
Table of Contents


		Philosophy				pg. 1

		Goals for Students			pg. 1

		General Information			pg. 1,2

		Curriculum				pg. 2

		Schedule, Meals, Tuition		pg. 3

		Discipline Statement		pg. 4

		Parent / Center agreement	pg. 5, 6

		Field trips					pg. 6

		Ill child policy				pg. 7

		Minor illness mgmt.			pg.  7

		Medication mgmt.			pg. 8

		Emergencies				pg. 9


[image: ]









All children must be respected for the individuals that they are.  
They must be supported in the wonderful uniqueness that each child brings with them into the world.

[image: ]

	Imagine what it would be like to sense the world through a child’s eyes.

	The world is new and fresh to most young children.  To see, touch, taste, hear and move through the day innocently encountering first time experiences.  Children’s minds are like sponges, eagerly soaking up all the experiences life presents to them.
	As teachers of small children we are responsible for how they absorb those experiences while in our care.  It is our task to prepare and then enhance the environment so it will offer the necessary stimulation that will enable a child to develop to the best of their individual capacities. 
	To do this the environment must be safe, healthy, it must support social and emotional growth through positive guidance, and it must promote  the kind of learning that meets the needs of each child individually.
	Children must feel secure in order to reach out, and take the chances and risks that will help them to grow as individuals.  Their risk taking will be met with enthusiasm and encouragement from the adults and children they associate with.  Our Staff serve as positive role models and provide care that is supportive, nurturing, warm and responsive to each child.	We respect the parents as the primary and most important provider of care and nurturing, and we believe parents and teachers are partners in children’s care and education.

The following is a description of the policies and procedures that help us to create the optimal learning environment for your child.  

Goals for our students

The child will:
	1. grow in curiosity, 
	2. develop their individual strengths and independence, 
	3. and gain a positive sense of self worth. 

Objectives for accomplishing these goals will include:
	1. directed and free play in the Center’s activity areas,
	2. staff assessment of strengths and needs,
	3, staff encouragement and affirmation of each child’s individuality at all times,
	4. an atmosphere that enhances, encourages, and nurtures a child’s development in rder for them to grow to their fullest 	potential.

General Information:

	 We are licensed by the State of Washington, and can serve 82 children.
	*Our teacher to student ratio is:
			1 : 4 Infants
			1 : 7 Toddlers ( 1- 2 1/2) 
			1 : 10  for 2 1/2 year olds to 5
			1 : 15 for school age children		
	*We do not discriminate against any race, creed religion, and / or sex.  This applies to  	  our hiring of staff and our 	applications of students.
	*Our school is open from 5:30am. to 7:00 p.m.
	*We accept children from the ages of 1year to 12 years old.
 	Green Acres promises to follow the rules and laws that have been written by the State of Washington Department of Social and 	Health Services.  We feel that these laws have been written to ensure that children are cared for in a safe environment.  These 	laws ask very little  of the day-care facility and we hope to go far beyond these standards to supply you and you child with a 	quality educational environment.

    The toll free complaint number for the Department of Social and Health Services, Child care policy is 1-800-320-4370, and our licenser is Bridgette Wheeland if there are any questions.



Curriculum

    Children learn through play, and we can best assist them in the learning process by giving them the broadest range of learning activities possible.  

	The Center provides this broad range through an emergent curriculum to support 	children's natural inquisitiveness and to help them to further develop their curiosity. This 	curriculum encourages children to express their own thoughts through questioning, 	group play, open and closed ended activities,(activities that have "right" answer, and 	activities that stimulate individual creativity), quiet times, circle times, and outdoor play. 	The teachers will encourage the children to ask questions, and they will make 	suggestions that support the individual child's development.  Each month will have a 	theme.  These themes will be reflected in the Center’s activity areas.

	The Center provides a variety of activity areas in the classroom and outside.  These 	areas contain learning materials that will aid in the development of the child's social, 	emotional, cognitive, physical (large and small muscle), and creative development. Each 	area provides the children with an opportunity to express themselves in a way
	they feel most comfortable. 

Our centers include:

	* Blocks	*Dramatic play		*Table toys	*Painting	*Computer

	* Writing	*Craft / Activity		* Library	*Science	*Sensory Table

Our outdoor environment: 

	* A garden for planting and harvesting vegetables.
	* Fort and climber. 
	* Balance Beam (4”) for circus acts.	
	* Tires for climbing, and hiding.
	* A boat for adventures on the water. (Pretend)
	* A chicken coop for the collection of eggs, and the incubation of eggs.
	* A large sand area for digging, building, and sculpting.
	* Various fruit trees we will watch blossom and grow fruit.
	* And last but definitely not least, an abundance of grass to run and play on.  

 Each center provides the children with an opportunity to express themselves in the way they feel most comfortable, enabling optimum learning. 

    We encourage each family to participate in our centers activities by enhancing our curriculum with their own family traditions.  Anything that you can share, whether it be a food item, cultural event, holiday tradition, language etc. is a great gift to our class.  



Schedule  2 1/2-5 year olds

Our daily schedule is as follows:


			6:00 - 8:00	 	Free Choice
			7:30 - 8:00	 	Breakfast
			8:00 - 9:00 	 	Clean up, free choice
			9:00 - 9:30	 	Welcome / Settle in
			9:30 - 10:00 		Circle / Songs
			10:00-10:20 		Snack
			10:20-11:15		Activity / free choice
			11:15-12:00		Outside
			12:00-12:45 		Lunch
			12:45 			Story / settling down
			1:00-2:00		Nap / quiet time 
			2:00 - 3:00		Puzzle time / one on one
			3:00 - 3:20 		Clean up / Circle
			3:20 - 3:30		Snack
			3:30 - 4:00 		Cognitive curriculum


2 1/2 -3 year olds
	Upon arrival at the center a staff person will ask when the last time the child was changed.  Our staff is to check diapers hourly or as needed and to change diapers.  Diapers are stored beside the changing table up on the wall.  Diapers are to be supplied by the parent / guardian of the child.


Meals 2 1/2 - 12

    We will serve two meals and two snacks during the day.  These will follow the USDA guidelines for healthy nutrition.  Menus will be provided monthly.  If there is a special menu request or a recipe from home you would like to share, please provide this  in advance so we can put it into the menu.  
    
    You are welcome to provide a sack lunch or snack from home if your child does not like what is on the menu for that day.  If your child has any special dietary considerations we will attempt to work around them in our menu planning.  All allergies to foods must be documented on the registration form and they will be posted in both the kitchen and the classroom. Any variations from the menu will be documented.



Tuition 

Tuition is as follows:

2 1/2-5 years old
		Full Time		3 days		2  days 
$135. week	         $100.00 week	         $70.00 week	
                                                        Toddler room
                        Full Time		3 days	 	2 days
                      $160. week	          $115. week	          $78. week     
	       

School age   
Before or after $175.00 per month
Before and after: $350.00 per month
School holidays, in service, and 1/2 days will be at an additional cost.

 	Tuition is based on a full day of care.  We do not discount for absences due to illness, or vacations.  If a student will be gone for an extended period of time, we will consider holding his / her placement open depending upon availability.
	* In an attempt to keep the start up costs of enrollment low, We bill for holidays.  The monies received help off set material, staff training, and replacement costs for toys etc.
Make up days for school closures are based on availability, please discuss options with your child’s teacher.  Ill days and voluntary absences must be discussed with mgmt.
	We do accept drop – ins at a rate of $10.00 per hour.  This is based on the availability of space on a weekly basis. Children who are registered as drop - ins will have first choice to sign up for the full day position being requested by a new student.  Drop ins must be pre-registered.  
	Payments will be due in advance, on the first and third Friday’s of each month. Payments received after the due date will receive a $25.00 late charge every billing period they are late.

   Nonpayment of tuition and or fees, after the five business day grace period will result in the suspension of the child. Registration fees and 1st weeks / months tuition is considered a down payment to reserve a position.  This down payment is nonrefundable.

On Discipline:

1.  Children in our center will be encouraged to use language and their
     own resources to resolve conflict:
	   Our staff will encourage verbal expression of the children's
	emotions and concerns, such as, "I am really mad at what you just did." We
	will support the children in finding their own solutions to conflict
	through the use of a questioning strategy, for example, "Johnny, what do
	you think would be fair?" and "Suzy, what do you think?"  At no time will
	a child be belittled, humiliated, shamed, frightened, or subjected to
	verbal or physical abuse by the staff or by parents on the premises or
	during field trips.
	   Encouraging the children to interact and solve their own conflicts in a
	fair way enables them to be better prepared for their years at school. -

2.  Children will be reminded in a positive way of the rules in the
     center:
  
	  Children whose behavior endangers others will be removed from
	the group and supervised until they have calmed down.  We will use
	language that helps the child to develop self control, e.g., "Lets go over
	here so you can calm yourself down." or "I care about you, and Johnny, I
	wouldn't want to see you hurt.  Lets go over here and calm down and talk."  
	We do not use the "time out" strategy.  We stay with the child and help
	them work through their emotions, or we let them have a private time to
	regain their composure.
	  
	   Children will be reminded of the rules of the Center in a
	positive way.  Staff will tell the children what is expected, not what
	they are doing wrong.  Example:

	        Positive  		             	 Negative
       	 Please walk.				Don't run!
       	 Talk with a quiet voice 	    		Don't yell.
       	 Keep your hands to yourself 		Stop hitting.

	  
 When children are told to do something, they most often hear the verb in
	the sentence and picture that action. So when "stop hitting" is used, they
	hear the verb, "hitting".  When "Keep your hands to yourself" is used,
	they picture keeping their hands to themselves.
3.   All staff will act as positive role models, encouraging good
      behavior through positive speech, and reinforcing positive behavior with
      praise and acknowledgment.
 Green Acres promises to follow the rules and laws that have been written by the State of Washington Department of Social and Health Services.  We feel that these laws have been written to ensure that children are cared for in a safe environment.  These laws ask very little  of the day-care facility and we hope to go far beyond these standards to supply you and you child with a quality educational environment.

    The toll free complaint number for the Department of Social and Health Services, Child care policy is 1-800-320-4370, and our licenser is Linda Moss for parents to use if there are any complaints.
	   
Behavioral Issues
1. Our main goal at Green Acres is to help children develop successfuly, and be able to function in                                            
    positive way in the classroom.  When working with young children, we as teachers are usually    
    the first to see signs of difficulties in a child operating in a typical way in the classroom. When 
    this issue is suspect, these are the steps we take to facillitate a positive change for the child.
·     	Documentation of incidents- frequency and what action was taken.( An incident is 
           violence toward other children, teachers or destructive behavior that could result in injury 	to teachers, children or materials.Unuasually diruptive behavior, that keeps the classroom
           functioning in a typical way)  
· 	Notification to director and manager
· 	After 2 weeks of consistent documentation, a direct observation of the child by the 
           director  will be done and a formal assesment will take place. At this time the parents will
           be notified of the actions being taken. Goals with specific outcomes in mind will be made
           and these will be assesed daily to weekly depending on the severity of the problem.  
· 	If little or no progress is being made to change the behavior in the classroom a parent 	meeting will be called.  In this meeting solution oriented interventions will be discussed.  	We will: 		Identify the issue
				Create possible solutions
				Identify parent involvement
				Teacher involvement
	This documentation will be signed by the parent, teacher, and director.  Weekly 
           evaluations will be made and signed by the parent, teacher and director.
	If after one month, little or no progress has been made alternate solutions to care will be
           discussed.


Policies regarding Infants and Toddlers
Diapering
	All changing supplies i.e.: diapers, wipes, lotions etc. will be supplied by the parents / guardians. We ask that disposable diapers be supplied, and we will be responsible for the disposal of all soiled diapers.  
	Written approval for the administering of lotions and salves must be on file.  The lotion or salve must have directions on the label, and be age appropriate.  All prescription lotions / salves must have  pharmacy label, written directions from the physician, and written approval from the parent.
Infants / Toddlers
	Children will be changed as necessary.  All changes will be documented as to elimination 	type, and time.

	Disposable diapers are sealed in plastic and put into a lined, covered waste container.

	Cloth diapers may be used if the child has allergies to disposable diapers. Cloth diapers 	are sent home in double bagged plastic bag.
	Cloth diapers will not be rinsed or laundered at our center.
	All diaper containers at the center are plastic and plastic lined.
Diapering procedure:
	* Wash hands 
	* Gather necessary materials, i.e., clean diaper, wipes, change of clothing if needed. 
	* Put on disposable gloves.
	* Put child gently on the table. Soiled diaper is removed and deposited in a plastic lined,  	  covered waste receptacle.
	* The child’s diaper area is cleaned from front to back with a clean damp wipe, for  each 	   stroke.
	* Remove gloves, put on new ones if needed.
	* Topical cream / ointment / lotion is applied only when the parent has completed a  	  	   written request and it is posted on their chart.
	* Put on a clean diaper. Dress child.
	* Child’s hands are washed.
	* Disinfect the changing area with the bleach solution. Remove gloves
	* Wash Hands.
Toilet training
	When your child indicates that they are interested in toilet training, we will be partners in the training of your child.  We will work with you, and your child, using positive reinforcements to get the results to be successful.  
Food and feeding:
	Infants-
	We will feed infants according to the feeding schedule established between the parent and infant teacher.  All formula / breast milk will be supplied by the parent and labeled / dated by the teacher.   
	All semi-solid foods will be provided by the parent, and labeled / dated by the provider. Solid food will be introduced not before the child is 4 months old or not later than 10 months of age, unless otherwise recommended by the child’s health care provider.
	Toddler:
	All toddler solid foods will be provided by the parent / guardian.  Juice, and milk will be provided by the center, along with snack materials.
  






Parent / Center agreement

1. Our centers hours are from 5:30 am to 7:00 p.m.. A charge of $5.00 per five minutes will be charged for any child not picked up by 7:00pm.  The fee will double if not paid within one week.

2.We will be closed for the following holidays.  New Years day, 4th of July, Memorial day, Labor day, Thanksgiving day, Christmas Eve, and Christmas Day, and the day after Thanksgiving. 
* In an attempt to keep the start up costs of enrollment low, We bill for these holidays.  The monies received help off set material, training, and replacement costs for toys etc.  

3.Each child is required to bring the following items from home to keep at the center:
	* One complete change of clothing
	* Two crib sheets (fitted) and one blanket (child size). 
	* Rubber boots or a change of shoes.
	* A stock of diapers and wipes if the child is not yet trained.
Please put your child’s name on all of their personal property. 

4. Please refrain from allowing your child to bring toys from home.  If they have a special toy they would like to “show and tell” about, or that they sleep with, they may bring it with the understanding they will have to keep it in their cubby for most of the day.  We do this so that conflicts do not arise if a child is unwilling to share their cool toy.

5. Please dress your children in clothing appropriate for play.  We will attempt to play outdoors every day, with the exception of times when the weather is just too nasty.  Always have appropriate outerwear with the child.  We cannot keep one staff indoors for one child if they are unprepared for outdoor play.  

6.  Parents are responsible for providing diapers and wipes for their child if they are still working on toilet training.  All children in the center will be encouraged to use the toilet.  If you have any special circumstances we should know about in regards to your child’s toileting habits, please be sure and put them down in the Child History when filling it out. If the child is out of diapers, and we have to supply diapers, you will be charged $1.00 per diaper.

7.  You must sign your child in and out every day.  We will not release a child to anyone but the parent or guardian unless prior written approval has been obtained from the parent or guardian. 

8. All areas of the center are accessible to parent’s, and guardians during hours of operation.  Please feel free to stop in anytime to visit, have lunch or a snack with your child.  

9.  The State of Washington requires that all members of day care institutions be on the lookout for, and report to the State, any and all cases of abuse and / or neglect of a child.  This center is obligated to report to the state any suspected cases of child abuse or neglect.

10.  The center has liability insurance covering all persons on our property during regular business hours.

11.  Orientation of new children:  We ask that when a new child is brought into the center the parent makes arrangements to spend some time with the child before leaving. Some children need less time than others, some not at all.  If possible, it is recommended that a parent stay with their child for an orientation period of 2 or more hours the first time they are here. 

12. We will be going on field trips that support our monthly topics as often as possible. In order for your child to attend, you will need to fill out a “Field Trip Permission Form” for every trip we take.  These will be provided a week before the planned trip.  If you would like to attend a field trip as a volunteer, please let your child’s teacher know.  

13. Holidays:  Our children will encounter many diverse cultures as they move into adulthood.  As diverse as our society is, we strive to create an awareness and understanding of the differences between people, with respect to individual beliefs.  With this in mind, we will approach holidays from a teaching format, with emphasis on the cultural celebrations represented by our children, but not limited to them. We will teach how different cultures celebrate holidays.  Any special holiday or family traditions you would like to share would be greatly appreciated.  We strive ensure that every child in our center feels accepted and welcome in his or her environment.  

14. We believe that communication is essential to a successful relationship between parents and staff.  Because events in a child’s home may markedly affect his or her behavior, and the child may not have the ability to report these events accurately, we ask that you communicate with the lead teacher any unusual happenings or events such as illness, death, changes in living situations, etc.  These are kept in strict confidentiality, and are used as a basis for understanding what may be affecting your child’s behavior.  

15.  Green Acres will work to serve special needs children.  A decision will be made by the director  and parent during the registration / intake process as to the special considerations that are needed to serve the child.  a specific written policy will be designed for each special needs child by the teacher, parent, and any other agency involved in the care of the child.

16.  All files pertaining to the Licensing of this facility are available for the parents review.

17. If you have any concerns in regards to your child, please discuss them with the child’s teacher.  We cannot emphasize enough the importance of communication between our staff and you.

18. Major reasons for termination: 
	*Infrequent attendance: Absenteeism of more than 5 days per month without a logical 	    	  reason.
	*Unpaid tuition / fees.
	*Medical, not up to date as required.
	*Behavioral: disruptive or abnormal. ( All attempts will be made to modify our 	  	 	  environment to meet a child’s needs.  If the child becomes an endangerment to himself, or others, and needs care outside of our staffing capabilities, they must find alternative care.
	*Green Acres reserves the right to terminate care at any time.
19. Drop Off time:  Please call if you will be dropping your child off after 12:00 pm.  We staff according to ratios and may send teachers home due to the specific numbers of children.  If you do not call there may not be room for your child after 12:00.  
20.  We require a two week notice for any child leaving our care.

FIELD TRIPS:

	It is important to reinforce a child’s learning with real life experiences.  Every month there will be a different theme present in the school.  We will be attending many field trips throughout the year that support our curriculum.  We will need parent volunteers to assist in these trips.  Please consider helping us in this endeavor.
	Parents driving others children are required to have a current drivers license, liability insurance, and be current in Infant / Child CPR and First aid.  If you would like to attend a first aid class, we will be happy to help you find one.










Ill child policies, Medical management, Emergencies.

Exclusions of ill children
  
    We understand that parents working full time have responsibilities that are a high priority to the financial well being of their families.  Therefore, we ask your cooperation in stopping the spread of contagious illness by keeping a careful watch for the following symptoms.  

· Fever of 100* auxiliary (under arm) or higher AND who also have one or more of the following:   
		*diarrhea		*earache		*irritability, or confusion
		*sore throat		*rash			
· Vomiting on two or more occasions within a 24 hour period.
· Diarrhea of 3 or more watery stools within a 24 hour period, or one bloody stool.
· 	Children who have been sent home with either of the two above conditions (diarrhea / 	vomiting) may return after 24 hours of being symptom free. 
· Draining rash or sore.
· Eye discharge or pinkeye.  Children or staff can be readmitted after:
		*medical diagnosis to rule out bacterial infection or
		*24 hours of antibiotic treatment.
· Fatigue that prevents the child from participating on regular activities, including outdoor activities. It is often impossible to assign a staff to remain indoors with one child when that person needs to be outside to supervise their group of children.
· Children/Staff with open sores, which cannot be covered, will not be allowed at the center until:
		* 24 hour after starting antibiotic treatment or
		* sores that are properly covered or 
		* sores that are healed.
· Lice and Scabies.  Children/Staff may be readmitted after treatment and if no nits are visible.
· Children with communicable diseases that require treatment from antibiotics, may return to childcare 24 hours after the first treatment.

    If the child care staff or director have concerns about the child’s ability to safely return to care, we reserve the right to request a note from the child’s health care provider.

In conclusion, we ask that ill children not attend child care for the following reasons:

		* They are unable to be an active part of our daily program,
		* they expose other children and staff to illness, and 
		* they are at risk for being exposed to other diseases when their resistance 		   is low.	
MINOR ILLNESS MANAGEMENT

When any minor emergency occurs, (e.g. small cuts, bumps bruises, or sprains) we will do the following:

Staff trained in First Aid will follow the actions for the particular injury or illness as specified in our first aid ,manual. 

The child’s teacher will record the incident on an accident report form, have the child’s parent / guardian sign it when picking up the child,, and file one copy in the accident file and give one copy to the parent / guardian. 





MEDICATION MANAGEMENT

Our center policy is: 
	Green Acres can administer medications, prescription and non-prescription, only on the written approval of a parent, guardian, or agency having authority by court order to approve medical care. The medication consent form must be completed before medications will be administered and under the following conditions:

PRESCRIPTION MEDICATIONS must be in the original container from the pharmacy and be labeled with:

1.	The child’s name, first and last, 
2.	medication name,
3. 	dosage amount,
4.	frequency, and
5.	length of time to be given (e.g. days)


NON-PRESCRIPTION MEDICATIONS (over the counter drugs) examples include:

· Antihistamines
· Non Aspirin fever reducers / pain relievers
· Non narcotic cough suppressants
· Decongestants
· Anti - itching ointments
· Diaper ointments, intended for use with diaper rash
· Sun screen
· Vitamins

We will only give non prescription medication when:

1.	The medication is in its original container.
2. 	If the dose and frequency is stated on the label.
3.	If the medication is age appropriate for your child.

Non prescription medication will only be given when the above conditions are met.

We keep:	* All internal medication is separate from external medications.
		* All medications are kept at the proper temperature (refrigerated and 			    non-refrigerated).
		* All medications are inaccessible to children.
Internal  medications are kept above the teacher sink in the teachers room in a container labeled INTERNAL.
External medications are kept above the teacher sink in the teachers room in a container labeled EXTERNAL.        
The Lead teacher in the room will be responsible for the administering and documentation of the date and time of the administration of medicines. The log will be kept with the medicines






Emergencies


In the event of a life threatening emergency to a child in our care, the following actions will be taken:

· 	One staff member will stay with the child, and if necessary administer fist aid 		according to the recommendation of the American Red Cross or American 		Academy of Pediatrics.

	The child’s teacher or designated staff will contact the Emergency Medical System (911) and will......

	*  describe the situation
	*  state the physical location of the emergency
	*  give the phone number, and stay on the line until told to hang - up.

· 	The director or senior staff member on duty will contact the parent or, if the parent cannot be reached, the child’s alternate emergency contact person.

Emergency transportation for any necessary medical care will be determined be the emergency response team and/or the parent.  A staff member will go and remain with the child until the parent / guardian arrives.

The senior staff attending the emergency will complete an injury / illness form as soon after the incident as possible.

The incident report will be signed by the parent.  Copies will be given to the parent and kept on file at the center.

These reports will be kept in the injury / illness report log located in the central file cabinet at the center.  These reports will be reviewed monthly by the staff in the staff meeting and adjustments to the environment made to reduce risks of injury or illness.

Emergency phone numbers will be posted above the phone in the central location in the center.

		FIRE               911			MEDICAL           911
	
		POLICE	911			HEALTH DEPT.  360-855-0915
										
		Cascade hospital: 			Poison Control:					435-2133			1-800-732-6985
								









Disaster Plan

		Green Acres will have on hand 2 days supply of water for every child, that will be stored on site and replaced yearly.  We have on hand one weeks supply of food, and the children have personal blankets and sheets on site.  In the case of a natural disaster or other emergency, all attempts will be made to contact parents,  guardians, or other adults on the child’s emergency contact list.   

Pesticides
		We do not use pesticides or fertilizers on any of the play areas the children have contact with.  

	I have read the policies and procedures set forth in the parent handbook, pet policy, disaster plan, and pesticide policy and agree to the terms and conditions therein.

Signature : __________________________________________Date: _______________

Signature : __________________________________________Date: _______________



















Schedule

Our daily schedule is as follows:
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			5:00 - 7:30	Free Choice

			7:00- 8:00	Breakfast

			8:00 - 9:30 	Clean up, free choice

			9:30 - 10:00	Circle time 

			10:00- 10:15	Group learning

			10:10-10:30 	Snack

			10:30-11:15	Activity / Learning

			11:15-12:00	Outside
 
			12:00-12:45 	Lunch

			12:45 		Story / settling down

			1:00-3:00 	Nap / quiet time

			3:15- 3:30	Circle time / wake up

			3:30 			Snack

			3:30 - 4:00	Afternoon activity

			4:00- 6:00 	Outside / free choice
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