"The Place Where Children Become Scholars"

[image: http://www.kids-pages.com/folders/puzzles/Children_Playing_in_the_Garden/garden-with-children.jpg]Parent Handbook











LOCATIONS
1. Heaven's Learning Garden Inc.
7801 S. Wolcott
Chicago, IL 60620
(773) 994-5437

2. The Garden of Heaven Learning Academy
7634 S. Ashland
Chicago, IL 60620
(872) 244-3551

3. Heaven's Learning Garden II
10623 S. Halsted
Chicago, IL 60628 
(773) 701-6616

4. Wee Care Nursery School
1845 E. 79th St.
Chicago, IL 60649
(773) 221-4442
			       



www.heavenslearninggarden.org

"The Place Where Children Become Scholars"
Dear Parents/Guardians
Welcome to our educational community! We are delighted that you have chosen to join a partnership with us. Every child is special to us, and we look forward to having a wonderful school year. Our program is academically rich and designed to promote your child's growth and development intellectually, physically, socially, emotionally, and spiritually. We are confident that you will be pleased with your decision to make this childcare facility your child's extended family.
This handbook has been written to give you an idea of our center's goals, policies, and vision. Our primary goal is to make sure that every child receives the best care and education possible. Please read this handbook carefully and familiarize yourself with our policies.
Our center is family-oriented, and parents are strongly encouraged to visit us at any time. There will be orientations throughout the school year. During orientation, parents will receive a tour, meet their child's teacher, and get a general idea of our center's routine. Parents are welcome to observe and volunteer in classrooms. Please let us know of any areas where we can be of assistance to you.
Attached, you will find the necessary documentation for your child's file, including the Consent to Pickup Form, Emergency Contact Information, Medical Consent Form, Child Information Form, Fee Agreement, etc. Please complete these forms and return them prior to your child's enrollment.
To ensure that your child's time with us is as enjoyable and comfortable as possible, please review the list of school supplies for your child's age group and bring any necessary items with you on the first day of class.
We look forward to getting to know you and your child and providing you with a rich learning environment where all our children develop to their full potential. If you have any questions or if we can help you in any way, do not hesitate to contact us!
Respectfully presented,
Ms. Denieke Purnell M. Ed
Executive Director
mrspurnell@heavenslearninggarden.org
773-701-6650






Philosophy 
Our centers are full of educators who believe that children are individually unique. We believe that every day is important for a child's social, physical, and intellectual development. We are dedicated to the overall growth of children and are determined to provide a well-rounded learning environment in which every child has the opportunity to explore. 
Our centers offer families a positive experience and a nurturing environment. We will provide a nutritional, educational, recreational, and social skills training program for infants, toddlers, preschoolers, and before and after school.
Goal
Our goal is to provide a safe and nurturing environment where children can express themselves freely and develop their intellectual, social, and physical potential while exploring the world around them.
Mission
The mission is to provide services to families who believe that children are our future. Our mission is to give parents peace of mind while working and/or attending school. This mission includes helping to build positive foundations for children and forming partnerships with the parents we serve.
The Center's philosophy, curriculum and objectives are based on the following components:
· Children benefit from early stimulation and learning.
· Children are individuals, creative and capable of solving problems.
· Play is a child's way of working and learning.
· Children learn from their parents, teachers, peers, and through their own self-discovery.
The goals of the centers are to:
· Foster a strong and positive self-concept and identity.
· Be autonomous or able to do for oneself.
· Be verbal, thinker, and problem solver.
· Develop the "whole child" intellectually, socially, emotionally, physically, and creatively.
HOME/SCHOOL COMMITMENT
School staff:
· Review and discuss disciplinary policies and procedures with their students.
· Serve as role models for respect for self and others.
Parents/guardians:
· Review and discuss disciplinary policies and procedures with your children.
· Serve as role models for respect for self and others.
· Send your children to school on time and ready to learn.
· Form a partnership with your child's teacher to ensure that all of the children's needs are met.

Students:
· Respect school property, themselves, and others.
· Solve problems by talking about them.
· Participate in school and classroom activities.
· Refrain from aggressive behaviors that may cause harm to themselves and others.
CURRICULUM
1. To help each child's experience, intellectual growth, and educational stimulation by:
· Develop a positive attitude towards learning.
· Making discoveries develops problem-solving skills.
· Sharpen sensory awareness, learning about their environment by exploring, observing, listening, touching and tasting, smelling and balancing.
· Express themselves verbally, communicate with others, increase children's vocabulary, acquire skills in enunciation and pronunciation, develop auditory discrimination.
· Listen to and appreciate stories, poetry, music and rhythms.
· Develop concepts and understand the world we live in.
· Participate in plays, dramatize stories, tell experiences in sequence, inform about travel, and help plan group experiences.
· Gain an understanding of concepts in math, science, language arts, and other curriculum.
· Experiment with tools, materials, and equipment designed to lay the groundwork for future learning.
2. Help each child become emotionally healthy by:
· Build a positive self-concept, valuing oneself as a unique individual.
· Develop confidence in themselves and their abilities, becoming independent and self-sufficient.
· Develop trust in other children, parents, teachers, and other adults in their immediate environment.
· Persisting in their efforts experiencing success.
· Expressing their emotions of affection, pleasure, boredom, sympathy, compassion, humor, laughter, fear, anxiety, anger, frustration, hostility, jealousy and learning to channel them constructively.
3. Help each child become socially well-adjusted by:
· Build positive relationships within your family, with peers, with adults, and outside your home.
· Experience the recognition of democratic society.
· Learn to respect the rights of others.
· Learn to cooperate with others and respect those in authority.
· Learn to participate as a leader and follower.
· Learn through experience to share possessions and take turns.
· Take responsibility for their actions.
· Learn to give and accept helpful criticism.
· Learn to respond to indications and to accept the limits that living in a democratic society implies.
· Accept responsibility for taking care of your possessions and the property of others.
4. Help each child acquire physical well-being by:
· Develop muscle control and coordination.
· Establish desirable health habits such as grooming routines, hand washing, relaxation during rest periods, clothing appropriate to weather conditions, positive attitudes towards nutritious foods.
· Develop healthy attitudes toward the body and bodily functions.
· Practice good posture for walking, running, sitting, standing, and lying down.
· Accept naturally, without shame, the physical differences between boys and girls.
· Practice safety procedures in the use of tools and equipment.
· Practice safety procedures in the use of tools and equipment.
REGISTRATION POLICY:
The forms listed below must be completed before your child can begin. If you need help filling out any of the following forms, please feel free to ask a staff member for help. Some of these forms will be updated annually.
· Application
· Activity Form
· Health history
· Declaration of Medical Emergency
· Information for Parents
· Photos and video
· Transport form
· Water Play/Pool Permit
· Food Program
Your child should also have an up-to-date medical exam on file. If for any reason you lose your child's seat, he/she will be placed on the waiting list.
FUTURE REGISTRATIONS:
To pre-register your child to attend the center at a future date, a non-refundable deposit of one full week of prepayment of tuition will be required along with the registration fee to reserve a spot for your child. Until this deposit is received, your child's place is not "reserved" and could be given to another child. If all payments are not delivered by the indicated deadline, the pre-registration will be cancelled, and the money received will not be refunded. If you change your mind and decide to enroll your child in another center, you will not be refunded the money of your deposit.


BIRTH CERTIFICATES:
Parents must provide the child's ORIGINAL birth certificate within 30 days of enrollment. A copy will be generated and placed in the child's enrollment folder. Failure to provide the child's birth certificate will cause and may cause termination of the child's care.
TERMINATION OF SERVICES:
The center may terminate services if the terms of the contract and the daycare policies are not followed. Listed below are some examples (but not limited to):
· Uncompleted Forms
· Disrespect for staff and/or children
· Child who displays violent and aggressive behavior
· Unpaid Tuition
Our sites have a zero tolerance for verbal aggression from or to families. 
TRAIL PERIOD:
Your child's happiness is important to all of us.  Therefore, it is agreed that the first month (28 calendar days) of your child's enrollment in our program will be considered the probationary period.  At the end of this trial period, if all goes well, we will assume that your child will continue to receive services at our center.  If things don't work out for either of us, before the 28 days are up, we can discuss ways to strengthen the weaknesses.  If the parents decide to remove the child from the center, we must be notified in writing two weeks in advance.
WITHDRAWAL:
After the probationary period, if for any reason you decide to cancel services, you must do so in writing at least two weeks before your child's last day. Tuition payment is due during the notice period, whether the child attends daycare. Parents will NOT receive any documents if all payments are not paid in full. In addition, our program will not be responsible for any clothing, blankets, or anything left behind after childcare is finished.
TUITION
The private daily rate for an infant is $67.00 and $54.00 for a toddler. Children who are between 3 and 6 years of age and school-age tuition is $46.00 daily with a part-time rate of $23.00. Private tuition is calculated monthly, instead of being based on the daily rate. Our center will charge the maximum tuition rate for all parents who receive assistance from Illinois Action for Children. Children must attend 80% or more for Illinois Action for Children to cover tuition. Failure to meet this attendance guideline will result in you paying any unpaid tuition and fees assessed. If your child is absent from school, you still need to pay their tuition. Tuition is due in full on Monday upon arrival. If you pay bi-weekly, payments are due on the 1st and 3rd Monday of each month. If you pay monthly, payments are due on the first Monday of each month. A $50.00 late fee will be charged to your account for each day after the 5th day of delay. All tuition payments are due before services can be rendered. 
COPAYS
If you receive the Illinois Action for Children or DCFS, your copays are determined solely by them, but we accept them. If for any reason you are canceled from your program, you are responsible for the total tuition due (listed in the tuition section). If the Illinois Action for Children or DCFS decreases your eligibility days or does not approve you for the number of days of care provided, you will be responsible for those non-covered days and your copay (see partial tuition below). The daily cost is determined by Illinois Action for Children and DCFS.
LATE PAYMENT OF TUITION:
Tuition is due on Mondays. Tuition is expected at the time of arrival or pick-up.  There will be a late fee of $50.00 monthly if your child's tuition/copay is delayed. If payment is not received within 10 days, your services may be cancelled without notice. Please note that tuition is for children's needs and overheads. Please pay on time because it affects the center.
TRANSPORTATION:
Per DCFS licensing standards, we are not allowed to transport children ages 0-3 years of age in any compacity. For children ages 3-5 in our preschool classrooms, we currently partner with A.M. Bus Company to acquire school buses with harness for field trips. Other than field trips, we do not provide any transportation. At this time, we provide before/after school care and/or full day childcare for school aged children that attend Chicago Public Schools that are within our community/school districts. 
RATE CHANGES:
If at any time our program decides to change tuition fees parents/guardians will receive 30 days' notice of all fee changes. At that time, we expect you to choose to continue your enrollment in daycare, or you can give your two-week notice of withdrawal.
COLLECTION
Non-Early Head Start (EHS) and Head Start (HS) parents are REQUIRED to participate in the fundraiser. Each family will have to earn $200.00 or donate $200.00 annually toward their child's tuition.
CHILDCARE HOURS:
The Garden of Heaven is licensed for the hours of operation Monday through Friday from 6:00 a.m. to 7:00 p.m. Currently the hours of operation are from 7:00 a.m. to 5:00 p.m. Please ensure that your child is picked up at or before their scheduled pick-up time or a late fee will be charged. While these are our hours of operation; your childcare schedule is based on the work/school schedule that is presented at the time of enrollment, a late fee will be charged if your child is picked up after their assigned childcare hours. Our daycare maintains an open-door policy so you can stop by and check on your child at any time.
LATE PICK-UP:
You will be charged $1.00 for each minute of late closing time. Termination of services may result if late pickups become excessive. We are under no obligation to provide extended time for childcare services. Late arrival does not justify late departure. If you are going to be late, notify the school. This phone call does not exempt you from paying late fees.
OPEN DOOR POLICY:
You are welcome to come by anytime to check on your child. Keep in mind that we go out every day and can go for a walk; therefore, we may not be available when you come. So, you might want to call on your way to make sure we're here.  Also, try to refrain from coming at nap time. This is the time of day when we try to keep the center quiet, and visitors may interrupt sleeping children.
CHANGING YOUR CHILD'S SCHEDULE:
If your child attends part-time (less than five days) and you want to increase the number of days your child attends, you should first speak with the site director to determine if space is available and complete all forms. If your child attends part-time or full-time and would like to decrease the number of days your child attends, two weeks' notice will be needed, and the reserved space will be evaluated. If your child does not attend every day, and you have reserved them for the remaining two weeks, you will still have to pay for the contracted days.
SICK/ABSENT:
If your child will be absent from school because he or she is sick or going out of town, etc., call the center. Children who are out for 3 consecutive days due to illness will need a doctor's statement to return to school. You are still responsible for payment even if the child does not attend.
The following instances require children to stay home for a 24-hour watch before returning to the center: multiple loose bowel movements; multiple vomit; fever; etc. 
Equally important, cloudy/greenish mucous has been linked to possible infection, so if your child has cloudy/greenish mucous they must stay home until it clears. 
[bookmark: _Hlk113269652]HOLIDAYS:
The following is a list of the holidays for which the center will be closed each year. The center will be open for the rest of the holidays. Notices and a school calendar will be sent before closing as a reminder. 
Sept. Labor Day				Nov. Thanksgiving and Beyond
Dec. Christmas Day and Beyond		Jan. New Year's Day and Beyond; Martin Luther King Day	
Feb. President's Day				Apr. Good Friday
May Memorial Day				June Juneteenth
July Independence Day	(Parents will be given advance notice of any closing dates that are NOT listed)
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6 weeks - two (2) years of age (Schedules adjust appropriately per classroom)
 Daily Schedule
7:00 – 10:00am 	Planning/preparation time: Review the plans for the day including individualizations and accommodations for any children with special needs. Conduct health and safety checks. Refill diaper changing supplies. Set out materials for children to use as they arrive. 
	Hellos and good-byes: As children transition from home to school, greet each child and help them say good-bye to their family.
	Dressing: Help children take off and store their outerwear.
	Diapering and toileting: Check pull-ups and change as necessary. Take children to the toilet as needed.
	Sleeping and nap time: Allow tired children to sleep according to their needs, even if they usually sleep at the same time as the rest of the group.
	Eating and mealtimes: Help children wash hands and eat breakfast. Sit with children and enjoy breakfast together. Wash hands and brush teeth. 
	Indoor play: Support children in selecting what they want to play with and demonstrate how to use materials. Observe and interact with children to extend play and learning. Find time to read to children individually or in a very small group. 
10am – 12:30pm	Dressing: Help children put on their outerwear before going outdoors.
Outdoor play: Supervise and interact with children as they explore the playground environment and equipment; go for a nature walk; roll/throw balls back and forth; blow bubbles; paint with water; make natural discoveries, and so on. 
	Dressing: Help children take off and store their outerwear.
	Diapering and toileting: Check pull-ups and change as necessary. Take children to the toilet as needed.
	Eating and mealtimes: Help children wash hands and eat lunch. Sit with children and model conversation exchanges about the day’s events, the meal itself, and other things of interest enjoy breakfast together. Wash hands and brush teeth. 
12:30 – 2:30pm	Sleeping and naptime: Help children relax so they can fall asleep. Supervise napping children, sharing duties so each teacher gets a break. Provide quiet activities for children who do not sleep. 
2:30 – 5:30pm	Diapering and toileting: Take children to the toilet as needed. Check pull-ups as children awaken and change as needed.
	Eating and mealtimes: Set up snack so children can eat as they wake up.
	Experiences: Assist children in selecting what they want to play with and introduce them to the activity for the day. Observe and interact with children to extend play and learning. Find time to read to children individually or in a very small group. 
	Diapering and toileting: Check pull-ups and change as necessary. Take children to the toilet as needed.
	Dressing: Send home wet or soiled clothing.
	Hellos and good-byes: Help children and families reconnect at the end of the day. Greet each parent and share something special about their child’s day. 
As time allows	Planning and reflection: Discuss with co-teacher/administrator how the day
during the day	went and what you observed about individual children’s needs, interests, and accomplishments. Make plans for the next day.












Children from 3 to 5 years old
Daily Schedule
7:00-8:45am        Arrival/Hand Washing/Manipulatives 
8:45-9:40am        Hand Washing/Breakfast/ Toothbrushing
9:40-10:00am       Circle time
10:00-11:00am      Choice Time/Small groups
11:00-11:30am	     Gross Motor/Outdoor Activities
11:30am-12:15pm   Hand Washing/Lunch/ Bathroom
12:15-12:30pm		 Read-aloud
12:30-2:30pm  		 Rest/ Quiet activities
2:30-3:15pm 		 Bathroom/ PM snack/ Read-aloud
3:15-3:30pm 		 Large group/Recap of the daily events
3:30–4:00pm 		 Gross Motor/Outdoor Activities
4:00-5:30pm 	 Hand Washing/ Choice Time / small             groups/ departure






ARRIVAL AND DEPARTURE BEHAVIOR
Your child is going to miss you while you're gone.  This is a very normal reaction; All children respond differently. Some doubt, while others cry. Their behavior on arrival is normal, especially during the first weeks. Try not to get angry about your child crying, it usually stops within a few minutes after you leave. If your child cries a significant amount when it comes to drop off, please keep your stay short. It can be more difficult for the child when you prolong your stay. If you're worried, don't hesitate to give us a call and check on your child to make sure they're happy and content.  However, if your child cries for more than 15 minutes at a time, we will call you so you can come back or talk to your child to comfort them. 
[bookmark: _Hlk176520279]EARLY OR LATE ARRIVAL OR DEPARTURE:
We do not want kids to get dressed to go home too early. So, if you are picking up your child earlier or later than usual, please call. This way, they will be ready for you when you come to pick them up and will not sit in their coats longer than necessary. If you are going to be late dropping off your child in the morning, please call so the staff does not mark your child as absent. All children must arrive at the center by 10:00 a.m. We do not do “early” arrivals, if you need to change your schedule for any reason please speak with your site director. 
AUTHORIZED COLLECTION
Our centers will not allow any child to leave with anyone except the people on your child's pickup authorization form. If you plan to have your child picked up by someone other than a person on the pick-up form, you must contact the school or let us know in the morning that someone else is going to pick up your child. We need to know their name, relationship to the child, and the pick-up time. If you do not notify us in advance when they arrive, they will have to contact you by phone and allow a staff member to speak with you so that you can give consent. If you cannot be located, they will not be able to get your child out of the building. Which means that if you are late picking up your child, you will have to pay a late fee. Let us know ahead of time if you are going to have someone who is not on your list pick up your child, to avoid unnecessary late fees.
LEAVE OF ABSENCE
If you need to take your child out due to illness, vacation, parental leave, etc., please notify the center in writing. A quick BrightWheel message is acceptable. We require two weeks' notice, EXCEPT with an illness, please notify the center as soon as possible. Children who are out for three consecutive days due to illness will need a doctor's statement to return to school.
CLOSURE DUE TO WEATHER CONDITIONS
The center rarely closes due to weather conditions. However, in the event that extreme conditions occur, we will be closed if Chicago Public Schools is closed. Check the site for posts if severe weather is expected and the contact center before arriving.


DRESS CODE:
Children learn by playing. We do a lot of fun activities that can get messy. Please send your child in play clothes. We also spend a lot of time outdoors. Clothing should be comfortable for outdoor play. Make sure your child is dressed appropriately for the weather. Each child must have a change of clothes in case of an accident. These clothes should be labeled with your child's name and placed in their cubicle. Dirty laundry will be sent home immediately. Hair beads are a choking hazard for young children so they are not allowed. We also ask that children wear closed toe shoes at all time. 
SUPPLIES:
A copy of the supply list and donation request is attached.
TOYS
We prefer that children DO NOT bring toys from home as this can cause altercations with other children.  Things that can be shared with other children (i.e., books, movies, etc.) are allowed.  Toy weapons (guns, knives, swords) are not allowed.  Teachers and other staff are not responsible for lost or broken toys or personal items.
DIAPER CHANGE POLICY
Parents are required to perform a full diaper change procedure upon arrival each day. Though we have yet to receive the clearance to restart this procedure after pandemic restrictions went into effect, please ensure that your child/children is dry upon arrival. 
Children's diapers will be checked and changed upon arrival. Staff will document actions and record time on a daily tracking sheet. Children will be changed after each meal or as needed. All staff are required to follow diaper-changing procedures when changing all children. When children have 3 loose stools, parents will be notified immediately. Diapers that contain bowel movements will be taken outdoors immediately.
Through our EHS partnership, we are given the opportunity to distribute diapers to our families with children ages 3 and younger. We are only at liberty to distribute the sizes and brands available. We do not accept specific order requests. 
POTTY TRAINING
Let us know when you have started training your child so we can reinforce their training. However, we'll only start reinforcing the training here after your child has been potting at home for about a week.  We will only potty train your child at the center if they are also following through with potty training at home. Non-Head Start (HS) and Early Head Start (EHS) children will only use parent-provided pull-ups. Keep in mind that the activity level here can be distracting for your child, which means they'll forget to use the potty.  It may take some time for a child to potty train at daycare. Send your child in easy-to-remove clothes while they're potty training. During potty training time, we ask that you keep us stocked with at least 3 sets of clothing, including socks. As your child begins to potty train, they'll want to take off their pull-ups and start wearing training briefs.
PEST CONTROL
Each center will receive pesticide from Orkin and/or Bounty Hunters pest control, both licensed and approved by the City of Chicago and DCFS. The center will receive monthly visits and inspections. The center will maintain a pest management plan and keep all visitation records on file.
LEAD AND RADON TESTING:
Lead and radon test results will be posted on the information board, which is located at the entrance to our programs.
SOAP FOR WASHING HANDS
Children must wash their hands upon arrival at the center. This is to keep the spread of germs down. Children will wash their hands with soap and water before and after each meal. Children and staff should wash their hands after using the bathroom. Children are also required to wash their hands after art and dining experiences. Teachers are encouraged to teach children the proper way to wash their hands. Hand sanitizer is not replaceable with soap and water.
MEALS:
We ask that children do not bring food, drink, etc. from home unless requested. UNDER NO CIRCUMSTANCES ARE SWEETS OR CHEWING GUM ALLOWED! 
Meals will consist of breakfast, lunch and pm snack.  Children arriving after mealtimes should notify the site director so that proper arrangements can be made. Menus will be posted in each class. Parents of infants have the option of providing infant formula and infant food. We believe that babies should be fed on demand. If parents have another feeding schedule in mind, we will need that schedule in writing, so that the baby's needs are properly met.  If your child has allergies and requires a special diet, you will need to let us know in advance and provide us with a doctor's statement. We never force a child to eat what's on their plate.  However, we encourage all children to try their food as part of the nutritional experience we provide. 
MEALTIMES:
Breakfast: 9:00 a.m.-9:30 a.m.
Lunch: 11:30 a.m.-12:00 noon
PM Snack: 2:30 p.m. - 3:00 p.m.





EDUCATIONAL SERVICES:
Our educational services are designed to meet your child's individual interests. Learning experiences are planned to foster full growth and developmental skills. Children participate in:
· Indoor/outdoor activities
· Neighborhood tours and excursions
· Music/art
· Language/Literacy/Activities
· Self-expression/dramatic play
· Gross and fine motor activities
· Science
· Mathematics
· Social/emotional development
· Health/Dental Health
· Safety/nutrition
· Computer
QUIET TIME/NAP:
All children will have a rest period from 12:30 p.m. to 2:30 p.m. Every day. No child is forced to sleep; however, they must remain quiet. 
EXCURSIONS:
Throughout the year we go on many excursions. Parent volunteers are encouraged to participate in all trips but are not required to do so. Parents will be responsible for admission fees and other expenses related to the field trip if they are not part of Early Head Start (EHS) and Head Start (HS). Field trips are planned monthly for the child's educational and social growth. Community field trips will be held regularly for children to get to know their community. Permission forms will be given prior to all trips and must be signed by the parent/guardian for children to participate.
BIRTHDAY CELEBRATIONS:
Each individual site within the agency will celebrate birthdays monthly. Parents are not allowed to bring cakes, cupcakes, etc. to celebrate children. 
EMERGENCY MEDICAL CARE/TREATMENT OF ILLNESSES AND ACCIDENTS:
If an emergency occurs, staff will notify 911 immediately.  Staff will then notify parents. If a child arrives at school sick or is observed to appear ill, the parent/guardian will be notified immediately. Sick children will be removed from their classroom and placed with the Site Director/Teacher. This will be the same procedure for accidents that may occur. All personnel will receive CPR/First Aid certification and will apply the assistant position when necessary. The incident/accident report will be completed, and a copy will be provided to parents upon arrival.
BEHAVIOR SUPPORT:
Our program will support families to receive additional support in the areas of behavior and cognitive development. We have partnered with Ada S. McKinley to support in the areas of screening and assessment. We will support parents in identifying other agencies if our program does not meet the needs and accommodations of our students.
COMMUNICATION:
The programs that we use are Bright Wheel and One Call Now to communicate with families. Upon enrollment, parents will receive information to create their account.  Parents will also receive communications from team members via phone, emails, in-person, and newsletters. 
In the event of an emergency, parents will be notified immediately after safety has been assured. Parents are responsible for updating us with any changes to their information as they occur.
DISCLOSURE OF PERSONAL INFORMATION:
Our agency must receive written notice with permission to disclose any personal information.
TRANSITION:
We support the continuity of care approach. This means that children will be enrolled in classrooms based on their age. Children and teachers will transition on or before September 1 of each program school year.
FORMAL RELIGIOUS OBSERVANCE:
We are very interested in learning about our family's culture and beliefs. Please be sure to inform us of any religious beliefs your family holds.









Discipline Policy
In an environment that invites all children to come together and share space while they live, explore their curiosities, play and learn, occasional conflicts can be expected.  Our staff will help reduce these occurrences through modeling appropriate behavior, setting age-appropriate boundaries and expectations.  Beyond this, teachers are trained to individualize discipline strategies for specific age groups and look for which methods best reach a particular child.  The following is an overview of the age-appropriate discipline techniques that will be employed by our teaching staff.
In the case of an infant who behaves inappropriately, a teacher will redirect the child. This would involve stating the problem in very simple terms and helping the child to find a more appropriate activity.
Redirection would also be used in the toddler classroom, with increased discussion about behavior and how it affects others. Toddler teachers will also encourage children to "use their words" as a positive way to solve a problem.
Preschoolers are much more involved in rulemaking, problem-solving, and conflict resolution. Through discussions with their teachers, these children will be constantly encouraged to use critical thinking skills about how to solve a problem and to think of appropriate ways to express hurt, anger, or frustration before a situation develops.  When a problem arises, the teacher will act as a mediator to help the child through the process.  If these methods are not effective, it may be necessary to spend time apart from the group. This short cool-down time will allow the children involved to compose themselves and think about the situation. They will then be welcomed back into the group and given the opportunity to display appropriate behavior that will be followed with praise.
The following behaviors are prohibited in all childcare settings:
1. Corporal punishment, including hitting, spanking, hitting, shaking, pinching, and other measures intended to induce physical pain or fear
2. Actual threat or withdrawal of food, rest, or use of the restroom.
3. Abusive or profane language.
4. Any form of public or private humiliation, including threats of physical punishment; and
5. Any form of emotional abuse, including shaming, rejecting, terrorizing, or isolating a child.
                                              .			                                                           		                        Parents' signature					Date






SUPPLY & DONATION LIST
Nursery Classroom (6 weeks to 15 months)
REQUIRED ITEMS
· 3 Bottles to remain on site
· 2 sets of clothing
Requested Donations
· 3 Plastic reusable bibs(community)
· 2 Pacifiers
· Our site provides diapers and wipes, if parents have a preference of the brand, he/she is responsible for supplying items weekly.
· Parents have the option to supply preferred formula, or our programs will supply infant formula.
Toddler Classroom (15 months to 2 years)
REQUIRED ITEMS
· Complete change of clothes
Requested Donations
· 2 bottles of hand soap
· 6 pack of paper towels
· 3 containers of Disinfectant wipe
· 3 boxes of Kleenex
· 2 containers of hand sanitizer
· 1 bottle of bleach 
· 2 large reusable bibs
3- to 5-year-old Classroom Requested Donations
· Backpack/book bag
· Set of clothes (pants, shirt, socks, and underwear)
· 2 bottles of hand soap
· 6 pack of paper towels
· 3 containers of disinfectant wipes
· 3 boxes of Kleenex
· 2 containers of hand sanitizer
· 2 containers of disinfectant spray
· 1 binder
· 2 plastic pocket folder (communication folder)
· 1 bottle of bleach
6- to 12-year-old Classroom (after care & summer camp) Requested Donations
· Hand soap
· 6 pack of paper towels
· 3 containers of disinfectant wipes
· 3 boxes of Kleenex
· 2 containers of hand sanitizer
· 2 containers of disinfectant spray
· 1 bottle of bleach

RECOGNITION/ARBITRATION
Statement of Acknowledgment
I acknowledge receipt of the center The Garden of Heaven’s parent handbook. I understand that it is my responsibility to read the manual and ask questions about any policies I do not understand. I agree that The Garden of Heaven policies and benefits may change from time to time at its discretion without notice. I agree to abide by all policies of The Garden of Heaven and realize that my failure to comply with these policies will cause actions that may include termination. I will save my manual for future reference. 
I have read and understand the handbook.


 __________________________		 _________________________                                                                                                                                    
Parent’s name (Please print)				Date of birth 

__________________________		 _________________________                                                                                                                                    
Parents' signature						Date 

__________________________		 _________________________                                                                                                                                    
Child's name (Please print)			          Date of birth    
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INEED TO STAY HOME IF...

THAVE AFEVER | | AM VOMITING | | HAVE DIARRHEA | | HAVEARASH | | HAVE HEAD LICE | | HAVE AN EYE | | HAVE BEEN IN

INFECTION THE HOSPITAL

Temperature of | Within the past 24 | Within the past 24 Body rash with ltchy head, active | Redness, itching, Hospital stay
100 degrees F or hours hours itching or fever head lice and/or pus and/or
higher draining from eye | emergency room
visit

I AM READY TO GO BACK TO SCHOOL WHEN | AM...

Fever free without Free from Free from Free from rash, Treated with Free from Released by my

the assistance of | vomiting for 24 | diarrheafor24 | itchingor fever. | appropriate lice | drainage and/or | medical provider

medication for 24 hours, hours, I'have been treatment at have been to return to

hours (i.e., Tylenol, evaluated by my home. evaluated by my school.
Motrin, Advil) doctor if needed. doctor if needed.

If your child has strep throat or another bacterial infection, he/she should stay home until the antibiotic has been given for at least 24 hours
and your health care provider has given permission for your child to return to school. We encourage you to seek medical attention when your
child is sick and to follow your health care provider's recommendations about returning to school and other activities.
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