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1 - INTRODUCTION

[bookmark: _Toc83988448]1.1-Welcome
Bright Minds Learning Academy LLC provides a comprehensive program for children which includes full educational, health, nutritional and social services. Exceptional children will be considered for enrollment. The center employs a director, certified teachers in Early Childhood Education, teacher assistants, and part-time aides in classrooms. 

Bright Minds Learning Academy LLC is licensed by the South Carolina State Department of Social Services. Adult to child ratio staffing exceeds licensing requirements. The center is licensed to provide care for 54 children, 6 weeks through 5 years of age. Breakfast, lunch, and snacks are served daily. These meals meet the USDA guidelines for children’s nutrition.

1.2-Arrival and Departure 
  
Bright Minds Learning Academy is open from 7am to 6pm. If you want your child to receive breakfast, he/she must be at the center no later than 8:30am. The latest drop off time is 9:00 am, unless the child has an excused note from a doctor's appointment, or the parent has notified the center of a family emergency. 

If your child is enrolled in the 4K First Steps Program the arrival time is 8:00am. The program runs from 8:00am – 4:00pm, unless you have been approved for the Plus Siblings Scholarship. 

All children are to be picked up by 6pm at the latest. If your child is picked up after 6pm a charge of $10.00 will be made and an additional $10.00 charge for every ten minutes after. Upon arrival and departure, children are checked in and out via Brightwheels. Once child has been registered into the classroom the teachers are provided a list of children that they are responsible for recording daily attendance. If anyone other than the parent will be picking up the child a picture ID or family code must be provided. 

[bookmark: _Toc83988451]2 – POLICIES 

[bookmark: _Toc83988452]2.1 – Confidentiality 

All records of children including name, address, and other information about the child or family will not be shared for any reason without prior written consent. In situations regarding behavioral problems and or Incident/Accident Reporting, names of the children involved will never be given to families. 

2.2- Illness/Medication Policy

For the welfare of your child and others in the school, all children who are sick must be kept home. Temperatures are checked daily at the front door before entrance into the school . A parent will be asked to come and get their child with symptoms of illness or fever occurring during the day. Parents are asked to notify the center when a child has been exposed to or has contracted a contagious disease. If the child’s temperature is above 99.3 degrees, parents are asked to pick up their child, this helps prevent the spread of any sickness the child may have. DHEC requires a child be fever-free for at least 24 hours without the help of medication before returning to school. When a child is well enough to participate in a normal school day, please send hat, coat, etc. as an aid to prevent future illness. 

All medication from home must be given by the parent at lunchtime or specified time, and cannot be brought to school by the child. Teachers cannot be responsible for these duties.


Hand washing is practiced several times daily including; after using the restroom, before eating meals and snacks, and after handling animals, etc. parents will be notified via Brightwheels, when children have been exposed to disease. Copies of immunization records or religious exemption are required. Staff are also required to obtain a TB test and health assessment before beginning of employment. 

An emergency care plan MUST be completed and kept in each child’s file at all times. 

2.3-Child Abuse and Neglect Policy

Childcare providers are mandated reporters and have the responsibility to protect those who cannot protect themselves. As a mandated reporter, caregiving staff are an important part of the system to protect children. The Child Abuse and Neglect Law: 

“Child Abuse Prevention and Treatment Act (CAPTA), originally enacted in 1974 (Public Law 93-247) and reauthorized in 2010, is the largest body of legislation with regard to the fair, ethical, and legal treatment of children and is intended to keep them free from all forms of abuse including physical, sexual, emotional, and psychological” 

2.4- Child Maltreatment Policy

Child maltreatment includes all types of abuse and neglect under the age of 18 by a parent, caregiver, or another person in custodial role. (e.g., clergy, coach, teacher) Counseling services are offered at the center through Winzai Amadi Counseling.  

2.5- Handling, Storage, and Disposal of Hazardous Materials Policy
Toxic substances such as cleaning products, disinfectant sprays, insecticides, are stored away from food and medication and are kept out of reach of children. 

2.6- Physical Activity Policy 
Outdoor play is incorporated into the daily schedule at least twice a day for a minimum of forty five minutes weather permitting, and is a requirement by the state. In the event we are unable to go outside due to inclement weather we provide active indoor play in the equivalent amount of outdoor time.  Teachers promote active play outside by encouraging children to be  physical active. In addition, it also promotes our belief in child-directed play. Bright Minds Learning Academy LLC promotes a safe, least restricted environment for infants and toddlers always. No Screen time is allowed for children two and under. In the event that screen time is used for preschool age children it will be part of lesson plan for no more than 10 Min.  Parents are provided with the recommendation that mirrors the center’s policy of no screen time, media viewing, or computer use for children under the age of two. Physical activity is never withheld or used as a source of punishment. Parents are encouraged to dress their child according to the weather, prohibiting open toed shoes. 

2.7- Internal and External Transitions Policy
Internal transitions happen once a year based on the child’s birthday and developmental level.   Children are transitioned in August at the beginning of the school year. When the child enters a new classroom the previous teacher and new teacher will work with the family to create individual transition plans. The families will also fill out a Get to know you questionnaire.  

2.7.A External transitions
Student onboarding Once an opening is available the parent and child will be invited in to tour the facility and meet the teacher and Director.
The family fills out an application including the all about me form and discuss any special needs that the child has.

2.7.B For 4K students going to 5K we have a spring graduation, spring parent teacher conference, and parents receive child portfolio. Parents participate in a kindergarten ready app. For all  outgoing students we keep lines of communication open to assist in a smooth transition. 

2.8 – Nutrition Policy
Bright Minds Learning Academy LLC ensures that children receive healthy and well-balanced meals that meet CACFP meal patterns. It is prohibited to use food as a reward/punishment and accommodations for individual allergies are acknowledged and listed in each classroom. The center accommodates special dietary needs based on physical, religious and cultural beliefs. Children have daily opportunities to learn about healthy eating during breakfast, lunch and snack. Teachers Model healthy eating in classroom at all times. Classroom discussions are held Daily during mealtimes to encourage healthy eating. The center continues to follow CACFP meal guidelines during holidays and celebrations. A sign-up list Is available for healthy options for Birthdays and Holiday celebrations.  We do not fundraise using food.  We also provide parent education on healthy eating.

2.9– Non-Discriminatory Policy
Bright Minds Learning Academy LLC seeks to have a diverse student body and has a non-discriminatory policy as to students. Equal educational opportunities are available for all children without regard to race, color, nationality or ethnic origin, religion, ancestry, gender, gender identity and expression, or sexual orientation, disability, or parent/provider beliefs or special need or any other consideration made unlawful.

2.9a – Inclusion Policy 
Educational programs are designed to meet the varying needs of all students. Initial Parent interview/ tour we make sure to discuss any needs that the child may have and complete all about me form. If any needs are identified we will meet with the teachers to make sure we can meet the needs of the student. Bright Minds Learning Academy LLC believes that children of all ability levels are entitled to the same opportunities for participation, acceptance, and belonging while in our care. We will make every reasonable accommodation to encourage full and active participation of all children in our program based on their individual capabilities and needs. We also offer specialized services to support all children, tailored to their individual needs. 

2.9b – Educational Support Policy 
Upon children receiving an Individual Education Program (IEP) / Individual Family Service Plan (IFSP) teachers, parents and support staff review goals to support a child’s individual learning. Bright Minds Learning Academy LLC provides families with referral information for children with social/emotional and/or behavioral/mental health concerns to the appropriate agency. We welcome therapists in our program.  Apon parent request staff will participate in IEP meetings and incorporate the child’s goals into the lesson plans.






3- ENROLLMENT

An application should be completed by the parent. If an opening is available, plans will be made to enroll the child immediately. If not, the application will be placed in the pending file and children will be enrolled as vacancies occur, based on the date of application. Priority in enrollment is given to staff and siblings of previously or enrolled children. Within 90 days of enrollment all children are assessed using the ASQ method. We screen the children for vision and hearing annually, If your enrollment falls after our screening please submit a form from your pediatrician that the screening was preformed by them.

3.1- Enrollment Fee

Upon acceptance of enrollment, a non-refundable deposit of $100 will be required. This deposit will be used for the registration fee. An annual registration fee of $50 is required for all children. This is a non-refundable and non-transferable fee. The fee is due Sept.1 each calendar year. 

3.2- Tuition Fees

Tuition for the child will be charged on a weekly basis, payable on each Friday and paid no later than Monday Morning by 7am for the upcoming week. All children must be paid in advance NO exceptions. If you get paid bi-weekly or monthly and wish to pay as you are paid, one week will need to be paid in advance. The computer will automatically add a late fee of $20.00 to any account that does not have a zero balance as of 6:30pm Tuesday. If your account is not paid by Monday for the previous week , you will be asked to make other arrangements for your child. A balance will not be carried over to the following week. All daycare is paid in full weekly on a cash or debit basis.  
  
	Program
	Price

	Infants ( 6wks – 1 year)
	$275

	1 year
	$275

	2 years
	$275

	3 & 4 years
	$255

	5 years
	255

	
	

	
	

	
	

	
	




3.3- Reduced Fees

Reduced fees are available for families with financial need. ABC voucher clients are accepted.

 NO ADJUSTMENTS OR REFUNDS WILL BE MADE FOR ANY REASON, INCLUDING SICKNESS, VACATIONS, OR DAYS THE CENTER IS CLOSED. 





3.4- Vacation

After a child is enrolled in our full-time program for one year, he/she will be eligible for one-week vacation from the center at no cost. Please notify us in advance when you are taking a vacation week and are eligible. 




3.6- Holidays

In accordance with other childcare centers, we give our workers paid holidays each year and we will be closed the following days: 
New Years’s Day
Martin Luther King Day
Spring Break
Good Friday
Memorial Day
July 4th
Labor Day
Thanksgiving (Wednesday, Thursday & Friday) 
Christmas Week


If a holiday falls on the weekend, we will observe a Friday or Monday. All other holidays our staff will be working. Since our expenses and salaries continue during these holidays, no credit will be given. Parents are responsible for paying for these holidays. Additional days may be added for Holidays or teacher workdays and proper notice will be given. Bright Minds Learning Academy may also follow Greenville County School Calendar for closer and inclement weather.

3.7- Tours

 Our tours are offered upon availability Monday through Thursday and last around 30 minutes. We schedule tours during active class hours to showcase interactions in class.  Parents can see the progress of the curriculum in each area and see the facilities as well. We will answer any questions that you may have. 

 

3.8 - Withdrawal/Termination 

If a parent wishes to withdraw his/her child, they should notify the Director as soon as possible. Parents MUST notify the director at least two (2) weeks prior to termination. Failure to do so will result in the assessment of an additional two (2) weeks fee from the date of actual notification. Parent who are under ABC voucher should also notify the Department of Social Services. 



Should the center wish to terminate services, the parent will be notified two (2) weeks in advance of the last day. The center is responsible for giving each parent a full explanation of the reasons for termination. Child care may be terminated by the center when a pattern of any, or combination of the following become excessive: 
· child absences
· late pick-ups
· a request for special needs that the center staff cannot meet
· failure to pay the required fee
· failure to comply with policy concerning behavior expectations
· being unreachable and out of touch by telephone. 
· Unable to meet parent’s expectations

3.9 - Yearly Tax Statements

Yearly statements of childcare expenses for tax purposes are available upon request and are available via the ProCare app. Weekly receipts are distributed after your account is credited. If you withdraw your child without proper notice or leave with a balance, you will NOT be provided this information at the end of the year. 

4- STAFFING RATIOS

Per DSS regulations, the staff child ratios indicate the maximum number of children permitted per caregiver. During nap times the ratios apply as long as at least one other staff person is readily available. 

	Child’s Age
	Class
	Napping

	Birth to 1 year
	1:5
	1:5

	1 to 2 years
	1:6
	1:6

	2 to 3 years
	1:8
	1:16

	3 to 4 years
	1:12
	1:24

	4 to 5 years
	1:17
	Four + 1:34

	5 to 6 years
	1:20
	Four + 1:34

	6 to 12 years
	1:23
	Four + 1:34






5- INFANT/TODDLERS 

Our program is designed to provide a safe, healthy, and comforting environment for our children. Our curriculum is child-centered; it encourages exploration and discovery. Our goal is to provide developmentally appropriate activities and experiences to stimulate social emotional, intellectual, and motor development.






5.1- Primary Caring 

Teachers are assigned to specific children in each room. Your child will build a special relationship with his/her teacher as she responds to your child’s individual schedule, temperament, and development.

5.2- Infant Supplies

Every child has an assigned space in the refrigerator for bottles and baby food.  Please discuss feeding schedules upon arrival with your child’s teacher. Bottles need to be prepared and baby food jars are to be sealed. There are assigned cubbies for personal belongings: 3 or 4 sets of clothing, bibs, blankets, and soft toys. Please label each personal item to avoid confusion. 
Diapers and wipes are stored on the diaper shelf. Your child will have his/her own diaper shelf. Please ask your child’s teacher about diaper supply each day and make sure your child has enough diapers. 

5.3- Toddler Supplies  

Every toddler has an assigned cubby for personal belongings: a small blanket and or soft toy for nap time and 2 or 3 sets of clothing. Please label each personal item. We have assigned a diaper and pull up storage shelf above our cubbies for toddlers that are not potty trained. Please check with your child’s teacher for about diaper supply each day and make sure your child has enough diapers. We will go outside everyday unless it is raining. Please dress your child for weather according to the season. 


5.4- Meal Times

Until infants are ready for table food, his/her primary caregiver will follow his/her schedule for feeding. After the infant starts table food, breakfast, lunch and three snacks will be served daily. Formulas and bottles need to come prepared and stored in the refrigerator upon arrival. It is the parents’ responsibility to clean and sanitize the bottles and nipples. Baby food jars must be sealed. The leftover food will be stored in the refrigerator for parents to take home. Food left at the center will be discarded at the end of the day. 






6- PARENT-STAFF COMMUNICATION

The center strives for open communication between parents and staff. Parents have unlimited access to their children during the hours the program is in operation. The teaching staff will be available to greet the child and parent upon arrival. We communicate serval ways with parents through Brightwheels, face to face morning greetings, newsletters and flyers and Parent communication board has important information located in lobby.   Every child in the center is registered in Brightwheels. The primary teacher in the room is responsible for communicating to the parents via Brightwheels. Daily information will be communicated to parents such as nap times, meal times and your child’s daily activities. Other information such as sign in/out times, billing information and your child’s profile are accessible through the application. We encourage parents to review the app daily hence this is where most communication will happen amongst parents and staff. 
Two parent conferences a year are planned by the staff. All screening results are shared with parents at  this time. Should a concern arise, we will help connect a family to Babynet or Child find or any additional counseling services, please see the list at the back of the handbook. Our Program collaborate with First Steps, Greenville county school, child find, babynet, SCIC. Additional conferences may be requested at any time by the parents or teachers. If a parent cannot come to the center during regular operation hours, a time can be arranged at the parent’s convenience. Bright Minds Learning Academy LLC provides print and verbal communication for dual language learners. 
If any family has any concerns or suggestions, there is a suggestion box  available at all times in the front entrance. The Director will evaluate the suggestion box weekly and address any concerns.   All suggestions will be placed under advisement to ensure the best outcome for all families and staff members. 
All Families have the opportunity to complete a annual program questionnaire to ensure the satisfaction of all families.  The Director and Teacher will evaluate the questionaries and address each individual family concerns/needs at parent teacher conferences where we will create a plan of improvement.

7- CURRICULUM

The curriculum of the center has been carefully planned in order to provide the best developmentally appropriate experience possible for your child. 

The center staff plans themes of study for each year. Each area of the curriculum adds to the total and balanced development of the child. Experiences and activities are carefully planned to enhance the physical, emotional, social, and intellectual development of the child. Activities and experiences are planned for the total group, small groups and individual children. The curriculum is flexible and child-centered and is part of the total school program. The center are planned themes for the exploration and investigation by the children in the classroom. These themes guide the teacher’s planning for classroom activities. 

Lesson plans for the week are posted on the bulletin board in the hallway or in the individual classrooms so that you can see specifically what activities are planned. The daily schedule is also posted in each classroom and in the front entrance of the center. 

To maintain our quality of care all staff members must complete 15 hours of continuous training.  A annual evaluation is preformed on every Staff members and will discuss continuance growth opportunities as well as goals for the upcoming year based upon evaluation.

















8- DISCIPLINE AND GUIDANCE

The goal of guidance is for the child to develop their own rules of behavior which are consistent with family and social expectations. Some controls and limits are necessary for children to learn to adjust to societal standard. Children feel more secure if they know what is expected of them. Each classroom contains a quiet space to teach children how to manage their emotions and behaviors and set and achieve goals. Teachers and staff are educated on the proper way to redirect students, implementing the use of conscience discipline and allowing students to use the designated quiet space as a calming mechanism. Through family engagement events, families are equipped and trained on the conscience discipline methods. 

The following preventative measures are taken to eliminate suspension and expulsion, with expulsion as a last resort. 
·  Partner with the parents to align our behavior expectations
· Meet with parents and teachers to develop strategies to support the student 
· Parent/Teacher conferences for progressional updates

Adults can help the child learn what acceptable behavior is by: 
a) Modeling acceptable behavior 
b) Reinforcing appropriate behavior through positive comments and nonverbal responses 
c) Avoiding negative comments or actions which might label or shame a child
d) Offering choices or alternative whenever possible and respecting these decisions 
e) Helping children understand natural consequences for their behavior
f) Designing an environment which inhibits undesirable behavior 
g) Establishment of home/ class schedules and routines where the child knows what is expected 

At those times when behavior is unacceptable, the adults may help by: 
a) Ignoring the undesirable behavior
b) Reinforcing the proper behavior 
c) Redirecting the behavior without calling attention to the negative behavior
(i.e. touch shoulder, stand close, model)
d)  We partner with SCIC and have coach in our facility monthly to help with challenging behaviors
e) At Bright Minds Learning Academy we do everything in our power to prevent removing a child from our program, In the rare event that a child need to be dismissed we work with the family to provide resources and help them find alternative placement.

CORPORAL PUNISHMENT IS NEVER USED BY ANY MEMBER OF BRIGHT MINDS LEARNING ACADEMY LLC

 






9- PROGRAMS/RESOURCES

No Judgment Zone (NJZ) 
No judgement zone is a teen and young parent mentoring program offered on site to assist young pregnant and parenting teens with life lessons, parenting and childcare. Please see Director for more information. 

	Agency/Organization
	Address
	Telephone
	Assistance provided

	 Bloom Behavior Therapy
	   205 Farrs Bridge Rd Greenville Sc 29617
	 864-383-0384
	 Parent child therapy

	Berea First Baptist Church
	529 Farr’s Bridge Road Greenville, SC 29611
	(864) 246-1921
	Food and Clothing

	South Carolina Department of Social Services
	352 Halton Rd. Greenville, SC 29607
	(864) 467-7700
	SNAP

	First Impressions of South Carolina
	15 Grand Ave
Greenville, SC 29607
	(864) 520-1500
	Transitional housing for single women (no children) 

	God’s Pantry
	1100 Log Shoals Rd.
Mauldin, SC 29662
	(864) 963-4441
	Food

	Greenville Baptist Association Crisis Centers: Westside 
	301 Woodside Avenue Greenville, SC 29611
	(864) 271-2781
	Food and Clothing

	Harvest Hope Food Bank
	2818 White Horse Rd. Greenville, SC 29611
	(864) 281- 3995
	Boxes of food to take home once/30 days: photo ID and children’s SS cards needed.

	Meals on Wheels
	15 Oregon Street Greenville, SC 29605
	(864) 233-6565
	Meals delivered to home bound persons

	Miracle Hill Ministries: Greenville Rescue Mission
	575 W. Washington St. Greenville, SC 29601
	(864) 242-6933
	Shelter and food for men only; a few apartments are available for families

	Greater Greenville mental Health
	124 Mallard St Greenville Sc 29601
	864-241-1040
	Mental Health counseling for family

	NAMI
	130 Industrial Dr Greenville Sc 29607
	864-331-3300
	Family Mental Counsel

	Safe Harbor
	429 N Main St Greenville Sc 29601
	800-291-2139
	Domestic abuse center

	AARP Foundation
	301 University Ridge, Ste. 550 Greenville, SC 29601
	(864) 467- 3325
	Generally, 20 hours/week paid job training to eligible citizens over the age of 55

	Alston Wilkes Society
	301 University Ridge, Suite 6500 Greenville, SC 29601
	(864) 282- 4528
	Case management, counseling and employment services to offenders, ex-offenders, homeless and family in crisis


	Center for Community Services
	1102 Howard Drive Simpsonville, SC 29681
	(864) 967-2022
	Adult literacy, health services, early childhood education, emergency assistance, employment assistance 

	Family Footprint 
	510 S. Main Street Mauldin, SC 29662
	(864) 962- 3460
	Training for parents, childcare while parents attend class, paid work experience, employment placement assistance. 
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