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THE PRESCHOOL YEARS
_________________________________________________

Most of what I really need to know about how to live and what to do, and how to be, I learned in preschool.  Wisdom was not at the top of the graduate school mountain, but there in the sandbox.

THESE ARE THE THINGS I LEARNED:

· Share everything.

· Don’t hit people.

· Put things back where you found them.

· Clean up your own mess.

· Don’t take things that aren’t yours. 

· Say you’re sorry when you hurt somebody.

· Wash your hands before you eat. 

· Flush.

· Learn some and think some, and draw and sing and dance and play and work every day some.

· Take a nap in the afternoon.

· When you go out into the world, hold hands, and stick together.

Think of what a better world it would be if we all had cookies and milk about three o’clock every afternoon after we lay down with our blankets for a nap.  Or if we had a basic policy in our nation and other nations always to put things back where we found them and cleaned up our own messes.  And it is still true, when you go out into the world, it is best to hold hands and stick together.









Robert Fulghum

OPERATING HOURS

7:00am-6:00pm    Monday-Friday 
PROGRAM PHILOSOPHY

At the Children’s Center, we understand that the critical years for learning, and establishing a strong foundation for learning and development, are between birth and five years of age. Scientific research confirms that early childhood is a separate and distinct stage of life with its own characteristics.

We believe that children are natural learners and their primary means of learning is through everyday play. It is through play that children stimulate their senses, learn how to use their bodies, acquire new skills, develop problem-solving skills, experience the joy of creativity, and become more proficient with language and social interactions.

As teachers it is our responsibility to provide an enriched environment, with meaningful activities, to nurture and facilitate children’s learning. We do this by recognizing the individuality of each child and encouraging their efforts to construct their own understanding about the world around them through self directed play. 
In keeping with the constructivist theory, our role as teachers is to support the child’s natural learning process and to facilitate and extend their educational experiences through play. We do this in partnership with children’s parents, for parents are the primary teachers of their children. 
OUR PROGRAM GOALS & OBJECTIVES:

· To encourage children to make decisions

Recognizing that each child has different learning styles and temperaments; offering activity choices throughout the day; providing opportunities for problem-solving 

· To facilitate social-emotional development and pro-social behavior

Encouraging verbal expression of thoughts and feelings; helping children to recognize their own emotions; teaching conflict resolution; providing opportunities for sharing, taking turns, making friends; experiencing rules and boundaries
· To promote interest in language & literacy

Encouraging the use of books and stories, dramatic play, music, games, science; to initiate and engage in conversations with the children; emphasizing a strong verbal and text rich environment

· To inspire creative expression

Offering many different kinds of materials to create their own works, with frequent experiences in music, art, dramatics, literature and oral skills; creating positive classroom environments that encourages creative expression

· To support intellectual development

Understanding and encouraging each child’s individual interests and capabilities; developing center curriculum on these interests and capabilities; responding to children’s interactions

· To encourage gross motor and fine motor development

Through outdoor and indoor activities; with the use of manipulative toys, blocks, puzzles, and other small tools and objects; facilitating the development of visual-motor skills

· To build partnerships with families 

Respecting the unique belief and value systems of each family; supporting and understanding parents goals for their child; maintaining confidentiality and respecting the family’s right to privacy; through daily communication; offering parent informational meetings; encouraging parent feedback; providing the opportunity to serve on the Board of Directors and/or the Parent Advisory Committee
CURRICULUM

The daily schedule in the center will include a variety of age appropriate and culturally diverse activities.  These activities will be planned and designed by teachers to enhance the child's total development.  They will include all of the following:

Art/Creative Experiences
   
Science and Math Concepts

Child Initiated Play

Music/Songs/Finger Plays

Dramatic Play



Outside Play

Story Telling/Reading     

Language Development Activities
Physical Development
Social Studies



Community Relations




Emotional Regulation/Understanding

When children enter into the 2 year old classroom they will begin a Developmental Journal. . The journal will consist of pictures, work samples and anecdotal notes demonstrating developmental milestones and creative progresses. As your child moves from the 2’s, 3’s and then on to the PreK classrooms this journal will move with them creating a treasured journal of growth that you can keep when he or she leaves for Kindergarten. 
Our 3 year old and PreK classrooms follow a state approved curriculum called The Creative Curriculum. This curriculum focuses on all the domains of development in efforts to help your child prepare for a positive Kindergarten experience. Parents will receive quarterly Child Progress and Planning Reports and a Developmental Continuum Profile completed by the teacher, each of which will also be kept in the child’s journal. 
ENROLLMENT


Enrollment is granted without discrimination as to gender, color, race, creed, religious or political belief. Parent(s) and child are required to visit the program before pursuing an application for enrollment. During the visit, the parent will have an opportunity to meet with the Director, Assistant Director and teachers with the opportunity to observe the staff interacting with children, children engaged in activities, program planning and schedules. Program policies will be reviewed and a Parent Handbook will be provided. 

The following forms are required prior to enrollment: 

· Enrollment Application

· Health History Checklist or current physical 
· Immunization Record 
· Discipline Policy agreement

· Child Medical History Form

· Signed and dated Program Policy Checklist
WAITING LIST
At times when the Center is fully enrolled, parents interested in the program will be encouraged to go on the program waiting list. Parents will be contacted in advance of the date a vacancy will occur and are given 48 hours to either commit to filling the vacancy or be placed back on the waiting list. 

FINANCIAL, TUITION POLICIES

Tuition is based on enrollment, not attendance, and is payable monthly in full by the 15th of the month.  Payments are due on the 1st and the 15th. Parents should make checks payable to the "Children’s Center at Gracelyn " and place them in the mailbox marked “Children's Center Tuition” on the office door. 
If you pay in cash, you must give the money to the Director or Assistant Director.  Please do not put cash in the payment box.

We do not provide or bill for part time care with 2 rare exceptions. 


1.) In the event that two families wish to share a slot within the same classroom. Should this 
occur and one family withdraws their child the remaining family will be responsible for 
paying for the full slot. 

2.) In the event that the program has openings, it is possible to enroll your child part time. 
However, if another family wants a full time spot the part time family will be given the 
option to immediately withdraw their child or begin paying full time tuition. We must give 
top priority to parents requesting full time care as we are a full time facility.  
Tuition rates are subject to a 1-5% increase annually. Rates are based on current market rate studies.

Our program is a nonprofit organization and operates primarily on the tuition fees from each child.  Therefore, it is essential that your fees be paid promptly and regularly.  Any tuition paid after the end of business the Friday of the billing week may be subject to a $25.00 late fee.  If tuition is not paid by Friday of the next week, your child will not be allowed to attend and their spot could be forfeited to those on the waiting list.

If your child is absent, fees are still due in full.  We cannot refund or credit tuition; we cannot credit or refund tuition for closings due to staff training, inclement weather, loss of heat or water, etc.  Invoices will be issued at the beginning of each billing cycle and statements given out the Friday before tuition is due.  These statements will reflect all charges and payments.

Fees are as follows:

Room 1

$1025
Monthly
Room 2 

$895
Monthly
Room 3&4  
$850
Monthly
(10% discount for the oldest sibling)
As with most 5 star programs, there are additional fees applicable to subsidized families over the required parent fee on the voucher. Please contact the Director for details. 


ENROLLMENT FEE

A non-refundable registration fee of $70 per child is required at the time of enrollment. There is an annual registration/program supply fee of $60 typically billable in the Fall of each year. Children enrolled within 6 months of the annual registration fee billing are exempted.   
METHOD OF PAYMENT
We accept checks and money orders.  In order to insure proper credit to your account, your check or money order should be made payable to the "Children’s Center at Gracelyn" or "Children's Center". All Checks must include the payment period covered, the child’s full name in the memo portion of the check, and the name in which the account has been established. 

NSF CHECKS

We will charge a $35.00 handling fee for the processing of any check returned to us due to insufficient funds.  Upon receipt of the second NSF check, all future childcare tuition payments must be paid by cashier’s check or money order.

WITHDRAWAL FROM  THE CHILDRENS CENTER

Two weeks notice is required when a child is withdrawn from the center. Parents are responsible for two weeks of fees after notice is given whether the child attends or not. 

CONFIDENTAILLITY

Records concerning your child:  enrollment forms, health records, observation records and written parent-teacher conference reports and all other information about your child is treated as confidential information and will only be accessible to you, our center Director, your child’s teacher, and an individual designated by the state licensing department for licensing purposes.
INSURANCE
The Center does carry an insurance policy on each child for injuries, which may occur at the Center and require medical attention. This policy is intended as a supplement to family insurance policies.

LATE PICKUP POLICY

The center opens at 7:00am and closes at 6:00pm Monday through Friday. 

While we recognize that parents may be unavoidably detained on rare occasions, a consistent pattern of tardiness will result in a late fee of $10.00 at 6:05 pm and each five-minute interval thereafter until the child is picked up.  The payment for this fee is due upon return to the school.  The closing teacher will notify the Director of any such tardiness.

ARRIVAL AND DEPARTURE
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Arrival

For your child’s safety, we require that you or other authorized adult bring your child into the program each morning and get her/him settled.  Sign your child in upon arrival and take them to the sink to wash their hands, these are licensing regulations.  Be sure that the teacher is aware of your child’s arrival before you leave.

Please be sure to leave a phone number where you can be reached in case you are needed for a medical emergency.

Please call the program by 9:00 a.m. if your child will not be attending that day or is going to arrive later than 9:30am.

Departure

When picking up your child, be sure the teacher knows that she/he is leaving.  (This procedure is for your child’s protection.) Be sure to sign your child out of the program upon departure.

Person(s) Authorized to Pick Up Child

At the time of enrollment, parents must provide names of three (3) individuals authorized to pick up the child.  It is the parent or guardian’s responsibility to inform the center of any changes in the names of persons authorized.

We will release children to authorized individuals only.  Photo identification or other official identification will be requested by the center before the child is released to a unfamiliar person.
If someone other than an authorized person is to pick up your child, please notify the program.  We will release children to authorized individuals only. Copies of legal documents must be provided to the program Director before any staff person can actively prevent a known custodial parent from picking up their child. Faxing forms of this nature are not allowed.
BEHAVIOR MANAGEMENT
It is our belief that when children receive positive, non-violent, and understanding interactions from adults and others, they develop positive self-concepts, problem-solving abilities, and self-discipline.  Based on this belief of how children learn and develop values…
WE DO:


1.
Praise, reward, and encourage the children;






2.
Reason with and set limits for the children;




 

3.
Model appropriate behavior for the children;






4.
Modify the classroom environment to prevent problems before they occur;

5. Actively listen to the children;

6. Provide alternatives for inappropriate behavior to the children;

7. Provide the children with natural and logical consequences of their behaviors;

8. Treat the children as people and respect their needs, desires, and feelings;

9. Ignore minor mistakes;

10. Explain things to the children on their level;

11. Use short supervised periods of “time-out” for ages 3 and up;

12. Stay consistent in our behavior management program;

WE DO NOT:

1. Physically or verbally punish children

2. Shame or punish the children when bathroom accidents occur;

3. Deny food or rest as punishment;

4. Relate discipline to eating, resting, or sleeping;

5. Leave the children alone, unattached, or without supervision;

6. Allow discipline of children by children
HAND WASHING


Studies have shown, conclusively, that the single greatest protection against any contagion is effective hand washing. Children, parents and staff must wash their hands when entering the classroom at the beginning of the school day. This is true regardless of what has transpired before entering the school i.e. washing your hands at home doesn’t count.

SNOW DAYS


The Center will be open for snow days if at all possible. Closings and delays will be determined by the Director and Assistant Director and based on information gathered from staff and others that live in various areas of the community. This is to ensure that road conditions are gathered from various sources so that the best and safest decision can be made for everyone. 

Weather conditions in the mountains change frequently and are highly localized. Please remember to check the news and the voicemail system frequently on days that weather and road conditions are questionable and changing frequently. Feel free to contact the director via text message at 828-777-1719 for updates as well.

While we understand that parents have work and other obligations our first and top priority is the safety of our children, staff and families.
In the event we open late, close early or cannot open at all, we will notify 13 WLOS-TV (a decision regarding closing will be made by 6:00 a.m.), send out parent emails,  and the Director will send out a group text message (texts will only be sent per parent request). We will also have an announcement about our hours for that day on our voice mail. Please note: with WLOS we are listed under "Children’s Center at Gracelyn".
HOLIDAYS
Tuition will remain the same during periods that contain closings for holidays and our teacher-training days occurring in May and August.  The center will be closed for the following holidays:

· New Year’s Day



· Good Friday

· Memorial Day

· Fourth of July

· Labor Day

· Thanksgiving Day and the day after

· Christmas day and two other days to be determined by the director
· The center will close at 4:00 on New Years Eve
· The Center will close up to four times a year in order to accommodate mandatory staff trainings and teacher work days. 
ILLNESS, MEDICATION AND ABSENCE
Illness: If a child becomes ill while at the center, parents will be notified to pick him/her up immediately. We will not permit children who are infectious to attend school. This policy is to protect all of the children in the center. Children who are sent home with diarrhea, vomiting or a 
fever of 101, 100 under the arm, may not return until they are symptom free  for a full 24 hours. This means that children may not come back the day after they are sent home.  While we are sensitive and sympathetic to the childcare needs of working parents, we also have an obligation to protect children who are well from children who may be contagious. We ask for your understanding and cooperation in this matter. 

    Medication:  All medicines (OTC and prescription) must be given to the classroom teachers and locked away for safe-keeping. Parents must then complete a medical form that specifies the times to administer the medication and the appropriate dosage. 
All OTC (over the counter) medications must be in the original container with the child’s name and with the age-appropriate dosage (not weight) specified on the label by the drug manufacturer. We cannot give dosages that do not coincide with the medication labeling on OTC medications unless a clear and detailed Dr’s note is provided. 

All prescription medications must have the original prescription label attached; there are no exceptions. Under no circumstances can we give a dosage other than what is specified on a prescription label. 
We are not able to accept prescription medications, parent medication permission forms or Doctors statements that read to administer “as needed”.  
Per the NC Division of Child Development, children with an identified allergies requiring medical treatment must provide an Allergy Action Plan signed by a physician. This plan must be updated every 6 months. In addition to the Allergy Action Plan the Center will ensure that:

· Children with prescribed EpiPens MUST have an EpiPen on site at all times. 

· If the physician deems necessary, Benadryl will be kept on site and administered according to the Allergy Action Plan. 

· EpiPens will be monitored closely by program staff for expiration dates. 

· EpiPens are classified as emergency medications and therefore will not be locked in cabinets or medicine boxes to ensure easy access; however they will be stored a minimum of 5’ off the floor for the safety of the children.

· Staff will attend a yearly EpiPen Administration Training and Medication Administration Training with our assigned Public Health Care Consultant. 

Absences: Whenever a child will be absent, the parent is requested to call. If a child is to be absent longer than three days, the parent is required to call. An absence of five days or more without notification may result in loss of a childcare space. 

Communicable diseases: As soon as possible, you should notify the center if your child has a communicable disease. You may be asked to provide a doctor’s statement upon your child’s return to the center. 

DRESS
The children are expected to play outdoors daily. Our feeling is that if your child is well enough to be at the center, she/he is well enough to play outdoors. Fresh air and movement are necessary daily for general well-being and healthy development.  We will play in the rain, mud and snow as conditions safely permit so please dress your children accordingly. A change of clothes, appropriate to the season and clearly marked with the child’s name, are required to be in the child’s cubbie at all times.  We also ask that girls wear shorts under their dresses. Children need the opportunity to run and play freely so please make sure that all shoes fit securely around the heel of the foot. Flip Flops that do not secure to the foot are not permitted. 
REST TIME

Children will be given time to rest every day. The center provides cots and linens; however, parents are encouraged to send thin blankets or special “lovies” from home for the child’s comfort. Because of sanitation concerns, pacifiers (clearly marked with the child’s name) will be kept in cubbies in a closed ventilated container and used at naptime.  

Children are not required to sleep and children who do not sleep, after a reasonable rest period, are given alternative, quiet activities that may be done on their cot or at the table without disturbing the other children.

NUTRITION

The Children’s Center is a certified “Green” facility. With this, all of our soaps and cleaners are certified green with the exception of a bleach water solution we use to disinfect toys and furniture as mandated by the state of NC. Our foods are whole grain, whole wheat and/or organic as are our dairy products. 
Nutritious morning and afternoon snacks and drinks are provided by the center. The menu for each month is posted in the hall and in the kitchen. Parents provide lunches from home Monday-Thursday and the center provides Pizza on Fridays for the children.  If your child has an allergy or nutrition preference which prevents him/her from having Papa John’s cheese pizza, please plan to pack a lunch on Friday as well.  Lunch boxes need to be placed in the large stainless refrigerator on the appropriate shelf. 


All lunch boxes/bags must have your child's name written on the OUTSIDE. Additionally, all lunches need to be dated with the current date.  Labels are provided on the refrigerator for your convenience. This is a State Sanitation Regulation.  

We have included a description and listing of the nutritional requirements for meals for pre-school children in your application packet.  These are the guidelines that we are required by the state to follow and we ask your co-operation in adhering to these guidelines in the lunches that you send with your child. Organic milk and water are served with snacks and lunch. Fridays, in order to give parents a break, we order cheese pizza for each child from Papa John’s Pizza as their sauce contains no High Fructose Corn Syrup. 
Peanuts to Peanut Butter

Not only is peanut butter a choking hazard for little ones, peanut allergies are among the most severe of all food allergies. Peanut allergy symptoms can range from a mild rash to anaphylaxis, a rapid and sometimes deadly swelling of the airways. With the rise in occurrences of peanut allergies, we at The Children’s Center are becoming increasingly careful to protect those that have diagnosed peanut allergies and that may have undiscovered peanut allergies. 

In efforts to protect our children the following procedures are in place:

· Parents are required to provide peanut FREE breakfasts, lunches and snacks for their children. This includes, but is not limited to peanut butter sandwiches, peanut butter crackers, peanut butter cookies, trail mix, etc.  (Sunflower seed butter and Almond Butter are great alternatives!)

· Food items with a warning label stating that the product may contain traces of peanuts or that the product is manufactured with peanuts are allowable as they contain only minimal traces of peanuts. However, in a classroom that has a child with a diagnosed peanut allergy this may not be allowable. Program staff will inform parents if this portion of the policy needs to be altered based on need. 

CELEBRATIONS

We are happy to have birthday parties and other family occasions here at the Center.  Homemade foods are not acceptable according to our state sanitation guidelines; however, store-brought foods are fine. It is important to remember that some of our children do have food restrictions.  Please be sure and check with your child’s teacher before bringing food into the classroom.  Please remember that latex or rubber balloons are a choking hazard for children. We ask that you use Mylar balloons instead.
STAFF QUALIFICATIONS AND REQUIRMENTS
All regular program staff are highly trained in the field of child development and 75% or more hold a certificate or degree in Early Childhood Education or a related field of study. All staff are initially and randomly drug tested and must participate in local and state criminal record checks upon employment and every 3 years following employment. Staff are also required to provide a negative TB test upon employment as well as submit a statement of good physical and mental health from their licensed health care provider. 
PARENT PARTICIPATION AND INVOLVEMENT


Daily contact between parent and teacher is an important part of the program.  By sharing information concerning your child’s activities and welfare, we can work together to meet the child’s needs.  Staff in the Toddler and 2 year old classrooms will provide parents with daily written notices describing special happenings during your child’s day. 
Parent participation and observation are welcomed and encouraged. The center holds Parent Volunteer Service Days where parents are not required but asked to assist with playground and center upkeep or fund raising events.  The Parent Advisory Committee meets monthly the second Monday of each month from 4:30-5:30pm. All parents are welcome to attend these 1 hour meetings. 
Parents who have a child enrolled in the program may visit the program anytime during the hours of operation.  In this manner, parents can gain a deeper understanding of their child and the program.  Some parents may have special talents, skills, cultural traditions or experiences, which they can share with the program.  Others may have some time to spend helping in the classroom or chaperoning a field trip. 
Parent-teacher conferences are currently offered on an as needed or as requested basis.  Center and classroom newsletters and emails are produced to keep parents informed of upcoming events, changes in policy, recent program happenings, and classroom activities. 
The Center as well as the Director are evaluated annually by parents in order to help staff evaluate the childcare service and to continually improve upon the quality of the program.

WEAPONS AND FIREARMS
Absolutely no weapons or firearms are allowed on the premises, concealed or unconcealed. If you possess a Conceal and Carry permit you must comply by leaving your weapon/firearm locked in your vehicle. The only exceptions are law enforcement officials or other official community service personnel. 
PARENT GRIEVANCE PROCEDURE

Our center welcomes comments and suggestions to improve the quality of care of your child.  When areas of concern arise, the problem should be brought to the attention of the Director who will hear your suggestion and/or grievance and attempt to work through the problem.  
If this does not resolve the issues to the parent’s satisfaction, the parent may write a request to the Board of Directors to review the matter. The request must include: 


1. A written statement identifying the issues.


2. Solution being sought.


3. A statement of the director’s actions to resolve the matter. 

The Board of Directors will meet as soon as possible with the Director to review the complaint/concern and will prepare a written response to the parent’s complaint. Complaints concerning licensing policies and procedures may also be reported to the Division of Child Development at (800) 859-0829.
CHILD ABUSE AND NEGLECT REPORTING PROCEDURES

North Carolina law requires childcare professional’s report suspected cases of child abuse and neglect. If a staff member is alerted to the possibility of such a case that meets the reporting requirements, a report will be made to the protective services unit of the Department of Social Services and to the Director. If you suspect that a child has been neglected or abused at the center, you should contact the Buncombe County Department of Social Services (828) 250-5500 as well as the Director and Board Chair. 
In the event that the center is issued an Administrative Action, Written Reprimand, Written Warning, or Provisional License by The Division of Child Development for abuse and neglect or other serious substantiation, parents will be notified immediately in writing and documents will be available on site for review as required by NC Child Care Rule Section 13-.2201. To date there are no such substantiations against the center. 
Welcome to The Children’s Center at Gracelyn!

Jeannie Aiken, Program Director
Sasha Birchenall, Assistant Program Director
 (828) 253-0542 Office

(828) 253-0546 Fax
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