Parent Handbook
Guidelines and Policies

We serve children ages 1,5 -6 years of age.

Want to contact us?

Phone: 425-564-0375
E-mail: sarodgini@gmail.com
Our web site: sarodgini.com
Address: 1919 152nd Pl NE
Bellevue, WA 98007
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Cell: 425-681-1954 (Masha)
Cell: 425-223-8083 (Tamara)
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Please read this handbook thoroughly. Items in the table of contents with an asterisks (*) are required
by licensing to be reported to parents in writing. Other items include necessary information about this
child care, its business practices, and the caregivers. We have a copy of Washington's Minimum
Licensing Requirements available for review. We are looking forward to our very important relationship
as parent, child and care provider.

Welcome to Children’s Academy Sarodgini!
This handbook was updated on _2019__
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Mission Statement
Philosophy and Program Description
The first five years of childhood are the most important in development and learning. “Sarodgini”
provides warm and inviting atmosphere and lessons that help develop the whole child-physically,
intellectually, emotionally and socially.
Full day program designed for all ages. Children develop “age appropriate” learning skills, including prereading, language development, crafts, music/movement, and of course PLAY is one of the most
important parts of our day. During play the children learn not only play skills, but also life skills.
Our goal at Children’s Academy “Sarodgini” is to ensure a successful educational experience for each
student.
Our aim is to create an environment where we can provide high quality learning opportunities for all
children.
Educating a child involves a partnership between the family and the school.
We welcome your efforts to support and facilitate a positive experience at school for your child on a
daily basis.
We hope you find this handbook helpful, and thank you for helping our teachers by observing our
policies and procedures.
Our mission is to help your child develop the following abilities to:
• imagine
• hypothesize
• sharpen critical thinking skills
• develop academic skills
• be a problem solver
• make mistakes
• learn from their mistakes
• have confidence in oneself
• develop high self-esteem
• To have a positive attitude
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• persevere
• set goals
• appreciate diversity
• celebrate
• be resourceful
• be responsible
• explore
• collaborate
• trust
• respect others

Business Practices
Sarodgini Children`s Academy is open for children Monday to Friday 8AM- 6PM
School begins at 9am. We expect all children to be at school well-rested and ready to participate, by
9am. We will have a breakfast sometime from 8:00am-9:00am. Circle time starts by 9:00 am and when a
child comes in at different times, he/she tends to be confused and disorientated which can cause
anxiety to the child.
If your child does not attend the day(s) he/she is normally scheduled for, there are no make-up days.
Only children who are well enough to participate in our regularly scheduled activities both in class and in
the playground may attend.
Snow/Severe Weather Policy
It is our policy to consult Bellevue and/or Lake Washington Public School District(s) for school closures
and/or delays. We will, however, make our decisions independently by 5:30am on any questionable
weather day. Please visit our website www.sarodgini.com for current status.

Sign-In and Sign-Out and Attendance Policies. Parking.
When dropping off or picking up your child, please park in one of the designated spots. Please enter the
building through the front door only. Please do not park in the fire lane, as this is a tow away zone.
Parking time is no more than 10 minutes.
Safely walk your child to his/her classroom; please sign him/her in with a Brightweel app. If you are
dropping a carpool child, please accompany him/her to the right classroom, and sign them in as well.
If you are dropping off later 9:30AM, please be sure your child has eaten breakfast. With the tight
schedule we must keep, it is impossible to feed one child while the others have moved on to another
activity. Your cooperation is greatly appreciated.
Parents are required to sign in their child with a complete signature via Brightweel App when arriving
and sign out when departing on a daily basis. Children will be released only to adults over the age of 18
authorized on their Enrollment Application. Written parent permission must be obtained before
releasing the child to an adult not previously authorized. Proof of identity will be required for all
authorized pick-ups. We will not release your child to any person without your written permission or a
confirmed telephone call in the case of an emergency. The person picking up your child must have
identification. Children are not permitted to sign themselves in or out of Academy.
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Anyone who appears to be under the influence of drugs or alcohol arriving at child care to pick up a child
will be asked to call someone else to pick up that child. If a person leaves with a child while they appear
to be under the influence, we will call 911.
We also expect children to be dropped off and be picked up at the timings agreed to in the tuition
contract. Our staff works extremely hard providing you and your child with quality program at Children’s
Academy Sarodgini. Please respect the fact that they have personal lives and that it is important for
them to be able to go home on time, which is 6:30pm. Please arrange to arrive at the center early
enough to allow you to gather your child’s things, to sign him/her out, and to leave the building by
closing time. There will be an extra charge of $30/child if children get dropped off or picked up more
than 5 minutes earlier or later than scheduled times. We request that you pick-up your child promptly at
the time designated for your child, so that the teachers are free to plan lessons and to attend to other
responsibilities.

Child Custody Situations
Please note that parents and legal guardians listed on enrollment forms are automatically authorized to
pick up your child unless the program is given a copy of a current court ordered custody agreement or
restraining order. All individuals authorized to pick up your child from the program must be at least 16
years of age. A license or other positive proof of identification must be shown at pick up. If you wish to
change, add or delete any of these authorizations, you must do so in writing.

Personal Belongings and Toys
Parents are asked not to allow their children to bring toys and other personal items from home as these
items are easily misplaced or broken and frequently become sources of conflict among children. Small,
thin blankets and soft toys for naptime are the only exception. Also, candy, gum, money, guns, weapons,
noisy/musical toys or actions toys (anything to do with superheroes) are not allowed at school.

Birthday Celebrations
We ask for your cooperation to ensure safety and fun for all. Please read the following list and use it as a
guideline when your child has a birthday.
Please do not send in candy, cupcakes or food for birthday celebrations, since we have children who are
allergic to eggs, wheat, artificial flavors or coloring. You can bring only organic fruits. Also parents may
send in items like stickers, pencils, etc (enough for all children in a class), which we will hand out at our
birthday circle. Please do not bring in small toys, which are choking hazards.
We ask that you keep things simple to reduce classroom and center stress.
Please keep the cost down; we want birthdays to feel fair to all children and don’t want them to turn
into a hassle for families.
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We will give a gift for the birthday child from the Academy.
Please discuss it with your child’s teacher so they can plan accordingly.

Meals and Snacks
Please notify the kitchen chef in writing if your child has any allergies or diet restrictions.
Children will have a nutritious balanced meal (a source of protein, calcium, grains, fruit and/or vegetable
etc). Lunch will be monitored to ensure safe preparation, storage, and nutritional adequacy.
We provide fresh prepared well balanced organic meals 5 times per day which includes 2 breakfasts,
lunch,”poldnick“ and dinner. You can find our menu at www.sarodgini.com and at the daily updated
menu at the front door. All food served is made of organically produce. Sample of our menu:
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Academy asks that parents do not send food for their child or other children, except when donating
items as on the snack menu in unopened packaging, for which we are very grateful.

Information Update
It is the responsibility of the parents to keep us informed of any changes so we can maintain up-to-date
files. This includes such items such as name, address, workplace, emergency information, immunization
updates, authorizations, changes in parent’s marital status, and/or any other pertinent information.

Parent Visitation.
Parents are welcome to visit Sarodgini at any time and have access to all of the areas in which we
provide programs (classrooms and playgrounds) when . Please be aware that staff will be engaged in
activities with children and will not be available to engage in lengthy conversations with you during
unscheduled visits. Parents are welcome to volunteer in the classroom as their schedules allow,
provided there is no negative impact in the behavior of their child.

Communication with Parents
Parent Bulletin Boards is at the front of the director`s office.
Each classroom displays a Parent Bulletin board with items of interest to families. Items may include
events for parents and children, monthly calendars, classes or workshops pertaining to parenting and
ideas for children, parents, and families. Class schedules will also be posted here.
We have daily updates on the Facebook group page of Sarodgini Children`s Academy.
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Conferences are held in October at the time of teacher\parent conference day. We also encourage an
open and continual exchange between parents and teachers throughout the year.
Please communicate with us regarding any information about your child that would help us better meet
his/her needs, including changes in your family situation, exciting or unexpected new things at home,
disposition, or behavior changes that have recently occurred.
Please check your child’s cubby for art work, lessons etc.
A Note Regarding Parent/Teacher Relationships
It is Children’s Academy Sarodgini’s policy that teachers do not engage in personal friendships or social
or business relationships with parents of children who are currently enrolled in our program. This
includes babysitting. We also have a strict confidentiality policy, and it is not appropriate for you to
discuss another family, child, or teacher with any staff member.

Admission Requirements and Enrollment Procedures
Children’s Academy “Sarodgini” requires main package of paperwork to be on file on or before your
child’s first day of attendance. You can find the fool package on our website Sarodgini.com or at the end
of this document.
Orientation visit. Parents and their children are encouraged to visit our center before their first day.
Schedule this visit with the Director. We will go over schedule so that you and your child have some
understanding what their day will be like.
We offer the trial period of 2 weeks. This period is used to observe the child's adjustment to care and to
talk about concerns. Teacher will talk to you daily about your child's day. Please let us know if you have
any concerns. After a 2-week trial period, we will determine if the childcare services are satisfactory to
everyone. If any problems cannot be resolved, the care is terminated.

Rates and Payment Plan.
The Tuition Agreement includes all of the tuition and attendance policies of “Sarodgini”.
Our academic year follows the Bellevue School District schedule.
A deposit of one month’s tuition is payable at the time of registration and will be applied to last month’s
tuition. A $250 registration fee is also payable at the time of registration and is non-refundable. For families
with more than one child enrolled, a 50% reduction in registration fees applies for the second child. Tuition
is not pro-rated for absences due to sickness or travel. You are allowed to take a one week reduction of
tuition for one month per year if your child is absent or you are having a vacation. All other absences will
require a full tuition payment to hold your child’s space in the class. Tuition is due on the first of each month;
when tuition is paid after the 5th, there is a late fee of $10 per day. There is also a $20 fee for any returned
checks.
One month’s written notice in required before withdrawing your child or the deposit will be forfeited. During
the first two weeks at school, if the Director and teachers observe that a child is exhibiting behaviors

9

inconsistent with developmentally appropriate behavior, (e.g. being disruptive, destructive or has other
issues), an evaluation by a psychologist will be recommended. Should parents choose not to seek an
evaluation, they will be requested to dis-enroll their child at that time. In this case, the tuition deposit will be
returned but not the first month’s tuition or registration fee.

We recommend a trial period of two weeks, during which a child can get used to teachers and peers.
During this time period, prior to signing the agreement, the child can remain in our Academy for a few
hours a day either with or without parents. The rate for this trial period is $10.00 per hour. Schedule
for a trial period you can find at the end of this document.
Annual Registration Fee: $40. Paid annually in September when updating documents (It is
mandatory to submit the following updated forms: immunization record, new address, phone numbers,
insurance, and doctor contacts.)

Extra Charges and Payment Penalties
Field Trip Fees: Field trip fees will be charged when necessary. You will receive advance notice of any
charges. You are not required to attend a field trip.
1. The fee for late payment is $10 per day. If fees remain unpaid after a period of three days, you child
will not be admitted until ALL fees are paid in full.
2. The penalty for NSF checks is $50 plus any bank costs incurred by us.
3.There will be an extra charge of $30/child if children get dropped off or picked up more than 5 minutes
earlier or later than scheduled times. We request that you pick-up your child promptly at the time
designated for your child, so that the teachers are free to plan lessons and to attend to other
responsibilities. Parents who are chronically late may be asked to withdraw their child from the
program.

Receipts and Taxes
You will receive an Internal Revenue Service (IRS) W-10 Form reporting your annual childcare
expenditures for the applicable tax year.

Vacations and Absences
Please advise us upon enrollment if you plan to remove your child from childcare for any length of time
(i.e., the summers for school teachers, or when you are on maternity leave with another child, etc.).
Your child is allowed a maximum of one week vacation each year that charges won’t be paid. However,
you are free to find a substitute child for the summer vacation (July and August) to save your spot, if you
are leaving for more than a month.
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You are required to give 2 weeks advance notice for vacation.
Please inform the director when your child will not attend due to illness or some other event.
Sick Days: We have made many investments to our Childcare in an effort to offer a more professional
environment for you and a warm, friendly, educational environment for your child. With these
improvements monthly expenses accrue regardless if you child attends or is absent. To cover these
costs, we will charge a full month`s tuition if your child attends the childcare any portion of the week.

Holidays
Fees are not reduced during months/weeks that have holidays.
We are closed on the following holidays:
1.
2.
3.
4.
5.
6.
7.
8.

New Year’s Day and day before – December 31, January 1st
George Washington’s Birthday (commonly known as Presidents Day) – Monday
Memorial Day – Monday
Independence Day –July 4 +1day
Labor Day
Columbus Day – parent/teacher conference
Thanksgiving Day – 2 days
Christmas Eve and Christmas day

Snow/Severe Weather Policy
It is our policy to consult Bellevue School District for school closures and/or delays. We will, however,
make our decisions independently by 6:30am on any questionable weather day. Please, visit our
website www.sarodgini.com or our Facebook group page for current status. We will report on
emergency School Closings/Delays school due to weather or other conditions to parents and staff via
the BRIGHTWEEL Alerts school-to-home messaging system in the following text. In addition,
information is posted on the homepage of Sarodgini.com website, and our Facebook page.
Please do not call the school or the Board of Education. For delayed openings will operate one or more
hours later than the usual schedule, as announced.
Parents who are not at home during the day should make provisions for their children to go to the home
of a friend or neighbor if bad weather requires an early closing of school.
Since we are open all year round, we do not provide make up days.

Field trip
Our main field trips are in the summer. We inform the parents a few days before the field trip day.
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We only allow students in the groups “Academics” and “Scholars” attend field trips. To be able to
participate the fieldtrip parent of each child must fill out the permission slip and submitted to their
teacher no later than 3 days before the field trip.

Mandatory Child Abuse Reporting
Our Academy is required by Washington State Law and the DEL licensing Department to report
immediately to Child Protective Services any instance when there is reason to suspect the occurrence of
physical, sexual, or emotional abuse, neglect, or exploitation of a child. We will follow the
recommendations of Child Protective Services as to our ability to notify parents when the police or Child
Protective Services have been called about possible child abuse.

Non-discrimination policy
Children will be admitted to the Center regardless of race, gender, religion, or national origin and in
compliance with the Americans with Disabilities Act.
To best ensure that their needs are met, when children with special needs are enrolled, there will be
consultations with the parents and, as needed, the Center's medical advisor, the staff who will be
involved, and any other appropriate individuals. Additionally, an assessment to determine the full scope
of needs and appropriate services may be required. Assessments may be made on a periodic basis after
a child with special needs is enrolled to ensure that the child is continuing to have his/her needs
adequately met.

Clothing
Children must come to school in clothes that are comfortable, and easy to remove by the child for
toileting purposes. Hence, long dresses, overalls, pants/shorts with zippers, buttons, and belts are not
acceptable wear at preschool, since removing these may take longer to get to the potty. This would
result in your child having an “accident” in his/her pants, which can be embarrassing. Please have your
child practice at home to pull down and pull up his/her underwear, shorts or pants.
Children also need to bring indoor shoes to wear with socks and Velcro shoes to wear outside. Each child
must be able to put on and take off independently his/her shoes and slippers. So please practice this
with your child at home.
These Velcro shoes need to be the right size for your child and should cover the entire foot for safety
reasons; sandals, thongs, heeled shoes etc are not acceptable for outside play.
Children also need to be wearing full sleeved shirts and tops with an undershirt as the weather gets
cooler.
Shirts, pants and jackets with drawstrings or capes that tie around the neck are NOT allowed! Children
should bring a waterproof hooded jacket that is suited to the weather to allow for outdoor play every
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day no matter what the season. The children go outside every day, even when it is chilly and raining
lightly!

Napping
All children are offered naptime. Naptime is offered from 1:30pm – 4:00PM only and not at other times.
So please make sure your child comes to school fresh and well-rested every morning ready to
participate. Our preschoolers rest on comfortable cots with blankets. Sheets, comforters, pillows and
pajamas are provided by the parents. Children may bring special blankets, stuffed animals, or other
security items for naptime. Please be sure these items are labeled with your child’s full name. We do not
provide laundry services at the Academy. Your child belongings will be given to you at the end of each
week. They have to be washed and returned by the morning of each Monday.

Medication Management
According our school’s policy we cannot give your child any medications. If you have a prescription from
doctor you can come on scheduled time and give him/her medications you need. In another way you
can keep your child at home until medications will not be required any more.

Fire Drills and Disaster Preparedness
Fire drills will be conducted at Sarodgini Academy on a monthly basis at various times of the day. Each
classroom has an outlined evacuation plan and a designated meeting area outside Sarodgini. Staff
members are trained in evacuation procedures. Earthquake drills, in addition to fire drills, are held
monthly and are practiced separately.
In the event of a disaster, listen to your radio for updated information. When circumstances allow,
please come to pick up your child as soon as possible. All children must be signed out and released to
you or to an adult who is on your list of pre-approved escorts. No child will be dismissed on their own
accord. In the even you are not able to return for your child, and you have no alternate person to send,
please call our Academy so we can plan accordingly for those children who may require longer-term
care. If you have any questions, please call the Director.

Minor Emergencies
In the care of minor injuries such as small cuts, bruises, strains, or bumps, a Sarodgini staff member
trained in first aid will take the appropriate steps for treating your child’s injury. An Incident Report
Form will be filled out by the teacher and sent home with your child. A copy will be kept on file at the
Center. We will inform you immediately if the injury requires and additional medical attention.
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Major Emergencies
In the event of a life-threatening or major medical emergency to a child in our care, one staff member
will remain with the injured or ill child while another staff member calls 911. The parent will be notified
immediately after 911 have been called. If we are unable to reach the parent, we will contact one of the
emergency contacts listed on the Family contact Form. Transportation to a care facility will be arranged
through a rescue team or the child’s parent, only if it is a life-threatening situation.
Major emergencies will be documented through the use of an Incident Form. One copy will be on file at
the center.
“Sarodgini” will use when possible Overlake Hospital for emergencies. If you prefer another hospital, we
will try to accommodate your wishes, if possible. EMT`s a Paramedics will determine a hospital.
Overlake Hospital
Phone: 425-688-5000
Address: 1035 116th Ave. NE, Bellevue, WA

The Emergency Preparedness Plan

Sarodgini Children`s Academy
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1919 152nd Pl.NE
Bellevue, WA 98007
(425)564-0375

Owner: Olga Gelfon (425)681-1954

Date Policy and Procedures Established: August 20th 2020
Date Policy and Procedures Updated:

Purpose
The purpose of this policy is to provide clear direction for staff and licensees to follow to deal
with emergency situations. The procedures set out steps for staff to follow to support the safety
and well-being of everyone involved.
Clear policies and procedures will support all individuals to manage responses and
responsibilities during an emergency, resulting in the safest outcomes possible.

Definitions
All-Clear: A notification from an authority that a threat and/or disaster no longer pose a danger and it is
deemed safe to return to the child care premises and/or resume normal operations.
Authority: A person or entity responsible for providing direction during an emergency situation (e.g.
emergency services personnel, the licensee).
Emergency: An urgent or pressing situation where immediate action is required to ensure the safety of
children and adults in attendance. These include situations that may not affect the whole child care
center (e.g. child-specific incidents) and where 911 is called.
Emergency Services Personnel: persons responsible for ensuring public safety and mitigating activities in
an emergency (e.g. law enforcement, fire departments, emergency medical services, rescue services).
Evacuation Site: the designated off-site location where shelter is obtained during an emergency. The
evacuation site is used when it is deemed unsafe to be at or return to the child care center.
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Licensee: The individual or agency licensed by the Ministry of Education responsible for the operation
and management of each child care center it operates (i.e. the operator).
Meeting Place: the designated safe place near the child care center where everyone is to initially gather
before proceeding to the evacuation site, or returning to the child care center if evacuation is not
necessary.
Staff: Individual employed by the licensee (e.g. program staff, supervisor).
Unsafe to Return: A notification from an authority that a threat and/or disaster continue to pose a
danger and it is unsafe to return to the child care premises.

In an emergency, the plan will be activated
by Svetlana Khachaturyan
Policy
Staff will follow the emergency response procedures outlined in this document by following
these three phases:
1. Immediate Emergency Response;
2. Next Steps during an Emergency; and
3. Recovery.
Staff will ensure that children are kept safe, are accounted for and are supervised at all times
during an emergency situation.
For situations that require evacuation of the child care center, the meeting place to gather
immediately will be located at: outside of the building , designated area along playground fence .
If it is deemed ‘unsafe to return’ to the child care center, the evacuation site to proceed to is
located at: At Work (next door)
If At Work is unsafe to relocate to, we will evacuate to
Note: all directions given by emergency services personnel will be followed under all
circumstances, including directions to evacuate to locations different than those listed
above.
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For any emergency situations involving a child with an individualized plan in place, the
procedures in the child’s individualized plan will be followed.

If any emergency situations happen that are not described in this document, The Director, or
Svetlana Khachaturyan in charge will provide direction to staff for the immediate response and next
steps. Staff will follow the direction given.
If any emergency situations result in a serious occurrence, the serious occurrence policy and
procedures will also be followed.
All emergency situations will be documented in detail by the Director or Supervisor in the daily
written record.
The following safety checklists are intended to mitigate possible emergency situations
•
•
•
•
•
•
•

Monthly fire drills
Monthly fire system lighting checked
Monthly fire extinguishers checked
Annual Fire System inspection
Emergency Evacuation Drill completed with all staff and children as needed
Daily Water flushing
Annual Water testing

Evacuation Kit includes the following
•
•

Stored in a backpack in each classroom
Stored in the hallway in the lobby at the wall

* Emergency supplies
AM/FM radio and batteries
Copy of the Current License
Flashlight and batteries
Light sticks
Blankets
Dust masks
Safety gloves
Crowbar
Hard Hat
Medication
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Duct tape
Plastic sheeting and tarps
Copy of the Insurance Policy
Adjustable wrench
Shovel
Lantern
Garbage bags
First aid kit
Food and water
Paper cups and plates

Children Medication
Diapers and wipes
The Sarodgini Academy Keys
Signage
Copy of the Emergency Plan
Office USB key

Toilet paper
Paper towels
Children’s books/paper/markers
Parent/Staff Call lists
Children’s emergency cards
Cell phone chargers

First Aid Kits

Non adherent dressing

Thermometer
Scissors
Tweezers
Safety pins
Disposable gloves
First aid book
Tylenol for Adults
Band aids

Gauze roll
Triangular bandage
Non allergic tape
Splint materials
Antibiotic Ointment
Insect repellent
Children’s Tylenol
Sterile Gauze

Staff Kits
Staff should keep their own personal emergency supplies in a backpack or in their
vehicles. Consider including supplies for an overnight stay.
•
•
•
•
•
•
•
•
•
•
•

Sturdy shoes
Extra clothes- rain gear/warm clothing
First aid kit
Essential medication
Water
Facial tissue
Flashlight and batteries
Non-perishable food
Waterproof matches/candles
Solar blanket
Whistle

Alert Parents:
When we have reached the evacuation point. The Director or Svetlana Khachaturyan will call the
school to leave a voicemail, or send out a message on hi mama stating the following:
Svetlana Khachaturyan will post the signage provided before evacuating.
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⏏ Pre-recorded voice mail message – Change route to Evacuation
point – or once you reach there.
You have reached Sarodgini Children`s Academy. We are all safe: no
one is hurt. We have evacuated to: __________________________
Please pick up your child as soon as possible. Please call 425-681-1954
to speak with Olga.

Attention
Parents
Sarodgini Children`s Academy
Children and Staff have evacuated the building and
relocated to:
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__________________________________________________

Time: _____________________
Date:______________________
Signature:__________________
Procedures
Phase 1: Immediate Emergency Response

Emergency Situation Roles and Responsibilities
Lockdown
When a threat is
on, very near, or
inside the child
care center. E.g. a
suspicious
individual in the
building who is
posing a threat.
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1) The staff member who becomes aware of the threat must
inform all
other staff of the threat as quickly and safely as possible.
2) Staff members who are outdoors must ensure everyone who
is
outdoors proceeds to a safe location.
3) Staff inside the child care centre must:
• remain calm;
• gather all children and move them away from doors and
windows;
• take children’s attendance to confirm all children are
accounted for;
• take shelter in closets and/or under furniture with the
children, if
appropriate;

• keep children calm;
• ensure children remain in the sheltered space;
• turn off/mute all cellular phones; and
• wait for further instructions.
4) If possible, staff inside the program room(s) should also:
• close all window coverings and doors;
• barricade the room door;
• gather emergency medication; and
• join the rest of the group for shelter.
5) The Director/Supervisor or Designate will immediately:
• close and lock all child care center entrance/exit doors, if
possible; and
• take shelter.

Note: only emergency service personnel are allowed
to enter or exit the child care center during a
lockdown.

Hold & Secure
When a threat is
in the general
vicinity of the child
care center, but
not on or inside
the child care
premises. E.g. a
shooting at a
nearby building.

Bomb Threat
A threat to detonate an
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1) The staff member who becomes aware of the external threat must
inform all other staff of the threat as quickly and safely as possible.
2) Staff members who are outdoors must ensure everyone returns to
their program room(s) immediately.
3) Staff in the program room must immediately:
• remain calm;
• take children’s attendance to confirm all children are accounted for;
• close all window coverings and windows in the program room;
• continue normal operations of the program; and
• wait for further instructions.
4) The Director/Supervisor or Designate must immediately:
• close and lock all entrances/exits of the child care centre;
• close all blinds and windows outside of the program rooms; and
• place a note on the external doors with instructions that no one
may enter or exit the child care centre.
Note: only emergency services personnel are allowed to enter or
exit the centre during a hold and secure.
1) The staff member who becomes aware of the threat must:
• remain calm;
• call 911 if emergency services is not yet aware of the situation;

explosive device to cause
property damage, death, or
injuries E.g. phone call bomb
threat, receipt of a suspicious
package.

• follow the directions of emergency services personnel; and
• take children’s attendance to confirm all children are accounted for.
A. Where the threat is received by telephone, the person on the
phone should try to keep the suspect on the line as long as
possible while another individual calls 911 and communicates with
emergency services personnel.
B. Where the threat is received in the form of a suspicious package,
staff must ensure that no one approaches or touches the package
at any time.

Disaster
Requiring
Evacuation

1) The staff member who becomes aware of the disaster must inform
all
other staff of the incident and that the center must be evacuated, as
quickly and safely as possible. If the disaster is a fire, the fire alarm
pulls
station must be used and staff must follow the center’s fire
evacuation
procedures.
2) Staff must immediately:
• remain calm;
• gather all children, the attendance record, children’s emergency
contact information any emergency medication;
• exit the building with the children using the nearest safe exit,
bringing children’s outdoor clothing (if possible) according to
weather conditions;
• escort children to the meeting place; and
• take children’s attendance to confirm all children are accounted for;
• keep children calm; and
• wait for further instructions.
3) If possible, staff should also:
• take a first aid kit; and
• gather all non-emergency medications.
4) Designated staff will:
• help any individuals with medical and/or special needs who need
assistance to go to the meeting place (in accordance with the
procedure in a child’s individualized plan, if the individual is a
child); and
• in doing so, follow the instructions posted on special needs
equipment or assistive devices during the evacuation.
• If individuals cannot be safely assisted to exit the building, the
designated staff will assist them to Click here to enter text. and
ensure their required medication is accessible, if applicable; and
• wait for further instructions.
5) If possible, the site designate must conduct a walk-through of the
child
care centre to verify that everyone has exited the building and secure
any
windows or doors, unless otherwise directed by emergency services

A serious incident that
affects the physical building
and requires everyone to
leave the premises. E.g. fire,
flood, power failure.
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personnel.

Disaster –
External
Environmental
Threat
An incident outside of the
building that may have
adverse effects on persons
in the child care center. E.g.
gas leak, oil spill, chemical
release, forest fire, nuclear
emergency.

Natural
Disaster:
Tornado /
Tornado
Warning
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1) The staff member who becomes aware of the external
environmental
threat must inform all other staff of the threat as quickly and safely as
possible and, according to directions from emergency services
personnel, advise whether to remain on site or evacuate the
premises.
If remaining on site:
1) Staff members who are outdoors with children must ensure
everyone
who is outdoors returns to their program room immediately:
2) Staff must immediately:
• remain calm;
• take children’s attendance to confirm all children are accounted for;
• close all program room windows and all doors that lead outside
(where applicable);
• seal off external air entryways located in the program rooms
(where applicable);
• continue with normal operations of the program; and
• wait for further instructions.
3) The Director/Supervisor or Designate must:
• seal off external air entryways not located in program rooms
(where applicable);
• place a note on all external doors with instructions that no one may
enter or exit the child care center until further notice; and
• turn off all air handling equipment (i.e. heating, ventilation and/or
air conditioning, where applicable).
If emergency services personnel otherwise direct the child care
centre to evacuate, follow the procedures outlined in the “Disaster
Requiring Evacuation” section of this policy.
1) The staff member who becomes aware of the tornado or tornado
warning must inform all other staff as quickly and safely as possible.
2) Staff members who are outdoors with children must ensure
everyone who is outdoors returns to their program room(s)
immediately.
3) Staff must immediately:
• remain calm;
• gather all children;
• go to the basement or take shelter in small interior ground floor
rooms such as washrooms, closets or hallways;
• take children’s attendance to confirm all children are accounted for;
• remain and keep children away from windows, doors and exterior
walls;
• keep children calm;
• conduct ongoing visual checks of the children; and
• wait for further instructions.

Natural Disaster:
Major Earthquake

1) Staff in the program room must immediately:
• remain calm;
• instruct children to find shelter under a sturdy desk or table and
away from unstable structures;
• ensure that everyone is away from windows and outer walls;
• help children who require assistance to find shelter;
• for individuals in wheelchairs, lock the wheels and instruct the
individual to duck as low as possible, and use a strong article (e.g.
shelf, hard book, etc.) to protect their head and neck;
• find safe shelter for themselves;
• visually assess the safety of all children.; and
• wait for the shaking to stop.
2) Staff members who are outdoors with children must immediately
ensure that everyone outdoors stays away from buildings, power
lines,
trees, and other tall structures that may collapse, and wait for the
shaking to stop.
3) Once the shaking stops, staff must:
• gather the children, their emergency cards and emergency
medication; and
• exit the building through the nearest safe exit, where possible, in
case of aftershock or damage to the building.
4) If possible, prior to exiting the building, staff should also:
• take a first aid kit; and
• gather all non-emergency medications.
5) Individuals who have exited the building must gather at the
meeting
place and wait for further instructions.
6) Designated staff will:
• help any individuals with medical and/or special needs who need
assistance to go to the meeting place (in accordance with the
procedure in a child’s individualized plan, if the individual is a
child); and
• in doing so, follow the instructions posted on special needs
equipment or assistive devices during the evacuation.
• If individuals cannot be safely assisted to exit the building, the
designated staff will assist them to Click here to enter text. and
ensure their required medication is accessible, if applicable; and
• wait for further instructions.
7) The site designate must conduct a walkthrough of the child care
center
to ensure all individuals have evacuated, where possible.

Immediate Emergency Response Procedures for Other Emergencies
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Power Outage:
Blackout

1. Check your circuit breaker panel
2. Check to see if the neighborhood has no power
3. Call Orangeville Hydro
4. Unplug all computers, electronic devices to reduce the initial
demand when the power is reconnected
5. Turn off all lights except one, which will alert you when the power
has been restored
6. Once the power is restored, plug in all electronic devices
7. If the temperature drops by 20 degrees in the winter- parents will
be called to pick up their children and this is now a serious
occurrence.

Phase 2: Next Steps during the Emergency
1) Where emergency services personnel are not already aware of the situation, The Executive
Director/Director or Supervisor must notify emergency services personnel (911) of the emergency as
soon as possible.
2) Where the child care center has been evacuated, emergency services must be notified of individuals
remaining inside the building, where applicable.
3) If the licensee is not already on site, the site designate must contact the licensee to inform them of
the emergency situation and the current status, once it is possible and safe to do so.
4) Where any staff, students and/or volunteers are not on site, The Director/Supervisor or Designate
must notify these individuals of the situation, and instruct them to proceed directly to the evacuation
site if it is not safe or practical for them return to the child care center.
5) The Director/Supervisor or Designate must wait for further instructions from emergency services
personnel. Once instructions are received, they must communicate the instructions to staff and ensure
they are followed.
6) Throughout the emergency, staff will:
• Help keep children calm;
• take attendance to ensure that all children are accounted for;
• conduct ongoing visual checks and head counts of children;
• maintain constant supervision of the children; and
• engage children in activities, where possible.
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List of Emergency Contacts
Fire, Ambulance, Police: 911
Site Supervisor:
Olga Gelfon 425-681-1954
Tamara Avakyan 425-223-8083
Svetlana Khachaturyan 425-777-1252
Landlord:
Paul Lin 206-351-8682
Licensee Contact(s): Johnna Lehr 425-240-0900; 425-649-4066; 425-590-3100
First Evacuation Site: “AtWork” 425-274-4000
Second Evacuation: “Silver Cloud” Susan 1-650-464-0048
Repair Ruslan 206-407-7282
Uniplex construction Tim Elaka 509-768-64-03

8a) Procedures to Follow When “All-Clear” Notification is Given
Procedures
guardians

1) The individual who receives the ‘all-clear’ from an authority must
inform all staff that the ‘all-clear’ has been given and that it is safe to
return to the child care center.
2) Designated staff who have assisted individuals with medical and/or
special needs with exiting the building will assist and accompany
these individuals with returning to the child care center.
3) Staff must:
• take attendance to ensure all children are accounted for;
• escort children back to their program room(s), where applicable;
• take attendance upon returning to the program room(s) to ensure
that all children are accounted for; where applicable; and
• re-open closed/sealed blinds, windows and doors.
4) The Director/Supervisor or Designate will determine if operations will
resume and communicate this decision to staff.

Communication
with
parents/guardians

1) As soon as possible, The Director/Supervisor or Designate must
notify parents/guardians of the emergency situation and that the all clear has
been given.
2) Where disasters have occurred that did not require evacuation of the
child care center, The Director/Supervisor or Designate must provide
a notice of the incident to parents/guardians by the end of that day.
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3) If normal operations do not resume the same day that an emergency
situation has taken place, The Director/Supervisor or Designate must provide
parents/guardians with information as to when and how normal operations
will resume as soon as this is determined.

8b) Procedures to Follow When “Unsafe to Return” Notification is Given
1) The individual who receives the ‘unsafe to return’ notification from an
Procedures
authority must inform all staff of this direction and instruct them to
proceed from the meeting place to the evacuation site, or the site
determined by emergency services personnel.
2) Staff must take attendance to confirm that all children are accounted
for, and escort children to the evacuation site.
3) Designated staff who have assisted individuals with medical and/or
special needs with exiting the building will assist and accompany
these individuals to the evacuation site.
4)
The Director/Supervisor or Designate will post a note for
parents/guardians on the child care center entrance with information
on the evacuation site, where it is possible and safe to do so.
5) Upon arrival at the evacuation site, staff must:
• remain calm;
• take attendance to ensure all children are accounted for;
• help keep children calm;
• engage children in activities, where possible;
• conduct ongoing visual checks and head counts of children;
• maintain constant supervision of the children;
• keep attendance as children are picked up by their parents,
guardians or authorized pick-up persons; and
• remain at the evacuation site until all children have been picked
up.

Communication
with parents/
guardians
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1) Upon arrival at the emergency evacuation site, The
Director/Supervisor or Designate will notify parents/guardians of the
emergency situation, evacuation and the location to pick up their
children.
2) Where possible, The Director/Supervisor or Designate will update the
child care center’s voicemail box as soon as possible to inform
parents/guardians that the child care center has been evacuated, and
include the details of the evacuation site location and contact information
in the message.

Phase 3: Recovery (After an Emergency Situation has ended)
Procedures for The Director/Supervisor or Designate will contact our Program Advisor at
the Ministry of Education to inform them of the evacuation.
Resuming
The Executive Director will contact the Insurance Company to inform
Normal
them and set up insurance at another location if needed.
The Executive Director/Director will respond to the media and community
Operations
if needed.

Procedures for
Providing
Support to
Children and
Staff who
Experience
Distress

The Director will contact catering to temporarily relocate, if needed.
TSS Staff will provide support to children in their groups, if they need
extra support and have experienced distress during the experience.
The Director/Supervisor will provide support for Staff who have
experienced distress during the experience. They will provide support in
the group that this staff was in charge of, if the staff cannot assist with
their group anymore.

Procedures for
Debriefing
Staff, Children
and Parents/
Guardians

The Director/Supervisor or Designate must debrief staff, children and
parents/guardians after the emergency.
Once all staff and children are safe at the evacuation site The Director or
designate will debrief everyone on what the next steps will be. For
example: Shelter in place, wait for further instructions from emergency
services etc.
When further instructions have been given by emergency services (i.e.
safe to return) The Director or designate will inform staff.

Emergency Management Policy and Procedures
Date Policy and Procedures Established August 2020
Date Policy and Procedures Updated: ________________

Policy
This policy establishes responsibilities and roles for our Staff during an Emergency situation. It will also
establish Staff’s personal preparedness plans in the event of an Emergency.

Executive Director/Director
• Create and maintain an emergency program and plan for Child Care Facility
• Conduct monthly evacuation drills and an exercise of the emergency evacuation plan
once a year.
• Maintain records and documentation of emergency training, exercises and
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maintenance of supplies and equipment for 3 years.
• Lead the response to incidents and designate alternates in absence
• Establish agreements with re-location facilities and essential vendors/suppliers
• Ensure the supervision of children until they are released to parents or designated alternates All Staff
• Develop and maintain personal emergency plan and preparedness
• Participate, review and assist in the development of the Child Care Facility emergency plans and procedures
• Attend and participate in emergency training and exercises
• Ensure the supervision of children until they are released to parents or designated
Alternates

Staff:
• Develop and maintain personal emergency plan and preparedness
• Participate, review and assist in the development of the Child Care Facility emergency plans and procedures
• Attend and participate in emergency training and exercises
• Ensure the supervision of children until they are released to parents or designated
alternates

Designated Waiting Area: is outside of the preschool playground –
On parking lot

First Evacuation Location: “AtWork” – Next Door
Second Evacuation Location: “Silver Cloud” – Next Door

Procedures
Roles and Responsibilities of Staff During an
Emergency
Providing Additional Support for any Child
or Adult who Needs it in Case of an
Emergency (including the consideration of
special medical needs)
Ensuring Children’s Safety and Maintaining
Appropriate Levels of Supervision During an
Emergency
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The Director/Supervisor will determine
Any additional staff in the building will assist
Classrooms with any support during an Emergency.
Sarah will assist in the Toddler Room Rachel will assist
in the Infant Room
Each staff will maintain appropriate levels of
supervision within their own classroom. The Director or
designate will provide supervision of the entire school
during an emergency

Communication with Parents

Contacting Appropriate Emergency
Response Agencies
Addressing Recovery from an Emergency
Debriefing Staff, Children and Parents After
an Emergency

Resuming Normal Operations of the Child
Care Centre
Supporting Children and Staff Who May
Have Experienced Distress During an
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The Tamara Avakyan or Svetlana Khachaturyan will
send out a message on hi mama to communicate
where we have located to.
The Director or Designate
The Executive Director and Director or Supervisor of
the centers.
The Director/Supervisor will debrief staff and parents
on what the plan is once they have reached the
evacuation point. The Head Teacher in each classroom
will then debrief children.
The Executive Director and Director/Supervisor of each
center.
Emergency Staff will support the children in their
classroom who may have experienced distress during
an emergency

Child Care Registration

PHOTO

All of the following information is required

Child`s name Last

First

Middle

Date Child Entered

Name Used

Birth date

Street Address

City

Child’s Parent/Guardian Name

10 Digit Telephone Number

Date Child Left Care

State

Zip Code

10 Digit Telephone Number (work)

Street Address

City

State

Zip Code

Work Address (or where you can be reached while child is in care)

City

State

Zip Code

Child’s Parent/Guardian Name

10 Digit Telephone Number

10 Digit Telephone Number (work)

Street Address

City

State

Zip Code

Work Address (or where you can be reached while child is in care)

City

State

Zip Code

OTHER PEOPLE TO NOTIFY IN CARE OF EMERGENCY
Name

Address

10 Digit Telephone Number
Work:
Home:

Relationship:

Work:
Home:

Relationship:

Work:
Home:

Relationship:

OTHER THAN YOU, WHO HAS PERMISSION TO PICK UP YOUR CHILD?
Work:
Home:

Relationship:

Work:
Home:

Relationship:

Work:
Relationship:

Home:

WHO DOES NOT HAVE PERMISSION TO PICK UP YOUR CHILD?
Name

31

Reason

Tuition Agreement

Child`s name:______________________________________________________________________

Monthly tuition:
Attendance

Time

2 days a week

3 days a week

4 days a week

5 days a week

8:00am-6:00pm

---

$1,800

$2,000

2,200

12:00pm-6pm

---

$1,600

$1,700

1,800

Educational
program Half day

8:00am-1:00pm

---

$1,700

$1,800

1,900

Kindergarten

9:00am-3:30pm

---

---

---

$1,750

Kindergarten
afterschool

3:30pm-6:00pm

$200

$350

$400

$450

Winter break

9:00am-6:00pm

---

$360

---

---

Midwinter break,
spring break

9:00am-6:00pm
9:00am-3:00pm

---

---

---

$450
$375

Full day
Afternoon
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Our academic year follows the Bellevue School District schedule.
A deposit of one month’s tuition is payable at the time of registration and will be applied to last month’s
tuition. A $250 registration fee is also payable at the time of registration and is non-refundable. For families
with more than one child enrolled, a 50% reduction in registration fees applies for the second child. Tuition
is not pro-rated for absences due to sickness or travel. You are allowed to take a one week reduction of
tuition for one month per year if your child is absent or you are having a vacation. All other absences will
require a full tuition payment to hold your child’s space in the class. Tuition is due on the first of each month;
when tuition is paid after the 5th, there is a late fee of $10 per day. There is also a $20 fee for any returned
checks.
One month’s written notice in required before withdrawing your child or the deposit will be forfeited. During
the first two weeks at school, if the Director and teachers observe that a child is exhibiting behaviors
inconsistent with developmentally appropriate behavior, (e.g. being disruptive, destructive or has other
issues), an evaluation by a psychologist will be recommended. Should parents choose not to seek an
evaluation, they will be requested to dis-enroll their child at that time. In this case, the tuition deposit will be
returned but not the first month’s tuition or registration fee.

Check day(s) of care
Sunday

Monday

Tuesday

Wednesday

Thursday

Friday

Saturday

Arrival time
Departure time

Fee: $______________ per month.

Date payment due: 1th day of each month

Registration fee: $ 250.00 per child.
Source of payment:

Overtime rate: $30.00 6 PM-6:30PM

____Parent ___Other (specify):

Late fee:

$10 per day after 5th day of the month

I agree to promptly notify the child care provider of any changes of the above information. I understand that I
am full responsible for the terms of this agreement as stipulated. I have read, understand and agree to comply
with the policy and procedures, information for parents given to me by Sarodgini Children`s Academy.
Parent or Guardian Signature _____________________________ Date_________________________________
Parent or Guardian Signature _____________________________ Date_________________________________
I agree to provide child care services according to the above plan. I agree to promptly notify the parent(s)
or guardian(s) of any changes to above information.
Provider Signature ______________________________________ Date_________________________________
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*No need to be signed by healthcare provider
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Statement of Exemption to Immunization Law
NOTICE: Your Child can be exempted (excused) from immunization for medical, personal or religious reasons. However, if there is an ou tbreak of a vaccine-preventable
disease that your child has not been immunized against, she or he can be excluded from school, preschool or child care until the outbreak is over.

Medical Exemption
I certify that the child named on this form is medically exempted from the requirement for the following
vaccine(s):

___________________________________________Until_____________________________
Vaccine(s)

Date

___________________________________________________________________________
Type or Print Name of Licensed Health Care Provider (MD, DO, ND, PA, ARNP)

___________________________________________________________________________
Licensed Health Care Provider Signature

Personal Exemption

Date

Religious Exemption

I am opposed to immunization. I understand that my child can be excluded from attendance during an outbreak.
I do not want my child to receive the following vaccine(s):

___________________________________________________________________________
Vaccine(s)

___________________________________________________________________________
Signature of Parent or Guardian

Date

Documentation of Immunity
I certify that the child named on this form has laboratory
measles/mumps/rubella/varicella (please circle. Attach TITER results).

evidence
.

of

immunity

to

___________________________________________________________________________
TYRE or PRINT Name of Licensed Health Care Provider (MD, DO, ND, PA, ARNP)

___________________________________________________________________________
Licensed Health Care Provider`s Signature or Stamp

For More Information
http:/www.doh.wa.gov/cfh/Immunize/documents/childschedule05.pdf
http:/www.doh.wa.gov/cfh/Immunize/schools.htm
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Date

CHILD’S HEALTH INFORMATION
Date of Child’s Last Physical
Examination:

Child’s Health Care Provider’s Name

Street Address

10 Digit Telephone Number (work)

City

State

Special Health Problems

Allergies, Including Drug Reactions

Regular Medications

Other Pertinent Date

Child’s Dentist’s Name

Zip Code

10 Digit Telephone Number (work)

Street Address

City

State

Zip Code

CHILD’S MEDICAL INSURANCE COVERAGE
Insurance Company Name

Member/Policy Number

Policy Holder Name

Employer Name

Insurance Company Name

Member/Policy Number

Policy Holder Name

Employer Name

CONSENT TO MEDICAL CARE AND TREATMENT OF MINOR CHILDREN
I hereby give permission that my child, ______________________________________________________________
may be given emergency treatment by a qualified child care provider at Sarodgini Children`s Academy
When I cannot be contacted, I authorize and consent to medical, surgical and hospital care, treatment and procedures
to be performed for my child by a licensed physician, health care provider, hospital or aid car attendant when deemed
necessary or advisable by the physician or aid care attendant to safeguard my child’s health. I waive my right of
informed consent to such treatment.
I also give my permission for my child to be transported by ambulance or an emergency center for treatment.
I authorize Children’s Academy Sarodgini to administer the medication as specified above.
I agree to make Children’s Academy Sarodgini aware of any changes in my child’s medical/health condition, and of
any new developments in my child’s life that may affect his/her educational experience at the school.
I certify (or declare) under penalty of perjury under the laws of the State of Washington that the forgoing is true and
correct.
Parent/ Guardian Signature
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Date

Parent/ Guardian Signature

Date

PERMISSION AUTHORIZATION
___________________________________________________________________________
CHILD’S NAME

FIRST

MIDDLE

LAST

PROVIDER`S NAME

The provider or assistant has my permission to transport my child in a motor vehicle to go:
YES

NO

1. On field trips …………………………………………………………………………………
2. To and from school…………………………………………………………………………….
3. To obtain medical care ……………………………………………………………………..
4. On occasional errands……………………………………………………………………….
5. Other (specify below)…………………………………………………………………………
This permission is granted on condition that the provider complies with the provision of WAC 170-296-1250.

YES

NO

1. Take my child on walks .…………………………………………………………………..
2. Take my child swimming…………………………………………………………………..
3. Take photographs of my child .………………………………………………………….
4. Give me telephone number or to other parents .………………………………
5. Other (specify below) ……………………………………….………………………………
__________________________________________
Parent or Guardian Signature
Date

________________________________________
Parent or Guardian Signature
Date

__________________________________________________________________________________
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Parental/ Guardian Permission Form for the use of photographs
This form is to be signed by the Parent/Legal Guardian of a child or young person under the age of 18.
Sarodgini commitment to ensure the safety of young children, we will not take photographs without the
consent of the parents/guardians.
Images will be available to view on the Sarodgini website, private Sarodgini Facebook page, and in
Sarodgini`s brochures . We will also take cautionary steps to minimize identifying information. All parents
of the children attending the school will be eligible to purchase any photograph of their child present on
the website if a professional photographer was hired to do photo session. The teachers will have access
to the pictures as well.
If at any time the parent/guardian or the child wishes the images to be deleted/removed from our website
and files, notice must be given to us and action will be taken immediately. Please write to us informing us
of your wishes and feel free to contact us if you have any other concerns or questions.
Parental/ Guardian Permission Form for the use of photographs
To be completed by Parent/Guardian

_____________________________________________________________
Parent’s or Guardian’s Full Name (please print) hereby grants permission to the photographer to
photograph my child and/or supervise any others who may take photographs for viewing and purchasing.

_____________________________________________________________
Name of child (please print) (relationship to child)
I release all claims against the school with respect to copyright
ownership including any claim for compensation.
I also confirm that I have legal parental responsibility for this child and I am entitled to give this consent.
I furthermore confirm there are no restrictions related to taking photographs.

_____________________________________________________________
Signature
Date
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Sarodgini Illness Policy
When is a child too sick to go to daycare?
Children in daycare are more likely to get sick because they are around more children more often. And most parents will agree that sick kids
should stay home until they are no longer contagious. Sound simple? It`s not.
For one thing, many illnesses are most contagious in the day or two before a child shows obvious symptoms. So, by the time you know your
child is sick, he may have already spread the disease to his companions. Plus, it's not always easy to tell whether a condition is contagious. A
rash, for example, could be an allergic reaction to something — or a sign of illness.
Our daycare has a written list of rules, designed to help parents and caregivers make a decision about whether a child can stay at or return to
daycare.

Keep your child home if he has any of the following:
•Fever of 37C or higher, irritability, lethargy, persistent crying, or difficulty breathing. All can be signs of
illness.
•An upper respiratory illness such as bronchiolitis or influenza. The common cold is a reason enough to stay
home. Running nose might be a sign of the common allergy and be acceptable to attend a childcare,
however, if running nose contains the green, yellow or cloudy mucus, it is a sign of the active bacteria. In
this case, please, visit the doctor and stay home until all symptoms stops.
•Diarrhea. Diarrhea that can't be contained by diapers or by using the toilet regularly is a signal to keep
your child home (2 or more bowel movements within an hour is considered as diarrhea).
•Bloody stools or stools containing mucus. These could be the sign of a viral or bacterial infection. (Give
your doctor a call!)
•Vomiting.
•A rash. This is reason to keep your child home unless you know for sure that it's not linked to an infection
(for example, if you know it's a reaction to eating strawberries). If your child's rash is not linked to a fever or
other symptoms, he may be able to go if your daycare's rules allow it.
•Chicken pox. Your child is no longer contagious once all the sores have dried and crusted over.
•Bacterial conjunctivitis (pinkeye) and yellow discharge from the eye. It's no longer contagious after 24
hours of antibiotics, but most daycare places won't let children in with an eye discharge. Kids with red,
watery eyes from allergies are not contagious, however, and should be allowed in daycare, as the condition
can continue for quite a while.
•Strep throat. Please, stay home for at least 48 hours of antibiotics.
•Mouth sores that cause excessive drooling. Wait until your doctor says they're not infectious before
returning your child to daycare.
•Head lice. Your child can return to daycare after he's been thoroughly treated, but not earlier than 48
hours of treatment.
In addition, to keeping your child home when he's ill, good hygiene will go a long way toward preventing
the spread of infection. Frequent, thorough hand washing is important for your child — and the daycare's
staff and the other children. This is especially important after changing diapers, blowing noses, and cleaning
up any bodily fluids (urine, stool, phlegm), and before preparing food.
Please note, that your child is not allowed to attend the childcare within minimum 24 hours after last
symptoms of illness and without proper medication.
I/We have read and understood this policy and procedures.
Child’s name ______________________________________________________
Parent signature__________________________ Date _____________________
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Behavior Management/Discipline Guidelines
The basic intent of our teachers is to guide each child
1. Towards learning the skills and manners needed to function in a social setting
2. To show appropriate behaviors that allow for successful learning experiences for all children in a
classroom
Children have normal needs such as exploring, experimenting, socializing, building and creating, working
independently and with others, moving, seeking excitement and novelty etc. Recognizing and allowing for
these needs helps to prevent many discipline problems.
Our approach is developmentally appropriate and helps children
1. Understand acceptable behavior and self-control
2. Learn to respect the rights and property of others, since the classroom is a space which we share with
other children and teachers
3. Learn clear expectations of behavior through consistent routines and reminders
4. Develop the awareness to guide and reflect on their own actions
Our teachers
1. Work on being good role models
2. Focus on the positive aspects of a child’s behavior, so that he/she remembers that he/she is a worthy
being so as to help him/her develop self-respect and a healthy self-concept,
3. Provide children with meaningful activities which keeps them engaged purposefully
4. Maintain a calm and orderly environment, which helps to keep children stay focused and aware of the
cause/effect of their behavior
5. Alternate physical activities with quieter activities which helps children channel normal needs into a
healthy rhythm of work and play
6. Use positive approaches such as redirection, praise, positive conflict resolution and creative problem
solving
7. Use logical and natural consequences in guiding children’s behavior
8. Encourage the use verbal expressions of feelings such as disappointment, sadness, anger, joy, love,
excitement etc, instead of hitting, crying, throwing tantrums, shouting, breaking/throwing things etc.
Parents can support their child’s socialization skills by
1. Expressing emotions appropriately
2. Using vocabulary at home that is helpful and not offensive
3. Monitoring whom and what a child is exposed to at home such as television, movies, video games,
playmates, neighborhood, parks etc
4. Providing adequate rest and proper nutrition
5. Remembering that they are very important role models
We do expect parents to have an appropriate behavior management plan at home.
Child’s name ______________________________________________________
Parent signature__________________________ Date _____________________
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Examples of inappropriate behaviors shown by children include
1. Not complying with teacher’s verbal requests
2. Using offensive language
3. Touching other people inappropriately,
4. Touching/taking other’s property
5. Needing constant direction and being unable to make appropriate choices independently
6. Hitting, biting, kicking, being a danger to oneself and/or others, etc.
7. More serious behaviors such as disruptiveness, physical aggression and/or biting, or property destruction which may
need time away from the group to cool off (thinking time/time out) combined with discussion of appropriate responses
to future situations. Parent(s) will be informed of the incident at the end of the day.
Sarodgini Academy has a “rule of 3 bites”. The meaning of this rule is including 3-step working if the child bites.
First step: The child is biting the first time. We notify parents and talk about strategy of future behavior plan. We offer
parents to have a consultation with a specialist from Kindering. On side our teacher switch group themes to learn how to
chare and protect personal space with positive behavior. We read stories about animals or people with explanation of
emotional feelings of others.
Second step: The child bites 2nd time. We inform parents and reminding them about “3 bites rule”. We offer parents
again to have a consultation with Kindering. We keep working with child on side with positive techniques to make sure he
knows and understands positive ways to interact with other children and adults.
Third step: The child bites 3rd time. We inform parents. We withdraw the child from the program. Parents can choose one
of two options:
1. Take a break from childcare for minimum a month with a payment of $500 a month. If when child back the child will
bite one time, choose the option 3.
2. Take a break from childcare for 9+ month without payment and save the spot.
3. Take back the deposit from childcare and loose the spot.
If a child is so out of control and at risk of injuring him/herself or another child, then he/she will be handled gently.
Parent(s) will be called and be requested to pick up the child within the hour. If the situation repeated 3 or more times,
child must be removed
Corporal punishment is not used, and no child will be humiliated, shamed, frightened, or subject to verbal or physical
abuse by the teachers.
In most cases, a child will experience an adjustment period during the first weeks of school, and all children undergo a
one-month period of observation to enable the teachers to get an understanding of their basic temperaments and coping
styles.
If a child displays behaviors on a regular basis which jeopardize his/her own safety or that of others, or which may require
an amount of one-on-one teacher attention,
we will ask the parent(s) to seek an evaluation by a pediatric. A qualified aide such as a certified behavioral therapist (at
parents’ expense) may also be requested to accompany the child at school, provided this arrangement is not disruptive to
the routines in the classroom.
Unfortunately, there maybe situations where certain behaviors do not improve, or may need resources outside the scope
of what the school can offer, or in cases where the parent(s) may not be willing to cooperate with the teachers.
This would continue to impact the quality of the educational experiences that we are trying to provide for the children. In
that case, we regret to say, the family will need to withdraw the child from the school.
We always happy to work in a team with parent to resolve all problems.
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Toddlers and Biting: Finding the Right Response
September, 11 2020
Sarodgini Academy has rules on biting. If a child bites and it is the first time, Sarodgini
will give parents the official report that explains the circumstances and information on
what they need to do in order to prevent further biting.. If a child bites a second time
the parents will be notified and given an official report. If a child bites a third time, they
will be asked to leave Sarodgini immediately and their deposit will be refunded,
however, they may return to school after one year.
The first step is to admit that the problem exists and make a plan of how we will work
on it. See below.

Trying your best to understand the underlying cause of the
biting will help you develop an effective response. Children
bite in order to cope with a challenge or fulfill a need.

Biting is a very common behavior among toddlers, which means there are a lot of
concerned parents out there. You are not alone. The good news is that there is a lot that
parents and caregivers can do to reduce and, ultimately, eliminate biting.
To set the stage for effectively addressing this challenge, avoid calling or thinking of
your child as a “biter” and ask others not to use this term. Labeling children can actually
lead to them taking on the identity assigned to them, which can intensify biting
behavior rather than eliminate it.
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Shaming and harsh punishment do not reduce biting.
Children bite in order to cope with a challenge or fulfill a need. For example, your child
may be biting to express a strong feeling (like frustration), communicate a need for
personal space (maybe another child is standing too close) or to satisfy a need for oral
stimulation. Trying your best to understand the underlying cause of the biting will help
you develop an effective response. This makes it more likely that you will be successful
in eliminating the behavior.

Why do toddlers bite?

•

•
•
•
•
•
•

There are many reasons why toddlers might bite. Some are listed below. If you think one
of these reasons might by why your child is biting, read specific strategies on how to
respond later in the article. Toddlers might bite if they:
Lack language skills necessary for expressing important needs or strong feelings like
anger, frustration, joy, etc. Biting is a substitute for the messages he can’t yet express in
words like: I am so mad at you, You are standing too close to me, I am really excited, or I
want to play with you.
Are overwhelmed by the sounds, light or activity level in this setting
Are experimenting to see what will happen
Need more active playtime
Are over-tired
Are teething
Have a need for oral stimulation?

What Can I Do to Prevent Biting?
Questions to Consider
As you watch your child at play, you can begin to anticipate when a bite might occur.
The following questions can guide you in identifying the kinds of situations that often
lead to biting:
1. What happened right before the bite?
2. Who was your child playing with?
3. Who was bit? Is it always the same child, or different children each time?
4. What was your child doing?
5. Where was your child?
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6. Who was caring for your child?

Strategies to Prevent Biting
If you see signs that your child might be on the verge of biting, try these strategies:
1. Do not give the child attention if he bites.
When a child bites, please, make sure that you do not give your attention to that
child, instead, give your attention to the child who was bitten.

When parents shift their focus and energy to the child who was bitten, they clearly communicate that biting
does not result in more attention. (Credit: Szefei / Shutterstock.com)

2. Suggest how your child might handle the situation that is triggering the
need to bite. For example: Marcus, you can tell Ana: “Stop! You are a little too
close to me. I don’t like it when you touch my hair.” If you think your child might
be biting due to a need for oral stimulation, offer your child something he can
safely bite and chew—a cracker, some carrot sticks, or a teether.
3. Suggest ways to share. Take out a kitchen timer to give children a visual
reminder of how long they can each play with a particular toy. In a group setting,
such as school, we will make sure that the classroom has more than one of the
most popular toys. Sharing is one of the most common triggers for biting.
Suggest how your child might handle this kind of situation. For example: One
child may want a toy that another child has and say, “Give me this car toy, please.:
If the child does not give the other child the car. The child who wants the car can
say, I will count to 10” and then it will be my turn. The children do this while
keeping their hands to themselves.
4. Practice sharing rules at home. When at home, practice sharing procedures on
a regular base. For example, if the child is taking something out of your hands, do
not let him or her have it and instead wait, until she would say: “Give me this,
please” while keeping her hands to herself, and only then give the child what she
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wants. Do the same in the opposite way- if you want to take something from the
child, you could play a game, “Give me, please,” in a circle with family members
on the floor or at the dinner table. During the game you ask without using
touching to give you something. Essentially you are practicing the desired skill.

•
•
•
•

4. Reading books about biting can also help. As you read, ask your child how the
different characters might be feeling. If you have an older toddler, you can ask him to
“read” the book to you, by telling you what is happening based on the pictures. Some
titles recommended include:
Teeth Are Not for Biting by Elizabeth Verdickoffsite link
No Biting by Karen Katzoffsite link
No Biting, Louise by Margie Palatinioffsite link
Сказкотерапия – series of books, you can find it online , I highly recommend this!

What Do I Do When My Toddler Bites?
First, keep your own feelings in check. When a toddler bites, you might feel
frustrated, infuriated, annoyed, embarrassed, and/or worried. All of these feelings are
normal, but responding when you are in an intense emotional state is usually not a
good idea. Try to calm yourself before you respond—count to 10, take a deep breath, or
do whatever works for you.

Identifying the kinds of situations that often lead to biting will help you find the best way to prevent biting.
(Credit: Issarapong Srirungpanich / Shutterstock.com

In a firm, matter-of-fact voice (but not angry or yelling), say: No biting. Biting
hurts. Comment on how the other child is feeling: Look, Madison is crying. She is crying
because you bit her. Biting hurts. Keep it short, simple and clear.
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Next, shift your attention to the child who was bitten. Often when a child bites,
adults pay a lot of attention to him or her. This is usually negative attention, but it is still
very reinforcing and can actually cause the biting behavior to continue, rather than stop.
When parents shift their focus and energy to the child who was bitten, they clearly
communicate that biting does not result in more attention. Showing concern and
sympathy for the child who was bitten also teaches empathy.

Remember, learning a new behavior takes time.
If your child is verbal and able to talk about his experiences, go back when
emotions are not running high and talk with him about the different strategies he
can use next time, instead of biting: If Tyler grabs your cuddly and won’t let it go, you
can say: “Tyler, that is my cuddly. Give it to me.” If he won’t give it back, you can come get
me and I will help you. Or: When you want to play, you can say: “Will you play with me?”
Then your friend knows you are ready to play.
Help the children move on after the biting has occurred. Ask: What would you like to
play now? It might help to offer activities, like play-dough, drawing, or playing in sand or
water, that allow them to release energy in constructive ways and can help them relax.
The toddler who bit and the child who was hurt should not be made to play with one
another, unless they want to.
Remember, learning a new behavior takes time. Your toddler may bite again, so
continue watching playtime closely. It also helps to use the same words (No biting.
Biting hurts.) as consistently as possible to emphasize the message.

Strategies to Respond Based on Your Child's Development
1. Support Communication and Language Skills
If you think biting is a substitute for not having the language skills to express himself
you can:
•
•

Put into words what you guess your child might be thinking: Tanya, do you want to
have a turn on the tricycle? You can ask Henry, “Can I have a turn now?”
Help your child express his feelings in appropriate ways. If your child is really angry,
you can say: Max, you are so mad! You are really, really angry. Then suggest a way to
deal with these feelings: Making angry lion faces and growling, ripping up newspapers,
punching the couch cushions, banging a drum, jumping up and down—whatever is
acceptable to you.
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•
•
•

Reinforce your child when he uses words to share his feelings: You asked me for a
turn blowing bubbles instead of grabbing them. Great job. Here you go.
Give your child age-appropriate choices, for example, about what to wear or who to
play with. Having choices gives children a sense of control and can reduce biting.
Consider a speech-language assessment if you think your child’s verbal skills might be
delayed.

2. Help Your Child Cope With Feeling Overwhelmed
If your child is easily overwhelmed by lights, sound, and activity, you can:
•
•
•
•
•

•

Keep television and radio off or on low volumes.
Avoid big crowds and high-activity settings like the mall or the playground on a
sunny Saturday morning.
Schedule activities with a lot of sensory input (like clothes-shopping or trips to
dentist or doctor) for your child’s “best” times of day, when he is fed and well-rested.
Talk with your child’s other caregivers about his difficulty managing a lot of sensory
input. Brainstorm ways to reduce the stimulation in his other caregiving settings.
Give your child a firm “bear” hug when you sense she is feeling stressed and out of
control and perhaps about to bite. This can help children feel “held together” which can
be very soothing.
Create a “cozy corner” in your house with pillows, books and other quiet toys like
stuffed animals, or use a play tent as a safe place to take a break. Explain that this is a
place your child can go if he wants to be alone or feels out of control and needs to cool
down. Ensure that your child’s other caregiving settings have a “cozy corner” as well.

3. Explain the Effects of Their Actions
If your child is experimenting to see what will happen when he bites, you can:
•
•

Provide immediate, firm, unemotional (as best you can) feedback (No biting. Biting
hurts.). Shift attention away from your child to the child who was bit.
Help your child understand about cause-and-effect: You bit Macy and now she is
crying. When you bite, it hurts your friends. Biting is never okay.

4. Provide Opportunities for Active Play
If your child needs more active play, you can:
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•
•

•

Set aside time each day to be active. Take a walk after breakfast. Turn music on while
you are cooking dinner and have your child dance with you.
Talk with your child’s other caregivers to ensure that active play is a part of everyday.
Toddlers who bite should not be punished by losing “recess” time. This may make the
problem worse.
Build activity into your child’s everyday routines—for example, doing 10 jumping
jacks before lunch or stretching before bed.

5. Address Sleep Challenges
If your child is over-tired, you can:
•
•
•
•
•

Try incrementally moving her bedtime 30 to 60 minutes earlier over a few weeks.
Set up a schedule of naps or, if she won’t nap, “quiet times” when she is in her crib or
bed with a book and soft music playing.
Avoid play-dates or other potentially stressful activities on days when she is very tired.
Tell your child’s other caregivers when she has not slept well or is tired so they can
shadow her, in order to reduce the possibility of a biting incident.
If your child is restless at night, you could try using a weighted blanket

6. Support Healthy Teething
If your child is teething, you can:
•
•

Offer him a teether or cold washcloth to bite.
Talk to your child’s caregivers to make sure they understand he is teething and to
identify appropriate teethers in the classroom.

7. Provide Oral Stimulation
If your child has a need for oral stimulation:
•

Offer her crunchy (healthy) snacks at regular intervals across the day. Research has
found that this intervention can actually reduce biting incidents.

When to Seek Help
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The first time your child bites, (if they bite)nit is a good idea to request an assessment
from a child development specialist
This professional can help you identify the reason for the biting and develop a strategy
for addressing the behavior. Remember, there is no quick fix. Over time, and with
assistance, your child will stop biting and learn to use more appropriate ways to express
her needs.
Sarodgini Academy has worked with Heidi Stauber, Early Care and Education Consultant,
for almost 10 years. This work is free to children under three years old and no
permanent file is established for this child. Her contact is:
Heidi Stauber, M.Ed. | Kindering | Early Care and Education Consultant | 425-289-4947 |
heidi.stauber@kindering.org
Kindering Bellevue | 16120 NE 8th Street, Bellevue, WA 98008 | 425-747-4004 Main Line
| 425-747-1069 Main Fax

What absolutely WILL NOT work to stop biting?
Shaming or harsh punishment do not reduce biting, but they do increase your child’s
fear and worry—which can actually increase biting incidents. Aggressive responses like
these, also do not teach your child the social skills he or she needs to cope with the
situations that trigger biting.
Biting your child back, which some might suggest, is not a useful response. There is
no research to show this behavior reduces biting. However, it does teach your child that
it’s okay to bite people when you are upset! Keep in mind that human bites can be
dangerous, and biting constitutes child abuse. This is not an appropriate response to
toddler biting.

I have read and understand that after my child bites for the third time, he will be asked to leave
Sarodgini. I will be able to get my deposit returned to me.

Signature
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Behavior Management and Discipline Techniques
The Teachers at Sarodgini use guidance techniques which will help the students understand the behavior expected
of them, will set well-defined limits, and will enable them to follow the rules without undue conflict.
.
The expectations of behaviors are stated to the child in a positive manner. “We use a soft voice in our
school.” “We walk in our school.” “We take care of our school and the materials in it.” “We are always kind.”
.
We repeat and restate boundaries to individual children when necessary, often giving them extra practice
as a reminder. “To help you remember to walk, please go back and practice walking across the room.”
.
Choices are given when possible that address the problem, but also offer the child a way to exit gracefully
from the problem. “Would you like to handle the puzzles carefully or put it back on the shelf?” “Would you like to
choose rug work or listen quietly to Jane at show-n-tell?”
.
We give children a 5-minute warning before it is time to clean up for other activities
.
We avoid nagging, and we do expect compliance. We tell the child what to do just once, then follow up by
asking the child if he/she remembers what was asked.
.
We acknowledge each child’s positive behavior.
.
We make “Do..” statements, rather than “Don’t..” when problem solving or reminding: “Do use your
words to say that you’re angry.” Rather than, “Don’t hit!” “Walking feet!” not “Don’t run!” “Indoor voices!” not
“Don’t shout!”
.
We use “I message” when appropriate. “I feel sad when you step on our materials because if you break
them no one can use them.” “It hurts my feelings when you ignore me when I ask you to clean up.”
.
We get the child’s attention by crouching down to his/her level, making eye contact, speaking quietly and
asking the child to repeat the direction.
.
If the problem continues, we restrict his/her freedom of choice. The child may be asked to stay beside a
teacher or we may say something like: “You have lost your choice of working with that material.” OR “Sit by me so
you can see how the other children are playing gently with blocks.”
.

Right to Suspend or Dismiss
Sarodgini reserves the right to suspend or dismiss children for unmanageable behavior or
special needs for which the center does not have the staff, expertise, or equipment to manage;
if financial obligations are not met; if the parent fails to comply with center policies; if the
parent displays inappropriate behavior on school premises. I will make attempt to work with
parents to discuss a plan for resolving any problem if they are present.

Child’s name _______________________________________________________
Parent signature__________________________ Date _____________________
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The Emergency Preparedness Plan

Sarodgini Children`s Academy

1919 152nd Pl.NE
Bellevue, WA 98007
(425)564-0375

Owner: Olga Gelfon (425)681-1954

Date Policy and Procedures Established: August 20th 2020
Date Policy and Procedures Updated:

Purpose
The purpose of this policy is to provide clear direction for staff and licensees to follow to deal
with emergency situations. The procedures set out steps for staff to follow to support the safety
and well-being of everyone involved.
Clear policies and procedures will support all individuals to manage responses and
responsibilities during an emergency, resulting in the safest outcomes possible.
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Definitions
All-Clear: A notification from an authority that a threat and/or disaster no longer pose a danger
and it is deemed safe to return to the child care premises and/or resume normal operations.
Authority: A person or entity responsible for providing direction during an emergency situation
(e.g. emergency services personnel, the licensee).
Emergency: An urgent or pressing situation where immediate action is required to ensure the
safety of children and adults in attendance. These include situations that may not affect the
whole child care center (e.g. child-specific incidents) and where 911 is called.
Emergency Services Personnel: persons responsible for ensuring public safety and mitigating
activities in an emergency (e.g. law enforcement, fire departments, emergency medical
services, rescue services).
Evacuation Site: the designated off-site location where shelter is obtained during an
emergency. The evacuation site is used when it is deemed unsafe to be at or return to the
child care center.
Licensee: The individual or agency licensed by the Ministry of Education responsible for the
operation and management of each child care center it operates (i.e. the operator).
Meeting Place: the designated safe place near the child care center where everyone is to
initially gather before proceeding to the evacuation site, or returning to the child care center if
evacuation is not necessary.
Staff: Individual employed by the licensee (e.g. program staff, supervisor).
Unsafe to Return: A notification from an authority that a threat and/or disaster continue to pose
a danger and it is unsafe to return to the child care premises.

In an emergency, the plan will be activated
by Svetlana Khachaturyan
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Policy
Staff will follow the emergency response procedures outlined in this document by following
these three phases:
1. Immediate Emergency Response;
2. Next Steps during an Emergency; and
3. Recovery.
Staff will ensure that children are kept safe, are accounted for and are supervised at all times
during an emergency situation.
For situations that require evacuation of the child care center, the meeting place to gather
immediately will be located at: outside of the building , designated area along playground fence .
If it is deemed ‘unsafe to return’ to the child care center, the evacuation site to proceed to is
located at: At Work (next door)
If At Work is unsafe to relocate to, we will evacuate to
Note: all directions given by emergency services personnel will be followed under all
circumstances, including directions to evacuate to locations different than those listed
above.

For any emergency situations involving a child with an individualized plan in place, the
procedures in the child’s individualized plan will be followed.
If any emergency situations happen that are not described in this document, The Director, or
Svetlana Khachaturyan in charge will provide direction to staff for the immediate response and next
steps. Staff will follow the direction given.
If any emergency situations result in a serious occurrence, the serious occurrence policy and
procedures will also be followed.
All emergency situations will be documented in detail by the Director or Supervisor in the daily
written record.

The following safety checklists are intended to mitigate possible emergency situations
•
•

Monthly fire drills
Monthly fire system lighting checked
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•
•
•
•
•

Monthly fire extinguishers checked
Annual Fire System inspection
Emergency Evacuation Drill completed with all staff and children as needed
Daily Water flushing
Annual Water testing

Evacuation Kit includes the following
•
•

Stored in a backpack in each classroom
Stored in the hallway in the lobby at the wall

* Emergency supplies
AM/FM radio and batteries
Copy of the Current License
Flashlight and batteries
Light sticks
Blankets
Dust masks
Safety gloves
Crowbar
Hard Hat
Medication
Children Medication
Diapers and wipes
The Sarodgini Academy Keys
Signage
Copy of the Emergency Plan
Office USB key

Duct tape
Plastic sheeting and tarps
Copy of the Insurance Policy
Adjustable wrench
Shovel
Lantern
Garbage bags
First aid kit
Food and water
Paper cups and plates
Toilet paper
Paper towels
Children’s books/paper/markers
Parent/Staff Call lists
Children’s emergency cards
Cell phone chargers

First Aid Kits

Non adherent dressing

Thermometer
Scissors
Tweezers
Safety pins
Disposable gloves
First aid book
Tylenol for Adults
Band aids

Gauze roll
Triangular bandage
Non allergic tape
Splint materials
Antibiotic Ointment
Insect repellent
Children’s Tylenol
Sterile Gauze
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Staff Kits
Staff should keep their own personal emergency supplies in a backpack or in their
vehicles. Consider including supplies for an overnight stay.
•
•
•
•
•
•
•
•
•
•
•

Sturdy shoes
Extra clothes- rain gear/warm clothing
First aid kit
Essential medication
Water
Facial tissue
Flashlight and batteries
Non-perishable food
Waterproof matches/candles
Solar blanket
Whistle

Alert Parents:
When we have reached the evacuation point. The Director or Svetlana Khachaturyan will call the
school to leave a voicemail, or send out a message on hi mama stating the following:
Svetlana Khachaturyan will post the signage provided before evacuating.

⏏ Pre-recorded voice mail message – Change route to Evacuation
point – or once you reach there.
You have reached Sarodgini Children`s Academy. We are all safe: no
one is hurt. We have evacuated to: __________________________
Please pick up your child as soon as possible. Please call 425-681-1954
to speak with Olga.

56

Attention Parents
Sarodgini Children`s Academy
Children and Staff have evacuated the building and
relocated to:

__________________________________________________

Time: _____________________
Date:______________________
Signature:__________________
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Procedures
Phase 1: Immediate Emergency Response

Emergency Situation Roles and Responsibilities
Lockdown
When a threat is
on, very near, or
inside the child
care center. E.g. a
suspicious
individual in the
building who is
posing a threat.

1) The staff member who becomes aware of the threat must
inform all
other staff of the threat as quickly and safely as possible.
2) Staff members who are outdoors must ensure everyone who
is
outdoors proceeds to a safe location.
3) Staff inside the child care centre must:
• remain calm;
• gather all children and move them away from doors and
windows;
• take children’s attendance to confirm all children are
accounted for;
• take shelter in closets and/or under furniture with the
children, if
appropriate;
• keep children calm;
• ensure children remain in the sheltered space;
• turn off/mute all cellular phones; and
• wait for further instructions.
4) If possible, staff inside the program room(s) should also:
• close all window coverings and doors;
• barricade the room door;
• gather emergency medication; and
• join the rest of the group for shelter.
5) The Director/Supervisor or Designate will immediately:
• close and lock all child care center entrance/exit doors, if
possible; and
• take shelter.

Note: only emergency service personnel are allowed
to enter or exit the child care center during a
lockdown.
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Hold & Secure
When a threat is
in the general
vicinity of the child
care center, but
not on or inside
the child care
premises. E.g. a
shooting at a
nearby building.

Bomb Threat
A threat to detonate an
explosive device to cause
property damage, death, or
injuries E.g. phone call bomb
threat, receipt of a suspicious
package.

Disaster
Requiring
Evacuation
A serious incident that
affects the physical building
and requires everyone to
leave the premises. E.g. fire,
flood, power failure.
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1) The staff member who becomes aware of the external threat must
inform all other staff of the threat as quickly and safely as possible.
2) Staff members who are outdoors must ensure everyone returns to
their program room(s) immediately.
3) Staff in the program room must immediately:
• remain calm;
• take children’s attendance to confirm all children are accounted for;
• close all window coverings and windows in the program room;
• continue normal operations of the program; and
• wait for further instructions.
4) The Director/Supervisor or Designate must immediately:
• close and lock all entrances/exits of the child care centre;
• close all blinds and windows outside of the program rooms; and
• place a note on the external doors with instructions that no one
may enter or exit the child care centre.
Note: only emergency services personnel are allowed to enter or
exit the centre during a hold and secure.
1) The staff member who becomes aware of the threat must:
• remain calm;
• call 911 if emergency services is not yet aware of the situation;
• follow the directions of emergency services personnel; and
• take children’s attendance to confirm all children are accounted for.
A. Where the threat is received by telephone, the person on the
phone should try to keep the suspect on the line as long as
possible while another individual calls 911 and communicates with
emergency services personnel.
B. Where the threat is received in the form of a suspicious package,
staff must ensure that no one approaches or touches the package
at any time.
1) The staff member who becomes aware of the disaster must inform
all
other staff of the incident and that the center must be evacuated, as
quickly and safely as possible. If the disaster is a fire, the fire alarm
pulls
station must be used and staff must follow the center’s fire
evacuation
procedures.
2) Staff must immediately:
• remain calm;
• gather all children, the attendance record, children’s emergency
contact information any emergency medication;
• exit the building with the children using the nearest safe exit,
bringing children’s outdoor clothing (if possible) according to
weather conditions;

• escort children to the meeting place; and
• take children’s attendance to confirm all children are accounted for;
• keep children calm; and
• wait for further instructions.
3) If possible, staff should also:
• take a first aid kit; and
• gather all non-emergency medications.
4) Designated staff will:
• help any individuals with medical and/or special needs who need
assistance to go to the meeting place (in accordance with the
procedure in a child’s individualized plan, if the individual is a
child); and
• in doing so, follow the instructions posted on special needs
equipment or assistive devices during the evacuation.
• If individuals cannot be safely assisted to exit the building, the
designated staff will assist them to Click here to enter text. and
ensure their required medication is accessible, if applicable; and
• wait for further instructions.
5) If possible, the site designate must conduct a walk-through of the
child
care centre to verify that everyone has exited the building and secure
any
windows or doors, unless otherwise directed by emergency services
personnel.

Disaster –
External
Environmental
Threat
An incident outside of the
building that may have
adverse effects on persons
in the child care center. E.g.
gas leak, oil spill, chemical
release, forest fire, nuclear
emergency.

60

1) The staff member who becomes aware of the external
environmental
threat must inform all other staff of the threat as quickly and safely as
possible and, according to directions from emergency services
personnel, advise whether to remain on site or evacuate the
premises.
If remaining on site:
1) Staff members who are outdoors with children must ensure
everyone
who is outdoors returns to their program room immediately:
2) Staff must immediately:
• remain calm;
• take children’s attendance to confirm all children are accounted for;
• close all program room windows and all doors that lead outside
(where applicable);
• seal off external air entryways located in the program rooms
(where applicable);
• continue with normal operations of the program; and
• wait for further instructions.
3) The Director/Supervisor or Designate must:

• seal off external air entryways not located in program rooms
(where applicable);
• place a note on all external doors with instructions that no one may
enter or exit the child care center until further notice; and
• turn off all air handling equipment (i.e. heating, ventilation and/or
air conditioning, where applicable).
If emergency services personnel otherwise direct the child care
centre to evacuate, follow the procedures outlined in the “Disaster
Requiring Evacuation” section of this policy.

Natural
Disaster:
Tornado /
Tornado
Warning

Natural Disaster:
Major Earthquake
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1) The staff member who becomes aware of the tornado or tornado
warning must inform all other staff as quickly and safely as possible.
2) Staff members who are outdoors with children must ensure
everyone who is outdoors returns to their program room(s)
immediately.
3) Staff must immediately:
• remain calm;
• gather all children;
• go to the basement or take shelter in small interior ground floor
rooms such as washrooms, closets or hallways;
• take children’s attendance to confirm all children are accounted for;
• remain and keep children away from windows, doors and exterior
walls;
• keep children calm;
• conduct ongoing visual checks of the children; and
• wait for further instructions.
1) Staff in the program room must immediately:
• remain calm;
• instruct children to find shelter under a sturdy desk or table and
away from unstable structures;
• ensure that everyone is away from windows and outer walls;
• help children who require assistance to find shelter;
• for individuals in wheelchairs, lock the wheels and instruct the
individual to duck as low as possible, and use a strong article (e.g.
shelf, hard book, etc.) to protect their head and neck;
• find safe shelter for themselves;
• visually assess the safety of all children.; and
• wait for the shaking to stop.
2) Staff members who are outdoors with children must immediately
ensure that everyone outdoors stays away from buildings, power
lines,
trees, and other tall structures that may collapse, and wait for the
shaking to stop.
3) Once the shaking stops, staff must:
• gather the children, their emergency cards and emergency
medication; and
• exit the building through the nearest safe exit, where possible, in
case of aftershock or damage to the building.

4) If possible, prior to exiting the building, staff should also:
• take a first aid kit; and
• gather all non-emergency medications.
5) Individuals who have exited the building must gather at the
meeting
place and wait for further instructions.
6) Designated staff will:
• help any individuals with medical and/or special needs who need
assistance to go to the meeting place (in accordance with the
procedure in a child’s individualized plan, if the individual is a
child); and
• in doing so, follow the instructions posted on special needs
equipment or assistive devices during the evacuation.
• If individuals cannot be safely assisted to exit the building, the
designated staff will assist them to Click here to enter text. and
ensure their required medication is accessible, if applicable; and
• wait for further instructions.
7) The site designate must conduct a walkthrough of the child care
center
to ensure all individuals have evacuated, where possible.

Immediate Emergency Response Procedures for Other Emergencies

Power Outage:
Blackout

1. Check your circuit breaker panel
2. Check to see if the neighborhood has no power
3. Call Orangeville Hydro
4. Unplug all computers, electronic devices to reduce the initial
demand when the power is reconnected
5. Turn off all lights except one, which will alert you when the power
has been restored
6. Once the power is restored, plug in all electronic devices
7. If the temperature drops by 20 degrees in the winter- parents will
be called to pick up their children and this is now a serious
occurrence.

Phase 2: Next Steps during the Emergency
1) Where emergency services personnel are not already aware of the situation, The Executive
Director/Director or Supervisor must notify emergency services personnel (911) of the emergency as
soon as possible.
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2) Where the child care center has been evacuated, emergency services must be notified of individuals
remaining inside the building, where applicable.
3) If the licensee is not already on site, the site designate must contact the licensee to inform them of
the emergency situation and the current status, once it is possible and safe to do so.

List of Emergency Contacts
Fire, Ambulance, Police: 911
Site Supervisor:
Olga Gelfon 425-681-1954
Tamara Avakyan 425-223-8083
Svetlana Khachaturyan 425-777-1252
Landlord:
Paul Lin 206-351-8682
Licensee Contact(s): Johnna Lehr 425-240-0900; 425-649-4066; 425-590-3100
First Evacuation Site: “AtWork” 425-274-4000
Second Evacuation: “Silver Cloud” Susan 1-650-464-0048
Repair Ruslan 206-407-7282
Uniplex construction Tim Elaka 509-768-64-03
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4) Where any staff, students and/or volunteers are not on site, The Director/Supervisor or Designate
must notify these individuals of the situation, and instruct them to proceed directly to the evacuation
site if it is not safe or practical for them return to the child care center.
5) The Director/Supervisor or Designate must wait for further instructions from emergency services
personnel. Once instructions are received, they must communicate the instructions to staff and ensure
they are followed.
6) Throughout the emergency, staff will:
• help keep children calm;
• take attendance to ensure that all children are accounted for;
• conduct ongoing visual checks and head counts of children;
• maintain constant supervision of the children; and
• engage children in activities, where possible.

8a) Procedures to Follow When “All-Clear” Notification is Given
Procedures
guardians

1) The individual who receives the ‘all-clear’ from an authority must
inform all staff that the ‘all-clear’ has been given and that it is safe to
return to the child care centre.
2) Designated staff who have assisted individuals with medical and/or
special needs with exiting the building will assist and accompany
these individuals with returning to the child care centre.
3) Staff must:
• take attendance to ensure all children are accounted for;
• escort children back to their program room(s), where applicable;
• take attendance upon returning to the program room(s) to ensure
that all children are accounted for; where applicable; and
• re-open closed/sealed blinds, windows and doors.
4) The Director/Supervisor or Designate will determine if operations will
resume and communicate this decision to staff.

Communication
with
parents/guardians

1) As soon as possible, The Director/Supervisor or Designate must
notify parents/guardians of the emergency situation and that the allclear has
been given.
2) Where disasters have occurred that did not require evacuation of the
child care centre, The Director/Supervisor or Designate must provide
a notice of the incident to parents/guardians by the end of that day.
3) If normal operations do not resume the same day that an emergency
situation has taken place, The Director/Supervisor or Designate must provide
parents/guardians with information as to when and how normal operations
will resume as soon as this is determined.

64

8b) Procedures to Follow When “Unsafe to Return” Notification is Given
1) The individual who receives the ‘unsafe to return’ notification from an
Procedures
authority must inform all staff of this direction and instruct them to
proceed from the meeting place to the evacuation site, or the site
determined by emergency services personnel.
2) Staff must take attendance to confirm that all children are accounted
for, and escort children to the evacuation site.
3) Designated staff who have assisted individuals with medical and/or
special needs with exiting the building will assist and accompany
these individuals to the evacuation site.
4)
The Director/Supervisor or Designate will post a note for
parents/guardians on the child care center entrance with information
on the evacuation site, where it is possible and safe to do so.
5) Upon arrival at the evacuation site, staff must:
• remain calm;
• take attendance to ensure all children are accounted for;
• help keep children calm;
• engage children in activities, where possible;
• conduct ongoing visual checks and head counts of children;
• maintain constant supervision of the children;
• keep attendance as children are picked up by their parents,
guardians or authorized pick-up persons; and
• remain at the evacuation site until all children have been picked
up.

Communication
with parents/
guardians

1) Upon arrival at the emergency evacuation site, The
Director/Supervisor or Designate will notify parents/guardians of the
emergency situation, evacuation and the location to pick up their
children.
2) Where possible, The Director/Supervisor or Designate will update the
child care center’s voicemail box as soon as possible to inform
parents/guardians that the child care center has been evacuated, and
include the details of the evacuation site location and contact information
in the message.

Phase 3: Recovery (After an Emergency Situation has ended)
Procedures for The Director/Supervisor or Designate will contact our Program Advisor at
the Ministry of Education to inform them of the evacuation.
Resuming
The Executive Director will contact the Insurance Company to inform
Normal
them and set up insurance at another location if needed.
The Executive Director/Director will respond to the media and community
Operations
if needed.
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Procedures for
Providing
Support to
Children and
Staff who
Experience
Distress

The Director will contact catering to temporarily relocate, if needed.
TSS Staff will provide support to children in their groups, if they need
extra support and have experienced distress during the experience.
The Director/Supervisor will provide support for Staff who have
experienced distress during the experience. They will provide support in
the group that this staff was in charge of, if the staff cannot assist with
their group anymore.

Procedures for
Debriefing
Staff, Children
and Parents/
Guardians

The Director/Supervisor or Designate must debrief staff, children and
parents/guardians after the emergency.
Once all staff and children are safe at the evacuation site The Director or
designate will debrief everyone on what the next steps will be. For
example: Shelter in place, wait for further instructions from emergency
services etc.
When further instructions have been given by emergency services (i.e.
safe to return) The Director or designate will inform staff.

Emergency Management Policy and Procedures
Date Policy and Procedures Established August 2020
Date Policy and Procedures Updated: ________________

Policy
This policy establishes responsibilities and roles for our Staff during an Emergency situation. It
will also establish Staff’s personal preparedness plans in the event of an Emergency.

Executive Director/Director
• Create and maintain an emergency program and plan for Child Care Facility
• Conduct monthly evacuation drills and an exercise of the emergency evacuation plan
once a year.
• Maintain records and documentation of emergency training, exercises and
maintenance of supplies and equipment for 3 years.
• Lead the response to incidents and designate alternates in absence
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• Establish agreements with re-location facilities and essential vendors/suppliers
• Ensure the supervision of children until they are released to parents or designated lternates All Staff

• Develop and maintain personal emergency plan and preparedness
• Participate, review and assist in the development of the Child Care Facility emergency
plans and procedures
• Attend and participate in emergency training and exercises
• Ensure the supervision of children until they are released to parents or designated
Alternates

Staff:
• Develop and maintain personal emergency plan and preparedness
• Participate, review and assist in the development of the Child Care Facility emergency
plans and procedures
• Attend and participate in emergency training and exercises
• Ensure the supervision of children until they are released to parents or designated
alternates

Designated Waiting Area: is outside of the preschool playground –
On parking lot

First Evacuation Location: “AtWork” – Next Door
Second Evacuation Location: “Silver Cloud” – Next Door

Procedures
Roles and Responsibilities of Staff During an
Emergency
Providing Additional Support for any Child or
Adult who Needs it in Case of an Emergency
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The Director/Supervisor will determine
Any additional staff in the building will assist
Classrooms with any support during an

(including the consideration of special medical
needs)
Ensuring Children’s Safety and Maintaining
Appropriate Levels of Supervision During an
Emergency
Communication with Parents

Contacting Appropriate Emergency Response
Agencies
Addressing Recovery from an Emergency
Debriefing Staff, Children and Parents After an
Emergency

Resuming Normal Operations of the Child Care
Centre
Supporting Children and Staff Who May Have
Experienced Distress During an

Emergency. Sarah will assist in the Toddler Room
Rachel will assist in the Infant Room
Each staff will maintain appropriate levels of
supervision within their own classroom. The
Director or designate will provide supervision of
the entire school during an emergency
The Tamara Avakyan or Svetlana Khachaturyan
will send out a message on hi mama to
communicate where we have located to.
The Director or Designate
The Executive Director and Director or Supervisor
of the centers.
The Director/Supervisor will debrief staff and
parents on what the plan is once they have
reached the evacuation point. The Head Teacher
in each classroom will then debrief children.
The Executive Director and Director/Supervisor of
each center.
Emergency Staff will support the children in their
classroom who may have experienced distress
during an emergency

Пробный\Адаптационный период.
Мы рекомендуем пробный период в 2 недели, когда ребенок привыкает к детям и учителям,
присматривается к коллективу. Это время, до заключения договора, когда ребенок находится в
нашей Академии несколько часов в день с \ без родителей, оплачивается отдельно по часам
($10 в час).
Конечно, адаптационный период у каждого ребенка проходит и длится по-разному, в
зависимости от индивидуальных особенностей его характера и предпочтений, тем не менее,
мы предлагаем предположительное общее расписание.
Неделя первая.
День 1. Ребенок находится в группе, на коленях у мамы, с 9 до 10 AM. В это время ребенок
просто осматривается, и, несмотря на то, что дети и воспитатели будут приглашать его играть,
петь, танцевать, обычно в этот день ребенок чувствует себя комфортнее, просто сидя с мамой.
Этот день на это и рассчитан.
Совет: не задавайте ребенку в этот день таких вопросов, как: "Тебе понравилось? Прийдешь
еще?", так как ответ на эти вопросы не обязательно будет положительным и может зависеть
просто от настроения, самочувствия ребенка. Нас же отрицательный ответ ребенка поставит в
затруднительное положение- получается, что его спрашивать спрашивают, а мнение никак не
учитывают.
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День 2. Ребенок находится в группе, на коленях у мамы, с 9 до 10 am. В этот день он видит тех
же детей и воспитателей, играющих по тому же расписанию, что и вчера. Поскольку он уже
знает, чего ожидать, обычно, ребенок ведет себя в этот день более раскованно и
присоединяется к группе, оглядываясь тем не менее на маму.
День 3. Ребенок находится в группе с 9 до 11-12 am, мама может отлучаться в машину на
несколько минут.
День 4. Ребенок находится в группе с 9 до 12:30, мама уезжает, пообещав вернуться после
обеда.
День 5. Ребенок находится в группе с 9 до 1:30, мама уезжает, пообещав вернуться после
обеда.
Неделя вторая.
День 1. Ребенок находится в группе с 9 до 1:30, мама уезжает, пообещав вернуться после
обеда. (в этот день по плану ребенок должен затребовать постель, которая у всех есть, а у него
нет. Постель желательно выбирать с ним вместе- одеяло, подушка, простынь от детской
кроватки, пижама)
День 2,3. Ребенок находится в группе с 9 до 3:30, мама приезжает сразу после дневного сна.
День 4,5. Ребенок находится в группе с 9 до 5 (чтобы не оставаться в одиночестве и видеть не
очень много, как другие родители приводят и забирают детей).
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Addendum Rules Sarodgini 2020.
I understand that the Sarodgini rules may not be suitable for everyone, but I can see that we
are doing more than other childcares, and that our rules are effective. If you have followed our
school during the past 5 months while the pandemic is raging you will see that no one has
become ill from Covid.

New rules during the COVID-19 pandemic August 2020
1. You must pass a 2-week quarantine or pass a covid test after 7 days:
a) After any trip involving visiting crowded places within or outside the state (camping or traveling with
family on a RV does not count)
b) After traveling, Including a flight by plane
c) After the child has experienced any cold symptoms for more than 12 hours
e) If one or more of the family members experience symptoms of a cold or flu in any form (cough, fever,
stomach ailment, sore throat, severe runny nose, headache, etc.)
e) After a child with symptoms of the disease crossed paths with other children from Sarodgini childcare
f) If a new child or employee enters Sarodgini childcare
2. it is Necessary to maintain a 24-hour quarantine if:
a) if signs of a cold or stomach ailment have been present for less than 12 hours and the child has not
crossed paths with children from Sarodgini childcare
3. in case of violation of the health rules, the family receives a warning first, and the second time is
excluded from the Sarodgini childcare without returning the Deposit. Violations include:
a) the withholding of information about travel,
b) concealment of information about contacts with the sick,
C) concealment of information about the child's illness,
d) the use of medicine to hide the child's symptoms
4. A child must take the covid-19 test as soon as possible if the child experiences any of the following:
Clinical Presentation
The incubation period of Covid 19 in children seems to be about the same as in adults, 2-14 days.
Signs or symptoms of COVID-19 in children include:
•
Fever
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•
•

Fatigue
Headache

•

Myalgia
Cough
Nasal congestion or rhinorrhea
New loss of taste or smell
Sore throat
Shortness of breath or difficulty breathing
Abdominal pain
Diarrhea
Nausea or vomiting
Poor appetite or poor feeding

•
•
•
•
•
•
•
•
•

Children infected with Covid 19 may have many of these non-specific symptoms, may
only have a few (such as only upper respiratory symptoms or only gastrointestinal
symptoms), or may be asymptomatic. The most common symptoms in children are
cough and/or fever.11-15 A recent systematic review estimated that 16% of children with
Covid19 infection are asymptomatic,16 but evidence suggests that as many as 45% of
pediatric infections are asymptomatic.17 The signs and symptoms of Covid-19 in children
are similar to other infections, including influenza, streptococcal pharyngitis, and allergic
rhinitis. The lack of specificity of signs or symptoms and the significant proportion of
asymptomatic infections make symptom-based screening for identification of Covid 19
in children particularly challenging.
You can read the CDC recommendations here: https://www.cdc.gov/coronavirus/2019ncov/hcp/pediatric-hcp.html?fbclid=IwAR1XdKfTsmQBBh_uMEqlZPKiuqdg1pjA4CeMsuphVai9t13h2jtVB0guGE
The covid-19 test can be quickly passed on:

https://scanpublichealth.org/?fbclid=IwAR0uVj74GfiilXMxSA9y9HmABIgDbeWNC2hW8y5kDJleG4A
FFQonXqfk4_U
https://www.overlakehospital.org/services/urgent-care
https://www.virginiamason.org
https://www.uwmedicine.org/locations/harborview-medical-center
A reminder for parents. Covid-19. 2020
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The health rules apply to both children and childcare parents, as well as employees, and will become
effective today. The document with the rules will be offered to you for signature during the coming
week.

For your information

How we are staying safe during COVID-19
Sarodgini is continuing its long tradition of keeping every child and family member healthy. In doing
so we will follow all of Washington State’s Department of Children, Youth, and Family Services
guidelines. The following rules and procedures will be implemented as follows:

Drop off and pick up procedures.
Sarodgini staff will greet all parents and children outside of the facility. Staff members will be
checking the temperature of every child with a touchless thermometer during drop off time. We
will also be taking the temperatures of all the kids several times during the day. All parents will be
required to wear a mask during drop off and pickup as well as all teachers. Every child needs to
wash her hands with soap and water once they have entered their classroom.

Implementing social distancing strategies
Here at Sarodgini we try our best to keep social distancing:
● Child care classes include the same group each day, and every teacher is assigned to work
with one group of children.
● Since all of our classrooms are spacious, classrooms are partitioned into themed zones,
where children play in groups of 2-4 at any given time.
● At nap time we make sure the children’s beds are spaced out 6 feet apart. Children are
placed head to feet in order to further reduce the potential for viral spread.
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● For special classes children divide for groups of 6-7 children
● Groups of children are constantly breaking up into groups and going to classes, getting
together for sleeping, eating, and walking. Each group is at least 720 sq. f., which means
that children within the group can keep their distance.
● Travel or possible contact.
● If a child might have been exposed to COVID-19 or traveled out of state, parents should
inform Sarodgini management and should follow the rules from this document. Please send
the negative result for COVID-19 to our email: sarodgini@gmail.com.
We Recommend that families and childcare staff avoid crowded parks and other crowded
events (including the Idaho water Park).
If the child is sick quite often and misses more than half the time of the month, the parents have the
opportunity to switch to the "quarantine" plan for payment.

The "quarantine" plan
The "quarantine" plan includes the ability to sit in a voluntary quarantine that lasts from 2 (two) months
or more for an indefinite period with a minimum payment of $500 per month to save space.
The set of new children is generally finished. There are several children who continue to stay at home in
quarantine and plan to return to us within a year if the situation is safer in their opinion. If new children
join your child’s group, you will be notified via the newsletter letter.
New teachers or children must pass a 2-week quarantine or submit to a negative cavid-19 test before
entering childcare.

Information
Please always make the child's check in\check out contactless from your phone. This is important for
several reasons:
1. A Child who is in the childcare must be in it legally and with your permission. Any inspection first
checks the number of children and the number of children registered officially.
2. If something happens, we can always provide you with information about what days your child was in
the childcare, who brought them and who took them away.
3. If there is a fire or an earthquake or any other emergency in the childcare, after the evacuation we
will check with Brightwheel to see whether all of our children are there and whether we have all of
them safe. In addition, we will send information about what is happening, and where we are to all
parents of children who are checked iin the childcare at the time.
4. Unfortunately, during a pandemic, if everyone is using one iPod it negates all our precautions.
5. We will send newsletters and urgent messages through Brightwheel.
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6. Payment is very easy to set up automatically in Brightwheel.
7. If you don't have our program on your phone or something doesn't work, please contact Svetlana for
help.

News letter
Every Friday family resives:
1. News letters from Sarodgini Academy about news related to the work of the Academy, summary of
the past week (events, new government orders and their impact on our work, information about
holidays, conferences, additional education of teachers, upcoming birthdays of teachers, new
employees, new children, diseases, results of covid19 tests if anybody was tested, etc.)
2. News letters from your teacher containing information about the topic studied during the week and
the topic that will be studied next week. It will also provide information about a new child or employee
in the group. In addition, you will be notified about a child in the group who has recovered and passed
the results on covid19 without specifying their names.
The pandemic has stirred up and destroyed our familiar world. We have to rebuild on the move. I am
providing you with a set of clear rules that will take effect from September 1, 2020 until the following
changes are made due to changes in the situation. The rules are based on our capabilities,
recommendations from the CDC and the government, as well as recommendations from the Sarodgini
parent Committee.
If the situation changes for the better or for the worse, the rules may be added, changed or canceled,
and you will be notified in a timely manner.

English language
I have very good news. We have already signed a contract with a new English speaking teacher, who has
been working with the group of Schoolers since September. She will be replacing Elena, the former part
time teacher in the Schooler’s Class. She brings with her much experience in private schools and
prestigious childcares, she has a good education and speaks fluent English. She is a former colleague of
our kindergarten teacher, Miss Joan - they worked at the same school and is also an accredited
Montessori teacher. She will begin to slowly integrate Montessori in to the classroom,
Russian subjects and lessons remain in the program as they are; the educational weekly topics of the
childcare remain as they are, and are conducted in both Russian and English.
In addition, Miss Vian will be leaving for the Winter, Spring and Summer school holidays. Julia continues
to work with Miss Vian. I expect that by the end of the school year, all our children in the school group
will be fluent in English - this is the goal set by Miss Vian as a priority.
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We plan to return to English in our Academics class in the form of short thematic lessons. We will begin
working on this in September. In addition, a group of Schoolers and Academics will take penmanship
classes every day from 8:30 to 9:00 am. when the children have a lot of energy and patience
(academicians in block letters, students will learn cursive).
A group of Schoolers will also learn to solve logic puzzles from the Microsoft collection in the morning
before breakfast. If you also have a love for solving such problems at home, send us your own, we will
also analyze them:) Sometimes in the middle of the year, when children click such puzzles like nuts, we
organize a competition: a group of children is offered a problem. Who guessed it, calls mom or dad and
offers to solve it too. If the father or mother also guessed - the child is considered the winner, receives a
prize and a certificate, and is eliminated from the game. As a result, everyone gets prizes!:)
Russian language. exciting trips with adventures organized by our Russian language teacher Yulia are
held for Professors, Academicians, Schoolchildren and Childcare children. For excellent progress, you
need to complete all the homework that Yulia leaves for you at the entrance to our building. Completed
homework is discussed with honor in the lesson the next day and rewarded with a star. When enough
stars are collected, the child is proud to choose a gift. Homework that has not been done is not
discussed or emphasized:)
will there be a speech therapist for school children? The speech therapist returned safely from a trip to
Belarus and will start working after a two-week quarantine. The first month of the school year is
devoted to the examination of each child in childcare. The speech therapist will send all comments and
recommendations on the results of the survey to each parent by the end of September. In the course of
work, taking into account many years of experience, we have come to the conclusion that the most
effective classes are permanent, not limited in time, with the support of parents.
therefore, the speech therapist does not work with all children at once, but takes several people for a
couple of weeks, but pays them very close attention, until the full result. During these weeks, it is
especially important for parents to support the process. For convenience, the speech therapist starts a
notebook for the child, where he writes what is currently worth working on and gives homework. As
soon as the sound rises, it is necessary to establish the child's habit of using the correct sound in
conversation. This works very well when pronouncing the tongue twisters recommended by the speech
therapist on the way home from childcare or at home, asking in conversation to say words with sound
correctly, and enjoy success.
10. in the same notebook, parents need to write about the successes and failures during classes at
home, ask questions, etc.the notebook can be taken at the entrance to our building when it is your turn
according to the schedule. It must be returned to the same place within the period specified in the
notebook in the message from the speech therapist. At the end of September, the speech therapist will
make a schedule of individual classes with children. Each child will have their own several weeks of
classes with a speech therapist during the school year. You will know about the approximate start time
of classes in advance.
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11. for individual lessons for each child, the speech therapist brings a separate set of necessary tools. In
addition to individual classes, one hour a week is provided for group classes (15-20 minutes each) for
articulation exercises, classes on proper breathing, and fixing already set sounds. Usually, 2-4 children
participate in group classes at the same time.
Questions about teachers/educators:
• is it possible to communicate with caregivers by SMS during the virus, for example, SMS about being
late or leaving the child at home due to illness?
It is possible to communicate with caregivers through the brightwell program. You can also request an
individual meeting to discuss issues in person, over the phone, or via video.
• how do our caregivers and staff feel? how can we help them?
Caregivers feel great, although they really miss the response to their work from you. If possible, I would
ask them to put like on their posts on FB, if you like what they did with children, or write a few words in
the comments. Believe me, this is very important to them.

Various:
• please publish the rules in English for parents who do not speak Russian
I will try to write news letters in English.
• when do I register a child with childcare to get a place?
The childcare has a fairly limited number of seats, so I recommend booking a seat as early as possible.
• at what age are children accepted to childcare?
From 5 years old
• how can the parent commit help you communicate with all parents? We are ready to devote our free
time to make your work easier, especially during the virus.
Please let me know the questions that are not covered in any applications and suggest the most
appropriate way to inform everyone in advance. For example: if parents are in doubt about what and
how many times we feed our children, I would like to know about it at the moment of the question in
order to be able to publish and send out our menu and ask teachers and cooks to post photos of our
meals more often. And also on other issues.
• what is the Protocol for children who are aggressive towards other children? What are the actions of
caregivers in this case? Do parents receive notifications? What measures does the management of the
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childcare? Similarly, what is the Protocol for non-aggressive but unfriendly behavior (take away toys,
break a building, etc.)?
Children in childcare learn to communicate, socialize, so, of course, they often have conflicts. Our task is
to teach children to prevent conflict situations on their own, as well as, if the situation has already
arisen, to resolve it peacefully. In our program, we teach children to follow the following rules:
1. If a child is playing and a child invades his space, the first one should throw his hand forward and say
"stop" loudly. Then, as far as possible, let them know to what extent they are ready to interact with the
new interlocutor.
2. If a child wants to play with something that another child is already playing with, their first step
should be to ask. If she is not satisfied, the second step is to find another toy and ask them to swap or
play together. If this option is also rejected, you can start counting to 10. At the count of 10, children
must already change according to the Sarodgini rules, but they can start counting again to change again
and again.
Usually children show aggression from impotence, because of the inability to Express their feelings and
desires in words, to explain and Express them to others, as well as from not knowing how to do the right
thing in this situation. In such cases, we will certainly talk to both children involved in the dispute, talk
through the motives and desires of both children, find out that the motives were positive, and talk
together about what both could do so that a difficult situation does not end in a conflict to the
satisfaction of both interlocutors. Then we ask them to play the same situation in practice. We
summarize the result of the situation lost under the new rules and decide how everyone will behave in
such a situation in the future. It happens that the parents of an introverted child are particularly
concerned if there are quite a lot of extroverts in a group of children. We believe that it is very
important at preschool age to teach children to defend their personal space in a friendly way, to respect
other people's personal space, to understand that all people have different temperaments and
preferences, and to learn to better understand themselves and treat each other with respect, taking into
account the characteristics of other people's personality. In our childcare, we pay very close attention to
these aspects of education.
Every fact of a serious collision of children, including physical impact, is necessarily reflected in the
reports offered by the teacher at the end of the day for the signature of the parents and both children
involved in the situation.
Very rarely, in exceptional cases, in childcare there is a child who really shows aggression towards other
children (evil bites, tries to poke other children with a pencil or hit a hard toy), in this case, we focus on
the following rules of management FROM our contract (you can find it in our documents for parents).
We have a Protocol by which we talk to the child and parents at the beginning of an unusual behavior,
find out the reason for this behavior with the child and parents, develop a work plan, and often involve
specialists from kindering. If the situation becomes dangerous for the health of other children, rules
Sarodginibehavior management rules we are forced to ask parents to take such a child from childcare.
This situation occurred only 3 times during the work of the SarodginiAcademy.
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* daytime sleep for school children: required throughout the year?
This year, the conditions of daytime sleep can be discussed with the Director and Teacher starting from
the second or third week of the school year. This year, a group of students has the opportunity to
engage in quiet activities during the day. However, for each child, the decision is made in a team with
the parents, the Director and the teacher together.
• is there an extended program?
Childcare childcare and 1st grade and is open from 3: 30 to 6 PM. Details of the program can be found at
the end of this document.
* Professors: Why do they threaten a gnome-a Clean toy-taker?
Behind our building, as you know, there is a whole family of Dwarves. It is from their garden that we get
tiny carrots to the kitchen for cooking soups, from which both children and Dwarves grow right before
our eyes. Sometimes at night the Dwarves come to the childcare, and according to our agreement with
them, toys and things that are on the shelves, we need ourselves, but especially for the family of
Dwarves, we leave gifts on the floor-toys or different things. Therefore, we can choose whether we need
toys and whether we should put them on the shelf, or we can already give them to the Dwarf family then they can not be removed and left on the floor. It happens that children decide differently, and so
and so.

There are no threats in the history.

Are audio books used, or can they be replaced by reading by educators?
Teachers often read books to children. Audiobooks are included during lunch and while children are
changing for sleep - at this time, caregivers are busy helping children eat or change.
• if you don't attend childcare, can you take lessons with a specialist online? If not, can you recommend
a specialist?
Unfortunately, I can't help you with this question.
• Due to the growth of the childcare, it would be nice to hire a person whose main job would be to
communicate with parents.
Communication with parents will be established in the near future. Thank you very much for your
participation in this issue. Feedback about our new way of communicating and probably give me some
more recommendations about it.
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After school Program for Childcare and 1st Grade
Afterschool Program for Kindergarten and 1st Grade is offered during the academic school year
from 3:30 to 6 PM. The price is for 5 days per week is $450 \month или $35 per day and
include:
• Healthy fruit and vegie Snack
• Full Sarodgini dinner
• Outside time
• Help with homework
• Art and craft projects
• The additional Russian Language class on Tuesday
Our academic year follows the Bellevue School District schedule. During the school breaks,
Sarodgini Academy might offer you a camp.
Tuition is not pro-rated for absences due to sickness or travel. Tuition is due on the first of each
month; when tuition is paid after the 5th, there is a late fee of $10 per day. There is also a $20 fee
for any returned checks.
Overtime rate: $30.00 6 PM-6:30PM charged from 6:01 PM and apply for the next month bill. If
you are running later, please, call at 425-564-03-75. Late payment fee: $10 per day after 5th day
of the month. Sarodgini Academy reserve the right to refuse service to any clients.

Sarodgini After School Program (3:30-6:00PM) Registration Form and
Agreement
Monday

Tuesday

Wednesday

Thursday

Friday

Child`s name Last

First

Middle

Birth date

Date Child Entered

Date Child Left

Child’s Parent/Guardian
Name

10 Digit Telephone
Number

Telephone Number (work)

Mother`s Email:

Home Address

Work Address

Child’s Parent/Guardian
Name

10 Digit Telephone
Number

Telephone Number (work)

Father`s Email:

Home Address

Work Address

Days of attendance

Due by the 1st day of
each month
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OTHER PEOPLE TO NOTIFY IN CARE OF EMERGENCY
Name

10 Digit Telephone Number

Relationship:

Name

10 Digit Telephone Number

Relationship:

Name

10 Digit Telephone Number

Relationship:

Long distance contact
Name

10 Digit Telephone Number

Medical condition we have to know

Allergy:

Relationship:

Address:

COVID-19 QUESTIONARY
Did you take a covid-19 test recently?

Did you travel out of state in last 2
weeks?

Did you or your child
experienced any flu like
symptoms in last 2 weeks?

Did you have a contact with a person
tested positive?

When?

Did you have a 2 weeks
quarantine before entering
Sarodgini?

I agree to promptly notify the childcare provider of any changes of the above information. I
understand that I am full responsible for the terms of this agreement as stipulated. I have read,
understand and agree to comply with the policy and procedures, information for parents given to
me by Sarodgini Children`s Academy. I visited Web site sarodgini.com and have read and
understand all documents and rules.
Parent or Guardian Signature _______________Date_______________
Parent or Guardian Signature _______________Date_______________

I agree to provide child care services according to the above plan. I agree to promptly notify the
parent(s) or guardian(s) of any changes to above information. Provider
Signature
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____________________(Olga

Gelfon)

Date_________________

Child’s name______________________________

___________________________Illness Policy
___________________________ Parent Handbook
___________________________ Health Care Policy
___________________________ Disaster Plan
___________________________ Pesticide Policy
___________________________ Behavior management
___________________________ Pandemic rules 2020
Thank you, parents, for cooperating with the teachers to ensure all children have a smooth day at
school. If you have any questions or need further clarification please do not hesitate to contact the
Director, Olga Gelfon (Nick name Masha Sarodgini) (425) 564-0375, e-mail sarodgini@gmail.com.

I/We have read and understood all this policy and procedures.
Parent name ______________________________________________
Parent signature__________________________ Date _______________
For further clarification please contact Masha, Director of Sarodgini at sarodgini@gmail.com
or 425-564-037 or 425-681-1954 or Tamara at 425-223-8083
For additional information, please visit our website at www.sarodgini.com

Welcome to Children’s Academy Sarodgini!
81

