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Our Program Goals
417 Early Learning Center is committed to providing the best care possible for your child.   We want to provide a safe, caring, positive environment so each child can learn to the best of their abilities.  We understand that each child is unique and are at different points on the developmental scale for their age.  Our goal is to help each child meet their own unique potential.  
 
Admission to Program
417 Early Learning Center is a for-profit childcare facility.  We accept all children regardless of race, gender, religion, or disability.  We are an equal opportunity daycare.  We do accept state assistance for families who qualify.  Once statement of eligibility is received, we will adjust tuition accordingly.  Families are responsible for paying full tuition until the statement is received, and then their accounts will be credited for the difference.  

For your child to attend our center, we must have:  
1.  All required forms in enrollment packet 
2.  Enrollment Fee of $40.00
3.  First week’s tuition
4.  Items on the supplies list

Thank you!  

Parents are required to sign their child in and out of the center every day at the Parent Center.  We do not allow unauthorized people to leave with the children, so please make sure you notify us when someone else will need to pick up.  We do ask for driver’s license to insure they are who they say they are.  This policy may be inconvenient, but it is a necessity because we have to protect the children in our care.

Quality of Care
417 Early Learning Center  is committed to providing the best care possible for your child.  We are always available to our families.  If you have any questions, concerns, or problems please call, text, email, or stop by to talk to us.  We have a 100% open door policy at our center, and are always pleased to speak to parents.  We feel that having clear and specific communication with our parents and our children makes for a better environment for everyone involved.

Some of the steps we are taking to provide high quality care for your child are:
1.  Facilitate engaging lessons and learning activities so your child is learning throughout the day
2.  Scheduling parent/teacher conferences periodically throughout the year and having clear, ongoing communication with parents about their child’s development
3.  Keeping an updated portfolio regarding your child’s development that will accompany them as they grow into the different rooms at our center
4.  Providing teachers with training throughout the year 
5.  Implementing a competitive employee package to help us retain the best teachers in Springfield to maintain consistency throughout the center

Curriculum
417 Early Learning Center  uses the strategies and components of Creative Curriculum throughout the center.  We also research different methods and practices to expand on their curriculum to bring the best teaching methods possible to our classrooms.  Each teacher also receives additional training through programs offered through the Health Department and Childcare Aware to help them grow as educators.

Each classroom uses lesson plans, portfolios, and informal assessments.  Once they trust their teacher and feel safe in their environment (through the use of consistent teaching practices and schedules) they can focus on learning.  All children need a high level of interaction with their teachers so they can grow in their communication and social skills.  Teachers act as models and provide support for the children’s efforts.  Children should be active in their learning with many opportunities to use what they are learning through hands-on activities.

Discharge of Children
Please give the center two weeks notice if planning on removing your child from the center.  Notice must be given so the account is brought up to date and no additional charges are added in error.  Thank you!

Children may be asked to leave our center if parents are two weeks behind in their payment of tuition or if the child exhibits behavior that lead to an unsafe environment for the other children in our care.  Please read the policies regarding payment and discipline for more information.  Parents will be notified in writing before the discharge of their child occurs, with at least one week of notice provided.  Tuition will be charged until the last of attendance.

Center Policies

Hours:  6:00 am - 6:30 pm		Monday - Friday

Drop-off of children:  Please make sure to sign your child in at the Parent Center when dropping off.  All children must be at the center by 10:00 am.  If running late, have an appointment, etc. please call the center or teacher so we know to plan for your child for that day.  If the center or teacher is not notified, then the child may be denied admission to the center that day if the admission of the child causes the center to be out of ratio by State regulations.  Teacher/child ratios are in place by 10:00 am for the children at the center for that day.  Please talk to the director if you have any questions about this policy.  Thank you!


Pick-Up Time:  Your child must be picked up by 6:30 pm.  If you are not going to be there by 6:30 pm, you must call and notify the staff.  Late fees are assessed as follows:  0-5 minutes late - $5; 5-10 minutes late - $10; 10-15 minutes late - $15; etc.  Parents must have the late fee in hand to give to the staff when they do arrive.  Debit/Credit cards will be accepted - the center will reimburse the staff the next business day.

It is important for parents to realize all late fee money is paid 100% to the staff.  They are the ones who are inconvenienced when parents are late.  Please respect the staff by calling in advance so they can plan accordingly.  Some of our staff members attend college classes in the evening so be considerate and make arrangements for your child to be picked up on time.  Thank you!

Vacation:  Families are allowed two weeks of vacation time every year (families will not be charged for those weeks.)  This vacation time is available after ninety days.  Vacation weeks must be taken in units of one whole week at a time to qualify.  A vacation request form must be completed at least one week in advance.  If your child is going to be absent any other time, please call the center or teacher so we can plan accordingly.  We do appreciate this consideration!

Holidays:  The center will be closed for the following holidays:  Memorial Day, 4th of July, Labor Day, Thanksgiving Day, the Friday after Thanksgiving Day, Christmas Eve, Christmas Day, New Years Eve, New Years Day.  We do celebrate holidays within the center, so if your family does not celebrate certain holidays please talk to the director so arrangements may be made for your child.  Also if Christmas Day or New Years Day is on a Sunday, then the center will be closed the Friday before the holiday.  The center may also be closed an additional day if more than 50% of the center’s children will not be in attendance the day before or after a given holiday.  

Weather:  The center will close for weather if Springfield Public Schools are closed. The closing notice will be made with KY3 and teachers will notify parents through text messages or phone calls.  If the center is closed due to an emergency, parents will be called and emergency protocols will be followed.  Since the teachers are paid when the center is closed, parents will still be responsible for paying for those days as well.

Payment of Tuition:  Payment for your child’s tuition must be paid in advance.  Statements will be in the parent pick up box in the parent center every Wednesday.  Payments are due by Friday for the following week.  We accept cash, check, debit/credit cards, and money orders.  Payments must be deposited in the lock box in the parent center or given directly to the director or assistant director.  Envelopes must be filled out completely to prevent any confusion.  Families may pay one month of tuition in advance and receive a 10% discount for doing so.  After families have been enrolled for 6 months, they will be reimbursed the $40 enrollment fee.  Families can also receive a $50 bonus if they refer another family to our center and their child does attend the center for at least one month.

If a family is behind in payment, arrangements must be made with the center director to get the family caught up again.  If the family is two weeks behind and no arrangements have been made to get caught up, then the child will have to be discharged from the center.  If a family withdraws their child from the center and have a negative balance on their account, they will be held accountable.  A repayment schedule is the preferred method of resolving the negative balance, but if arrangements are not made for paying the balance then action will be taken to settle the debt.  

Parent/Teacher Communication:  Parents and teachers are welcome to contact each other throughout the day.  A contact sheet will be provided for each parent after their child is enrolled at the center.  Parents are welcome to call, text, etc. teachers through out the day as needed.  Parents must also provide contact information that will be given to the teacher in case of accidents, emergencies, etc. so parents can be contacted in a timely manner.  Please refer to the contact form in the enrollment packet.  Your family’s information is confidential and will not be shared.  Teachers will not discuss the children outside of the center to maintain confidentiality.  

The center blog on our website is a tool for teachers to share information about their classrooms and a way for parents to interact with other center parents.  Personal details will not be shared on the blog for the safety and confidentiality of all involved.  Employees of 417 Early Learning Center  are also active on Facebook.  Parents are more than welcome to befriend teachers and other staff members.  Parents may also ask employees of 417 Early Learning Center  to baby-sit, etc. outside of the center.   However 417 Early Learning Center  is not responsible for any of those arrangements nor are we responsible for our employees outside of center hours.  Please refer to the outside employment form in the enrollment packet.

Clothing/Items for Nap Time:  Parents are responsible for providing an appropriate change of clothing for each child.  Please keep the season and activities in mind when dressing children for the day.  We do make sure the children have at least one hour of outside play time every day, so please plan accordingly.  Also if your child is potty training or having potty accidents, it is your responsibility to ensure they have enough changes of clothing to get through the day.  

If for some reason your child does not have a change of clothing or has used all the clothing brought for the day, we will call and notify the parents.  The child may wear the center clothing while they are at the center, but the parents must have a change of clothing when the child is picked up.  The center’s clothing has to remain at the center so these items remain available for those children who may need them in the future.

417 Early Learning Center  only launders the center’s items.  Exceptions are the bed clothing for infants and toddlers.  Every Friday parents are responsible for taking the nap sheet, blanket, etc. home to wash.  Parents are encouraged to have an extra set of these items so your child will still have what they need in case these items are forgotten on Monday.  All napping items and extra clothes must be labeled.  Please do not send special blankets or other treasured items with your child in case of accidents.  

Naptime:  Each classroom has their own designated naptime.  Licensing requires each child to rest for 30 minutes - one hour (depending on age) on a cot with a sheet and a blanket.  If children are not asleep after designated time for their age, they may get up and engage in quiet activities until naptime is over.  Soothing music is played and the lights are dimmed to encourage children to rest.  For those children who have difficulty sleeping, the teachers are encouraged to pat backs, etc. to help the children rest.  Teachers are encouraged to use nap time to work on lesson plans and cleaning activities.  Teacher/child ratios are maintained at all times.

Potty Training:  417 Early Learning Center  uses a parent guided approach to potty training.  Parents discuss potty training with their teacher and specify what they are doing at home so this experience is as consistent as possible for the child.  Teachers will watch the child for potty training readiness and will discuss what the observe with the parents.  Parents and the teachers must work together to begin potty training.  Children will receive positive encouragement through out the process and will never be ridiculed, criticized, or punished by teachers for accidents, etc.   Potty training is a crucial skill for children to learn, and may take a long time to successfully complete.  Patience and kindness are necessary during this time so children can maintain a healthy and positive self-esteem.  

Discipline:  Teachers receive ongoing training on handling behavior issues.  We focus on preventing issues by being proactive.  Through the use of effective classroom management techniques, teachers will have control of their classrooms and will help children manage their own behaviors.  Punitive measures of discipline will NEVER be used.  Positive reinforcement, redirection, and behavior guidance will be used throughout the day.  For children who are aggressive, a cooling off area will be provided to help them calm down until they are ready to join their class again.  

Acts of Aggression:  Children do bite, hit, scratch, punch, kick, spit, etc. during the course of their development.  These acts of aggression can lead to an unsafe classroom environment.  It is the job of the staff and the families to work with the children to make sure the window of time they engage in these behaviors is a brief one.  It is important to understand why children may do these acts to help us learn how to help them not to do them.  There are many reasons for this type of behavior including:  frustration, illness or being too tired, need for attention, wanting control, feeling overwhelmed, or even acting out what they saw on TV.  Parents and teachers need to talk about when the behavior is occurring and what is going on around the time of the incident.  Careful observation is needed to gather clues on what may be causing the behavior.  

The teacher will collaborate with the parents to come up with a plan to work on the behavior.  Different strategies can be used to help deter the behavior once the possible cause has been identified.  As the teachers are working through the aggressive behavior with the child, the safety of the other children needs to be considered.  It is important to use a three strikes rule for the children to help maintain a safer environment.  If a child commits three acts of aggression in one day, they will have to be sent home.  If a child is sent home three times in one month for acts of aggression, then they will have to be discharged from the center (with a written notice of one week).  It is our duty to provide a safe environment for all children in the center.  If a child endangers their own safety or the safety of others, suspension or discharge from the center may be necessary.

Accidents:  All accidents and incidents will be documented using the accident report form provided by the State.  The teacher, director, and parents must sign each copy.  Teachers and all other staff will respond promptly to accidents and incidents resulting in injury.  Parents will be notified of all minor accidents either through a text message or notified at pick-up time.  If the child is marked as a result of the accident, the parents will be notified by a phone call and the staff member will treat injuries following First Aid guidelines.  If it is a serious injury, the child is having a seizure, or other type of medical emergency then the teachers will follow the protocol established by calling 911, the parents and emergency contacts if needed, and alerting person in charge of center.  The stability and safety of the child will be maintained by following the correct procedures based on the type of medical emergency.

Wellness Check/Illness:  Please refer to the guidelines set forth by the State of Missouri provided on the link on our website.

Emergency Drills:  417 Early Learning Center  conducts drills on Tornado, Fire, Stranger Danger, and Evacuation emergency procedures monthly.  It is imperative that children know how to act in an emergency situation for the safety of everyone in the center.  By practicing these routines frequently, children will have a better chance of remembering what to do in case of a real emergency.  The procedures and drills will focus on empowering children instead of scaring them.  Teachers will be calm, matter of fact, and reassuring when teaching the procedures and signals for children to follow.  

The teachers, directors, and all staff members will take the drills seriously.  We will practice on getting the children settled as quickly as possible with all of the necessary equipment we will need gathered as if it was a real emergency.  By being prepared, we will have a better chance of reacting appropriately in the future.  A call list with all parent phone numbers and a cell phone will be provided for each teacher in their emergency kit so you can be contacted immediately.

All staff at 417 Early Learning Center  are mandated child abuse reporters as stated by the State of Missouri.  We have to report any sign of abuse or neglect immediately.  As mandated reporters it is our responsibility to report these issues no matter what the circumstance may be.  

Grievances:  If at any time parents have a complaint, concern, or issue please feel free to address the staff.  It is best to address the classroom teacher or the person the grievance is with first.  Sometimes miscommunication can cause difficulties but can be straightened out pretty quickly once identified.  If the issue cannot be resolved, then please talk to the assistant director or the director.   The management team will act to resolve the issue as quickly as possible.  

Please sign the form on the last page and return with the completed enrollment packet.

Thank you!



417 Early Learning Center 
Parent Handbook Acknowledgement



I have read and understand the policy statements set forth by 417 Early Learning Center .  I also understand that if have questions about the policies or procedures included in the handbook, it is my responsibility to contact the center director or assistant director for clarification.  417 Early Learning Center retains the right to change the parent handbook as necessary.  Parents will receive written notice of the changes two weeks before they are added.




					
Printed Name


					
Signature


					
Date Signed


					
Child’s Name




Please return completed form with enrollment packet.  Thank you!

