Dear Parents:

Welcome to Little Angels Preschool and Child Care Center!  We are a Keystone Star 4 Center!  We are looking forward to meeting and getting to know your child.  At Little Angels we believe in making children feel that they are special and unique individuals created by God.  Children of all ages are exposed to Christian values on a daily basis.  We take great pride in our staff and work together in providing both a stimulating and nurturing environment.  It is our goal to promote growth intellectually, emotionally, socially, physically and spiritually.  Through our daily schedules, we provide many opportunities for teaching that the children find very successful and enjoyable.  We also provide plenty of opportunities for play throughout our day.  Research studies have shown how important play is for young children.  We follow the Keystone Stars regulations on making sure that the children receive the right amount of free play everyday.  Our center is a happy and satisfying experience for the child, as well as the parent.

This booklet contains important information about Little Angels’ policies and procedures.  Please read the booklet carefully and contact the center if there are any questions or concerns.  We are pleased that you have chosen Little Angels as your child care center and are anticipating a great year.

    Sincerely,

Allison Mellott

         Director

Calendar

The center is open throughout the year providing quality care for children age six weeks to five years.  Older school age children (Ages 6 years to 10 years) can participate in our Summer Camp Program, June through August.  Parents may opt to withdraw their children for these months (June through August) and are required to pay a $35.00 holding fee in order to return for the following school year.  The center is open from 6:30 AM to 5:30 PM Monday through Friday.  The center will be closed on nine traditional holidays:

New Year’s Day

President’s Day

Good Friday

Memorial Day

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

Labor Day

Thanksgiving Day and the following Friday

Christmas and the day before or the day after; we may close early on Christmas Eve also

Columbus Day

Veteran’s Day

Holidays/Vacations/Absences

Full tuition fees are due for all holidays and emergency weather closings.  Full payment is also due for all absences.  All Full Time children will be given a vacation credit for one week’s absence per year.  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.  Part Time Children, attending 3 days or less, will not receive vacation credit for the days that they aren’t here.  

Enrollment

It is highly recommended that parents tour the center with their child before enrolling him/her.  A visit must be scheduled with the Director in order to make sure that you will receive a tour and given all of the information before enrolling your child.  Upon deciding to enroll your child, you will be required to pay a refundable registration fee of $50.00 and the first week’s tuition in order to secure a spot in the appropriate program.

Once your child is enrolled, you will have 30 days to have the health assessment completed by your child’s physician and turned in to the daycare.  The purpose of this form is to confirm that all immunizations required by law have been satisfied and that the child is well, before joining the childcare community.  A Health assessment must be done and turned in to the center at the following ages: 2 months, 4 months, 6 months, 9 months, 12 months, 15 months, 18 months, 24 months and every year on or near the child’s birthday.  Failure to do so may result in termination of enrollment.

Parents also will need to resign their child’s Emergency Form every six months as required by the Department of Public Welfare.

Re-Enrollment

Children who will not attend during the summer months (June through August) will be obligated to pay a $35.00 non-refundable holding fee to ensure a place in the fall program.  Children who are full time throughout the school year and decide to go Part Time for the summer months will also have to pay the $35.00 non-refundable fee to ensure your Full Time spot in the fall.  There will be a $15.00 non-refundable re-enrollment fee due when your child returns after being away from the center for an extended period of time.  

Tuition, Payment & Hours

See insert for current tuition rates.  Little Angels will be expected to have annual increases, prompted by economic inflation and ever-increasing costs of operation.  The increase will take effect every September.  Full time children may attend child care for a maximum of 10 hours a day.  A fee of $5.00 will be charged per day when a child is left at the center longer than 10 hours.  

Payments: Tuition payments are due weekly on the first day that a child attends.  Tuition will be considered past due if not received by noon on Friday.  After noon on Friday, a late charge of $8.00 PER DAY will be assessed to your account.  

If your account becomes more than $200.00, you will receive a written notice from the Director that your account needs to be paid as soon as possible.  If a payment has not been received for two weeks, your child may be asked to be withdrawn until payment has been made in full.  If you pull your child because you are not able to pay the tuition, you will have a week to pay the money otherwise your child’s spot will be given to someone on the waiting list.  If you are only able to pay a certain amount, please discuss with the Director as to setting up a payment plan.  If your child withdrawals and we do not receive the money, first we will send you a letter reminding you of what you owe; second we will call you to remind you (and to make sure that you received our letter).  If an agreement is not reached using either of these ways, we will have to send your name to a collection agency.

Tuition checks are to be placed in the mailbox next to the toddler entrance.  All cash payments are to be in a sealed envelope with the child’s name and amount written on the front.  There will be a $30.00 fee for all returned checks.

Discounts

For parents who have two or more children enrolled there will be a 10% discount off the oldest child’s tuition.  Parents with full time children who are First United Methodist Parish Members will receive a 10% discount off their child’s tuition. (Not to exceed 10%)

Preschool Part-Time

Part-Time children may not switch days for any reason, including holidays.  Switching days upsets the teacher child ratios and therefore, it is impossible to grant requests for temporary changes in a child’s schedule.

Curriculum:

Our Curriculum is a theme-based curriculum.  Each week the teachers have a theme that they use to teach the children.  In writing our lesson plans, the teachers include all areas of development.  These areas include social/emotional, language, cognitive, small and large motor.  Each classroom is set to Keystone Stars standards and has active, engaging centers for the children to play in.  Within the curriculum the children will have the following centers in their classrooms:


*Science & Nature


*Math


*Block Play


*Manipulatives (small motor)


*Sand/Water Play


*Dramatic Play Area


*Book/Quiet Area

The teachers also use lesson plans and ideas from the Creative Curriculum.  

The Staff:

The child care teachers and assistant teachers are chosen for their knowledge of children and of course their love and patience with the children.  Each teacher is required to have at least 18+ hours each year to further their education on children.  Each teacher that is the lead in the classroom is also certified or working towards a CDA (Child Development Associate), Associates degree or Bachelors Degree.  Each teacher also is required to have clearances from charges of child abuse and criminal history.  It was also just passed by the Department of Welfare that each new hire must have a FBI background check.  

Parent Drop Off & Pick Up Policy

When dropping off your child in the morning, please make sure that they arrive by 11 AM, when the first lunch is served.  If your child is going to be dropped off later than 11 AM, please let your child’s teacher know that way they can make sure to keep them a lunch.  

While dropping off your child, please make sure to park in the parking lot and walk your child in to their classroom.  Also make sure that a staff member has seen you drop off your child.  

On the Parent Information Board there is a sign in/sign out sheet.  You must sign your child in and out everyday.  Parents are to either leave a note or are to call the center if someone different will be picking up their child.  Even if the person is listed on the emergency form, the parent must notify the center.  Identification will need to be provided in order for the child to be released.

Unless the center has been provided with the correct legal documentation from a court of law, we must allow the child to go with either of their parents.  We may not stop a parent from taking their child home.

Little Angels closes at 5:30 PM daily.  This means that you and your child must be leaving Little Angels at 5:30.  A fee of $5.00 will be charged to parents who pick up their child between 5:30 PM and 5:45 PM.  If you are late a second time, a fee of $8.00 will be charged to your account.  An additional fee of $1.00 per minute will be charged for every minute after 5:45 PM.  This fee will be added on to your child’s tuition.  These fees are due to the fact that the teachers who are scheduled to leave at 5:30 will have to stay later.

Meals

Infants: Parents will have the opportunity to either provide their own formula/food or to use the center’s formula/food.  If your child requires special formula, you will need to provide that formula for your child.  We ask that a feeding schedule be provided for the infants.  

*All food that is opened or heated for lunch must be discarded if not eaten.  This is mandated by the Department of Welfare Regulations.  

Toddler/Preschool: The center provides a morning and afternoon snack with juice; a hot lunch with milk is catered by Matty’s Kitchen.  Due to State Regulations, lunch counts for the following week must be turned in by Wednesday.  I need to know by Wednesday if you have to add an extra day for your child the following week.  If you are not able to let me know the Wednesday before, you will have to provide a lunch for your child.  

*Tuition is the same regardless if your child packs or eats the lunch that is provided for them.

*Parents should feed their child breakfast before coming to school in the morning.  However, if you arrive before 8:00 AM, you may bring a breakfast for your child to eat.

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:

1.  Temperature of 101 degrees or higher.  Any feverish symptoms must remain below 101 degrees F. for at least 24 hours before returning to the center.  If a parent can provide the center with a note from a doctor to the effect that a child has been seen and is able to return to school, the center will abide by the physician’s authorization.

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

3.  Undiagnosed rash (this also includes chicken pox).

4.  Undiagnosed red or discharging eyes.

5.  Undiagnosed discharge from the ears or a greenish discharge from the nose, which often indicates infection.

6.  If a child vomits, the parent will be called to come and pick up their child.

In the case of an undiagnosed rash or pink eye, the center requires a written note from the child’s physician stating the diagnosis and the recommended return date to the center.  Each child must be evaluated on an individual basis.  Although the center may notify you of a contagious rash that a child at the center has been diagnosed with, Little Angels is still required by the state to have a doctor’s written diagnosis and date of return to the center if your child develops a similar rash.  Please remember when visiting your physician to get in writing any symptoms that may occur from shots or antibiotics that your child may be taking.  This will help to alleviate problems in the long run.  If any of the above symptoms occur you will be notified immediately to come and pick up your child.  If your child is sent home due to a temperature of 101 degrees or higher, you will be asked to sign a 24 hour fever free reminder form.

Medications

Little Angels will only administer prescription medications.  All prescribed medication must be in the original bottle with the child’s name, name of the drug, the prescribing physician’s name and address, the dosage, and time and frequency to be given.  Parents must provide written permission from the child’s physician in order for the center to administer medication.

No non-prescription, over the counter medication (Tylenol, etc.) will be administered unless you have a physician’s written permission.

Emergency Procedure

In the event of an injury, the parent or emergency contact person will be notified and an incident report will need to be signed by the parent.

School Closings

Inclement weather may necessitate the center closing.  Closing the center is at the discretion of the Director.  If the center is closed before 6:00 AM the information will be announced on the television channel 21 and on the website www.whptv.com.

*If the center closes after the children arrive, parents will be notified by telephone. 

Withdrawal Policy

Parents must give a two week written notice of withdrawal from the center.  A note must be given to the Director/Office.  If no notice is given, parents will be charged two weeks tuition after the withdrawal date.  Absolutely no exceptions will be made.  If the two weeks tuition is neglected to be paid, the individual will be turned over to the District Justice.

Transfer of Records Policy

Parents may request in writing that copies of their child’s records be transferred to another center or school.  Be sure to list the address and name of whom to mail it to.

Parent/Teacher Communication

It is very important that parents and teachers communicate daily about the child.  We are here working together for the best possible environment and we can only do that when there is open communication.  Each room has a process of communication so that you know how your child’s day was.  The infant and toddler rooms fill out a daily sheet for each child; please make sure to check your child’s folder.  These rooms along with the Preschool rooms also have a Wipe off Board in which the teachers will write what the whole class did during the day.  Please make sure to read these daily; if you aren’t sure where it’s located, please ask your child’s teacher.  

Upon enrollment and each new class transition, you will have to fill out a questionnaire on your child.  The questionnaire will help your child’s new teacher help to know him/her a little better.

Before your child moves to another room, you will be given a welcome packet.  This welcome packet includes information about the teachers, the daily schedule of the room, and your new agreement form.  Your child will have 3 weeks of transition time.  During the first week, he/she will visit for 2 hours in the morning.  The second week, your child will visit for 3 hours and the third week your child will visit from 9:30-3:30.  The following week, your child will be starting in his/her new room.  

Every month, you will receive a copy of your child’s room calendar & newsletter.  If you would like the detailed lesson plans of your child’s class, please ask the teacher.  There is also a copy of their lesson plans hanging on the Parent Information Board.  

Any minor injuries will be reported to the parents using an incident report.  The parent & teacher will sign this document.  There is a copy for the parent, the child’s file in the office and also one in the Center Incident File.  If there is a serious injury requiring medical assistance, the parent will be notified.  

On the wall as you walk down the steps, there are pictures of all of the teachers who work at Little Angels.  Please take a few moments to read about each one; that way you know who the teachers are when you see them.  There is also more parent information at the bottom of the steps to your left.  Please feel free to take any of the pamphlets; you are more than welcome to take and look at a magazine, but please return it when you are finished.  Thank you!

Child Protection

The welfare of children is protected by the State Department of Welfare which mandates that child care providers and pediatricians must report any suspected incidents of child abuse.  Inappropriate behavior, dirty clothes, uncleanliness, or suspicious bruised, abrasions, burns, and other physical marks are evidence or possible abuse or neglect and must be reported.  The center is required to call Childline which will proceed with the investigation.

Referral to Community Services

Three times a year we will be completing a developmental checklist on each child.  Two times a year we will give parents the opportunity for a Parent Conference.  The rater form (Developmental Checklist) will be completed within 45 days of enrollment, also during the months of September, January and May.  After the 45 day checklist, we offer the parents the opportunity for a “Getting To Know You Meeting”.  This meeting consists of the teacher and the parents to discuss how things are going with the child. 

IEP/IFSP:

If you child has an IEP/IFSP, written plans and/or special needs assessments completed by professionals, you must turn them in to Director.  The daycare must have a copy of any and all plans for your child.  We are here to work with you and your child.  The only way that is possible is to know what we could do to best help your child.  Any refusal to allow the daycare to have these plans, Little Angels will have to ask you to leave.  

If a child is having difficulty within a room and needs to have a certain issue or issues addressed with a parent, the procedure is as follows:

*Teacher briefly addresses issue with parent.  At this point handouts can be given or suggested websites for more information on the subject matter.  Communication is the first key.

*Teacher documents (using some type of observation form) situations that need to be addressed.

*Teacher/Parent & Director set up conferences to discuss issues at hand.  At this point the teacher would make reference to log to discuss specific problem area.  Goals would be set for the child and plan of action needed for improvement if applicable.  Recommendations for referrals for Community Services offered may be made at this time.

*If the child continues to have behavior that would harm the other children or teacher, Little Angels reserves the right to ask the child to leave the center in order to protect the other children within the group.

Biting Policy

Little Angels requires proper documentation of incident reports to be filed on both the biter and the victim.  After tracking a child’s frequency with biting a conference will be initiated with the parents to discuss the problems.  If the child continues to bite on a daily basis, continues to break the skin, targets a single child or attempts to bite numerous times a day, Little Angels reserves the right to ask the child to leave the center in order to protect the other children within the group.  Biting can be a tremendous stress factor in a room.  Children bite for different reasons.  But overall it is our concern for safety that would draw us to the point of asking the child to withdraw.  

Non-Discrimination Policy

Little angels Preschool and Child Care Center is an equal opportunity facility and we do not discriminate in admission, programming, policies, or employment on the basis of sex, race, religion or national origin.  All Parents are to be informed that complaints of discrimination can be filed with the office of Civil Rights, US Dept. of Health and Human Services, Bureau of Civil Rights Compliance, Dept. of Public Welfare and Pennsylvania Human Relations Commission.

*The staff at Little Angels are held liable by the Department of Public Welfare to report any cases of child abuse and they are not required by law to notify the parents first.

Tuition Rates for 2011-2012

New tuition rates effective: Monday, September 5th, 2010

Registration Fee: $50.00 per child

Full Time:


*Infants







$185 a week


*Young Toddlers (Monkey Room)



$172 a week


*Toddlers (Panda Room)





$167 a week


*Older Toddlers (Tiger Room)




$162 a week


*Preschool (Three, Four, Five Year Olds)


$157 a week


*Summer Camp






$152 a week

Part Time:


*Young Toddlers (Monkey room)



$36.00 a day


*Toddlers (Panda Room)





$35.00 a day


*Older Toddlers (Tiger Room)




$34.00 a day


*Preschool (Lion & Dolphin Room)



$33.00 a day


*Summer Camp






$32.00 a day

Part-Time Preschool-Dolphin Room (9:30-12:00)


$14.00 a day

Discounts:


Full-Time sibling discount


10% off the oldest child’s tuition


Full-Time Church Discount


10% off the oldest child’s tuition



