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ASPEN CENTER FOR CHILD DEVELOPMENT   

FAMILY HANDBOOK 

Updated March 2025 

Welcome and History  

Welcome to Aspen Center for Child Development. We are delighted to have your family join our school community.  This 

handbook is to inform parents/guardians of the Aspen Center for Child Development’s policies and procedures.   

We are dedicated to developing a strong home-school partnership in order to scaffold your child’s success at our school.   

If you should ever have questions or concerns regarding your child, please feel invited to talk with your classroom 

teaching team and/or school administrator at any time.  

About OUTREACH UNITED RESOURCES, INC. (The OUR Center)                

The OUR Center was founded in 1987 to provide a centrally located, comprehensive service of basic needs to 

households in the St. Vrain Valley.  The scope of the organization was expanded with the addition of OUR Child Care 

Center in 1989.  Support for the programs comes from the entire community including individuals, churches, service 

organizations, businesses, private foundations, the City of Longmont, and Boulder County.  The OUR Center helps 

families move toward self-sufficiency by unifying community resources, as well as offering assistance such as food, 

housing, medical needs, affordable infant, toddler, and preschool child-care, clothing, transportation and furniture.   

Aspen Center for Child Development is located at 501 5th Avenue offering infant, toddler, and preschool early care and 

education to families of all income levels throughout the greater Longmont area. Fees are based on a sliding scale. 

Aspen Center for Child Development also enrolls families who qualify for child-care through the Colorado Child Care 

Assistance Program (CCAP). 

OUTREACH UNITED RESOURCE CENTER MISSION                  

We help people move toward self-sufficiency by unifying community resources. 
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About Aspen Center for Child Development   

 Aspen Center for Child Development is an early childhood education setting serving children from six weeks to six years 

of age. We are play based and focus on developmentally appropriate, creative experiences with children. 

Aspen Center for Child Development is rooted in collaboration, working closely with other agencies in the community 

who work with families, such as Boulder County Housing and Human Services, St. Vrain Valley School District, Boulder 

County Public Health, Genesis Program, Community Infant Program, TLC Therapeutic Outreach Program, Boulder County 

Mental Health Partners, and Children, Youth & Families’ Services of Boulder.  

It is Aspen Center for Child Development’s commitment to provide affordable early care and education to all income 

levels.  

Aspen Center for Child Development Mission Statement  

The mission of Aspen Center for Child Development is to provide care that enhances the social, intellectual, physical and 

emotional well-being of children and their families from all income levels in and around the Longmont community, and 

support those in need toward self-sufficiency. 

Anti- Discrimination Policy  

Aspen Center for Child Development is operated on a non-discriminatory basis, making certain there is equal treatment 

and access to quality care for all children, without regard to race, economic status, religion, or national origin. 

Special Needs 

The admission of any child with special needs will be in compliance with the Americans with Disabilities Act, and a 

reasonable effort will be made to accommodate your child’s needs. 

The Aspen Center is committed to creating an inclusive environment where all children can thrive. Children who are 

identified as having special needs, an IEP or IFSP, will have a team dedicated to supporting their success. We work 

closely with families and specialists to develop individualized plans that support the unique needs of each child. Our 

teachers use developmentally appropriate practices and adapt or modify activities, materials, and routines to ensure 

that all children can participate fully and feel successful. We also collaborate with early intervention services and other 

professionals to provide additional support when needed. Our goal is to foster a sense of belonging and help every child 

reach their full potential in a nurturing and supportive environment. By meeting throughout the year and ensuring 

consistent communication, we strive to make learning accessible to all children.  

Family Support  

Families of the Aspen Center are encouraged to reach out to their teacher and/or administration in times of challenge, 

and/or trauma. Staff support families in accessing available resources including early childhood mental health support, 

child development support, parenting resources, referrals to community organizations, and those resources available 

through the OUR Center and community partners.  
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Referrals and Support  

All children develop at their own pace. Some children benefit from support to help them along the way. Together, we 

can make sure your child’s development is on track. When needed, the Aspen Center for Child Development will help 

connect families with outside resources to support their child’s growth and development. If our teachers think your child 

may benefit from these outside resources, we will talk with you about making a referral to Imagine! or Child Find 

(through your local school district). These programs can provide further evaluation at no cost.  The evaluation will give a 

clearer picture of the child’s development and identify additional help that might be needed. If they find you are not 

eligible for their services, the Aspen Center for Child Development may help you connect with other resources.    

 

Accessibility and Language Support  

The OUR/Aspen Center has a contract with Language Link to provide interpretation services via a phone call. If staff 

and/or a family requires language assistance, staff will contact the Center Director to access this service.  

Enrollment Process 

Aspen Center for Child Development accepts children from six weeks to six years of age. We provide early care and 

education for families at all income levels and welcome families who qualify for the Colorado Child Care Assistance 

Program (CCAP).  

To begin the enrollment process at the Aspen Center for Child Development, parent/guardians must complete and 

return the enrollment application and pay applicable fees (discounted for sliding scale families and waived for CCAP 

families). Once this form and fees are returned, either via email, USPS, or dropping them off at the front office, families 

are contacted by someone from the school. Families will be notified if we can accommodate the enrollment request 

immediately or in the future. Some, but not all of the determining factors of enrollment include class size and space 

availability, child’s date of birth, preferred schedule, and alignment of parent-school expectations on teaching and 

learning. 

A registration packet, including an enrollment application, developmental history, current health form and immunization 

records, and other pertinent information, must be completed prior to the child’s first day of school and is required to 

complete the enrollment process. 

Aspen Center requests that families commit to set hours their child will be at school every day. This aids in scheduling 

staffing and staying in compliance with State Licensing mandates for adult/child ratios so that teachers can continue to 

provide high quality care and education for every child.  

Once a set of hours is confirmed, families will be held accountable for picking up and dropping off their child at that 
time. Children picked up after the hours agreed upon will be considered late.  

The Aspen Center offers a 12-month contract option. To secure classroom placement for the fall session during a leave 

from school during summer months (June and July), a written request must be made by April 1. A nonrefundable holding 

fee for each child enrolled must be paid by April 30. This fee is the full amount of tuition for each summer month (June 

and July) the child is away.  

Tuition and Deposits 
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A non-refundable application fee of $50.00 secures your child in our enrollment open pool. Families who qualify for 

sliding scale tuition are asked to pay a reduced application fee and the fee is waived for CCAP families.  

Tuition is available on a sliding scale by completing the application process. Each family requesting sliding scale 
assistance must submit the following information:  

• CCAP (Colorado Childcare Assistance Program) denial letter. The family must apply for CCAP (Colorado Childcare 
Assistance Program) prior to applying for sliding scale assistance. The Aspen Center Director can assist the family 
as needed to apply for CCAP assistance.  

• Sliding scale assistance application.  
• Provide proof of current gross income for all household members. One of the following documents will be 

accepted:  
• Most current paystubs (2) 
• Unemployment benefit award letter 
• Most recent federal income tax return  

When a complete application and supporting documents are received, the Aspen Center Director and Executive 
Director will review the completed packet to determine eligibility and available resources.  

Decisions will be made based upon a sliding fee scale and available funds. The sliding fee scale will be reviewed 
and/or updated annually when the federal poverty guidelines are published.  

 

Upon an offer to enroll at the Aspen Center, a deposit is required to hold the classroom spot. Deposits are half of the 

first month’s tuition and are non-refundable.  

Tuition and CCAP parent fees are due monthly by the first of the month and is considered late after the 5th of the 

month. A late fee of $25.00 will be added to next month’s bill should payment be received after the 5th of the month 

unless alternative arrangements have been made with the school administrators. 

Aspen Center for Child Development does not refund tuition for sick days, family vacations, emergency closures, 

inclement weather, or absences. 

Change of Schedule 

The Aspen Center strives to support families as their needs change. For this reason, we can consider changes to 

children’s schedules based on parents’ needs and classroom availability.  

All requests for a change of schedule must be completed in writing and submitted at least 30 days in advance to the 

school director. Tuition fees for the current schedule are still in effect until the new schedule can be accommodated. 

New schedules take effect on the first school day of the month. 

Schedule changes for summer months (June, July) must be made in writing by April 1 to the school Director. To secure 

classroom placement for the fall session, a nonrefundable holding fee for each child enrolled, must be paid by April 30. 

This fee is the full amount of tuition for each summer month (June and July) the child is away.  

There is a $15.00 fee for each change of schedule. 

Withdrawal and Refund Policy 
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Notification of intent to withdrawal must be made in writing to the Director at least 30 days in advance. If you choose to 

withdrawal before those 30 days, you will be responsible for 100% of the next month’s tuition fees. Verbal notification 

to withdraw your child is not sufficient.  

 

Meet and Greet Visit Days and Transitioning to School  

When a child is left in new surroundings, it can be emotionally upsetting.  This adjustment can also be difficult for 

parents. Ahead of the child’s first day at school the family will receive email communications from the Director 

identifying the child’s schedule, start date. They will also receive the new family paperwork packet (hard copies available 

per request). Classroom teachers also send a welcome email introducing themselves, the flow of the day, and 

communicating what the child will need at school. 

It is Aspen Center for Child Development’s policy to have a parent/guardian and their child come to the school before 

the child’s first day for a meet and greet. Parents, children, and teachers will have an opportunity to get acquainted and 

families can familiarize themselves with the classroom routines. If Aspen Center for Child Development feels a longer 

transition time is needed for a child, a parent/guardian may be asked to bring the child in for more visits.  

It is important to realize that sometimes children cry for a brief time after separating from their parents. However, they 

soon become interested in exploring their environment and interacting with their teachers and other children in the 

classroom. If your child is very upset for a prolonged period of time, we will notify you. Feel free to call about your 

child’s well-being at any time. We also encourage parents to come visit their child’s classroom at any time during the 

day.  

We ask you to have your child at school before 9:30 a.m. so they have the total benefit of our program.  For the best 

interest of all we do not accept children after 9:30 a.m. unless previous arrangements have been made. 

Continuity of Care 

At The Aspen Center, we value the importance of building strong, consistent relationships between children and their 

caregivers. To support this, we strive to maintain continuity of care by keeping children with the same primary teacher 

or teaching team throughout their time in a particular age group. This approach helps children develop a sense of 

security and trust, which promotes emotional well-being and positive learning experiences. If a transition to a new 

classroom becomes necessary, we will work closely with families and the child to ensure a smooth and supportive 

adjustment. Our goal is to provide a stable, nurturing environment where children feel safe and confident to explore and 

grow.  

Transitions to New Classrooms  

Children at Aspen Center for Child Development transition to new classrooms when they reach the age and stage of 

development appropriate for the next room. Approximately one month before a child’s transition families will be 

notified by the school director, their current teachers, and finally the new teaching team via email.  

The child’s current teachers and new teachers will meet to share information about the child to assist in the transition. 

Parents/guardians are encouraged to meet with the new teaching team to get acquainted.  
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To provide a gradual transition, “Happy Visits” are organized so children can spend a little time each day in the new 

classroom and outdoor play space. Typically, these visits happen a week before the child moves and provide an 

opportunity for the child to get acquainted with the staff and other children a little bit each day. The schedule for happy 

visits is shared with parent/guardians ahead of time so they can prepare themselves and the child.  

With all these parts of the transition in place, our hope is for children to feel welcomed and comfortable in their new 

learning environment, and a positive new stage of growth and development will begin.   

 

Staff Qualifications 

Aspen Center for Child Development staff have expertise in caring for infants, toddlers, and preschoolers in a group 

setting. Depending on the position, staff must fulfill hours, classes, and training to be in compliance with state 

regulations. Aspen Center for Child Development takes pride in our staff. The teachers are professional, well educated, 

and trained to work in the Early Childhood Education field.   

All staff members are certified in infant and child CPR, First Aid, and Universal Precautions. The OUR Center provides 

staff with continuing professional learning throughout the year.  

Babysitting Requests 

Staff are not allowed to transport and/or watch children during non-business hours. It is not permissible for staff to 

baby-sit for families.  

Professional Development for Staff 

We believe that as educators we have a responsibility to be life-long learners. For this reason, Aspen Center for Child 

Development closes once a semester for in-service days and for two days in the summer for a staff retreat. These dates 

are noted on our school calendar and shared with families in advance.  

Throughout the school year, staff engage in regular professional development opportunities that focus on best practice, 

creativity, innovation, and current trends in education.  

We engage in all-school staff meetings once a month after school hours. These meetings focus on collaboration, teacher 

leadership, school-wide systems, and opportunities for shared learning. 

The Aspen Center participates in an ongoing quality improvement process with a comprehensive plan in the Colorado 

Shines system. Besides sharing quality improvement goals with staff and families throughout the year in newsletters and 

other school – wide communications, access to these plans are available upon request. 

Adult to Child Ratio 

We strive to meet ratios at or below guidelines established by the Colorado Department of Human Services (CDHS). The 

National Association of Early Childhood Education (NAEYC) provides structure for determining adult child ratios and 

group size in what’s considered high-quality settings.  

Aspen Center Age and Ratio 

6wks – 24m: 1-4                                                
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24m – 36m: 1-6                                                  

3yrs-4yrs: 1-8                                                      

4yrs-6yrs: 1-10                                                    

 

NAEYC Age and Ratios 

Birth – 15m: 1-4 

12m-36m: 1-6 

30m-5yrs: 1-10 

School Age (5yrs +):1-12 

 

CDHS Age and Ratios 

6wks - 24m: 1-5 

24mo - 36m: 1-7              

3yrs - 4yrs: 1-10 

4yrs - 6yrs: 1-12  

Mixed aged (2.5-6yrs): 1-10 

Volunteers  

Volunteers are an essential part of the OUR Center programs. Volunteers allow us to provide a higher quality of service, 

offer additional assistance, tap new sources of expertise, and enhance the organization’s reputation in the community. 

There are volunteers at the Aspen Center for Child Development who work directly with the children in the classroom or 

support the school in other important ways. The OUR Center Volunteer Coordinator is responsible for recruiting 

volunteers and. Aspen Center for Child Development’s administration are responsible for scheduling, placing, training, 

and supervising these volunteers and doing background screenings.  

Each volunteer will be provided with a job description. All volunteers must follow the same guidelines and procedures 

and take the same health precautions as the staff when working with children at Aspen Center for Child Development.  

Partnerships with Higher Education Settings and Adult Learners 

Aspen Center’s strong reputation for implementing best practice in early childhood education brings an increased 

awareness of our school to the community and an increased responsibility to us in shaping the future workforce in the 

field of education. We currently have partnerships with several higher education settings including Front Range 

Community College, Colorado State University, and The University of Colorado, Denver. Adults interested in pursuing 

career paths related to working with children and families seek out the Aspen Center to fulfill their experiential 
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fieldwork requirements. This can look like short term practicum placements or long-term internships. Students placed in 

our classrooms go through a rigorous interview process and are supervised by classroom teachers and administrators. 

They are fully background checked and fingerprinted and take all mandated training required by Colorado State 

Licensing. 

Visitor Policy  

All visitors must sign in at the front office and show their identification. 

Daily Schedule and Routines 

Each classroom develops daily rituals and routines supportive of the current class of children. While staff is flexible with 

the flow of the day we also recognize that consistency is a vital component in facilitating children’s sense of security and 

control. Teachers work diligently to find the balance between the two.  

Arrival and Clocking In  

The Aspen Center is open to children and families 8:00 a.m. – 5:00 p.m. Monday – Friday.  

Children must be clocked in and out on the ProCare machine in the school lobby each day. This lets us know who is in 

the building. Families who have qualified for CCAP must also clock their child in and out on the CCAP Attendance laptop. 

Signing in and out is essential, as the attendance record is used for information required by state licensing, and in case of 

emergency evacuations.    

Please accompany your child to their classroom each day. Children should never be left unattended in cars, hallways, 

bathrooms, or classrooms. 

Late Arrival Policy 

To support children’s successful transition from home to school and to offer children the opportunity to engage with 

peers and teachers with appropriate time, the Aspen Center maintains a strict 9:00 arrival policy. Children must arrive 

before 9:00 to provide ample time for learning and playing with peers and teachers. Children arriving after 9:00 may be 

sent home and invited to join the classroom the following day. Exceptions may be made for medical appointments, etc.  

with prior notification. 

Departure 

To honor teachers’ time, the Aspen Center expects adults to arrive with enough time to gather children’s belongings, 

connect with teachers, and depart before the school closes at 5:00.  

We appreciate your promptness in picking up your child no later than 5:00.  

Late Pick-Up Policy  

Failure to pick up your child by 5:00 p.m. will result in a $5.00 fee per child for each minute past that time. Late pick-up 

fees will be added to next month’s billing statement.  

At 5:45 p.m. the Police Department may be called to pick up your child/children. 
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Authorization for Children’s Pick Up 

Aspen Center for Child Development staff will only release children to adults for whom parents/guardians have given 

written authorization. Daily notes and reminders on the daily care sheet or sign in sheet that someone other than 

yourself will be picking up your child will be helpful to our staff in maintaining safety and protection for your child.  

Each child has a file with an information form which includes the names, addresses, and phone numbers of individuals 

who have been authorized to take the child out of the facility. The information form must be kept current. 

Parents/guardians may give permission over the phone for someone to pick up their child in an emergency. 

Unauthorized Person Seeking Custody  

Custodial parents must authorize other persons who will be allowed to pick up the child. That person’s name and 

information must appear in the file as authorized by the parent/guardian. 

1. Telephone authorization will be accepted in lieu of written authorization only in the event of an emergency and 
when the parent’s voice can be clearly identified. This must be approved by the Director or Assistant Director. 

2. The authorized person must present valid photo identification upon arrival to pick the child up. 
3. No child will be released without the permission of the custodial parent. 
4. Staff in charge will notify the police by calling 911 if an unauthorized person seeks custody of the child. 

 

Intoxicated/Impaired Person Picking up a Child  

The Aspen Center cares about the children and families enrolled. In the event a parent or other authorized person 

arrives while intoxicated or in an impaired condition, staff will work to find alternative transportation for the adult and 

child, including contacting the other parent or another person on the child’s emergency release pick – up form. Should 

the impaired individual refuse alternative transportation and leave with the child, staff will alert the Longmont Police 

Department. 

Security  

The Aspen Center for Child Development is a secure building. Parents/Guardians are given a code to enter the building 

and we ask that this code not be given out to other people who may be picking up their child. Please have them ring the 

doorbell, and a staff member will check to make sure the person is authorized to pick up the child.  

Anti-Violence  

  

Parents and guardians must not engage in intimidation, threats or hostile behaviors, physical abuse, 

vandalism, arson, sabotage, use of weapons, bullying, carrying weapons of any form into school building or on 

school property, or any other act, which, in management’s opinion, is inappropriate. In addition, parents and 

guardians must refrain from making bizarre or offensive comments regarding violent events and/or behavior.  

Parents and guardians are expected to report any prohibited conduct to management. Parents and guardians 

should directly contact proper law enforcement authorities if they believe there is a serious threat to the 

safety and health of themselves or others.  

 

Parking  
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Aspen Center families may utilize the street parking in front of the building, along the side of the building, or the parking 

lot behind the school. Our location downtown is one of our favorite things, but it also brings some safety concerns with 

traffic. Please escort your child to and from your vehicle by holding hands. Never leave your child or their siblings in the 

vehicle alone. 

 

Transportation 

Aspen Center for Child Development does not provide any form of transportation.       

Exterior Doors 

Our front doors lead to a busy street. For this reason, only adults should open the doors and children should stay next to 

them. We use the language, “Only adults open doors” and encourage you to do the same. Please do not let children run 

ahead of you and exit the building. 

Outdoor Play and Excessive Hot and Cold Weather  

Children will be kept inside during excessively hot or cold weather. Children may be outside in temperatures of 20 

degrees to 90 degrees. The Child Care Weather Watch document is posted in each classroom for teachers to monitor 

wind-chill and heat index conditions to determine whether it is appropriate to go outside. When children remain inside, 

they engage in gross motor activities indoors.  

Safe Sleep Practices  

All staff members at the Aspen Center complete the course, “Prevention of Sudden Infant Death Syndrome and Safe 

Sleep Practices”, annually.  

We cannot use blankets with children under 12 months. Children will be put to sleep on their backs, and infants will be 

offered pacifiers for comfort. If an infant falls asleep in a place other than a crib, they will be moved to a crib. Sleep sacks 

are used in the infant room.  

 

Smoke Free Environment                   

The Aspen Center for Child Development is a smoke-free environment. This includes no smoking in the parking lot. If 

staff members are smokers, they will be required to change their clothing before entering a classroom. 

If a child’s clothing or backpack smells like smoke when the child arrives, staff may change the child’s clothing, and put 

the smoky clothing in a sealed container to send home with the parent at the end of the day.  

 

Children’s Personal Belongings  
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Your child will be assigned a cubby to put their personal belongings in. We are not responsible for any valuables or 

money left in your child’s cubby or in the building. Children have access to their cubbies, for this reason, it is best that 

any treasured items be left securely in your vehicle. 

We ask that children have two changes of clothing, appropriate for the season readily available in their cubby. Be sure to 

switch out clothing as your child grows and the seasons change! 

If your child has a favorite blanket, stuffed toy to rest with, or a pacifier, you may send it each day or it may be left in the 

child’s cubby.  Make sure all personal items are labeled. If you will be leaving a stroller or a car seat, please label it and 

leave in the lobby. 

We believe there is no bad weather, only bad gear! For this reason, children go outside almost every day. A hat, for the 

winter and summer, needs to be provided and appropriate clothing for the weather (coats, gloves, and boots) are 

required.  

School Supplies 

A school supply list is provided by teachers and is classroom specific.  

Diapering and Toileting 

Please provide a supply of diapers and wipes for your child. Cloth diapers are accommodated, if that is the family’s 

preference, in our infant and young toddler room. Children’s diapers are changed on a regularly scheduled basis. Our 

staff members wear gloves and disinfect the changing surface and/or toilets after each use. According to the Rules and 

Regulations for Child Care Centers of the Colorado Department of Human Resources, no child under the age of 18 

months will be given instruction in toilet training. At the point your child is ready to begin toilet training, teachers will set 

up a conference to meet with the parents to determine what procedures will be put in place at home and at the school 

in order to support the child’s success. 

Children’s Meals  

Aspen Center for Child Development participates in the Colorado Department of Public Health and Environment Child 

and Adult Care Food Program (CACFP). This information is provided in the enrollment packet in further detail. We must 

comply with their rules and regulations. These guidelines can also assist parents by offering information regarding 

feeding practices.  

We provide a breakfast snack from 8:30 a.m. until 9:00 a.m., a nutritious lunch from 11:30 a.m. to 12:30 p.m., and an 

afternoon snack served from 2:30 p.m. until 3:30 p.m. Please have your child at the center 15 minutes before the end of 

the breakfast time so they are not rushed to finish. Meals and snacks are prepared fresh daily and meet the food 

program’s menu requirements. Per our food program guidelines, we cannot allow foods to leave our center. 

Breastfeeding Friendly and Bottles 

We welcome parents/guardians to come to Aspen Center for Child Development to feed your child. We have a private, 

designated space in our building for breastfeeding. We support parents who continue to breast feed as they return and 

continue to work.  

We will check with you sometimes so we can provide or refer parents to breastfeeding resources if needed.  

Refrigerator/freezer space is available in the infant classroom for milk storage. Breast milk must be label with your 
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child’s full name, the date the milk was expressed, and how many ounces are in the container. Each infant will have their 

own colored bottle tape to label bottles and help in identifying bottles. 

A feeding plan is coordinated with our infant families to meet the needs of the infant and their parents. Infants are fed 

on demand as we observe hunger cues and coordinate the last feeding of the day to meet the parent’s feeding needs. 

Upon your infant’s first day we will work with parents on transitioning to bottle feedings.   

Please bring three (3) non-breakable bottles (with nipples and caps) for your infant. We cannot use glass bottles, for 

safety concerns. 

When a child turns one (1) year of age, the Aspen Center can no longer give the child a bottle.  The child will be given 

whole milk or approve milk alternative in a sippy cup at meals and snacks. Puréed foods are no longer offered; whole 

foods will be given after your child turns a year of age. If a parent has concerns regarding these procedures, they may 

have their doctor write out a special diet form stating why the child should continue on formula or pureed foods. The 

infant nursery supervisor will meet with the parents/caregivers prior to the child’s birthday to discuss the easiest way to 

help the child transition off the bottle and begin whole milk and finger food eating.   

Special Diet Requests  

Participation in the Colorado Department of Public Health and Environment Child and Adult Care Food Program 

mandates that we offer each child the foods required for a complete meal, to receive a reimbursement for that child’s 

meal or snack.   

Parents who request their child be given any menu substitution for any specific reason must have a Special Diet 

Statement form signed by the doctor to accommodate that request.  

Boulder County Farm to Preschool and Healthy Eating Active Learning (HEAL) 

Aspen Center for Child Development participates in the Boulder County Health Department Farm to Preschool and 

Healthy Eating, Active Living (HEAL) programs. We have a small garden in our playground and can use the OUR Center 

organic garden for our CACFP Food Program.  

Children are actively engaged in planting, tending the garden, and cooking with the produce they grow.  

Daily Care Sheets  

Daily care sheets support home school communication in our infant and toddler classrooms.  

Our infant and toddler classrooms utilize daily care sheets to communicate important information about the child. Upon 

arrival, parents/guardians will fill out their section of the daily sheet. It will be used throughout the day for teachers to 

record the child’s daily health status, fluid and food intake, diapering/toileting schedule, sleep schedule, and what 

happened at school that day.  

Face to Name Tracking Sheets  

All classrooms utilize Face to Name Tracking sheets, required to be used throughout the day. This is important to ensure 

a clear chain of custody between parents and teachers and all transitions children make during the day. It is imperative 

that all information be filled out completely, in order for teachers to provide the best care possible for your child.  
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School Wide Newsletter 

Once a week Aspen Center staff share a newsletter with families electronically. These newsletters highlight current 

events and learning, share important dates and information, communicate initiatives and partnerships the Aspen Center 

is a part of, and make visible the children’s learning. Families are invited to make suggestions for things to share in the 

newsletters.  

Family Involvement  

The Aspen Center recognizes the value of including parents/guardians in their child’s early learning experience. We 

invite families to partner with us in a variety of ways. We offer opportunities for volunteering in the classrooms, sharing 

passions and expertise, joining us for story time or lunch/snack, and participating in ongoing social events and school 

community days like our spring playground clean-up day. Parents/guardians may also be interested in joining our Child 

Care Committee.  The Child Care Committee meets quarterly for an hour and helps make decisions regarding school 

policies. 

Illness Policy  

It is in Aspen Center for Child Development’s best interest to keep all children healthy. We ask that parents/guardians 

respect the health of other children and our teachers in the school by keeping their child home when they are ill.  

Decisions about whether or not to exclude children will depend on how uncomfortable the child is and how well the 

staff can care for the child and respond to their needs in group care. If the child is extremely uncomfortable and requires 

one-on-one care, they will be sent home. (An illness guideline sheet is provided in the enrollment packet; please review 

these and keep your child home if they have any of these symptoms). 

In the event that a child becomes ill while at the Aspen Center, we will notify the parent/guardian immediately and ask 

that you or another authorized adult pick up the child within ONE (1) HOUR. 

A child who is running a temperature of more than 101 degrees will be sent home. A child who has been sent home with 

a fever may not return to the center for twenty-four (24) hours after they are symptom free without medication. If a 

child is running a fever the evening before, they should not be at the school for the next twenty-four (24) hours.   

A child will not be allowed to come back to the Aspen Center for twenty-four (24) hours after being sent home with 

diarrhea, vomiting, has a heavy nasal discharge, or seems unusually cranky on inconsolable. Aspen Center for Child 

Development staff monitors the health of the children very carefully and will send children home if they exhibit any of 

the above symptoms. If a child has been to the emergency room the day or evening before, Aspen Center for Child 

Development staff will make the decision if the child should be at the center. Our main concern is the child’s comfort 

and ability to access their education.  

To keep all the children as healthy as possible, please communicate any signs of illness. 

If your child requires a prescription or over the counter medication a doctor’s written order will be required before 

medication will be given by Aspen Center Staff. The Permission to Administer Medication in Child Care form is provided 

in your enrollment packet.  
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In the event of a serious illness requiring medical attention all attempts will be made to contact parents and/or 

emergency contacts. If no one can be reached the staff is hereby authorized to take whatever action is necessary, 

including the use of an ambulance. 

Nurse Consultant 

A nurse consultant visits the center once a month and is on call as a support to our school.  

Medical Forms and Statement of Health  

Parents/Guardians are required to take their children for routine health assessments. Parents are required to have their 

child’s doctor complete Aspen Center for Child Development medical forms with each regularly scheduled physical at 2, 

4, 6, 9, 12, 15, 18 and 24 months and annually thereafter.  

Immunizations coincide with physicals. For the health and safety of our youngest children, who are not yet immunized 

due to age, children without required age appropriate immunizations are not enrolled. If parents wish to have their child 

on a delayed schedule of immunizations, they must provide a written schedule of immunizations provided by their 

doctor. It is the parent’s responsibility to let staff know when they will be going to a doctor’s appointment so the 

appropriate forms can be taken to the appointment and returned immediately.                                                                                                           

First Aid Emergency Responses 

Staff members are trained in the areas of emergency procedures, CPR, and First Aid. Written authority will be kept on 

file for emergency medical care. When accidents, injuries, or illnesses occur, the adult in charge will notify the parent or 

guardian of the child.  

An Incident/Injury Report Form will be filled out for all injuries that occur at school. The Incident Report will be signed 

and dated by the supervising staff member and the child’s parent or guardian; a copy will be sent home and the original 

will be kept in the child’s file.  

In the event of an accident with an injury requiring medical attention, all attempts will be made to contact parents 

and/or emergency contacts. If no one can be reached, the staff is hereby authorized to take whatever action considered 

necessary, including the use of an ambulance. A full report of the injury will be sent to the Colorado Department of 

Human Services. 

Curriculum, Teaching, and Learning 

Aspen Center for Child Development is inspired by the Reggio Emilia Approach, a teaching philosophy that comes from 

Reggio Emilia, Italy. This approach to teaching and learning has a high regard for children’s competencies and respects 

their unique perspective on the world.   

We focus on inquiry based, developmentally appropriate, creative experiences with children. During the children’s day 

they experience a myriad of opportunities to engage with high quality, open ended materials that promote creative 

thinking, problem solving, and encourage the 4 C’s of 21 Century skills: Collaboration, Creativity, Critical Thinking, and 

Communication. 

Teachers are viewed as guides and facilitators of learning. We recognize the value of respectful interactions and engage 

with children through conversation using open ended questions rather than direct instruction. Our hope is that when 

children leave the Aspen Center for kindergarten, they view themselves as competent and capable learners.  
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This individualized support of the “whole child” which includes the areas of gross and fine motor, language and literacy, 

sensory, art, music, math, science, and social-emotional within the Colorado Early Learning and Development Guidelines 

(ELDG), encourages academic readiness and a positive disposition towards learning. 

Authentic Assessment 

Teachers engage in authentic assessment of children’s growth and development by collecting documentation of the 

children’s learning. Videos, photographs, anecdotal records, and observations are used to inform teachers’ planning for 

meeting children’s changing needs and interests. Throughout the year teachers input their documentation data into the 

online assessment tool, Teaching Strategies Gold (TSG). Staff complete a TSG checkpoint three times per year which 

provides a comprehensive snapshot of each child’s progress in different learning domains.  

Teaching Strategies Gold® is a research-based preschool program utilized by the St. Vrain Valley School District and 

many other school districts as a way to assess children’s growth and development. Utilizing teacher’s observations of 

children, this program has been proven to set up an environment that is developmentally appropriate and stimulating 

for each age level. It plays a supportive role in what teacher plan for learning experiences in the classroom. It is based on 

the belief that young children learn best by doing and through hands-on experiences. 

Systems for Intentional Teaching and Learning  

The Aspen Center values teacher research and intentional practice. To best support children and their experiences at 

school, teaching teams are given at least one hour of protected time, outside of the classroom, for planning. An 

additional hour is given to each classroom so teachers may work on documentation. This may include Teaching 

Strategies Gold, making learning visible in the classroom and school, meeting with parents, and other assessments.  

Developmental Screening  

Aspen Center for Child Development offers resources for annual vision, hearing, dental and developmental screenings at 

no cost. These screenings are done by trained professionals. 

Photography and Video Documentation 

Staff at Aspen Center for Child Development use photographs, videos, and commentaries in the Center for purposes 

including, but not limited to, journals, portfolios, Teaching Strategies Gold assessment tool, and documentation panels. 

Additionally, this media may be used for marketing purposes in public. 

 

A signed photography permission release will be kept in the child’s file. Parents/guardians may opt out of the child 

having their photograph and/or video taken. 

Media and Technology Use 

It is the policy of Aspen Center for Child Development that children do not watch television or videos while in our care, 

as it is our belief that children benefit more from active play, creative activities, and interaction with their friends and 

teachers. On rare occasions we make exceptions when the video relates to the subject being studied by the children. 

Aspen Center for Child Development utilizes media and technology in a variety of developmentally appropriate ways. 

We offer children opportunities to engage with tools such as projectors, digital cameras, iPads, and laptops to support 

their learning and contribute to curricular experiences. 
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Field Trips  

We love our location in downtown Longmont! We feel fortunate that we can utilize our neighborhood, local parks, and 

local business as opportunities to enrich learning and follow the interests of the children. Walking field trips are taken 

around the close proximity of the Aspen Center. Parents/guardians will be notified prior to a field trip for approval. 

Sometimes parents/guardians are invited to join the group as a way to participate in the classroom.  

If a child arrives late for a field trip and the class has already departed, the parent/guardian will be instructed to take 

their child to join the group since the destination of the field trip will be close by or they may wait with their child until 

the class returns to school.  

Parent/Teacher Conferences 

Twice a year we protect time for parents/guardians and teachers to come together and discuss children’s learning, 

growth, strengths, and areas to grow. Parent/Teacher conferences are scheduled in the fall and spring in alignment with 

the Teaching Strategies Gold checkpoint dates. Online portfolios, written and pictorial documentation is done 

throughout the year and may be viewed during these conversations.  

Parents/Guardians are encouraged to reach out to their child’s teachers at any time with questions or to discuss 

concerns or share celebrations. 

Guidance and Discipline  

At The Aspen Center, we believe that positive guidance and discipline are essential for helping children develop self-

regulation, social skills, and emotional well-being. Our goal is to create a safe, nurturing environment where children 

feel respected, valued, and supported as they learn to navigate social interactions and manage their emotions. We 

recognize that challenging behavior is a form of communication and an opportunity for growth. Through consistent, 

developmentally appropriate strategies, we aim to teach children how to express themselves appropriately, solve 

problems, and build positive relationships with others.  

Our staff use the following positive guidance strategies to support children’s social and emotional development:  

• Establish Clear Expectations: Teachers set simple, consistent rules and expectations that are easy for children to 

understand and follow. Rules and expectations are developmentally appropriate for the age group.  

• Model Appropriate Behavior: Teachers demonstrate positive social interactions, communication, and problem-

solving skills.  

• Use Positive Reinforcement: Teachers acknowledge and encourage positive behavior through praise and 

encouragement.  

• Corporal Punishment is never used. 

• Limit Use of "No," "Don’t," and "Stop": Staff limit the use of these terms and instead provide clear, explanatory 

guidance. For example, instead of saying, “No hitting,” staff will say, “Hitting hurts; I can't let you hurt others.” 

Discipline will never be associated with basic care needs such as feeding, diapering, or sleeping.  

• No Physical Restraining: Children will not be confined to cribs or restrained in any apparatus (e.g., car seats) as a 

form of discipline. Children will also not be restrained by adults unless the child’s safety is at risk.  

• Provide Choices: Offering choices gives children a sense of control and helps them develop decision-making 

skills.  
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• Redirection: When challenging behavior occurs, teachers gently guide children toward more appropriate 

activities or behaviors.  

• Ensure Safety: If a behavior includes physical aggression or presents a safety risk, teachers will respond in a calm 

and respectful manner to ensure the safety of all children and staff. Teachers will provide clear guidance on 

what is acceptable behavior and why. On rare occasions a child may be picked up to be physically moved to 

another space to ensure their safety or the safety of other children. The child is warned before being moved and 

is given an opportunity to remove themselves from the area before an adult picks them up. These practices 

strive to maintain respect and dignity of all children.  

• Teach Emotional Regulation: Teachers help children identify and express their emotions in healthy ways. Using 

tools such as deep breathing, calming techniques, and problem-solving strategies teachers support children’s 

emotional regulation strategies.  

• Encourage Conflict Resolution: Teachers support children in resolving conflicts by guiding them through steps 

like identifying the problem, expressing feelings, and finding a solution together.  

• Use Natural and Logical Consequences: Teachers use age-appropriate consequences that are directly related to 

the behavior to help children understand the impact of their actions.  

• Maintain a Calm and Respectful Tone: Teachers respond to challenging behavior calmly and respectfully, 

providing clear guidance without shaming or punishing. Aspen Center employees and volunteers will not use 

corporal punishment in any way, nor will they name-call, shame, speak sarcastically, or belittle children. Staff 

will also refrain from using negative labels such as “bad” or “naughty” when addressing behavior, focusing 

instead on helping children understand and regulate their emotions in a respectful and supportive manner.  

• Collaborate with Families: When ongoing concerns arise, staff will work with families and, if needed, consult 

with outside specialists to create an individualized support plan.  

 

Our approach to guidance and discipline is rooted in respect, consistency, and understanding. By teaching children 

positive behaviors and supporting their emotional growth, we aim to foster a sense of confidence, independence, and 

social responsibility.  

Response to On-Going Disruptive or Harmful Behaviors  

We are committed to working closely with families and specialists to ensure that every child is supported and valued as 

they grow. Our goal is to provide the optimum environment where teachers can teach, and children can learn. We strive 

to support children and partner with families for their success at school. Should a circumstance develop where teachers 

cannot teach or children cannot learn due to the behaviors/disruptions of a child, the result could be expulsion. 

At The Aspen Center, we believe that challenging behavior is often a sign that a child needs more time, support, and 

practice to develop their social and emotional skills. Our goal is to respond to challenging behavior with understanding, 

consistency, and respect while helping children build the skills they need to navigate social interactions and emotional 

regulation.  

When concerns arise, teachers and staff will partner with parents/guardians to support the child’s social and emotional 

health. The purpose in these instances is to develop a plan jointly with the family and access available resources to 

address specific challenging behaviors in a way that is individualized, consistent, and appropriate to the child’s level of 

understanding.  

If disruptive behavior persists and chronically disrupts the classroom, the following steps will be taken to ensure the 

child receives the necessary support:  
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• Observe and Reflect: Teachers will carefully observe the child to identify patterns, triggers, and environmental 

factors that may contribute to the behavior.  

• Communicate and Document: Teachers will document instances of challenging behavior and the strategies used 

to address them. This information will be shared with parents to support ongoing collaboration and consistency. 

Temporary Removal: In certain instances, a child may be removed from school temporarily for behaviors that 

constitute a danger to the child, others or if the behavior is beyond our ability to provide appropriate care. This 

may include behaviors that are disruptive, damaging, and/or requires 1-1 support outside of typical support in 

group care. If a child needs to be temporarily excluded, this is typically a sign that further intervention is needed, 

and the teaching team, parents/guardians, and other professionals will meet to discuss next steps.  

• Family/Teacher/Director Meeting: 

 A meeting will be held to discuss the observations and determine appropriate next steps. Staff and 

parents/guardians will collaborate to create a plan tailored to the child's needs, adjusting strategies as necessary 

to support the child’s progress and enlist support from other experts. It may be determined the child should be 

referred for more in-depth screening and evaluation, the child or family may be referred to other community 

resources, or the child may have needs that would be better served in another setting or philosophical learning 

environment.  

• Action Plan with Timeline: 

 An individualized action plan will be created with input from the family and school team. The plan will include:  

• School/Teacher Support – Adjustments to the learning environment and teaching strategies to support the 

child’s success.  

• Specialist/Evaluation Support – Referrals for early childhood mental health or developmental evaluations if 

needed and connection with additional community resources.  

• Family/Home Support:Strategies for supporting the child’s behavior at home to create consistency between 

school and home.  

• Follow-Up Meeting: A follow-up meeting will be scheduled to review progress, discuss any test results, and 

adjust the plan if necessary. Assessment of whether the child’s needs may be better supported in a different 

setting or learning environment may take place.  

• Accountability for Follow-Through: If parents or guardians do not follow through on the agreed-upon plan, the 

family will be dismissed from the school. 

• Disenrollment: If severe behavior continues despite consistent implementation of the intervention plan, the 

child's enrollment may end. This decision will only be made after careful consideration.  

Biting 

Biting is a natural developmental stage that many children go through. It is usually a temporary phase that is most 

common between thirteen and twenty-four months of age. Often, children use biting as a way to communicate to 

others. Aspen Center teachers pay close attention to when the biting occurs and observe what is happening for the child 

before, during, and after the moment to get a better understanding of what the child might be trying to communicate 

through this behavior.  

Toddlers bite for many different reasons. A child might be teething, tired, frustrated, or not able to access words to 

communicate a want or need. He or she might be experimenting with how to get attention from their peers or adults. 

Teachers support children through biting phases by modeling simple words and phrases to help with communication or 

sign language/body language.  
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When biting does happen teachers will move the child who is bitten away from the area and comfort them. The bitten 

area will be washed, and first aid applied, if applicable. The child who bit will be told, “Biting hurts! We don’t bite.” and 

will be redirected to something else while also given a strategy to use for next time. For example, a teacher may say, 

“You really like playing with the trains but your friend was using them. Next time you can say, ‘My turn’ or ‘Help 

please’”. 

When a child is bitten both children will receive an incident report. If the skin is broken, both children’s 

parents/guardians will be called. 

Should a child’s biting continue for a duration outside of what is typical or when older children demonstrate biting 

behaviors, the child’s parents will be called in for a conference with Aspen Center teachers and administrators to create 

a behavior plan.  

School Calendar 

The Aspen Center closely follows the St. Vrain Valley School District Calendar.  

We will be closed the following holidays in addition to part of SVVSD Winter Break, Spring Break, professional 

development days each semester, and two days for a staff retreat each August.      

                                                       New Year’s 

Day                  Martin 

Luther King Day                      President’s Day 

                        Memorial Day  

                            Fourth of July   

                Labor Day     

               Thanksgiving      

                  Day after Thanksgiving     

                    Christmas Eve       

        

Christmas Day 

*If the holiday falls on a Saturday, school is closed the preceding Friday. If the holiday falls on a Sunday, the school is 

closed on the following Monday. 

School Closings Due to Weather  

In the event of inclement weather, the OUR Center Executive Director and Aspen Center Director will determine 

whether the Aspen Center will be closed. A decision will be made no later than 6:00 AM or as closely thereafter as 

possible. Please check email, Facebook, and/or The Aspen Center’s website for closures. When possible, the answering 

machine at the Aspen Center will be modified to reflect the closure. If St Vrain Valley School District closes, then the 

OUR Center and/or Aspen Center will typically close as well. The final decision will be made by the Executive Director.   

If St Vrain Valley School District announces a late start or early closure because of rapidly deteriorating weather 

conditions, then the OUR Center and/or Aspen Center will typically follow the school district’s lead. The final decision 

will be made by the Executive Director.   

If the weather turns bad while your child is at school, you are welcome to pick up your child early. If bad weather causes 

you to be late picking up your child, please let the office know as soon as possible.  
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Evacuation Information and Emergency Drills 

Evacuation Procedure 

1. Staff/child ratios will be maintained, and the children will be evacuated to a safe location outside the building.  
2. Staff will utilize evacuation cribs or strollers or carry children when leaving the building, if children are unable to 

evacuate the building by walking independently. 
3. In the event of inclement weather or reentry to the Aspen Center building is not possible we will be evacuated 

to Central Presbyterian Church at 402 Kimbark. 
4. In the case of a tornado warning, staff and children will be evacuated to the basement. There will be no one to 

answer the phones at this time. Children will not be released to parents/guardians until the warning has passed. 

 

Responding to Lost Children 

In the unlikely event that a child should become lost, teachers and administrators will conduct a sweep of the area. Then 

if the child is not located within five minutes, the Longmont Police Department will be notified. Parents will be contacted 

immediately. 

Checking in and out of ProCare supports the school in maintaining accurate counts of children on the premises. For this 

reason, we ask that adults always check children in and out each day. 

 

 

 

 

 

Child Safety Policy  

 

The Aspen Center for Child Development prioritizes maintaining a safe environment for the children in our care. As such, 

all employees and volunteers are responsible for ensuring the safety of all children at the Aspen Center for Child 

Development, as well as the prevention of child abuse (physical, mental, emotional, or sexual), neglect, and 

maltreatment of a child.  

 

Reporting Suspicion of Abuse, Neglect, or Maltreatment of a Child  

Aspen Center for Child Development has a zero tolerance for abuse, neglect, or maltreatment of children in 

our program and activities. It is the responsibility of every employee and volunteer to always act in the best 

interest of each child. Aspen Center for Child Development employees and volunteers are required to report 

suspicions of child abuse, neglect, or maltreatment of a child by a colleague or volunteer to the school 

directors, Executive Director, or Human Resources.  

 

If an employee or volunteer observe any inappropriate behaviors (i.e. policy violations, neglectful supervision) 

or suspected abuse (physical, mental, emotional, or sexual) it is their legal responsibility as a mandated 

reporter to immediately report the observations to appropriate authority. School administrators are available 

to assist employees and volunteers when making abuse reports or they may make the report on their own.  
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A mandated reporter is any person specified in C.R.S. 19-3-304 is by law a mandatory reporter in Colorado, 

including teachers. If a mandated reporter has reasonable cause to know or suspect that a child has been 

subjected to abuse or neglect, or observed the child being subjected to circumstances or conditions that 

would reasonably result in abuse or neglect, the mandatory reporter shall immediately upon receiving such 

information report or cause a report to be made of such fact to the county department, the local law 

enforcement agency, or through the child abuse reporting hotline system within 24-48 hours of the suspected 

abuse.  

 

Aspen Center employees and volunteers must report suspected child abuse to:  

Colorado Child Abuse and Neglect Hotline 844-CO-4-KIDS (844-264-5437)  

To report suspected abuse that is an emergency, call 911.    

To maintain a safe environment for our children, Aspen Center for Child Development employees and 

volunteers must be aware of their individual responsibility to report any questionable circumstance, 

observation, act, omission, or situation that is a violation of these policies. All questions or concerns related to 

abuse or maltreatment of a child should be brought to the school directors.  

 

The Aspen Center for Child Development takes violations of this policy seriously and will take prompt action 

that may include disciplinary action, termination of employment and barring individuals from any school 

sponsored activities. Aspen Center employees or volunteers who are accused of violating our child abuse and 

neglect policy or committing any act harmful to a child, will be suspended from work until an investigation has 

been completed by law enforcement or Child Protective agencies.      

Shared Accountability      

Direct supervisors are responsible for monitoring these policies. In addition, Aspen Center employees and 

volunteers should be aware of and monitor each other’s actions and hold each other accountable for these 

policies. If an Aspen Center employee or volunteer sees a violation of these policies, that employee or 

volunteer must report the violation to the school directors, Executive Director, or Human Resources.   

Failure to report a prohibited act will not be tolerated and may result in disciplinary action up to and including 

termination.  

As an organization, the Aspen Center for Child Development will:  

• Conduct a rigorous screening process for job candidates.  

• Consistently adhere to standard application processes for all employees.  

• Conduct multiple reference checks on all prospective hires.  

• Ensure all employees and volunteers undergo a criminal background check.  
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• All adults working in a classroom or in the building must:  

o Complete TRAILS Background Checks  

o Complete sexual predator (in state and out of state residence)  

o Complete Colorado Bureau of Investigation background checks  

o Complete Federal Bureau of Investigation background checks  

• Rescreen employees and volunteers every 5 years.  

• Ensure all employees and volunteers placed in classrooms complete mandated training on reporting 

laws  

• annually.  

• Ensure all employees and volunteers placed in classrooms complete mandated training on how to 

recognize  

• and respond to warning signs of abuse, including grooming behaviors, annually.  

• Employees and volunteers placed in classrooms are required to review the Aspen Center’s abuse and 

neglect  

• policies and sign the last page indicating they have read and understood the material and agree to 

comply with policy requirements.  

• Ensure a safe physical environment where children can be seen and are always appropriately 

supervised. 

• Keep doors to classrooms open and if classroom doors must be closed, ensure that the glass panel in 

the door is unblocked.  

• Keep doors to bathrooms open and accessible.  

• Limit one -on -one interactions between an adult and a child that are not observable by others.  

• Identify and communicate to employees and volunteers the locations that are off limits to children 

(i.e., basement with the exception of school wide safety drills, closets, kitchen, laundry room, and adult 

bathrooms).  

 

State of Colorado—Licensing Concerns  

Complaints about Aspen Center for Child Development or suspected licensing violations should be reported to: 

Colorado Department of Human Services 

1575 Sherman Street 

Denver Co 80203 

Contact Information 

Ph: 303-772-4320 

www.aspenchildcare.org 

Facebook: Aspen Center for Child Development 

Colorado Shines level 4 

http://www.aspenchildcare.org/
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