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[bookmark: _Toc234340288]Vision, Mission and Values/Guiding Principles
We envision a community where working parents are supported, children reach their full potential, and education is individualized to meet the needs of every child.

Our mission is to support the individual needs of every child and to provide quality care and education for children in the New Holland area.
Values/Guiding Principles- *Grace   *Wholeness   *Diversity   *Inclusivity   *Compassion
· Grace: Following Jesus’ examples, we will demonstrate God’s grace and love
· Wholeness: Educating the whole child: spiritually, physically and emotionally
· Diversity: Introducing children to a broad variety of cultures, languages and people
· Inclusivity: Welcoming children and families with diverse needs
· Compassion: Walking with families through all aspects of life, as Jesus calls us to do.

[bookmark: _Toc234340289]Organization Overview

New Holland Early Learning Center is a non-profit program and a ministry of the New Holland Mennonite Church.

The Center is overseen by a Governing Board composed of:
· Members of the New Holland Mennonite Church
· Patrons of the Early Learning Center
· Interested community members

If you have questions or concerns, we encourage you to speak with:
· Your child’s teacher
· Office staff

[bookmark: _Toc234340290]Licensing
· The Center is licensed by the Pennsylvania Department of Human Services.
· The current license is posted near the main entrance for public viewing.


[bookmark: _Toc234340291]STARS Program (Standards, Training, Assistance, Resources and Support) and CQI
New Holland Early Learning Center (NHELC) participates in the Keystone STARS program, a Pennsylvania initiative that establishes quality standards and provides assurance in early childhood education and care programs.

NHELC has earned a STAR 4 rating, the highest level on the four-star scale. STAR levels are determined based on quality standards in four key areas:

· Staff Qualifications and Professional Development
Early childhood teachers possess the training, experience, and knowledge necessary to effectively support the growth and development of young children.
· Early Childhood Education Learning Environment
The program provides a wide variety of materials and activities tailored to each age group and individual developmental level, ensuring that every child has opportunities to learn something new each day.
· Family and Community Partnerships
Parents and community members are encouraged to actively participate in and support each child’s learning journey.
· Leadership and Management
A high-quality program is supported by strong leadership and sound business practices that promote children’s safety, well-being, and early learning success.

OCDEL’s Keystone STARS Program supports all early care and education programs to improve program quality. Keystone STARS Performance Standards are a tool to support continuous quality improvement (CQI) that impacts services to the children and families in our care.

[bookmark: _Toc234340292]Curriculum Statement

New Holland Early Learning Center implements The Creative Curriculum, an approach rooted in educational philosophy, theory, and best practice. The curriculum draws upon Erik Erikson’s stages of socio-emotional development and Jean Piaget’s theories of how children think and learn. It also incorporates principles of physical development and recognizes the important influence of culture in shaping each child’s identity and experience.
The Creative Curriculum classroom environment is intentionally designed to help children develop a sense of trust and belonging, encourage autonomy and self-control, and foster competence and initiative. Teachers are guided to recognize the dynamic interplay between socio-emotional, cognitive, and physical development, while honoring the cultural background and individuality of every child.

[bookmark: _Toc234340293]Principles of a Peaceful Classroom Atmosphere

A peaceful and nurturing classroom includes the following core principles:
· Friendship: association, conversation, and a sense of belonging
· Compassion: recognizing emotions, problem solving, and healthy expression
· Cooperation: consideration of others and negotiation
· Kindness: caretaking, gentleness, helping, generosity, respect, and encouragement



[bookmark: _Toc234340294]Hours of Operation (Infant, Toddler, Preschool, PreK location)
· Monday – Friday: 6:15 AM – 5:30 PM

[bookmark: _Toc234340295]Holidays & Closures
The Center will be closed in observance of the following holidays:
· Labor Day
· Indigenous Peoples’ Day / Columbus Day
· Thanksgiving Break (Thursday and Friday)
· Christmas Day
· The week between Christmas Day and New Year’s Day
· New Year’s Day
· Martin Luther King Jr. Day
· Good Friday
· Memorial Day
· July 4th
· The day before ELANCO’s first day of school

Holiday Schedule Adjustments
· If a holiday falls on a Saturday, the Center will close the preceding Friday.
· If a holiday falls on a Sunday, the Center will close the following Monday.
· Christmas Eve: The Center will close at 3:00 PM.

Holiday Fees
· Regular fees apply during holiday weeks, except for the week between Christmas Day and New Year’s Day.

[bookmark: _Toc234340296]Enrollment

Required Forms:
· Childcare Application / Emergency Information Form
· Enrollment Agreement
· Tuition Express Authorization Form
· “Getting to Know You” Information Form
· Child and Adult Care Food Program (CACFP) Forms
· Child Health Assessment Form (completed by a physician and returned within 30 days of enrollment)
· Illness Policy
· Emergency plan
· Handbook 
· Permissions and Consents
· Allergies and Medication

Required Fees:
· Deposit equal to one week of services, first week of service fees and a non-refundable enrollment fee of $75 per child

[bookmark: _Toc234340297]Enrollment Timing & Annual Renewal
· Enrollment takes place each summer prior to the first day of the school year.
· All enrollment paperwork must be renewed annually.
· An annual non-refundable enrollment fee of $75 per child is required.
· Family accounts must be current to be eligible for re-enrollment.
· All Paperwork is due 2 weeks before starting at the center except for the Child Health Assessment which is due 30 days after enrollment.

[bookmark: _Toc234340298]Discontinuing Enrollment
· Written notice must be provided at least two (2) weeks in advance.
· Failure to provide a full two-week written notice will result in loss of the patron deposit.

[bookmark: _Toc234340299]Arrival and Departure Policies
Check-In / Check-Out
· Families are required to use the ProCare mobile app each day to record their child’s arrival and departure times.

Authorized Pick-Up
· Only individuals listed on the approved pick-up authorization form may pick up a child.
· Have photo identification available at pick up. Staff will request photo identification from any individual not personally known to them in order to ensure the safety of each child.
[bookmark: _Toc234340300]School-Age Transportation and Transfer of Supervision Policy
The safety of every child is our highest priority. To ensure continuous supervision and clear accountability, New Holland Early Learning Center has established the following procedures for the transfer of care between our program, the school district, and families.
Children attending school remain under the supervision of New Holland Early Learning Center staff each morning until they board the school bus. In the afternoon, supervision by New Holland Early Learning Center begins when the child exits the school bus at the designated stop and is met by New Holland Early Learning Center staff. From that point forward, the child remains under the supervision of New Holland Early Learning Center staff.
By signing the Parent Handbook and Child Care Agreement, parents and guardians acknowledge that they have read, understand, and agree to the transportation and transfer of supervision procedures described in this policy. These procedures are intended to eliminate gaps in supervision, establish clear responsibility for each child, and provide safe, consistent transitions between school, transportation, and New Holland Early Learning Center.
[bookmark: _Toc234340301]Children’s Records
Maintaining up-to-date records is essential for your child’s safety and compliance with licensing regulations.

Annual Updates
· All forms required at the time of enrollment are updated annually.

Semi-Annual Updates (Every 6 Months)
· Childcare Emergency Form and Agreement

Child Health Assessment Requirements
A Child Health Assessment must be completed at the following ages:
· 2 months, 4 months, 6 months, 9 months, 12 months
· 15 months, 18 months, 24 months
· 3 years, 4 years, 5 years, 6 years, 8 years

Support
The Program Coordinator and lead teachers will assist families in ensuring that all required forms and health assessments are completed and updated at the appropriate times.
[bookmark: _Toc234340302]Tuition & Fee Policies
[bookmark: _Toc234340303]Enrollment & General Fees
· Enrollment Fee: $75 per child (non-refundable)
· Extended Time Fee: $14 (applied any time care exceeds contracted tuition hours)

[bookmark: _Toc234340304]Late Pick-Up Fees (After 5:30 PM)
· Up to 15 minutes: $40
· 16–30 minutes: $60
· 31–45 minutes: $80
· 46–60 minutes: $100
[bookmark: _Toc234340305]Sibling Discount
· The youngest child pays full tuition.
· Each additional child receives a 10% tuition discount.
[bookmark: _Toc234340306]Class Tuition Rates (See yearly Tuition Document)
[bookmark: _Toc234340307]Tuition Express
All families are required to participate in Tuition Express.
· Payments may be connected to a credit/debit card or checking account (ACH). Families are strongly encouraged to use a checking account (ACH), as it reduces processing fees and helps the Early Learning Center direct more resources toward serving children and families.
· Payments may be deducted weekly or monthly on Fridays.
· Tuition is due the Friday prior to attendance.
· Any alternate arrangements must be approved by the Executive Director.
· Late pick-up and extended time fees will be automatically deducted on the Friday following the week incurred.
· Statements are emailed each Thursday if an email address is on file.
[bookmark: _Toc234340308]Late Pick-Up Policy
The Center closes promptly at 5:30 PM.
· Late pick-up fees apply to any child picked up after 5:30 PM.
· If a parent or emergency contact cannot be reached by 6:30 PM, the West Earl Township Police Department will be notified.
· After three (3) late pick-ups within a six-month period, a child may lose enrollment eligibility.
[bookmark: _Toc234340309]Returned Payment Charges
If a Tuition Express payment is declined:
· A return payment fee will be charged to the account.
· It is the responsibility of the primary payer to provide updated payment information if a card expires, a new card is issued, or an account is closed.
· All additional fees and outstanding balances are due on the next scheduled payment date.

[bookmark: _Toc234340310]Returned/Declined Payment Fees
· Debit/Credit Card/ACH Payment: $7.50
· Bounced Check: Fee determined by bank charges
[bookmark: _Toc234340311]Sick Days
· Parents must notify the office if a child is absent due to illness.
· A doctor’s note may be required.
· If absent for five (5) consecutive school days (one week) and the office is notified on the first day of absence, 50% of the weekly fee will be credited.
· Absences fewer than five consecutive days are not eligible for credit.
[bookmark: _Toc234340312]Vacations
· Children are eligible for two (2) weeks of vacation per year free of charge after six (6) full months of enrollment.
· Vacations must be taken in one- or two-week blocks.
· Two weeks’ written notice is required.
· Vacation time does not carry over to the following year.
[bookmark: _Toc234340313][bookmark: _Hlk152590028]Extended Absences
· A deposit equal to one week’s tuition is required to hold a child’s spot.
· All extended absence arrangements, including duration and spot-holding approval, must be approved by the Executive Director.


[bookmark: _Toc234340314]Our Classes
New Holland Early Learning Center (Western Ave location) serves children ages 6 weeks through PreK. Each classroom is designed to meet the developmental needs of the children in its care through play-based learning and structured educational experiences.
Teachers utilize the Pennsylvania Early Learning Standards and the Creative Curriculum for lesson planning and assessment. Children are assessed throughout the year using Teaching Strategies. The Ages & Stages Questionnaire (ASQ) is administered within the first 30 days of enrollment as an initial developmental screening.
[bookmark: _Toc234340315]Infant & Toddler Programs
[bookmark: _Toc234340316]Grasshopper Class
(6 Weeks – Advanced Infants)
Age Range: 6 weeks until developmentally ready to transition to the toddler program.
Items Parents Should Provide:
· Bottles and sippy cups
· Multiple changes of clothing
· Pacifier (if needed)
· Diapers (if not using the Center’s supply)
· Formula or breast milk (if not using Similac Advance)
[bookmark: _Toc234340317]Bumblebee Class
(13 Months – Older Toddlers)
Age Range: 13 months until ready for Ladybug
Items Parents Should Provide:
· Sippy cup
· Multiple changes of clothing
· Helmet for riding trikes and bikes
· Blanket for rest time
· Diapers (if not using the Center’s supply)
[bookmark: _Toc234340318]Ladybug Class
(2–3 Years Old)
Parents should inform teachers when their child is actively potty training.
Items Parents Should Provide:
· Multiple changes of clothing
· Helmet for riding trikes and bikes
· Blanket for rest time
· Diapers or pull-ups (if not using the Center’s supply)
[bookmark: _Toc234340319]Infant & Toddler Classroom Policies
[bookmark: _Toc234340320]Clothing & Outdoor Play
· Children must wear appropriate clothing and footwear for outdoor play.
· Outdoor play occurs year-round when temperatures are above 25°F and below 90°F.
[bookmark: _Toc234340321]Communication
· Parents should check their child’s mailbox daily for updates and communications.

[bookmark: _Toc234340322]Preschool Programs
[bookmark: _Toc234340323]Dragonfly Class 
(3–4 Years Old)
Children may still be working on potty training. Please notify teachers when your child is actively training.

[bookmark: _Toc234340324]Firefly Class 
(4–5 Years Old)
Focus: Kindergarten readiness- This classroom uses Eastern Lancaster County School readiness assessments to prepare students for kindergarten.

[bookmark: _Toc234340325]Pre-K Counts (PKC) / Butterfly Class (See PKC Handbook) 
(3–5 Years Old)
Eligibility: Families must meet financial guidelines (up to 300% of the Federal Poverty Level).
Schedule: Follows the Eastern Lancaster County School District calendar, including snow days, delays, and early dismissals.
Hours: Monday–Friday, 9:00 AM – 3:00 PM
Health Screenings: Students receive free annual hearing, vision, and dental screenings.
Kindergarten Readiness: Uses Eastern Lancaster County School readiness assessments.
Children may still be working on potty training; please inform teachers.

Items Parents Should Provide:
· Multiple changes of clothing
· Helmet for riding trikes and bikes
· Blanket for rest time
· Diapers or pull-ups (if needed)
[bookmark: _Toc234340326]Preschool Classroom Policies
[bookmark: _Toc234340327]Clothing & Outdoor Play
· Children must wear appropriate clothing and footwear for outdoor play.
· Outdoor play occurs year-round when temperatures are above 25°F and below 90°F.
[bookmark: _Toc234340328]Communication
· Parents should check their child’s mailbox daily for updates and communications.

[bookmark: _Toc234340329]Birthdays
· Parents may celebrate their child’s birthday at the Center. Please coordinate with classroom teachers regarding scheduling and food allergies.
· For off-site party invitations (distributed at the center), we ask that all children in the class receive an invitation to avoid hurt feelings.
[bookmark: _Toc234340330]Holiday Celebrations
· Various holidays are celebrated throughout the year.
· Children may dress up for Fall Harvest and other classroom parties.
· Costumes must be child-friendly and not scary or aggressive.
[bookmark: _Toc234340331][bookmark: _Hlk182651206]Naptime & Rest Periods
· Grasshopper Class: Children follow individualized sleep schedules and may rest as needed.
· Bumblebee, Ladybug, Dragonfly Classes: Rest time from 1:00 PM – 3:00 PM
· Firefly & Butterfly Classes: Rest time from 1:00 PM – 2:00 PM
Staff members supervise children during rest time and provide comfort and assistance as needed (back rubs, bathroom breaks, etc.).
[bookmark: _Toc234340332]Nutrition & Food Policy
[bookmark: _Toc234340333]Child and Adult Care Food Program (CACFP)
New Holland Early Learning Center participates in the Child and Adult Care Food Program (CACFP).
· Meals are provided at no cost to families.
· All meals and snacks meet CACFP nutritional guidelines.
· Children should not bring food from home unless medically required. Lunches from home must be healthy and nutritionally balanced and may not require heating. Unhealthy snacks or meals are not permitted.

[bookmark: _Toc234340334]Allergies & Special Diets
· A doctor’s note is required for all food substitutions and must be updated at least annually.
· Parents may be responsible for providing certain substitutions.
· Action plans for life-threatening allergies must be completed by the child’s physician.
· Reasonable accommodation is made on a case-by-case basis for allergies or religious dietary needs.

[bookmark: _Toc234340335]Meals Provided by the Center
· Breakfast, Lunch and Afternoon Snack

[bookmark: _Toc234340336]Meal & Snack Schedule
[bookmark: _Toc234340337]Breakfast
· Dragonfly and Firefly: 7:00-7:30 AM
· Grasshopper, Bumblebee, and Ladybug Classes: 7:30- 8:00 AM
[bookmark: _Toc234340338]Lunch: 11:00AM- 11:30 AM
[bookmark: _Toc234340339]Afternoon Snack: 2PM- 3:30 PM

Menus are posted in each classroom, available on the Center’s website: www.creatingcommunityforkids.com and are subject to change based upon availability of ingredients.

[bookmark: _Toc234340340]Mealtime Practices
· Teachers eat with the children, modeling positive table manners while fostering a warm, respectful, and community-centered mealtime environment.
· Children are encouraged to develop independence and self-help skills.
· Meals are served in a positive environment where children are encouraged to try all foods offered.
[bookmark: _Toc234340341]CACFP Non-Discrimination Statement
All meals served under the Child and Adult Care Food Program are provided at no charge regardless of race, sex, gender identity, sexual orientation, color, national origin (including Limited English Proficiency), ancestry, religious creed, disability, age, marital status, family/parental status, income derived from a public assistance program, political beliefs, or reprisal or retaliation for prior civil rights activity. There is no discrimination in admission policies, meal service, or use of facilities. USDA is an equal opportunity provider and employer. Any complaints of discrimination should be submitted in writing within 180 days to:

USDA, Director
Office of Civil Rights
Room 325-W, Whitten Building
1400 Independence Avenue, SW
Washington, DC 20250-9410


[bookmark: _Toc234340342]Care Plan Policy
Each classroom maintains a Care Plan for children with chronic, medical, developmental, or behavioral conditions. These plans guide daily care and emergency procedures.

Key Points
· Care Plans should be completed prior to enrollment when applicable.
· Forms may be completed by:
· A healthcare provider (recommended), or
· A parent (with provider review and signature).
· Care Plans ensure staff are informed and trained to meet the child’s specific needs.

Care Plan Must Include:
· Healthcare provider and specialist contact information
· Medical conditions or diagnoses
· Allergies
· Medications
· Medical procedures
· Special diet requirements
· Classroom accommodations or activity modifications
· Special equipment or supplies
· Required staff training
· Signatures from medical provider and parent/guardian

Purpose of a Care Plan
· Guides the child’s daily plan of care
· Educates staff on specific needs
· Ensures all adults involved can properly implement the plan
[bookmark: _Toc234340343]Family Communication
New Holland Early Learning Center encourages families to be actively involved in their child’s educational experience.

[bookmark: _Toc234340344]Open-Door Policy
· Families may visit their child’s classroom at any time.
· Plan visits with the office and teaching staff when possible to eliminate disruptions in your child’s routine.
· Newly enrolled families are invited to meet with office staff and teaching staff to become acquainted with the Center and individual classrooms.

[bookmark: _Toc234340345]Classroom Updates & News
Teachers provide a monthly newsletter during the school year that includes:
· Monthly themes
· Classroom activities
· Holidays and seasonal topics
Newsletters are available on the Center’s website.
[bookmark: _Toc234340346]Daily Communication
· Daily updates are available through the ProCare app.
· Teachers are available at drop-off and pick-up times.
· Each classroom includes:
· A parent information area with important postings
· A dry erase board displaying daily activities and upcoming events
· Incident reports are sent via ProCare and must be signed and returned.
[bookmark: _Toc234340347]Additional Communication Channels
· Families are encouraged to follow the Center on Facebook.
· The center will post delays and closings on WGAL.
· Menus, Newsletters and other forms are updated monthly on the ELC website, www.creatingcommunityforkids.com
[bookmark: _Toc234340348]Assessments & Evaluations
[bookmark: _Toc234340349]Developmental Assessments
· After 45 days of enrollment, each child receives an initial assessment using the Ages & Stages developmental screening tool.
· Ongoing evaluations are conducted using:
· Teaching Strategies
· Pennsylvania’s Child Service Report (November, February, May)

[bookmark: _Toc234340350]Additional Classroom Assessments
· Firefly & Butterfly Classes: Eastern Lancaster County Kindergarten Readiness Form
[bookmark: _Toc234340351]Parent Conferences
· Held in November and May.
· Parents receive a written observation report.
· If additional support is recommended, the Program Director will assist families with next steps.
[bookmark: _Toc234340352]Individualized Education Plans
If your child has an IEP, IFSP, or other individualized plan:
· Provide documentation to the Program Director and teaching staff.
· Families are encouraged to invite the Program Director and Lead Teacher to meetings when initiating or renewing plans.
[bookmark: _Toc234340353]Community Resources
Community resource information is available:
· Inside the main entrance
· In the parent information area near the office
Resources may include support for:
· Academic assistance
· Behavioral and mental health services
· Family support services
· Financial assistance and scholarship programs
For additional guidance, families may speak with office staff or the Pastor.
[bookmark: _Toc234340354]Potty Training Policy
At New Holland Early Learning Center, we recognize that potty training is an important developmental milestone that occurs at different ages for children. We are committed to partnering with families to support children through the process in a positive, respectful, and developmentally appropriate manner. Children are most successful when they show signs of readiness and when families and caregivers work together to provide consistent support. Children will not be excluded when they are not toilet trained. Staff will partner with families to determine when a child is ready to begin toilet learning. Successful toilet learning requires open communication between families and staff. Families are encouraged to discuss concerns, progress, and questions with their child's teacher or program administration at any time.
[bookmark: _Toc234340355]Diapering & Potty Training
· NHELC uses the Cuties Diapering Program. If Cuties products are unavailable, a comparable substitute brand will be used. Families may provide a preferred diapering brand if desired.
Signs of Readiness
· Staying dry for longer periods of time, showing awareness of wet or soiled diapers and expressing interest in using the toilet. 
· Following simple directions, communicating toileting needs through words, signs, or gestures and demonstrating increasing independence with dressing and undressing. 
Family Responsibilities
· Communicate with staff when beginning toilet learning at home, share strategies that have been successful at home and maintain consistency between home and the center whenever possible. 
· Provide an adequate supply of training pants, underwear, and extra clothing. Dress children in clothing that can be easily removed and replaced independently whenever possible. 


Staff Responsibilities
· Provide regular opportunities for children to use the toilet.
· Encourage children in a positive and supportive manner and respect each child's developmental readiness and individual needs. 
· Communicate regularly with families regarding progress, successes, and concerns. 
· Follow all Pennsylvania childcare regulations regarding diapering, toileting, handwashing, and sanitation procedures. 
Accidents
· Accidents are a normal part of the process and will be handled calmly and respectfully.
· Children will never be punished, shamed, or embarrassed for accidents. 
· Staff will assist children with changing clothes as needed. Soiled clothing will be placed in a sealed plastic bag and sent home. Families may be contacted if additional clothing is needed. 
Health and Safety
· Staff and children will wash their hands after toileting and diapering. 
· Toilets and changing areas will be cleaned and sanitized according to Pennsylvania regulations. 
· Disposable gloves will be available for use when handling bodily fluids. 

Transition to Underwear
Children may transition to underwear when families and staff agree that the child is demonstrating consistent success with toileting. Pull-ups or training pants may continue to be used during naps, overnight, or other situations as needed.
[bookmark: _Toc234340356]Children with Special Needs
Children with disabilities, developmental delays, medical conditions, or individualized education plans (IEPs) will receive individualized support based on their needs. Staff will work collaboratively with families and service providers to develop appropriate toileting goals and strategies.
New Holland Early Learning Center believes that toilet learning is a developmental process, not a requirement to be rushed. Our goal is to create a supportive environment where every child can achieve success at their own pace.
[bookmark: _Toc234340357]Emergency Preparedness Policy
Policy Statement
New Holland Early Learning Center (NHELC) is committed to protecting the health and safety of children, staff, and visitors during emergencies. The Center maintains written emergency plans, conducts regular emergency drills, and prepares staff to respond quickly and effectively to a variety of emergency situations.
Depending on the nature of the emergency, one or more of the following procedures may be implemented.
1. Immediate Evacuation
If a fire, gas leak, structural emergency, or other immediate danger requires leaving the building, staff will:
· Evacuate children quickly and calmly using designated evacuation routes.
· Take attendance records and emergency contact information, when safe to do so.
· Conduct a name-to-face head count before leaving the building, upon arrival at the evacuation location, and periodically thereafter.
· Maintain required staff-to-child ratios and continuous supervision.
· If safe, relocate children to the designated on-site emergency assembly area.
· If the primary assembly area is unsafe, relocate children to the designated neighborhood emergency relocation site by walking across the parking lot.
2. Shelter-in-Place
When an emergency makes it unsafe to go outdoors but remaining inside the building provides greater protection (such as severe weather or hazardous materials), staff will:
· Move children to the safest interior room away from exterior doors and windows.
· Bring attendance records, emergency supplies, medications (when applicable), and emergency contact information if time permits.
· Conduct name-to-face head counts.
· Remain indoors until emergency officials or administration determine it is safe to resume normal activities.
3. Lockdown
A lockdown is initiated when there is an immediate threat to the safety of children and staff inside or near the facility.
During a lockdown:
· Administration will notify staff using the Center's emergency text messaging system or other established communication methods.
· Classroom doors will be locked or secured immediately.
· Lights may be turned off when appropriate.
· Children will be moved away from doors and windows and remain out of sight.
· Staff will maintain a calm environment and keep children quiet until law enforcement or administration gives the all-clear.
· Cribs may be used to relocate infants, and walking ropes may be used to safely move toddlers when appropriate and feasible.
4. Off-Site Emergency Relocation (Permanent Evacuation)
If the Center cannot be safely reoccupied, children and staff will relocate to one of the following emergency sites:
· Goodville Mutual Casualty Company
· Yoder's Country Market
Children will remain under staff supervision until they are released to a parent, legal guardian, or authorized emergency contact.
5. Modified Operations
Certain emergencies may require temporary changes to Center operations. These may include:
· Delayed opening
· Early dismissal
· Temporary classroom closures
· Cancellation or postponement of activities
· Temporary closure of the Center
Modified operations may occur due to severe weather, utility outages, facility damage, public health concerns, or other situations affecting the safety of children and staff.
[bookmark: _Toc234340358]Parent Notification
Families will be notified as quickly as possible through one or more of the following methods:
· ProCare App
· Telephone calls
· Text messages
· Email
· Official Center social media accounts
· Local media announcements, including WGAL, when appropriate
Parents should ensure the Center always has current emergency contact information.
During an emergency, families are asked not to call the Center, as telephone lines must remain available for emergency responders and critical communications.
If parents or emergency contacts cannot be reached, local law enforcement or other emergency officials, including the West Earl Township Police Department when appropriate, may be contacted to assist.
[bookmark: _Toc234340359]Family Reunification
Following an evacuation or emergency relocation:
· Children will only be released to individuals listed on the child's Emergency Contact Form.
· A photo ID may be required before a child is released.
· Staff will document each child's release to ensure accountability.
[bookmark: _Toc234340360]Emergency Drills
NHELC conducts emergency drills in accordance with Pennsylvania licensing regulations, including fire drills, shelter-in-place drills, and lockdown drills. Drills are conducted to help staff and children become familiar with emergency procedures while maintaining a calm and reassuring environment.
[bookmark: _Toc234340361]U.S. Immigration and Customs Enforcement (ICE) Response Policy
 
Our center is committed to protecting children’s physical safety, emotional well-being, family confidentiality, and full legal compliance.
 
Entry to the Facility
ICE agents may not enter the center without:
· A valid judicial warrant signed by a judge, or consent from an authorized representative. Our center will not authorize entry without a judicial warrant.
 
Only the following individuals may authorize access:
· The Executive Director, Wanda Bortzel
· The Program Director, Jen Morales
· New Holland Mennonite Church Pastor, Dawn Ranck Hower
No other staff member is permitted to grant access.
 
If Enforcement Officers Arrive
Staff will:
· Remain calm and professional. Continue classroom operations.
· Follow established protocol and notify authorized leadership immediately.
· Direct media inquiries to the Director.
Staff will not:
· Allow access to classrooms or private areas
· Confirm whether a child, parent, or staff member is present
· Release student or family information
· Answer questions about enrollment or attendance
· Interfere with law enforcement
· Physically block entry
· Share information about incidents on social media
 
Leadership will review all documentation and consult legal counsel if necessary.
 
Supporting Children
Our approach is trauma-informed. Staff will:
· Maintain normal routines, avoid discussing enforcement activity in front of children and provide calm, age-appropriate reassurance if needed

Children will not be questioned without a parent or guardian present.
 
Emergency Relocation
If relocation is necessary, staff will follow emergency procedures and move to Goodville Mutual. Parents will be contacted immediately for pickup.
[bookmark: _Toc234340362]Transportation Policy
When transporting children the New Holland Early Learning Center will always provide at least two adults in a vehicle. Standard staff-to-child ratios must be maintained. Typically, children will be transported by bus. When leaving the center on trips, guardians will need to sign a permission slip for their child. 

Three basic safety procedures for transporting children in individual cars include: ensuring proper use of car seats or seat belts, maintaining adult supervision, and having a clear emergency plan. These steps help minimize risks and ensure children's well-being during transportation. 

1. Proper Use of Child Restraints: 
· Car Seats: Children should be secured in appropriate car seats based on their age, weight, and height. 
· Booster Seats: Booster seats are necessary for children who have outgrown their car seats but are not yet big enough for standard seat belts. 
· Seat Belts: Older children should be properly secured with seat belts, ensuring they fit snugly across the hips and collarbone. 
· Children under the age of 13 will not be seated in the front seat of a vehicle.
· If children arrive at the center without their car seat or booster seat, they will not join their class on the trip away from the center.

2. Adult Supervision:
· New Holland Early Learning Center always has a designated adult responsible for supervising the children during transportation, particularly during loading and unloading. 
· We regularly count children, using photo cards, to ensure no one is left behind, especially during transitions between locations. 
· While one adult is responsible for driving, the second adult monitors safety. They keep a close watch on children's behavior to prevent them from getting into unsafe situations, such as leaning out of windows or playing with seat belts. 

3. Emergency Plan:
· When using multiple vehicles for transportation, New Holland Early Learning Center will establish a pre-determined meeting place in case of an emergency, ensuring everyone knows where to go if separated. 
· Adults monitoring the children will have a list of emergency contacts, to facilitate contact in case of an incident. 
· A first-aid kit is available in every vehicle transporting children. All staff are trained in administering basic first aid and pediatric CPR. 
If all safety procedures cannot be met, parents will be called to pick up their child at an agreed upon location, and if needed the planned activity will be canceled or rescheduled.
[bookmark: _Toc234340363]Staff Training & Clearances
All staff complete required background clearances:
· Child Abuse History
· State Police Clearance
· FBI Clearance
· National Sex Offender Registry Verification
· Out of State Clearances

Staff receive training in:
· First Aid & Pediatric/Adult CPR
· Water & Fire Safety
· Civil Rights
· CACFP
· Pennsylvania STARS
· Ages & Stages Screening Tool
· Teaching Strategies & Creative Curriculum
· Environmental Rating Scale
· Positive Interaction & Special Needs
· Diversity & Language Development
· STEM & Social-Emotional Health

All staff are mandated reporters of suspected child abuse and neglect.
[bookmark: _Toc234340364]Our Policies
[bookmark: _Toc234340365]Supervision Policy
New Holland Early Learning Center is committed to providing a safe, secure, and nurturing environment where every child is actively supervised at all times. Active supervision helps prevent injuries, supports positive behavior, and promotes children's health, safety, and well-being. All administrators, teachers, assistant teachers, substitutes, and volunteers are expected to consistently practice active supervision throughout the day.
Active Supervision Practices
To ensure the safety of every child, staff shall implement the following supervision strategies at all times:
Strategic Positioning
· Staff shall position themselves so that all children are visible at all times.
· Move throughout the classroom and outdoor play areas rather than remaining in one location.
· Avoid turning their back to groups of children whenever possible.
· Eliminate blind spots by regularly scanning the environment and repositioning as needed.
Name-to-Face Head Counts
Staff shall conduct accurate name-to-face head counts:
· Upon arrival and departure.
· Before and after every transition.
· When entering or leaving the classroom.
· Before leaving and upon returning from the playground.
· During walks or field trips.
· Anytime children move from one activity or location to another.
· Head counts must include visually identifying each child rather than relying solely on attendance sheets.
Active Engagement and Listening
Staff are expected to:
· Continuously observe children's activities and interactions.
· Listen for unusual sounds, prolonged silence, or signs of distress.
· Anticipate potential hazards and intervene before unsafe situations occur.
· Engage positively with children while maintaining awareness of the entire group.
· Avoid distractions that interfere with supervision, including personal cell phone use or unrelated conversations.


Transition Supervision during transitions. 
Staff will:
· Organize children before moving between locations.
· Verify attendance through name-to-face counts.
· Ensure no child is left behind in classrooms, restrooms, playgrounds, or other activity areas.
· Maintain required staff-to-child ratios throughout transitions.
Indoor and Outdoor Supervision
Staff shall:
· Supervise children at all times indoors and outdoors.
· Frequently scan the environment for safety hazards.
· Position themselves to monitor entrances, exits, and high-risk play areas.
· Immediately address unsafe behavior while maintaining supervision of the entire group.
Staff Responsibilities
All staff members are responsible for:
· Maintaining continuous visual and auditory supervision of children.
· Following established staff-to-child ratios and maximum group sizes.
· Reporting safety concerns immediately to the Center Director.
· Never leaving children unattended under any circumstances.
· Working collaboratively to ensure every child remains accounted for throughout the day.
[bookmark: _Toc234340366]Pictures & Videos
· Photos/videos taken during classroom activities, playground time, and field trips.
· Shared via ProCare.
· With parent permission, photos may be used for marketing or social media and website purposes.

Screen Time Policy (Aligned with American Academy of Pediatrics recommendations)

“According to Caring for Our Children, screen time use in early learning programs is not recommended for children less than 2 years of age. Because of this, it’s very important that if a child is less than 2 years of age, they don’t have access to screen time in early learning programs. If the child is between the ages of 2 years old and 5 years old, it’s recommended that no more than one hour per day of screen time is permitted in your program and at home combined. 

Caring for Our Children indicates that inappropriate use of screen time with children could lead to behavioral problems and trouble with emotional and behavioral self-regulation. Too much screen time interferes with and limits interaction with adults and social interactions with their peers that are important to the growth and development of children. As an early learning professional, we need to be very careful that screen time does not take the place of exercise, refreshing sleep, and play time with friends and family.

There are fun and educational uses for digital media that are appropriate for children over 2 years of age. Watching videos and doing activities that help children make a connection between the real world and their lives is important. It is also important that an adult is an active part of any digital media with the children to help make that connection.” (https://www.pakeys.org/screen-time/)
[bookmark: _Toc234340367]Screen Time & Technology Policy
At New Holland Early Learning Center, we follow guidance from PAKeys, Caring for Our Children, and the American Academy of Pediatrics to support healthy growth and development in young children.

Screen Time Guidelines
· Children under 2 years old: No screen time
· Children ages 2–5 years old: Maximum of 1 hour per day
In alignment with these recommendations, our teachers limit screen use in the classroom and prioritize hands-on, interactive, and play-based learning experiences.

[bookmark: _Toc234340368]Personal Electronic Devices (Children)
Personal electronics from home are not permitted at the center.
This includes:
· 
20 | Page

· Cell phones
· Tablets
· Smart watches
· Gaming devices
· Any other personal electronic device

[bookmark: _Toc234340369]Educational Use of Technology
Technology may be used occasionally as a supervised educational tool to support curriculum goals. Any use of technology will be:
· Developmentally appropriate
· Teacher-directed
· Limited in duration
· Directly connected to learning objectives

Our goal is to ensure that children engage primarily in active learning experiences that promote social interaction, creativity, and physical activity.
[bookmark: _Toc234340370][bookmark: _Hlk109309957]Safe Release Policy and Understanding
New Holland Early Learning Center maintains strict procedures to ensure the safety of children during pick-up and drop-off.
[bookmark: _Toc234340371]Authorized Pick-Up
· Children may only be released to individuals listed on the most recent and updated emergency card
· If an adult claims to be a parent or guardian but is not listed on the updated registration form, the child must not be released.
· If the parent or guardian cannot be reached to verify identity, contact the West Earl Police at 717-859-1411, who will respond to resolve the situation.
· Staff must trust their instincts—if a situation feels unsafe or uncertain, call the police immediately.
[bookmark: _Toc234340372]Child Custody
· If a court-issued Custody Order is on file at NHELC, teachers and staff will be informed of the relevant details for drop-off, pick-up, and daily care.
· Staff must follow the Custody Order as documented in the child’s file.
[bookmark: _Toc234340373]Protection from Abuse (PFA)
· If a Protection from Abuse (PFA) order is on file that restricts contact by a specific individual with a child, NHELC must not release the child to that individual under any circumstances.
· If a guardian not under a PFA arrives with someone who is under a PFA, the child cannot be released to either person until the police arrive.
· In such situations, staff must:
1. Immediately call 911 or the West Earl Police at 717-859-1411.
2. Follow the court order precisely; the PFA remains in effect until officially repealed by the court.
These policies ensure that children are protected from unauthorized or unsafe contact and that staff comply with all legal requirements regarding custody and protection orders.
[bookmark: _Toc234340374]Toy Policy
· Developmentally Appropriate Toys Provided:
· Each classroom is equipped with a variety of toys and materials suitable for children’s age and developmental stage. Teachers rotate and organize toys to encourage learning, creativity, and social interaction.
· Toys from Home:
· Children should not bring toys from home.
· Bringing toys may lead to arguments, conflicts, or unsafe situations among children.
· Personal toys may also be lost, broken, or misplaced, which can cause distress.
· Focus on Learning:
· Time at the center is focused on learning, play, and social interaction with classroom materials provided.
· Exceptions:
· Special items (e.g., comfort items or items for show-and-tell) may be allowed with prior approval from the teacher or director.
· Parental Support:
· Families are asked to support this policy to ensure a safe and enriching environment for all children.
[bookmark: _Toc234340375]Policy on Behavior, Suspension and Expulsion
New Holland Early Learning Center emphasizes teaching and modeling good character and self-control to help children make appropriate choices. Staff employ positive guidance and developmentally appropriate strategies to support children’s social and emotional growth.

Key Principles
· Positive Guidance & Redirection: Encourage, model, and reinforce developmentally appropriate boundaries.
· Character Development: Teach fairness, respect for property and people, and personal responsibility.
· No Withholding of Food: Food, including celebration treats, cannot be used as a disciplinary tool.
· No Physical or Verbal Abuse: Physical punishment or verbal abuse is never used.
· Consistency: Staff strive to maintain alignment between home and NHELC behavioral expectations.

Handling Aggressive Behavior
· Aggressive actions such as pushing, hitting, or fighting are not acceptable.
· Staff will proactively intervene to defuse situations and redirect children toward positive behaviors.
· Immediate actions for aggression or fighting: 
· Separate children involved.
· Comfort the injured child immediately.
· Provide care for any injuries sustained by the victim.
· If appropriate, parents of involved children will be notified, while maintaining confidentiality by not disclosing other children’s identities.
· After an incident, staff will review the classroom environment and supervision to prevent recurrence.

Parent Involvement
· If behavior management strategies are not effective, parents may be asked to meet with the teacher and Executive and Program Directors. Parents may also be encouraged to seek external support or resources to assist with managing the child’s behavior.

[bookmark: _Toc223422718]This policy ensures that children are guided in a safe, consistent, and supportive environment while respecting the rights and safety of all children and staff.
[bookmark: _Toc234340376]Suspension and Expulsion
· Rarely, when a child’s behavior poses significant physical risk to self, others, or staff:
· All avenues of support will be explored first
· Only in extreme cases will suspension or expulsion be considered
· The goal is always to support the child’s safe participation in the classroom while protecting the safety of all children and staff
[bookmark: _Toc234340377]Inclusion Policy
NHELC is committed to supporting children of all abilities and partners with the Office of Child Development and Early Learning (OCDEL) and Early Intervention (EI) to provide education for infants, toddlers, preschoolers, and school-age children with physical, academic, or behavioral health needs.

Supporting Children and Families
· We walk alongside families, offering guidance and assistance for physical, academic, and behavioral challenges
· The Program Director is available to accompany families to appointments when requested
· Our goal is to meet all children’s needs and provide a supportive, inclusive environment

Early Intervention Services
· EI supports children in natural settings, consistent with the Individuals with Disabilities Act (IDEA)
· Children eligible for services receive:
· Individualized Family Support Plan (IFSP) for ages birth to 3
· Individualized Education Plan (IEP) for ages 3 through school age
· Plans are team-based, including parents and professionals, and reflect each child’s unique needs and strengths
Inclusive Classroom Practices
· Enrollment is not restricted based on ability
· Classes are not predominantly composed of children receiving EI services
· Teachers and families collaborate to:
· Adapt the environment
· Individualize the curriculum
· Implement strategies to support the child’s success
· Maintain ongoing communication with EI staff and other team members
· EI staff support teachers in integrating targeted skills into daily routines and problem-solving challenges

Family Participation
· The Center works with families while they access additional support services
· If families choose not to seek recommended support, the Center may need to discontinue services
[bookmark: _Toc234340378]Policy on Diversity
NHELC values being a diverse and inclusive community.
· Families from all ethnicities, cultures, beliefs, social, and economic backgrounds are welcomed and celebrated
· Children with varying needs are fully supported
· Our cook provides ethnically diverse meals as well as children’s favorites
· Children whose first language is not English are supported in the classroom through:
· Their primary language
· Gestures and communication devices
· Sign language, as needed
· The Center embraces opportunities to learn about different cultures and countries
[bookmark: _Toc234340379]Shaken Baby Syndrome / Abusive Head Trauma Prevention Policy
1. Policy Statement
New Holland Early Learning Center is committed to providing a safe, secure, and nurturing environment. Abusive Head Trauma, including Shaken Baby Syndrome, is a preventable and severe form of physical abuse caused by violent shaking or impact to an infant's head. This policy applies to all administrators, staff, substitute providers, and volunteers. 
What is Shaken Baby Syndrome (SBS)?
· SBS is serious head trauma caused by violently shaking a child, especially infants under 1 year old
· Young children are particularly vulnerable because their neck muscles are weak and their heads are large relative to their bodies
· Damage can occur in as little as 5 seconds
· Consequences may include:
· Brain damage, cerebral palsy, or developmental delays
· Memory, learning, or speech difficulties
· Blindness or hearing loss
Signs and Symptoms
· Seizures, bruises, or lack of appetite
· Vomiting or difficulty feeding
· Poor head control, stiffness, or trouble staying awake
· Changes in consciousness or breathing problems
· Unequal pupil size, difficulty focusing, or irritability
2. Prohibited Behaviors
The following actions are strictly prohibited at all times and are grounds for immediate termination:
· Shaking, jerking, or violently handling a child.
· Tossing a child into the air or forcefully onto a chair, crib, or car seat.
· Pushing or throwing a child against walls, doors, or furniture. 
3. Procedures for Calming a Crying Infant
Infants cry to communicate needs. When a child cries, staff will first check for physical needs (e.g., hunger, diaper change, fatigue, or illness). If physical needs are met, staff will attempt the following soothing techniques: 
· Rock, hold close, or walk with the infant.
· Sing or speak in a low, calming voice.
· Gently stroke the infant’s back or tummy.
· Offer a pacifier or use distraction with an age-appropriate toy.
· Take the infant for a ride in a stroller.
· Play soothing music or white noise. 
4. Caregiver Break
If an infant’s crying becomes overwhelming and a caregiver feels they may lose control, they are required to: 
1. Place the infant safely in their crib.
2. Step a few feet away, take deep breaths, and regain composure.
3. Request another available staff member to relieve them. 
5. Teachers’ Emergency Response to Suspected Trauma & Reporting
If a caregiver suspects a child has suffered shaken baby syndrome or abusive head trauma, staff will take the following steps: 
· Immediately call 911 and inform the Director/Office Staff.
· If the child is not breathing, a staff member trained in pediatric CPR will begin resuscitation.
· Notify the child's parents or guardians.
· Report the suspected abuse within 24 hrs. to the local Child Abuse Hotline as mandated by state law
· The Center cooperates fully with investigations and maintains confidentiality
Injury Prevention and Staff Education
· Infant crying is normal; staff are trained to respond safely
· Staff use proactive strategies to manage stress and remain calm
· Teachers are never allowed to shake, throw, drop, or strike a child’s head
· Violating these rules is grounds for immediate termination
· Parents and caregivers are encouraged to share calming strategies that work for their child
The Prevention & Identification of Child Maltreatment 
Preventing child maltreatment requires creating safe, stable, and nurturing relationships and environments for children and families. New Holland Early Learning Center supports prevention through:
· Parent Education: Promoting positive parenting practices and healthy child development.
· Caregiver Support: Providing resources and encouraging healthy stress management for families and staff.
· Child Education: Teaching age-appropriate personal safety, body safety, safe touch, consent, and self-advocacy skills to help build resilience against abuse and exploitation.
· Staff Training: Providing ongoing education on recognizing, preventing, and reporting child abuse and neglect.
[bookmark: _Toc234340380]Illness Policy
To protect all children and staff, NHELC is unable to provide care for sick children. If your child shows any symptoms of illness, you will be called to pick them up immediately. While waiting, staff will try to keep your child comfortable, but they will not participate in classroom activities.

Symptoms Requiring Exclusion
Children may not attend the Center if they have:
· Illness that prevents participation in activities
· Illness that requires more care than the Center can provide
· Fever of 101°F or higher
· Diarrhea that cannot be contained in a diaper, pull-up, or toilet
· Vomiting 3+ times in the past 24 hours, or 1 time while at the Center
· Rash with fever
· Pink or red conjunctivitis with white or yellow discharge
· Diagnosis of a communicable illness

Returning to the Center
Children may return when:
· They are symptom-free for 24 hours
· Or a doctor’s note confirms it is safe for them to return
· The Center reserves the right to deny care if a child appears ill at arrival
· If a parent or emergency contact cannot be reached within one hour, the Center will notify the West Earl Police
Please keep emergency contact numbers up to date to ensure quick communication.
[bookmark: _Toc234340381]Policies on Reporting and Preventing Injuries
· Incident Reports: Any injury occurring at NHELC is documented and shared with families through the ProCare app.
· Safety Review: Staff review all incidents to identify patterns or unsafe areas.
· Corrective Action: If a hazard is identified in the classroom, playground, or elsewhere, a plan is developed to remedy the situation and prevent future injuries.
[bookmark: _Toc234340382]Parent Behavior Policy

Purpose: NHELC values positive relationships between families and staff. Children benefit most when home-school interactions model respect, safety, and cooperation.

Expectations for Parents, Guardians, and Visitors:
· Behave respectfully and appropriately while on NHELC premises.
· Model positive behavior and communication for children.

Unacceptable Behaviors:
· Aggression, verbal or physical abuse toward staff, children, or other parents.
· Raised voices, shouting, or inappropriate language (in person or over the phone).
· Threatening or aggressive tone or actions.
· Derogatory, racist, or sexist comments.
· Inappropriate social media posts, including bullying.
· Scolding children who are not your own.

Note: Unacceptable behavior may result in police involvement.

Procedure for Incidents:
1. Director or senior staff will attempt to resolve issues through discussion and mediation.
2. If aggression continues or extreme violence occurs, the Director may prohibit a parent from entering the premises temporarily.

Incidents Involving Children:
· Parents should not approach, call, or post on social media regarding incidents involving other children.
· All concerns should be addressed directly with NHELC office staff.
· Parents may not discuss incidents with other children at any time.
[bookmark: _Toc234340383]Parking Lot Safety Policy
Driving Guidelines:
· Maximum speed: 10 mph on center property.
· Drive slowly and attentively; children may be unpredictable.
· Never leave a vehicle running unattended.
· Stop at stop signs when entering/exiting onto Broad Street or Western Avenue.
· Do not pass buses while they are loading or unloading children.
Child Safety:
· Never leave a child unattended in a vehicle.
· Exit your vehicle first, then assist your child.
· Always hold your child’s hand while crossing parking lots or driving lanes.
[bookmark: _Toc234340384]Transition Plan
Goal: Smooth, gradual, and reassuring transitions between classrooms and into school-age programs.
Infant Class Transitions:
· 2 weeks prior: Families receive “moving up” notice.
· 5 days prior: 1-hour morning visit in toddler classroom; one infant teacher swaps with toddler teacher.
· 4 days prior: 2-hour morning visit; teacher swaps continue.
· 3 days prior: 3-hour morning visit; no teacher swaps.
· 2 days prior: Full morning visit; return to infant classroom after lunch.
· 1 day prior: Morning through lunch and naptime in toddler classroom.
Toddler and Preschool Transitions:
· 2 weeks prior: Families receive notice.
· 3 days prior: Combined free play session in new classroom.
· 2 days prior: Combined activity in new classroom.
· 1 day prior: 1-hour visit with new teachers in classroom setting.
Pre-K and Pre-K Counts Transitions:
· Kindergarten teachers/principals may read aloud about school readiness.
· Pre-K teachers read books and discuss skills for school success.

[bookmark: _Toc234340385]Program Information
[bookmark: _Toc234340386]Insurance:
· The Center carries an accident policy for children during supervised activities.



[bookmark: _Toc234340387]Non-Discrimination Statement
Admissions, the provisions of services, and referrals of clients shall be made without regard to race (to include hair type, hair texture, or hair style), color, religious creed (to include all aspects of religious observances and practice, as well as belief), disability, ancestry, national origin (including Limited English Proficiency), age (40 and over), or sex (to include pregnancy status, childbirth status, breastfeeding status, sex assigned at birth. 

Program services shall be made accessible to eligible persons with disabilities through the most practical and economically feasible methods available. These methods include, but are not limited to, equipment redesign, the provision of aides and the use of alternative service delivery locations. Structural modifications shall be considered only as a last resort among available methods. 

Filing Complaints:
Any individual/client/patient/student (and /or their guardian) who believes they have been discriminated against, may file a complaint of discrimination with:


New Holland Early Learning Center
18 Western Ave
New Holland PA 17557
Email: Office@nhelc.org
Inquiries: 717-354-4440

Commonwealth of Pennsylvania
Department of Human Services 
Bureau of Equal Opportunity 
Room 225, Health & Welfare Building 
PO Box 2675 Harrisburg, PA 17120 
Inquiries: (717) 787-1127
Email: RA-PWBEOAO@pa.gov
(within 90 days from the date of incident)


Updated July 2026


Office for Civil Rights 
U.S. Department of Health and Human Services
Centralized Case Management Operations
200 Independence Avenue, S.W.
Room 509F HHH Bldg.
Washington, D.C. 20201
Customer Response Center: (800) 368-1019
TDD: (800) 537-7697
https://www.hhs.gov/ocr/complaints
Email: ocrcomplaint@hhs.gov
(Within 180 days from the date of incident)

Pennsylvania Human Relations Commission (PHRC)
333 Market Street, 8th Floor
Harrisburg, PA 17101
https://www.phrc.pa.gov/File-a-complaint
Inquiries: (717) 787-4410
TTY users only: (717) 787-7279
(Within 180 days from the date of incident)
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