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Creative Early Learning Center, Inc.

Policy Handbook
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REATIVE

EARLY LEARNING CENTER

OUR MISSION

The mission of Creative Early Learning Center is
to provide children with a safe, healthy, and fun
environment which enables children to discover
themselves and their limitless possibilities. An
environment where each child can grow and
learn at their own level.
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Welcome to Creative Early Learning Center, Inc.!

Our Purposeis to provide you with quality child care in a loving and leagratmosphere.
We strive to meet your personal needs and to offer yobedbkeguidance and learning for
your child away from home. We will guide your child wétpositive approach to develop
self confidence, self control and to respect one amathd their feelings.

Our Philosophy is that loving care, together with a developmental learpingram paced
to each child’s need, interest and rate of developneeatyery important part of the “total
child”. Our learning programs are structured with individuéedences and age
characteristics in mind. We provide “hands on learnawgivities that focus on social,
emotional, intellectual and physical needs. Creativé/Eaarning Centers, Inc. is
committed to work together with parents and teacherdiébénefit of a child.

Our Goal is to provide a safe, clean, nurturing child orientedoaphere. We know how
important it is for children to feel safe and secure. 3&ehigh standards for cleanliness,
friendliness and professionalism.

Our Learning Programs are written by the Centers program director with addil
daily activities the classroom teachers contribute. Méke learning fun by providing a
wide range of learning choices. Our curriculum includes and crafts, music and move-
ment, story time and finger plays, science discovenmsh concepts, alphabet recognition ,
and cooking experiences. All children are in individual ctae®s per their age develop-
ment and learning programs are written to provide age appegoi@eriences. In order to
integrate some of the school activities, we send hmmmenthly calendar which includes the
themes and daily activities for each month. During thmemsar months we offer a summer
camp atmosphere with good old— fashioned fun! The childrercipate in weekly themes,
outdoor activities, picnics, water play and enjoy natuieunpark like setting. Extra
curricular activities are also offered these may inclgg®nastics, music, and library time.
Other services may include vision and hearing screening atraifsorThe office can offer
you more information about these programs, as some enayre additional fees.

Our Teachersare trained in CPR, first aid, the management ofreonicable diseases, the
recognition and prevention of child abuse and other eduehtielated areas. Our teachers
hold one of the most important and difficult jobs inispctoday — they are helping to raise
America’s future. We strive to create mutual respect batvparents and teachers; to build a
partnership for the benefit of the child. Open commurocais a key factor between

teachers and parents. We have an open door policy fortpaiteadl times.
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WITHDRAWAL OR DISMISSAL: The Center requires a two week notice in writing for a
withdrawals. In the event that an emergency situatisrbbaome apparent and the child can no longer
attend the Center it is the duty of the parents tomgire to the Director as soon as possible. Twdksee
tuition is due even if the child is not attending @enter if the proper notice has not been given.

Creative Early Learning Center, Inc. reserves thist ttiggdismiss any child who presents a risk to the wpafet
health of other children or staff, or any child whoseds cannot be met in our program or lack inability to
follow our Centers policies.

SECURITY FOB (S): The Center has a security system that requires eaehtro use a Fob to enter the
building. This system ensures that only people withcargg Fob can be able to enter the Center.

A security deposit is required for each Fob. You wilkeree a refund your last week if a proper two weeks
notice of withdrawal has been submitted to the officeviiting and the return of your Fob to the office. Each
parent is responsible to sign for their own security. Fob

RETURN CHECKS: A charge of$30.00will be due for any checks returned by a bank for NSF o
for any other reason. After the second NSF check@adh or money orders will be accepted.

LATE PICK UP: A fee of$10.00per each 15 minuteswill be charged for any child who is not picked
up by closing time. You will be required to sign a late pipkkorm upon arriving. Please call the

office if you are going to be late. If we do not heanfryou we will call the people listed for emergency
contacts on the enroliment forms. If we cannot reagone to pick up your child we will call the local
authorities.

SIGN IN/ OUT PROCEDURES: Parents are required to sign in/ out their child dailytee form in

the main entry. Please walk your child into his/her ctasar and acknowledge to the staff members your
child’s arrival and departure. No child will be releh$®m the Center to any person other than those author-
ized on the enrollment form; unless a written, datedpament signed letter is received from the parent givin
permission of another person authorized to pick up téil. The person picking up the child must

show identification to the staff member in chargehef child. In the event of an emergency situation @aph
call will be accepted, however, the person picking upctiill must show identification in this situation as
well.

EMERGENCY PLAN: In case of an emergency the Center would follbve medical and dental plan
located by each classroom and telephone. In caseaafcadent or medical emergency, parents will be called.

If we cannot reach a parent we will call an authorizedgreon the enrollment form for emergency contacts.

A trained staff member will administer first aid wheecessary. The local emergency squad will be called
when necessary. Your child’s medical record and emergerdjcal treatment release form will accompany
your child. A staff member will accompany your child amitl stay with your child until released to a parent or
guardian. A incident form will also be given to a parent.

ACCIDENT PLAN: In case of an emergency the Center would follow the rakdi dental plan

located by each classroom and telephone. If your childdirreceive a minor injury first aid would be
administered. If treatment is needed by a doctor, wecaiitact a parent or authorized person on the
enrollment form. A incident form is completed and givem fparent.

SEVERE WEATHER POLICY: Inthe event of severe weather, Creative Early Legr@ienter, Inc.
may delay the opening time for one hour or close teet€e one hour earlier to allow for staff members to
travel safely to the Center or home. |If the lod&}t schools are closedue to severe weather onlyhis is
when we might open one hour later and or close oneduaulier. Please listen to the radio or watch thefdrv
local school closings.
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ENROLLMENT: To be in compliance with all State licensing requiremamseed the following forms on
file before your child can start in our program:

* enroliment forms

* medical form signed by physician

* tuition agreement

* emergency transportation form & water safetyrfo
All enrollment forms need to be updated yearly. If youehavy changes of work, home or other important
information, please notify the office in writing.

REGISTRATION : A non refundable registration fee is due upon enrolimenyaady in August for the
new school year. Once you pay the registration fee gluild must start school within two weeks to hold a spot
and payment of tuition is due. One week payment in advaratso required at the time of registration; this
payment will go towards your last week of enroliment.

ORIENTATION: After registering your child into our Center the officél\wet up a orientation date for

you and your child to spend some time meeting teacHassneates and other staff members. It is a wonderful
time for you and your child to experience what goes dghearclassroom and to talk to your child’s teachers about
important personal information about your child. This ggeat way to build a partnership and to help you feel
confident and comfortable about bringing your childi® €Center. All completed enrollment forms are due at
this time and you can also bring in your child’s belongindjgers, blanket, change of clothes, etc.).

HOURS OF OPERATION & HOLIDAYS: The Creative Early Learning Center, Inc. is open year
round, Monday through Friday from 6:30 A.M. to 6:00 P.Mcleding the following holidays when we will be
closed:New Year’'s Day, Good Friday, Memorial Day, IndependencBay, Labor Day, Thanksgiving Day,
Christmas Eve and Christmas Daylf any holiday occurs during the work week a full weekigion is due;
this is also for part-time children enrolled. If a kaly falls on Saturday we will be closed Friday and if a
holiday is on a Sunday we will be closed on Monday.

TUITION: Tuition payments are due on Monday by 6:00 P.M. A late paymf$20.00will be charged to

all accounts not paid by Tuesday at noon each week. @bpkinces will result in dismissal.

Full weekly tuition is due and payable whether a chilbieat due to illness, accident, holiday, or for angioth
reason. Tuition is based on enrollment rather than ateed If your child is scheduled part time this policy is
standard and is the same for both full and part tinnellees. Tuition checks may be placed in the mailbox
located in the entrance by the sign in/out form.olf pay by cash you will need to pay a staff member &ivec
areceipt. Please do not put cash in the mail box. Saigitonal fees may be necessary from time to time to
cover special events and field trips. If you need a mostialygement of tuition paid, you need to set it up with the
office. Yearly statements will be issued in January.

FAMILY DISCOUNTS: A 5% discount off oldest all year round enrolled childil Fime enrollment
only.

ABSENCE: Please call the office after 9:00 A.M. to notify us wiyeur child will be out of school due to an
illness or for any other withholding. If the Ceanignot notified about your child’s absence after weeks
enrollment will be terminated. Re-enrollment is bagedn availability.

VACATION: All year—round enrolled children can recedree weekfree tuition per year January to
January. Your child must be enrolled at Creative Earlyriirg Center, Inc. for a six month period to receive a
free week. Vacation days must be consecutive and yout it be absent from the Center. It is required you
give the office a letter in writing requesting vacataedit two weeks prior to your scheduled vacation.
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STATE REQUIREMENTS: The Creative Early Learning Center, Inc. is licensgthe State and the
license is posted in the main office. Laws and rulesrgawg our Center are available on request. A toll free
number is available which any person may use to repsuspected violation of day care laws and rules. The
number is on the license located in the main offitike Ohio Job & Family Services requires that we

report all suspected incidents of possible child abusedoedh some cases, we are directed by the statiéds ch
protective agency not to notify the parents of thenepBlease understand that we are legally obligated to
comply with these guidelines. Our centers are subjansfection by state and city health, fire and licensing
officials.

All inspection reports and licensing records of the Gemrie available and posted for your review.

The Creative Early Learning Center, Inc. acceptshaltren, and feels that it is unethical and unlawfultfier
center to discriminate in the enrollment of childrertha hiring of staff on the basis of race, cololigien, sex
or national origin.

Parents or guardians have unlimited access to the ckmieg the hours of operation.

The Center is currently licensed for ibants, 3Aoddlers, 7&reschoolers, 3§chool age
The Center will have one teacher for:
1) Every 5 infants up to 12 momhage.
2) Every 6 infants 12 to 18 months
3) Every 7 toddlers up to 30 manths
4) Every 8 toddlers who aresast 30 months old, but less than three years old.
5) Every 12 preschool childvdm are three years old.
6) Every 14 preschooler childmro are four or five years old, but not school clefdr
7) Every 18 children who argslthan eleven years old.

PARENT PARTICIPATION: We encourage parent participation in our programs. W¢ yeam child

to succeed and to be happy. An essential part of tthie igartnership we form with you, the parent. We make
every effort to keep you informed about your child’s achiemets, attitude, and behavior. Please contact the
Director or your child’s teacher should any probleniseaconcerning your child. If you should want to request
a parent/ teacher conference, please notify theeofti schedule a appointment.

Monthly curriculum guidelines are sent home in each class.
Daily reports are provided for infants and toddler 1 tepkearents informed.

We have parent/teacher conferences to discuss yourscpilofjress, and any other concerns you may have.
We send home progress reports to keep you informed atwauthyild’s progress. No formal conferences are
scheduled for school — age children or infants, althgoghare more than welcome to schedule a conference if
you see a need.

Field trips are only for 4-5 year olds and school ageletil. We encourage parent participation to help
supervise the children. Due to limited space on the busnrwe can only allow a certain number of parents to
volunteer.

Parents are welcomed to come to the Center to shareyecial hobby , craft or enjoy reading a story wihiry
child's class. Also, if you would like to celebrate agpkoccasion such as a birthday arrangements in
advance should be made with your child’s teacher.

Parents are always welcome to enjoy special guest yisibgrams and parties throughout the year with your
child. Arrangements in advance should be made with yout'shédacher.
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MEDICATION: Creative Early Learning Center, Inc. will only admiaisprescription medication to your
child while he/she is at the Center under the followiomgditions:

If the medication is a prescription drug that ycitdés Doctor has prescribed for him/her, specificaly
will administer the drug only after the child has beging the medication for 24 hours. The prescription drug
must contain the child’s name, a current date (not thare 6 months), exact dosage to be given, and method
of administration. Parents must fill out the required meidicdorm provided by the Department of Human
Services.

We will administer nonprescription topical ointrtggrcreams, lotions, baby wipes and sunscreen when
parental instructions include the name of the ointmeagna, lotion, baby wipes, sunscreen, the name and
birth date of the child, parent signature and currerg dRdrents must fill out the required medication form
provided by the Department of Human Services. All topicgheents, creams, lotions, baby wipes or
sunscreen must be labeled with your child’s name. Whenfaiseklin irritations, the ointment, cream, or
lotion shall be used for no longer than 14 consecutive days.

We reserve the right to refuse to give any meidicate suspect may be harmful to your child.

MEDICAL & COMMUNICABLE DISEASES:

State licensing requires us to maintain a medicatdeon each child and for the child to have a physical
examination upon enroliment. The medical expires one yearthé exam date and needs to be updated prior
to the expiration date on the medical. This is a stateahd must be abided by or your child will be
withdrawn. At least one staff member will be présgho has completed training in communicable disease
recognition, child abuse recognition and prevention, eatdid during all hours of operation. Hand
washing and proper disinfecting of diaper changing areascampneent are part of our staff training.

If your child becomes ill while in attendancetet Center, we will isolate the child, keep your chilthim
sight/sound of a staff member, and contact a parentlignaor authorized person to pick up the ill child
(within 1 hour maximum ). The Center is not equippethite care of sick children. According to State

licensing requirements, and for the protection lo€laldren and staff, your child must be isolatectifree
Center or kept home with the following symptoms:

* Temperature of 100 degree Fahrenheit and/ or condmnaith any other signs of iliness.

* Severe coughing, causing the child to become rétlerin the face, or to make whooping sounds.

* Difficult or rapid breathing.

* Yellowish skin or eyes.

* Conjunctivitis (pink eye).

* skin rash’s / infected skin patches.

* Unusually dark urine and/or gray or white stool.

* stiff neck.

* Evidence of lice, scabies, or other paragitfestation.

* Diarrhea and/or vomiting .

* Sore throat, glandular swelling, teary inflaneg@s, sneezing and profuse nasal discharge.

If your child is sent home because of iliness, he/shst ive free of any of the above symptoms for at least 24
hours before returning to the Center. A writtenestant from a licensed physician is required for sohtleeo
above symptoms stating that your child is not contagiefsre returning to the Center.

Parents are notified when their child has been exposeett&in contagious diseases. We post a notice by
classroom doors and by the sign infout form. A DepartmeHeafth communicable disease chart is posted in
the Center for appropriate management of suspectedsillnes

Our staff members are subject to the same rules ailldeen if they contract a communicable disease.

It is our policy to care for mildly ill children withitheir own group. A mildly ill child is one who extik one
minor, common cold symptom, or a child who is notifepwell enough to participate in classroom activities,
but this child does not exhibit any severe symptomsstesiliabove. The child may rest in his/her classroom
and will be observed by the teacher for worsening ¢immdgi.
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GUIDANCE/ BEHAVIOR PLAN: Creative Early Learning Center, Inc. goal is to suppart th

individual child in becoming responsible and aware efdbnsequences of his/her behavior and to help the child
to make positive and healthy choices within a classrenvironment. We strive for a classroom

environment that provides children with opportunitiesxtplore within consistent age — appropriate limits. To
support this goal, the Center staff provides the followgniglelines to assist children in problem solving skills

and to take responsibility for making good choices:

A clear and consistent routine for the daily classroom schedule is maintained.
Children function best when they clearly understand what happens next in their day.

Teachers maintain a positive and calm interaction style with the children. A
positive role model for behavior sets a clear example for young children.

Teachers model appropriate language with young children. Cooperation is
emphasized when interacting in the classroom.

Teachers focus on positive aspects of behavior by showing appropriate ways to
problem solve. Instead of grabbing the car away from Ted, use your words and, ask him
if you can have the car when he is finished playing™?, or make positive statements “Great
job helping clean up”, “ It was nice of you to share the truck with your friend”.

These basic behavioral guidelines are maintained throughout the school day and clear
limits are set for the children: 1. Safety 2. Cooperation with others. 3. Physical
aggression is not an acceptable means of problem solving. 4. Children are encourage to
use their words to ask for what they need. 5. Children are encouraged to make
responsible choices during the school day and are provided clear consequences for their
behavior.

If these positive guidance techniques are not workingtefédg and inappropriate behavior persists.
Creative Early Learning Center, Inc. will use thiéolming steps:

1. The teacher will observe and record the child’s inggmute behavior and record what the teacher has done to
try to change the behavior.

2. The teacher will request a parent/teacher conderand a specific action plan will be developed to address
the unacceptable behavior. The action plan will oatif steps the staff will take to change the behasibr,
steps the parents will take, and all the steps towardrdiément if the behavior persists.

3. The teacher and Center director may suggest outsmi@ces to the parents.

4. If the inappropriate behavior continues, CreativdéyHagarning Center, Inc. will request that the parents
withdrawal the child from the Center.

Creative Early Learning Center, Inc. may withwlal a child immediately whose behavior createslaai
harm to the health and safety of other children df. sta

Creative Early Learning Center Inc. does noinitethe following forms of discipline: corporal punishment
punishing a child for lapses in toilet-training habitsjwitlding food, light, warmth, clothing, or medical care;
ridicule, embarrassment, or humiliation; and physicstraint, other than restrain necessary to protectid ehi
others from harm.



CHILDREN WITH SPECIAL NEEDS: Creative Early Learning Center, Inc. will comply witiet
Americans with Disabilities Act and applicable fedestdte, or local law in providing services to childrathw
disabilities. Our goal is to meet the individual neefdthe child within the structure of our program, while
maintaining a healthy and safe environment for @ldhildren and staff.

CUSTODY AND VISITATION: In the event of a separation or divorce, both parervs bqual
access to their child, unless we have a copy of rgabdy papers including restraining orders, in our file.

PERSONAL BELONGINGS: Each classroom has their own toys and educational equigseatt of
the learning experience. Creative Early Learning Celrter cannot assume responsibility for loss or damage
to any personal possessions children bring to schod.very distressing to children to misplacdase be-
longings and sometimes difficult for the teachers totiflethe owner. Therefore, children are

encouraged to leave toys , food, money, candy at homesWowit is acceptable for a child to bring a
blanket, or stuffed animal for rest time.

CLOTHING: Children should come to school ready for play and weehable comfortable clothing that
are easy for the child to manage. We request thahiidren bring a complete set of extra clothing . Alliclo
ing needs to be clearly labeled with your child’s namlead® make sure you provide extra clothing for the
different change of seasons. We can not be responaihlarharked clothing. Tennis shoes or other soft—
soled shoes are the safest, please no sandals, tirdmaysl heeled shoes.

OUTDOOR PLAY: Fresh air and exercise are important in every chiltés I¥our child will have fun
climbing, balancing, sliding, riding, digging in sand, and pigywith others. Safety surfaces that absorb falls
cover the portion of the playground underneath equipment, Witk surfaced areas are provided for riding
toys, jump rope, and ball activities. It is important thathave scheduled outside time at least two times a day
for each classroom. State licensing requires thahelede outdoor time in are daily lesson plans when
weather permits. That means even in the winter, yoldt should come ready for snow-play: boots, mittens,
coats, snow pants, hats, etc.

If your child is well enough to come to school and tdipgate in all activities, then your child is well@mgh
to play outside. Children do not go outdoors if the teatpee/wind-chill idower then 30F.

If your child has a medical reason for not going outsideyivde happy to comply with a physician’s
request when presented with his/her written instructions.

CLEANLINESS: we promote cleanliness and good hygiene with the chilane staff. Frequent hand
washing is practiced by the children and staff. Hamadhing is always required before eating and after
toileting. Our staff cleans and disinfects changifdesmafter each diaper change. All toys and equipment are
disinfected on a regular schedule.

Our building is regularly cleaned by professionatsalso have a preventive pest control quarterlyfilAir
ters are changed on a regular basis.

PARENT ROSTER INFORMATION: Creative Early Learning Center, Inc. has a clas$diseach
classroom. The class list includes your child’s naraggng/guardian names, and phone numbers. The roster
will only contain the names and numbers of parents/gaasdivho give us permission to include them in our
roster. The class list is available to you upon recudyg from the office.

REST TIME: All children who spend a full day with us will be requiredést. Depending upon their age,
children are expected to rest quietly or engage in quieftsedi allowing other children to sleep. Your child
may bring in one blanket and one stuffed animal tow#ht Infants rest in a crib and older children @sta

cot provided by the Center. * Please label blanketsaurfféd animals.
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NUTRITION AND FOQOD: Creative Early Learning Center, Inc. provides breakéabot lunch, and
afternoon snack daily. A menu is posted in the main etgrdfvery classroom has a daily schedule posted for
eating times. Different age groups may eat at diffeiers. Please call the office by 10:00 a.m. if your child
is coming in late to school and will need a lunch.

BREAKFAST is served from 7:30 to 8:00 a.m. each morning.
LUNCH is served between 11:00 a.m. to 11:30 p.m.
AFTERNOON SNACKS: Nutritional snacks are served at approximately 2:00 to 3r@0 p

The meals served constitute 1/3 of the child’s recontaeidlaily dietary allowance. All snacks and meals are
planned to meet the nutritional requirements of childédinour food is USDA approved.
We ask that you send food from home only in special ciramst. These are:
. Special diets under a doctor’s order. Written instomstiand permission for special diets must be
placed in your child’s file.
. Packed lunches for field trips ( as allowed by local ratipris). We will provide you with nutritional
information.
.Infants that are not eating table foods or food on threeCenenu.

WATER SAFETY: During the summer the children participate in outsidempalay with wading pools

or sprinklers. Creative Early Learning Center, Incl pribvide the proper staff ratio required at all times.

If swimming at any recreational pool the Centerfstélf supervise the water activities in additiondertified
lifeguards. State ratios will always be maintainedgxareeded during recreational swim activities. A emitt
permission form for each child is required to participateater activities from the parent/guardian. The per-
mission form will indicate whether your child is a swner or non swimmer.

SAFETY AND TRANSPORTATION POLICY: safety is one of the most important functions of
Creative Early Learning Center, Inc. Our Centerdsiablished policies to protect the best interesoof y
child. The following policies are to be adhered bystdff and parents alike.

1. No child shall be left alone or unsupervised.

2. Children and parents are greeted upon arrival and depdparents/guardians will sign their child in and
out upon their arrival and departure on our daily log. Ra@m to bring their child inside the building and
leave them in the care of a staff member. Depastyo@ent/guardian will escort their child from the @en
each evening after notifying a staff member.

3. For the protection of your child, all children mhstaccompanied by a parent/guardian in the parking lot
going to and from your car.

4. Our Center has a telephone located in the mairpétka school for emergency use only.

5. Fire drills are held monthly at varying times. ekord of fire drills are available in the office.

6. Fire and weather procedures are posted in each roonariPamd secondary routes are clearly marked.

7. Use of aerosol sprays are prohibited when childremaattendance.

8. Incident forms will be completed and available to pafgoardians in accordance with licensing
regulations. Parents/guardians will sign the incidemhfavhich will be kept on file at the Center, and take the

carbon copy home with them on the day of the incident.

9. Staff members will immediately notify the directord Children Protective Services at 696-KIDS if they
suspect any type of physical misconduct, neglect, or abuseds a child.
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SAFETY AND TRANSPORTATION POLICY CONTINUED:

10. All staff members at all times have access talatnl enroliment forms (medical & emergency
transportation forms).

11. If an accident or injury occurs or when any otheidient necessitates administration of syrup of ipecac, a
incident form is completed that day and a carbon copiven to a parent/guardian. The Center keeps the top
copy in a file.

12. In the event your child needs emergency transportétienocal emergency squad will be called.
13. When the Center goes on a field trip or special outireg®llow this safety plan:
*Creative Early Learning Center will use a insuredaerised bus service or Center van for transportation.

* A written permission form from the parent/guardian factechild transported to/from the Center will be
obtained for each outing, or in case of routine trips,indude all trips with subsequent dates on the
permission form.

*A copy of each child’'s emergency transportation formeeealth record will be taken on all field trips and
outings.

*Each child on a field trip or special outing will haveritigication attached to him/her containing the Cerster’
name, address, and phone number.

*A first aid box is always available on the bus/van aitt the teacher.
* Appropriate staff child ratios will be maintained onfadld trips or special outings.
* A staff member trained in first aid will accompanyfald trips or special outings.

14. It is against Center policy for our staff to transgour child to or from our Center. It is up to pasgn
guardians to make proper arrangements for the transportdityour child.

INFANTS (6 WEEKS TO 18 MONTHS)

Our most important objective is to create an aphere of love and confidence for your infant. Each
infant’s daily schedule is unique. Schedules are discus#ie@ach parent so there is a coordination between
home schedules and the care given at our Center. ddugking hours, infants spend their time exercising,
socializing, and learning according to their age and abilfiy.also encourage that the babies go outside for fresh
air when weather permits. Cribs are provided for oldging. Babies eating schedules are based on
an individual basis.

WHAT TO BRING:
In order to provide the best of care for your bal®/yequire you to bring and maintain a supply of the
following items for your child’s exclusive use:

. Box of disposable diapers. (labeled) There is a $h&@@e for each Center diaper used.

. Box of baby wipes. (labeled)

. Prepared bottle formula dated and labeled each daycadn&f ready made formula for emergency use.
. Baby food in a jar or cereal. (labeled)

. Several changes of clothing in a labeled bag.

. Blanket, 2 crib sheets, and baby bibs all items labéladst be taken home to wash every week)

OO WNE
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TODDLERS ( 18 TO 36 MONTHS )

Socialization skills are emphasized as the children i tiueller Rooms enjoy the variety of active and
quiet time activities planned for them. Toddler age chiidike to explore and manipulate small and large toys,
blocks and dramatic play. We encourage decision makipgdwding different areas of interest. We have
daily lesson plans that encourage arts & crafts, masidiager plays, group discussion time and story time.
Language development is very important at this age. M¥epermitting the Toddlers go outside two times a
day or use the indoor large muscle room. Monthly lessorsaee posted on the bulletin board outside the
Toddler Room doors. Nap time is approximately 12 noon to2m0Lunch is served at approximately
11:00 a.m.

WHAT TO BRING TO SCHOOL:

In order to provide the best of care for your child,require you to bring and maintain a supply of the
Following items for your child’s use:

1. One blanket and one stuffed animal (optional) for ma@.t (labeled and taken home weekly to be washed).
2. Box of disposable diapers. (labeled) There is a $1.00femch Center diaper used.

3. Box of diaper wipes. (labeled)

4. Several changes of clothing. (labeled)

TOILET TRAINING: Generally, training begins at about 22-24 months of age.alNchildren are ready
at the same age. When you feel that your child is stgpgigns of readiness, it is important that open communi-
cation between teachers and parents are promotede&inets will do their best job to help train your chile

try to coordinate efforts between parents and the Cesat#rat your child can be successful.

Toilet training should always be a positive experiench isils of love and patience. It is important that

parents provide training pants and extra clothes duringdhised, along with diapers or pull-ups for nap time.

TODDLERS SAMPLE SCHEDULE

6:30 to 8:00 Arrival/ largesole room
8:00 to 8:15 Breakfast
8:1510 9:15 Toileting / Fpday activities
9:151t0 9:30 Circle time erming greeting, attendance
9:30t0 10:00 Outside play or langscle room
10:00 to 10:30 Art/ Free platnattes/ fine motor activities
10:30to 11:00 Toileting/ sttrge, music
11:00to 11:30 Lunch Time
11:30to 11:50 TV Time
11:50 to 12:00 Prepare for map t
12:00to 2:00  Nap time
2:00t0 3:30  Toileting/ skdime/ outside play or large muscle room
3:30to 4:00 Music activieree play activities
4:00 to 4:15 Story time
4:15 to 5:00 Toiletingé€mplay activities/ fine motor activities
5:00 to 6:00 Prepargdadome/ large muscle room

» Please note: This schedule is a sample it can vattyeoimdividual needs of the children.
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BUSY BEE PROGRAM ( 3-4 YR. OLDS):This program is designed to explore a variety of basic
concepts and skills such as counting, shape and cotmgigion, basic alphabet recognition, opposites and posi-
tional concepts through developmentally appropriate handstieities. The Busy Bee classroom is

arranged by offering a variety of learning centers: blocick area, dramatic play area, quiet reading area; co
puter area, art area, fine motor skills area for emfilun and problem solving. Children work and play togeth

in small groups of their choice. The children also Hadevidual learning time with the teacher

directed table.

THE EXPLORERS PROGRAM (4 -5 YR. OLDS): This program is designed to prepare your
child for kindergarten. Our pre-math, pre-readingl pre-science activities especially prepare the dnildior

the following year. The classroom is arranged by afterareas that stimulate decision making and choices.
Computer area, arts & crafts, bean table, writing aret reading area, trucks/block area, dramatic plag, are
and a large variety of manipulative toys and games. W¥aild will be introduced to an alphabet letter for the
week and the lesson will expand on hands on learning with apakits & crafts, learning basic printing skills,
phonics sounds and much more. The Explorer class alsogaeheduled field trips throughout the school year
and has a end of school year graduation program.

WHAT TO BRING TO SCHOOL AND SPECIAL REQUESTS:
In order to provide the best of care for your child,require you to bring and maintain a supply of the fol-
lowing items for your child’s use:
1. One blanket , one stuffed animal, and pillow (optiofalhap time. ( label all items)
Blankets are sent home weekly to be washed.
2. Several changes of clothing. (labeled) Please ma&e/su provide cloths for the change of seasons.
3. Please do not bring in food or toys from home. We pbardy at the Center!
4. Please check your child’s monthly calendar daily

SAMPLE OF DAILY SCHEDULE FOR 3,4 AND 5 YR. OLDS.

6:30 to 8:00 Arrival/ TV time/ Breakfast/ Coloring table

8:00t0 9:00 Free play in activity areas

9:00 to 9:30 Attendance/ morning greeting/ group discussion of daalsning

9:30 to 10:30 Learning centers, arts & crafts, teacher diretabte

10:30 to 11:30 lead up/ restroom/ story time or music/ outside plaagd
muscle room/ get ready for lunch.

11:30to 12:30 Lunch time/ TV time

12:30to0 2:30 Nap Time

2:30to 3:30 Restroom/ snack/ group discussion/ music

3:30-5:00 Free play in activity areas/ outside play or larmgescle room

5:00 -5:30 Finger plays/ story time/ get ready to go home

5:30t0 6:00 Coloring/ looking at picture books/ TV

BEFORE AND AFTER SCHOOL PROGRAM FOR SCHOOL AGE CHIL DREN:
Our before school program offers children coloringwtigis, reading books and TV time along with a breakfas

Our after school program provides a loosely structuaedoolum that promotes freedom of choice of play
activities such as building blocks, puzzles, board gamas)alic play, and art table. The children also go
outside weather permitting, and have seasonal pa@asafter school program includes a snack.

We offer full day care services during holiday vaaagicsnow days, and conference days from their sct@ol
additional cost. We also offer a “All Star” summantp program for school age children.
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