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St. Paul Child Care Center 

Hampton McFadden Education Center

Mission Statement

The St. Paul Child Care Center ministers to the needs of young children and their families by providing a safe, loving, Christian environment to foster social, emotional, intellectual, physical and spiritual growth and development. All children of any race, color, or national or ethnic origin are welcome. 
Vision Statement

It is our vision to create a warm, creative, nurturing, Christian environment for children and their parents, staff and caregivers. In every aspect of our program we will seek to provide care that is child centered and that models the best practices of child care. 

We will develop a curriculum based upon the individual needs of children that will, through play, promote each child’s social emotional, cognitive, and physical development and prepare each child for a successful transition to school.

As we work with children individually, we also foster a sense of community and connection to others, and encourage an exciting and joyful environment for living and learning.

We will emphasize multicultural understanding and practice, spiritual development, and skill building.

We will provide parents and caregivers with a source of support, community, and information in all aspects of parenting and nurturing their children.

We are advocates for children.    
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                                            St. Paul Presbyterian Church

Child Day Care Center

Hampton McFadden Education Center

928 South Main Street

Post Office Box 27

Louisburg, North Carolina 27549

Phone: 919-496-2069, Fax: 919-496-3584

Email: stpaulchildcare@mebarqmail.com
Welcome Parents,
St. Paul Child Care Center where learning is fun. That is our motto. St. Paul is a year round, full day care service for preschool children. The program is based on goals and objectives and activities aimed at providing a flexible enriching learning environment that will facilitate the physical, cognitive and social emotional growth of children. The program is supervised at all times by an experienced, certified and credential staff who are committed to creating and mainstreaming a structured, caring setting where children can learn and grow at their own pace. 


There is an equal balance of active and quiet periods, fine motor activities, indoor and outdoor times, individual and group activities, monthly field trips and teacher directed activities and child initiated activities.

The food service program provides well-balanced, nutritional meals that meet local, state, and federal guidelines established by the Department of Nutrition Services.


Afternoon rest periods are planned and provided for. Transportation to and from school is the responsibility of the parent (s). 


I have an open door policy and am available to discuss parent’s concerns. Please feel free to contact me to arrange a mutual meeting time. Parents and visitors are always welcome. 

Sincerely 

   Patricia Privette ,Administrator      3
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 Staff

Patricia Hayes-Privette--------------------------------------------------------------------------------Administrator
Two and Three Class Instructors

Trudy Person---------------------Lead Instructor

Julia Hartsfield

Preshus Allen
Assistant
Belinda Gill
Four and Five Class Instructors
Barbara Terrell------------------Lead Instructor

Brenda Lynch
Keshia Thorne
Substitute teacher:

Darlene Green
Secretary:

Ebony Williamston

School Age Class Instructor

Mary Spencer------------------Lead Instructor

Dietician 

Pamela Freeman
Substitutes: Gracie Cooke, Wilhelmina Hawkins
Custodian
Willie Hill, Substitute: Ricky Jones, 
Speech Pathologist

Jane Burwell Griffin
Piano Instructor

Rebekah Wahholis, 

Program Pianits
Glendora Powell, Edith Anderson
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Purpose
St. Paul Day Care Center is a nonprofit organization established to operate a low cost day care center for preschool children of working parents. The center is based upon the general concern that each individual be given the opportunity to start life fortified with adequate emotional controls and social adjustments, and to provide safe, healthy, enriching care and training for the children who may enroll.
The Center is licensed by the State of North Carolina and certified by the Department of Human Resources. It is governed by an acting Board of Directors composed of thirteen or more members including parents. The Board will be responsible for employing the Director, providing communication between the Board and staff, and interpreting the service to the community. 

The Center will provide a continuation of services as part of the home setting while introducing learning and social concepts and practices used for independent development.
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 Goals of the Program

1. To provide a safe, healthy environment, indoors and outdoors, for young children.

2. To provide experiences which will contribute to the maximum physical, intellectual, social, emotional, and spiritual growth of each child.

3. To help each child to question thoughtfully and think for himself.

4. To help each child find joy and satisfaction in his accomplishments.

5. To provide readiness materials for children that will be beneficial in making preparations for formal training

6. To foster independence to help the child acquire a positive self image.

7. To help each child enlarge his world and learn from and through experiences by making field trips at regular intervals in relation to planned units of study.
8. To help each child develop good health habits, proper nutrition, naptime, and care of teeth, aid in the prevention of and spread of disease, etc. 

9. To help each child get along better with others by learning to express his feeling in an acceptable way.
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Center Hours

6:00 a.m – 6:00 p.m

Monday through Friday

The Center will operate for the entire year, except on established holidays: 

Martin Luther King’s Birthday (1 Day)

Easter (2 Days)

Independence Day (5 Days)

Labor Day (1 Day)

Thanksgiving Day (2 Days)

Christmas Day (8 to 10 Days)

New Year’s Day (1 Day)

President’s Day (1 Day)

Veteran’s Day (1 Day)

Bad weather  Listen to WYRN Radio Station in Louisburg, NC 27549.  Channel 11 & channel 5 
Closing times 

1. Although the Center will be open for twelve hours a day, we strongly urge that each child be left no longer than eight hours when possible.

2. Parents will be requested to have the child at the Center by 9:30 a.m. so that al children may participate in scheduled activities.

3. When a parent arrives with a child, it is important that he/she bring the child into the Center and speak to the person in charge so that the staff or director is aware that the child arrived at the Center.

4. Parents are required to pick up their child before 6:00 p.m. Parents who fail to do so will incur late charges in the amount of $1.00 per minute after 6:00 p.m.
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ADMISSION POLICIES

The Center will be looking forward to sharing happy, creative new experiences with two, three, four, five year old children. The Center hopes to provide a pleasant, cheerful, homelike room where two, three, four, five, and school age children may be influenced by the beauty and orderliness of his/her environment.

1. Two- Five year olds will be eligible for admission provided that they are not in diapers, and are toilet trained. The Center will not be able to care for the mentally or physical handicapped children, however such children may be admitted, at the direction of the Direction, where their handicaps do not adversely affect the other children enrolled at the Center.

2. Parents are to accompany their children on the first visit, complete an application for admission, and secure medical information forms, If the child is quite, shy, parents are encouraged to stay with the child for the first week or leave the child for short intervals.

3. Every child must have a physical examination record on file with all immunizations up to date. You may bring this form from your private physician when the child is enrolled or it may be arranged through the Center with the Health Department. The record must be in within two weeks of enrollment.
4. Parents are required to furnish the Center Director with up-to-date information concerning addresses, telephone numbers, list of persons other than parents who may pick up your child, etc. 

5. Complete and full records shall be kept on each child enrolled including all information necessary to aid the Center’s staff in properly caring and administering to the need of the children enrolled. This information will be filed in individual folders and shall be considered strictly confidential and available only to persons directly concerned.

6. The staff will make every effort to help make every effort to help children who have adjustment problems; however, if a child proves unable to adjust to the routine of the Center, and continues to be disruptive to the program, the Director reserves the right to require the withdrawal of the child after consultation with the parents.
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Fee and Payment Plan

1. The month’s tuition payment must be paid by the 23rd of each month. A monthly tuition statement will be given to parents on a monthly basis. A late fee charge of $30.00 if tuition payments are not paid by the last day of the month. Checks returned to St. Paul due to insufficient funds or closed accounts will be subjected to $30.00 return check fee.  
2. Weekly payments may be arranged with the Director if this is more convenient for the parents. Failure to pay the fee will result in termination of you child. (30 day limit) There will be a non-refundable registration fee of $50.00. This fee must be paid before the child’s first day of attendance. Presently we charge a fee of $600.00 per month.. ( weekly $150.00, Daily $30.00 )Ages 2-12. Before and After-school $300.00 per month.( $15.00 day, $75.00 week)  These amount are subject to change.  Parents will be notified of the change within 30 days. Parents who receive subsidized care the registration fee is the same as private paying parents. All are to be prompt in making payments. A dated receipt shall be given to the parent and must be retained in case of any discrepancy. If there is an unusual financial problem in the home resulting in an inability to pay on time, please clear this with the Director. 
3. Regular attendance is expected. No deduction in fees can be made because of absences in case of illness, the regular fee must be charged for the first week. Longer illnesses may necessitate the withdrawal of the child. The Director in consultation with the parents will decide this.

4. Regular fee is charged for vacation or you may withdraw the child, however, the child will place on a waiting list for re-admission. Parents are requested to let the Director know if the child will be out for vacation or etc.
5. Regular monthly fees will be charged for months containing holidays for which the center will be closed.

6. Late Pick up A late fee will be collected from those parents who are late picking up their child.  Parents arriving after 6:00p.m. will be charged a $1.00 per minute late fee for every minute they are late picking up their child. These fees can be paid by cash, check money order to the school. 
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 St. Paul Child Care Center Guidance and Discipline Policy
Discipline is essential to healthy emotional and social development. It is also critical in achieving harmony and community in the classroom and enabling each child to achieve his/her highest potential. The goal of our discipline policy is to assist children toward becoming self-disciplined adults.

Achieving self discipline is a process that takes place over time and is different for each individual. In the early childhood years, children need assistance in gaining impulse control and conveying and recognizing verbal and nonverbal communications through many assisted compromises that will enable them to be successful in various groups and school settings. During this learning time, every child will be treated with respect and compassion.

Teachers of young children understand that young children are not experienced or mature enough to regulate themselves over long periods of time. When a dispute or disruption arises, teachers will use this as a learning opportunity, when possible. They will model appropriate behavior, first by engaging children in expressing their needs and feelings, followed by helping the children reach agreement and continuing their play. We know that children must have hundreds of opportunities to practice many problem solving techniques in their process of obtaining self-regulation.
Several specific strategies we will use are:

· Positive verbal reinforcement of acceptable behavior

· Assisting children in make good choices to encourage independence

· Encouraging children to “use their own words” to express their needs and concerns

· Modeling and teaching positive behaviors

· Setting clear limits and applying them consistently

· Providing engaging and interesting activities with opportunities for success. Parent Involvement is important to St. Paul. Beginning with parent meetings, parents and teachers begin building trust and sharing expectations. If a child experiences difficulty in adjusting to any aspect of the school environment, the teacher will call the child’s parent to inform them of the concern and to enlist their cooperation to help the child overcome his particular difficulty. If the behavior persists, we will have the parent come to a meeting with the teacher and Director. A plan will be developed to address the behavior problem. If necessary, we recommend an evaluation or a resource person form outside the school. Next the child will be temporarily suspended in order for the parents to deal with the problem at home.
We reserve the right to ask a child to leave the school; if after attempts have been made to meet the individual child’s needs, she/he demonstrate an inability to benefit from our program or his/her presence is detrimental to other children.

I have read and understand the Guidance and Discipline Policy of St. Paul.

Parent/Guardian Signature_________________________________________________________

Child’s Name________________________________________Date___________________
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12
Hampton McFadden Education Center

St. Paul Child Care Center
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Techniques and Procedures for Discipline

1. No child shall be handled roughly in any way including shaking, pushing, shoving, pinching, slapping, biting, kicking, or spanking.

2. No child shall ever be placed in a locked room, closet, or box.

3. No discipline shall ever be delegated to another child.

4. Discipline shall ever be disciplined for not sleeping during rest period.
If a child needs discipline, he/she will be placed in a chair for no more than three (3) minutes. This chair is called “The Thinking Chair.” Why he/she had been placed in the Thinking Chair will be explained to the child. If any child is uncontrollable (the staff cannot control the child), the Director will suspend the child for a certain number of days. This problem will be discussed by the parents and Director. Constant unruly behavior may result in termination of the child’s enrollment.

If you have any questions or comments, please feel free to discuss it with the Director. 
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Illness of Children
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Every effort will be made to promote the physical well-being of all the children. Since we do not have facilities to accommodate those who are ill, we know you will be careful not to bring or send your child to the Center when he/she is sick. Parents will need to make other arrangements in case of sore throats, rash, impetigo, upset stomach, disorders, or other communicable diseases. If your child is ill, please notify the Center. Tell the staff the type of illness he/she has. 

1. No medication may be given to the staff without a signed statement by the parent, indicating the time and amount of medication to be given. A physician must prescribe medications. 

2. In case of emergencies, the child will be taken directly to the doctor or hospital. Parents will be notified immediately. Emergency medical permission will be requested when the child’s application is accepted.

3. Motor emergency transportation action will be available. Ambulance and rescue numbers are posted in the office, along with other emergency numbers.

4. First Aid Kits are in the office under lock and key.
5. Fire drills are held monthly. (Units of study and health are planned)

6. All children are insured against any accident occurring at the center.

7. The sick area is in the office area.  Ill children are kept separated from other children 
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[image: image13.wmf]
Parents Conferences and Meetings
Please feel free to discuss your child’s behavior problems at any time with the staff. The staff will welcome any questions or suggestions.  If there are any family problems you would like to discuss with the staff, please feel free to do so, remember! The information regarding a personal situation is kept confidential, and it is possible that the center may be able to help in some way.

1. Day to day informal conferences have proven helpful to the child and parents. They are 
Given upon request by the parent.  In order for the parents to stay abreast of what the child/children are learning there are monthly newsletters, daily reports, weekly behavior reports, and monthly progress. 
2. Parents should schedule conferences with teachers (concerning any issues concerning your child.  If this cannot be arranged, the Director will have a set time for parents to have conferences about the progress and problems of their child.
3. A parent Involvement group meeting is held once per month.  All parents are expected to 

Participate.
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Family Services
The Day care Center’s program for providing family services shall include:

· Descriptions of the process for enrolling children in the program.

· The program has services offered to children, family and staff.

· The list of community agencies and professionals to whom referrals are made include the Department of social services Mental Health, and Heath department.
· The person responsible for family service programs is the Director.  If there are any questions, feel free to ask.

· Dance classes are available upon request.  They are offered on a weekly basis at the center. Classes are held on Mondays.  The cost is $45.00 per month.
· Speech screenings are offered upon request. The costs of speech screening are $10.00.
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Other Requests

1. In order for your child to feel like participating in all the Center activities, proper rest is necessary. Please put your child to bed early to ensure at least eight or nine hours of rest.

2. Please use good judgment in selecting programs for your child. 
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Meals and Snacks
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1. A nutritious breakfast is served at 9:00 a.m. to 9:30 a.m.  consists of three components  1% Milk, 100% juice, bread, cereal , meat or meat alternate.  lunch is served at 12:00p.m/. to 1:00 p.m.  consists of three to four components, 1% Milk,  Fruit, Vegetable, Meat or meat alternative, and bread or bread alternative. .  and At mid-afternoon a snack is served at 3:00 – 3:30 p.m. Snack consist of two components, 1% Milk, Juice or fruit, Bread, or cereal, meat or meat alternative.  We participate in the CACFP food service program.

2. The menu is posted weekly. Also, a copy of the menu will be available for each parent.

3. You are invited to eat lunch with your child. Arrangement may be made through the Director. No fee will be charged.

4. Please do not send food, drink, etc. to the Center for your child except for prearranged parties.  Food that does not meet the nutritional requirements specified in the CACFP meal pattern for children such as cookies, chips donuts , candy etc. shall be available only for special occasions such holidays, birthdays and other celebrations.  
5. The center will provide all foods for meals.  If your child has a special diet the center will comply with that need  and will supply it.  Attached to your application is a Diet order: Medical statement for Child with special dietary needs.  This form must be filled out by a legal physician and returned to the center.   Food required by special diets for medical, religious or cultural reasons, will be provided by the center. 
6. If your child likes a special nutritious kind of food it will be added to the menu.  The Director and the Dietician must be informed about the food.   We try to create menus that avoid unhealthy foods (fried  foods, chips, cakes, etc.  We  also serve 1% milk , 100 % fruit juice. 
7. Nutrition education will be shared with you through the newsletter and monthly parent involvement meetings. 
8. Proper nutrition plays a crucial role in the health and development of children.  Nutritious foods will be offered throughout the day to ensure children are getting nourishment and energy they need to learn, grow and be healthy.  Research shows that there are crucial relationships between nutrition and health, and health and learning.  This makes it especially important for staff to show children what it means to eat for good health, including how important it is to eat a variety of foods, and provide proper nutrition through the meals and snacks served in our center.  

9. In addition to eating nutritious foods, meal times are an opportunity for learning and developing social and self- help skills.  Offering a pleasant meal time environment gives the children we serve opportunities to enhance their social skills by letting them interact with each other and with the staff. 

10. We encourage children to drink water.  We have a fountain and it  is accessible to children at all times.
 17
Children’s Personal Belongings 
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1. Parents are asked to furnish the following items and to be responsible for putting the child’s name on his or her belongings:

A. A change of clothing.
B.  Extra underclothing will be needed.

C. Book bags or Backpacks.
D.  fitted Crib size sheet
E. Blanket (optional)

2.  The Center will provide:

A. Mat


B. Laundry bag for soiled clothing
3. Sheets will be sent home every Friday to be washed and cleaned by parents. Parents are asked to bring a personal blanket or sheet from home.
4. Toys should not be brought to the Center unless authorized by the Director. Age appropriate toys will be available at the Center for your child’s enjoyment.

5. The Center cannot be responsible for money, jewelry, or other personal articles. We request that these items be left at home. Dangling earrings are especially dangerous and may cause laceration of the ear lobe if accidentally pulled. We request that your child not wear these items.

6. Please dress your child comfortably, and in a manner that will allow them to put their clothes on or off with ease themselves. Let the wear clothes that are easily laundered so that he/she may participate in are and playground activities without worrying about getting dirty.   
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                                         I SAFETY POLICIES
A. Prevention

B. Emergencies 

1. Fire

2. Tornado

3. Earthquake

4. Blizzard

5. Power Failure

6. Missing Person

7. Transportation

 II. HEALTH POLICIES

A. Staff Health

B. Children’s Health

1. Health Care Summary

2. Exclusion of Sick Children

3. Emergency Authorization

4. Emergency Procedures

5. Medications

6. Sick Room

7. General Cleanliness

                                         III.CHILD ABUSE           
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Safety Policies
     Safety Policies

The staff is informed of the safety rules, special hazards, and commonly occurring accidents. They receive detailed instruction on evocation procedures, use of the fire extinguisher, and how to report an accident. There is one staff member on duty at all times who has accurate first aid certificate.


The Health Consultant or Director conducts such staff training and also inspects the facility for hazards twice each year.

A.  Prevention


The children are under direct adult supervision at all times. Fighting is not allowed: running and throwing of objects are not allowed except as a supervised part of the curriculum.


All poisonous substances are stored in a locked cupboard out of the reach of children. Medications are not stored in the same cupboard as poisonous materials. 


No toys or equipment with easily removable small parts (eyes, wheels, etc.) are allowed. No sticks or hard candies are allowed. 


All sharp objects are stored out of reach of the children. Such objects as scissors are used only under direct supervision. The classroom equipment is observed continually for stability, smoothness of wooden objects, and safe corners.


All shelving is securely fastened to the walls. The water heater and other gas appliances are bolted down to the floor.


The play yard is fenced, and no child is allowed outside to play unless there is a staff member present.


All electric outlets are capped. The furnace room door is locked, and that room is off limits except to staff. Flammable materials are stored in a separate cupboard (may be with poisons) out of the children’s reach. This cupboard is not near any flame or heat source, nor is it near an exit to the building or doorways to other rooms. The hot water temperature doesn’t exceed 120 degrees. Electrical appliances are used y staff members under the direct supervision of staff. Electrical appliances and matches are stored out of the reach of the children when not in use. Any hot surface-pipes, radiators, etc. are protected by guards. 

     The locations of the fuse boxy, the mail electrical power switch, the gas and water main valves are known to each staff member. The electricity shall be cut off at the main switch in the event of an electrical fire, earthquake, or tornado warning. Following an earthquake, gas, electrical, and water lines are checked carefully for breaks or leaks.        
  Stairways are kept clear at all times. Hand railings are available at the proper height and are kept in good repair. 

At any time the children leave the building as a group, they are required to walk in an orderly fashion and are accompanied by the staff and, other adults if deemed necessary. Parents are required to bring their children into the building, and pick them up inside the building each day. No child is to go out to a car alone. 

20
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B. Emergencies   

    1. Fire

        
The preschool conforms to all fire regulations as designated by the State Fire Marshall. A Fire evacuation plan and alternate is drawn and posted in the school.


The 911 emergency numbers and the exact address of the building are posted by the telephone.


Monthly fire drills are held. The fire alarm system, emergency power pack lights, and the extinguishers are checked yearly for proper function. All staff members know how to use the fire extinguisher.


In the event of a fire, the building shall be immediately evacuated. The staff member in charge shall phone the fire department from within the building, if it is safe, or from another phone. A designated staff member may attempt to extinguish the fire while the building is being evacuated. All other staff members are to remain with the children and see them safely to the designated emergency shelter.

      2. Tornado 


A written tornado shelter plan is posted. Tornado drills are held monthly from April through September.


A battery-operated radio is easily accessible and kept in good repair. In case of an emergency, staff will tune to the local-radio station for tornado information.


In the event of a tornado warning, the children shall be evacuated to the designated area-basement if one is available, a nearby building or under furniture within the building, and remain there until the threat has passed.

       3. Blizzard  

In the event of a blizzard when parents are not able to pick up their children, the staff will house the children at the facility until the parents of guardians can pick them up. Arrangements have been made with local grocery store for the delivery of food should such an emergency arise.

        4.  Power Failure


Two flashlights in working order are kept in an accessible place. Power pack emergency lights are installed to light each exit.
       5.   Missing Person


Should a child be missing, staff shall search the building and grounds completely.

If the child is still not found, the police and parent/guardian shall be notified while staff begins searching the immediate surrounding area.
         6.  Transportation


While transporting children on a field trip, each child is securely buckled into a child safety device appropriate to his/her age and weight.     
If there is more than one vehicle, the drivers should stay together as much as possible and watch out for each other. If a vehicle should break down, all the vehicles shall stop. One adult shall go telephone fore help while the others remain with the children. 

           The Director shall call to arrange alternative transportation for the children. The Director shall then remain with the children until such transportation arrives. 
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Health Policies

The Director is responsible for observing the health and development of children, handling illness, implementing accident prevention and emergency procedures, keeping health records complete current and informing parent of community resources. Some or all of these duties may be shared with, or delegated to, other staff members.

Continuing health consultation is sought from physician, PHN, or RN, with training in dealing with children. The consultant assists in developing health policies and keeping the current, assists in screening referral and follow-up procedures, and provides advice about children with special needs. The consultant review health policies, health records, and health problems, and the Accident Log with Director twice a year. The consultant also checks the first-aid kit, the sick room area, and safety conditions. The twice-yearly inspection and any recommendations for change are noted in writing. Any necessary changes are made to conform to health and safety standards within 30 days of the notice of inspection.

A.  Staff Health


Prior to employment, each employee must submit a Medical Report for signed by his/her source of medical care based on a thorough examination within three months. Statements must be submitted every two years thereafter.


All staff must submit evidence of freedom from tuberculosis before employment. If a mantoux test proves negative, no further evidence is necessary: if the mantoux is positive, a chest x-ray must be repeated every two years. A positive x-ray prevents employment.


Any employee who contracts a communicable disease that presents a health hazard to the children is put on immediate sick leave. Following a serious illness, a signed statement from the employee’s doctor stating freedom from infection is required to return to work.
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B.  Children’s Heath   

       1.  Health Care Summary 


Each child is required to have on file a health statement, obtained from the licensing agency, which include s a record of up-to-date immunizations and the signature of the child’s source of medical care. If a child’s health care summary is not compete at the time of enrollment or within 30 days after enrollment, the child will be excluded from the program.  
 Each child who has not had a physical examination within the last year must have one before entrance into the program. This physical may be done by a physician, public health nurse, or preschool screening clinic. 
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 2.  Exclusion of Sick Summary     


No child who arrives noticeably ill, with a rash, or with a fever shall be admitted for that day. Should a child become ill during the day, he/she will go to the sick room and remain there under adult supervision until a parent or authorized person arrive to take the child home. 


In the event a child contracts a communicable disease and exposes he other children, notice of such exposure will be poster, and parents will be notified when they pick up their children. The sick child will not be allowed to return to school until the period of contagion has [image: image19.wmf]
Emergency Authorization   
                               [image: image20.wmf]

The preschool must have on file for each child a signed Permission for Health Care authorizing emergency care and transfer of medical records to the local hospital. Emergency numbers for reaching the parent or guardian and another authorized person shall also be on file. 

       4.   Emergency Procedures


At least one staff member on duty at all times has first-aid training though an accredited course. All other staff members are trained in emergency procedures through annual-in-service training.


The child’s parent, guardian or authorized person shall be notified immediately in the event of a serious accident or illness requiring emergency care. First-aid shall be administered by a qualified staff member.


The 911 emergency numbers is posted by the telephone. The local rescue squad or ambulance service shall provide emergency transportation; the local hospital shall provide emergency care. 


In the event that a child is transported to the hospital, his/her health summary and signed Permission for Health Care form shall be sent along. A staff member shall accompany the child until the arrival of the parents, guardian, or authorized person.


An Accident Report shall be completed for each accident except minor scratches and abrasions. The report shall be made as soon as possible following the accident and no later than the same day. The original report shall be filed in the child’s file, one copy shall be filed in the Accident log, and one copy shall be given to the parent. The words “Accident-see teacher” shall be recorded in the comments column of the Daily Time Sheet behind the child’s name so that the parent will be made aware of the accident, and can discuss it with the staff, then be given a copy of the report.       
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Medication 
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Medications are kept in a locked cupboard out of the reach of the children.  Any nonprescription medication to be administered at school, such as aspirin, cough syrup or sun screen will not be 

Administered unless it is by prescription.   The label must be attached to the solution. 


Any prescription medication to be administered by staff member must be in its original container and be labeled.  The label is to contain the child’s name, physician’s name, pharmacist, medication, dosage frequency, starting date, and expiration datif applicable. This information is checked when receiving the medication from the parent, an individual Child’s Record of Medication Given is signed by the parent/guardian authorizing its administration.
A schedule of Medication is posted on the drug file:

Date
       Name           Medication 
  Dose                 Time              Stop

1/05/90     Amy Smith         Penicillin           1tsp             8-12-4              1/15/90

_______________________________________________________________

A staff member shall triple check the label before administering the medication once before opening, once after opening, and once after closing container.  After the medicine has been complete, the Individual child’s record of Medication Given form shall be filed with the child’s health record.


Any drug container having a detached, excessively soiled, or damaged label is returned to the parent for relabeling by the pharmacist.  Any contents of any drug container without a label or with an illegible label are destroyed immediately.

Any unused portions of prescription drugs are returned to the parent by the Director. If medications are left; the director will destroy them, by flushing them into the sewer and removing and destroying the labels from the drug containers.  Medications having a specific expiration date are not used after the date of expiration.  The parent must be informed when any medication is given.   
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Sick Room

        [image: image23.wmf]

An area is isolated from the remainder of the program by a screen or wall for the purpose of health care.  This area contains a cot, washable linens, blanket and a pillow for the use of any person who is ill or injured. (designated area office reception area)    

Also contained on this area is a locked cupboard or out of reach cabinet for the storage of medications, a ten unit first aid kit, thermometer, emesis basin, wastebasket, goose neck lamp a first aid book or instruction , and any other health care supplies.

II. Child Abuse
III. [image: image24.wmf]
Should staff suspect possible child abuse or neglect, observations and dates must be documented on the observation of child problem Form.  The staff member must inform the Director, who in turn notifies the local Family Services agency.   
Any suspicions of abuse by staff at the preschool must be documented on the Documentation of Employment problem form and reported immediately to the Director.  The Director will confer with the staff member, then report to the local Family services Agency and the Board of Directors if the Director determines that abuse is a possibility.   The Director has the rights to dismiss the employee immediately.  
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Procedures outlined by Family Services must be followed.  The staff member will have the opportunity for defense before the Board of Directors.

General Cleanliness

Children are encouraged and helped to keep themselves clean. Paper towels are provided for their use. Children are supervised in toileting and washing hands.  They receive age appropriate training in personal hygiene to include proper hand washing methods, time to wash hands proper toileting procedure , and proper hair care.

Handwashing

[image: image25.wmf]
1. Employees shall be instructed that hand washing is the single most important line of defense in preventing the transmission of disease-causing organisms. Employees shall wash hands upon reporting for work; before and after handling food; before feeding children; before handling clean utensils or equipment; after toileting or handling body fluids (e.g. saliva, nasal secretions, vomits, feces, urine, blood, secretions form sores, postulant discharge); after handling soiled  items such as garbage, mops, cloths, and clothing; and after removing disposable gloves.
2. Children shall wash hands upon arrival at  the center ; after each visit to the toilet; before eating meals or snacks; before and after water activity play; and after handling animals or animal cages.
3. Proper hand washing procedures shall include:
(a.) Using soap and tempered running water
(b.) Rubbing hands vigorously with soap and tempered water for 15 seconds
(c.) Washing all surfaces of the hands, to include the backs of hands, palms, wrists, under fingernails and between fingers
(d.) Rinsing well for 10 seconds
(e.) Drying hands with a paper towel or mechanical dryer
(f.) Turning off faucet with paper towel    
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Security:
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The security cameras are for the protection of the staff and children. We have a camera system that we are excited about parents you have two options of how you can connect to our system while you are at work, home, or where ever you may be.  The first option is as follows: The Smart Phone connection go to DVr client and download the software to the phone.  After the information is downloaded.  The computer will ask you to give a user name ( patricia) and the password is ABC123.
The second option is if parents have a laptop computer you may bring it to the office and download the software by using a special cd.  After you download it on to your laptop the system will ask you for a user name ( patricia) and password abc123.
Please be advised this information should not be given to others unless you would like for the person/persons to see your child in their learning environment. Cameras are located in every classroom they are also located on the playground area and the front entrance and the parking area.
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St. Paul Child Care Center “Where Learning is Fun”
Arrival and Departure Policies:

For your student’s protection we ask that a parent /guardian must accompany the child to their classroom area. Kindly wait until a teacher acknowledge you and your child.  We prefer that all students arrive at the center at 8:00a.m. and no later than 9:00a.m..  If the child is going to be late please give us a courtesy call so that we may prepare extra food etc. for your child.  The parent/guardian are responsible for signing your child in or out daily in the sign in Book.  If an emergency arises and you are late  picking up your child, please call so that your child will not worry and other arrangement can be made for your child’s care.  The child will only be release to individuals that are on the application or pick up list.  Please keep the list up to date it is the parents responsibility. There are forms available for you to revise your information at any time. 
Field Trips:

We organize field trips on a monthly basis.  Parent volunteers are welcome.  Staff child ratios are kept when we go on field trips.  The van is used for trips and on occations a staff member may drive for extra space.  We have car seats for each child that will be going on the trip.  Children will not be able to attend unless parents have paid their fees and given proper authorization. Both must accompany the child on the trip.  There are two separate forms that must be sign before your child attend the trips,   Parents have a choice of what field trips your child may attend.  If your child do not prefer to attend the trip There will be a qualified teachers to leave with the child/ children.  Children only four years to twelve years may attend field trips. 
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Curriculum
We use The Theme based Creative Curriculum.  We believe that children learn best when they can control and act upon their environment.  Many opportunities are available for seeing, touching, tasting, learning and self-expression.  Children need hands-on activities and choices.  To construct knowledge, children are to actively manipulate their environment. It is important that all cuirricula be adapted to match the developmental needs of children at a particular age or stage of development.  Our curriculum focus of the domain of a child.

They are as follows:

Spiritual awareness ( Bible verses, thanking God for his blessings, Memory verses,    religious songs, bible stories

1. Approaches to Learning

2. Emotional and Social development

3. Health and Physical Development

4. Language Development and Communication

5. Cognitive Development

Lesson plans and schedule of daily activities are posted. 

Parent Corner: will be given to parents on a weekly basis in order for parents to be aware of what the child is doing in the classroom

Daily reports: given to parents so that they are aware of what your child’s daily activities were.
Ouch reports: ouch reports are given to each parent if your child has an accident.

Progress reports are given to each parent on a monthly basis.

Resource visitors are invited in on a monthly basis to read to the children, etc.  Parents will be notified when visitors are invited to the classroom.  
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