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Policy of Non-Discrimination

Kid’s Time Early Learning Center does not discriminate in its personnel practices, intake and services on the basis of race, color, national origin, sex, religion, or disability (in compliance with Title VI of the Civil Rights Act of 1964, the Americans with Disabilities Act of 1990, and Georgia statues).  The Centers will provide services to children with disabilities in the most integrated setting appropriate to their needs, and will make any reasonable modification to its existing policies, practices, and procedures necessary to ensure full participation in its services by persons with disabilities.

Policies and Procedures

1. The Center is open Monday through Friday from 6:00 a.m. – 6:30 p.m. year round.  Holidays observed are listed in the policies and procedure manual.  

2. All children must be signed in and out of the Center each and every day by an adult (using both first and last name).
· Children must be signed on and off the bus by someone at least 16 years of age.

· CAPs requires parents full signature and time for payment for child care for each day of service.
3. Parents who pick up children after 6:30 p.m. will incur a charge of $1.00 per minute per child for each minute the parent is late.  This late pick-up fee is payable immediately.

4. Transportation services are available at an additional cost to parents.  The rate is $15.00 per children or $25.00 for two or more children.  This fee must be paid weekly to maintain services.

5. If a child is enrolled in the Pre-Kindergarten program and are not a part of the aftercare program, the parent must pick the child up no later than 15 minutes after the close of Pre-Kindergarten.

6. All fees are payable in Advance of service rendered generally on Monday of the workweek.  If the parent selects to pay on Friday, the payments are due in advance and should be paid on Friday prior to the beginning of the new workweek.

7. Payments not received by close of business Tuesday of which the service is rendered will incur a $10.00 late fee.  Late fees will be charged on Wednesday of each week until an outstanding balance is corrected.

8. A fee of $50.00 is charged per child at the time of enrollment for application and registration fees.  The registration fee is due and payable annually in January of each year.
9. The full weekly fee is charged any time a child is present in the center for one day per week.  One day equals one week.

10. If a parent is using government services for payment of their childcare fees, it is the parent’s responsibility to keep the contract updated.  If the contract ends and the parent continues services, the parent is responsible for the entire cost of the services.

11. Children will not be allowed to enter the Center nor will transportation be provided if your fees get one week behind.  (NO EXCEPTIONS)

12. If a child will no longer attend the program, the Parent or Guardian must request the child be removed from the active rolls of the center.  If the parent fails to notify the Center the child is withdrawn, the parent is responsible for any fees that may accrue.

13. Parents are responsible for paying all fees before exiting their child from the Center.  The Center will file suit for any and all non-payments in an attempt to receive any moneys owed the Center.

14. Requirement and rules and regulations for day care centers are provided by the Department of Human Resources and are available upon request.

15. During the summer months, the child(ren) will be allowed a three-month absence from the Center for vacation.  A half fee is required to hold his or her place.

16. Food, Candy and gum is prohibited from the Center.  Children are encouraged to eat the nutritious breakfast served in the mornings.

17. Children must be in the Center no later than 9:00 a.m. to be served breakfast.

18. Children will not be allowed to enter the center after 9:30 a.m. unless a doctor’s excuse is provided.

19. Parent and/or Guardians must keep the Center appraised of any changes in address and phone number including emergency phone numbers.

20. Children will not be allowed to remain in the Center with communicable diseases or other illnesses that would be harmful to other children in the Center.  Please refer to the communicable disease chart that is located in this handbook and also posted in the Center for parent viewing.  Parents will be notified when a communicable disease is introduced in the Center.  Should a child become ill during the time he or she is at the Center or suffer an accident of any nature, the Center will contact the parent or guardian immediately.  In the event, the Center is unable to reach the parent or guardian, it is authorized to secure medical attention and care for the child as necessitated.  Payment for any medical charges deriving from any medical bills relative to this situation is the responsibility of the parent.  In emergency situations where the parent cannot be reached, the child will be taken to Grady Memorial Hospital.

21. A child will not be accepted or allowed to remain in the Center if the child has the equivalent of a 101 degree or higher oral temperature and other contagious symptoms such as but not limited to: a rash, diarrhea, sore throat, pink eye, ringworm, impetigo, or open wounds.

22. Parents are responsible for and encouraged to make routine doctor’s visits for their children.

23. Parents must keep all immunization (shot) records up-to-date.  Children will not be allowed to remain in the Center if an immunization record has expired for more 30-days.

24. Kid’s Time does not administrator medication.
25. Weekly Menus are posted for your viewing.  Upon request, menus will be sent home.  Menus follow the USDA guidelines and are nutritious in nature.

26. Field trips and group outings are part of the Center’s program.  All parents are notified of the time and date of field trips.  All notices must be signed and returned to the Center so your child can participate and enjoy these experiences.

27. All children items such as coats, hats, and bottles must be labeled.  The Center is not responsible for items that are not properly labeled.

28. Personal toys are prohibited from the Center.  The Center provides toys that are needed and that are age appropriate.  The Center is not responsible for any toy brought from home expect for on special occasions.

29. Parents are encouraged to provide linen for cots or baby beds.

30. Cell phones and electronic devices are the responsibility of parents and students who bring them into the Center.  The Center is not responsible for theft and/or broken telephones or electronic games.  Students should not use their cell phones while under the Center’s Care.  For students who choose to use their phones, the phones may be taken and returned to the parent.
31. Transportation is provided to designated locations.  If you change the drop off point, the Center reserves the right to charge you an additional charge of $5.00 for that service.  Anytime the bus must make a return trip to any location, there is a $10.00 return fee charged.  Parents must keep their transportation information updated with updated contact information and telephone numbers as well as make the center aware of changes in addresses.  These changes must be written, signed and dated.
32. Buses run on a schedule and should arrive no later than 15-20 minutes after the scheduled time.  The driver of the bus will honk the horn upon arrival at your home.  Please walk your child to the bus where the monitor will assist in loading your child on the bus.  When the vehicle returns in the afternoon, it is your responsibility to meet your child as he or she is getting off the bus.  Children will not be given to other children without an adult being present.

33. Although Transportation is provided as a service of the Center, the Parent is responsible for getting their child(ren) to the Center when major mechanical problems arise or when bad weather may arises.

34. Parents are permitted access to all parts of the Center any time their child is present; however, we request full cooperation in not disrupting our program.  All parents visiting the Center must sign-in and out of the Center.

35. Parents are encouraged to volunteer time to the Center and donate books and other items in good condition to the Center.

36. All milk and formula must be prepared in plastic bottles.  The Center is not allowed to prepare bottles.  All infant parents should complete an infant feeding plan with scheduled amounts of milk and other items as they are introduced into the child’s diet.

37. Glass bottles are prohibited from the Center.

38. Training is provided for all teachers as required by the State of Georgia.

39. The Center observes the following holidays:

New Year’s Day
Martin Luther King Jr.’s Birthday

Memorial Day
Independence Day (4th of July)

Labor Day
Thanksgiving

Christmas Holidays

Thursday and Friday of Spring Break Week

40. In severe weather situations, the Center will follow the same procedure as the public school system (Fulton County Schools).  Announcements are generally made on the radio and on WSB-TV.

41. In the event of serious injury or death, the parent will be notified immediately along with the Department of Human Resources.

42. Parents are discouraged from placing beads on a child’s hair and from allowing the children to wear jewelry.  Hair beads are prohibited for children 3 years of age and below.  The Center cannot be held responsible for incidents that occur due to hair beads and jewelry.

43. Kid’s Time Early Learning Center does not dispense medications of any kind due to legal liabilities.

44. Kid’s Time does not accept book bags or diaper bags.  Each parent is asked to place their child’s belongings in a Ziploc bag or a grocery bag that has been labeled with the child’s name.

School Age Program
Kid’s Time Early Learning Center offers before and after school services for students in our area from Pre-Kindergarten through Age 12 ½.

The school age program offers home pick-up and delivery.

Components of the program include:

· Homework assistance

· Afternoon snack

· Outdoor Activities

· Computers

· Arts and Crafts Activities

All students requiring transportation to school in the morning must be in the Center no later than 7:00 am. 
School agers are expected to be held accountable for their actions and are required to respect the School Age Staff, Faculty, Bus Drivers, Bus Monitors and themselves.  The school agers are also expected to respect the building and its properties as well as the properties of others.

School agers are expected to use appropriate language and conduct themselves accordingly.

For instances where the school agers do not comply with simple rules and regulations, the staff is required to document such behaviors.  If after documentation and conferences with the parent there is not an improvement in the behavior, the child may be suspended or expelled from the program.  Following are a few of the rules that they are expected to follow:

· Keep their hands and feet to themselves

· Respect themselves and others by not using inappropriate language

· Respect themselves and others by not talking about each other and their families

· Use appropriate language skills to express themselves when they are angry

· Follow directions the first time

· Always make sure they are accompanied by a teacher in the hallway

· Ask to go to the restroom and get proper acknowledgement (supervision)
Discipline Policy

Our discipline policy adheres to the Georgia State Licensing regulations that stipulate Spanking is not permitted by Teachers, staff or volunteers.  Parents are not allowed to spank their children on the premises. 

Parents are given a discipline form explaining unacceptable behavior that has occurred during the day.  Redirection is used to correct the child’s behavior.  Redirection changes the child’s attention from one situation to another and, therefore, changes the child’s focus.  Teachers will use the following guidelines in regards to children’s behavior:
1. First Incident – Documentation (maintenance of log of inappropriate behaviors

2. Second Incident – Documentation (sent home to parent noting behavior)

3. Third Incident – Documentation to Parent

4. Fourth Incident – Suspension for 1 day

5. Fifth Incident – Suspension for 3-5 days

This policy may be changed based on the severity of the behavior.   For instance, throwing chairs or hitting teachers and staff may lead to immediate suspension.
Special Programs for Parents

Throughout the school year, seminars and workshops are held for the parents.  Grandparents are encouraged to attend also.  These programs are designed to assist parents in understanding the objectives of the Center as related to the children.  Suggestions are provided for working with Students at home.  These seminars are informative and provide valuable information about other items such as finances and child safety.

Licensing Requirements

No administrator can possibly know everything about the complexities of comprehensive child development operations.  Therefore, the major source of help to develop and maintain the Center is and will continue to be both the Department of Human Resources Day Care Licensing Division and the Office of School Readiness.

The Georgia State Licensing requirements have been met, thus, assuring the proper protection of all children while in the Center’s care.  The Center will have available to the parents, at all times, a copy of the Georgia State Minimum Requirements for Day Care Centers.  We strongly urge all parents to review and ask any questions about this document.

Children Served

	Age Group
	Teachers or Adults
	Number of Children

	Infants less than one year old or children under eighteen months who are not walking
	1
	6

	One (1) year olds who are walking
	1
	8

	Two (2) year olds
	1
	10

	Three (3) year olds
	1
	15

	Four (4) year olds
	1
	18

	Five (5) year olds
	1
	20

	Six (6) years and older
	1
	25


Holding Fee

Because our program and licensing requirements compel us to engage staff based on the number of children enrolled, we cannot give tuition refunds for days your child is absent.  If however, your child is out for a complete week, half fee applies.

If your child is out for an extended period (to a maximum of four weeks per year) such as for vacation or due to a prolonged illness, arrangements can be made to hold your child’s place for a fee of $65.00.  This arrangement must be made in advance.

If the parents DOES NOT NOTIFY THE CENTER IN ADVANCE that a child is out because of illness or on vacation, the parent will be charged FULL TUITION for that period or the child may be withdrawn.  Spaces cannot be held for more than four (4) weeks.

Fundraising

Fundraising activities are done throughout the year.  Fundraising is done to raise money to help in purchasing school supplies as well as to promote participation from all parents and staff.  Successful fundraisers require full participation from all parents.

Visitors

Visitors are welcomed to the school.  All visitors must stop at the office and sign-in before entering the building.  VISITORS MUST NEVER GO DIRECTLY TO THE CLASSROOM!  If they wish to talk to a teacher, an appointment must be scheduled.  Please be considerate and do not detain the teacher as it will hinder him or her from fulfilling his or her responsibilities.  If a visitor brings in materials and/or supplies for a child or for a classroom, the visitor will be asked to leave the items in the office with the receptionist or the person in charge.  The office staff will deliver the items.

Disaster Recovery

Serious Injury or Death

In the event of a serious injury or Death of a Child the following procedures will be followed:

1. Survey the scene

2. Remove the child from any immediate danger.

3. Check the victims airway, breathing, circulation, and for any head and neck injuries.  Also check for any broken bones.

4. Administer emergency first aid treatment.

5. Call 911

6. Do incident report.

7. If death, notify county coroner, local law enforcement and DHR within 24 hours.

Lost Child

In the event that a child wanders away during a field trip, the following procedures will be followed:

1. If at the Center or on a field trip, the teacher will gather all the children and place them safely on the bus.  After a brief search, the teacher will return with children in the Center.

2. Upon relocation, the teacher will do a roll call to make sure as to who is missing.

3. The teacher will notify security, police, or director.

4. Parents will be notified of the situation.

5. Incident report will be generated.

6. DHR will be notified.

In the event that a child wanders away from the facility, the following procedures will be followed:

1. One teacher will do a brief search of the general area.

2. The children will be immediately gathered up and taken back into the classroom.

3. Upon returning to the classroom, the teacher will do a roll call to ensure that no other children are missing.

4. Teacher will notify the Director.

5. Director will do another search for the child.  If child is not found, Director will notify police.

6. Director will notify parents and generated incident report.

7. DHR will be notified.

Loss of Power or Utilities

If doing the day, there is a loss of utilities, the Center will do the following:

1. Teacher will keep children calm.  Teacher will gather all children maintaining their safety.

2. Teachers will open all binds to let in the sunlight.

3. Director/Owner will contact utility company.

4. Center will wait 30 minutes to see if situation will change.

5. If power is off for an extended period, we will relocate the children to another Center within the Kid’s Time umbrella by the school’s transportation.

6. Parents will be notified of the situation and where to pick up their children.

Emergency Situations

Severe Weather

In the event of tornado, hurricane, thunderstorm or any other severe weather conditions and the Center has to be evacuated, the following procedure will be followed:

1. All classes will stop activities.

2. Teachers will gather all of the children in their classes and prepare them to exit the building.

3. Teachers will line children up and take them to designated areas.  Teachers in the infant room will place as many babies as possible in cribs and place crib in boy’s restroom.  For children 18 months through 2 years of age, the teacher will place the smaller children in the girl’s restroom and the rest of the children will be placed in the hallways, all other children will be placed in the hallways.  Teachers will gather all children’s records information.

4. If weather is too severe for building, the children will be relocated to Cascade Library.

5. Upon entering the school’s busses, the teacher will make sure all children are secure and will then call the roll.

6. The buses will depart immediately, taking all children, and staff to Cascade Library to the school’s auditorium.

7. Roll Call will be done again to ensure that all children are present.

8. Staff will begin calling parents to ensure child’s safety, and to notify where to pick children up.

9. Re-entry to the building will only be allowed upon notification from the Director and/or Owner.

Fire Evacuation Plan

In the event that there is a fire in the building and evacuation is necessary, the following procedures will be followed:

1. Upon hearing the fire alarm, the teachers will stop all activities; count all the children in the class, line up the children and leave the building through the nearest exit.

2. The teachers will take all children to the upper playground area.  The infants will be loaded into cribs and rolled out away from the building along the asphalt driveway.

3. Upon arriving to the upper playground area the teacher will do a roll check to make sure all children left the building safely.  If the building cannot be re-entered, the children will be loaded on the school buses and taken to Cascade Library, where their parents will be notified of the situation.

Schedules

Infants Schedule

	Time
	Activity

	6:30 am – 8:00 am
	Greeting Babies

Diaper Changes

	8:00 am – 8:15 am
	Free Play

Baby’s Individual Time with Adults

Floor Play

Music

	8:30 am – 9:30 am
	Breakfast

	9:30 am – 10:00 am
	Clean-up

Diaper Changing and Toileting

	10:30 am – 11:00 am
	Outdoor Activity (Weather Permitting)

	11:00 am – 11:30 am
	Diaper Changing and Preparing for Lunch

	11:30 am – 12:15 pm
	Lunch

	12:30 pm – 2:30 pm
	Diaper Changing and Preparing for Nap

	12:30 pm – 2:30 pm
	NapTime/Soft Music

	2:30 pm – 3:00 pm
	Snack

	3:00 pm – 4:00 pm
	Outdoor Activities

	4:30 pm – 5:00 pm
	Free Play Music

	5:00 pm – 6:00 pm
	Prepare Infants to Go Home


Toddlers Schedule

	Time
	Activity

	6:30 am – 8:15 am
	Greeting – Selected Activities Story, Music, Self-help

	8:15 am – 8:30 am
	Clean-up

Preparation for Breakfast

	8:30 am – 9:00 am
	Breakfast and toilet training

	9:00 am – 9:55 am
	Outdoor Play

Manipulative, Large Muscles

	9:55 am – 10:15 am
	Toilet training

Preparation for Group Time

Emphasis on Self-help Skills

	10:15 am – 10:30 am
	Group Time

	10:30 am – 11:20 am
	Educational Directed Activities – Math, Language, Art, Motor Skills, Science, Etc.

	11:20 am – 11:30 am
	Clean-up

Preparation for Lunch

Toilet training

Emphasis on Self-help skills

	11:30 am – 12:00 NOON
	Lunch

	12:00 NOON – 2:45 pm
	Nap – In-Service Planning

	2:45 pm – 3:00 pm
	Wake-up

Preparation for Snack

	3:00 pm – 3:15 pm
	Snack

	3:15 pm – 3:45 pm
	Group Time Story

Music Rhythm

	3:45 pm – 4:45 pm
	Outdoor Play Activities

	4:45 pm – 5:00 pm
	Toilet training

Emphasis on Self-help skills

	5:00 pm – 5:30 pm
	Select Activities (Books, Manipulative, Large Muscle and Language)

	5:30 pm – 6:00 pm
	Clean-up

Prepare for Home

Prepare Materials for next day


Pre-Schoolers Schedule

	Time
	Activity

	6:00 am – 8:15 am
	Arrival

Interest Centers

	8:15 am – 8:30 am
	Clean-up

Prepare for Breakfast

	8:30 am – 9:00 am
	Breakfast

	9:00 am – 10:00 am
	Outdoor Play – Games

	10:00 am – 11:45 am
	Educational Directed Activities - Math, Language, Art, Motor Skills, Science, etc.

	11:45 am – 12:00 noon
	Clean-up

Preparation for Lunch

	12:00 noon – 12:30 pm
	Lunch

	12:30 pm – 1:15 pm
	Educational Directed Activities – Math, Language, Art, Motor Skills, Science, etc.

	1:15 pm – 1:30 pm
	Quiet Activity (story)

Preparation for Rest

	1:30 pm – 2:30 pm
	Rest Period

	2:30 pm – 2:45 pm
	Preparation for Snack

	2:45 pm – 3:00 pm
	Snack

	3:00 pm – 3:15 pm
	Story Time

	3:15 pm – 4;15 pm
	Outdoor Play

	4:15 pm – 5:30 pm
	Selected Activities

Learning Centers open

	5:30 pm – 6:00 pm
	Preparation for going home

Clean-up


Pre-K Schedule

	Time
	Activity

	8:20 am – 8:30 am
	Arrival

Interest Centers

	8:30 am – 9:00 am
	Breakfast and Clean-up

	9:00 am – 9:15 am
	Large Group – Circle Time

	9:15 am – 9:40 am
	Small Group

	9:40 am – 10:40 am
	Centers

	10:40 am – 11:40 am
	Outdoor Time

	11:40 am – 12:10 pm
	Lunch

	12:10 pm – 2:00 pm
	Nap Time

	2:00 pm – 2:15 pm
	Snack

	2:15 pm – 2:30 pm
	Storytime

	2:30 pm – 3:00 pm
	Closing Activity
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