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Welcome to Hearts Leap Beginnings!  

 

We want to make your experience here a positive and rewarding one. It is our aim to provide a 

responsive, loving, and dynamic environment and education for your children. 

 

Our goal is for each child to develop secure attachments and a sense of trust in the people and 

world around them. We believe that education is a lifelong process and that all of the adults 

and peers with whom they come in contact influence the children. Parents and Early Childhood 

Teachers are partners in making school a positive and beneficial experience for young children. 

 

This Parent Handbook has been developed to provide parents with information about the 

policies and procedures of Hearts Leap Beginnings. Please read carefully and contact us to 

discuss any questions, concerns, or suggestions you may have. 

 

Sincerely,  

Hearts Leap Beginnings 
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Business First 

 

Security and Access 

Hearts Leap Beginnings is located in an urban area and on such a busy street so our doors have a special code 

to open them that is for adults only. Each classroom will have a separate code and you will be informed of this 

prior to your child’s first day. Please make certain that individuals you do not recognize do not enter with you. 

If someone wants information about the school ask him or her to wait outside and alert a staff member.  

 

To reach Hearts Leap Beginnings call 510-529-4694. Please use this number to report absences, illnesses or for 

any other business matter. If you have an urgent matter and there is no answer on the main office line, please 

call Hearts Leap Office 510-549-1422. 

 

Hours of Operation 

Our program operates between the hours of 9:00am and 4pm (with an 8:00am early drop-off option and a 

5:30 late pick up option), Monday through Friday. Parents are welcome to pick-up their child any time within 

their contracted hours. However, we ask that your child is dropped off before 2pm in the Willow Room and 

before 11am in the Aspen Room to allow for a smooth transition. 

 

Please be aware that parents need to arrive 5-10 minutes prior to their selected pick-up time. This allows 

parents time to collect their child, check the mailbox, gather their child’s belongings and check in with 

teachers. Also, by arriving a few minutes before pick-up time, parents will avoid any late charges or fees. 

 

Tuition 

Tuition is due the first day of each month. A late fee of $50 will be imposed if tuition is not received by the 5th 

of the month. After 30 days, any unpaid fees will accrue interest at 18% annum plus collection fees. Chronic 

lateness or lack of payment may result in the termination of your child’s placement in our program. 

 

Parent Involvement 

Hearts Leap Beginnings recognizes that the relationship between home, child and school is essential. We 

believe that a child’s learning and development is the joint task of parents, teachers and child. Teachers at 

Hearts Leap Beginnings will communicate with families extensively to ensure that each child receives 

consistent and individualized care. Prior to your child’s first day you will complete an intake needs & services 

form with your child’s teacher. This information will be updated every 3 months as your child develops new 

eating habits and routines. Communication will also be established through school events, classroom and 

school wide newsletters, conferences, daily logs and discussions. Many teachers will share information by 

email as well. Please remember to keep in classroom conversations brief so as not to distract teachers from 

their main priority, your children! Teachers are always available by appointment to discuss any special 

concerns that parents might have. 

 

Parents at Hearts Leap have traditionally been incredibly gracious in their classroom and school wide 

contributions. Parents are more than welcome to contribute their time and energy!  
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Additionally, we expect each family to participate in our community by giving 12 hours per family per year of 

time to help with school projects, or to pay $25/hour in lieu of service. A few of the ways parents contribute 

include: 

● Participating in Parent Work Days 

● Volunteering for our Auction Fundraising Committee, Parent Snack Shopping Committee or any of our 

other Parent Founded Committees. 

● Supporting the teachers and children on walking trips to the local parks 

 

Staying Informed 

Within the classrooms you will find daily recorded details about your child’s care routines such as meals and 

feedings, diaper changes, and sleep.  Additionally, there will be a space for classroom specific information such 

as daily happenings and upcoming events. Parent mailboxes are maintained directly outside of your child’s 

classroom.  Information and tuition billing are placed inside your parent mailbox. Furthermore, classroom and 

schoolwide information will be sent in weekly newsletters and updates.  

 

Arriving to School Safely  

As we are located on a busy street, we require you to always use crosswalks when arriving to and departing 

from school with your child. Children should always be accompanied by an adult when crossing the street and 

when entering or exiting the building. The entrance doors to Hearts Leap Beginnings are located on the 

south-side of our building. Daily transportation to and/or from the center will not be provided by Hearts 

Leap Beginnings.   

 

Departing School Safely 

Car seats (or boosters) are required by California State Law for children under 8 years of age. Children younger 

than twelve years of age are required to be in the back seat of the car. We will be unable to release your child 

to you if we have knowledge that there is no car seat, or if your child is to be seated in the front passenger 

seat of your vehicle. 

 

Respecting our Neighbors 

Hearts Leap Beginnings is located in a shared building. In an effort to continue a positive relationship with our 

neighbors, we ask that you refrain from parking in the driveway. We encourage you to spend time on the patio 

either before or after school, but ask that you remind the children not to play with the umbrellas or in the 

bushes behind the benches.  

 

Emergency Routine 

Emergency routines are built into our program. Twice a year  we conduct school-wide earthquake or fire drills. 

Records of these are kept in the school office. Emergency disaster plans are located inside of each classroom 

doorway and a school-wide emergency and disaster plans, as well as emergency phone numbers, are posted 

in the main entrance front hallway. Our policy is to dial 911 in the event of any extreme emergency.  

 

 

 

 

4 



 

Illness Policy 

Keeping children healthy is our goal at all times. Several illnesses require exclusion of sick children to ensure 

protection of other children and staff. Staff will be alert for symptoms of infections  and will notify you if your 

child must be kept home from school. Any one of these reasons is sufficient to exclude a child due to illness: 

● The illness prevents the child from participating comfortably in routine activities. 

● The illness requires more care than the teachers are able to provide without compromising the health 

and safety of the other children. 

● The illness is any of the specifically diagnosed conditions listed below. 

 

Symptoms that require exclusion of a child: 

● Fever along with behavior change or other signs of illness such as sore throat, rash, vomiting, diarrhea, 

earache, etc. 

● Symptoms and signs of possible severe illness. These may include unusual shaking, tiredness, 

uncontrolled coughing or wheezing, continuous crying or anger, or difficulty breathing. 

● Diarrhea—runny, watery or bloody stools 

● Vomiting—more than once in 24 hours 

● Body rash with fever 

● Sore throat with fever and/or swollen glands 

● Eye discharge— mucus or pus draining from eye, or pink eye (lids or cornea). 

● Head lice or nits (eggs) 

● Severe coughing—child red in the face or making a high pitched whooping sound after coughing, or 

unable to stop coughing. 

● Yellow skin or eyes 

● Child is irritable or continuously crying. 

● Child is unable to participate in the program or required 1:1 care 

 

Your child may return to school when he or she is 24 hours free from diarrhea, vomiting, and fever without 

the aid of medication. In cases of possible contagious infections, children may return to school 24 hours after 

first dose of antibiotic or with physician’s note. In cases of lice, you must provide proof of treatment and your 

child will be checked when they return to school. 

 

Medicine From Home 

As required by California State Law and as regulated by Community Care Licensing and the County Office of 

Education, medicine can be administered to children at school only if: 

● It is a prescription medicine 

● It is in its original bottle/packaging with the child’s name, Doctor’s name, and dosage labeled 

● You have filled out a required school medication form along with your full signature for each date that 

the medicine is administered along with specific instructions for administration. 

 

By law, we can administer topical ointment such as Neosporin or antibacterial soap and water, but nothing 

else. In the event of an emergency, doctors will take any life saving measures as designated by your medical 

consent form. We freely use Band Aids and ice. 
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Parents should provide any sunscreen they want applied to their child in a labeled bottle. 

 

Child Abuse Report 

It is mandatory for all staff to report any suspected child abuse. If a staff person suspects that a child has been 

abused in or out of the center, they are required by law to report this to Child Protective Services and also to 

Community Care Licensing. The person suspecting the abuse is responsible for making that call and will report 

it to the director immediately. 

 

Forms 

Our school is licensed by the State of California. As required by the California  State Law and regulated by 

Community Care Licensing, a file on each and every child is kept on the premises of Hearts Leap School. 

Parents have access to that file upon request. Each school file contains: 

● Identification and Emergency Information Form 

● Parent’s Preadmission Health History Form 

● Child Developmental History 

● Medical Consent / Allergy Alert Form 

● Notification of Parent’s Rights / Acknowledgement of Parent’s Rights 

● Acknowledgement of Personal Rights 

● Physician’s Report and Immunization History Form 

● Parent Handbook Receipt 

● Needs and Services 

 

Schedule Changes 

If a situation arises or you have a scheduling conflict, you may request late afternoon or early morning care. 

There are forms for each of these requests that can be found in each classroom and/or in the office. Once you 

have submitted the form, the office will confirm whether or not we can accommodate your request. If it is a 

last minute request, please call the office directly. Unfortunately, if your child is signed-up for the 2 or 3-day 

schedule, we cannot accommodate requests for them to attend on their day off, regardless of the ratio in the 

classroom.  

 

The Hearts Leap Beginnings Program 

 

Philosophy 

Hearts Leap Beginnings is dedicated to providing the highest quality of care for infants and toddlers in a warm, 

loving, and dynamic environment. By building strong, caring, and supportive relationships between teachers 

and families, we ensure that each child receives consistent and individualized care. Responsive teachers work 

closely with a small group of children to help them establish secure attachments and a sense of trust in the 

people and world around them.  

 

Curriculum & Approach Founded in Brain Development Research 

At Hearts Leap Beginnings, we believe that each child has a natural desire to learn and limitless curiosity. 

Learning is an active process that is best fostered through natural exploration and play. It is through play that 

various aspects of the child’s development (social, emotional, cognitive, language, creative and physical) come 
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together. Play involves opportunities to explore, create, invent and discover. As the child freely explores the 

classroom and materials, they organize their experiences and make meaning of their world.  Beyond play, all 

caregiving routines offer opportunities for learning and are valued as intentional one-on-one time between 

the teacher and child. The goal at Hearts Leap Beginnings is to provide an engaging atmosphere and 

responsive environment that encourages the daily development of each child’s body and mind.  

 

 

We utilize the latest neuroscience research-based techniques, including RIE, for the Infant/Toddler care we 

provide at Hearts Leap Beginnings. RIE (Resources of Infant Educarers), based upon Magda Gerber’s research, 

is recognized as a high quality, independence-building, support mechanism for Infant/Toddler programs. 

Through this research and support we will bring forward enhanced environments that will ensure that every 

infant and toddler has access to stimulation, nurturance, print-rich, art-rich, and tactile-rich classrooms that 

research shows builds the brains of the developing child in extraordinary ways.  

 

Anti-Bias Education 

At Hearts Leap Schools we are committed to an Anti-Bias curriculum plan, which engages children and 

teachers in ongoing dialogue. Through this dialogue we help develop respect for divergent thinking, varying 

cultures, lifestyles, human diversity and universal connections. Anti-Bias Curriculum is designed to engage 

children in an active process of the exploration of self, others and our relationships to one another. Our 

emphasis on problem solving and conflict resolution supports our anti-bias goal, where children come and 

listen to and respect each other’s ideas. As they learn to take each other’s perspectives into account, children 

truly begin to look outwards from the self and family to form a more global and inclusive world-view. 

 

The focus in our infant and toddler classrooms is on building a foundation for future anti-bias dialogue. Hearts 

Leap Beginnings teachers do this by helping each child to feel that their voice (non-verbal and verbal) matters, 

modeling respectful interactions with each child and other adults,  and providing multiple visual 

representations of varying cultures, lifestyles, and human diversity.  

 

Staffing and Classroom Composition 

The Hearts Leap Beginnings educators are widely experienced, and offer a combination of deep familiarity 

with childhood education and excellent parent communication skills. Each member of the faculty has 

extensive knowledge of curriculum planning and program development,  and is well versed in contemporary 

approaches to children’s growth and development. In addition, every teacher respects the uniqueness and 

individuality of each child, and take great joy in helping each child to thrive. 

 

Hearts Leap Beginnings teachers guide children’s development by means of the environment they create, the 

intentional and respectful interactions they have with each child, the individualized planning they do, and the 

behavior they model. The faculty uses their skills in planning and curriculum development to provide a 

framework within which each child can explore and develop. They also utilize their powers of observation, 

gained through long experience as teachers, to document children’s growth. Together as a team with parents, 

Hearts Leap Beginnings teachers help each child see for themselves the possibilities of a creative, inspiring and 

caring world. 
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Hearts Leap Beginnings has two classrooms, Willow and Aspen, serving children between the ages of 3-30 

months old.  The Willow Room enrolls children ages 3-17 months and is split into two groups each with a 

teacher to child ratio of 1:3. The Aspen Room is for toddlers ages 18 months through 30 months and will have 

a teacher to child ratio of 1:4. 

 

Child Development & Early Intervention 

As professionals in the field our teachers are extremely knowledgeable about child development. Teachers will 

communicate with parents if they feel a child needs additional support beyond the individualized attention 

they receive at school. We work closely with families to pair them with the appropriate services as needed. 

 

Discipline 

Hearts Leap does not use corporal punishment of any kind, nor do we use time-outs. Teachers are trained to 

use redirection, role modeling, and are problem-solving oriented while remaining sensitive to children’s needs 

and maintaining a positive attitude.  A child will be gently removed from an area if they are being dangerous 

with their bodies and cannot stop themselves, but the immediate objective of the teacher is to help the child 

feel supported, help them to regain control and move towards engagement in problem solving. Teachers play 

a neutral mediating role when engaged with children during the process of resolving conflict, encouraging 

children to be as involved as they are able.  Nevertheless, teachers cannot let children endanger themselves or 

others. All problem solving must be conducted in a safe and nurturing atmosphere for children to be able to 

truly engage in the process. 

 

Safety 

When a child is injured while in care at Hearts Leap Beginnings, teachers will comfort the child and administer 

the care needed, typically an ice pack or a band aid. They will then fill out an injury report that describes the 

situation leading up to the injury and the care provided. If an injury occurs on a child's face or head, a teacher 

will call a parent to let them know.  

 

Challenging behaviors, such as biting and hitting, are typical in young children and are developmentally 

appropriate ways of expressing needs and feelings.  Educators at Hearts Leap Beginnings expect that children 

will experiment with these behaviors, as well as with testing limits and trying new things.  These are important 

parts of learning about oneself, about how to express needs and feelings, and about how to engage in a 

community. This knowledge and understanding allows educators to prevent many potentially challenging 

behaviors as well as to respond quickly when they do arise.  

 

Hearts Leap Beginnings Educators will respond by:  

●  Ensuring safety 

●  Offering information 

●  Providing redirection and safe choices 

●  Modeling appropriate behaviors 

●  Helping children communicate and negotiate with each other 

●  Encouraging children to brainstorm safe solutions 

●  Observing and collecting data to better understand the behavior and possible causes 
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If a child continues to exhibit challenging behavior, the teaching staff will consult with the family to better 
understand the child's struggles. We will meet as a team to create a plan to support the child and maintain 
classroom safety. We will implement strategies such as: temporarily assigning an educator to stay close to the 

child to support successful interactions, offering more options for independent activities, and doing special 
guided activities that support the child through successful social interactions. 

  

Enrichment 

Hearts Leap Beginnings’ teachers offer a variety of enrichment opportunities based on their interests and 

talents. These may include exposure to musical instruments, dance/movement, gardening, yoga, languages 

other than English and so much more!  

 

Walking Field Trips 

Types and amounts of field trips may vary from classroom to classroom. Parents will always be notified in 

advance of each field trip, and permission forms are required for each child. Teachers always take emergency 

information with them and emergency medical supplies any time they walk out of doors with children. 

California State Law requires that if driving is required for a field trip, all drivers will be required to provide 

written proof of insurance and an up-to-date California State Driver’s License. Car seat and traffic safety 

requirements must be met at all times. 

 

 

The School Day 

 

All forms (as previously listed) must be complete and on file in our office before any child may be left in our 

care without the parent or guardian present. California State Law requires that all files should be complete 

on your child’s first day of school. 

 

The Beginning of the Year 

Each year we take special time to help transition our new children and families. As this may be your first time 

separating from your child, we encourage parents to stay as long as necessary for the first week of school in 

order for your child to feel comfortable with your leaving. In this way your child comes to see Hearts Leap 

Beginnings as a warm and safe place where parents are actively involved.  

 

Separations 

Children say “good-bye” to their families in many different ways. Some happily wave families off and enter 

easily into play while the situation is new and a few weeks later the same children may cry and cling to 

caregivers.  Some are cautious from the beginning and still some never go through a tearful goodbye phase. 

These are all normal and healthy ways for children to process and experience their emotions. Hearts Leap 

Beginning educators will support you and your children through the myriad of feelings that arise both at the 

time of separation and throughout the day. We will assure your child that they will see their families again, 

that you miss them as much as they miss you, and that they are very loved.  

Signing In and Signing Out 

Parents are required by Community Care Licensing regulations to bring their child(ren) into the classroom 

every morning. A complete legible signature is required at the beginning and the end of each day with the 
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time of arrival and departure. This is crucial because, in case of emergency, staff will use sign-in sheets to 

check attendance. Children will be released only to authorized persons whose names  are on the emergency 

sheet. A parent may revise these names at any time, in writing. If the authorized person picking up child is 

unknown by staff, he/she will be asked to show identification before child is released. 

 

Cubbies 

Directly inside your child's classroom we offer special individual spaces for you to store your child’s required 

spare clothing, coats or sweaters and in the toddler room, their lunches. Each cubby is labeled and we request 

a picture of your child to help him or her recognize where the cubby is. This space will be your child’s for the 

year, until he or she moves to another classroom and acquires a new cubby. 

 

Spare Clothing 

We ask you to furnish spare clothing for your child. It is a parent responsibility to keep clothing updated on a 

regular basis. Be sure to provide at least two complete sets of clothing, including underwear and socks. 

Remember that the seasons change and your child grows considerably throughout the school year, so check 

the clothes often in order to keep them updated. Please place your child’s name  on each and every item to 

minimize mix-ups and lost items. Because learning involves freely exploring materials, your child may 

sometimes get messy, please send your child in clothes which can get paint stained. Hearts Leap will provide a 

personalized bag for the child's belongings. 

 

Needs and Services Plan 

Prior to your child’s first day  at Hearts Leap Beginnings, you will have submitted a completed Needs and 

Services Plan and will have gone over the details with a classroom teacher. This form is a space for parents to 

share with us the important details around the care and routines they have established with their child, as well 

as any other pertinent information that will help educators get an understanding of who the child and family 

are.  With this information, educators are able to support children in the ways that are familiar.  

 

Feeding 

At Hearts Leap Beginnings we understand that food choice is an area where individual families and children 

may have strong preferences based on health concerns, special needs, eating habits, culture and custom, and 

allergies. We are committed to an inclusive and accepting attitude regarding each family’s approach to food 

and to implementing a policy regarding the food consumed that promotes good eating habits and a healthy 

attitude  toward food among the children. 

 

In the infant rooms, lunches and snacks are provided for each child by their parents and packed in containers 

that are clearly labeled with the child's name and the date it will be served.  If food is sent in its original 

packaging (pouches, jar food, whole fruit) then the child's name and the date should be clearly labeled on the 

package. Each child will have their own container in the refrigerator for storing their food and bottles/cups.  

 

In the toddler room, lunches are provided for each child by their parents and stored in a lunchbox that will be 

kept on a shelf in the classroom. All food containers must be labeled with the child’s name. Nutritious snacks 

will be provided by the school twice in the day, in the morning and after nap.  
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If you are introducing new foods into your child’s diet, we ask that you notify the teachers when you begin 

implementing it at home, before it is introduced at school. 

 

Breast Milk and Formula 

Breastmilk and/or formula will be provided by families on a day to day basis in bottles clearly labeled with the 

child’s name and the date, and stored in the school refrigerator. Unused and partially consumed portions will 

be sent home daily. Infants are fed on demand, when they indicate  hunger.  Bottle fed infants will be fed at 

least once every four hours. If you desire to breastfeed your child at school, please feel free to do so either in 

the classroom or in the office if you prefer more privacy. 

 

Food Allergies 

It is the responsibility of each parent to inform the school of any allergies his/her child may have. All teachers 

will be aware of each child’s allergies. In cases of severe sensitivities, we will ask the classroom as a whole to 

avoid bringing a problem food into the classroom environment. 

 

Napping 

We understand that naps are highly individual and nap needs vary from child to child. If your child naps, we 

ask that you communicate all naptime routines to your child’s teacher to ensure that your child has a peaceful 

nap period. We will work with you and your child within our general policy to fine-tune a nap schedule that 

works for your family. 

 

For our youngest children a dedicated nap space will be available for nap time to accommodate their varying 

schedules. In our older toddler room nap and rest time is generally from 12:00pm to 2:30/3pm. We will 

provide a sleeping cot and a restful environment. Parents are asked to provide their child with a blanket and 

comfort item. All children under 12 months old will need a sleep sack as no loose blankets are allowed in the 

sleeping space. All bedding is taken home and laundered by a parent volunteer weekly.  

 

Children who do not nap are asked to take a rest time on their mat for approximately 20-30 minutes with a 

teacher available to them. After that period, children will be engaged in quiet table activities, story time with a 

teacher, or outdoor play until naptime is over.  If you know that your child needs a longer nap, please 

communicate that with the classroom teachers. 

 

In Closing 

 

We hope that the information provided in our handbook is helpful. Thank you for reading and adopting the 

policies outlined here. We look forward to creating a warm relationship with you to make this school a safe, 

engaging, and enjoyable learning environment for your child. We always welcome your suggestions, 

comments, and support. 
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