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WELCOME

Thank you for choosing Smart Ki ds 0 usithiybudchil®er ehddren andhe n t
we take that responsibility very seriously. We will do our teegrovide a safe, caring, and positive learning
environment for all children. This handbagikes an overview of the program and policies. Please review this

informationandifyouhaveny questi ons please sediiegtwur chil ddos t ec¢
GOALS
Smart Kidsdé Child Devel opment pr o alichkdldren aranmurtueed, secuye, anch i |

developmentally ready for thefears of school arfaieyond. The goals of our developmentally appropriate curriculum
are:

i To provide a chilecentered, individualized program, consistent with current resegletbd to how young
childrenlearn.

To provide a program rich in literacy alahguage.
To provide continuity in the curriculum through atjes.
To provide a safe, warm, age and developmentally appropnatenment.
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To involve, inform, and partner with parents.

For our schoehged children, the Center provides support towartisi | dlailyesohdatwork, as well as, a summer
program that is both enhancing to school currianid recreational.

PHILOSOPHY

The Philosophy of the Center is to offer a balance of experiences that will saldrdss ar eas of your ¢
developnent, and learning. The areas to be highlighted invioplgysical, social and emotional, language and literacy,
cognitive development, along withe integration of the content areas, such as, mathematics, social studies, science,
creative artsas appropate for the age of children. Preschool curricula will provide additional opportuoities

children to develop the knowledge and skills necessary for sckamtihess.
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GUIDING PRINCIPLES OF THE PROGRAM

1 Cognitive, social, emotional, and physical development, are interrelated inghuldgrgn,and all
developmental areas mustdmdressed.

1 Children learn through play and cenbarsedactivities.
T Chil dr ends [otphygicaldsvel@smentandtgioss matails.
1 Each child is unique with an individual pattern of timing, growth @exklopment.

1 Young children construct knowledge and understandings through their interagtitonsaterials
and the world around therihey do this within their environment atitough their interactions with
adults and othechildren.

T Childrends | earning moves f r eonvedionaloncr ete, per.
understandings through awareness, exploration, inquirytdimition.

1 Children have a need to make sense of their experiences and are motivatedotypthearmnterests
and naturaturiosity.

PARENT PARTNERSHIP

The Center encourages parent and family involvenidns begins even before your child attends their first
day with a family tour of the center araoh introduction to the staffAll parents will receive a monthly
newsl etter from their childbds teacher andsofhar en
centewill conduct parent workshops presenting fun and useful topiestivals and Holiday events are held
throughout the year for the whole extended fankigrents are also invitedvolunteer in the classrooms or to

join us orfieldtrips.

Parents are permitted free and full access to his or her children without prior Adtises only limited, if,
there is a situation or concern limiting parental access. Classroom tesilh@®vide parents access to their
chil dbés act ihaingitypostecirhpéait vidwighin thgclassroom.

Parents are also asked to please share drop off and pickup information relatetids atwess to the child.
No one under the age of 18 will be allowed dodfpor pick-up achild. Children will bereleased only to the

parent(s) or other persons authorized by the paréniast ed i n the childds fil e.
show photo identification that matchég information on file in th€enters.

When bringing children to th€enter in the morning parentaust walk children tothe classroom and let
the lead teacher know that the child is present. Please never legwrir child in the classroom alone
When picking up children, indoors and outdoors, maketbate¢he lead teaches made aware that the child
is leaving and the child is signédo u t o .
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RELEASE OF INFORMATION

The Center safeguards the confidentiality of all records of all childreninthisles names,
addresses, and anther information about children or family that may andhall identify a

child. The childdés records and dilmebirgtanncy i nf o
the directordés office. The information that I
unaut horized persons, without writtewonyper miss
accessible to the childés teacher, cthhd ddisr ect

parent or legal guardian, and authorized employees ofaparbnent of Social Serviceall
files will be kept locked when not irse.

OPERATIONAL PROCEDURES

Enrollment Procedures andRequirements

A complete application is required for each child. An application can be re@ewethe
Director or theAssistant Director. Additional information is necessaryefaollment:
Immunization (shot) records, medical exam report, and signed statements (media, parent
access, release of information, emergency medical plan, discipline & behavior policy &
acknowledgment of parent handbook).

Other documents, per North Carolina or South Carolina state laws and licamsiequired.
A onetime registration fee is required with a complete application.

Parents are required to keep current information on file atetiiteic For each chilthe same
information that is on the application must be updated of any changesiclinies home,
work and emergency phone numbéirss the responsibility of parents to infothee Center of
anychanges.

Age range ofchildren
The Center enrolls children between the ages of six (6) weeks and twelve (12) pgaxs of

ltems to be provided byparents:

Infants & Toddlers:

Crib Sheets

Breast Milk (if breasteeding)

Formula

BottlesLabeled with First Name, Last Name and Date
Diapers & Wipes

Blanket

Other Ages:
Blanket
Two (2) changes of clothing
NOTE: Please refrain from bringing in toys (unless show & share activity)
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Days ofOperation:
The Center will be in operation Monday through Friday on a year round bastbevith
exception of closing fofifteen dayg12) holidaysand (3) teacher workdays

The holidaysare:

New Y &w (obatternate)
New Y®ar 0s
Martin Luther Kingds Birthday
Good Friday

Memorial Day

Independence Da

Labor Day

Thanksgiving Day & Dawfter
Christmas Eve (or alternate)
Christmas Day

Day after Christmas (or alternate)
*Teacher workdays may vary

NOTE: The weekly fees have these closings factored into the rates, gayfuknt is
requiredfor weeks that include these days.

Hours
6:30 ami 6:00 pm

Tuition Fees:
Smart Kidsd CDC uses Procarebs Tuition Expres.
additional $5.00 fee applied for using Visa or Ma§tard. All tuition is paid in advance, and you
have the option to pay weekly, semonthly (twice per month) or monthly. Weekly payments
will be drafted on Monday for the week we are in, sammonthly payments will be drafted on the
15tand 18 of the month and the monthly payments will be drafted onthe 1

NOTE: Should your child miss attending the center due to a short term illness, vacation,
orfor any other reason, fees are still due the same as if the child were in atteftieésce.
ishnecessary to reserve tobtex. chil dés place on the

Returned or Late Payments:

Any time an electronic payment is returned due to insufficient funds or other reasons, a charge of
$30 will be assessed. The error must be corrected within 48 houtsichttime your bank will
receive the updated electronic billing which includes the tuition plus the $30 fee.

If the issue with the electronic payment cannot be resolved within 48 hours, you will be required
to bring in a certified check the next dal.certified checks are required more than two times,
you may be asked to leave the program.

At no time can a tuition payment be outstanding when the next tuition payment becomes due.

Revised7/1/18



Late Pick-up Fees
Parents who pick children up after the clogiinge will be charged a late piakp feeof $15.00
perevery 15 minuteper child which will be added to your weekly tuition bill.

Smoke and Tobacco Fre&nvironment

We are a tobacco free campBy.law tobacco of any kind is not allowed anywhere on
campusor field trips. Including any buildingn the parking lotin an vehicle on center
propertyor on fieldtrips.

DUTY TO REPORT SUSPECTED CHILD ABUSE, NEGLECT, OR
MALTREATMENT

Every citizen has a responsibility to report suspected child abuse, neglegitre@atment. This
occurs when a parent or caregiver injures or allows another to injure a chsidglyyor

emotionally. It may also occur when a parent or caregiver puts a child at risk of serious injury or
allows another to put a child at risk ofiseis injury. It also occurs when a child does not receive
proper care, supervision, discipline, or when a child is abandoned. North Carolina law requires
any person who suspects child maltreatment at a child care facility to report the situation to the
Intake Unit at Division of Development and Early Education at®1B6335 or 1800-859

0829. Reports can be made anonymously. A person cannot be held liable for a report made in
good faith. The operator of the program must notify parents of children ttyreenolled in

writing of the issuance of any administrative action against the child care faddityh Carolina

law requires any person who suspects child abuse or neglect in a family to report the case to the
county department of social services

INCLEMENT WEATHER
PROCEDURES

The safety of your child is our major concern. In case of bad weather, here are some important
things to remember.

A The deci si o nortodelayopenisgavill bermade acelater tha0a:m. If
possible, thelecision willbe made the evening before

A urte intowSOC TV statiorfor the annoncement of thes ¢ h 0 o | fosclosingd. ay s
A Check outpaoua &md efrlbiorkitiamoa dosings & delays.

A I'f the
up their

d io ;xdlementweathern, maneritssare eesponsilaertd pick d u e

hool
il dren at the public school . Smart

sc
ch
Please note, if the Center closes due to snow days/inclement weather or emergency, the weekly
fees have these closinigetored into the rates. Full payment is required for weeks that include
these days
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APPROPRIATE CLOTHING

Please dress your child for play and according to weathershupery shoes asafer for
play.
1 Open toe sandals or shoes with elevated heels are not safe for young children, therefore
are not allowed to be worn.
1 Parents othildren in the main building are required to send two (2) changes of clothing
& afterschool children should also have onedfiange of clothing.
1T The clothing is kept |beusedirecase bfiadcidedtad i ndi vi d
soiling or wetness. If a child has an accidental soiling or wethidgoes not have a
change of clothing parents will be called to pigkthe chidl atonce.

NUTRITION

1 A nutritiousA.M. Snack LunchandPM.&8ac k wi | | be offered in tF
classroom.

There is no additional charge flmod.

Menus will be posted on the Parent Information Board in the front lobby

TheCentef ol | ows the Feder al Food Paquangty. amds gui
The Meal Patterns for Children in Child Care is shown in Attachment I.

Children who arrive before 8:30 am may bring in a healthy morning snack to eat

The Center is a peanut freevironment. (Even on school trips)

A.M. Snackis served between 8:45 dn®:15 am. No A.M. Snack will be served after

9:15am.

= =4 =
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PARENT PICK UP - TRANSPORTATION

1 Your child will be released only to the parent(s) or other persons authoritieel by
parent. The designated person must show identification that matches information on
file inthe Center.

1 Identified biological parents will not be denied from picking up a child unless a court
order prohibits them from doing so. In the event your ckilgicked up by someone
who appears to be under the influence of drugs or alcohol, law enforcement will be
called.

1 If you have a need for transportation changestitap ar ent 6 s responsi bil
the directorsn writing prior to pickup or depariretime.

1 Children are not to be dropped off durimgptime £2:30pmto 2:30 pm). All children
need to arrive at the center by 9:30 am.

VAN OR BUS TRANSPORTATION GUIDELINES

1 Transportation from schools may be provided for sclageldchildren aino additional
charge. If the school is able to provide bus transportation we ask fazoaperationn
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arranging schedules. No home transportatigmasided.

1 Field trips are provided for children four years of age and oldessdPreolaged
children have limited trips but the older children are offered more frequent trips,
especially during summer camp dmalidays.

1 Student VakBusRules
1 Wear van seatbelts at all times. Remain seated in assigned seats with hHeadland
inside thebus.
1 Obey the driver.
1 No eating or drinking on the vans!aus.
1 Positive behavior isxpected.

EMERGENCY PROCEDURES AND
FIRST AID

I n the event that a medical emergency shoul d
Center the following steps will haken:

1. Medical conditions such as, but not limited to, loss of consciousness, semi
consciousness, breathing difficulties, severe bleeding, unequal pupils, seizure, neck or
backinjury,
severe headache, stiff neck or neck pain when head is moved, hives that appear
quickly, very sick child who seems to be getting worse quickly, repeated forceful
vomiting, vomiting blood, severe abdominal pain that causes a child to double over,
possible broken bones and shock would require immediate care by a health care
professional.
2. 911 will be called immediately upon recognizing signs and symptoms that
require immediate medicattention.
3. The chil dbés parent/ guardian wil |l be noti fi
them of the chil doés Dgtapspodead for needicdhrewh er e t he
4. The Center will call all the person(s) listed as emergency contact if parents cannot
be reached.
5. CPR/First Aid will be provided by trained staff, as trained in an approved CPR/First
Aid training course, until emergency pennelarrive.
6. The child will be transported by the directorLimke Norman Regional Medical
Center if parents cannot be reached. Emergency information for the child will be taken
with the directoor assistant director, accompanying the child to the redspi
emergencyoom.
7. The director or assistant director of the Center will go with the child to the hospital
and stay with the child until the pareatsive.
8 The Centerod6és Emergency person, floaters, o
andhandle anyssues that magrise
9. The Center will report to our licensing consultamthin 24 hours any accident or
injury involving anychild occurring at the center requiring professional medical
treatment as required bigensingregulations.
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ILLNESS OR SICKNESS

Medication will only be administered to the child for whom it is prescribedadeded.
Prescribed special medical procedures ordered for a specific child also must besigitezh,
and dated by a physician or other legallifhorized healthcaprovider.

Medication:

No medication will be administeredi t hout a doctor és i twsMer ucti on
hourmedication is not available & inappropriate for the childhe only exception is:

Breathing machines, inkas, and Epi Pen.

Allergies:
I f a child has any food allergies, a doctords

parent must provide an alternate food item for your child at meals and snacks. Please inform us
of other allergies your chilchay have and the expected reactions.

Care for Mildly Il Children:

1 If a child becomes ill while in carthe Center will notify the parent or responsible party
immediately.
The parent will be asked takethe child home or to a doctor. The parent or responsible
party must pick up th€hild fromthe center within one hour from the time they are
contactedy a centeadministrator.

1 If a child may have been exposed to a serious communicable diseassyieaiditirough
casual contact, the center shall notify parents about the nature of the illnethe and

potential exposure to the il | nesphysicaa.nd r ec
(Example: chicken pox, measles, pink eye, impetigo, ringwormygims, head lice,
colds/flu).

1 For most illnesses children can return to the Center after being symptom/and/or fever
free for 24 hours. Some illnesses will need a release note ftlooia

WITHDRAWING FROM THE PROGRAM

1 If you are planning to withdraw, please inform the Directors in writingpaf plans.
Two weeks (2) written notice required.

TERMINATION BY CENTER

1 The Center has the right to terminate children. Some causes leading to termiagation
include, but is not limited to; discipline problems, nonpayment of fees, and latapick
at closing, and/or failure of child or parent/guardian to follow Cqrukcies.

QUESTIONS ORCONCERNS

1 If you have questions or concerns, please contactoydur | d6s t eaheher or c
Directors for any additional assistanceétessary.
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PUBLICITY

1 From time to time, we are asked to present information about the Center tmdfate
local agencies and/or news media. Pictures help to tell our storthiSoeason, we ask
parents for signed media permission to use pictures ofcthitdren.

CHANGE OF INFORMATION

If you change your address, phone number, or names of persons to whom yatarchid
releaseglease send the information inwritihgp t he <chi | d 6dfficet eacher and

DISCIPLINE AND BEHAVIOR MANAGEMENT POLICY

All staff members wil/l Chald DeeclopmerfC& mit leir &5 wWiut W e
regarding discipline of children. All staff
policy:

No child shall be subjected to any form of corporal punishment by the owner, operator, director,
teachers or staff, ofanySm#&t ds o6 Chil d Devel opment Center.

shall mean any regular teacher, assistant teacher, substitute caregiver, any volunteer, and any
auxiliary personnel, such as cooks, secretaries, janitors, maids, vehicle drivers, etc.

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

2. No child shall ever be placed in a locked room, closet, or box or be left alone in a room
separated from staff.

3. No disciplineshall ever be delegated to another child.
4. Discipline shall in no way be related to food, rest, or toileting.
a) No food shall be withheld, or given, as a means of discipline.
b) No child shall ever e disciplined ftapsesn toilet training.
¢) No child shalleverbe disciplined for not sleeping during rest period.

5. No child shall be disciplined by assigning chores that require contact with or use of
hazardous materials, such as cleaning bathrooms or floors, or emptying diaper pails.

6. Discipline shall be age and ddepmentally appropriate.
All Staff members are expected to abide by the following:

1 There should always be continuous and positive staff member interaction with
children.

1 All staff members shall praise, reward, and encourage positive behavior by children.

1 When necessary, staff members shatlirect and guide children towards acceptable
positive behavior.
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1 Staff shall model appropriate alternatives that encourage children to use problem
solving skills.

1 Staff shall modify the classroom environment to progdeater supervision of all
children in attempt to prevent problems before they occur.

1 Approach an inappropriateehavior in a calm and respectful manner to ensure the
focus is to understand the childrends ne.

1 Reason with childreon their level when setting limits.

1 Provide a notsthreatening environment through gentle vocal tones when speaking to
children; do not speak harshly to any child.

1 Allow a child to get away from the situation briefly. This is not the same as time
out. Itrespects the fact that the child may be overly stimulated or upset and need an
opportunity to be apart from the group.

1 Ignore minor behavior slip ups, rather than responding when possible.

1 Administrators and staff members should communicate with pareots a
difficulties a staff member is having with a child and enlist their cooperation and
assistance.

SUPERVISION OF CHILDREN

Chil drenbds welfare and safety needs are ou
children at all times is very importantttee welfare and safety of our children. In order
to give the children adequate care, our staff will be expected to follow these procedures:

Attendance shall be checked in each classroom and outdoors throughout the day.
Attendance shall be checked on arrival and departure of bus transportations, field
trips included. An attendance check means that the staff member will check the
attendance slkeet and visually identify each child. Staff/child ratios will be posted

in each classroom and staff members shall maintain the staff/child ratio for their
age group at all times.

1 An attendance sheet shall be checked and marked upon arrival and departure o
each child.

1 Staff will check attendance by visually identifying the children with the
attendance sheet before, during, and after transition periods such as lunch,
naptime, toileting, extracurricular activities, etc.

1 Attendance will be checked before, mhgy, and after outside activities.
Attendance sheets will accompany staff anytime they go outside the building.

1 Attendance will be checked anytime that children leave the classroom and return.

1 Inthe morning and afternoon when groups might be combinegyritmary
caregiver for the children shall provide to the caregiver of the combined group
his/her attendance sheet, which will show which children are joining the group
by using the attendance sheet and visually identifying the children.
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1 Anytime achild is moved tanotherclass in order to maintain staff/child ratios,
it will be noted by the date and name of the child on the attendance sheet of the
class the child is leaving and the class the child is entering.

1 Staff/child ratios and group sizes shallrbaintained at all times in each
classroom. Staff members may never walk out of rooms leavirghiloeen
alone or leaving one staff member where two are required.

1 Children are not allowed to leave thelassroomwithout adult supervision.

1 If the classroomstaff member must leave the classroom, another qualified
adult must be left in charge of the classroom.

Outdoor Supervision

I Always: Count children using name to face recognition before going
outside and count the children using name to face recognitidrefore
going into the building.
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PARENT SIGNATURES

Documentation of t he Smart Ki dsé CDC Parent Handb

Name of Child(ren)

I, have reviewed the parent handbook either online
or received a hard copy. | understand that as a parent at this center, | shall acknowledge and respect all
of the rules and standards noted in the handbook. | uaddrgtat in the event any changes are made to

the existing policies, | will be notified in writing at least 30 days prior to the official adoption of the

rules and standards by the center.

Parent/ Guardianbés Signature_ Date:

Directords Signature

Pictures taken of my child may be used for purposes of publicity, such as in the newspaper, posters, or in
picture presentations of tiper ogr ambés acti viti es.

Parent/ Guardiands Signature

Directords Signature

Payments will be expected whether or not there are elsasfgschedule due to: Family vacations,
holidays, child absences, snow days, and any other inclement weather or emergencies.

Parent/ Guardianébés Signature

Directorés Signatur._e Date:
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ATTACHMENT I
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