care, and inclusive behavior support 
strategies. Staff members also receive ongoing coaching and peer collaboration opportunities to 
deepen their understanding and adapt strategies to meet individual children’s needs. 
When a child exhibits challenging behavior, our staff follows a thoughtful, step-by-step process that 
emphasizes observation, documentation, and collaboration. The behavior is noted in Brightwheel or a 
designated behavior log by the observing caregiver, who also informs the Center Director. Families 
are notified through timely, respectful communication that includes a description of the behavior, the 
context, the child’s response, and any initial guidance provided. Caregivers are expected to remain 
calm, supportive, and solution-focused during these moments, working collaboratively with parents to 
identify patterns, triggers, and strategies for guidance. Parents are encouraged to share insight about 
their child’s experiences and to engage in developing consistent support plans that align with our 
classroom practices. These policies are shared during Orientation, provided the Family Handbook and 
reviewed annually thereafter.  

 
Biting 
Biting is a normal part of development, especially among toddlers and children with limited verbal 
skills. While it can be upsetting, staff work to understand and prevent situations that trigger biting. 
Children under 3 are redirected calmly and may receive brief “time away” when appropriate. For 
children over 3, our team follows age-appropriate discipline practices and observes behavior patterns. 
Families are asked to partner with staff on strategies, and in rare cases where biting continues over 
time, service termination may be considered. 
 
Suspension/Removal of a Child 
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Our Center recognizes that childhood is a time of tremendous growth, and learning emotional 
regulation, cooperation, and communication is a natural part of development. We are committed to 
supporting each child’s individual needs through nurturing guidance and intentional care. Our team 
carefully considers behavioral concerns through observation, documentation, and collaboration with 
families and leadership. Individualized care plans are developed when challenges arise, outlining 
strategies, goals, and progress checkpoints. These plans are reviewed regularly to assess their 
effectiveness and to ensure consistency between home and Center support. 
Behaviors are categorized into two types: dangerous behaviors and undesired behaviors. In rare 
cases, if ongoing efforts to support the child are not effective and the behavior continues to place the 
child or others at risk, suspension or termination of care may be considered. 
When concerns are shared, staff are supported through coaching, guidance from leadership, and 
collaborative problem-solving. Our Center actively seeks additional services, modifications, and 
resources, including behavioral consultants, referral to outside support agencies, or changes in 
classroom structure—to support the child, family, and staff involved. 
If care must be discontinued, our team implements a supportive transition plan in partnership with the 
family. This includes offering referrals to alternative care providers or specialists, sharing the child’s 
developmental history and strengths, and facilitating warm, respectful communication to preserve 
trust and continuity for the child. We believe suspension or termination is always a last resort and 
commit to working closely with families to explore every available solution before such steps are 
taken. 
Dangerous Behaviors:  
For safety, children must remain with staff at all times. If a child attempts to leave a classroom or the 
facility, a parent meeting will be required before returning to care; repeated incidents may lead to 
disciplinary action, including possible suspension or termination. Physically aggressive behavior—
such as hitting, biting, throwing items, or damaging property—is not tolerated. Staff will meet with 
families to address concerns, develop a behavior plan, and assess severity. Continued incidents may 
result in suspension or termination of care. 
Undesired Behaviors  
There are many behaviors which may be deemed undesirable, such as tantrums, not following 
directions, being uncooperative with classmates or staff, excessive yelling or screaming, and many 
others. If undesired behaviors become habitual, a meeting with the classroom teacher(s), Director and 
parent/guardian will be set up to discuss antecedents as well as a positive action plan. If the behaviors 
increase to the point of ongoing disruption to the learning environment of others, more serious 
consequences may be considered including suspension and/or termination. 
 
Bullying  
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Bullying is any repeated, harmful behavior—physical, verbal, or social—that causes distress to 
others. It’s not allowed from anyone in the Center, including children, staff, or visitors. Suspected 
bullying must be reported to the Director, and all concerns will be documented and shared with 
families while keeping personal information private. Staff are trained to recognize and respond 
appropriately, and if bullying becomes a consistent safety concern, suspension may be considered.  
 
Additional Behavior Supports 
We’re committed to partnering with families and professionals to support each child’s individual 
growth. Whether a child has an existing IFSP or IEP, or is simply showing unique strengths or 
challenges, we work together to meet their needs. Our team contributes to care plans when invited 
and follows professional recommendations. We also collaborate with behavioral specialists and use 
inclusive models like PBIS to foster a supportive classroom. If concerns arise, staff and families will 
meet to explore tailored strategies and connect with helpful community resources—because every 
child deserves care that respects their journey. 

 

Health and Safety  
Immunizations  
Each child is required to complete a pre-enrollment packet of information. This packet is to be 
returned to the Center’s office prior to the child’s first day of attendance. State licensing requires all 
children to have a complete, up-to-date immunization record on file at our Center. All children 
enrolled must be immunized. If there are life situations presented that prevent the Center from 
receiving this, please talk to the Director for more information.  
Communicable Diseases/Exclusion Policy 
To help maintain a healthy environment, our Center follows health and exclusion guidelines provided 
by the Iowa Department of Health and Human Services (Iowa HHS). These policies are in place to 
reduce the spread of illness and protect all children and staff.  
If your child becomes ill while at The Lakin Foundation Child Development Center of East Mills, 
you will be contacted and must arrange for them to be picked up within one hour of notification.  
Children may be excluded from care for any of the following reasons:  
showing symptoms of a communicable disease, including but not limited to:  

• Fever of 100.4°F (38°C) or higher 

o It is best practice for our Center to not give over the counter medication such as 
Tylenol or Ibuprofen to reduce fevers.  

• Vomiting or diarrhea 
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• Unexplained rash 

• Mouth sores with drooling 

• Eye drainage or conjunctivitis (pink eye) 

• Symptoms consistent with Hand-Foot-and-Mouth Disease 

• Open sores (children with open sores will not be allowed to participate in water play) 

• Inability to participate in normal activities, including outdoor play, as determined by staff 

• Symptoms that pose a risk of spreading illness to others, at the discretion of Center staff 
Before returning to the Center, a child must be free from symptoms for at least 24 hours without 
medication, or cleared by a healthcare provider if required. A doctor’s note may be requested before a 
child can return, particularly following a diagnosis of a communicable illness. 
Inform the Director promptly if your child is diagnosed with a communicable disease.  This allows us 
to take appropriate precautions and, when necessary, notify other families of potential exposure and 
keeping your child's identity confidential. 
 
Hand Washing Practice 
Frequent hand washing is key to preventing the spread of infectious diseases. Staff teach children 
how to wash their hands effectively. Posters of children using proper hand washing procedures are 
placed by each sink. Children and adults wash their hands:  

1. Upon arrival for the day 
2. After using the toilet 
3. After handling bodily fluids (i.e. blowing or wiping nose, coughing on a hand, or any touching of 

mucus or vomit)  
4. Before meals and snacks 
5. After playing in water shared by multiple people 
6. After handling pets and other animals or any materials such as sand, dirt, or surfaces that might be 

contaminated by contact with animals. 
Oral Health 
To support your child’s dental health, we ask families to provide contact information for their child’s 
dentist, kept securely on file in case of dental emergencies. If a child doesn’t have a dentist, I-Smile 
resources listed at the end of the handbook can help. Bottles and sippy cups are only allowed at 
mealtimes, not during naps, to encourage healthy oral development. After meals, infants’ gums are 
wiped with a clean cloth, and older children are encouraged to rinse with water. Meals from the 
Company Kitchen follow CACFP guidelines, promoting wellness and strong dental habits. February 
celebrates Dental Health so our Center will implement different age appropriate activities (such as 
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brushing stuffed animals teeth to flossing playdough out of large Legos). We also welcome visiting 
organizations such as CCNC (Child Care Nurse Consultants) to share fun age appropriate dental 
education activities as well. In a dental emergency, CPR/First Aid-trained staff will respond and 
contact families right away—dentist visits may be recommended depending on the situation. 
Safe Sleep 
At our Center, we follow strict safe sleep procedures to protect infants in our care. All infants under 
12 months are placed to sleep on their backs, unless the infant’s primary care physician signed a 
waiver that is dated along with an expiration date. Once infants can independently roll from back to 
stomach and back, they may remain in their chosen position after initially being placed on their back. 
Each child sleeps in a crib with a firm mattress and tight-fitting sheet—no blankets, toys, swaddling, 
or additional items are allowed. Only one infant is placed per crib, and cribs are labeled with the 
child’s name and sleeping ability. Bedding is changed weekly and whenever it is soiled, and cribs are 
cleaned daily to maintain a sanitary environment. Manufacturer instructions and certifications are 
stored onsite within the office for reference. Room temperatures are monitored and kept at a 
temperature comfortable to a lightly clothed adult and at the max 15-minute crib checks for sweating, 
a hot chest or flushed skin as signs of overheating. Hazards such as bibs and hooded clothing are 
removed before sleep. Pacifiers may be used only with parent permission and must not be attached to 
any item. Infants are always supervised within sight and sound, with frequent visual checks 
documented and conducted throughout nap periods. If an infant arrives asleep or falls asleep outside a 
designated sleep space, they are immediately placed into a safe sleep environment. All staff will be 
within sight and sound of the cribs to ensure safety and quick response. The procedures are clearly 
communicated with families through parent orientation, given a parent handbooks, along with verbal 
discussions. All staff are received information through employee orientation, ongoing training and 
informational posters are located in the infant area.  
Strangulation Prevention 
To ensure children’s safety and meet IQ4K standards, our Center prohibits strings or cords long 
enough to encircle a child’s neck. If such items are brought from home, they will be removed and sent 
back to the family. Window coverings in the Center do not have looped cords, and tie-down devices 
are installed to keep cords secured. Play items with straps or handles are removed or shortened, and 
accessories like ties, scarves, or necklaces are only used by children under age three with direct 
supervision. Pacifiers must not be attached to anything. Families are asked to remove hood and neck 
strings from children’s clothing before attending. Any staff or child lanyards used in the Center must 
be of the breakaway type; otherwise, their use is prohibited. 
Playground Equipment Safety 
Our Center prioritizes playground safety through structured training and routine oversight. All staff 
members who are responsible for children during outdoor play receive training on playground safety 
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measures during onboarding and through annual refreshers. Any individual counted in ratio is 
expected to uphold these safety protocols. All outdoor equipment, including large play structures and 
assembled items, is installed according to manufacturer instructions and securely anchored. Our 
playground is professionally installed has rubber flooring which is certified fall surfacing, referencing 
ASTM to ensure proper depth and cushioning in all use zones and maintained in accordance to 
manufacture instructions. The staff and Director perform daily and weekly inspections of the 
playground environment to identify and address hazards such as missing or broken parts, exposed 
bolts, rust, peeling paint, sharp edges, unstable handholds, visible cracks, deterioration, splinters, 
rough surfaces, wear, deterioration or improperly anchored equipment. Additional attention is given 
to common hazards like broken toys, discarded items, insect nests, and compacted surfacing under 
high-traffic areas like swings and slides. Any concerns are immediately documented and corrected to 
maintain a safe play space. Our fall surfacing material is regularly assessed and maintained according 
to the manufacturer’s instructions to meet required depth standards, supporting both active play and 
injury prevention. 
 
First Aid Kit 
It is inaccessible to children, but readily available for adult use. It is fully equipped according to 
guidance from Healthy Child Care Iowa. Following each use of the First Aid Kit, the contents will be 
inspected and missing or used items replaced immediately. The First Aid Kit will be inspected 
monthly. The First Aid Kit is taken to the outdoor play areas as well as on filed trips and outings 
away from the site.  
 
Dispensing Medication 
Whenever possible, we ask that medication is distributed at home. The following outlines our policy 
regarding the administration of medication during business hours.  
 
Non-Prescription Medication 
Parents must provide a new, unopened, and labeled container of any topical medication such as diaper 
cream, Orajel, or lotion, along with a completed Medication Consent Form. This form should include 
specific instructions on where and how often the product should be applied. These items can be safely 
stored at the Center, out of children's reach, and families must renew the authorization monthly or 
when switching to a different product. For other non-prescription medications, including items like 
Tylenol or cough syrup, the Center requires a physician's note detailing the reason for use, dosage, 
administration frequency, specific dates, and instructions. For children who are teething, the above 
actions will be required for the Center to provide the medication. Non-Prescription Medication will 
not be given to any child who is developing or has a fever.  
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Prescription Medication 
If your child needs prescribed medication at the Center, please provide it in the original, clearly 
labeled container with your child’s name and usage instructions. You’ll also need to complete a 
Medication Consent and Record Form. Expired medicine will not be given, and we’ll notify you if 
any issues arise with administration. For “as needed” prescriptions like EpiPens, inhalers, or 
nebulizers, a medical action plan from the prescribing healthcare provider is required. 
 
Children with Severe Allergies  
To keep children safe, parents must submit a signed Allergy Action Plan at enrollment or once an 
allergy is identified. The plan should include details of known allergies and be signed by both the 
child’s doctor and parent or guardian. Updates are required yearly or if conditions change. Additional 
physician instructions for prevention or treatment must also be provided. A Release and Waiver of 
Liability form is required for emergency allergy care, releasing the Center from liability when care is 
given responsibly. Allergy medications must follow the handbook’s Medication Policy. 

 
Food 
The Center provides breakfast, lunch, and an afternoon snack through Company Kitchen, following 
USDA guidelines. Outside food isn’t allowed unless approved ahead of time. If needed, supplemental 
meals must be refrigerated at drop-off and ready to serve—microwaving is not available. For medical 
or religious dietary needs, parents must submit proper documentation. We are a peanut-free facility. 
All children are included in mealtimes, and food is never used as a reward or withheld as discipline. 
 
Staff Employed by Clients 
The Lakin CDC of East Mills cannot be held liable/responsible for any relationships between parents 
and staff outside of working hours. This includes babysitting, carpooling, etc. 
 
Staff Evaluation and Professional Growth Plan 
All staff are evaluated at least annually by the Director. Staff also evaluate and improve their own 
performance based on ongoing reflections and feedback from supervisors, peers, and families. From 
this, they develop an annual individualized professional development plan with their Director and use 
it to inform their continuous professional development.  

 

Policy Updates  
Our center holds the right to update policies as needed. When this occurs, a new copy will be sent out 
to the parents with the updated changes 
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MALVERN/IOWA RESOURCES 
 
Malvern Resources 

• Green Hills Area Education Center (AEA): Area Education Center (AEA) early childhood 
consultants and early childhood special education personnel can provide on-site technical assistance 
and training on a variety of issues, including technical assistance and training with developmental 
disabilities, behavioral issues, and developmentally appropriate practices.  

o Website: Home - Green Hills AEA 

• Malvern Area Betterment Association (MABA) Malvern Area Betterment Association is a 501 ©3 
nonprofit in Malvern which was founded in 2009 whose purpose is to foster and promote good 
community relationships in the city and surrounding area. They do this through sponsorship of 
cultural events, beautification and youth engaging projects, fundraising to improve public facilities 
and building or maintaining public buildings and monuments.  

o Website: MABA | Malvern, Iowa 

• Mills County Chamber of Commers: Mills County Chamber of Commerce promotes and enhances 
community businesses, and the quality of life in Mills County. They provide opportunities for 
business networking, promotion, an online business directory and business tools.  

o Website: Mills County Chamber of Commer | Instagram, Facebook | Linktree 

• East Mills Community School District: The Lakin Foundation Child Development Center of East 
Mills is in the East Mills Community School District (CSD). East Mills CSD is a rural public school 
District in Malvern, Iowa. The district is mostly Mills County with small portions in Mongomery 
County. It serves the community of Hastings, Emerson, Henderson and Malvern.  

o Website: Home | East Mills Community School District 

• Malvern Public Library: The public library in Malvern is an excellent resource for Lakin CDC of 
East Mills, providing space for meetings and reading opportunities for young children.  

o Website: EXPLORE 
 
 

https://www.ghaea.org/
https://malvernia.com/organizations/maba/
https://linktr.ee/MillsCountyChamberofCommerce
https://www.emschools.org/
https://malvernlibrary.weebly.com/
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Iowa Resources 

• Child Care Resource & Referral: Child Care Resource & Referral (CCR&R) is a program to 
support quality childcare throughout the state of Iowa. CCR&R is available to assist families in 
selecting childcare providers who best meet the needs of a child and their family. Child Care 
Consultants provide on-site consultations to licensed preschools, Centers, non-registered home 
providers, and Child Care Development Home providers.  

o Contact Phone: 877-216-8481 

o Website: Child Care Resource & Referral - Iowa CCR&R 

• Iowa Child Care Complaint Hotline: The Iowa Child Care Complaint Hotline was developed as 
part of the Child Care and Development Block Grant Reauthorization. This hotline serves as a 
centralized location for parents, the community, and others to report concerns that they may have 
regarding their childcare facilities.  

o Contact Phone: 1-844-786-1296 

• Healthy Child Care Iowa: Healthy Child Care Iowa is a statewide publicly funded program to 
improve the health and safety of children while they are enrolled in childcare and early education 
settings. Childcare nurse consultants are registered nurses who provide consultation, training, and 
technical assistance on health and safety policies, health programs, health of personal and specific 
child health or safety issues. To be connected with nurse consultants in your area:  

o Website: Healthy Child Care Iowa | Health & Human Services 

• Iowa State University Extension Service: County ISU Extension offices provide publications, 
workshops and self-study training materials on early childhood and childcare. Consultation and 
materials cover a wide variety of topics, including financial considerations of operating a childcare 
Center, childcare environmental design, playground safety, nutrition, child development, health and 
safety, and positive guidance and discipline. ISU Extension also works with communities and 
employers to explore childcare options and conduct needs assessments. Publications and videos on 
choosing quality childcare areas are also available for parents.  

o Website: Homepage | Iowa State University Extension and Outreach Home 

https://iowaccrr.org/
https://hhs.iowa.gov/programs/programs-and-services/child-care/hcci
https://www.extension.iastate.edu/
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• Area Education Agencies: Area Education Center (AEA) early childhood consultants and early 
childhood special education personnel can provide on-site technical assistance and training on a 
variety of issues, including technical assistance and training for children with developmental 
disabilities, behavioral issues and developmentally appropriate practices.  

o Website: Home - Iowa Area Education Agencies 

• Child Care Assistance (CCA): Financial Assistance for childcare is available to families who meet 
income guidelines and requirements for participation in education or employment. Centers can refer 
families who might benefit from assistance to the county Department of Health and Human Services 
office  

o Website: Child Care Assistance | Health & Human Services 

• Child Support: Some families may have difficulty in meeting the cost of childcare when a 
noncustodial parent fails to make child support payments. Centers can refer families who might need 
assistance in establishing or enforcing child support to the Child Support Recovery Unit that serves 
the County where the custodial parent resides.  

o Website: Child Support Services | Health & Human Services 

• Iowa Statewide Poison Control Center: The statewide poison control Center for Iowa is located at 
1920 Hamilton Blvd. Lower A, Sioux City, Iowa 51104.  

o Number: 1-800-222-1222 

o Website: Iowa Poison Control Center | Iowa Poison Control Center 

• Healthy and Well Kids in Iowa (HAWKI): The Healthy and Well Kids in Iowa (HAWKI) program 
provides health care coverage for families who do not qualify for Medicaid but cannot afford private 
health care coverage. The health care coverage is for children birth to age 19 and covers, among other 
services, doctor and dentist visits, hospital stays, well child visits, and eye exams. To apply:  

o Phone: 1-800-257-8563 

o Website: Hawki - Healthy and Well Kids in Iowa | Health & Human Services 

• Child Health Centers: Iowa has 23 community-based child health Centers that provide a variety of 
health services to children ages birth through 21 years. Services available include access to a medical 
home, physical examination, select health screening laboratory procedures, immunization and care 
coordination.  

o Phone: 1-800-369-2229 

• Child Health Specialty Clinics: The University of Iowa Child Health Specialty Clinics regional 
health services coordinators, nutritionists, parent consultants and other professional staff can assist 
with the provision of on=site technical assistance or training for a variety of issue specific to children 

https://iowaaea.org/
https://hhs.iowa.gov/programs/programs-and-services/child-care/CCA
https://hhs.iowa.gov/programs/programs-and-services/child-support-services
https://www.iowapoison.org/
https://hhs.iowa.gov/programs/welcome-iowa-medicaid/iowa-health-link/hawki
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with special health care needs. You can access telephone consultation and printed resources through 
the regional Center nearest you.  

o Phone: 319-384-6865 

o Website: Child Health Specialty Clinics | 

• Maternal Health Centers: Iowa has 25 maternal health Centers that provide prenatal medical and 
health related services to women.  

o Phone: 1-800-369-2229 

o Website: Maternal Health Programs | Health & Human Services 

• Local Health Departments: Local public health departments help promote healthy behaviors, 
prevent illness, and provide services to safeguard the health and wellness of the community.  

o Website: Local Public Health Performance | Health & Human Services 

• I-Smile: A state-wide program that connects children and families with dental, medical, and 
community resources to ensure a lifetime of health and wellness. Iowa Department of Public Health 
administers I-Smile through contracts with local public health organizations that are part of the 
statewide Title V child health (CH) program (which assures health services for low-income children, 
adolescents, and pregnant women). Each CH Contractor has an I-Smile coordinator working within 
their communities to help families access dental services, prevent dental disease, and better 
understand the importance of good health.  

o Website: I-Smile | Health & Human Services 

• Iowa KidSight: A vision-screening program of the Lions Clubs of Iowa and the Department of 
Ophthalmology and Visual Sciences at University of Iowa Stead Family Children’s Hospital, offers 
free vision screenings for children 6 months old through Kindergarten. Vision screenings are 
performed by Lions Club volunteers in communities throughout Iowa by taking a photo of a child’s 
eyes with a specialized camera. After screenings are complete, the results are interpreted by vision 
specialist at UI Stead Family Children’s Hospital. If a potential vision problem is detected, parents 
will receive a referral letter and a list of local ophthalmologists and optometrists to contact for further 
eye care. Early detection and treatment of a vision problem can prevent amblyopia (lazy eye). It can 
also make a difference in a child’s ability to learn and excel.  

o Website: Iowa KidSight | Carver College of Medicine | The University of Iowa 

• West Central Community Action: Their mission is to empower families and individuals achieve 
their highest potential by providing different services/resources such as Child and Adult Care Food 
Program, Family Development and Self-Sufficiency, Utility Services, Weatherization, CCR&R, and 
Head Start/Early Head Start.  

o Website: Services | West Central Site 

https://chsciowa.org/
https://hhs.iowa.gov/programs-and-services/family-health/maternal-health/programs
https://hhs.iowa.gov/local-public-health-performance
https://hhs.iowa.gov/programs-and-services/dental-and-oral-health/i-smile
https://kidsight.medicine.uiowa.edu/
https://www.westcentralca.org/services
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