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WELCOME! 

 
Dear Parents,  

 

It is my pleasure to welcome you and your family to USD 475 Child Development 

Center.  Thank you for allowing my staff and I to be an intricate part of your  

family during these important years of child development and growth.  

 

We extend to you an open door policy for you to visit the center, ask any questions  

or present concerns at any time.  We also extend to you a pledge of high quality 

care for your children.  

 

Once again, thank you for entrusting your childõs hands in ours. 

 

Berni Kappel,  

Program Director  

 



 

 

About TFI Community Child Care Inc.  
 

USD 475 Child Development Center is operated by TFI Community Child Care, Inc. (TFI CCC).  

 

TFI CCC was founded in 2007 as a member of the TFI Family of Companies to meet the growing need of Kan-

sas families and children for child care.  When TFI CCC opened their first child care facility in Junction City, 

they were reaching out to meet a need in a military community.  Since that time, TFI CCC has grown with two 

additional Montessori Schools, Sunshine Acres in Lawrence, KS and Tots and Tales in Kansas City, KS.  

 

In March, 2009 the USD 475 Child Development Center was born out of the collaborative effort from USD 475, 

Fort Riley Military Base, and TFI CCC to offer quality child care in the community.   TFI CCC is responsible for the 

daily operation, the school district maintains the building and grounds, and the military provides funding to 

ensure quality care for military families residing in the community. The Center has 12 classrooms licensed to 

serve up to 176 children from birth through age 12.    

 

TFI CCC is a not -for profit agency dedicated to creating brighter futures for children.   

 

 

 

 

 

 

TFI Community Child Care, Inc.  

Mission Statement  
 

To nurture children to reach their fullest potential through early education and mentoring.  
  

Hours of Operation  
 

USD 475 Child Development Center provides care from Monday through Friday starting at 5:30 a.m. through 

6:00 p.m.   To provide a consistent learning environment, we ask parents to have children here by 9 a.m.   If 

children will not be in attendance or be late, please call and let us know.   Your childõs well being is important 

to us.   

 

We welcome parents that want to visit their childõs classrooms during the day. We ask that parents observe 

their children in the classroom through the observation window or coordinate with your childõs teacher the 

best times to visit inside the classroom.  

 

 

 

Communication  
 

We believe it is our responsibility to provide quality care as well as to be an extended family member to the 

parents of the children for whom we care.    We want a continual flow of communication between parents, 

teachers, and administration.  

 

To enhance opportunities for regular communication and provide opportunities for families to met with one 

another, USD 475 CDC has a parent meeting that is schedule quarterly and a monthly newsletter.  Both activi-

ties help families stay informed of the happenings at the school and within the community.   Throughout the 

year, we schedule child -staff -parent interactive events.  

 

The center also  has a parent committee which allows parents to play an active role in program development 

and quality improvement activities. If you are interested in participating, please contact the program director. 



 

 

Communication (cont)  
 

Children in the infant and toddler rooms receive daily progress notes.  The pre -school classrooms have weekly 

notes helping you understand what the children have experienced.    

 

Parent/teacher conferences are held twice a year a the center to keep you informed of your childõs process 

and developmental achievements.  

 

Please provide us any changes to your personal information (i.e., changes in job, address/phone numbers, or 

family situation).  This information is very important for our teachers as well as administration to have available.   

We ask for identification when extended family members who are not familiar to us pick up children.  Individuals 

coming to pick up children who have not been authorized to do so will not be allowed to pick up children from 

the Center. It is also important you provide the center with current health assessments and immunizations for 

your child. If your childõs record is missing any required documentation, you will be notified by the center to pro-

vided the needed documentation.  

 

The center will also work to connect families with any needed referrals or services to meet the needs of the 

child. The center maintains a resource guide of local community agencies as a resource for families.  

 

We encourage  parents to share any questions or concerns they might have.  We ask parents to address ques-

tions or concerns with the teacher.  If parents still have concerns, we ask them to visit with the Program Director.    

Parents also have the opportunity to contact TFIõs Concern  Line.  To contact the Concern Line, parents may 

call  (877) 942-2239 or e -mail concernline@tficcc.org  .  
 

 

Confidentiality  
 

We ask that families share with us changes in their lives so we can 

provide better care and understanding of children.   It is our policy 

that information shared with teachers or with Administration remains 

confidential.  The information given to us is kept internally and only 

those individuals needing to know (i.e. your childõs teachers). 

 

All employees of USD 475 Child Development Center  must agree to 

maintain all information confidential.    Information is not shared with 

community partners without the parent signing a release of informa-

tion.   

 

The childõs file with information from other sources such as medical 

records, assessments, and evaluations is maintained in a locked file 

cabinet.  The Director, Assistant Director, quality improvement, regu-

latory authorities, and finance personnel are the only ones with ac-

cess to the files.  The classroom teachers may have access to review 

information but not copy the information.    Teachers need access to this information to enhance the childõs 

learning and ensure quality and safety.    

 

Legal guardianõs may review their childõs file under the Directorõs supervision after approval by TFI CCCõs legal 

counsel.   Guardians can pay for copies of their childõs file when we have approval.  We will only share informa-

tion (names/addresses, etc.) of the parent wanting information and their child.  Any information in the file not 

pertaining to either party will be omitted.  

 

Each teacher has a child portfolio that is kept in the classroom in the cabinet.  The information in the portfolio 

includes examples of childõs social, emotional, cognitive, and physical growth and development as observed 

by the teacher and a progress updates.   This folder  is reviewed with parents during parent teacher conference 

as a way to discuss the childõs progress.  Medication records/logs are also maintained in the classroom. 
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Staffing  
 
Teaching staff meet Kansas Department of Health and Environment (KDH&E) regulations as well as the National 

Association for the Education of Young Children (NAEYC) standards in regard to required education and/or 

experience to provide care.  We attempt when possible to exceed these standards and provide staff who 

have more qualifications than the minimum requirements. The staff to child ratios also meet KDH&E require-

ments to ensure appropriate supervision of children and the ability to provide a learning opportunity for the 

children.  
 

Meals  
 The Center provides nutritious and planned meals on site for children.  Menus are posted in the classroom for 

parents to observe.  The Center prepares breakfast, lunch, and an afternoon snack.  All meals and snacks are 

served to the children in their classroom.  

  

We use family style dining for children as meal time is used as a social skill learning opportunity.  The Center is 

enrolled in the Child & Adult Care Food Program.  Parents must complete the enrollment form and income eli-

gibility form on an annual basis. Breast feeding is encouraged by the center, parents can either provide ex-

pressed milk with the childõs name and date to be fed to the child or come to the center during feeding times. 

Mothers can breast feed in the classroom or the center provides a private space near the lobby.  

 

Any foods and beverages that come from your home must be labeled with the childõs name and date and  

should meet the Child and Adult Food Program food guidelines, please ask your teacher for more details or a 

flyer regarding these requirements.  

 

If your child has any food allergies or special nutritional needs, please notify your teacher. These food allergies 

will be posted in your childõs classroom. If you do not consent to this posting, please notify the program director.  

 

 Field Trips 
 

Any time children leave the Center property, parents are required to complete a field trip permission slip.  The 

Center will provide as much notice as possible regarding the field trip.  Children will stay at the Center if parents 

do not provide permission.  Field trips are typically for the older children and the permission slip will indicate the 

means of travel (walking or bus transportation), location, and approximate length of time.  Some field trips may 

have a small activity fee associated with it.  Activity fees must be paid in advance of the activity for the child 

to attend.   Children must be at least 4 years old to ride a school bus without restraints.  

 

Curriculum  
 
USD 475 Child Development Center uses Creative Curriculum, a proven early child development curriculum for 

infants and  toddlers.  Curiosity Corner is  used with the preschool children (3 -5 year olds). Both curriculums pro-

vide teachers with ideas and suggestions to enhance childrenõs physical, emotional, social, and educational 

development.    

 

Each classroom offers a structured curriculum of activities each 

day.  The Center provides children a daily opportunity to ex-

perience stimulus in the following areas:  small motor skills, large 

motor skills, creative expression, social interaction, self esteem, 

positive self image, and intellectual growth.  

 

Our goal is to help children learn in their own time and ability.  

To assist the teachers, each child has their own portfolio that 

includes developmental assessments and examples of the 

childõs work.  Developmental screenings are conducted within 

30 days of enrollment.  Classroom teachers make ongoing infor-

mal screenings and observations, and they conduct formal as-

sessments four times per year.   
 



 

 

Childõs Needs  
 

The Center provides for most all of the childrenõs needs during the day.  Parents should bring the following items 

for infants and toddlers:  

Diapers/pull -ups 

Wipes 

Two changes of clothes (pants, shirt, socks)  

Blanket  & Crib Sheet (infants do not need crib sheets and cannot have blankets in  

the crib)  

A comfort toy (infants may not have toys in crib)  

Baby food/formula at parentõs discretion as Center will also provide 

Children 3 ñ5 years old need:  

Two changes of clothes (pants, shirt, underwear )  

Blanket and Crib Sheet in a plastic bag  

Any comfort toy (optional)  

 

We ask that children keep their personal toys and items at home.  We cannot be responsi-

ble for lost or broken items.   

 

We have fun playing outside so children should be dressed to have fun and play.   For safety purposes we ask 

that children wear tennis shoe and socks at all times. We will go outside during the hot summer days so please 

provide sunscreen with UVB and UVA protection of SPF 15 or higher for your child.   We also go out in the winter 

so make sure your child is dressed warmly  with gloves and a hat. We need a doctorõs note for children whom 

parents do not want outside because of illness.  Depending on the season, we may also ask parents to provide 

insect repellent containing DEET to prevent insect -borne disease to be applied once a day with parental  

permission.  

Assessments  
  

USD 475 Child Development Center is geared to enhance childrenõs social, emotional, physical, and cognitive 

development.   Our goal is to provide individual direction and support to enhance each childõs development.  

To accomplish this, teachers in collaboration with parents complete a developmental assessment at least twice 

a year and within 30 days of childõs enrollment.  Teachers have completed specialized training regarding the 

assessment process and application.  

 

We use developmental assessments to guide us in developing the classroom learning objectives.  The teachers 

complete regular written observations on progress made for each child.   Some of the classroom work accom-

plished is also kept by the teachers to document progress.   The developmental assessments, observations, and 

work is kept in the childõs portfolio and then shared with parents during individual parent/teacher conferences. 

 

Parent/teacher conferences occur semi annually in the fall and spring.   During the conference, teachers takes 

time to individually discuss with parents their observations, and together they set developmental goals.    

 

Parent/teacher conferences can be scheduled as needed.  If there are concerns identified by the parent or 

teacher where the child might benefit from additional services, we will review the childõs progress based on the 

completed assessments and discuss alternatives.   If you would like more information regarding the assessments 

used in your childõs classroom, please talk to your childõs teacher.  

 

Special Needs  
 

We collaborate with several  community partners to ensure all children receive the services they need to en-

hance their learning.    The building is ADA equipped to meet the needs of children and their parents.  Teachers 

are trained to administer medication when parents complete the approved form.   

 

We work with the parent and other community partners to implement plans to ensure each child receives the 

support an care needed to have success in the program.  



 

 

Enrollment Information  
 

State regulations require us to have the following information when children are enrolled at the Center.  It 

does not matter if your children are enrolled full time, temporarily, or part time, the Center must have this up -

to -date information.  We have provided parents with a complete packet of needed forms.  

 

Current Immunization Records:   Immunizations may be put on the medical form or a copy of the records at-

tached to the medical form.  We must  have immunization records on your childõs first day of care. 

 

Emergency Medical Consent Form:   The consent form must be completed on the approved KDH&E form 

and given to the Center on your childõs first day of day care.  The consent must be notarized. 

 

Physical Form:   Parents must use the approved KDH&E form and have a physician or licensed nurse practitio-

ner sign the form indicating your child is in good health.  KDH&E allows for physical forms to be completed 

within 30 days of the childõs first day at the Center.   Each year at the childõs birth month we will need  physi-

cals updated.  
 

Food Subsidy Program Form:   TFI CCC is enrolled in the Adult and Child Food Program.  We are required to 

obtain food subsidy forms for each family enrolled.  This information will remain confidential, and only the 

Director and finance clerk will have access to the information.   

 

Application:   Please complete this application fully to include but not limited to at least two emergency 

contact persons besides the primary and secondary care provided.  We also need for parents to list all possi-

ble persons able to pick up children.   

 

Enrollment Agreement :  This is the agreement stating the financial responsibilities of the parent for the care 

the child receives from USD 457 Child Development Center.  

 

Rates  
 

The Board of Directors has set the rates for care.  Rates are subject to change but can only be changed 

once approved through policy.  If rates are changed, a minimum of two weeks notice will be given to par-

ents.  Please call the Center for specific rates.  

 

Fees are to be paid regardless if the child is in attendance or not.  The one exception, children enrolled full 

time  are eligible for one week of unpaid  ôvacationõ  from the Center.  The week is available after 3 months 

of continual full -time.  This annual week cannot be carried over to the next year.   Our year runs from August 

through July.  We have an annual family registration fee due upon enrollment and in August.  
 

 

 

Days Closed  
 

USD 475 CDC is closed for the following holidays:  New Years Day, 

Memorial Day, Fourth of July, Labor Day, Thanksgiving, the Day after 

Thanksgiving, and Winter Holiday (December 25 th).  There are an ad-

ditional 4 -5 days during the year the Center will close to provide valu-

able and needed training for teachers.   An August to July calendar 

is available for you to have to know these dates.  

 

The Center will reserve the right to close additional days due to se-

vere weather conditions.  The Center will notify parents in case of clo-

sure.  The Center may also choose to have additional days off during 

the winter holiday season for staff to enjoy their family; any changes 

in the holiday schedule will be given at least one month in advance.  


