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PARENT HANDBOOK

PHILOSOPHY


Learning & Sharing Child Development Center is dedicated to creating a quality environment for each child entrusted to our care.  By nurturing each child’s special talents, we endeavor to promote a love of learning and a love of self.  Staff members work as a team to promote a varied and stimulating atmosphere, so that each child can develop to his or her fullest potential.  It is the center’s goal to make the daily schedule a happy and satisfying experience for the child, as well as the parent.

PURPOSE

This booklet contains important information about Learning and Sharing’s policies and procedures.  Please read the booklet carefully and contact the center if there are any questions.  After reviewing the information, please sign the “Checklist for Registering Parents” supplied in your enrollment packet.  We are pleased that you have chosen Learning and Sharing as you childcare center.

JOHN BOWERS

and

SUSAN BOWERS

Administrators

CALENDAR


Learning and Sharing is open throughout the year, providing infant, toddler, pre-school and kindergarten programs.  Older children, between the ages of 6 & 10 years old, will be able to participate in our Summer Camp program which runs June through August.  The center is open form 6:30 a.m. to 6:00 p.m., Monday through Friday.  The center will be closed on certain traditional holidays:

· New Year’s Day

· Presidents’ Day

· Memorial Day

· Independence Day (If July 4 should fall on a weekend, the center will observe it on the closest Friday or Monday)

· Labor Day

· Thanksgiving and the Friday Following

· Christmas and the day before or after

HOLIDAYS, VACATIONS, and ABSENCES


Full tuition fees are due for all holidays and emergency weather closings.  Full payment is due for all absences so that a place may continue to be reserved for your child.


All children may be given vacation credit for one week’s absence after they have been in attendance for 12 months and every year thereafter.  Credit will be in the amount of the child’s weekly tuition, and the days of absence must occur within the same week.  Parents must notify the director, in writing, at least 14 days prior to the anticipated absence.


School-age children who are enrolled in Summer Camp may also take a week of vacation credit (as long as the child is not in attendance).

ENROLLMENT


It is recommended that parents visit the center with their child before enrolling, so as to have an opportunity to observe the center’s staff programs in action.  After making a decision, an enrollment packet will be provided. Upon returning the packet, together with a $40 non-refundable fee, a place will be reserved for the child in the appropriate program.  For parents who need to reserve a place more than 30 days in advance, they will need to include the child’s first week’s tuition along with the $40 registration fee.  There will also be a $15 re-enrollment fee due September 1st, which is also non-refundable.

Prior to child’s first day at the center, parents will need to provide:
· An emergency notification form;

· An agreement form;

· Enrollment fee and first week’s tuition.

· A medical health form, which must be updated with each visit to a doctor.  The Pennsylvania Department of Welfare requires current physicals every 3 months from birth through 24 months, then yearly thereafter.  The center will provide additional forms.

RE-ENROLLMENT


Preschool children who will not attend during the summer will be obligated to deposit a $30 non-refundable fee to ensure a place in the fall program.  The holding fee can only be tendered when a child is withdrawn for four or more consecutive weeks.


Because of the ratios in infants and toddlers, spaces cannot be held over the summer or anytime throughout the year.

TUITION SCHEDULE

Tuition Rates


See insert for current tuition rates.  Learning and Sharing may be expected to have annual increases, promoted by economic inflation and ever-increasing costs of operation.  This increase will take effect at the start of each school year.

Discounts


For parents who have two children enrolled full-time, a 15 percent discount will be applied to the oldest child’s tuition.  There will be an additional 10 percent discount for a third child enrolled from the same family.

Part-time Schedules


Part-time children may not switch days for any reason, including holidays.  The center is licensed by the U.S. Department of Welfare and the Pennsylvania Department of Education and must adhere to mandated student/teacher-ratio guidelines.  Switching days upsets that ratio; therefore, it is impossible to grant requests for temporary changes in a child’s schedule.

Tuition/Hours

Full Days: For children attending full days, whether it be five days a week or less, tuition is calculated on a maximum of 10 hours per day.  A $10 fee will be charged per day when a child is left at the center longer than 10 hours.

Half Days: For children attending half days, whether it be five or less days per week, tuition is calculated on a maximum of four hours per day.

Payments: Tuition payments are due weekly on the first day that a child is scheduled.  There is a late charge of $15.00 when payment is five days past due.  If payment in full is not made current at the end of a second week, a child may not attend until the account is brought up to date.  Because there is a waiting list in most departments, parents should be advised that a child could lose his or her place if such a situation occurs.  The administration staff should be contacted if an emergency situation arises.

Returned Checks: There will be a $15 fee charge for each returned check.  Three (3) returned checks will result in the center accepting cash or money orders only.

CLOSING POLICY


Learning & Sharing closes at 6 p.m. daily.  We realize that there may be emergencies when someone will not be able to pick up a child by 6 p.m.  Persons whom are going to be late should try to arrange for someone else to pick up the child on time, or, if that is not possible, they should call the center and advise the anticipated time of arrival.  A fee of $10 will be charged to parents who pick up their child between 6 p.m. and 6:15 p.m.  An additional $1-per-minute will be charged for every minute after 6:15 p.m.

EQUIPMENT


Parents are urged to spend some extra time at the center on a child’s first day, to help that child become adjusted to the center’s environment.  Parents will be responsible to provide certain supplies for their children.  They are as follows:

Infants: (Please label all belongings, so that they may be returned)

· Bottles for the day (must be plastic and labeled)

· Formula

· Snacks

· A menu and schedule for feedings

· 3 changes of clothing

· 2 crib sheets

· 1 blanket

· 2 plastic bibs

· 1 package of disposable diapers

· Cream or lotion (the center must have a note from the parent stating what can be used on the baby’s skin)

· Baby wipes 

Toddlers: (Please label all belongings)

· Small blanket

· 2 changes of clothing

· 1 package of disposable diapers

· Cream or lotion (the center must have a note form the parent stating what can be used on the baby’s skin)

· Baby wipes 

Pre-school/Pre-Kindergarten: (Please label all belongings)

· Small blanket

· 2 changes of clothing

· pull-ups/wipes if potty-training

· Sleep-time friend (optional)

Please understand that we have a limited supply of extra clothes at the center – if your child uses one of their extra sets of clothes, you must provide another set the next day.  If your child has no clothes for us to change them into, you will be notified to provide some immediately.
MEALS


The center will provide a morning & afternoon snack for all children (excluding infants).  Parents will need to provide a lunch for toddlers, pre-schoolers, pre-kindergartners and kindergarten children.  The center will provide milk for morning snack and at lunch and water in the afternoon.  Parents may provide breakfasts for their children, but all children who are to eat breakfast at the center must arrive at school no later than 8 a.m.  All food/drink that is opened or heated for lunch or breakfast must be discarded if not eaten.  This is mandated by the state.


A catered lunch may be purchased by one year olds through kindergarten, this lunch is provided by Top Shelf, a state approved caterer.  The lunch order forms must be submitted to the office by the date listed on them or by Monday of the previous week that you are ordering for.  All orders must be accompanied by a separate check (do not include with tuition check) made payable to Learning & Sharing.


Parents of infants must be certain that their child has a bottle or something to eat before they get to the center.  It will make the morning much more pleasant for both the parent and the baby when he or she is brought to the center.  Infants are fed per parents’ instructions.  Only unopened jars of baby food will be accepted.  No leftover food will be used.


All toddlers, pre-school and kindergarten children will be assigned certain days when they may have a hot lunch from the microwave.  A schedule for microwaving is posted in each classroom.  Parents should choose simple, microwavable food items (that take less than 2 minutes).  All containers that need to be returned must be labeled.

MEDICAL GUIDELINES


A child should not be brought to school if he or she is too ill to participate in daily activities or unable to go outdoors.  Use the following symptoms as a guideline, with the understanding that the center will follow the same guidelines if a child becomes ill at the center.


Fever in excess of 101 degrees F.  Any feverish symptoms must remain below 101 degrees F for at least 24 hours before returning to the center.  Should a doctor provide the center with a note to the effect that a child has been seen and is able to return to school, the center will certainly abide by the physician’s authorization providing that the child can participate in normal activities.

· Frequent diarrhea (two or more loose bowel movements within a 24-hour period).

· Undiagnosed rash, preceded within 48 hours by a fever.

· Undiagnosed red or discharging eyes, which are perceived to be symptoms of pink eye.

· Undiagnosed discharge from the ears or greenish discharge from the nose (which often indicates infection).

· Unexplained vomiting.

MEDICAL GUIDELINES (cont’d)

(Note: In case of a rash or possible pink eye, the center requires a doctor’s note of diagnosis and recommended date of return to the center, assuring Learning and Sharing that there is not a contagious risk to other children.  Each child must be evaluated on an individual basis.)


Whenever a child becomes ill at the center, the parent will be notified.  At the discretion of the director, the parent may be asked to pick up the child if it seems that he or she may be contagious or is too ill to remain at school.  When possible, to prevent the spread of infection, the child will be removed from the classroom and left in the care of the director or another available staff member.  For that reason, it is imperative that a child be picked up within an hour.  For persons who are unable to pick up the child, arrangements for a friend or relative to come in the parent’s place should be made.

Repeated failure to adhere to these guidelines may result in the dismissal of a child from the center.

MEDICATIONS


Parents of infants should, whenever possible, schedule appointments for immunizations late in the afternoon so that the child will not have to return to the center.  The parent would then be able to care for the child should any side effects such as fever or swelling develop after the inoculation.


The doctor should be asked to provide a medication schedule to administer medication at home or arrangements should be made to come to the center to give medication.  It is the center’s policy not to administer any medication, including non-prescription drugs and/or ointments, unless it is absolutely necessary.   The center will not administer the first dose of any medication.


If it is impossible for a physician to provide an “at home” medication schedule, the center will administer medications at noon and 4 p.m., provided the parent adheres to the following guidelines: 

· Prescribed medicine must be in a prescription bottle with the patient’s name, name of the drug, the prescribing physician’s name, the pharmacist’s name and address, the dosage, and time and frequency to be given.

· Non-prescription medications must be in original containers.  The center must also have a note from the physician for each illness, stating dosage and times to be administered.  Parents are advised that the center cannot accept an “as needed” note from a doctor for any medication, including such substances as Tylenol.  Each illness must be addressed independently.

· Parents must fill out the classroom medicine log giving permission for the center to administer medications, whether they be prescription or non-prescription.

· All medications and forms should be given to the teacher when the child arrives.  Do not leave medication in a child’s lunch box or cubby.

· All medications must be taken home daily.

We realize that the administrative procedures to administer medication are time consuming, but they are necessary to insure the safety of your child and other children as well.

CHILD RELEASE


With the exception of a natural parent, children will not be released to anyone other than those listed on the Agreement form signed at the time of enrollment.


In compliance with Pennsylvania Department of Welfare requirements, no parent will be denied access to their child from Learning and Sharing Child Development Center unless a copy of a custody agreement/court order that relinquishes such parental rights is on file.


In an emergency situation, if a parent calls the center to advise that someone new will pick up the child, the center will call the parent back at work or at home within a few minutes to confirm that it was definitely the parent who called to give the name of the person picking up the child.  When the designated person arrives, the center will request some type of identification to be shown to the caregiver.  This procedure is done for the safety of the child.

EMERGENCY PROCEDURES


If at any time a child is injured, the staff member involved will complete an incident report, which will be shown to the parent at time of pickup.  The parent should then sign the report and return it to the teacher, to be placed in the child’s file.  In case of an accident or sudden illness, the child’s parents or emergency contact person will be notified.

SCHOOL CLOSINGS


Inclement weather or school emergencies may necessitate school closings.  If cancellation occurs prior to 6 a.m., the information will be broadcast on television Channels 8, 21, and 27, and radio WINK 104, WARM 103, and the River 97.3


If the center must close after children arrive, parents will be notified by telephone.

EMERGENCY PLAN

To the Parent(s)/Guardian(s) of children enrolled at Learning & Sharing,


This letter is to assure you of our concern for the safety and welfare of children attending Learning & Sharing Child Development Center.  Our Emergency Operations Plan provides for response to all types of emergencies.  Depending on the circumstance of the emergency, we will use one of the following protective actions:

· Immediate evacuation – Children are evacuated to a safe area on the grounds of the facility in the event of a fire, etc.  In the event of inclement weather, children will be evacuated to AREA #1 Custer Flooring, 325 Front Street, New Cumberland.

· In-place sheltering – Sudden occurrences, weather or hazardous materials related, may dictate that taking cover inside the building is the best immediate response.

· Evacuation – Total evacuation of the facility may become necessary if there is a danger in the area.  In this case, children will be taken to AREA #2 Cedar Cliff High School.

· In the event of a TMI (Three Mile Island) evacuation, children will be taken to AREA #3 Hillside Elementary and bused to Big Spring Area High School.

· Modified Operation – May include cancellation/postponement or rescheduling of normal activities.  These actions are normally taken in case of a winter storm or building problems that make it unsafe for students (such as utility disruptions), but may be necessary in a variety of situations.

Please listen to WHP 580, WARM 103, WINK 104 and the local NBC, CBS and ABC television stations for announcements relating any of the emergency actions listed above.  We will also post signs on the doors notifying you of our location. Depending on the type of emergency, we may not want the local media, etc. to know our location.  For this reason, the signs will only be labeled with our AREA #.


We ask that you not call during the emergency.  This will keep the main 

telephone line free to make emergency calls and relay information.  We will call you to let you know that we have taken one of these protective actions.  We will also call you when we have resolved the situation and it is safe for you to pick up your child.


We will use the information listed on your child’s Emergency Contact form every time your child is released.  We ask you to update this form twice a year (September and March).  Please be sure to contact the office with any updated numbers between those dates, as changes occur.  It is imperative that we have any cell numbers, pagers, etc. for ALL contacts listed.  Since we are in the 10-mile radius of TMI, we are asking that you give us one additional contact that is out of the area.  Please be sure to include one on your Emergency Contact form.   Please ensure that only those persons your list on the form attempt to pick up your child.

I specifically urge you not to attempt to make different arrangements during an emergency.  This will only create additional confusion and divert staff from their assigned emergency duties.

In order to assure the safety of your children and our staff, I ask your understanding and cooperation.  Should you have additional questions regarding our emergency operating procedures, you may contact the Director (774-6844).

CHILD OBSERVATIONS/PROGRESS REPORTS

We, the staff of Learning & Sharing, observe the children in our care on a daily basis.  We take anecdotal records of progress they make (new skills learned, skills being used in classroom) and keep them in a notebook.  We use those observations (along with small group or one-on-one work) when completing Progress Reports on each child.

Your child will be observed and their abilities noted on an age appropriate Progress Report within 45 days of their joining our facility, within 45 days of moving into a new classroom, and then completed twice each year (January and June).  We ask that you review the report and sign it before returning it.  It is imperative that we receive the report back, so we can use it to track progress as your child grows and moves from classroom to classroom throughout their time at our center.  If at anytime you would like a copy of your child’s most recent progress, please stop in the office or leave a note for the Director.

TRANSITIONS

Children are transitioned to new classrooms in the following manner:

Infants:  Transition starts around 11-12 months of age, depending on their readiness (gross motor skills).  Infants start visiting ½ hour/ day and gradually increase over 2-4 weeks to visiting for a full day.  At this time, the Infant staff start to work on getting the child on the Caterpillar (one year old) schedule.  Mainly, snack/meal time and nap time.

Caterpillars:  One year olds start transitioning to the Butterfly (two year olds) room around 22-24 months.  Children start visiting 1 hour/day and gradually increase over 2 weeks to visiting for a full day.

* Toddler staff cross-train throughout the year to get to know children in each of the neighboring classrooms.  Toddler staff also move from room to room in the early mornings (6:30-8:30) and the evenings (4:00-6:00), giving the staff an opportunity to get to know the children in all of the classrooms in their department.

Butterflies:  Two year olds start transitioning to the Bullfrog (three year old, preschool) room around 32-36 months.  Children start visiting a few hours each day and gradually increase over 2-3 weeks to a full day.  

Bullfrogs:  This is a “large” transition mainly takes place before the start of the new school year (in August).  We “move-up” the children that will be 4 by September 30th into the Dinosaur room for their pre-K year.  Since the class size is large, we transition them by visiting them over the summer as ratios and class size allow.  The children each get at least 10 opportunities to visit for the day before moving over.  Towards the second half of the school year (after January), children that have turned 4 after Septemer 30th may move into the Dinosaur room (pre-K).  These children have a two week transition period during which they visit from 3 hours/day up to a full day.

Dinosaurs:  The pre-K students that are enrolled in our Kindergarten program have the opportunity to visit the Kindergarten program approximately 5-10 times before their Kindergarten year begins.  The pre-K students that are not attending our program are encouraged to visit their elementary school prior to starting their Kindergarten year.  Learning & Sharing provides enrollment dates & information for our local school district and reminds the parents to sign their children up.

* Preschool, pre-K and Kindergarten staff have the opportunity to work with and get to know all of the children during the early morning (6:30-8:30) and evening (4:30 – 6:00) when the classes are combined.  There is also some cross-training of staff between the preschool & pre-K classroom.

Subject:  Nondiscrimination in Services

To:  Parents/Clients

From: John & Susan Bowers, Administrators

Admissions, the provisions of services, and referrals of clients shall be made without regard to race, color, religious creed, disability, ancestry, national origin, age, or sex.

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.

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

Learning & Sharing Child Development Center

335 Front Street

New Cumberland, PA  17070

Department of Public Welfare

PA Human Relations Commission

Bureau of Equal Opportunity


Harrisburg Regional Office

Room 223, Health & Welfare Building

Riverfront Office Center

PO Box 2675




1101 S. Front Street, 5th floor

Harrisburg, PA  17105



Harrisburg, PA  17104

U.S. Dept. of Health & Human Services


Office for Civil Rights

Suite 372, Public Ledger Bldg.

150 South Independence Mall West

Philadelphia, PA  19106-9111

