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Please review this entire handbook and pay particular attention to the items in the starred sections* of 
the Table of Contents below. ~Please be aware that the information in this handbook is subject to 
change~ 
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OUR VISION 
We envision a world where all people know they belong. 

OUR MISSION 
We support people with disabilities and their families to lead fulfilling lives by providing opportunities to learn and 

be connected with others.  
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Dear Parents and Caregivers, 

Welcome to Racker Early Childhood Services (ECS)! We are thrilled to have you, and your child join us. 
This is such an important and exciting time for children. The experiences that children have early in their 
lives affect their development physically, cognitively, emotionally, and socially. The best investment to 
ensure the future success of our children is to be involved in the early years of their lives and their 
educational experiences. 

As we embrace Racker’s mission, vision, and Circle of Courage, our goal is to provide an enriching 
experience for your child through high quality, collaborative programming. Our partnership with you 
involves differing roles and responsibilities and this handbook is intended to provide you with a general 
overview of these, as well as our goals and guiding principles. We invite you to please review the 
handbook in its entirety as a means of developing a transparent and collaborative partnership. 

We value and appreciate working with you in the development and growth of your child’s early years. We 
look forward to watching the incredible transformations your children will demonstrate throughout their 
time at Racker ECS. Welcome again to Racker! 

Warmly, 

Brian Rozewski - ECS Director 
Tiffany Walborn – Ithaca ECS Site Director  
Sonia Ferro - Cortland ECS Site Director 
Katie Bassity – Special Education Coordinator 

 

CIRCLE OF COURAGE 
GENEROSITY is compassion, empathy, and altruism, the truest form 

of caring for others. 

 
BELONGING encompasses our 

relationships and human 
interdependence. 

 

 
INDEPENDENCE is the power to make decisions, 

to problem solve, to be responsible, and to 
grow. 

MASTERY is success, achievement, and motivation. 

Artwork by Lakota artist, George Blue Bird. For more information on the Circle of Courage, visit www.reclaiming.com. 

http://www.reclaiming.com/
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RACKER PRESCHOOL & EARLY CHILDHOOD EDUCATION CENTERS 
 

TOMPKINS COUNTY CORTLAND COUNTY TIOGA COUNTY 
Ithaca Early 

Childhood Services Center 
 

Address: 3226 Wilkins 
Road Ithaca, NY 14850 

Phone Number:(607) 272-5891 
 

Toll-Free Number:(800) 336-
1660 

Cortland Early 
Childhood Services Center 

 
Address: 882 Rte. 13 
Cortland, NY 13045 

Phone Number:(607) 753-9375 
 

Toll-Free Number:(866) 408-9263 

Owego 
Early Childhood 
Services Center 

 
Address: 

1277 Taylor Rd, Suite 33, East Wing 
Owego, NY 13827 

   Phone Number:(607) 687-2422 

Toll-Free Number:(866) 336 1660 

 

 
The listing of hours and community classroom information is included in your enrollment packet. 

Please contact us if you would like another copy or if you have any questions. 
 

Ithaca ECS Site Director, Tiffany Walborn Cortland ECS Site Director, Sonia Ferro 
607-272-5891 ext 258 607-753-9375 ext 134 
tiffanyw1@racker.org soniafcp@racker.org 

 
Special Education Coordinator, Katie Bassity 

katieb1@racker.org 

 
Early Childhood Services Director Brian 

Rozewski (607) 753-9375, ext. 144 
brianr1@racker.org 

Executive Director, Cris 
Donovan (607)272-5891 

cris@racker.org 
 
 
 

 

WEBSITE 
This handbook, documents, a link to the Office of Child and Family Services (OCFS) regulations 

(http://ocfs.ny.gov/main/childcare/daycare_regulations.asp), and other useful information about 
Racker is available on our website at www.racker.org. 

 
In accordance with Federal law and U.S. Department of Agriculture policy, this institution is prohibited from discriminating on the basis of race, 
color, national origin, sex, age, or disability. To file a complaint of discrimination, write to USDA, Director, Office of Civil Rights, 1400 
Independence Avenue, S.W., Washington, D.C. 20250-9410, or call (866) 632-9992 (voice) or (800) 877-8339 (TDD). USDA is an equal 
opportunity provider and employer. 

mailto:tiffanyw1@racker.org
mailto:soniafcp@racker.org
mailto:katieb1@racker.org
mailto:brianr1@racker.org
mailto:cris@racker.org
http://ocfs.ny.gov/main/childcare/daycare_regulations.asp)
http://www.racker.org/
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A LITTLE ABOUT RACKER 

Racker is a not-for-profit organization dedicated to creating a world where all people know they belong. 
Throughout the organization's history, our goal has always been to be responsive to the needs of 
individuals not only to provide services, but also to offer each person, family, and community 
opportunities for growth and learning. The founding of our organization in 1948 was based on valuing 
diversity and on appreciating the many things all people have in common. Our mission, vision, and the 
Circle of Courage, universally apply to all people, including those we support and employ. 

Racker currently serves nearly 3,000 individuals and their families. Our main service areas include Early 
Childhood, Clinical, Mental Health, Community Support, Residential and our Learning Initiative. We have 
over 35 sites in Tompkins, Cortland, and Tioga Counties and employ more than 900 people, making Racker 
one of the largest employers in our area. Licensed by five state agencies, Racker offers a range of services 
including preschool special education, clinical therapies, mental health treatment programs, residential 
opportunities, and community support services. These are designed to promote the specific goals of 
participants and their families in environments that are inclusive, strength-based, and person-centered. 

CENTER-BASED EARLY CHILDHOOD SERVICES 

Racker’s center-based Early Childhood Services provide a high-

quality experience for all students in a safe, caring, and nurturing 

environment. We provide a developmentally appropriate setting and 

program for children ages 6 weeks through 5 years old (depending 

on site) through childcare and special education services. We know 

the first five years of life are critically important for the physical, 

social- emotional, and cognitive development of a child. Our 

programs are child-centered and use a thematic and multi-sensory 

approach to learning. At the preschool level we provide an 

integrated setting where children play and learn side by side with 

peers of various and diverse abilities. 

Early Childhood Services Educational Philosophy:  

• We celebrate the inherent worth and value of every child. 
• We create strength-based, individualized, inclusive learning environments where all children can 

experience belonging. 
• We believe all children can learn with appropriate support and instruction. 
• We provide intentional instruction through play and flexible learning opportunities. 
• We believe in the power of a supportive team approach, which connects classroom staff, therapists, 

families, and community resources. 

Layered onto our early childhood philosophy, we incorporate a developmentally appropriate curriculum 
modified to each child’s development, learning styles, and goals. Our curriculum is aligned with New York 
State Learning Standards and targets social emotional well-being with cognitive, language, play, literacy 
and physical development. Children are offered a wide variety of learning opportunities, including arts 
and crafts, music, and large and small group instruction. Our goal is to provide as much of an 
individualized program as possible. Additionally, we recognize strong, positive relationships between staff 
and students are necessary for providing quality care. Staff are trained for and expected to establish 
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warm, caring relationships, focusing on a child’s strengths first.  

Racker ECS values and celebrates diversity in all forms. We teach children to learn to 
appreciate each other’s strengths and support one another in challenges. Although we 
bring this perspective to all forms of diversity, we have a particular passion for creating 
inclusive preschool classrooms that provide opportunities for children of all abilities to 
learn and grow together. The relationships and sense of belonging between all the 
children sets the stage for children to celebrate the diversity that they will experience 
in their homes, communities, and lives as adults. 

Our programs are licensed and regulated by the New York State Office of Children’s and Family Services 
(OCFS) and the State Education Department (SED) and subject to all applicable laws and regulations 
pertaining to childcare and special education preschool programs. 

SPECIAL EDUCATION PRESCHOOL PROGRAMS 
The Special Education Preschool Programs are comprised of inclusive classrooms in Tompkins, Tioga, and 
Cortland Counties for children identified, referred, and authorized through their local school district. Our 
classrooms are integrated, either in partnership with our Childcare/UPK programs or provided in 
community classrooms. Special education teachers and childcare teachers co-teach during the 5-hour 
special education program. Classroom teams also include certified Teaching Assistants and Teacher Aides. 
Staffing ratios vary by classroom. However, all classrooms provide staff to child ratios designed to support 
a language-rich environment with hands-on learning where children have the individualized support they 
need to learn and grow. Teamwork is integral to special education at Racker. We use a trans-disciplinary 
approach, where OT, PT, and SLP therapists work together with the classroom professionals to support 
each child’s needs and development. Therapeutic skills and goals are carried over into the classroom 
setting and supported by all staff. Our clinical therapy staff includes professionals with many years of 
experience and many specialized areas of expertise including feeding disorders, sensory processing, 
multiple disabilities, and neurological disorders. Social workers are also part of each classroom team and 
attend weekly meetings to help address individual, family, and classroom concerns. Social workers provide 
a consistent resource for families for information regarding diagnosis, evaluations, behavior strategies, 
equipment, medical assistance, special education, and more. Many children in the Special Education 
Preschool Program may also be eligible for additional support and services including OPWDD (Office for 
People with Developmental Disabilities) services and Children's Health Home Care Management. 

Cortland and Ithaca Special Education Program: 8:30 AM to 1:30 PM 

Owego Special Education Program: 8 AM to 1 PM 

CHILDCARE  
Our ECS Centers offer various childcare programs. At our Ithaca site we offer childcare for infants and 
toddlers (6 weeks to 3 years) in partnership with Tompkins County Community Action Early Head Start. In 
partnership with Cortland Enlarged School District and Ithaca City School District, we provide a limited 
number of UPK spots in both our Cortland and Ithaca locations and UPK wrap-around. At both Ithaca and 
Cortland sites we provide childcare for preschool aged children (3 years to 5 years). Please note that 
special education wrap-around childcare is provided on a case-by-case basis and is based on our ability to 
maintain child safety and comfort in a 1:7 staff to student ratio. All classrooms use a common curriculum, 
which is designed to provide a strength-based environment with play-based instruction though a 
combination of child-led and teacher-led activities. During the core hours of each day, preschool childcare 
programs integrate with the Special Education Preschool Program, where all children participate together 
in our curriculum driven activities and lessons. 

Cortland and Ithaca Childcare Hours: 7:30 AM to 5 PM 
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AN EXAMPLE OF A DAILY ROUTINE 
The following is an outline of a typical day at Racker’s Early Childhood Services Centers. Times and 
activities will vary depending on the program and the classroom. Each classroom’s schedule is posted in 
their room and is provided to parents during the first week of school. If you have any questions about your 
child’s routine, please ask your child’s teacher. 

Arrival-8:30: Free choice (children may choose from a wide variety of activities and play)  

8:30-8:50: Special education students arrive, bathroom breaks, play 

8:50-9:00: Morning circle (greetings, songs, calming breaths, etc.)  

9:00-9:30: Breakfast, handwashing before and after meal  

9:30-10:30: Play-based learning 

10:30-11:00: STEAM Activities (Science, Technology, Engineering, Art, Math))  

11:00-11:45: Gross motor time outside or in the gym (handwashing after coming in) 

11:45-12:00: Literacy Circle (stories, learning games, show and tell, etc.) 

12:00-12:30: Lunch, handwashing before and after meal 

12:30-1:30: Various activities depending on the classroom (small group and center time, free 
choice time, quiet reading, music or work bins, music, and movement time) 

1:30PM: Dismissal for special education and UPK students 
1:30-3:30: Nap/rest time OR play-based learning 
3:30-4:15: Snack, quiet play, bathroom breaks 
4:15-5:00: Gross motor time outside or in the gym (during inclement weather) 
*Good hygiene practices are encouraged throughout the day. Handwashing occurs after bathroom 
breaks, before and after any meals, and after coming in from outside play. 

OUR AMAZING STAFF 
Our staff are the heart and soul of our program. We are fortunate to have staff with a wide variety of 
education, experiences, skills, and talents, all of whom work hard and are dedicated to doing what is best 
for children. We employ certified special education teachers and daycare teachers with their CDA or 
equivalent. All staff, including teachers, assistants, and therapists, complete on-going professional 
development and are carefully screened to ensure safety. 

Here are a few specifics about ECS staff: 
All staff are screened, fingerprinted, and cleared through the NYS child abuse central 

registry.  

A minimum of one staff person per classroom is certified in CPR and First Aid. 

All staff receive ongoing training in child development and instructional strategies 
Classroom staff are assigned to one classroom to provide day to day consistency 

Floats and Substitutes: In the event a classroom staff member is absent, we have full-time floating aides 
to support classrooms. We also use substitute staff when needed and available. All floats and substitute 
staff receive the same screens and initial training as regular classroom staff. They are supervised by and 
have access to site and program directors, as well as paired with permanent classroom staff to ensure 
consistency and routine in programming. 
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PARENT AND CAREGIVER RESPONSIBILITIES 
Throughout the time your child is in our program, we will each have specific responsibilities. Please review 
the handbook in its entirety for an overview of what these responsibilities are, as well as the goals and 
policies of our programs. The items starred in the table of contents (pages 1-2) are particularly important 
to your role as parent and caregiver. 

Please contact us with any questions or concerns regarding this. There will be opportunities for parent 
and caregiver participation and education throughout the year to strengthen understanding and the 
relationship between Racker and parents/caregivers. We recognize the importance of and are committed 
to working together as a team to create the most wonderful experience for you and your child. 

ENROLLMENT 

Enrollment procedures and policies are different for each program. Please see below for applicable type of 
enrollment. A child's initial and continued enrollment is dependent on our ability to meet that child's 
needs. We offer tours to families prior to or as part of the enrollment process. ECS administrators or social 
workers are available to answer any questions you may have before, during and after the enrollment 
process. We work with families and/or school districts to determine which classroom, and professionals, 
will best meet your child’s needs. While we take family requests into account, we cannot guarantee 
requests for classroom or staff placements. 

SPECIAL EDUCATION PRESCHOOL ENROLLMENT 
Only full-time enrollment is available for the Special Education Preschool program. Referrals for Special 
Education Preschool Services come to us from the child's school district. If you are interested in this 
program, please contact your home school district, and ask the Committee on Preschool Special 
Education (CPSE) Chairperson. Enrollment is first-come, first-served, but the individual needs of a student 
and the ratios and needs of each classroom are also considered. Children who are referred for our 
Partnership Program also go through a screening at Racker to help us offer the most appropriate setting. 

Individualized Education Plan (IEP) – The therapies and special instruction we 
provide in this program are based on your child’s Individualized Education Plan 
(IEP).This plan, written by your school district’s Committee on Preschool Special 
Education, will list the recommended services to be provided, how often, and 
how long the services may take place. Based on the committee 
recommendations and subsequently approved IEP, our staff will work with your 
child’s primary care provider, speech therapist and our medical director to 
obtain prescriptions for therapies. Lack of a prescription may hold up the 
provision of services in a timely manner.  

CHILDCARE 
Applications for enrollment are accepted on a first-come, first-served basis. If you are interested in 
enrolling your child in one of our childcare programs, please contact the program site you are interested 
in starting the process. Full-time and part-time enrollment is available; however, priority will be given to 
full-time enrollment. Wrap-around services for UPK and special education students must be requested 
and are offered on a case-by-case basis based on our ability to meet children’s needs and staffing. 

Children who are enrolled part time can only attend on the days they are scheduled. Unfortunately, we 
cannot substitute another day during the week on a week-to-week basis due to staff scheduling 
requirements. Please see the “Schedule” section on pages 13-14 for more details. 
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DETAILS AND GUIDELINES 
Anti-Discrimination Policy: No child will be discriminated against based on their race, color, 
religion(creed), gender, gender expression, age, national origin (ancestry), or abilities. 

Enrollment Fee: An enrollment fee is due when your child begins the childcare program. Special 
Education Services are provided at no cost to families. Please reference the Fee Schedule included in your 
enrollment packet and on our website. 

CHILDCARE TUITION, FEES, AND PAYMENTS 

Special education, therapy services, and UPK are provided at no cost to families. School districts and 
counties are responsible for these costs. Tuition is required for Childcare services, including Wrap-Around 
care. Tuition billing is completed through brightwheel. Families can choose to set up autopay or schedule 
payments through brightwheel or to pay by check or cash in person or using a drop box on site. 

TUITION NOTIFICATION AND AGREEMENT 
Tuition contracts are completed on brightwheel and become effective the first day your child enters the 
care. You will receive a statement for the total tuition you paid for the calendar year in January. Direct any 
questions or concerns regarding your contract, tuition, billing, and payments to your Site Director. If you 
need to change your child’s care during the year, please contact your Site Director. See Schedule Changes 
below for more information. 

PAYMENT FEE SCHEDULE 
Please note the following items in reference to paying your child’s tuition: 

• Payments for services must be made on a regular basis. 

• Your balance should be $0 at the end of December. 

• A new contract is required every either in September or January.  
• Fees are due whether your child attends on scheduled days per your tuition agreement. Full 

fees will be due for individual days when you choose to keep your child out of school for any 
reason, including if your child is sick, or on family vacations. 

• Full week tuition is due even for weeks when Racker is closed for 1-2 days 

• There is no charge for the week Racker is closed between Christmas and New Years (this is the only 
time Racker’s closure affects tuition) 

• Children receiving wrap around childcare must request full day/week care for days and weeks when 
our Special Education Preschool is not in session ahead of time and be approved 

• Availability is not guaranteed and depends on child support needs and available staffing 
• Children attending during these closures must pay full childcare rates for those days/weeks 
• For a child enrolled in Wrap around Care who does not attend during week-long scheduled 

school breaks, there will be no charge for that week. 

• Childcare Late Fee – A late fee of $5.00 for the first 10 minutes and $1.00 for every minute thereafter 
will be applied to your next tuition bill for failure to pick up your child on time. Habitual lateness may 
result in termination of services. 

• Racker reserves the right to raise tuition with two weeks written notice. 

• Subsidies are available to those who qualify. Please see “Tuition Assistance and Discounts” for more 
details. 

• Fees are subject to a minimum 3% increase every January. 

• Please note that an enrollment fee is required when your child begins any childcare services. 

Please see our website or contact your Site Director for the most up-to-date tuition rates and fees. 

Failure to Pay: Failure to pay is considered a violation of your contract with us and could result in the loss 
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of your childcare space. If you are experiencing financial difficulties, please consult your Site Director as 
soon as possible. We are available to help with financial problems that may arise, and temporary 
adjustments and fee schedules may be instituted in an emergency. Emergency short-term aid for childcare 
costs is sometimes available through the Childcare Council. 

Please be aware that failure to keep your account current or make arrangements during financial 
hardships will result in termination of services. All accounts that are 2 weeks overdue are considered 
delinquent. 

Returned checks: Checks returned for insufficient funds are subject to a $15.00 fee. We understand that 
an oversight may happen on occasion. Our policy is that if more than one check is returned for insufficient 
funds, we will only accept money orders or cash for future payments. 

TUITION ASSISTANCE AND DISCOUNTS 
There are a few tuition assistance programs available in our communities. Please see below or contact your 
program’s site for information on applying to these programs. 

Subsidy Agreements: Low-income working parents/caregivers may be eligible for assistance through the 
Department of Social Services (DSS) Childcare Unit. If approved, you are responsible for paying the stated 
contribution, which is not determined by Racker. Payments not made may result in termination of care 
and the contract and notification of suspended/terminate services will be made to the subsidizing agency, 
which may result in the loss of the childcare subsidy. It is critical that you work closely with DSS to 
maintain this support. Please contact us if you need assistance and notify Racker of any changes in your 
childcare subsidy as soon as possible. 

You can now apply online: https://hs.ocfs.ny.gov/childcareassistance/. 

Sibling Discount: Families with more than one child enrolled will receive a 10% discount on the tuition of 
the oldest child. A discount does not apply if you receive a DSS childcare subsidy.  

IMPORTANT INFORMATION 

COMMUNICATION 
At Racker, we value ongoing and consistent contact between parents/caregivers and staff. To foster a 
partnership that will benefit your child, we request that you inform us of any changes as soon as possible 
that will affect your child's care. Below is a list, not all-inclusive, of some of the things that are helpful for 
us to know: 

If your child will not be attending or will be late on a regularly scheduled day If your 

child’s schedule is going to change 

Before and when you move 
Any time contact information, especially for emergencies, has changed. 

If custody or home dynamics have changed. (Please provide court orders as soon as possible) 

If you need to update or remove, anyone from the list of individuals authorized to pick up your child.  
Overall, if any information provided in your enrollment packet has changed. This includes 
medical information, nap information, contact information, and more. 

Staff are always willing to talk with you about your child or the program when you have questions, 
comments, or concerns. However, we also want to have conversations in a way and at a time when staff 
can give you their full attention. Therefore, when appropriate, conversations may need to be scheduled 
for a time when staff are not supervising children and/or can be conducted in private to maintain 
confidentiality. 
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Brightwheel: Racker ECS uses brightwheel for communication, enrollment, 
billing, and some of our documentation. Families can access brightwheel on a web browser or through an 
app. Classroom communication and emergency notifications happen primarily through brightwheel so if 
this access is not feasible for your family, please let your classroom teacher know and paper information, 
emails or phone calls can be used instead.  

Please note: same day and emergency notifications will now be through brightwheel so if you do not 
use the app or check it regularly you will need to monitor Racker’s website, facebook page and/or to 
see emergency notifications, such as snow days, emergency releases, or notification of emergent 
situations. 

Classroom Communication: Each child has a designated cubby. Please check this area daily as well as 
your child’s bag and brightwheel for reports, artwork, fliers, and/or letters being sent home. For 
children who take the bus home, this communication will be sent home in backpacks and/or through 
brightwheel. Classrooms do their best to send home individual notes daily and classroom-wide weekly 
newsletters. These may be provided by brightwheel, email, or paper in bags/cubbies.  

Child safety and intentional teaching is our first priority. Teachers do their best to communicate daily 
with families. However, please understand that teachers also limit the time they spend checking or 
responding to messages while they are caring for your children in order to be fully present with children 
and provide high quality care and instruction. 

We encourage families to communicate back to classrooms in whatever format works best for you, to ask 
questions, share celebrations, or comment on progress. Please keep in mind teachers do their best to stay 
on top of communication with families, but communication will not always be immediate. We also 
encourage teachers to maintain a work-life balance and are not expected to check or respond to messages 
outside of their work hours and days. If there are ways we can improve communication, please let your 
teacher, therapist, and/or Site Director know. 

Therapy: We recognize that for many families this is the first time therapy has occurred outside the 
home, and therefore, communication with therapists is different in this setting. However, there are many 
ways to stay informed and involved in your child’s therapy. Much of the information from therapists 
comes through the classroom team, shared by therapists during team meetings or in the moment updates 
between a teacher and therapist. You will also be provided with your child’s therapist’s name and contact 
information at the beginning of the school year. Therapists have access to brightwheel but may choose to 
communicate through email or phone. You are welcome to reach out to therapists with any questions, 
celebrations, or concerns. If you are communicating through brightwheel please note:  

• therapists will be included in the same message thread or chat as the classrooms, so please note 
that all messages, other than admin only, can be seen by both teachers and therapists  

• Due to the size of therapist caseloads across multiple classrooms, please clearly indicate a 
message directed at a therapist so the team can be sure therapists see and have an opportunity 
to respond.  

• Please allow therapists time to respond, as they may not see the notification immediately. 

Due to the collaborative nature of our teams and frequent communication teachers engage in with 
families, therapists at Racker are not expected to initiate direct communication with families on a daily or 
weekly basis. Again, we appreciate this can be a big change for many families and encourage you to reach 
out to your child’s teacher or directly to a therapist if you have any questions or need support in a specific 
area.  

Electronic Communication Permissions: Increasingly, communication is happening in an electronic format 
(brightwheel, email, texting, zoom, etc.), and using this type of communication does hold some risks. With 
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this in mind, we request that you fill out a form titled "Permission for Electronic Communication." This 
document is to give us permission to correspond with you via various forms of electronic communication 
that you will select. These include brightwheel, fax, e-mail, cell phone, texting, and video chat. The 
permission may be cancelled at any time by you but cannot be retroactive. 

BILL OF RIGHTS 
Please refer to the “Bill of Rights” included in the appendix for a list of your child’s rights as participants in 
our program. 

ARRIVAL AND DEPARTURE 

Arrival and Departure: Arrival and departure times are dependent on the program your child is enrolled in 
and the agreements made during enrollment. Please be prompt in dropping off and picking up your child 
and inform us if there are any issues. 

Busing – Children enrolled in the Special Education Preschool Programs have 
the option to be transported to and from Racker by bus. Please note: Racker 
does not provide transportation. The county or school district provides 
busing so arrangements must be made through your county/school. Please 
contact the county and/or bus company for their transportation plans 
and/or if you have any questions. 

Signing in and out: Children must be signed in each morning and out each afternoon. If you are dropping 
a child off or picking up, please ensure you connect with a staff member so we know when a child has 
arrived into our care. Any adult picking up a child must be authorized by the parent or guardian and 
provide identification if unknown to the staff. Please see “Authorization to pick up your child” below for 
details regarding who is allowed to pick up your child. 

Absences: Children learn best with consistency and routine. However, we recognize that many of our 
students have ongoing health concerns or challenges. In addition, children must be well enough to 
participate in the school day to benefit from instruction. If your child is unable to attend on a particular 
day, please contact your child's teacher. For children in the Special Education Programs, excessive 
absences may limit the number of therapy sessions your child receives. If there is an illness or 
circumstance that is affecting your child's ability to attend regularly, please contact us as soon as possible. 

Late Pick-ups: Your child worries and is upset if you are late; teachers must also leave on time to get to 
their own homes and families. If a child is not picked up at the end of the program day, the staff will begin 
calling parents or primary caregivers and all other emergency numbers that you have listed in your child’s 
enrollment paperwork. If no one can be contacted after all available numbers have been called, it may be 
reported as abandonment. 

Childcare Late Fee – A late fee applies for late pick-ups. See page 11 or your tuition contract for details. 

Authorization to pick up your child: If someone other than a parent/guardian will be picking up a child 
from school, please give advanced notice. You will create a list of authorized persons on your Child 
Information Form included in your enrollment packet. We cannot release a child to someone who is not on 
the list or does not have written permission. If a court order exists, we must have a copy of the document. 
In an emergency, you may contact the program staff to arrange for someone else to pick up your child. 

***Important: Racker has limited ability to restrict a legal guardian or parent from picking up children 
unless we have legal paperwork, regardless of if they are listed as an authorized pick-up person. Please be 
sure you indicate custody paperwork on your child’s emergency contact form, submit any necessary 
paperwork to the Site Director or your child’s teacher, keep paperwork up to date and contact us if you 
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have safety concerns.*** 

For the safety of the child, staff will ask for valid identification before releasing them to authorized adults 
if the staff does not know the individual by sight. Please be sure authorized adults are aware and bring 
an id with them. 

Changing authorization to pick up your child – You may update the list of adults authorized to pick up your child 
at any time. You will be required to resubmit the form for changes to go into effect. Please contact your child’s 
teacher, the Site Director, or front desk staff to update your form 

Building Access 
Safety is of critical importance to us. Racker’s buildings are secured by a fob system, and our partner 
locations have security within their buildings. 

Families and caregivers who pick up and/or drop off their children at Racker buildings will be given a fob for 
access to the building. The fob allows families to enter the otherwise locked building with a simple swipe 
on the pad. This system is designed to promote the safety and security of children and staff in the building. 

There are a few things to note: 

• Fobs are given to caregivers for use when their child is in 
our program. The fob needs to be returned when it is no 
longer needed, or when your child is no longer in our care. 

• Fobs are assigned to specific people who regularly pick up a 
child and they are not to be shared. If your circumstances 
change and a different person will be regularly picking up or 
dropping off your child, please contact us to arrange for a fob 
for that person. 

• We can turn off access to the building for individual fobs 
if they are lost or otherwise need to be disabled. Please 
contact us if/when this occurs. 

• If your child’s custody or pick-up permission changes, please alert us as soon as 

possible, so we can evaluate what changes to building access via the fobs need to 

happen. 
• Our buildings have systems in place to ring a doorbell or call an office for the door to be 

unlocked if an adult without a fob is picking up a child. 

• Please do not hold the door open for others. It is hard not to, but it is important to limit 
access to the building for everyone’s safety. 

CALENDAR AND SCHEDULE CHANGES 
Schedule Changes to childcare or wrap services: If your childcare schedule needs to be changed, please 
contact the Site Director and teacher with a minimum of two weeks’ notice. We do our best to 
accommodate changes, but you must receive approval from the Site Director before changes can take 
effect due to staff scheduling. 

Program Hours: Ithaca and Cortland childcare are open 7:30-5; special education services run from 8:30-
1:30. Owego special education services run from 8-1.  

Program Calendars: The calendar for your program and site is provided on brightwheel under paperwork 
then documents or shared files and are also available on our website. Our calendars include set holidays, 
staff development days, and program breaks. Please see Racker’s published calendars for exact holidays 
and scheduled closings, as they vary from year to year, and plan accordingly. In the event of any changes, 
families are given ample notification. 
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Closings, Delayed Openings, and Early Dismissal due to Weather: Changes to Racker’s 
schedule is site and program specific. For weather related closures only, each site follows 
the school district it is within. Parents/caregivers should check our website www.racker.org 
and Facebook page for school closings and delays in the event of extreme weather 
conditions. We will also utilize brightwheel to inform you of these instances and provide 
details to the Cayuga Radio Group (http://cyradiogroup.com/) and WBNG. For community-
based special education preschool classrooms, closings will be dependent on the school 
district. On occasion, Racker will have early dismissals due to bad road conditions, but the 
ECS programs will remain open until all the children are picked up. If it appears necessary to 
close before the end of a program day, we will either contact you via brightwheel or a staff 
member will contact you by phone. 

Childcare – Our childcare programs close only on rare occasions, even when our Special Education 

Preschools are closed. Please pay attention to weather-related announcements. If there is a change to the 

standard hours of our childcare, it will clearly state that on our website racker.org and Facebook page and 

notification will be sent through brightwheel to families. 

Nap Information: If your child attends Racker after 1:30 PM, you have the option to have your child nap or 
rest. We provide a quiet room, cot, and sheet or mat for the children. Staff, maintaining a 7:1 ratio or a 5:1 
ratio depending on age, supervise the nap room. You indicate your child’s napping preferences in the 
permissions form in your enrollment packet. Please note that after 20-30 minutes, if your child cannot nap, 
they may be provided quiet activities or moved to the awake room. A new nap agreement may be 
requested if staff notice your child is consistently not resting during naptime. 

Fieldtrips: Classrooms may take field trips periodically throughout the year. If your program participates 
in these off-campus trips, you will be required to fill out an “Activities Permission Form” and the 
“Transportation Consent Form.” These forms are effective throughout your child’s enrollment but can 
be revoked in writing (Note: revocation cannot be retroactive). Your child’s teacher will inform you of 
the specific activity dates in advance. Please submit in writing if you do not wish your child to attend 
services before the field trip. Parents and caregivers are more than welcome to join us on these fun and 
educational trips. Please notify your child’s teacher ahead of time if you wish to attend. 

Transportation for Fieldtrips – We contract buses for fieldtrips 
as needed and will notify parents of any changes of vendor. 
During initial enrollment, if your program may have fieldtrips 
requiring transportation, parents/caregivers will be notified of 
our Transportation Plan (also included in the Appendix) and 
must sign the “Transportation Consent Form” for their child to 
participate. 

Swimming Statement – Some programs participate in swimming 
programs. You give permission to participate in these programs 
through the “Activities Permission Form.” During the swim 
programs, there will be a certified lifeguard present, and a person 
certified in CPR and first aid. 

  

http://www.racker.org/
http://cyradiogroup.com/)%20and%20WBNG.
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CLOTHING AND ITEMS FROM HOME 
Your child will need the following items with them on the first day of their program and maintain them 
throughout the program as needed: 

• A complete change of weather-appropriate clothing including socks, underwear, pants, shirt, etc. Sometimes 
accidents and spills happen. We also like to do art and sensory activities that can get messy! These items can 
remain at school in the classroom or in their cubby. As the weather changes and your child grows, please be 
sure to update the items as needed. Please label all items with your child’s name! 

• A backpack or bag for your child to carry items to and from school. 

• Diapers and related items (wipes, diaper cream, etc.) if your child is not yet potty-trained. It is your 
responsibility to provide these items where necessary. 

• Necessary over the counter (OTC) topical items in their original container (including diaper cream). You will 
have to sign and return the “Authorization for Use of Over-the-Counter Topical Products” form before we are 
allowed to administer them. Please see the “Over-the- Counter (OTC) Topical Products” section on page 18 for 
more information. 

• Sunscreen. Please do not supply aerosol spray sunscreen. If you are unable to supply sunscreen, Racker will 
provide and utilize a topical sunscreen of at least SPF 30 or higher. 

o Any prescription medications indicated in your Medical Information Form during 
enrollment, labeled with your child’s first and last name with instructions for use. 
Please review the “Protocol for Medication Administration” on page 17 before 
dropping off medications. 

o If helpful for children who nap: A pillow, blanket, or naptime snuggle toy These 
items will only be available to your child during naptime. If any of these items 
need to be sent home daily for bedtime, please check your child’s cubby and 
book bag at the end of day. If the item is particularly well loved or special, please 
leave the item at home. We encourage children to be responsible, but we cannot 
be responsible for broken or misplaced toys. 

Toys: Toys from home are generally not allowed in the classroom, except in the case of “show and tell” or 
for naptime (stuffed animals or snuggle toys). In these cases, the toys should be left in cubbies when 
children arrive until it is time to use them. If your child needs a toy or object to help acclimate to the 
program, please discuss finding a transitional object in the classroom with your child’s teacher. If a toy is 
brought in from home, it will need to stay in your child’s cubby for the day. Each classroom’s rules can 
vary, so please speak to your child’s teacher with questions. Unfortunately, we cannot be responsible for 
broken or lost toys if they are sent into school. 

Show and Tell: Your child’s teacher will inform you if there will be a “share” or 
“show and tell” day when toys can be brought to school and what the policies for 
those days will be. Please discourage your child from bringing electronic, 
expensive, or well-loved, special toys as well as any small items with many parts. 
Although we will attempt to keep track of things and encourage children to be 
responsible, we cannot be responsible for broken or lost toys. 

Clothing: Please have your child wear comfortable, washable play clothes and sneakers, or sturdy close-
toed shoes. We play hard and tend to get messy at times! Children will be spending time outside daily, 
weather permitting; their clothing should be appropriate to weather conditions. For example, during the 
winter months please send hats, mittens/gloves, and a snowsuit or snow pants. Reminders will be sent 
home to update clothing as the seasons change. The days get busy and remembering who wore what can 
be challenging, please label ALL clothing. 

Reminder: Please keep a full change of clothes, labeled with your child’s name at school. If your child 
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comes home with a change of clothes, please be sure to send another set the next day. Your child may come 
home in extra school clothes if they need to be changed and there is not a change from home available. 
Please wash and return school clothes promptly so classrooms can care for all our students well. 

NOTE – ITEMS NOT ALLOWED: 

• Please do not allow your child to bring money, candy, or gum. 

• Toy guns or weapons are not allowed under any circumstances. 

• No medications can be sent in backpacks 

• If you use the same bag for non-school activities, please check for unpermitted items before sending to 
school 

FOOD SERVICE AND MEALS 
Racker is pleased to provide healthy food for all children in our programs! We are committed to serving 
your child healthy and wholesome meals at no cost to you, regardless of your income. Depending on your 
child’s program, children may receive breakfast, lunch, and one snack. Only children enrolled in our 
childcare programs, including wrap-around care, will receive an afternoon snack. Please ask your child’s 
teacher if you have any questions. 

At the Racker sites we provide homemade meals from our kitchen. In Ithaca and Cortland, we participate 
in the Child and Adult Care Food Program (CACFP). This reputable program makes sure every meal is 
nutritious and supports our programs by offsetting some of our food costs each year. If your child is in a 
community-based classroom, the school district or the facility provides food. Contact your program for 
more information. 

Racker menus are available on our website and are sent home monthly. Menus and specific food 
programs for community-based classrooms vary depending on the location. 

Income Eligibility Form – In order for us to qualify for reimbursement and 
discounts, we request that you fill out an Income Eligibility Form, 
regardless of eligibility. The form is provided in your enrollment packet. 
This form is extremely important in our role of providing your child with 
healthy meals and snacks. All the information provided on the form 
is completely confidential and is used for internal billing purposes 
only. It needs to be updated every year. 

Please contact us with questions or concerns about the food programs or the Income Eligibility Form. 

Dietary Information: If your child has any special dietary needs/limitations, or cultural, religious, and other 
preferences for food please document this in your enrollment packet on the All About Me and/or Medical 
Information Form and discuss it with your child’s teacher. 

CACFP Medical Statement – If your child cannot eat the food provided by the program due to medical 
reasons, we will need a medical statement filled out by your child’s health care provider so we can still meet 
the requirements of the CACFP program. Please contact your program with questions or concerns. 

HEALTH AND SAFETY 
Physical and Immunization Requirements: A current physical (within the past 12 months) and up to date 
immunizations are required for your child to be enrolled in our programs. Medical exemptions from a 
physician are the only allowable exemptions to the immunization requirements. 

 

Commented [KB2]: Is this accurate for Owego this year? 
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Please be sure your child’s physician also includes the following information for our records: 

• Child’s name 

• Date of exam 

• OCFS Required Statement that your child is free from contagious and 
communicable diseases and can participate in childcare (This is required by 
OCFS before your child can attend any ECS program) 

• Indication of any special needs 

Medical Information: We require you to fill out the Medical Information Form so you can provide us with 
important medical details about your child including, but not limited to, your child’s health care provider, 
food and medication allergies, skin conditions, and any prescribed medications your child may be taking. 
our signature on this form also gives Racker permission to arrange for emergency health care. Parents will 
be notified immediately in an emergency involving their child. 

Protocol for Medication Administration: Racker has staff authorized to administer medications at our 
Cortland and Ithaca sites ONLY. If a child needs to receive medication, both prescription and over the 
counter (OTC) nonprescription, while attending program, the following guidelines must be followed: 

1. The program must have a written order from the child’s health care provider to give medication. 
This includes both prescription and OTC medications. The health care provider must indicate the 
frequency and dosage of the prescribed medicine. 

2. Medication orders must be renewed every six months and whenever there is a change in 
medication or dosage. 

3. The program must have written permission from the parent/caregiver to give medication. 

4. The medication must be brought to the program and given directly to a MAT trained staff 
member in a properly labeled original container. If the parent/caregiver is unable to bring in 
the medication, please contact your child’s classroom teacher. 

5. Prescription medication must have a pharmacy label on it displaying the child’s name, the name 
of health care provider, the name of the medication, the required dosage, and the directions for 
administration. You can ask the pharmacist for two labeled prescription containers, one to remain 
at home and one for the program. 

6. Over-the-counter medications must be in the original manufacturer’s container or package, with 
the child’s name on it. 

7. Only the Medication Administration Trained (MAT) staff, parent/caregiver, or nurse will 
administer medication to your child. 

8. Parents/caregivers should report any change in treatment or medication to your child’s teacher 

9. Medications cannot be given at the program if the ALL-above guidelines are not met. 

Over the Counter (OTC) Topical Products: OTC topical products can be dispensed from the original 
packaging, according to manufacturer’s instructions, only if the “Authorization for Use of Over-the-Counter 
Topical Products” form is on file. This form is included in your enrollment packet and needs to be updated 
every year. 

Parents and the child’s health care provider will be consulted as needed. When bringing 
over-the- counter products to the program, they must be labeled with the child’s first and 
last name with instructions for use. 

Sunscreen – We ask that you provide sunscreen lotion for your child. If you are unable to 
supply sunscreen, Racker will provide and utilize a topical sunscreen of at least SPF30. 
Permission is needed to administer sunscreen and is included on the “Authorization for Use 
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of Over-the-Counter Topical Products” form. 

Protocol for Tick presence: In the event your child comes to school and a Tick is discovered to be attached 
to your child, Racker will contact the parent(s)/guardian immediately with clear communication about the 
need to have the tick removed immediately. You will be requested to pick up your child so that the tick 
can safely be removed. Unfortunately, we are not allowed to remove ticks. 

Authorization for Racker to Exchange Information: In your enrollment packet or as needed you can sign 
the Authorization for Racker to Exchange Information form. Upon signing this document, you authorize 
Racker to exchange necessary information regarding your child with an institution or health care provider 
for one year from the date it was signed. This information can include medical records such as birth and 
hospitalization records, pediatric records, audiology reports, and more, depending on the selection. You 
must also acknowledge that you understand the following points: 

• Information via electronic transmission (e-mail/fax) may not be secure. 

• Others may review your child’s records to comply with municipal and agency compliance reviews. 

• Further, you acknowledge there is the potential for this information to be re-disclosed 
because of this authorization. 

• The agency will always follow privacy laws. 
• You may cancel your authorization at any time, but it cannot be retroactive. 

Illnesses and Exclusion Criteria: If your child becomes ill during the school day, you will be notified. If your 
child exhibits symptoms under the exclusion criteria, you will need to come pick up your child. Please 
review the exclusion criteria list in the Appendix on page 44. This page can be cut out and placed on your 
fridge for easy access. It is also available on brightwheel under Paperwork then Documents.  

Please note – Beyond these criteria, Racker staff have the discretion to exclude and make final decisions 
on the attendance of a child who is too ill to participate comfortably in activities or requires more care 
than we can provide. We have the right to override a health care provider’s note. Our decisions also 
include considerations of mitigating risk for staff and students based on what illnesses are currently going 
around. We know this can create challenges for families, and we work hard to support families and 
students each day to the best of our ability. Parents/caregivers will be notified if your child is exposed to a 
communicable disease. Health alerts will be sent home with all children potentially exposed. We 
appreciate your patience and understanding. 

Lead Facts: Although lead testing is not required, we have provided information from the Department of 
Health about the dangers of lead exposure in the Appendix, titled “Get Ahead of Lead Factsheet.” 

Head Lice Information: If you believe your child has head lice, please contact your child’s teacher or social 
worker. Once head lice are confirmed, use the treatment of choice at home. The child may return to school 
after treatment is complete. If you have difficulty obtaining treatment supplies for head lice, please 
contact us for assistance. 

Childhood Obesity: Racker is committed to the prevention of childhood obesity. We are participants in the 
Child and Adult Care Food Program (CACFP) and the schools housing our community classrooms 
participate in similar Free/Reduced Meals programs. During mealtimes we work on healthy eating habits 
and across the day we teach and encourage lifelong leisure skills that help kids find fun ways to be active. 
The brochure “Together We Can Raise Healthy Children,” provided in Appendix on pages 33-34, gives 
valuable information on how families and programs can teach children healthy eating practices. 
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Incidents and Injuries: In the event of an incident or injury, our staff will use professional and reasonable 
judgement and follow our response and reporting procedure. Parents will be notified of all injuries and 
incidents in a timely manner. We track accidents to improve the environment, enhance training, and 
increase safety. If a child is injured and the staff have determined through their evaluation that additional 
medical attention beyond typical first aid is recommended, parents/caregivers will be contacted, using the 
information provided on the Child Information Form during enrollment, and asked to check the injury and 
determine if further medical treatment is necessary (i.e. a cut possibly needing stitches). If a child has 
suffered a significant injury, emergency services will be called immediately. For more information about 
our procedures for incidents and injuries, please contact your program. 

Suspicion of Child Abuse and Maltreatment: Please see the Appendix for information on how to prevent 
child abuse and maltreatment and some warning signs. Also included is information on how to protect 
your child while in someone else’s care. If you suspect a child is being abused or maltreated in New York 
State, call the Statewide Central Register of Child Abuse and Maltreatment at 1-800-342-3720. 

Racker staff are mandated reporters of child abuse and must make a report if we have any suspicions of 
abuse or maltreatment. Please notify your child’s therapist or teacher if your child has any known injuries 
so that they are aware of the situation. 

Evacuation Drills and Plan: We conduct evacuation drills every month in each Racker 
location. A report of the drill, including total elapsed time and problem areas, is 
written and kept on file. 

We have the following evacuation plan in place in the event of a fire or other emergency: 

• ALARM: In an emergency, the alarm system should be activated 
using a pull station at any exit. The point person for the building 
should telephone the fire emergency service. The appropriate phone 
number shall be posted on all telephones, 911. 

• RESCUE: Efforts should be made to remove any person/persons from imminent 
physical danger. Fire extinguishers are in strategic areas throughout the building and may be 
used for rescue efforts. 

• CONFINE: At the alarm's sounding, staff should try to prevent flames/smoke from 

spreading by closing all windows and doors after the room is evacuated without 

endangering themselves. 

• EVACUATE: Immediately after the alarm is sounded, staff should evacuate all children and others, 
utilizing the evacuation routes posted in each area of the building. Volunteers and office staff 
will help program staff with children who need assistance. All children and staff should meet at a 
predetermined location after exiting the building. Teachers are responsible for bringing out the 
attendance sheet with emergency numbers on a clipboard, that all children in attendance are 
accounted for and to give the report to the program director or fire chief. The point person is 
responsible for making sure that the Sign- in/Sign-out sheets are brought out to account for 
staff, visitors, volunteers, etc. and to give the report to the program director or fire chief. 

• **DO NOT UNDER ANY CIRCUMSTANCES RE-ENTER THE BUILDING*** 

• Notify the fire department of any concerns and let them handle the situation. 

Primary and Secondary Relocation Sites – For our Racker sites, we have designated primary relocation 
sites in cases of emergency. Please reference the addresses below. 

Ithaca Primary Relocation Site: Cayuga Medical Center, 101 Dates Dr., Ithaca, NY 14850 

Ithaca Secondary Relocation Site: Museum of the Earth, 1259 Trumansburg Rd, Ithaca, NY 
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14850 Cortland Primary Relocation Site: Lowe’s Home Improvement, 872 NY-13, 

Cortland, NY 13045 Cortland Secondary Relocation Site: Cort-Lanes, 928 NY-13, Cortland, 

NY 13045 

In cases where another relocation site is warranted, we will defer to guidance by the county emergency 
departments. 

The community classrooms will defer to their school districts or facility’s evacuation plans and relocation 
sites. Please contact them for more details. 

Safety Drills: We conduct safety drills four times a year at each site. We are careful to conduct drills so 
they can be as nonintrusive as possible to children. Separately, staff also participate in additional 
classroom and building specific training. 

After a drill is completed, you will be informed that it has occurred, so you can discuss it with your child 
if appropriate. 

Health Information Privacy Practices: The privacy of you and your child’s information is especially 
important to us. Please review the “Notice of Health Information Privacy Practices” in the Appendix on 
pages 35-39. 

Records: All information in your child’s records is accessible for municipal and agency 
compliance reviews. When it comes time to dispose of records, Racker may use a 
record disposal company to shred confidential materials. The record disposal company 
is bound by confidentiality laws. For children with an IEP and/or that receive therapies 
and/or special instruction, records are maintained until your child turns 28. For those 
in the childcare program and that do not have an IEP, records are kept for at least 7 
years after your child leaves the program. 

OBSERVATION AND ASSESSMENT  
Racker ECS teams gather information about students’ strengths and needs to inform our individualized 
support and instruction throughout the school year. This process looks different depending on the services 
they receive from Racker.  

For students with IEPs, data is gathered on specific goals according to their IEP and priority skills and 
challenges identified by families and classroom teams. In addition, classroom teams may use an informal 
assessment to gather a full picture of a student’s strengths and identify areas for growth to aid in the 
development of more effective instruction and tracking development of skills. Observational data may be 
gathered daily, weekly, or for longer. Data is compiled and included in progress reports, which are 
completed and sent to parents quarterly, according to the home school district schedule. We also offer 
parent-teacher conferences to review progress twice per year, in the fall and spring. Additionally, teachers 
share growth throughout the year through daily and weekly parent communication tools. Parents are 
welcome and invited to reach out to teachers and therapists at any time if they have further questions or 
concerns.   

For students without IEPs, teachers use anecdotal notes from observations and a developmental screening 
or assessment tool to gather information about a child’s development. This information guides classroom 
design and instruction to help best support each child. Information may be gathered daily, weekly, or 
ongoing and is shared in a variety of ways, depending on family preference. Parent-teacher conferences 
are offered twice a year. Information can also be shared on an on-going basis through daily and weekly 
parent communication tools.   
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All information gathered in our assessment process falls under our privacy policy as detailed in the 
Appendix.  

CAMERAS 
Most classrooms at Racker have one or more video cameras. These cameras are not continuously 
recording. They are turned on only for specific purposes and always with staff notification, in accordance 
with NYS law. Cameras are an additional tool for observing and gathering data on child skills and 
challenges, as well as staff performance and feedback. Any video taken is used for staff feedback and 
training, parent training, and/or development of individualized interventions for children. Video may also 
be used live or recorded for parent observations when in-person observations may not be a good fit. 
Video taken is governed by Racker’s privacy policy and parent photo/video permissions.  

PHOTOGRAPHY AND VIDEO PERMISSION 
As a participant in our programs, photos may be taken of your child. We do not share photos or videos of 
your child without your permission. You give or limit permissions on the Permissions form in your 
enrollment paperwork. Based on the permissions you give we may share pictures and videos with you 
about what your child is doing and learning, as well as being used in agency publications, for training and 
educational purposes, website or other print or online media to promote the program they are enrolled 
in, or the agency overall. Photos/video images may also be used in published agency ads or stories. If 
permission is given, the items may include first name identification and statements referring to your child 
in photos or videos. The period for permission is unrestricted, and all claims for any compensation related 
to the use of the images are waived. Any permission may be cancelled at any time in writing but cannot 
be retroactive. 

BIRTHDAYS AND HOLIDAYS 
Racker works to teach and celebrate holidays and birthdays that reflect the diverse population we serve. 
Many classes will learn about diverse cultures and how they celebrate holidays. The themes of these 
holidays (family, love, giving, sharing, etc.) will be stressed, rather than beliefs. We hope all our 
activities will be fun, educational, and promote understanding and respect for others. 

Please consult your child’s teacher regarding holidays and birthday celebrations. Each classroom 
has its own ways and times in which to incorporate parties into the school day. Please share the 
holidays and celebrations that are important to your family on the All About Me form and let 
your child’s teacher know if you would like to help teach or celebrate a particular holiday. 

BEHAVIOR MANAGEMENT 
Racker provides a safe and fun environment where children can learn and progress in their own ways and 
at their own pace. Part of learning and growing is developing an awareness of ourselves and others as 
individuals and as part of a group. It is important for children to have a healthy sense of independence, 
responsibility, respect, and self-worth. 
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We use individualized and classroom-wide positive behavior support strategies. Our goal is to use 
evidence-based prevention and intervention practices, with an emphasis on prevention, to support the 
academic, social, emotional, and behavioral development of all children. Our main goal is to help children 
develop the social and emotional skills necessary for appropriate interactions, cooperation, problem 
solving, and mutual respect. Staff use a combination of curriculum-based tools from Frog Street and 
Conscious Discipline as well as evidenced-based strategies from across the field of education to meet each 
child where they are and build skills from there. We are fortunate to employ highly skilled and 
experienced staff who have a variety of strategies for promoting self-esteem, cooperation, problem 
solving, understanding and other social skills necessary to be successful within a group, 
the classroom, and the larger world ahead. We also offer continued professional 
development to build staff skills. How behavior management looks or is worded varies 
by classroom. If you have more questions about the strategies used in your child’s class, 
please reach out to the teacher. 

Staff will use verbal reminders, positive reinforcement, modeling, physical 
prompting, distracting, redirection, etc. 

STAFF WILL NEVER EMPLOY ANY FORM OF BEHAVIOR MANAGEMENT THAT MAY 
JEOPARDIZE YOUR CHILD’S MENTAL OR PHYSICAL HEALTH. 

During times when a child is unable to remain with the group due to creating a 
disruptive or unsafe situation, and other techniques have proven ineffective, staff may ask or assist a child 
to sit briefly away from the group until they can safely rejoin the group. Staff will remain close by and in 
view of the child. The staff member will help the child rejoin the group as soon as safely possible. 

With this and every aspect of a child’s well-being, we will make every effort to communicate regularly with 
parents and ask that parents/caregivers stay in close contact with staff. If questions or concerns arise, or 
you would like further information and/or clarification, please contact us immediately. 

TRANSITIONS 

TO ANOTHER CLASSROOM WITHIN RACKER 
Racker tries to create as consistent an environment as possible. Generally, children only move rooms if 
moving from one age group to another, if their IEP changes to a different ratio, or in specific situations 
that are discussed with the parent before making a change. When children move from one room to 
another, the teachers work together to develop a transition plan specific to the child and their needs, as 
well as communicate that plan and the timeline for the move to parents. At a minimum, the transition 
plan includes the current teachers sharing information about the likes, strengths, and needs of the child 
with the unfamiliar staff, introducing the child to new teachers, visiting the new classroom for increasing 
lengths of time, and the new teachers establishing open communication with parents. 

TO ANOTHER PROGRAM OR SCHOOL 
Racker is happy to pass on information to help make any transition successful. If your child is changing 
programs and has an IEP, our team will participate in IEP meetings to offer as much information as 
possible to help the move go smoothly. If your child is moving to another daycare center, we are happy to 
share information at family request and with a signed permission to exchange information. 

TO KINDERGARTEN FROM ECS 
Racker works hard to help all students make successful transitions into kindergarten. See below for some 
of the different procedures on how we help facilitate this transition. As always, Racker staff individualize 
what is offered based on family interest and need. If you want support in a way not listed below, please 
contact your team. 
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Special education students (SCIS) 
• Offer families a combination of training through Racker and/or local agencies on CPSE to CSE 

transition 

▪ May be in person and/or online 
▪ Provide literature to families on process 

• Teachers and social workers begin conversation with families mid-year about transition process 

▪ May occur by phone, email, and/or parent-teacher conference 

• Collaborate with school district to inform families of potential kindergarten placements. 
Where appropriate, help facilitate visits to potential placements Participate in CPSE to CSE 
Transition process 

▪ Teacher conversation before CPSE to CSE transition meeting regarding parent wishes 
and staff recommendations 

▪ Present Levels of Performance shared before the meeting with families 
▪ Teachers, social workers, and sometimes therapists participate in transition meeting 

with school district and family 

• Encourage/offer Kinder team to visit and observe child and/or gather more info from team 

• Make or collaborate with school district to provide visual or social story supports for 

transition  

UPK students 

• Gather and share information for each child with their home district 
• Conduct Fall and Spring UPK assessment and share with school district 

• Complete Kindergarten readiness checklist at end of year and share with school district and family 

• Collaborate with school district for classroom visits 

• Ongoing conversations with parents via email, notes, phone calls and parent-teacher 
conferences regarding skills to work on to prepare for kindergarten 

• Discuss Kindergarten and transition with students as appropriate near the end of school year or 
summer. 

Daycare students 

• Developmental checklist completed by daycare teacher and shared with families for 
parent-teacher conferences 

• Individualized conversations with families about transition, any parent concerns, and 
skills we are working on for kindergarten readiness 

• Discuss Kindergarten and transition with students as appropriate near the end of the school 
year or summer. 

DISCHARGE NOTIFICATION AND PROCESS 
Discharge determination and notification depends on the program the child is enrolled in. The following 
explains how and when decisions are made for discharge and the process for discharge. 

Special Education Preschool Program Discharge Determination: Your school district’s Committee on Pre-
School Special Education (CPSE), not Racker, determines your child’s discharge from services. 

Discharge Process: 

• Upon CPSE’s determination of discharge, the school district will notify you and Racker. At this point, 

Racker will end its services. 

• If you move from one school district to another, enrollment from one school district’s preschool 

special education program will transfer to another school district if the new school district CPSE 

determines continued enrollment to be appropriate. 



25  

• Please note: Racker provides pre-school special education services through several school districts. 

If the new school district is within any of those districts and they have determined continued 

enrollment, your child’s services may continue with Racker. 

If, for whatever reason, the school district determines to discharge your child from services: 

• Anything connected to your child’s Individualized Education Plan (IEP) such as Standard notes; 

progress reports; evaluations; etc., will be available and may be obtained through the school 

district. 

• If your child has left any personal possessions at the Racker pre-school site, please contact 
Racker so you may schedule a time to collect them. 

Childcare Discharge Process: 

If you decide to have your child discharged (withdrawn) from Racker Childcare: 

• You are required to provide Racker written notification. Please email the teacher and the Site Director. 

• Racker requests a two-week notice prior to discharge. 

▪ Full tuition for two weeks will be charged to you if adequate prior notice to 
withdraw is not received. 

• Your child may be discharged due to a breach of contract, which may include a delinquent 

status in your tuition balance if a resolution is not achieved. If you are discharged due to 

Racker action: 

▪ Racker will provide you with written notification that will include a reason and an end 
date of services. After the end date, your child will not be enrolled or able to 
participate in Racker ECS programs. 
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GRIEVANCES, HELPLINE, AND OCFS CHILDCARE COMPLAINT LINE 

GRIEVANCES 
If you have any grievances, comments, or concerns with your program, please contact us in the order listed 
below. 

   
 

 

 

 
HELPLINE 
If you cannot contact your program or wish to state an anonymous or confidential concern, you may call 
the Racker’s Helpline at (607) 272-5891 or (800) 336-1660, ext. 343. 

 
OCFS CHILDCARE COMPLAINT LINE 
Anyone with a concern or complaint about a childcare program in New York State may call the childcare 
complaint line, (800) 732-5207. This line is managed by the Office of Children and Family Services (OCFS). 

 
 

 

  

Tompkins County 

Ithaca ECS Site Director     
(607) 272-5891 

ECS Director 
(607) 753-9375 ext. 144 

Executive Director 
(607) 272-5891 

Tioga County 

ECS Director 
(607) 753-9375 ext 144 

Cortland County 

Cortland ECS Site Director 

(607) 753-9375 
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REQUIRED DOCUMENTATION REVIEW 
The following documents are in your enrollment packet and must be submitted. This list is subject to change. 

Items required only during initial enrollment: 

1. Handbook Acknowledgement: Signing this form shows your acknowledgement that you received 
this handbook and have thoroughly reviewed and understood the information within it. 

2. Physical and Immunization Requirements: This is a list of items we require to be sent to us by 
your child’s physician for them to be enrolled. Please see page 15 for more details. 

Items required during initial enrollment and to be updated annually: 

1. Child and Family Information Form: This gives us contact information for you and your family and 
emergency contacts. You will also indicate who has permission to pick up your child. This 
information can be updated anytime. See page 11 for more details. 

2. Medical Information Form: We require this form to be filled out annually with medical information 
including allergies, prescribed medications, items pertaining to food, and your child’s health care 
providers. Please see page 16 for more details. 

3. All About Me: This document allows us to learn about your child and their preferences. 

4. Permissions: 

• Childcare Nap Agreement: *Only required if attending past 1:30pm* Indicate your 
preferences for your child napping. You will also acknowledge that you understand our 
napping information. This information should be updated whenever napping 
preferences change. See page 13 for more details. 

• Permission for Electronic Communication: This allows for electronic communication 
depending on your preferences. These can include fax, e-mail, cell phone, texting, and 
video chat. This form also acknowledges that the transmission of electronic 
information may not be secure. You may update this form at any time. Please see page 
10 for more details. 

• Activities Permission: This gives permission for field trips and activities outside of your 
program's location. Please see page 13 for more details. 

• Photo/Videotape Permission: This allows you to permit or deny the use of your child’s 
photograph/videotape images. You may update this permission at any time, but it 
cannot be retroactive. Please see page 19 for more details. 

• Authorization for Over the Counter (OTC) Topical Products: This indicates OTC topical 
products you will allow the staff of Racker to administer to your child during our 
programs, including sunscreen. Please see page 15 for more details. 

5. CACFP Income Eligibility Form: We request that you fill out this form so we can qualify for 
reimbursement in the Child and Adult Care Food Program or the Free/Reduced Meal Program. 
These help the schools provide healthy foods to your child daily at no cost to you. This form is kept 
confidential. Please see page 15 for more details. 

6. Childcare/Wrap-Around Care Tuition and Payment Contract: *Required for childcare programs 
only* The contract shows your agreement to pay the tuition subject to our policies and that you 
understand the payment rules to have your child enrolled. Please see pages 8-9 for details on 
Childcare Tuition, Fees, and Payments.  

7. Authorization for Racker to Exchange Information: *As needed. * The form authorizes Racker to 
release and/or receive information regarding your child from other agencies. Valid for one year. 
Please see page 17 for more information. 

For further reference, please keep a copy of this handbook. It is also available in Documents on brightwheel. 
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APPENDIX 
The following documents are to be reviewed before signing the Handbook Acknowledgement form: 

• Bill of Rights 

• Transportation Plan for Fieldtrips 

• “Help Prevent Child Abuse” and “Protecting your Child from Abuse While in Someone Else’s Care” Fact Sheets 

• “Get Ahead of Lead” Fact Sheet 

• “Together We Can Raise Healthy Children” brochure 

• Notice of Health Information Privacy Practices 

• Notice of Student Record Privacy Practices 

• Illness and Exclusion Guidelines 
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BILL OF RIGHTS 

 

All participants have the right to: 

1. Receive services without regard to age, race, color, sexual orientation, religion, marital 
status, sex, national origin, or sponsor. 

2. Be treated with consideration, respect, and dignity, including privacy in treatment. 
3. Be informed of the services available at Racker. 
4. Be informed of the provisions for off-hour emergency coverage. 
5. Be informed of the charges for services, eligibility for third party reimbursements, and when 

applicable, the availability of free or reduced cost care. 
6. Receive an itemized copy of his/her account statement upon request. 
7. Obtain from his/her health practitioner, or health practitioner’s delegate, complete and 

current information concerning his/her diagnosis, treatment, and prognosis in terms 
the participant can be expected to understand. 

8. Receive from his/her physician information necessary to give informed consent prior to the 
start of any non-emergency procedure or treatment or both. An informed consent shall 
include as a minimum, the provision of information concerning the specific procedure or 
treatment or both, the reasonable foreseeable risks involved, and alternatives for care or 
treatment, if any, as a reasonable medical practitioner under similar circumstances would 
disclose in a manner permitting the service recipient to make a knowledgeable decision. 

9. Refuse treatment to the extent permitted by the law and to be fully informed of the 
medical consequences of his/her actions. 

10. Refuse treatment to participate in experimental research. 
11. Voice grievances and recommend changes in policies and services to Racker’s staff, the 

operator, and the New York State Department of Health without fear of reprisal. 
12. Express complaints about the care and services provided and have Racker investigate such 

complaints. Racker is responsible for providing the service recipient or his/her designee with a 
written response within thirty (30) days, if requested by the participant, indicating the 
findings of the investigation. Racker is also responsible for notifying the service recipient or 
his/her designee that if the service recipient is not satisfied by Racker’s response, the service 
recipient may submit a complaint to the New York State Department of Health’s Office of 
Health Systems Management. 

13. Privacy and confidentiality of all information and records pertaining to his/her treatment. 
14. Approve or refuse the release or disclosure of the contents of his/her medical record to any 

healthcare practitioner and/or health care facility, except as required by law or third-party 
agreement. 

15. Access his/her medical record pursuant to the provision of Public Health Law. 
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  Commented [SR9]: You need an updated HIPPA, this 
refers to Sue B as compliance officer 
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~ Racker ~ 
Notice of Student Record Privacy Practices 

(issued: 5/20/21; refreshed: 4/3/23) 

Please Note: The word “you” in this notice refers to the parents/guardians of Racker students or Racker students 
over the age of 18. 

Our Privacy Commitment to You 
Racker is committed to protecting each student’s personal information and privacy. Information will only be shared 
with those who ‘need to know’ so they may provide quality services. 

1. Who will follow this notice: 

• All Racker staff who work in the educational programs and the administrative staff who 
handle any of the students’ information. This includes employees and contractors who are 
authorized to enter information into a student’s education record or need to review the 
record to provide services, business associates who may encounter the education record and 
volunteers that Racker allows to assist our students. 

2. What information is protected: 

• All information Racker creates or maintains that relates to the student’s education and any 
personally identifiable information (PII), including the student’s name, address, birth date, 
social security number, medical information, biometric record, and other information about 
the student’s care in our programs, including Early Intervention records (EI). 

Student Record/Personally Identifiable Information (PII) 
In addition to Racker’s Confidentiality Policy, Notice of Health Information Privacy Practices, and Data Security and 
Privacy and Parents’ Bill of Rights Plan, you have the following rights concerning student education records, 
including EI records, and PII: 

• You have the right to review the student’s education record and obtain a copy, including 
information stored electronically. Your request to review the students’ information should be put in 
writing. Racker will respond to your request within 45 days or as required by law, whichever is sooner. 
Upon approval of your request, a copy of your records will be provided either free of charge or 
according to a cost-based fee schedule. In the case of electronic records, you may request that they be 
provided electronically in a common file format (e.g.: .pdf, .csv, .xlsx) or printed. If you are provided 
with a copy of your records, Racker cannot be held responsible for disclosures of PII emanating from 
the copy provided. 

• You have the right to ask Racker to change or amend the student’s education record that you 
believe is incorrect, incomplete, misleading or violates the student’s rights of privacy. Racker may deny 
your request in some cases, for example, if Racker did not create the record or if after reviewing your 
request, Racker believes that the record is accurate and complete. In these cases, you may request a 
due process hearing. If Racker approves the request for amendment, the information will be revised, 
and you will be informed of that action. Racker will also notify others who would need to know about 
the change(s). You have the right to ask that Racker communicates with you in a way that will help 
keep your information confidential. 

• You have the right to provide written consent before Racker discloses PII, except to the extent that 
FERPA and IDEA authorize disclosure without consent. The written consent will include who may 
receive the information, what information is to be shared, and the purpose of the use or disclosure. 
You may revoke your authorization at any time. If you revoke your authorization, that revocation is not 
retroactive. 
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Complaints 

• Racker may disclose PII without obtaining prior written consent in following instances: 

o Disclosure to school officials with legitimate educational interests, which includes: 
Racker employees and contractors who are authorized to enter information in students’ 
education record or need to review the record to provide services, volunteers that Racker 
allows to assist our students, administrators in need of student information for the 
furtherance of the students’ education, and business associates and their subcontractors 
who may come into contact with the education record. 

o Disclosure to officials of another school or school district in which a student seeks 
or intends to enroll or is already enrolled if the disclosure is for purposes of the 
student’s enrollment or transfer. 

o Disclosure when required by federal or state law. 

If you believe your or the student’s privacy rights has been violated, you may: 

• File a complaint with Racker’s Privacy Officer at [3226 Wilkins Rd., Ithaca, NY 14850 or (607) 272- 
5891 ext.257]. 

•  File a written complaint with the U.S. Department of Education: 

Student Privacy Policy Office 

U.S. Department of Education 
400 Maryland Avenue, SW 
Washington, DC 20202 

 
You will not be retaliated against or penalized for filing a complaint. 

Racker complies with the Family Educational Rights and Privacy Act (FERPA) and 
Individuals with Disabilities Education Act (lDEA) confidentiality provisions. 

FERPA is a federal law that specifically protects the privacy of student educational records. 

IDEA is also a federal special education law that includes provisions to protect the privacy of student records. 

 
This notice is based on: 
Racker Best Practices 

FERPA statute and regulations, 20 USC §1232g and 34 CFR Part 99 
FERPA Model Notification of Rights for Elementary & Secondary Schools, dated April 2020 

IDEA statute and regulations, 20 USC §1400 and 34 CFR Parts 300 and 303 
 

 
  

Commented [SR10]: Is this still accurate contact info? 

Commented [KB11R10]: Updated, thank you for 
catching that! 
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RACKER 
ILLNESS AND EXCLUSION GUIDELINES FOR PARENTS/GUARDIANS 

PLEASE NOTE: Beyond the guidelines below, Racker staff have the discretion to exclude a child who is too ill to 
participate comfortably in activities or requires more care than we can provide. Racker has the right to override a 
health care provider’s note. 

 


 


 

SIGNS & SYMPTOMS WHAT TO DO WHAT NEEDS TO BE DONE 

**Emergency room visit, surgical/medical 
hospital, or dental procedure, including in or 
out patient, or an injury requiring more than 
first aid sustained at school or home 

Keep child home. 
Child may return to 
program after note or 
discharge received 
from health care 
provider 

A note/discharge from the health care provider that 
includes any restrictions must be explained 
for the child to return to program. Need documentation 
and clarification of ANY 
restrictions to activities while at school. 

EARS 

*Ear Ache Observe Watch for fever and other symptoms. 

*Ear ache with fever Keep child home Call health care provider. May return when symptom 
free and temperature has been normal for 24 hours 
without fever reducing medication. 

*Runny ears (no tubes) Keep child home Call health care provider. 

DIARRHEA 

*One or two episodes of loose BM Observe Watch for fever, watery BM, and stomach pain. 

*More than 2 loose BMs with or without 
fever 

Keep child home May return 24 hours after last loose BM and a 

normal temperature without fever reducing medication. 

EYES 

*Watery, red/pink eyes Observe  

*Itching-crusty drainage, yellow-green 
discharge 

Keep child home Call health care provider. 

FEVER   

98-100.3°F Observe Watch for symptoms 

100.4°F or greater. Keep child home May return when temperature has been normal for 24 
hours without fever reducing medication. 

HEAD LICE Contact child’s 
teacher or social 
worker. 

Once head lice is confirmed, use treatment of choice. 
Child may return to school after treatment is complete. 

RESPIRATORY 

*Runny nose Observe Watch for fever and other symptoms. 

*Cough Observe Watch for frequency and other symptoms. 
*Difficulty breathing Keep child home Call health care provider immediately. 
SKIN 

*Rash Observe Watch for other symptoms. 

*Rash with fever, sore throat, itching or that 
increases in severity 

Keep child home Call health care provider. May return when temperature 

has been normal for 24 hours without fever reducing 

medication. 

*Diaper rash Observe Keep area dry. Use ointment of choice. 

*Dry skin sores Observe Watch for discharge. Cover sores. 

*Skin sores with discharge Keep child home Call health care provider. May return when sores are dry 
and/or crusted over or with note from health care 
provider. 

THROAT 

*Sore throat only Observe Watch for fever and other symptoms. 

*Sore throat with fever, rash or difficulty 
swallowing or breathing. 

Keep child home Call health care provider. May return when temperature 
has been normal for 24 hours without fever reducing 
medication. 

VOMITING 

*One time only Observe Watch for fever and other symptoms. 

*More than once in 24 hours with or without 
fever 

Keep child home May return 24 hours after last episode of vomiting and 
temperature is normal without fever reducing 
medication. 

   

 


