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Mission Statement
“The mission of the St. Paul’s Child Care Ministry is to provide safe quality care for infants, toddlers, preschool and elementary age children. As a part of the curriculum, Bible stories, games, songs, and activities that show God’s love for all children will be used to teach Christian principles of life”.
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Welcome!
 
Welcome to St. Paul’s Child Care Ministry & County Line Pre-School!  
 
It is the philosophy of the preschool that early childhood should be a time of fun, warmth, security, exploration, and discovery.  Children are creative and receptive and our program strives to nurture these qualities in each child.
 
Our mission is to provide safe quality care for infants, toddlers, preschool, and elementary age children. As a part of the curriculum, Bible stories, games, songs, and activities that show God’s love for all children will be used to teach Christian principles of life”.
 
This handbook is being provided as a way to provide your family with information regarding our mission, guidelines, policies and procedures regarding the care of your child and responsibilities as parents with children enrolled at St. Paul’s.
 
Any changes (updates, additions or deletions) to this information will be given to you throughout the year to add to your copy.
 
Please read the information in this handbook.  Write in it, take notes—it is yours!  Please ask me any questions you may have regarding any of the information contained in it.
 
Once you have read it and asked any questions, please sign, date and return the signature page to me.  It will be placed in your child’s file.
 
I am very excited you have chosen us to be a part of your family and care for your child(ren) here at St. Paul’s Child Care Ministry and County Line Preschool!   
 
Sincerely,
 
 
Maggi Easterday
St. Paul’s Child Care Ministry & County Line Preschool Director
 

Contacting the Program 
 
St. Paul’s Child Care Ministry telephone number is 1-260-224-7111.  
The Director’s number is 1-765-833-2050
Our address is:  3995 N. 1000 W.
	 	  Andrews, IN 46702





Program Policies
Enrollment Policy
No child is denied entrance because of race, color, sex, handicap, national origin, or religion. All children ages 6 weeks to 12 years are eligible regardless of family income.
St. Paul’s Child Care Ministry provides full and part time care. Children must be in attendance a minimum of two days a week to keep their enrollment status. If your child will not be in attendance for more than two weeks you may choose to “Hold Your Spot” by paying a weekly fee of $75 per child or $100 per family. If you choose to not pay the holding fee you take the chance of the spot not being available when you are ready for your child to return. When openings are available we will be contacting families on the waiting list.
Required documentation for Enrollment: The following documents must be completed, signed, and on file prior to any child receiving care:
	~Client Application 					~Safe Sleep Procedures (infants)
	~Child Physical					~Up to Date Shot Record
	~Food Allergy Form					~Record of Medication Order  
	~Fire Safety Protection Notice			~Policy’s & Procedure Agreement 
	~Payment for Services Received			~Enrollment Fee Received
	~Emergency Transportation Permission Form	~Photo Release Form
	~Fee Contract

Discipline Policy
Discipline is about teaching and training in a loving and consistent manner.  Positive discipline enables children to behave in a controlled manner that is built on mutual respect.  The child care environment must be one in which all children feel safe and supported.
· The child care staff will use positive methods of discipline which encourage self-control, self-direction, self-confidence, and cooperation in your children.
· Staff will not be permitted to use corporal or physical punishment or any humiliating or frightening method to control the actions of any child or group of children.  
· Redirection is used to assist the child in making better behavior choices
· If this does not change the behavior, a child will be removed for a cool down period.
· If this fails to bring the desired change in behavior, the Director or her/his designee will intervene and parents will be notified either through written communication, a phone call or face-to-face.
· There may be an occasion when the Director decides that the child’s behavior warrants removal from the child care. The parent will be called and asked to come immediately to pick up the child. 
· If ongoing efforts between the family and St. Paul’s Child Care Ministry fail to secure a safe learning environment for all children, care for the child may be terminated.

Dismissal Policy
St. Paul’s Child Care Ministry reserves the right to withdraw a child or family from the Child Care if it is decided that the relationship between the child care, child, and parent or guardian is not mutually beneficial. In extreme situations, the immediate removal of the child or family from St. Paul’s Child Care Ministry may be necessary. Reasons may include:
A. Child or parent’s needs cannot be met by St. Paul’s Child Care Ministry.
B. Health and/or safety issues for the child or for the larger group of children or employees.
C. Physical or verbal abuse or intimidation of staff or children.
D. Child will not stay with their group or class when asked, so appropriate supervision can take place of all children.
E. Child appears to be a danger to himself/herself and/or, other children or staff, and the behavioral issues cannot be resolved. The following steps may be taken if situation allows:
a. 1st time:  parents will be notified in written form.
b. 2nd time:  child will be sent home and a meeting between their teacher, the Director and parents will be scheduled before the child can return.
c. 3rd time:  the child may be dismissed.
F. Nonpayment or habitual late payment of fees.
G. Habitual late pick-up.
H. Failure to comply with all policies and procedures.
I. If it seems to be in the best interest of the child or other children.
J. The child’s physical, mental or emotional needs cannot be met.
Written notice of failure to follow policies will be given to the family. If a family fails to follow the policies 3 times the family may be dismissed at the discretion of the director and the board. 
Physical Contact Policy
At St. Paul’s Child Care Ministry, we encourage a positive and loving environment.  We do not allow, including but not limited to, hitting, kicking, biting, etc., towards another child or staff member.  If any physical contact takes place the following steps will be taken.  In extreme situations, St. Paul’s Child Care Ministry reserves the right to dismiss a child immediately 
a. 1st time: parents will be notified in written form.
b. 2nd time: child will be sent home and a meeting between their teacher, the Director and parents will be scheduled before the child can return.
c. 3rd time: the child may be dismissed.





Safety Policy
· Safety: St. Paul’s Child Care Ministry prohibits smoking, use of alcohol, use or possession of firearms (unless required as a condition of employment), use or possession of illegal substances, and use or possession of unauthorized potentially toxic substances in the child care ministry and on the premises.
· Release of a child to an Intoxicated or impaired person: If an authorized individual who is intoxicated or impaired insists on removing a child from our care, we will immediately report the incident to the police. This includes the child’s own parents/guardians and any other adult authorized to remove the child from the center.
· Court Orders: We will comply with any court order that prevents a particular individual from having contact with a child. A copy of the court order must be kept on file at St. Paul’s Child Care Ministry.
· Drills:
· Fire drills will be held monthly and at varying times. A record of drills is kept in the office. 
· Tornado drills will be held during the tornado months.
· Lock-down drills will be held periodically. In the case of a Lock down situation, parents will be informed once authorities have given the all clear.
· In the event that it is not safe to stay on the premises, the children will be evacuated to Travis and Laura Penrod’s home (5875 N. 1000 W. Andrews, IN). Located two miles north of St. Paul’s Child Care Ministry. The Director and teachers will transport them via mini bus.  The Director will contact parents upon arrival.

Transportation Safety Policy
Our Child Care will provide transportation to field trips in a mini bus owned by St. Paul’s County Line Church.  We will only transport children if we have a permission slip signed by a parent or guardian on file.  Only qualified adults over the age of 21 with a valid driver’s license will transport children.  Drivers will follow all pertinent Indiana laws. Children will always be in proper seats and seat belts and at no time will a vehicle exceed the recommended capacity.  Children will not be left unattended.  Upon returning from each trip, the bus will be inspected to ensure that no children are still on board.
Abuse Policy
The State of Indiana requires that all members of Child Care institutions be on the lookout for, and report to the state, any and all cases of abuse to a child. St. Paul’s Child Care Ministry is therefore, required to report to the state or the Huntington County Welfare Department, or law enforcement agency, any suspected cases of child abuse and/or neglect.






Communication Policy
Parents should check for information and notes nightly on Brightwheel. All communication will take place on Brightwheel. Parents may message the teacher or administration only with any questions or concerns. 
We will inform you of any unusual events that have occurred concerning your child each evening. Please feel free to talk with the staff if you have any questions.
Parent/Staff conferences can be scheduled each spring or upon request. Do not feel this is the only time you should visit with your child’s caregiver. We want to exchange thoughts and information concerning your child whenever necessary. We also invite you to share your talents and time with us whenever you are able.
St. Paul’s Child Care Ministry has an open door policy. Please feel free to visit at any time. Please do keep in mind that children are resting from 12:30-2:30 pm.
Access to Child Care Ministry Files Policy
All files and records maintained by the St. Paul’s Child Care Ministry are confidential, with access only as stated in this policy.

Parents or legal guardians have the right to see the personal file maintained on their child or children at the Child Care Ministry. The Child Care Ministry will not release information without a written consent by the parent or legal guardian, except to persons or agencies with a legal right to know such information.

The St. Paul’s Child Care Ministry Director, Staff, and Board of Directors will have access to the Child Care files and records only when necessary for them to fulfill their individual job assignments and responsibilities. Other persons or agencies will have access to Child Care Ministry files and records only on a “need to know” basis for purposes essential to the operation of the Child Care Ministry.

If access to files is questionable, the Director or the Board of Directors will make the final determination as to which persons or agencies have a legitimate need for access to Child Care Ministry records and files.

ADMISSION/ENROLLMENT/TERMINATION POLICIES

Eligibility for Enrollment 
· No child is denied entrance because of race, color, sex, handicap, national origin, or religion. All children ages 6 weeks to 12 years are eligible regardless of family income.
· The parent is responsible for submitting all enrollment forms prior to the child’s attendance.
· St. Paul’s Child Care Ministry is committed to supporting all children and families but realizes there are children who may be better served through the support of other local agencies. Parents will be notified if concerns arise. 



Enrollment Forms
· Required documentation for Enrollment: The following documents must be completed, signed, and on file prior to any child receiving care:
	~Client Application 				~Safe Sleep Procedures (infants)
	~Child Physical				~Up to Date Shot Record
	~Food Allergy Form				~Record of Medication Order  
	~Fire Safety Protection Notice		~Policies and Procedures Agreement Signed 
	~Payment for Services Received		~Enrollment Fee Received
	~Photo Release Form				~Emergency Transportation Permission Form
Waiting List
· In cases when enrollment space is unavailable, children will be placed on a waiting list.
· Enrollment will then take place as space becomes available.  Priority will be given to families needing full-time child care and those with currently enrolled children.
· Age of child will also be considered in the infant and toddler rooms due to when a child needs to transition out of the room and current enrollment of next age group.
		
Registration Fee

· Upon registration the family must pay for the first week of care for each child registered along with a $75.00 registration fee.  This fee is non-refundable should the family decide to not attend.
· Any children enrolling in our County Line Pre-school program will have an annual enrollment fee. Beginner Pre-school of $50.00 and Pre-School of $75.00. This fee covers all supplies needed for the school year, it does not, however, include field trip expenses.

Termination of Care
St. Paul’s Child Care Ministry reserves the right to terminate child care for the following reasons (but not limited to):
· Failure to pay invoices as they are due
· Failure to complete required forms
· Lack of parental cooperation
· Physical or verbal abuse of any person or property
· Lack of compliance with handbook regulations
· False information given by parent either verbally or in writing
· Disciplinary reasons as outlined previously 
· Habitual late pick-up

St. Paul’s Child Care Ministry also understands that life circumstances may arise that would require families to remove a child from our care. In that instance, St. Paul’s requires the following:
· Two week, advance written notice stating when care will be ending
· Payment for the last two weeks of care
If the child is pulled without a two week notice, payment is to be made immediately for the final weeks. Any remaining vacations days do not apply to the two weeks notice.
OPERATIONAL POLICIES
Advisory Board
· St. Paul’s Child Care Ministry has a board made up of members from the St. Paul’s County Line Church congregation members along with the Child Care Ministry Director, Lead Teacher, and Pastor.
· The Board meets monthly to review the Director’s report, the financial report, enrollment information, and other information as presented by the Director.
· The Board assists the Director in areas of policy, budget preparation and management, staffing decisions, and other operations. 

Hours of Operation
· Hours Effective August 1, 2020- 7:00 a.m. to 5:30 p.m.
· St. Paul’s Child Care Ministry is open from 7:00 a.m. to 5:30 p.m. Monday through Friday. 
· Please note if your child will be arriving before contracted drop off time please let the Director know.
· Closing Dates: St. Paul’s Child Care Ministry will be CLOSED on the following days: Good Friday, Memorial Day, July 4th, Labor Day, Thanksgiving Day and the Friday following, the week of Christmas and New Year’s. At the discretion of the Board, the Child Care Ministry may close when there is insufficient enrollment, a church function (funeral), or to do extensive cleaning.
School Breaks
· Preschool and pre-k classes will not be in session over Fall Break, Christmas Break or Spring break based on the MSD school calendars.
· Preschool classes will be in session on e-learning days.
· The Child Care will still be open for regularly enrolled children during Fall and Spring Break.
· School-age care is offered during scheduled school breaks if there is enough staff. Parents must contact the director and ask if care is available.
· Care is not available for school cancelations. HCCSC must ask if care is available for 2 hour delays due to such a late pick up time. 

Food Policy
· Treats: Parents may send treats for special occasions, such as birthdays, holidays, etc. the treats must be purchased and not be homemade (State Regulations). Please let us know in advance that you will be bringing treats. 

Please DO NOT send breakfast, candy, or gum. (Candy may be sent only for parties when it has been asked to be donated.) 

· Special Diets-Food Allergies or Medical Reasons: Children requiring a special diet due to medical reasons or allergic reactions are required to have a doctor’s note stating allergy/medical condition and dietary instructions/substitutions to follow. Acceptable drink, snacks, and lunch to be substituted.

· Parent Snacks: Each family is to bring in a pre-packaged nonperishable snack on the 1st Monday of each month. A list of snack suggestions and the amount that is needed will be provided and available for sign-up.	


Resting Policy
· All toddler and pre-school children nap or rest on cots or cribs from 12:30-2:30pm. Children will be provided with a pillow and blanket that is sanitized daily and washed weekly (and as needed). No stuffed animals or blankets from home are allowed at rest time.
· You may bring a special security item for them to rest with, but it must stay at the Child Care. Please keep in mind it has to be laundered weekly.
· Children are not required to sleep during rest time but they are required to stay on their cot quietly to allow other children to rest.
Field Trip Guidelines & Policies
· Age Limit: Three year olds and under will not go on field trips. If your child is three years or younger and you would like for them to attend a field trip they must have a self-provided chaperone.
· Pre-School classes will take monthly trips to the Andrews Library at the Director and teachers discretion.
· Staff to child ratio must be maintained at the center and on the field trip. Volunteers will be used for the ratio difference.
· All field trips must be age appropriate to the children involved.
· There will be no traveling in bad weather. November through February. If there is a 2 hour delay for MSD or HCCSC the trip will be postponed to a later date or canceled.
· All cost for the trips will be the responsibility of the parent, including the transportation cost.
· Parents/guardians will be notified in writing of any scheduled filed trip. Parent/guardian must provide written permission prior to participation in a field trip.
· All children will be secured in proper safety restraints (5 point harnesses or seat belts). No child will be allowed to participate in a field trip without proper restraints.
· All children will be transported in St. Paul’s County Line Church’s mini bus.
· The driver of the bus must be a St. Paul’s Child Care employee over the age of 21 and have a valid Indiana driver’s license on file in the office.

Reporting Children’s Absences
· St. Paul’s Child Care staff plan the day based upon the number of children expected.  We ask that parents notify the Child Care as early as possible if their child is going to be absent, use a vacation day, late, or if they plan to pick up their child unusually early.
· Please inform the Child Care or the Director by 7:00 a.m. if you will be using a vacation day. 

Parent Employee Referral Policy
· If a family refers an employee to St. Paul’s and they are hired, at six months of employment the family will receive one week of free child care. With a max value of $140.





Arrivals and Departures    
· Arrival Time: All children must arrive by 9:30am unless having an appointment. The director must be notified of a late arrival by 8:00am and a doctor’s note must be provided. If the child/children has not arrived by 9:30 am, they will not be received for care and the daily fee will still apply.
· An adult, over the age of 18, must bring the child to the door to be received by staff, unless otherwise approved by the director. 
· Upon arrival please walk your child to the door and wait for a Child Care employee to open the door. The employee will receive your child, clock them in, help them put away their belonging, and escort them to their classroom. 
· Departure: The child will be helped to gather their belongings and will meet their parent inside the door. The staff member releasing the child to their parent will also clock the child out. 
· For your child’s protection, only persons authorized by the parent/guardian are permitted to take the child from the Child Care.
· Parents/guardians must list the names of anyone allowed to pick up the child as well as the names of anyone denied permission on the proper form at enrollment.
· Individuals listed in the child’s file may be asked for photo identification to confirm their identity. Under no circumstances will the child care allow a child to leave without these provisions.
· Please notify the Child Care if, due to some emergency, you are unable to pick up your child on time.
· Overtime charges of $2 per minute will apply after 5:30 p.m.
· In the event that a child has not been picked up by 6:00 p.m. and there has been no contact by the parent/guardian, the local Department of Child Services will be called.
Fee Payment Policy
St. Paul’s Child Care Ministry is a not-for-profit service organization. It is a business operation, which must operate according to recognized business principles in its employment of personnel and the keeping of accurate financial records. 
St. Paul’s Child Care Board is responsible for the general operation of the Child Care Ministry, including the employment of personnel, the setting of salary and wage levels, and for determining the daily fee schedule. The Board and Director are also responsible to see that the proper fees are received weekly from participating families in a regular and prompt manner.
· Weekly Payments: Payments are all paid one week in advance. Families are strongly encouraged to talk promptly with the Director of the Child Care Ministry when an alternate arrangement for paying fees is needed. Habitual late payments will be subject to dismissal at the Child Care Boards discretion. All invoices will be sent out using Brightwheel. 
· Registration Fee: A registration fee for each child must be received prior to attendance. Registration fees will be charged for pre-school and special programs. All registration fees are non-refundable.
· Forms of Payment: We accept personal checks, cash, and online payments. If paying in cash please place it in an envelope with the child’s name on the outside of the envelope and the days of services being paid. If paying with a personal check please write on the memo line the date of services being paid. (All payments should be for the following week.) Please give all cash/check payments to an employee to be placed in a secure location to be recorded. 
· Late Pick-Up Fee: Children that are left at the Child Care past 5:30 p.m. will be charged $2 per minute per child. All fees will be added to weekly fees.
· Returned Check Fee: The fee in the amount of $20.00 for a returned check will be assessed to the family’s account that the check was returned on.
· Discounts: Apply for families with more than one child. The youngest child will be charged the full rate and each additional child will receive a 10% discount.
· School Age Bus Services: Any child that will be getting on or off the Metro North/NHS or Andrews/HCCS bus must be enrolled with St. Paul’s Child Care Ministry and pay the weekly fee to use the services. 
· Emergency Day: Anyone under a Part Time Contract needing to add a 4th or 5th day you may do so if there is availability. Any school age kid that needs to attend for a canceled school day and is not under a contract, emergency rates apply. 
*Emergency Day- You MUST call before dropping child off to check availability!
· Contracts: Each family will be asked to sign either a Full Time or Part Time contract. Contracts will be signed twice a year. Contracts will run August 1st- May 31st and June 1st-July 31st. This will allow your family to still cut back over the summer if necessary. It will also still allow you to become inactive and choose to “Hold Your Spot”.
· Vacation Days:
· Each child will receive 10 vacation days to use August 1st thru May 31st. 5 vacation days June 1st thru July 31st. Vacation days may only be used when the child is not in attendance for any reason (illness, family vacation, etc.). 
· The Child Care will be closed two weeks at Christmas. Vacation time does not need to be used for these two weeks.
· If there is a funeral or the child care has to shut down due to illness or unforeseen circumstances vacation days do not have to be used and that day/days will be credited to your account. 
· Vacation days do not roll over from contract to contract. 
· Vacation days only need to be used if you fall below your contracted days.
· Parents MUST notify the director if using a vacation day. Families will not be asked if they want to use vacation days. Vacation days will not be back dated.
· If the August thru May contract has already begun and a new child is enrolled, vacation days will be pro-rated based off of when the child begins attendance. They will receive 1 day per month left of the contract. 
*Notification of a vacation day being used must be made by 7:00am of the day it is being used.
Fees

St. Paul’s Child Care Ministry and County Line Pre-School reserves the right to change the fee schedule at any time without notice. Effective June 1, 2024, the fees are as follows:

· Full-Time (4-5 days per week)
· Non Potty Trained: $185.00 per week
· Potty Trained: $170.00 per week
· Part-Time (2-3 days per week)
· Non Potty Trained: $144.00 per week
· Potty Trained: $134.00 per week

· Pre-School Only- 
· 1 day a week- $60 per month
· 2 days a week- $120 per month
· 4 days a week- $230 per month
· Before School- $30 per week 
· After School- $40 per week
· Emergency Day Rate- $45.00 per day
· Registration Fee- $75.00 per child (non-refundable)
· Pre-School Class Registration Fee- $75.00 per child (non-refundable)
· Beginner Pre-School Class Registration Fee- $50.00 per child (non-refundable)
· Hold Your Spot fee: applicable if not attending for more than two weeks. Weekly fee of $75 per child or $100 per family.
· Summer Program fee will be determined annually and will be due before the program begins. 
· Full rates will apply 50 weeks a year, unless there is an unforeseen closure. Families will not be charged for the two-week closure at Christmas.

EMERGENCY POLICIES
Bad Weather
· St. Paul’s Child Care will make every effort to be open in bad weather. We will close when Wabash or Huntington County declares a Level 2 Orange “Watch” or when it is otherwise deemed necessary. A decision to close is a difficult one to make and there are occasions when the Child Care will be open during a Level 2 Orange “Watch” if the Director feels the roads are safe enough for travel. The Director will contact each family via Brightwheel and inform them of the closure and request verification they have received the message. 
· Parents are asked to use their best judgment about picking up their child at times when we are already open. Our country roads can become impassable in a very short period of time with blowing snow. If we are advised to close, we will notify you via Brightwheel. 
· We DO NOT follow MSD or HCSC for closings or delays. If these are needed the Director will contact all families.
Loss of Electricity
There are state guidelines for the loss of utilities.
· If the facility loses electricity for longer than one hour the parents will be notified that they must come and pick up their child within one hour from notification.  If the electricity is not back on by the next day, the facility will remain closed. Being in the country we operate on a well and septic system. Therefore they both require electricity to operate.
· If the well or septic system is not working properly parents will be notified to pick their children up and the facility will remain closed until the utilities have been restored.





Relocation of Children in the Event of Building Emergency
· In the event of a major emergency, such as a fire, gas leak, or other events that would make the building unsafe, the children will be relocated to a safe facility using the church bus.
· The children will be transported to Travis and Laura Penrod’s home (5875 N. 1000 W. Andrews, IN). Located two miles north of the Child Care Ministry.
· Parents will be notified that they must pick their children up immediately from the Penrod residence.

MEDICAL POLICIES
Each child is required by law to have a physical completed within the past 12 months on file before admission. Children two years of age or younger will have an annual health examination.
Immunizations
· Every child must be current on immunizations with records provided prior to attendance.
· If your child receives new immunizations, please update the record on file in the office.
· Immunizations exemptions for personal reasons are not allowed by the state.  
· Immunizations exemptions for medical or religious reasons must have proper documentation on file to be approved by state consultant.
· It is the parent/guardian’s responsibility to provide documentation of future immunizations. The maintenance of these records is required by the State of Indiana. Failure to keep your child’s health records current will result in your child being refused admission to St. Paul’s Child Care until records are brought up to date.
Medication
· Medication can be administered at the Child Care provided a prescription is documented (pharmaceutical container or physician’s signed instructions).
· Over-the-counter, non-prescription medication CANNOT be given without a written physician’s order that is updated annually.
· A physician may write an order giving a blanket permission for the child to have any over-the-counter medication.
· Diaper cream is considered an over-the-counter medication.
· Medication: No medications (prescription or non-prescription) can be administered to a child without a Record of Medication Order filled out and signed by a physician. All medication that is accompanied by proper paperwork must be in the original container with the child’s name on it, current date, and the dosage to be given. The Record of Medication Order must be renewed every year for all children.
· Absolutely NO medicine is to be kept in a child’s bag in his or her cubby.
Accidents
· The staff member who has observed the accident will fill out the accident report on Brightwheel
· In non-life threatening instances, the Child Care staff will provide on-site first aid.
· If the child requires medical attention, the parent will be called, informed of the injury, and asked to pick up the child.
· If the injury requires immediate medical attention, 911 will be called.


Communicable Diseases
· Please do not send your child to the Child Care if he/she is ill.  If your child is too ill to go outside, they are too ill to attend.  You will be called to remove your child from Child Care if any of the following symptoms exist:
1.	Vomiting
2.	Severe coughing
3.	Temp of 100 or higher
4.	Diarrhea (3 or more in 1 hour)
5.	Suspicious rash 
6.	Difficult or rapid breathing
7.	Lice (may only return when deemed “nit free”)
8.	Red, encrusted, or draining eyes
9.   Lethargic behavior 
· Parents are expected to have the child picked up within 60 minutes of being notified that the child is ill in order to minimize the spread of illness. If an ill child is not picked up within the 60 minute time frame the family may be charged $2 per minute past the 60 minutes at the directors discretion. 
· Children must be free of symptoms and free of fever reducing medication for 24 hours before returning.
· Please do not give your child medication and send them to the Child Care if they have been ill through the night.  
· Parents should have a backup plan of care established in the event that a child is sent home from the Child Care with an illness.
· In the event that a staff member has a communicable illness, parents will be notified.  A substitute caregiver will be assigned in his/her place as needed.
· No child will be admitted to the Child Care Ministry with indications of illness, temperature, or rash. Parents are asked to use their best judgment when their child has signs of contagious ailment such as flu, pink eye, acute colds, unusual rashes, etc. 
· Parents must provide emergency information including doctor name and phone number as well as additional contacts if the parents can’t be reached.

PARENTAL RESPONSIBILITIES
Cubbies
· Each child/family will be provided a cubby to place coats, extra clothes, and back packs in.  
· Please check these DAILY. They will contain papers and projects your child has completed as well as communications from the staff of the Child Care.


Files
· Keep all information (addresses, phone numbers, work phone numbers, immunizations, emergency phone numbers, etc.) current.
· If information is requested for the child’s file, and is not received, care may be discontinued.


Personal Item’s
· Clothing: All Infants and Toddlers must have a minimum of 3 changes of clothes. All 2-3 year olds must have a minimum of 2 changes of clothes. All 4 year olds and older must have a minimum of 1 change of clothes. (Per CDC guidelines a child’s clothes will be changed when the clothes have any kind of bodily fluid on them.) Changes of clothes will be labeled and kept in your child’s cubby. When additional clothes are needed parents will be notified. 
· Cell Phones: Out of respect to your child/children, staff, and other families, all cell phone conversations must be completed before entering the building.
· Contact Changes: Parent’s must notify the Director immediately when a change of address, phone number, or place of employment changes.
· Pictures: Pictures will be taken and displayed periodically of all children. Pictures will be posted on your child’s Brightwheel feed. Written consent for pictures to be displayed must be returned before pictures can be displayed.			
Clothing	
· Dress your child in clothing that is comfortable for a variety of active, and sometimes messy, activities.
· Each child should be able to handle fastenings with a minimum of help.
· If you have a younger child and a toileting accident is possible, please provide a complete set of clothing that is appropriate for the weather. (Including shoes)
· Mark your child’s name clearly on all articles of clothing.
· If your child is sent home in a change of clothes that belongs to the Child Care, please wash and return it the next day.
· Please dress your child in appropriate shoes. When playing outside they will be playing in a rock area causing rocks to get inside sandals very easily. Please keep in mind that young children struggle to keep flip flops on their feed and cause the child to possibly trip. Tennis shoes are best! 
· As the weather changes, be sure to send sweaters, jackets, coats, gloves, hats, etc. as warranted.
· Children will be expected to go outside to play (even if just for a short period of time) when the weather permits (Director’s discretion).  
· If your child is wearing a dress or skirt, please have them wear shorts or leggings under the dress.

Infant & Toddler Policies
· Supplies Needed: If the child is not toilet trained, you must provide a supply of disposable diapers and/or training pants, diaper wipes, and diaper cream. A new unopened package must be provided each time they are needed.
· Diapering: Diapers are changed at least every 2 hours and more frequently as needed. Daily records are recorded on Brightwheel and can be checked at any time. 
· Bottles: All bottles must be marked clearly with the child’s name, date, and time prepared, and the time the child is to be fed on the outside of each bottle. (State Regulations)
· Sippy Cups: Any cup containing liquid of any sort brought by the child must be marked with the child’s name, opening covered, and placed in the refrigerator. (State Regulations)
· Pacifier Straps: Pacifier straps can not be used. This is a Safe Sleep Practice and State Regulation. 


Toys & Electronic Devices
· The Child Care is well stocked with a variety of toys for the children to play with.  
· Personal toys are often the cause of bickering among children.
· No toys shall be brought to St. Paul’s Child Care Ministry from home with the exception of a toy brought for show and tell when asked for by the teacher.
· If your child brings a toy to Child Care they will be told to put it in their cubby until the end of the day.
· School issued iPads and computers Must be kept in the child’s backpack. 
· All devices are the responsibility of the child.  The Child Care is not liable for lost, stolen or broken items.
· The use of cell phones is prohibited due to children accessing inappropriate apps, taking photos and posting them of other children, and disruption of structured class times.  If your child has a cell phone, please let them know that it needs to remain in their school bag while at Child Care.

Lost and Found
· Items often get misplaced or put in the wrong cubby at Child Care.  Please put your child’s name on items that the child may remove (coats, sweatshirts, gloves, hats, etc.).
· The Child Care is not responsible for items that the child has misplaced.	

CHURCH INVOLVEMENT
On occasion you will receive the church information. This will keep you informed of the church’s activities.  Please accept our warm welcome to attend any service or program.  The church has a pastoral staff to serve you.   If you are not part of a church family, please consider making yourself a part of the family at St. Paul’s County Line Church. Programming is available for all ages.
Service times:
Sunday morning services 10:00 a.m.
Sunday School 9:00 a.m.

· As part of the St. Paul’s Child Care Ministry, Bible Time is conducted Monday thru Thursday during the pre-school year. Bible lessons will also take place in the summer.
· All children that have completed one year of pre-school will attend Vacation Bible School.
· St. Paul’s Child Care ministry will teach a family unit is a Mother and Father, based on biblical truths. 








Daily Routine
	7:00-8:30	Arrivals Begin: Play
Infants- Daily routines very and are filled out by each parent for their child’s needs
Toddlers- 9:30-10:00	Morning Snack
	   10:00-11:30	Inside/Outside play, story time, singing, craft, diaper changes and sign language.
	   11:30-12:30	Lunch Time and Clean-Up children
	   12:30-2:30	Nap Time, diaper changed when wake up
	   2:30-3:00	Afternoon Snack
	   3:00-5:30	Inside/Outside play, story time, singing, craft, signing, and diaper changes. 
Pre-school- when in session 
	8:30-9:00	Bible Time	
9:00-9:30	Morning Meeting
	9:30-10:00	Morning Snack
	10:00-11:30	Classroom Time & Activities
Children ages 2-5
	11:30-12:30	Lunch and clean up
	12:30-2:30	Story time and rest time/nap time
	2:30-3:00	Afternoon Snack
	3:00-5:30	Inside/Outside play, stations, crafts, games, coloring, story time, etc.
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