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Dear Family,
Welcome!

We are excited to welcome you to Tiny Findings. Our educational facility offers a unique
opportunity for children of all backgrounds to learn, play and develop their
individuality. Our center offers a warm atmosphere where social and intellectual
stimulation are a primary focus. We will help children learn the skills they need to
become successful individuals and members of a diverse community.

Tiny Findings uses the Creative Curriculum. This revolutionary teaching program
provides children with skills, knowledge, and experience they can use as stepping stones
to higher levels of learning. Our center also incorporates cultural diversity in the
learning process. Our program celebrates the customs and backgrounds of all children
and opens their eyes to the different cultures of their community and the world. All
activities reinforce our belief that every child is special.

Our staff of highly qualified educators is ready to start working with you and your child
as they begin their educational journey.

This handbook will help you answer some of the frequently asked questions about Tiny
Findings policies and practices.

Tiny Findings’ policies and procedures exist to ensure a safe, secure, and nurturing
learning environment for your child. While every attempt has been made to ensure that
this handbook is as comprehensive as possible, the Board of Directors reserves the right
to change or revise policies as needed and to make exceptions to Center policies and
practices due to unusual circumstances on a case-by-case basis.

Please read through the information and return the last page to us, indicating that you
have received, reviewed and agree to follow Tiny Findings policies.

If you have any questions about the policies contained in this handbook, feel free to ask!

Again welcome!
Sincerely,

Sonia Middleton, MHC
Executive Director
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Family Handbook Agreement

Under the licensing requirements for the District of Columbia, it is required that all
families sign a statement indicating that they have read the Family Handbook. Signing
below reflects that you have read the Family Handbook and agree to comply with its
policies and practices. If you have any questions or need clarification, please contact
Center Management at 202-512-3122.

Child’s name

Parent or guardian printed name

Parent or guardian signature and date
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Mission and Vision

Mission statement:

Tiny Findings provides high-quality early care and education that fosters the
social-emotional, cognitive, language, and physical development of each child while also
meeting the needs of their families.

Vision statement:

A model child development center that nurtures the excitement of lifelong learning.

Values:
Learning
Nurturing
Professionalism
Quality

Trust
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Organizational Structure

Tiny Findings Child Development Center, Inc. (“Tiny Findings,” or “the Center”), is a
501(c)(3), a private, not-for-profit corporation. Our Tax ID number is 52-1639499.

Tiny Findings was established in 1991 to provide on-site care and education for the
children of Government Accountability Office (GAO) employees. Tiny Findings is
governed by a volunteer Board of Directors and is operated by full-time management
staff. Tiny Findings receives donated space, equipment, and services from GAQO; in
return, employees at GAO HQ benefit from on-site programming for their children.
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Code of Conduct: “Our Commitment to a Healthy Community”

To provide the Tiny Findings community with high-quality care and education and help
ensure that relationships fostered within this environment are respectful and supportive
of our commitment to providing a healthy community for all children, families, and
staff, we pledge to always:

1.

2.

Place the welfare, development, and safety of our children as our highest priority;

Be respectful of the dignity, worth, and uniqueness of each individual (child,
parent, family member, and childcare professional) in our community;

Assume our respective roles of building and sustaining a nurturing environment
for our children, families, and childcare professionals, as vested members of the
Center’s community;

Strive to maintain positive interactions with everyone in our Center and to model
positive behavior for the sake of our children;

Be responsible for maintaining positive adult-child interactions in our Center at
all times;

Honor the natural rights and roles of parents/guardians to act in the best interest
of their children,;

Respectfully draw upon the education, training, experience, and expertise of the
Center’s childcare professionals to speak and act as advocates for our children;
and

Seek to achieve a shared understanding between parents/guardians and childcare
professionals. When we disagree, we will work together in a respectful manner by
clearly expressing our particular needs and perspectives in an effort to achieve
positive results.

This pledge applies to all our interactions with members of the Tiny Findings
community.
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The Executive Director will assess any breaches of this Code of Conduct and will take
measures deemed commensurate with the level of the breach(es).

In the event a parent exhibits behavior that is inconsistent with the Tiny Findings’ Code
of Conduct, the Executive Director (or, the Board of Directors, as appropriate) will
generally impose the following measures, although the Executive Director (or the Board
of Directors, as appropriate) reserves the right to take other actions depending on the
severity of the breach(es):

1st violation: The Executive Director will issue a written warning to the
parent/guardian which will be included in the family’s file.

2nd violation: The child(ren) of the parent/guardian found to be in violation of the
Code of Conduct will be suspended from Tiny Findings. The length of time will be
determined by the Board of Directors depending on the nature of the current and any
past violations. No reimbursement for the cost of childcare will be granted.

3rd violation: The child(ren) of the parent/guardian found to be in violation of the
Code of Conduct will be expelled from Tiny Findings.

The Board of Directors

Members of the Board of Directors serve a two-year term (about half of the directors are
up for reelection each year) and are elected by the corporation members each year at the
annual meeting. All parents or guardians of children enrolled in the Center are members
of the Tiny Findings Corporation. Membership confers the right to vote for the members
of the Board of Directors. Membership is on a one-person, one-vote basis.

The Board of Directors currently consists of 11 voting individuals, six of whom are
parents/guardians with children enrolled in the Center. The Board may also have
non-voting members who serve in an advisory capacity, to potentially include the Tiny
Findings Executive Director (or his/her delegate), a GAO Management Representative
to the Board, the immediate past Board Chair, and a representative from any Federal
tenant organization. See Tiny Findings bylaws for more information.

The Board manages, controls, and directs the financial affairs and property of Tiny
Findings. These duties include: formulating the annual budget; approving tuition, fees,
and employee salaries; formulating in consultation with center management financial
and admissions policies; and hiring, evaluating, and retaining the Executive Director.
The Board retains ultimate oversight of the Center, however, the Board delegates the
daily operations of the Center to the Executive Director, including responsibility for
recruiting and supervising Center staff, as well as handling routine personnel matters,
including disciplinary action. While the Executive Director has discretion regarding
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such matters, the Executive Director is responsible for keeping the Board of Directors
(generally, through the Chair) apprised of personnel matters. Before taking disciplinary
action against an employee, the Executive Director consults with the Chair (or other
officer, if the Chair is unavailable) regarding such action, except where immediate
dismissal is warranted, such as when child safety is affected. In cases where immediate
dismissal is necessary, the Executive Director notifies the Chair of the Board as soon as
possible of the circumstances resulting in the dismissal.

Board meetings are closed to non-board members. Minutes are not public because the
board discusses personnel or other issues that are not for public consumption (generally
because of privacy laws). The board will host periodic meetings with members of the
corporation to provide updates on Center affairs and will communicate via email as
needed.

Board Officers

1. Chair: Serves as the Chief Executive Officer of the Corporation. This person is the
principal liaison with the GAO management representative. The Chair is an
ex-officio member of all standing committees of the corporation and presides at all
meetings of the board at which she or he is present. The Chair performs other duties
as may be required of her or him by the Board.

2. Vice Chair: Serves in the place of the chair when the chair is absent or unable to
fulfill her or his duties. In addition, the Vice Chair presides at all meetings of the
board at which the chair is not present and performs such other functions as the
Board shall from time to time determine.

3. Secretary: Keeps an accurate record of the proceedings of all meetings of the Board
and performs all duties customary to the office of Secretary.

4. Treasurer: Serves as the Chief Financial Officer of the corporation and performs all
duties customary to that office. Specific responsibilities include but are not limited to
implementing the Center’s budget formulation process; overseeing financial
transactions within the Center; maintaining the Center’s financial accounts to
include it checking accounts, strategic reserves, and credit cards; and evaluating the
sufficiency of the Center’s liability insurance policies.

The Board of Directors may establish additional offer positions, as appropriate.
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Board Committees

1.

Executive Committee: Consists of the officers (Chair, Vice Chair, Secretary and
Treasurer, as well as any other officer positions established by the Board) and is
authorized to act for the Board when Board action is necessary before the next
regular board meeting. Reports to the Board at the next regular Board meeting on
any action taken by the Executive Committee.

. Budget and Audit Committee: Provides support to the Treasurer in the execution

of that position’s responsibilities. Is directly responsible for making investment
decisions for the Center’s strategic reserves and providing the board with regular
updates on the status of those accounts and any changes in investment strategy
that may be required.

Governance Committee: The Governance Committee shall have responsibility to
focus on, and make recommendations to improve, the functions of the Board,
including but not limited to the following: (1) providing orientation and
mentoring for new Board members; (2) assessing Board Member participation,
commitment, and contribution to governance duties; (3) developing and leading
periodic Board self-assessments; and (4) evaluating and recommending
necessary changes to the Board structure, processes, and guiding documents
(such as the by-laws, Board handbook, and policies).

Other Committees: The Board has the authority to form other standing
committees or ad hoc committees, as it sees fit.

Philosophy

We believe that each child can learn and grow to their maximum capacity. We provide
high quality care in a group setting taking children’s individual needs into account. Our
practices are responsive to children’s culture. We follow developmentally appropriate
practices in the Early Childhood Education field.

Tiny Findings seeks to meet the social-emotional, physical, cognitive, and language
needs of young children from 3 months of age until kindergarten eligibility. Our location
on-site at GAO headquarters in central Washington, DC helps families to balance their
work and childcare responsibilities. The Center generally maintains an open door policy
to keep families connected to their children during the workday.
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Curriculum

Tiny Findings uses the Creative Curriculum—a play-based curriculum—which is
designed to help children develop across developmental domains. The Creative
Curriculum is a research-based program that helps teachers meet individual student
needs within a group setting, and scaffolds children’s learning as they reach individual
developmental goals at their own pace. The Creative Curriculum prepares children to be
successful in school and beyond because the routines, relationships, and experiences of
the early childhood years build the foundation for later success.

Technology Policy

Tiny Findings supports supplementing curriculum with technology as it is
developmentally appropriate, per respective age group. Technology can optimize
learning experiences and allow students to engage in learning in an interactive way.
When used appropriately, technology and media can enhance children's cognitive and
social abilities. Should teachers wish to supplement the curriculum with technology or
media they must follow the following steps:

1. Email the video clip, song, image, etc. to the Executive Director and Assistant
Director explaining the benefit of the technology and how it will align with the
month’s curriculum.

2. Include the supplemental technology in the weekly lesson plan and enumerate
the objectives that support the use of the technology and outline what growth is
being fostered.

Classrooms with children under 24 months of age are prohibited from using videos and
other supplemental technologies in the classroom. Videos should last no longer than 5
minutes

Developmentally appropriate practices must guide decisions about technology in
classrooms. Responsive interactions between students and teachers must be the
cornerstone of technology use; teaching practices must guide the selection of
technology, and provide engaging and empowering tasks that support overall learning.
At no time should the use of videos or technology be used to pacify students.

Outdoor Play

Tiny Findings’ outdoor space supports physical games and sports as well as learning on
a year round basis. The playground is essentially an outdoor classroom. Outdoor
materials and activities are designed to meet developmental needs, and encourage
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problem-solving and independent exploration. There are opportunities for dramatic
play, art, sensory play, and construction and enhancement of physical activities.

The daily schedule includes at least two outdoor periods, except during inclement
weather and in very cold or very hot temperatures, as discussed below. (State licensing
requires that we include outdoor time each day when weather permits.) Children who
are well enough to attend our center must be well enough to participate in all activities,
including outdoor play. GAO provides a security officer whenever children are on the
playground.

Tiny Findings follows the Child Care Weather Watch provided by the National Weather
Center:

e For Cold Weather: Children will not go outside if the temperature is below 32
degrees Fahrenheit. During cold weather days, we ask that children are sent
prepared to enjoy a cold day. Please send gloves, hats, warm coats, and boots for
your child/children to participate in outdoor play.

e For Hot Weather: Children will not go outside if the temperature is higher than
92 degrees Fahrenheit, and this also includes the humidity factor. Please dress
children in light-weight clothing during warmer months. Be sure to apply
sunscreen as you wish prior to or during drop-off for protection during morning
outdoor activities. Also please provide sunscreen for application by teachers
before afternoon outdoor play during the warmer months.

Community Visits and Field Trips**

Tiny Findings’ proximity to cultural and community institutions allows us to make visits
to nearby places to support our educational programming. Our “walking trips” to nearby
places will be shared on calendars, classroom whiteboards, and the destination sheet at
the front desk, and will typically occur between 10 a.m. and noon. Walking trips will be
within one mile of the Center.

Even if child-to-staff ratios would not require it, it is essential to have at least two adults
present at all times including when the children are away from the building (large
groups will maintain staff-child ratios).

For further visits, using Metro or other modes of transportation, a signed permission
slip for each field trip is required. All trips will be approved in advance by the Executive
Director. Staff may not drive children in their private cars. Staff will take emergency
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medical release forms with them on all field trips, as well as a cell phone and/or walkie
talkies to contact or be contacted by the Center in case of emergency.

Culturally Responsive Care

Tiny Findings strives to provide culturally responsive care that is based on the real life
experiences and the customs, languages, values, food, and lifestyles that are shared
among the families in the Center. Reflection of diversity becomes an integral part of the
curriculum, celebrating the uniqueness of each child and family.

Our system of primary care-giving allows each teacher to take the time to engage in
ongoing conversations with parents/guardians about child rearing and family practices.
Learning about each family’s practices is an important part of enrollment and
orientation procedures. Teachers talk to parents/guardians about home practices,
particular cultural values, issues surrounding authority figures, and other expectations
regarding behavior.

Progressive Guidance Policy

Tiny Findings believes in positive guidance, as opposed to punitive discipline. Positive
guidance techniques help us avoid most challenging behaviors by keeping the children
engaged in developmentally appropriate activities.

Our philosophy involves creating a supportive, cooperative atmosphere that encourages
self-control, and positive self-esteem. Positive guidance is based on our belief in each
child’s ability to grow and learn.

As caregivers, we need to ensure that each child feels loved and secure, while helping
build their social skills and desire to get along well with others. We are the supporters,
the encouragers and the teachers of children. It is our job as professionals to help
children learn appropriate behaviors by assisting and guiding in their implementation.

e We use positive reinforcement to encourage positive behaviors.

e We use redirection, discussion and communication to provide options for our
children.

e We do not embarrass our children.

e We do not label children or express judgment.
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e We will work hard to build a trusting, caring relationship with our children that
will increase their desire to meet our expectations.

Parents/Guardians are also required to observe these guidelines for positive guidance
and the prohibitions for punishment while on Center premises or when accompanying
any Center-organized outing.

The end goal of positive guidance and discipline is to help children become responsible
for their own behavior. At no time is physical punishment or punishment related to
food, bathrooms, or naps tolerated. Screaming, yelling, or any use of corporal
punishment are not permitted.

Sometimes a child’s behavior is such that more formal intervention is required. If a child
engages in persistent or repetitive inappropriate behavior or behavior destructive to the
health and safety of himself or others, we will use the following Progressive Guidance
procedures:

We will observe and record the child’s behavior patterns and our responses.

Parents/Guardian will be asked to participate in a parent/guardian teacher conference
to develop a specific action to address the behavior. The plan will outline all steps the
staff and parent/guardian will take to help the child develop new behavior patterns.

The Executive Director may request and work with outside resources to incorporate
recommendations of outside consultants into the plan with the agreement of
parents/guardians. If special resources are used, the parent/guardian may request a
conference. Resources include, but are not limited to, child psychologists, play
therapists, and occupational therapists.

If a child's behavior is such that she/he consistently displays hostile or aggressive
behavior that injures other children, the Center Director will meet with the
parents/guardian to discuss the situation. In all cases, the Center reserves the right to
ask the parents/guardian to remove the child from the Center.

Licensing

Tiny Findings is licensed by the District of Columbia Office of the State Superintendent
of Education (OSSE) and meets the requirements set forth in the District of Columbia
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Municipal Regulations (DCMR 29). We are accredited by National Association of the
Education of Young Children (NAEYC).

We believe that licensing and rigid enforcement of standards is in the best interest of all
children and, as such, our center will comply with all applicable licensing regulations.
These standards apply to our facility, staff, health and safety procedures, nutrition,
teacher/child ratios, and record keeping. Tiny Findings is subject to inspection by state
and city health, fire and licensing officials. These entities review our program in terms of
children’s health records, facility’s health and safety guidelines and practices.

The Center’s license is displayed in the lobby, and a copy of the licensing regulations is
on file in the Center's office.

Health Examination and Immunization Requirements

Each child must have a current DC Health Certificate on file. Copies are available on the
Department of Health website or from the Tiny Findings Operations Specialist. This
form must be updated annually (at a minimum), and each time a child receives a
mandated immunization or test.

To meet licensing requirements for operating a center in the District, Tiny Findings
must report health examination and immunization information to the Department of
Health. By attending school in DC, you are agreeing to follow the health exam, test, and
immunization schedule of the District. Please note that your personal physician may
follow a different schedule; therefore, it is your responsibility to provide documentation
of your expected immunization schedule to Tiny Findings, which may or may not be
accepted by the Department of Health.

While the Operations Specialist makes every attempt to remind families of their
requirements, it is each family’s responsibility to meet the schedule and documentation
requirements. Our records are audited annually, at a minimum, by the Department of
Health, and failure to abide by regulations jeopardizes our license to operate. Children
who do not meet the exam, testing and immunization requirements of DC will not be
allowed to attend Tiny Findings until all requirements are met.

Guidelines / Reminders for Health Certificates:

At each “well child” visit, the “date of health exam” in the top left area of the health form
needs to be updated, and the date at the bottom of the form needs to be updated.

Families must provide updated information on immunizations received each time their
child is immunized, as the Center must keep records up to date for licensing and
accreditation.
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Each child needs a TB and lead test between 9 and 12 months.

According to DC law, between the ages of 6 months and 14 months of age, and again
between the ages of 22 and 26 months of age, each child must get lead screening done.

By the third birthday, and annually thereafter, each child must visit a dentist. The
dentist should document this visit through the DC government dental form available on
the Department of Health website or from the Operations Specialist. Families must
provide a copy of the dental form to Tiny Findings, as the Center must keep records up
to date for licensing and accreditation.

Center Staffing **

Tiny Findings follows DC licensing requirements set forth by the District of Columbia
and OSSE. In line with our accreditation, TF strives to meet the more stringent
recommendations set forth by the National Association for the Education of Young
Children (NAEYC). At a minimum the Center maintains the D.C. regulations noted
below:

Infants Toddlers Twos Threes Fours
D.C. 1:4 1:4 1:4 (younger) |1:8 1:10
Regulations 1:8 (older)
NAEYC 1:3 (group of [1:4 1:5 (group of |[1:6 (group of |1:8 (group of
guidelines 9) 10) 12) 16)
1:4 (group of 1.6 (group of |1:7 (group of |1:10 (group of
12 12) 14) 20
1:8 (group of
16)
Tiny Findings [1:3 1:3 1:4 (younger) |1:6 1:8
Staffing** 1:6 (older)*

*Tiny Findings maintains a ratio of 1:4 in the Twos room until all children in the Twos room
reach 30 months of age, at which point Tiny Findings ratios may be reduced to 1:6, consistent
with NAEYC guidelines.

** Tiny Findings strives to maintain these ratios on a daily basis. At times, however, it may be
necessary for the Center to alter ratios in certain classrooms, consistent with D.C. regulatory
requirements, to accommodate staffing needs. At all times, classroom ratios will at least meet
the minimum ratios set forth in D.C. regulations; frequently, the ratios in certain classrooms
exceed Tiny Findings’ minimum staffing ratios.
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Professional Development

Tiny Findings is committed to hiring qualified educators. With all Lead Teachers having
an Associate’s Degree or Child Development Associate (CDA) credential, Tiny Findings
has exceeded NAEYC criteria that at least 75% do so. In addition, 4 of the Tiny Findings
Coordinators hold Bachelor’s Degrees and an additional Coordinator is working toward
that goal. Tiny Findings strives to sustain a high level of energy and commitment
among its faculty through ongoing development training. Such in-service professional
development bridges early childhood theory and practice and encourages
self-motivation and ownership for professional growth. Each staff member participates
in an orientation that covers areas including health and safety, child abuse
identification, evacuation procedures, nutrition, family relations, program approaches,
and child guidance. Teachers also observe and mentor under a more experienced
teacher. Professional development plans are coordinated with the Director to meet the
needs of individual programs and faculty members.

In order to provide professional development to the teachers, the Center will close two
days during the academic year and for one week between academic years (in-service
week). The dates of the closures will be provided to families at the beginning of each
academic year.

Insurance

The Center maintains a number of insurance policies to address accidents and medical
incidents at the Center. Please contact the Executive Director for more information or to
file a claim form.

Admissions and Enrollment

The admissions process has been established to accommodate the demand for early care
and education at Tiny Findings. Because the demand for enrollment may exceed current
availability, not all applicants may be able to enroll. To ensure transparency and equity
in the admissions process, Tiny Findings established this weighted drawing policy for
determining selection of new enrollees, class placement, and transitions between
classrooms.

Program Eligibility

To be eligible for attendance, children must be at least 3 months of age and not yet
required to attend Kindergarten in their home jurisdiction.

Updated September 2021

17



Application

Applications are available in the Center or on the web at www.tinyfindings.org.
Completed applications must be returned with the necessary application fee, payable to
Tiny Findings. The application fee is nonrefundable. Incomplete applications will not be
accepted.

Acceptance and Enrollment

Tiny Findings admits children without regard to race, sex, color, creed, religion, or
national origin. The Center will seek to accommodate children with special needs when
reasonable accommodation can be made. Tiny Findings’ policies and procedures exist to
ensure a safe, secure, and nurturing learning environment for your child.

Children may be accepted for admission prior to meeting the age requirement for
attendance (3 months) or before the family is ready for the child to start their
admission. If a family wants to hold the slot until the child is age-eligible or ready to
start, the family must pay the appropriate tuition fees from the date of acceptance. Date
of acceptance, in this case, is the date that the child would have been enrolled if eligible
or ready to start.

Upon acceptance into the program, a non-refundable enrollment fee for each new child
will be due to secure the spot. Upon re-enrollment, a non-refundable re-enrollment fee
for each currently enrolled child will be due to retain a spot