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2022ʿ2023˘PARENT˘POLICIES
The˘following˘are˘the˘2022ʿ2023˘policies˘for˘Windsor˘Academyʨ˘LLCʧ˘ʹhereinafter˘referred
to˘as˘the˘ˉcenterˊʺ˘eƋective˘September˘5ʨ˘2022ʧ˘Please˘keep˘these˘policies˘for˘easy
referenceʧ˘˘To˘ensure˘that˘your˘child˘receives˘the˘highest˘quality˘of˘careʨ˘it˘is˘required
everyone˘follow˘these˘guiding˘principlesʧ˘˘We˘reserve˘the˘right˘to˘amend˘the˘policies˘at
any˘time˘during˘the˘yearʧ
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Mission˘Statement˘̜˘School˘Philosophy
It˘is˘our˘goal˘to˘make˘each˘child˘feel˘safe˘and˘secureʨ˘while˘exposing˘them˘to
appropriate˘developmental˘skills˘and˘building˘a˘positive˘selfʿconceptʧ˘˘We˘encourage
children˘to˘take˘risks˘and˘learn˘from˘their˘mistakes˘in˘both˘academic˘and˘social
settingsʧ˘˘We˘use˘a˘positive˘behavior˘approach˘and˘teach˘children˘to˘develop˘behavior
habits˘and˘attitudes˘that˘will˘allow˘them˘to˘interact˘well˘with˘others˘in˘school˘and
throughout˘lifeʧ˘˘We˘strive˘to˘prepare˘our˘children˘for˘the˘next˘step˘they˘will˘be˘takingʿ
whether˘it˘be˘moving˘from˘the˘infant˘room˘to˘the˘toddler˘roomʨ˘or˘leaving˘our˘program
to˘move˘onto˘elementary˘schoolʧ

The˘center˘uses˘a˘thematic˘curriculum˘that˘is˘child˘centered˘and˘promotes˘learning
through˘playʧ˘˘Experiences˘are˘diƋerentiated˘based˘on˘the˘abilities˘and˘interests˘of
children˘in˘the˘classroomsʧ˘˘Teachers˘provide˘children˘with˘opportunities˘to˘explore˘their
multiple˘intelligences˘and˘develop˘in˘all˘physicalʨ˘cognitiveʨ˘and˘socialʶ˘emotional
domainsʧ˘˘We˘provide˘children˘with˘the˘tools˘they˘need˘to˘be˘successful˘and˘encourage
them˘to˘use˘these˘tools˘in˘a˘way˘that˘works˘best˘for˘themʧ˘˘Throughout˘every˘childˌs
experienceʨ˘it˘is˘our˘goal˘that˘families˘feel˘supported˘and˘nurtured˘in˘their˘child˘rearing
eƋortsʧ

Allergy˘Action˘Plan
The˘center˘will˘not˘administer˘nonʿpatient˘specific˘auto˘injectorsʧ˘˘All˘staƋ˘will˘complete
the˘OCFS˘online˘trainingʨ˘Identifying˘and˘Responding˘to˘Anaphylaxisʩ˘Elijahˌs˘Law˘within
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their˘first˘30˘days˘of˘employmentʧ˘˘This˘training˘gives˘staƋ˘a˘comprehensive˘look˘at˘how
to˘avoid˘allergen˘exposureʨ˘as˘well˘as˘identify˘and˘respond˘to˘an˘accidental˘or
unavoidable˘exposureʧ

All˘children˘with˘diagnosed˘allergies˘will˘have˘the˘following˘paperwork˘on˘fileʨ˘both˘in˘the
main˘oƌce˘and˘hanging˘in˘the˘classroomʩ˘Individual˘Allergy˘and˘Anaphylaxis
Emergency˘Plan˘and˘an˘Individual˘Health˘Care˘Planʧ˘˘Any˘child˘with˘an˘EpiʿPen˘will˘have
the˘medication˘in˘the˘first˘aid˘bag˘for˘the˘classroom˘that˘child˘is˘inʧ˘˘There˘will˘be˘a
designated˘staƋ˘member˘on˘premise˘at˘all˘times˘who˘is˘trained˘to˘administer˘an
epiʿpenʨ˘as˘well˘asʨ˘identify˘the˘signs˘and˘symptoms˘of˘an˘allergic˘reactionʧ

If˘an˘anaphylactic˘reaction˘occursʩ
1ʧ Administering˘the˘child˘specific˘EpiʿPen˘ʹwhen˘availableʺ
2ʧ Call˘˘ʖ11˘ʹsend˘the˘used˘EpiʿPen˘to˘the˘hospital˘with˘the˘childʿ˘if˘a˘staƋ

member˘is˘extraʨ˘heʶ˘she˘should˘go˘toʺ˘and˘follow˘the˘directions˘provided
by˘the˘EMS˘responder

3ʧ Contact˘the˘parentʶ˘guardian˘of˘the˘child
4ʧ Contact˘must˘be˘made˘with˘the˘OCFS˘licensorʨ˘or˘someone˘in˘that˘oƌceʿ

You˘must˘speak˘to˘someoneʿ˘you˘cannot˘leave˘a˘messageʧ

Assessments˘of˘Children
The˘center˘tracks˘developmental˘milestones˘using˘a˘checklist˘from˘CDCʧ˘Head˘teachers
are˘responsible˘for˘conducting˘ongoing˘observations˘and˘taking˘notes˘so˘that˘they
always˘have˘a˘clear˘picture˘of˘where˘a˘childˌs˘strengths˘and˘areas˘of˘opportunity˘areʧ
Based˘on˘the˘data˘collectedʨ˘teachers˘can˘then˘eƋectively˘diƋerentiate˘lesson˘plans˘to
meet˘the˘developmental˘needs˘of˘each˘child˘in˘their˘careʧ

Families˘are˘formally˘invited˘to˘discuss˘their˘childˌs˘development˘twice˘a˘yearʧ˘˘On˘these
predetermined˘daysʨ˘the˘program˘will˘dismiss˘at˘3pmʧ˘˘Please˘see˘the˘Closingsʶ˘Early
Dismissal˘section˘of˘the˘policies˘to˘plan˘accordinglyʧ˘˘In˘the˘instance˘that˘a˘parent
would˘like˘a˘conference˘during˘any˘other˘timeʨ˘arrangements˘can˘be˘made˘with˘the
Head˘teacherʧ˘During˘conferencesʨ˘teachers˘and˘families˘will˘discuss˘questions˘and
concerns˘regarding˘the˘childʨ˘as˘well˘as˘develop˘common˘goals˘for˘the˘child˘in˘the
futureʧ˘˘All˘teaching˘teams˘are˘required˘to˘meet˘weekly˘for˘at˘least˘30˘minutes˘in˘order˘to
interpret˘and˘use˘observation˘to˘align˘the˘curriculum˘and˘teaching˘practices˘to˘meet
the˘interests˘and˘needs˘of˘the˘childrenʧ

ʲFor˘nonʿEnglish˘speaking˘childrenʨ˘every˘attempt˘is˘made˘to˘conduct˘the˘individually
administered˘assessment˘by˘a˘person˘who˘speaks˘the˘childˌs˘languageʧ˘˘At˘conferences
with˘nonʿEnglish˘speaking˘families˘are˘presentʨ˘every˘attempt˘will˘be˘made˘to˘have˘a
translator˘presentʧ

Attendance
Please˘notify˘the˘center˘by˘ʖʩ00amʨ˘via˘the˘Brightwheel˘Appʨ˘if˘your˘child˘will˘be˘absentʧ
We˘are˘licensed˘to˘handle˘a˘certain˘number˘of˘children˘per˘dayʨ˘distributed˘among˘the
various˘classrooms˘in˘specific˘ratiosʧ Therefore, we˘cannot˘grant˘make˘up˘days˘or˘swap
days˘as˘a˘result˘of˘absence. In˘the˘instance˘that a˘child˘needs˘an˘extra˘day˘of˘careʨ˘this
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request must˘be˘submitted to˘the˘oƌce 24˘hours˘in˘advanceʧ˘˘Classroom˘teachers˘are
not˘authorized˘to˘determine˘extra˘day˘availabilityʧ˘˘Approval˘will˘be˘granted˘only˘if˘there
is˘availability˘and˘you˘will˘be˘charged˘the˘extra˘day˘rateʧ

Babysitting
If˘babysitting˘for˘families˘outside˘of˘the˘centerʨ˘a˘waiver˘of˘liability˘form˘must˘be
completed˘by˘both˘the˘employee˘babysitting˘and˘the˘family˘the˘employee˘is˘babysitting
forʧ˘˘Additionallyʨ˘an˘employee˘is˘not˘allowed˘to˘transport˘any˘nonʿfamilial˘enrolled˘child
to˘or˘from˘the˘centerʨ˘regardless˘of˘whether˘or˘not˘a˘waiver˘of˘liability˘is˘on˘fileʧ˘˘Any
information˘shared˘that˘can˘be˘considered˘gossip˘or˘slanderʨ˘or˘that˘breaks
confidentiality˘policiesʨ˘will˘result˘in˘disciplinary˘action˘involving˘that˘staƋ˘memberʧ˘It˘is
strongly˘discouraged˘that˘staƋ˘exchange˘contact˘information˘with˘a˘familyʨ˘but˘if
required˘due˘to˘babysitting˘responsibilitiesʨ˘please˘note˘that˘all˘employees˘will˘be˘held
to˘the˘highest˘of˘standards˘in˘maintaining˘a˘professional˘relationshipʧ˘˘Any
communication˘about˘a˘child˘while˘at˘the˘center˘should˘be˘done˘directly˘through
Brightwheel˘or˘on˘the˘school˘telephoneʧ˘˘Communication˘with˘a˘teacher˘via˘personal
emails˘or˘textsʶ˘calls˘is˘prohibitedʧ

Upon˘being˘hiredʨ˘employees˘agree˘to˘a˘nonʿcompete˘clauseʧ˘˘Thereforeʨ˘enrolled
families˘are˘not˘to˘solicit˘childcare˘services˘from˘employees˘that˘may˘directly˘or
indirectly˘compete˘with˘the˘business˘and˘its˘successorsʧ

Behavior˘Management
Our˘staƋ˘members˘are˘trained˘to˘help˘children˘develop˘self˘control˘and˘learn
acceptable˘forms˘of˘social˘behavior˘through˘the˘use˘of˘positive˘behavior˘management
strategiesʧ˘˘Teachers˘will˘continually˘assess˘the˘classroom˘environment˘to˘ensure˘that˘it
positively˘impacts˘childrenˌs˘behaviorʧ˘˘They˘will˘listen˘to˘children˘and˘respond˘to˘their
needs˘proactively˘to˘achieve˘goalsʧ˘˘Children˘will˘be˘kept˘engaged˘with˘activities˘to˘help
prevent˘conflictʧ˘˘Preschool˘and˘school˘age˘children˘will˘be˘involved˘in˘the˘development
of˘classroom˘rules˘to˘help˘give˘them˘ownershipʧ

A˘child˘may˘only˘be˘disciplined˘by˘a˘staƋ˘memberʧ˘˘All˘rules˘will˘be˘applied˘consistently
and˘appropriately˘to˘the˘ages˘of˘the˘children˘and˘their˘developmental˘levels˘and
abilitiesʧ˘˘Any˘discipline˘used˘will˘relate˘to˘the˘childˌs˘actions˘and˘be˘handled˘without
prolonged˘delay˘so˘that˘the˘child˘is˘aware˘of˘hisʶ˘her˘actions˘and˘the˘consequences˘of
these˘actionsʧ˘˘A˘child˘may˘be˘separated˘briefly˘from˘the˘groupʨ˘but˘only˘long˘enough˘to
gain˘selfʿcontrol˘and˘must˘be˘in˘view˘ofʨ˘supervised˘and˘supported˘by˘a˘staƋ˘memberʧ
The˘use˘of˘corporal˘punishment˘is˘prohibitedʧ˘The˘use˘of˘room˘isolation˘is˘prohibitedʧ
Food˘or˘rest˘cannot˘be˘used˘or˘withheld˘as˘a˘punishment˘or˘rewardʧ˘˘Methods˘of
interaction˘that˘punishʨ˘demeanʨ˘or˘humiliate˘a˘child˘are˘prohibitedʧ˘˘Any˘abuse˘or
maltreatment˘of˘a˘childʨ˘either˘as˘an˘incident˘of˘discipline˘or˘otherwiseʨ˘is˘absolutely
prohibitedʧ˘˘Physical˘restraint˘and˘intervention˘are˘prohibitedʧ

Teaching˘staƋ˘monitor˘behaviors˘closely˘and˘keep˘objective˘anecdotal˘records˘on
conflicts˘that˘arise˘in˘the˘classroom˘and˘how˘resolutions˘are˘being˘carried˘outʧ˘˘When˘a
childˌs˘behavior˘is˘concerning˘enough˘to˘require˘anecdotal˘notesʨ˘the˘parents˘will˘be
notified˘of˘the˘concernsʧ˘˘If˘behaviors˘occur˘consistently˘that˘are˘disruptive˘to˘the˘rest
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of˘the˘children˘in˘the˘programʨ˘the˘teaching˘staƋ˘meets˘with˘an˘administrator˘or˘a
community˘specialist˘to˘create˘a˘strategyʨ˘which˘will˘then˘be˘shared˘with˘the˘familyʧ˘˘Our
goal˘is˘to˘limit˘or˘eliminate˘the˘use˘of˘suspensionʨ˘expulsionʨ˘and˘other˘excluding
methods˘to˘deal˘with˘diƌcult˘behaviorsʧ˘˘Howeverʨ˘if˘it˘appears˘to˘be˘in˘the˘best˘interest
of˘the˘childʨ˘centerʨ˘and˘other˘children˘that˘the˘child˘leaves˘the˘center˘for˘the˘duration
of˘the˘disruptive˘behaviorʨ˘the˘parents˘will˘be˘given˘a˘twoʿweek˘noticeʨ˘at˘the˘discretion
of˘administrationʧ˘˘In˘the˘instance˘that˘the˘behaviors˘are˘severe˘and˘present˘safety
concernsʨ˘parents˘will˘be˘notified˘immediately˘and˘it˘will˘be˘at˘the˘discretion˘of˘the
Director˘if˘the˘childˌs˘behavior˘warrants˘immediate˘removal˘from˘the˘programʧ˘˘At˘this
pointʨ˘any˘tuition˘paid˘in˘advance˘will˘be˘prorated˘and˘returned˘to˘the˘parentʶ
guardianʧ

Biting
A˘child˘biting˘another˘child˘is˘one˘of˘the˘most˘common˘and˘most˘diƌcult˘behaviors˘in
childcareʧ˘˘It˘can˘occur˘without˘warningʨ˘is˘diƌcult˘to˘defend˘againstʨ˘and˘provokes
strong˘emotional˘responses˘from˘the˘biterʨ˘the˘victimʨ˘the˘parentsʨ˘and˘the˘caregivers
involvedʧ˘˘For˘many˘toddlersʨ˘the˘biting˘stage˘is˘just˘a˘passing˘problemʧ˘˘Toddlers˘are˘in
the˘process˘of˘learning˘what˘is˘socially˘acceptable˘and˘what˘is˘notʧ˘˘They˘discover˘that
biting˘is˘a˘sureʿfire˘way˘to˘get˘the˘response˘they˘wantʧ˘˘Howeverʨ˘they˘often˘grow˘out˘of
this˘stage˘by˘feeling˘the˘disapproval˘of˘the˘adults˘nearby˘and˘eventually˘learn˘other
ways˘of˘gaining˘possession˘of˘objects˘or˘expressing˘diƌcult˘feelingsʧ

For˘some˘childrenʨ˘biting˘may˘become˘a˘persistent˘or˘chronic˘problemʧ˘˘They˘may˘bite
for˘a˘variety˘of˘reasonsʩ˘˘teethingʨ˘frustrationʨ˘boredomʨ˘inadequate˘language˘skillsʨ
stress˘or˘change˘in˘the˘environmentʨ˘feeling˘threatenedʨ˘or˘to˘feel˘a˘sense˘of˘powerʧ

When˘a˘child˘is˘bittenʨ˘the˘biter˘is˘immediately˘removed˘from˘the˘situationʨ˘with˘no
emotion˘using˘the˘words˘ˉteeth˘are˘for˘eatingʨ˘not˘biting˘friendsʿ˘biting˘hurtsʧˊ˘˘The
teacher˘avoids˘any˘immediate˘response˘that˘reinforces˘the˘biting˘or˘calls˘attention˘to
the˘biterʧ˘˘The˘caring˘attention˘is˘focused˘on˘the˘victimʧ˘˘The˘victim˘is˘separated˘from
the˘biterʨ˘comforted˘by˘the˘teacherʨ˘and˘first˘aid˘is˘administeredʧ˘Afterwardsʨ˘the˘biter˘is
redirected˘to˘other˘play˘and˘talked˘to˘on˘a˘level˘the˘child˘can˘understandʧ˘˘The˘incident
is˘recorded˘on˘a˘classroom˘observation˘log˘and˘the˘parents˘of˘the˘biter˘and˘victim˘are
both˘notified˘in˘writing˘on˘an˘incident˘reportʨ˘and˘via˘Brightwheelʧ˘If˘there˘is˘an˘injury
from˘a˘bite˘that˘resulted˘in˘broken˘skinʨ˘the˘parents˘of˘booth˘children˘will˘be˘contacted
via˘telephoneʧ

Parents˘will˘be˘notified˘when˘biting˘becomes˘a˘concernʧ˘˘Our˘goal˘is˘to˘limit˘or˘eliminate
the˘use˘of˘suspensionʨ˘expulsionʨ˘and˘other˘excluding˘methods˘to˘deal˘with˘diƌcult
behaviorsʧ˘˘Howeverʨ˘if˘it˘appears˘to˘be˘in˘the˘best˘interest˘of˘the˘childʨ˘centerʨ˘and˘other
children˘that˘the˘child˘leaves˘the˘center˘for˘the˘duration˘of˘the˘biting˘behaviorʨ˘the
parents˘will˘be˘notified˘immediately˘and˘it˘will˘be˘at˘the˘discretion˘of˘the˘Director˘if˘the
childˌs˘behavior˘warrants˘immediate˘removal˘from˘the˘program˘or˘a˘two˘week˘noticeʧ˘˘At
this˘pointʨ˘any˘tuition˘paid˘in˘advance˘will˘be˘prorated˘and˘returned˘to˘the˘parentʶ
guardianʧ
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Brightwheel˘App:
Brightwheel˘is˘an˘App˘for˘iOS˘and˘Android˘devices˘that˘allows˘teachers˘to˘manage
classroomsʨ˘observe˘studentsʨ˘and˘stay˘in˘touch˘with˘familiesʧ˘˘All˘enrolled˘families˘are
required˘to˘sign˘up˘and˘utilize˘this˘app˘for˘daily˘drop˘oƋ˘and˘pick˘up˘proceduresʧ
Throughout˘the˘dayʨ˘teachers˘will˘log˘feedings˘ʹinfants˘̜˘toddlersʺʨ˘diaper
changesʶtoileting˘ʹinfants˘̜˘toddlersʺʨ˘nap˘timesʨ˘learning˘activitiesʨ˘and˘incidentsʧ
Classrooms˘are˘required˘to˘post˘daily˘to˘update˘parents˘on˘what˘learning˘is˘occurring
in˘the˘classroomʧ˘˘While˘parents˘can˘communicate˘with˘teachers˘via˘the˘Brightwheel
Appʨ˘this˘method˘should˘not˘be˘used˘for˘urgent˘mattersʨ˘as˘all˘important˘messages
should˘go˘through˘the˘main˘oƌce˘via˘a˘telephone˘callʧ˘˘Additionallyʨ˘it˘remains˘our
priority˘to˘stay˘hands˘on˘with˘the˘children˘and˘so˘on˘a˘busy˘dayʨ˘it˘is˘possible˘that
Brightwheel˘may˘not˘be˘updated˘as˘frequently˘as˘you˘are˘used˘toʧ˘˘If˘you˘have˘a
concernʨ˘please˘call˘the˘main˘oƌceʧ

Calendar˘of˘Closings˘̜˘Early˘Dismissals
Labor˘Dayʿ˘September˘5ʨ˘2022
Columbus˘Day˘ʹProfessional˘Development˘for˘StaƋʺʿ˘October˘10ʨ˘2022
Veteranˌs˘Dayʿ˘November˘11ʨ˘2022
Thanksgiving˘Dayʿ˘November˘24ʨ˘2022
Day˘after˘Thanksgivingʿ˘November˘25ʨ˘2022
Christmas˘Day˘Observanceʿ˘December˘26ʨ˘2022
New˘Yearˌs˘Day˘Observanceʿ˘January˘2ʨ˘2023
Martin˘Luther˘King˘Jrʧ˘Dayʿ˘January˘16ʨ˘2023
Early˘Dismissal˘Parent˘Conferences˘ʹ3ʩ00pm˘closingʺʿ˘January˘21ʨ˘2023
Presidentˌs˘Dayʿ˘February˘20ʨ˘2023
Good˘Friday˘ʹProfessional˘Development˘for˘StaƋʺʿ˘April˘7ʨ˘2023
Early˘Dismissal˘Parent˘Conferences˘ʹ3ʩ00pm˘closingʺʿ˘May˘27ʨ˘2023
Memorial˘Dayʿ˘May˘2ʖʨ˘2023
Juneteenthʿ˘June˘1ʖʨ˘2023
Independence˘Dayʿ˘July˘4ʨ˘2023

Child˘Abuse˘̜˘Mandated˘Reporting:
In˘accordance˘with˘the˘Social˘Services˘Lawʨ˘child˘day˘care˘center˘staƋ˘must˘report˘any
suspected˘incidents˘of˘child˘abuse˘and˘maltreatment˘concerning˘a˘child˘receiving˘child
daycare˘to˘the˘Statewide˘Central˘Register˘of˘Child˘Abuse˘and˘Maltreatmentʨ˘or˘cause
such˘a˘report˘to˘be˘madeʨ˘when˘such˘staƋ˘have˘reasonable˘cause˘to˘suspect˘that˘a
child˘coming˘before˘them˘in˘their˘capacity˘as˘child˘day˘care˘center˘workers˘is˘an
abused˘or˘maltreated˘childʧ

Confidentiality
All˘information˘provided˘by˘parents˘is˘kept˘confidential˘and˘only˘referenced˘by
administrationʨ˘teachers˘with˘direct˘responsibility˘for˘a˘childʨ˘the˘childˌs˘parentsʶ
guardiansʨ˘and˘regulatory˘authoritiesʧ˘Information˘is˘never˘to˘be˘shared˘with˘other
familiesʨ˘nor˘should˘actual˘names˘be˘used˘when˘discussing˘concerns˘regarding˘a˘child
in˘an˘area˘where˘parents˘are˘passing˘through˘or˘may˘overhear˘conversationsʧ˘Under˘no
circumstances˘will˘staƋ˘be˘allowed˘to˘share˘information˘regarding˘a˘child˘with˘another
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family˘in˘the˘center˘or˘any˘individual˘in˘the˘outside˘communityʧ˘˘This˘violation˘of˘privacy
and˘confidentiality˘will˘result˘in˘immediate˘termination˘of˘the˘staƋ˘memberʧ

Diapering/˘Potty˘Training
Diaperingʩ For˘children˘still˘in˘diapersʨ˘they˘will be˘changed˘every˘two˘hoursʨ˘upon
waking˘from˘napʨ˘and˘more˘frequently˘as˘necessaryʧ˘˘Parents˘must˘supply˘diapersʨ
wipesʨ˘and˘ointments˘and˘will˘be˘notified˘when˘diapering˘supplies˘are˘getting˘low˘so
that˘they˘may˘be˘replenishedʧ

Potty˘Trainingʩ Teachers˘will˘begin˘potty˘training when˘parents˘have˘decided˘to˘start˘at
homeʨ˘and˘both˘parties˘feel˘the˘child˘is˘readyʧ˘˘The˘potty˘training˘process˘should˘start
between˘2˘years˘old˘and˘2˘ʠ˘years˘oldʧ˘˘When˘potty˘training˘startsʨ˘itˌs˘best˘to˘not˘use
pullʿupsʨ˘as˘they˘send˘mixed˘messages˘to˘your˘childʧ˘˘Insteadʨ˘prepare˘a˘bag˘for
accidents˘with˘at˘least˘5˘pairs˘of˘underwearʨ˘socksʨ˘shirtsʨ˘pantsʨ˘and˘even˘extra˘shoesʧ
The˘key˘to˘successful˘potty˘training˘is˘consistency˘at˘home˘and˘schoolʧ˘˘Children˘do˘not
need˘to˘be˘potty˘trained˘to˘enter˘our˘preschool˘programʨ˘but˘they˘MUST˘be˘fully˘potty
trained˘before˘entering˘the˘preʿkindergarten˘programʧ˘˘Children˘will˘receive˘assistance
in˘wiping˘until˘they˘can˘independently˘wipeʨ˘as˘per˘the˘parentʧ˘˘The˘center˘has˘Potty
Training˘Action˘Plans˘available˘for˘children˘training˘in˘school˘so˘that˘families˘and
teachers˘can˘provide˘consistency˘in˘their˘approachesʧ

Soiled˘Clothingʩ For˘preschool˘and˘preʿk˘children who˘may˘have˘soiled˘their˘clothingʨ
the˘teacher˘will˘encourage˘the˘child˘in˘doing˘the˘best˘they˘can˘to˘change˘themselvesʨ
before˘an˘adult˘steps˘in˘to˘ensure˘the˘child˘is˘cleanʧ˘The˘soiled˘clothes˘will˘be˘put˘in˘a
labeled˘bag˘to˘be˘taken˘homeʧ˘˘Soiled˘underwear˘will˘not˘be˘rinsedʨ˘but˘instead˘placed
in˘a˘tied˘bag˘to˘bring˘home˘for˘launderingʧ˘˘If˘underwear˘are˘badly˘soiled˘by˘a˘BMʨ˘they
will˘be˘bagged˘and˘disposed˘ofʧ˘˘Your˘childˌs˘extra˘clothing˘will˘be˘used˘when˘availableʧ
If˘there˘is˘no˘extra˘clothingʨ˘spare˘clothes˘from˘the˘schoolˌs˘extra˘clothing˘box˘will˘be
usedʧ˘˘Please˘be˘sure˘to˘return˘any˘borrowed˘clothing˘in˘a˘clean˘condition˘on˘the˘next
dayʧ˘˘Additionallyʨ˘if˘your˘child˘has˘worn˘their˘extra˘clothing˘homeʨ˘make˘sure˘to˘send˘in
a˘new˘change˘of˘clothing˘when˘they˘return˘to˘schoolʨ˘so˘that˘their˘extra˘clothing˘bin˘can
be˘restockedʧ

Discounts
In˘the˘instance˘that˘a˘family˘has˘two˘siblings˘enrolled˘in˘the˘traditional˘full˘day˘Infantʿ
PreK˘aged˘programsʨ˘the˘oldest˘sibling˘will˘receive˘a˘˟75ʶ˘month˘discountʧ˘˘In˘the
instance˘that˘a˘family˘has˘three˘siblings˘enrolledʨ˘the˘oldest˘sibling˘will˘receive˘a˘˟100ʶ
month˘discount˘and˘the˘second˘oldest˘sibling˘will˘receive˘the˘˟75ʶ˘month˘discountʧ
School˘Age˘Children˘do˘not˘receive˘a˘sibling˘discountʧ Registration˘fees˘are˘not
discountedʧ

Discrimination
Pattycake˘Playhouseʨ˘Incʧ˘does˘not˘discriminate˘on˘the˘basis˘of˘raceʨ˘creedʨ˘colorʨ˘ageʨ
sexʨ˘genderʨ˘sexual˘orientationʨ˘national˘originʨ˘religionʨ˘disabilityʨ˘medical˘conditionʨ
marital˘statusʨ˘or˘veteran˘statusʧ˘˘The˘center˘does˘not˘tolerate˘verbalʨ˘written˘or
physical˘conduct˘that˘shows˘hostility˘or˘aversion˘towards˘a˘person˘and˘has˘the
purpose˘or˘eƋect˘of˘creating˘an˘intimidatingʨ˘hostile˘or˘oƋensive˘environmentʧ
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Dress˘Code
Comfortableʨ˘weather˘appropriate˘clothingʨ˘should˘be˘worn˘to˘schoolʧ˘˘Flipʿflopsʨ˘clogsʨ
and˘openʿtoed˘sandals˘are˘not˘safe˘on˘the˘playground˘and˘may˘not˘be˘worn˘to˘schoolʧ
If˘it˘is˘determined˘that˘your˘childˌs˘shoes˘are˘unsafe˘for˘climbing˘and˘runningʨ˘their
outdoor˘play˘will˘be˘limitedʧ˘˘Childrenˌs˘jewelry˘is˘not˘permitted˘in˘schoolʪ this˘includes
earrings˘on˘infants˘that˘do˘not˘have˘safety˘backs,˘and˘any˘other˘jewelry˘that˘can˘be
deemed˘a˘choking˘hazard.˘˘Children˘under˘the˘age˘of˘three˘years˘are˘strongly
discouraged˘from˘wearing˘beads˘in˘their˘hair,˘as˘they˘pose˘a˘safety˘hazard˘and˘also
spark˘curiosity˘in˘our˘youngest˘learners˘who˘are˘still˘learning˘about˘personal˘space.
Girls˘should˘wear˘shorts˘or˘leggings˘under˘the˘skirt˘or˘dressʧ˘˘Additionallyʨ˘please˘do˘not
send˘your˘children˘to˘school˘in˘clothing˘that˘you˘donˌt˘want˘to˘get˘dirtyʧ˘˘Our˘children
are˘busy˘exploring˘all˘day˘and˘expecting˘them˘to˘remain˘unstained˘is˘unrealistic˘and
puts˘unnecessary˘stress˘on˘our˘teachersʬ˘˘A˘spare˘change˘ʹor˘twoʺ˘of˘seasonal˘clothingʨ
including˘socks˘and˘underwear˘must˘be˘kept˘in˘the˘classroom˘at˘all˘timesʧ˘˘In˘the˘winterʨ
you˘will˘be˘asked˘to˘send˘in˘snow˘attire˘and˘in˘the˘summerʨ˘you˘will˘be˘asked˘to˘send˘in
sprinklerʶ˘water˘play˘attireʧ

Drop˘OƋ˘̜˘Pick˘Up˘Procedures
Families˘are˘required˘to˘drop˘oƋ˘and˘pick˘up˘as˘directed˘by˘the˘program˘administration
and˘teachersʨ˘so˘that˘proper˘protocol˘and˘daily˘health˘checks˘can˘be˘performedʧʧ
Parents˘will˘check˘children˘in˘and˘out˘of˘school˘using˘the˘Brighwheel˘App˘on˘their
smartphone˘and˘the˘posted˘QR˘codeʧ˘˘Children˘must˘only˘be˘left˘with˘a˘staƋ˘member
and˘must˘never˘be˘dropped˘unsupervisedʧ

The˘center˘discourages˘idling˘vehicles˘ʹbusesʨ˘familiesˌ˘automobilesʺ˘in˘the˘parking
areasʨ˘except˘if˘vehicles˘need˘to˘idle˘in˘extreme˘heat˘or˘cold˘to˘maintain˘interior˘or
engine˘temperaturesʧ˘Children˘are˘never˘to˘be˘left˘unsupervised˘in˘a˘carʧ

For˘children˘traveling˘by˘school˘district˘busʨ˘a˘staƋ˘member˘will˘bring˘children˘to˘and
from˘the˘busʧ˘˘A˘transportation˘form˘must˘be˘completed˘and˘submitted˘to˘the˘local
school˘districtʧ

Emergency˘Closings
We˘reserve˘the˘right˘to˘close˘for˘any˘emergencyʨ˘such˘as˘snowʨ˘hurricaneʨ˘tornadoʨ˘floodʨ
electrical˘outageʨ˘health˘pandemicʨ˘etcʧ˘˘In˘the˘event˘of˘an˘emergencyʨ˘information˘on
closings˘will˘be˘sent˘out˘through˘the˘Brightwheel˘Appʧ˘˘In˘the˘event˘of˘inclement˘weather
while˘school˘is˘in˘sessionʨ˘we˘encourage˘you˘to˘keep˘in˘contact˘with˘the˘school˘for
emergency˘closingsʧ There˘are˘no˘make˘up˘days,˘swapping of˘days,˘or˘tuition˘credits
when˘we˘are˘closed˘due˘to˘an˘emergency.

Emergency˘Procedures
Each˘month˘the˘center˘is˘required˘to˘conduct˘a˘fire˘drill˘with˘all˘students˘and˘staƋʧ˘˘All
children˘stop˘what˘they˘are˘doingʨ˘line˘up˘and˘proceed˘out˘a˘predetermined˘emergency
exit˘route˘ʹeach˘classroom˘has˘two˘diƋerent˘routesʺʧ˘˘The˘teacher˘takes˘the˘attendanceʨ
parent˘contact˘informationʨ˘and˘first˘aid˘bagʧ˘˘Students˘are˘all˘accounted˘for˘upon
leaving˘the˘classroom˘and˘reaching˘the˘designated˘meeting˘point˘with˘face˘to˘name
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attendanceʧ˘˘Once˘the˘fire˘drill˘is˘completeʨ˘students˘are˘escorted˘back˘to˘the
classroomʨ˘once˘again˘accounted˘forʨ˘to˘resume˘the˘day˘as˘usualʧ

Twice˘a˘yearʨ˘the˘center˘conducts˘sheltering˘in˘place˘drillsʧ˘˘This˘is˘done˘to˘practice˘in
case˘an˘emergency˘occurs˘that˘prevents˘staƋ˘and˘children˘from˘leaving˘the˘buildingʧ
Parents˘will˘be˘notified˘in˘advance˘as˘to˘when˘this˘drill˘will˘be˘conductedʧ˘˘During˘the
drillʨ˘teachers˘will˘provide˘children˘with˘various˘quiet˘activities˘ʹiʧeʧ˘puzzlesʨ˘coloringʨ
gamesʨ˘storiesʨ˘etcʺʧ˘˘In˘all˘emergenciesʨ˘staƋ˘are˘made˘aware˘of˘the˘potential˘situationʨ
and˘extra˘food˘and˘water˘are˘always˘on˘site˘should˘everyone˘have˘to˘remain˘at˘the
center˘for˘an˘extended˘period˘of˘timeʧ

In˘the˘event˘that˘our˘staƋ˘and˘students˘need˘to˘evacuate˘the˘building˘and˘are˘not˘able
to˘return˘to˘the˘inside˘of˘the˘facilityʨ˘each˘center˘has˘two˘relocation˘sitesʧ˘Parents˘will
receive˘a˘Brighwheel˘message˘and˘a˘phone˘call˘from˘a˘center˘employee˘in˘the˘instance
that˘a˘situation˘of˘this˘sort˘occurs˘and˘which˘location˘they˘may˘pick˘their˘child˘up˘fromʧ
Windsor˘Academyʨ˘LLCʧ˘relocation˘centersʩ˘Hollenbeck˘Pest˘Control˘and˘Midway˘Market
̜˘Deliʧ

Feeding˘for˘Children
Unless˘enrolled˘in˘a˘public˘UPK˘program˘that˘provides˘foodʨ˘parents˘are˘responsible˘for
providing˘lunch˘and˘snacks˘for˘their˘children˘while˘at˘schoolʧ˘Any˘food˘that˘needs˘to˘be
kept˘cold˘must˘be˘in˘a˘lunch˘box˘with˘an˘ice˘packʧ˘˘No˘food˘will˘be˘heated˘in˘a
microwaveʨ˘due˘to˘the˘risk˘of˘burns˘from˘uneven˘heatingʨ˘therefore˘any˘food˘that˘needs
to˘be˘warmʨ˘must˘be˘kept˘in˘a˘thermosʧ˘˘THIS˘INCLUDES˘INFANTSʨ˘with˘the˘exception˘of
food˘that˘can˘be˘heated˘in˘the˘bottle˘warmerʧʧ For children˘younger˘than˘4˘years˘old,
the˘following˘foods˘will˘not˘be˘oƋered:˘˘hot˘dogs˘(whole˘or˘sliced˘into˘roundsʺ,˘whole
grapes,˘nuts,˘popcorn,˘raw˘peas˘and˘hard˘pretzels,˘chunks˘of˘raw˘carrots˘or˘meat
larger˘than˘can˘be˘swallowed˘whole. Food˘with˘expired dates˘will˘be˘discardedʧ
Classrooms˘will˘become˘PEANUT˘FREE˘on˘an˘as˘needed˘basisʨ˘and˘parents˘will˘be
notified˘in˘advanceʧ˘˘Children˘with˘special˘feeding˘instructions˘and˘ALL˘infantsʨ˘must
have˘documentation˘of˘the˘type˘and˘quantity˘of˘food˘consumed˘and˘this˘information
must˘be˘shared˘with˘the˘family˘daily˘via˘Brightwheelʧ

Sippy˘cups˘must˘be˘labeled˘with˘first˘and˘last˘nameʧ˘˘We˘encourage˘cups˘with˘a˘straw˘to
strengthen˘oral˘motor˘muscles˘that˘are˘important˘for˘speech˘developmentʧ

Infantsʿ Infants˘who˘are˘unable˘to˘sit˘are˘held˘for bottleʿfeedingʧ˘˘All˘others˘sit˘or˘are
held˘to˘be˘fedʧ˘˘Infants˘will˘not˘be˘given˘bottles˘while˘in˘their˘cribsʨ˘nor˘will˘they˘be˘given
bottles˘or˘sippy˘cups˘to˘carry˘while˘crawling˘or˘walkingʧ˘˘Fluids˘are˘oƋered˘in˘a˘cup˘with
a˘straw˘as˘soon˘as˘parents˘and˘teachers˘decide˘the˘child˘is˘developmentally˘readyʨ˘and
usually˘before˘transitioning˘to˘the˘Toddler˘programʧ˘˘Glass˘bottles˘will˘not˘be˘acceptedʨ
due˘to˘the˘risk˘of˘injury˘if˘one˘breaksʧ˘˘All˘milkʨ˘formula˘and˘human˘milk˘will˘be˘prepared
as˘per˘the infant˘feeding˘schedule submitted˘by˘the familyʧ˘˘Feeding˘schedules˘must˘be
updated˘regularly˘to˘ensure˘proper˘feeding˘routines˘are˘being˘followedʧ˘˘All˘milkʨ
formulaʨ˘and˘human˘milk˘must˘be˘labeled˘with˘the˘childˌs˘first˘and˘last˘name˘and˘the
drop˘oƋ˘dateʨ˘as˘it˘cannot˘be˘stored˘in˘our˘refrigerator˘for˘longer˘than˘48˘hoursʧ˘˘In
addition˘to˘a˘full˘name˘and˘drop˘oƋ˘dateʨ˘all˘human˘milk˘should˘be˘marked˘with˘the
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date˘the˘milk˘was˘expressedʧ˘˘Cereal˘and˘other˘solid˘foods˘will˘not˘be˘added˘to˘bottlesʨ
unless˘written˘instructions˘and˘a˘medical˘reason˘for˘this˘practice˘are˘provided˘by˘the
pediatricianʧ˘˘Any˘milkʨ˘formulaʨ˘or˘human˘milk˘that˘is˘servedʨ˘but˘not˘completely
consumed˘will˘be˘discarded˘after˘one˘hourʧ˘˘All˘milkʨ˘formulaʨ˘or˘human˘milk˘that
requires˘heating˘will˘be˘warmed˘in˘a˘bottleʶ˘food˘warmerʧ˘˘StaƋ˘will˘not˘oƋer˘solid˘foods
or˘juices˘to˘infants˘younger˘than˘4˘months˘old˘unless˘that˘practice˘is˘recommended˘in
writing˘by˘the˘pediatricianʧ

Toddlersʿ Parents˘will˘be˘responsible˘for˘sending in˘a˘morning˘and˘afternoon˘snackʨ˘in
addition˘to˘lunchʧ˘˘If˘there˘is˘a˘preference˘as˘to˘what˘item˘in˘the˘lunch˘box˘is˘for˘snackʨ
please˘label˘clearlyʧ

Preschoolersʶ˘PreʿKʿ Parents˘will˘be˘responsible for˘sending˘in˘an˘afternoon˘snackʨ˘in
addition˘to˘lunchʧ˘˘If˘there˘is˘a˘preference˘as˘to˘what˘item˘in˘the˘lunch˘box˘is˘for˘snackʨ
please˘label˘clearlyʧ

UPKʿ Lunches˘will˘be˘provided˘as˘per˘the˘districtʨ in˘some˘cases˘parents˘may˘need˘to
provide˘snackʧ˘˘Check˘with˘the˘program˘administratorʧ

School˘Ageʿ Parents˘will˘be˘responsible˘for˘sending in˘lunch˘on˘those˘days˘that˘there˘is
no˘school˘or˘a˘half˘dayʨ˘˘as˘well˘as˘an˘afternoon˘snack˘for˘when˘their˘child˘gets˘oƋ˘the
busʧ˘˘In˘the˘instance˘that˘schools˘dismiss˘early˘due˘to˘an˘emergency˘or˘weatherʨ˘pizza
will˘be˘˘provided˘for˘children˘without˘lunch˘and˘accounts˘will˘be˘billed˘˟3˘eachʧ

Healthy˘Program˘Practices
Health˘forms˘must˘be˘updated˘annually˘by˘your˘childˌs˘pediatrician˘and˘turned˘into˘the
oƌceʨ˘˘with˘the˘exception˘of˘School˘Age˘Children˘who˘just˘need˘a˘medical˘statement
upon˘enrollmentʧ˘˘Howeverʨ˘anytime˘immunizations˘are˘updatedʨ˘please˘submit˘these
updates˘to˘the˘oƌceʧ˘˘You˘will˘be˘notified˘in˘writing˘at˘least˘a˘month˘in˘advance˘when
your˘childˌs˘medical˘is˘due˘to˘expireʧ If˘we˘do˘not have˘updated˘medicals˘on˘file,˘your
child˘will˘not˘be˘able˘to˘attend˘the˘program˘until˘the˘proper˘form˘has˘been˘submitted.
If˘you˘have˘diƌculty˘getting˘into˘the˘doctor˘before˘your˘childˌs˘medical˘expiresʨ˘a˘copy
of˘an˘appointment˘card˘that˘shows˘an˘upcoming˘physical˘exam˘will˘be˘acceptedʧ All
medical˘statements˘and˘immunization˘forms˘MUST˘be˘signed˘by˘the˘doctor˘in˘order˘for
them˘to˘be˘acceptable. Be˘sure˘to˘have˘the˘NYS˘Oƌce of˘Children˘and˘Family˘Services
Medical˘Statementʧ˘˘This˘is˘the˘only˘acceptable˘formʧ

Exclusion˘guidelines˘can˘be˘found˘at˘the˘end˘of˘this˘policyʧ

Incident˘Reporting
An˘incident˘is˘any˘bumpʨ˘bruiseʨ˘markʨ˘or˘emergency˘that˘occurs˘while˘a˘child˘is˘at˘the
centerʧ˘If˘the˘child˘has˘an˘ˉincidentˊ˘that˘leaves˘any˘sort˘of˘markʨ˘or˘requires˘medical
treatmentʨ˘an˘incident˘report˘must˘be˘completedʧ˘˘If˘a˘child˘is˘involved˘in˘an˘incident
that˘aƋected˘another˘childʨ˘an˘incident˘report˘will˘be˘completed˘for˘this˘child˘as˘well˘in
an˘attempt˘to˘document˘a˘possible˘pattern˘of˘disruptive˘behaviorʧ
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The˘teacher˘with˘direct˘knowledge˘of˘the˘incident˘will˘complete˘the˘report˘and˘sign˘the
bottom˘of˘the˘formʧ˘˘The˘report˘should˘then˘be˘signed˘oƋ˘on˘by˘the˘administrative
authority˘as˘per˘the˘posted˘chain˘of˘commandʧ˘˘Depending˘on˘the˘severity˘of˘the
incidentʨ˘the˘director˘or˘person˘in˘charge˘will˘use˘hisʶ˘her˘discretion˘in˘contacting
parents˘via˘the˘telephone˘in˘addition˘to˘providing˘an˘incident˘reportʧ˘˘Bumps˘to˘the
headʨ˘cuts˘that˘involve˘bleedingʨ˘or˘biting˘incidents˘with˘broken˘skinʨ˘all˘warrant˘a
phone˘call˘to˘parentsʨ˘in˘addition˘to˘a˘notification˘entered˘on˘the˘Brightwheel˘Appʧ

Incident˘reports˘will˘be˘signed˘by˘a˘parentʶ˘guardian˘at˘pick˘up˘on˘the˘same˘day˘that
the˘incident˘occurredʧ˘˘The˘original˘will˘be˘kept˘in˘the˘childˌs˘personal˘fileʨ˘but˘parents
will˘be˘provided˘a˘copy˘as˘per˘a˘post˘in˘Brightwheelʧ˘˘Serious˘injuries˘as˘outlined˘by˘the
licensing˘agency˘will˘be˘reported˘to˘the˘programˌs˘licensor˘immediatelyʧ

Late˘Pick˘Up
In˘the˘instance˘that˘a˘teacher˘has˘to˘stay˘past˘closingʨ˘due˘to˘a˘child˘being˘picked˘up
lateʨ˘the˘teacher˘should˘obtain˘a˘late˘pick˘up˘form˘to˘be˘signed˘by˘the˘parent
acknowledging˘the˘late˘pick˘upʧ˘˘A˘late˘fee˘of˘˟20˘will˘be˘assessed˘starting˘at˘the
beginning˘of˘every˘15˘minutes˘ʹwith˘a˘five˘minute˘grace˘periodʺʧ˘˘Should˘a˘family˘begin
picking˘up˘late˘excessively˘ʹthree˘or˘more˘times˘in˘a˘three˘month˘periodʺʨ˘they˘may˘be
asked˘to˘leave˘the˘programʧ˘˘Late˘fees˘are˘applied˘per˘childʨ˘not˘per˘family˘and˘paid
directly˘to˘the˘staƋ˘that˘had˘to˘stay˘to˘provide˘coverageʧ

Medical˘Emergency
In˘the˘event˘that˘a˘child˘needs˘emergency˘careʨ˘emergency˘services˘will˘be˘called˘and
important˘information˘for˘that˘child˘will˘be˘gathered˘for˘transport˘with˘a˘staƋ˘member
and˘the˘childʧ˘Parents˘of˘the˘child˘will˘be˘notified˘of˘the˘emergency˘as˘soon˘as˘possibleʨ
but˘not˘before˘all˘immediate˘responsibilities˘are˘metʧ

Medication˘Administration
Only˘patient˘specific˘emergency˘medication˘and˘over˘the˘counter˘topical˘creamsʶ
sunscreens˘will˘be˘administeredʧ

Parties
Birthdays˘and˘seasonal˘parties˘are˘arranged˘by˘classroom˘teachersʧ˘˘Party˘snacks˘sent
from˘home˘should˘NEVER˘contain˘peanut˘butterʧ˘We˘strongly˘encourage˘healthy˘snacks
when˘signing˘up˘for˘classroom˘food˘donationsʧ All food˘should˘be˘store˘bought. Please
be˘advised˘that˘if˘oƋering˘juice˘at˘a˘partyʨ˘only˘100̒˘juice˘can˘be˘servedʧ˘˘Goodie˘bagsʨ
if˘sent˘inʨ˘should˘be˘age˘appropriate˘with˘no˘choking˘hazards˘and˘no˘peanut˘butter
treatsʧ

Payments
We˘are˘a˘private˘center˘and˘run˘strictly˘on˘our˘tuitionʧ˘We˘appreciate˘your˘cooperation
in˘following˘the˘following˘payment˘proceduresʩ

Payments˘are˘due˘the˘first˘of˘every˘monthʧ˘˘On˘the˘fifth˘day˘of˘the˘monthʨ˘for˘all˘tuition
not˘paidʨ˘a˘˟75˘late˘fee˘will˘be˘applied˘to˘delinquent˘accounts and˘the˘child˘cannot
come˘to˘care until˘the˘account˘it˘brought˘currentʧ This˘is˘not˘considered˘a˘withdrawal
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and˘you˘will˘continue˘to˘be˘charged˘until˘a˘formal˘two˘week˘notice˘is˘put˘inʧ˘˘If˘your
account˘becomes˘past˘due˘and˘referred˘for˘collectionʨ˘you˘agree˘to˘be˘liable˘for˘all
reasonable˘collection˘costsʨ˘includingʨ˘but˘not˘limited˘toʩ˘attorney˘feesʨ˘court˘costsʨ˘and
other˘charges˘necessary˘for˘collection˘on˘past˘due˘accountsʧ˘˘A˘fee˘of˘˟25˘will˘be
collected˘for˘any˘returned˘checkʧ˘If˘a˘second˘check˘bouncesʨ˘you˘will˘no˘longer˘be
allowed˘to˘pay˘with˘a˘checkʧ˘˘Save˘all˘receiptsʧ˘˘All˘credit˘card˘payments˘must˘be˘made
through˘our˘Brightwheel˘platformʧ˘˘Full˘payment˘is˘due˘regardless˘of˘illnessʨ˘vacationʨ
snow˘daysʨ˘holidaysʨ˘health˘pandemicsʨ˘quarantinesʨ˘isolationsʨ˘or˘unexplainable˘acts˘of
Godʧ˘The˘center˘does˘not˘grant˘unpaid˘time˘for˘scheduled˘vacationsʧ

Playground/˘Walks
During˘inclement˘weatherʨ˘all˘groupsʨ˘toddlers˘and˘olderʨ˘have˘scheduled˘morning˘and
afternoon˘outdoor˘timesʨ˘ensuring˘that˘age˘groups˘are˘not˘intermingledʧ˘Parents˘are
not˘allowed˘on˘the˘playground˘without˘staƋ˘members˘presentʧ˘˘Additionallyʨ
nonʿregistered˘siblings˘are˘not˘allowed˘on˘any˘of˘the˘playground˘equipmentʧ

Teachers˘always˘bring˘their˘first˘aid˘bagʨ˘as˘well˘as˘a˘cell˘phone˘to˘communicate
emergencies˘while˘outdoorsʧ˘Parents˘must˘provide˘permission˘on˘the˘back˘of˘the
registration˘form˘for˘children˘to˘participate˘in˘walks˘that may involve˘leaving˘the
propertyʧ˘˘If˘a˘child˘does˘not˘have˘permissionʨ˘he˘or˘she˘will˘have˘to˘spend˘time˘in
another˘room˘while˘the˘class˘is˘participating˘in˘this˘outdoor˘experienceʧ

Programs
Infantʿ˘PreK˘Twelve˘Month˘Childcareʿ˘Tuition˘is˘due˘on˘the˘first˘of˘every˘monthʧ

School˘Age˘Twelve˘Month˘Childcareʿ˘Ten˘months˘of˘full˘tuition˘are˘dueʨ˘at˘the˘first˘of
every˘monthʨ˘regardless˘of˘the˘scheduled˘first˘and˘last˘days˘of˘the˘school˘yearʧ˘School
Age˘children˘all˘enrolled˘for˘the˘summer˘program˘must˘pay˘50̒˘of˘their˘summer˘tuition
ʹbased˘on˘chosen˘sessionsʺ˘in˘order˘to˘hold˘their˘spotʧ˘The˘remaining˘tuition˘is˘due˘on
the˘childˌs˘first˘day˘of˘campʧ

All˘Ages˘Ten˘Month˘Childcare˘ʹSeptember˘5ʨ˘2022ʿ˘June˘23ʨ˘2023˘School˘Yearʺʿ˘Ten
months˘of˘full˘tuition˘are˘dueʨ˘at˘the˘first˘of˘every˘monthʨ˘regardless˘of˘the˘scheduled
first˘and˘last˘days˘of˘the˘school˘year˘ʹin˘accordance˘with˘the˘local˘school˘districtʺʧ˘In
order˘to˘hold˘a˘spot˘for˘Septemberʨ children˘enrolled for˘the˘tenʿmonth˘program˘(no
attendance˘over˘the˘summerʺ will˘pay˘two˘weeks˘of tuition˘based˘on˘the˘upcoming
September˘tuition˘ratesʧ˘One˘of˘these˘weeks˘will˘be˘used˘to˘oƋset˘the˘income˘lost˘while
holding˘the˘spotʧ˘The˘additional˘week˘will˘be˘credited˘to˘the˘account˘when˘the˘child
returns˘in˘Septemberʧ˘No˘refunds˘will˘be˘given˘for˘children˘who˘do˘not˘returnʧ˘This
twoʿweek˘holding˘fee˘must˘be˘paid˘before˘the˘child˘leaves˘for˘summerʨ˘or˘the˘spot˘will˘be
forfeitedʧ˘Upon˘returning˘in˘Septemberʨ˘families˘will˘be˘required˘to˘pay˘for˘the˘entire
month˘of˘September˘ʹminus˘the˘oneʿweek˘credit˘from˘the˘holding˘feeʺʧ

Infantʿ˘PreK˘Summer˘Campʿ˘Tuition˘is˘monthlyʨ˘due˘on˘the˘first˘of˘the˘monthʧ˘˘Any
additional˘days˘ʹend˘of˘June˘or˘beginning˘of˘Septemberʺ˘will˘be˘billed˘as˘an˘age
appropriate˘extra˘day˘rateʧ

12



School˘Age˘Summer˘Campʿ˘School˘Age˘children˘enrolled˘only˘for˘the˘summer˘program
must˘pay˘50̒˘of˘their˘summer˘tuition˘ʹbased˘on˘chosen˘sessionsʺ˘in˘order˘to˘hold˘their
spotʧ˘The˘remaining˘tuition˘is˘due˘on˘the˘childˌs˘first˘day˘of˘campʧ

UPK˘Programʿ˘There˘is˘no˘tuition˘fee˘for˘children˘participating˘in˘the˘district˘UPK
programʨ˘unless˘a˘child˘is˘registered˘for˘before˘andʶ˘or˘after˘schoolʨ˘holidaysʨ˘or
summer˘monthsʧ˘UPK˘students˘attend˘only˘on˘the˘days˘the˘district˘is˘in˘sessionʧ

Registration
There˘is˘a˘˟200˘registration˘fee˘per˘childʨ˘due˘at˘the˘initial˘time˘of˘enrollment˘and˘then
annually˘every˘Septemberʧ˘˘If˘a˘child˘starts˘within˘ʖ0˘days˘before˘September˘1stʨ˘their
registration˘fee˘for˘that˘September˘will˘be˘waivedʨ˘until˘the˘following˘Septemberʧ˘˘All
other˘new˘families˘outside˘of˘the˘ʖ0˘day˘window˘are˘subject˘to˘paying˘this˘fee˘again˘in
Septemberʧ˘There˘is˘no˘discount˘for˘siblings˘on˘the˘registration˘feeʧ˘˘˘For˘our˘two˘month
ONLY˘summer˘camp˘studentsʨ
registration˘fees˘are˘discounted˘to˘˟50ʨ˘due˘at˘the˘initial˘time˘of˘enrollmentʧ˘Registration
fees˘are˘nonʿrefundableʧ˘UPK˘children˘are˘not˘subject˘to˘a˘registration˘fee˘if˘they˘will˘not
be˘participating˘in˘the˘before˘andʶ˘or˘after˘school˘programʧ

In˘addition˘to˘the˘registration˘feeʨ˘in˘order˘to˘enrollʨ˘the˘following˘paperwork˘MUST˘be
on˘fileʩ
Registration˘Form
Medical˘Statement˘from˘Pediatrician
Sleepʶ˘Nap˘Agreement
Infant˘Feeding˘Schedule˘ʹas˘applicableʺ

Required˘Items
The˘following˘items˘are˘required˘for˘each˘child˘ʹlabeled˘with˘first˘and˘last˘namesʺʩ

ʿ˘TWO˘complete˘changes˘of˘clothes˘ʹincluding˘socks˘and˘under˘clothesʺ
ʿ˘A˘crib˘sheet˘and˘light˘blanket˘for˘each˘child˘over˘1˘year˘oldʧ˘˘NO˘PILLOWS
ʿ˘A˘crib˘sheet˘and˘sleeper˘for˘each˘child˘under˘1˘year˘oldʧ˘NO˘PILLOWS˘or
BLANKETSʧ
ʿ˘For˘children˘not˘potty˘trainedʨ˘the˘parent˘must˘supply˘diapers˘and˘wipes˘as
needed
ʿ˘Lunch˘and˘snack˘items˘ʹincluding˘lunch˘boxʨ˘thermosʨ˘water˘bottleʨ˘and˘ice˘packʺ
ʿ˘A˘tote˘bag˘to˘keep˘items˘separate˘in˘their˘cubbies˘from˘those˘of˘other˘children
ʿ˘Classroom˘teachers˘may˘issue˘a˘requested˘supply˘list˘for˘the˘classroom

Sanitation˘and˘Cleanliness
Hand˘sanitizing˘stations˘are˘located˘at˘each˘of˘the˘main˘entrances˘to˘invite˘sanitation
of˘hands˘immediately˘upon˘entering˘the˘buildingʧ˘˘All˘staƋ˘are˘trained˘and˘monitored˘in
regards˘to˘practicing˘proper˘hand˘washing˘and˘diapering˘proceduresʧ˘˘They˘will˘help
children˘practice˘these˘same˘routinesʧ˘˘If˘soap˘and˘water˘is˘not˘readily˘availableʨ˘hand
sanitizer˘that˘contains˘at˘least˘60̒˘alcohol˘will˘be˘used˘for˘anyone˘over˘two˘years˘oldʧ
For˘children˘under˘two˘years˘oldʨ˘should˘soap˘and˘water˘not˘be˘readily˘availableʨ˘wipes
will˘be˘usedʧ
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StaƋ˘practice˘routine˘cleaning˘of˘frequently˘touched˘surfacesʧ˘More˘frequent˘cleaning
and˘disinfection˘may˘be˘required˘based˘on˘level˘of˘useʧ˘The˘NYS˘OCFS˘guidelines
provide˘directives˘on˘how˘to˘prepare˘appropriately˘diluted˘bleach˘solutions˘for
sanitation˘purposesʧ

In˘the˘event˘of˘a˘communicable˘disease˘outbreakʨ˘the˘company˘owned˘CLOROX˘360
electrostatic˘machine˘will˘be˘used˘to˘treat˘the˘aƋected˘classroomsʧ

School˘Age˘Program
In˘the˘event˘that˘there˘is˘a˘delayed˘opening˘or˘an˘early˘dismissal˘for˘the˘school˘districtʨ
if˘your˘child˘gets˘on˘or˘oƋ˘the˘bus˘at˘the˘centerʨ˘you˘will˘be˘responsible˘for˘the˘extra˘fees
associated˘with˘the˘delay˘andʶ˘or˘early˘dismissalʨ˘regardless˘of˘what˘time˘they˘were
dropped˘oƋ˘for˘the˘delay˘or˘picked˘up˘for˘the˘early˘dismissalʧ

If˘your˘child˘will˘be˘coming˘to˘the˘center˘on˘a˘day˘that˘the˘school˘district˘is˘closed˘or
when˘there˘is˘a˘halfʿdayʨ˘you must˘sign˘him˘or˘her up˘at˘least˘48˘hours˘in˘advanceʧ If
you˘sign˘up˘your˘child˘and˘he˘or˘she˘does˘not˘comeʨ˘you˘will˘still˘be˘financially
responsible˘for˘paying˘the˘extra˘tuitionʨ˘as˘we˘make˘staƌng˘arrangements˘based˘on˘the
signʿup˘formʧ Cancellations˘of˘a˘sign˘up˘will˘only be˘allowed˘up˘to˘48˘hours˘in˘advanceʧ

Security˘̜˘Safety
Only˘individuals˘with˘program˘administered˘bluetooth˘or˘key˘fob˘access˘should˘be
entering˘the˘buildingʧ˘For˘those˘programs˘only˘oƋering˘key˘fob˘accessʨ˘a˘˟20˘deposit˘is
required˘per˘key˘ʹreturned˘on˘the˘childˌs˘last˘day˘when˘the˘fob˘is˘returnedʺʧ˘We˘ask˘that
parents˘do˘not˘allow˘someone˘who˘is˘unknown˘to˘them˘to˘enter˘the˘building˘at˘any˘timeʧ
Our˘doors˘are˘always˘locked˘with˘only˘parents˘and˘staƋ˘having˘immediate˘accessʧ˘˘All
persons˘without˘a˘keyʨ˘whether˘parentsʨ˘therapistsʨ˘or˘extended˘family˘members˘picking
upʨ˘will˘need˘to˘ring˘the˘bell˘and˘will˘be˘required˘to˘check˘in˘with˘a˘staƋ˘member˘who˘will
verify˘identificationʧ

Video˘surveillance˘cameras˘are˘permitted˘to˘transmit˘images˘of˘children˘in˘common
roomsʨ˘hallwaysʨ˘and˘play˘areas˘onlyʧ˘˘Bathrooms˘and˘changing˘areas˘remain˘private
and˘free˘of˘all˘video˘surveillance˘equipmentʧ

Sleep/˘Nap
Parents˘are˘responsible˘for˘providing˘clean˘bedding˘weekly˘for˘their˘children˘to˘use
during˘rest˘timeʧ˘˘During˘nap˘time˘there˘must˘be˘competent˘supervision˘at˘all˘times˘via
direct˘supervision˘of˘a˘caregiver˘who˘is˘in˘the˘same˘room˘and˘has˘direct˘visual˘contact
with˘the˘childʧ

Infantsʿ Infants˘sleep˘as˘neededʨ˘as˘children˘under 18˘months˘are˘on˘more
individualized˘schedulesʧ˘˘Infants˘are˘always˘placed˘on˘their˘back˘to˘sleepʨ˘unless
otherwise˘ordered˘by˘a˘physician˘in˘writingʧ˘˘Pillowsʨ˘blanketsʨ˘stuƋed˘toysʨ˘and˘other
soft˘items˘are˘not˘allowed˘in˘cribs˘for˘infants˘younger˘than˘12˘monthsʧ˘˘It˘is
recommended˘that˘a˘sleeper˘is˘sent˘in˘for˘nap˘time˘for˘children˘under˘12˘monthsʧ˘˘If˘a
wedge˘is˘needed˘for˘medical˘reasonsʨ˘there˘must˘be˘a˘written˘notice˘from˘a˘physician
stating˘suchʧ˘Infants˘will˘not˘be˘allowed˘to˘sleep˘in˘swings˘or˘car˘seatsʧ
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Toddlersʿ Toddlers˘sleep˘on˘cots˘or˘matsʧ˘˘During naptimeʨ˘toddlers˘are˘able˘to˘use
pacifiers˘or˘woobies˘if˘needed˘to˘help˘them˘relaxʧ˘˘Toddlers˘rest˘for˘about˘2˘hoursʧ˘˘If˘a
toddler˘does˘not˘fall˘asleep˘within˘30˘minutes˘of˘going˘down˘for˘rest˘timeʨ˘he˘or˘she˘will
be˘given˘a˘quiet˘activity˘to˘doʧ

Preschoolersʶ˘PreʿKʿ Children˘rest˘for˘about˘1˘ʠ˘hours on˘cots˘or˘matsʧ˘˘If˘they˘do˘not
want˘to˘restʨ˘or˘have˘not˘fallen˘asleep˘within˘30˘minutes˘of˘going˘down˘for˘rest˘timeʨ˘they
will˘be˘oƋered˘a˘quiet˘activity˘to˘doʧ˘˘This˘is˘a˘time˘for˘them˘to˘unwind˘and˘rest˘their
mind˘before˘the˘busy˘afternoon˘beginsʧ˘˘Electronic˘devices˘cannot˘be˘implemented
during˘this˘timeʧ

UPK˘Childrenʿ˘rest˘for˘about˘a˘˘ʠ˘hour˘on˘cots˘or˘matsʧ˘This˘is˘a˘time˘for˘them˘to˘unwind
and˘rest˘their˘mind˘before˘the˘busy˘afternoon˘beginsʧ

Smoking
There˘is˘NO˘smoking˘or˘vaping˘permitted˘within˘25˘feet˘of˘any˘part˘of˘the˘school˘utilized
by˘childrenʧ˘˘This˘includes˘sidewalksʨ˘entrancesʨ˘and˘playgroundsʧ

Social˘Media/˘Photography
With˘the˘advent˘of˘social˘mediaʨ˘we˘would˘like˘to˘remind˘parents˘that˘negative˘or
derogatory˘comments˘or˘discussions˘towards˘the˘centerʨ˘ownersʨ˘or˘teachers˘is
discouragedʨ˘as˘it˘can˘easily˘be˘interpreted˘as˘slanderʧ˘We˘strongly˘discourage˘the
sharing˘of˘information˘in˘public˘forumsʧ˘If˘at˘any˘time˘concerns˘ariseʨ˘please˘discuss
them˘in˘person˘with˘the˘teachers˘in˘your˘childˌs˘classroom˘or˘with˘administrationʧ

While˘at˘school˘eventsʨ˘parents˘are˘invited˘to˘photograph˘their˘childʧ˘˘Howeverʨ˘under˘no
circumstances˘do˘parentsʶ˘guardians˘have˘permission˘to˘post˘photos˘of˘other˘children
or˘employees˘on˘ANY˘social˘networkingʶ˘Internet˘sourcesʧ

All˘communication˘between˘staƋ˘and˘parents˘should˘be˘through˘school˘emailʨ˘school
telephoneʨ˘in˘personʨ˘or˘on˘the˘Brightwheel˘Appʧ

Special˘Education˘Itinerant˘Services
Before˘any˘therapist˘can˘startʨ˘there˘is˘required˘paperwork˘that˘must˘be˘submitted˘to
the˘program˘administratorʧ˘˘All˘therapists˘will˘be˘required˘to˘sign˘inʶ˘out˘at˘each˘visitʧ˘˘It
is˘the˘responsibility˘of˘the˘parents˘and˘therapists˘to˘maintain˘open˘lines˘of
communication˘when˘a˘child˘is˘going˘to˘be˘absent˘from˘school˘on˘a˘day˘that˘services
are˘scheduledʧ˘˘Therapists˘must˘bring˘their˘own˘art˘supplies˘and˘have˘copies˘already
preparedʨ˘as˘our˘art˘supplies˘and˘copy˘machine˘are˘for˘classroom˘teacher˘and
administrative˘use˘onlyʧ˘No˘services˘will˘be˘provided˘during˘rest˘or˘lunch˘timeʧ

Sun˘Safety
Any˘UV˘radiation˘that˘occurs˘in˘early˘childhood˘increases˘the˘risk˘for˘cancerʧ˘As˘early
childhood˘professionalsʨ˘the˘importance˘of˘reducing˘the˘exposure˘to˘UV˘radiation˘must
be˘a˘priority˘and˘identified˘as˘such˘to˘each˘parentʶguardianʨ˘as˘well˘as˘educating˘the
children˘in˘careʧ˘This˘policy˘shall˘be˘implemented˘throughout˘the˘year˘at˘the˘request˘of
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a˘parentʶguardianʨ˘as˘even˘in˘the˘winter˘months˘we˘are˘exposed˘to˘the˘harmful˘UV˘rays
from˘the˘sunʧ˘UVA˘rays˘remain˘relatively˘consistent˘throughout˘the˘day˘and˘yearʧ˘˘UVB
rays˘increase˘in˘intensity˘in˘the˘summer˘during˘midday˘hoursʧ˘˘With˘this˘fact˘in˘mindʨ
particular˘emphasis˘on˘this˘policy˘will˘be˘made˘in˘the˘months˘of˘April˘through
Septemberʨ˘during˘the˘times˘of˘increased˘sun˘intensityʧ

For˘families˘who˘do˘not˘wish˘to˘send˘in˘sunscreenʨ˘they˘will˘be˘required˘to˘confirm˘this˘in
writing˘on˘a˘form˘provided˘by˘administrationʧ

StaƋ˘will˘access˘the˘daily˘UV˘index˘by˘accessing˘the˘Environmental˘Protection˘Agency
ʹEPAʺ˘siteʩ httpsʩʶʶwwwʧepaʧgovʶsunsafetyʶuvʿindexʿ1 This˘will˘help˘guide˘staƋ˘if˘added
sun˘protection˘measures˘are˘needed˘when˘exposure˘levels˘are˘at moderate˘levels˘or
higherʧ Parentʹsʺʶguardianʹsʺ˘will˘provide˘an unopened and˘unexpired sunscreenʨ˘with
required˘paperworkʨ˘to˘the˘programʧ AEROSOL˘SUNSCREEN IS˘PROHIBITED. A˘broad
spectrum˘of˘SPF˘15˘or˘higher˘is˘recommended˘for˘use˘for˘both˘children˘and˘staƋʧ˘As
recommendedʨ sunscreen˘will˘only˘be˘used˘on˘children older˘than˘6˘months˘oldʧ˘˘StaƋ
will˘apply˘sunscreen˘to˘children˘15ʿ30˘minutes˘prior˘to˘sun˘exposureʧ

Supervision
Children˘must˘have˘direct˘and˘competent˘supervision˘at˘all˘timesʧ˘˘No˘person˘other
than˘the˘directorʨ˘head˘teacherʨ˘or˘teacher˘assistant˘may˘supervise˘a˘group
independentlyʨ˘even˘for˘a˘brief˘period˘of˘timeʧ˘˘No˘staƋ˘members˘under˘18˘years˘of˘ageʨ
without˘a˘completed˘Comprehensive˘Background˘Checkʨ˘or˘without˘a˘certificate˘of
completion˘for˘the˘NYS˘OCFS˘Health˘and˘Safety˘Training˘may˘be˘left˘alone˘with˘a˘group
of˘children˘at˘any˘timeʨ˘including˘in˘an˘emergencyʧ

Teachers˘of˘infants˘and˘toddlers˘must˘position˘themselves˘so˘someone˘can˘always˘see
and˘hear˘children˘at˘all˘timesʨ˘including˘napʧ˘Teachers˘of˘preschoolers˘must˘have
children˘in˘sight˘most˘of˘the˘timeʧ˘˘An˘exception˘would˘include˘when˘a˘child˘is˘using˘the
bathroomʨ˘howeverʨ˘the˘teacher˘must˘frequently˘check˘on˘the˘childʨ˘while˘out˘of˘direct
sightʧ

In˘the˘instance˘that˘a˘staƋ˘member˘is˘sickʨ˘on˘vacationʶ˘leaveʨ˘or˘is˘terminatedʨ˘a
substitute˘teacher˘will˘be˘called˘in˘for˘the˘dayʧ˘˘If˘a˘substitute˘teacher˘is˘not˘availableʨ
children˘who˘can˘participate˘in˘mixed˘age˘groups˘may˘be˘moved˘to˘a˘diƋerent
classroom˘for˘the˘dayʨ˘to˘ensure˘appropriate˘ratiosʨ˘group˘size˘and˘supervisionʧ

Toys/˘Personal˘Belongings
Students˘are˘prohibited˘from˘bringing˘in˘toys˘and˘personal˘belongings˘from˘home˘that
may˘interfere˘with˘learning˘activities˘and˘daily˘routinesʧ No˘electronic˘devices˘are
permitted,˘unless˘required˘for˘distance˘learning˘in˘the˘school˘age˘program. In˘the
instance˘that˘a˘child˘brings˘a˘laptop˘or˘tablet˘for˘online˘learningʨ˘the˘center˘will˘not˘be
held˘accountable˘for˘any˘damage˘that˘may˘be˘incurredʧ

Transitions
Groups˘may˘be˘combined˘at˘the˘very˘beginning˘and˘very˘end˘of˘the˘dayʨ˘in˘order˘to
maintain˘proper˘staƋ˘to˘child˘ratiosʨ˘or˘if˘there˘are˘unanticipated˘staƋ˘absencesʧ
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In˘emergency˘casesʨ˘where˘a˘staƋ˘member˘calls˘outʨ˘all˘attempts˘are˘made˘to˘use
another˘staƋ˘member˘who˘regularly˘works˘with˘that˘groupʧ˘˘The˘center˘aims˘to˘always
move˘a˘teacher˘to˘satisfy˘ratios˘before˘moving˘a˘childʧ˘˘If˘a˘teacher˘is˘leaving˘the
programʨ˘whenever˘possibleʨ˘families˘will˘be˘given˘at˘least˘a˘two˘week˘notice˘to˘prepare
for˘this˘changeʧ

Infants˘transition˘to˘the˘Toddler˘program˘right˘around˘18˘monthsʧ˘Toddlers˘transition˘to
the˘Preschool˘program˘between˘2˘years˘ʖ˘months˘and˘3˘years˘3˘monthsʨ˘based˘on
availability˘in˘the˘next˘age˘group˘and˘the˘childˌs˘readinessʧ˘˘Preschoolers˘transition˘to
the˘PreK˘programʨ˘based˘on˘availability˘in˘the˘next˘age˘group˘and˘the˘childˌs˘readinessʧ
Children˘will˘start˘by˘spending˘a˘few˘hours˘in˘the˘new˘classroom˘ʹat˘a˘time˘convenient
for˘both˘groupsʺʨ˘and˘by˘the˘end˘of˘the˘monthʪ˘they˘should˘have˘spent˘a˘minimum˘of˘2
full˘days˘in˘the˘classroomʧ˘˘Teachers˘in˘both˘the˘existing˘classroom˘and˘the˘new
classroom˘should˘take˘into˘consideration˘the˘individual˘needs˘of˘the˘childʨ˘as˘some
children˘may˘need˘more˘time˘to˘adjust˘than˘othersʧ˘˘Transition˘days˘should˘occur˘when
the˘regular˘teachers˘are˘present˘in˘the˘new˘classroomʨ˘and˘as˘space˘allowsʧ˘˘This˘will
ensure˘a˘smoother˘transition˘for˘childrenʨ˘familiesʨ˘and˘staƋʧ

Transitions˘are˘at˘the˘discretion˘of˘administration˘based˘on˘a˘childˌs˘readiness˘and
program˘needsʧ

Transportation˘̜˘OƋ˘Site˘Activities
As˘allowedʨ˘class˘trips˘will˘be˘scheduled˘throughout˘the˘year˘for˘children˘age˘4˘and
olderʧ˘˘There˘will˘be˘an˘activity˘fee˘for˘transportation˘and˘the˘actual˘tripʧ˘˘Permission
slips˘must˘also˘be˘signed˘and˘where˘parent˘chaperones˘attendʨ˘siblings˘are˘not
permitted˘on˘any˘of˘the˘class˘tripsʧ˘˘Parent˘chaperones˘are˘responsible˘for˘their˘own
transportationʧ˘All˘children˘will˘be˘secured˘in˘safety˘seatsʨ˘or˘with˘safety˘beltsʨ˘as
appropriate˘for˘the˘age˘of˘the˘child˘in˘accordance˘with˘the˘requirements˘of˘the˘Vehicle
and˘Traƌc˘Lawʧ˘˘Children˘will˘board˘and˘leave˘the˘bus˘on˘the˘curb˘side˘of˘the˘street˘or
sidewalkʧ˘Teachers˘will˘sit˘spread˘out˘on˘the˘bus˘to˘maintain˘supervision˘at˘all˘timesʧ˘˘A
child˘will˘never˘be˘left˘unattended˘on˘the˘busʧ˘Ratios˘set˘forth˘by˘NYS˘OCFS˘will˘be
followed˘on˘all˘oƋ˘site˘trips˘and˘the˘director˘and˘teaching˘staƋ˘will˘determine˘if˘there˘is
a˘need˘for˘additional˘supervision˘based˘on˘the˘nature˘of˘the˘tripʧ˘˘Parent˘chaperones
will˘not˘replace˘teacher˘supervision˘and˘will˘not˘count˘in˘the˘teacher˘to˘child˘ratioʧ

For˘every˘oƋ˘site˘activityʨ˘there˘will˘be˘AT˘LEAST˘one˘teacher˘attending˘who˘has˘current
CPRʶ˘First˘Aid˘certificationʧ˘˘First˘aid˘bags˘and˘a˘working˘cell˘phone˘will˘be˘brought˘on
all˘tripsʨ˘as˘well˘as˘emergency˘contact˘information˘for˘each˘child˘and˘the˘daily
attendance˘sheetʧ

Tuition˘Assistance
Parents˘who˘receive˘financial˘assistance˘through˘the˘Child˘Care˘Aware˘active˘duty
military˘program˘must˘pay˘their˘parent˘fees˘on˘the˘first˘of˘every˘monthʧ˘˘All˘annual
registration˘fees˘are˘also˘the˘responsibility˘of˘the˘parentʧ˘˘Child˘Care˘Aware˘may
reimburse˘these˘feesʧ Families˘are˘responsible˘for submitting˘their˘monthly˘attendance
sheets˘to˘Child˘Care˘Aware.˘˘Failure˘to˘do˘so˘will˘result˘in˘the˘families˘taking˘on
responsibility˘for˘any˘months˘not˘covered.
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Updating˘Files
It˘is˘the˘parentˌs˘responsibility˘to˘update˘their˘childˌs˘file˘with˘new˘telephone˘numbersʨ
addressesʨ˘emergency˘contactsʨ˘or˘insurance˘changes˘as˘necessaryʧ˘˘The˘center˘is˘not
responsible˘for˘outdated˘information˘in˘the˘event˘of˘an˘emergencyʧ˘˘Parents˘will˘be
required˘to˘update˘files˘annuallyʨ˘if˘not˘sooner˘due˘to˘changesʨ˘after˘once˘again
reviewing˘the˘schoolˌs˘policiesʧ˘˘In˘the˘event˘that˘there˘is˘a˘change˘of˘circumstances˘in
marital˘status˘and˘a˘parent˘is˘requesting˘that˘another˘parent˘not˘have˘access˘to˘the
childʨ˘please˘note˘that˘without˘proper˘paperwork˘from˘authoritiesʨ˘we˘are˘not˘at˘liberty
to˘make˘this˘callʧ˘˘Should˘a˘dispute˘arise˘between˘parents˘on˘siteʨ˘the˘authorities˘will˘be
contacted˘to˘diƋuse˘the˘situation˘and˘make˘a˘determinationʧ

Volunteering˘̜˘Visiting:
All˘volunteers˘and˘visitors˘must˘have˘identification˘and˘be˘signed˘in˘by˘an˘administrator
or˘staƋ˘memberʧ˘˘We˘oƋer˘many˘opportunities˘for˘parents˘to˘volunteer˘with˘school
events˘being˘heldʨ˘as˘well˘as˘community˘events˘in˘which˘we˘participateʧ˘˘Parents˘will˘be
notified˘of˘these˘events˘through˘classroom˘newslettersʨ˘as˘well˘as˘notifications˘on
parent˘bulletin˘boardsʨ˘emailʨ˘andʶ˘or˘brightwheelʧ˘˘Tours˘will˘be˘permitted˘on˘an
appointment˘only˘basisʧ

Withdrawal:
Permanent˘˘Withdrawalʿ˘A˘twoʿweek˘written˘notice˘is˘required˘upon˘a˘˘child˘˘withdrawing
from˘the˘program˘or˘making˘permanent˘changes˘to˘their˘scheduleʧ˘˘If˘two˘weeks˘is˘not
givenʨ˘you˘will˘be˘charged˘for˘such˘time˘regardless˘˘of˘attendanceʧ˘˘Any˘family˘that
registers˘and˘then˘makes˘alternate˘arrangements˘and˘no˘longer˘needs˘childcare˘is
responsible˘for˘giving˘the˘center˘a˘twoʿweek˘notice˘period˘to˘their˘scheduled˘start˘date
or˘they˘will˘be˘billed˘for˘suchʧ Once˘paidʨ˘monthly tuition˘is˘nonʿrefundableʧ

Temporary˘Withdrawal˘from˘Pattycakeʿ˘Children˘who˘leave˘the˘program˘temporarily˘ʹdue
to˘maternity˘leaveʨ˘job˘lossʨ˘or˘other˘circumstancesʺ˘must˘give˘a˘two˘week˘notice˘of˘the
temporary˘withdrawal˘and˘will˘then˘be˘responsible˘to˘pay˘their˘tuition˘at˘a˘rate˘of˘50̒
until˘they˘returnʧ˘Should˘the˘family˘decide˘to˘permanently˘withdraw˘during˘this˘periodʨ˘a
two˘week˘notice˘will˘be˘requiredʨ˘with˘no˘credits˘awarded˘during˘the˘two˘weeksʧ
Temporary˘leaves˘cannot˘extend˘past˘8˘weeksʧ

Upon˘being˘hiredʨ˘employees˘agree˘to˘a˘nonʿcompete˘clauseʧ˘˘Thereforeʨ˘families˘who
withdrawal˘from˘our˘program˘are˘not˘to˘solicit˘childcare˘services˘from˘employees˘that
may˘directly˘or˘indirectly˘compete˘with˘the˘businessʧ
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2022ʿ2023˘Tuition˘Rates
RegiVWUaWiRQ Fee
7XUQHG LQ ZLWK LQLWLDO UHJLVWUDWLRQ IRUP DQG GXH DQQXDOO\ HYHU\ 6HSWHPEHU: $200

IQfaQW/ TRddOeU (AgeV 8 ZeeNV- 3 \eaUV)
FXOO Da\V                       MRQWhO\ Pa\PeQW RaWe
5 GD\V                                                          $1200

PUeVchRROeUV/ PUe-K (AgeV 3 \eaUV- 5 \eaUV)
7XLWLRQ UDWHV GURS IURP 7RGGOHU WR PUHVFKRRO, HIIHFWLYH WKH PRQWK WKDW WKH FKLOG WXUQV WKUHH.
FXOO Da\V                       MRQWhO\ Pa\PeQW RaWe
5 GD\V                                                          $1065

SchRRO Aged ChiOdUeQ (MRQWhO\)
AIWHU 6FKRRO 5 GD\V $371
BHIRUH 6FKRRO 5 GD\V $276
BHIRUH & AIWHU 6FKRRO 5 DD\V $631
E[WUD FXOO DD\ (GDLO\ UDWH) $45
E[WUD HDOI DD\ (GDLO\ UDWH) $30
DHOD\/ EDUO\ DLVPLVVDO $10/ KRXU*
*FRU DHOD\V DQG EDUO\ DLVPLVVDOV, WKH $10/ KRXU ZLOO EH DSSOLHG EDVHG RQ WKH KRXUV WKH EXV LV GHOD\HG LQ WKH
PRUQLQJ RU WKH KRXUV WKH EXV FRPHV HDUO\ LQ WKH DIWHUQRRQ- QRW EDVHG RQ ZKHQ WKH FKLOG LV GURSSHG RII RU SLFNHG
XS E\ WKH SDUHQW/ JXDUGLDQ.

UQiYeUVaO PUeK E[WeQded Da\ (MRQWhO\)
AIWHU 6FKRRO 5 GD\V $371
BHIRUH 6FKRRO 5 GD\V $276
BHIRUH & AIWHU 6FKRRO 5 DD\V $631
E[WUD FXOO DD\ (GDLO\ UDWH) $80 IRU GURS LQ/ $45 LI DOUHDG\ LQ EHIRUH DQG/ RU DIWHU VFKRRO FDUH
E[WUD HDOI DD\ (GDLO\ UDWH) $50/ $30 LI DOUHDG\ LQ EHIRUH DQG/ RU DIWHU VFKRRO FDUH

SchRRO Aged SXPPeU CaPS
TBD ASULO 2023

:H DUH SURXG WR ZRUN ZLWK CKLOG CDUH AZDUH RI APHULFD (IRUPHUO\ NQRZQ DV NACCRRA) LQ DQ HIIRUW WR RIIHU IHH
DVVLVWDQFH IRU AFWLYH DXW\ PLOLWDU\ IDPLOLHV. CKHFN ZLWK WKH SURJUDP DGPLQLVWUDWRU IRU WKH CCA PURJUDP ID
QXPEHU.
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Exclusion˘Criteria

A˘child˘will˘be˘excluded˘from˘care˘for˘the˘following˘reason(sʺ:

Temperature˘of˘100ʧ4
Diarrhea˘occurred˘2˘times˘ʹinconsistent˘with˘typical˘patternsʺ
Vomiting˘occurred˘1˘time
Undiagnosed˘rash
Eye˘discharge˘typical˘of˘Conjunctivitis
Cold˘like˘symptoms˘ʹiʧeʧ˘coughʨ˘sore˘throatʨ˘shortness˘of˘breathʺ
Lethargy˘̜˘body˘aches
Excessiveʨ˘out˘of˘the˘ordinary˘fussiness
COVID˘exposure˘or˘diagnosis

Your˘child˘may˘return˘to˘school˘whenʩ
ʰ˘˘˘˘˘˘˘Your˘child˘is˘symptom˘free˘for˘24˘hours˘without˘the˘use˘of˘medicationʧ
ʰ˘˘˘˘˘˘˘If˘your˘child˘is˘diagnosed˘with˘a˘communicable˘diseaseʨ˘a˘note˘from˘the
health˘care˘provider˘stating˘heʶ˘she˘is˘no˘longer˘contagious˘must˘be˘provided˘for
return˘to˘schoolʲ
ʰ˘˘˘˘˘˘˘For˘COVID˘quarantines˘and˘isolationsʨ˘the˘most˘current˘OC˘DOH˘guidance
will˘be˘followed˘for˘return˘to˘school˘protocol

ʲUpon˘determination˘by˘a˘health˘care˘provider˘that˘your˘child˘may˘have˘a
communicable˘diseaseʨ˘or˘should˘your˘child˘test˘positive˘for˘COVIDʿ1ʖʨ˘please˘contact
the˘center˘so˘that˘we˘may˘notify˘and˘educate˘other˘families˘in˘the˘classroom
immediatelyʧ
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Healthy˘Eating˘Guidelines
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Community˘Resources

Orange˘̜˘Ulster˘Counties

Emergencyʩ Poison˘Control˘1ʿ800ʿ336ʿ6ʖʖ7
Child˘Abuse˘1ʿ800ʿ342ʿ3720
ALL˘EMERGENCY˘SERVICES˘DIAL˘ˉʖ11ˊ

Active˘Duty˘Military˘Assistanceʩ˘˘Child˘˘Care˘Aware˘˘ʹ845ʺ7ʖ3ʿ0324

Pediatriciansʩ Childrenˌs˘Medical˘Group˘˘ʹ845ʺ452ʿ1700
Maria˘David˘˘ʹ845ʺ565ʿ5437
Wai˘Lau˘˘ʹ845ʺ565ʿ5880
Anna˘Piotrowski˘ʹ845ʺ562ʿ6670

Dental˘Servicesʩ˘˘˘˘Craft˘Smiles˘˘ʹ845ʺ476ʿ3777

Hospitals˘̜˘Health˘Servicesʩ Stʧ˘Lukesʿ˘Newburgh˘ʹ845ʺ561ʿ4400
Vassar˘Hospital˘˘˘˘˘˘˘˘ʹ845ʺ454ʿ8400
Medicare˘˘˘˘˘˘˘˘˘˘˘˘˘˘˘˘˘˘˘˘ʹ800ʺ633ʿ4227

Early˘Interventionʩ Dutchess˘County˘˘ʹ845ʺ486ʿ275ʖ
Orange˘County˘˘ʹ845ʺ568ʿ5248
Ulster˘County˘ʹ845ʺ334ʿ5251

Preschool˘Special˘Educationʩ Cornwall˘˘ʹ845ʺ534ʿ800ʖ
Newburgh˘˘ʹ845ʺ563ʿ8520
Marlboro˘˘ʹ845ʺ236ʿ810ʖ
Wallkill˘˘ʹ845ʺ8ʖ5ʿ7114
Washingtonville˘ʹ845ʺ4ʖ7ʿ 4000
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