Grateful Hearts Childcare and Preschool

Hours: 									Monday through Friday
									6:30AM-5:30PM

Location:								3102 Prairie Road
									Madison, WI, 53719
									(608) 274-1675

Services: 								Ages 6 weeks through 5 years

Needed for 1st Day of Enrollment: 					Completed Forms:
									Enrollment Form
									Health History 
									Parent Agreement
									Child Intake Form (Under 2)

1st Day Checklist							Infants:
									Diapers
									3 bottles
									3 changes of clothing
									Diaper ointment
									Sunscreen
									Pacifiers (if your child takes one)
									
									Toddlers/Pre-School:
									Diapers
									Sleeping bag/pillowcase for storage
									2 changes of clothes
									Diaper Ointment
									Sunscreen
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Welcome

This Parent Handbook serves as a guide to Grateful Hearts Childcare and Preschool and will hopefully answer some of the questions that you might have.

Grateful Hearts Childcare and Preschool welcomes you with open arms. We look forward to serving you and your family through the journey of early-childhood. Always feel free to talk to us about any questions or concerns that you may have. We want the doors of communication to remain open! We strive to meet the needs of each and every child and their families.

History of Grateful Hearts

Grateful Hearts Childcare and Preschool opened its doors in September of 2007 and became licensed by the state of Wisconsin Department of Health and Family Services in November of 2007. Our original license was for 24 children, but a few years later was increased to a capacity of 50 children. 

Purpose Statement

Grateful Hearts Early Childcare & Preschool is committed to delivering high quality Christian care. We strive for staff, families and children to be safe, kind and helpful while providing support and opportunities to grow socially, emotionally, cognitively, physically, and spiritually. 

The Executive Director of Grateful Hearts Childcare and Preschool is Jessica Carlson. The Assistant Director of Grateful Hearts Childcare and Preschool is Melissa Luther.

A child will never be turned away due to race, sex, color, creed, national origin, handicap or ancestry.

Hours

Grateful Hearts Childcare and Preschool is open year-round, Monday through Friday. Our hours of operation are 6:30AM-5:30PM. We accept children 6 weeks through 5 years of age or until they go to Kindergarten. 

License Capabilities 

Grateful Hearts Childcare and Preschool is licensed by the State of Wisconsin Department of Health and Family Services. 

State License Capacity		50
State License Ages			6 weeks to 5 years (or until Kindergarten)
State License Hours			6:30AM-5:30PM
State License Months			January through December
State License Days			Monday through Friday

Our license and violations are posted in the entrance to the center. The licensing rules as well as our policies and procedures are available for parents to review and are also in the center entrance. You will find schedules, curriculum, weekly menus, and other notices posted in each classroom.

Registration Procedure

The first step to registration is a personal tour/interview. You are encouraged to bring your child along for the tour. It helps them to get a feel of the atmosphere and feel like they have a say in the decision. Your child can play, explore, meet the staff and talk to other children while we answer any questions that you may have.

When you decide to enroll your child, you will need to pay the registration fee of $50.00. This fee will hold the available spot. You will receive a packet of forms to be filled out and returned on your child’s first day.

On the first day, you will need to have the following forms completed:

-Enrollment Form
-Health History
-Parent Agreement
-Schedule Agreement
-Child Intake Form (for children under two years of age)
-The Parent Handbook Form which lets us know you have read and agree to our policies

You will have 30 days from the date of enrollment to complete the Immunization Record and Child Health Report. 

A non-refundable registration fee of $50.00 per child or $70.00 per family is required. This reserves the space available. Classes are filled on a first-come/first-serve basis with priority to families with children currently enrolled. The space can only be reserved after we have received your enrollment fee.

If family changes occur such as place of employment, new address or phone number, emergency contacts or persons authorized to pick up, please inform us immediately. It is very important to have current and up-to-date information.

New Family Orientation

On or preferably before your child’s first day, the director will host an informal orientation. The orientation will include answering questions about the paperwork, showing you and your child where their belongings may be placed, familiarizing everyone with the classroom, introducing you to staff and most importantly addressing any concerns that you may have.



Arrival and Departure

We ask that each family fill out a schedule agreement. The schedule agreement should reflect approximate drop-off times as well as departure times. Please keep this schedule as consistent as possible. This enables us to maintain adequate staffing during the early morning and late afternoon hours. If there is a need to change your child’s schedule whether for one day or permanently, please let your child’s teacher know. We understand there are circumstances that may alter your schedule.

Please specify clearly on the registration forms any persons authorized to pick up your child. Children will only be released to persons on that authorization list. In order to verify the identity of an authorized individual, photo identification will be required.

Parents are encouraged to communicate with their child’s teacher on a daily basis. Drop off and pick up times provide an opportunity to casually discuss your child’s day. If you would like to have a more detailed discussion, you may call your child’s teacher or request a parent/teacher conference. Parent/teacher conferences take place twice a year.

Parents will be charged $1.00 per minute for children picked up after 5:30 PM. If a parent is more than 30 minutes late and we have not received a phone call regarding the delay, Social Services will be called.

10 Hour Day Rule

Children should be in care for no longer than 10 hours per day. If children are in care for more than 10 hours, you will be charged $20.00 for that day in addition to your regular tuition.

What to Bring

Infant parents will provide diapers (disposable only), formula or breast milk, baby cereal, jar food, three bottles to be left at the center, three changes of clothes, sunscreen and diaper ointment. We will not use cloth diapers. Grateful Hearts provides one type of milk-based, iron fortified infant formula, infant rice cereal, and pureed fruits and vegetables. You may choose whether to use Grateful Hearts food or provide your own.

Parents of older children will need to provide diapers (disposable only) or Pull-Ups (until potty trained), sleeping bag with a pillow case for storage, two changes of clothes, diaper ointment and sunscreen. The center will provide breakfast, lunch and snack.

Please label everything that you bring to the center!





Clothing

Please dress your child appropriately for their day. Their clothing should be weather appropriate, washable, casual and most of all comfortable. Kids are going to get dirty and clothing may be ruined. We try to protect your child’s clothing when we have a messy meal or activity but we can’t always keep them clean. We are not responsible for any stained, torn, or lost clothing. To help prevent the loss or misplacement of clothes, be sure that everything is labeled. 

Fee Payment and Refund Policy

A one-time $50.00 non-refundable registration fee will be charged per child, or $70.00 per family. If for any reason your child does not attend for a period of three months or more, there will be a $25.00 re-enrollment fee.

Tuition is due every Monday. Payment should be based on your child’s normal week of attendance unless vacation time has been properly requested. Payments can be made every two weeks or once a month as long as the payment is always in advance of services received. Any other payment schedule must be pre-arranged with the director. 

If you arrive after 5:30PM and are charged the $1.00 a minute late fee, the fee will be added onto an account balance and a bill will be issued.

If taking an extended leave (summer, maternity, etc.), a fee of two week’s tuition will be required in order to hold your child’s spot. 

Tuition rates will be reviewed and possibly increased annually every September. This allows us to make improvements to the center as well as give our staff annual raises.

Checks should be made payable to Grateful Hearts Childcare and Preschool. There will be a $5.00 late fee charged for late payments. Families who are delinquent with their accounts as well as who are abusing the payment schedule will be asked to withdraw their child after one week of non-payment. Further action will be taken to collect payments due. There are no deductions for absences or holidays. 

Returned checks will not be tolerated. A returned check fee of $25.00 will be charged. If a check is returned more than once, money orders or cash will be the only accepted forms of payment from that time on. 

9:00 Policy

If your child has not arrived at the center by 9:00 AM and we have not heard from you, your child will be signed out for the day. Once your child is signed out, they will not be able to attend on that particular day. We will make attempts to contact you to be sure that everything is okay. 

If you know that your child will not be attending until after 9:00 AM, we ask that you notify us via phone call or let your child’s teacher know ahead of time. We ask that you keep us informed regarding your child’s schedule. 

Confidentiality

A child’s records are confidential. They are available to parents upon request. Persons having access to a child’s records will not disclose any information learned about the children or families. The files are kept in the director’s office and are in a locked cabinet. No information will be shared without written parental consent. The State of Wisconsin Department of Health and Services will periodically inspect files to make sure that they are complete. 

Visitation

Grateful Hearts has an open door policy to parents. Parents are welcome to visit at any time. We encourage parent involvement! Ways to get involved are limitless. You may come read a story, share a special talent, help with projects, bring a special snack, partake in special events, share a meal with your child or any other ideas that you might have.

Additionally, the director has an open door policy to her office. Families are encouraged to offer input on program policies and procedures. 

There are also opportunities to participate in the VASD Pre-K Parent Advisory Council. Every Fall, the director sends out a notice to families to sign up for this council. Please do! Every VASD Pre-K site is asked to have at least one representative. There is also a daycare committee that meets bi-annually. This committee consists of the director, church members and family members of children in the center. If you are interested, contact the director. 

If a non-custodial parent’s contact with their child is restricted or denied, a copy of the legal document must be provided for the child’s file. If we do not have this on file, that parent is still legally allowed to visit and/or pick up their child.

Education

Grateful Hearts Childcare and Preschool is a Christian child care center as well as a preschool. Our mission is to teach children about Christ and to have faith in God. We do this through bible stories, songs, prayer’s and through celebration of Christian holidays. We use every possible opportunity to teach Gods love. 

We implement a thematic, play-based curriculum using the Creative Curriculum as a foundation. Each teacher designs the curriculum for their classroom. It corresponds with weekly and monthly themes implemented throughout the center. These themes are age-appropriate and inspire songs, stories, activities, art projects, etc. Math, literacy and science are also incorporated into our lessons. 

Each child develops socially, emotionally, physically, cognitively and spiritually at their own pace and in their own way. We embrace their individuality and we adapt to each child’s individual learning style and developmental ability. Every classroom has at least one consistent teacher who leads the group every day. Most rooms have two consistent teachers. Forming a bond and a trusting relationship is crucial to a child’s success here.

Outdoor Play

Outdoor play is an important part of our day. We go outside once or twice a day, weather permitting. Please be sure your child is always dressed appropriately. In cool weather, make sure that your child has a hat, mittens and a warm coat. In snowy conditions, please make sure that your child has snow pants and boots as well. You may leave hats, mittens, snow pants and boots at the center. Be sure that everything is labeled!!

Examples of inclement weather that will prevent us from going outside are:

	-Temperature or wind chill of 20 degrees or below for children under two
	-Temperature or wind chill of 0 degrees or below for children over 2
	-Temperature or heat index over 90 degrees
	-Heavy rain
	-Stormy conditions including thunder and lighting 

Guidance

The rules at Grateful Hearts Childcare and Preschool are simply and clearly explained. Positive guidance is used throughout the center, regardless of age. The children will be taught to be respectful, to be safe and to be responsible. These three rules are known by staff as the overarching center expectations. They are posted in every classroom. We will remind children of the rules during daily activities and as situations arise. We strive to keep a consistent routine, a safe environment and careful supervision, all of which aide in the prevention of behavioral problems.

Redirection is our primary guidance technique. If a child does not respond to redirection, “time-outs” may be used to disconnect the child from the negative behavior. “Time-outs” may not exceed 5 minutes and they will not be used as a consequence for children under the age of three. Children under the age of three years will be directed to a quiet area of the room where they make take some time away from the situation.

Harsh, embarrassing, verbally abusive, physically harmful, or physically restrictive punishment will not be tolerated or used by our staff. Even at a parent’s request.

If serious behavioral problems arise, the staff, parents and the director will work together towards a solution. If a solution cannot be found and the behavior becomes dangerous or places excessive demands on the staff to the detriment of other children, discharge may be considered.

The Transition to a New Classroom

At Grateful Hearts, it is policy that each classroom has at least one consistent lead teacher who provides primary care for her/his group. Three months before children transition to a new classroom teachers will begin implementing age appropriate activities to prepare them.  At least two weeks before a child is going to move up to a new classroom, the current teacher(s) and the director will discuss the transition with the family. The child will then begin visiting the room he/she will be moving into during different daily activities. Typically the child begins by visiting during free play time, outside play and morning activities (group/story/circle, project, games). We will increase the time spent in the next classroom gradually to include breakfast, lunch, rest and snack time. This transition process typically lasts two weeks.

Infant and Toddler Rest Time 

Infants and toddlers will nap as needed. Children less than one year of age will nap in a crib or a play pen. The center will supply linens. Children over one year of age will use a sleeping bag, brought from home. Staff members will help each child rest comfortably whether they require being rocked, having their backs rubbed or by other comforting methods.

Pre-School Rest Time

Older toddlers and pre-school aged children have a scheduled rest time. Rest time begins at approximately 12:30 and goes until 2:30. Staff members will create a sleepy time environment by pulling the shades and playing restful music. A child who does not sleep after 30 minutes or awakens early may partake in quiet activities such as looking at books or playing with puzzles. Parents are required to supply a sleeping bag and pillow case (for storage) for nap time. Sleeping bags will be sent home weekly to be laundered or more often if necessary. 

Nutrition for Infant and Toddler Care

Children under the age of one year must be served formula or breast milk. Nursing mothers are welcome to come and nurse their infant or bring in properly stored breast milk for us to serve. Bottles or bags of breast milk should be clearly labeled with both the child’s name and the date the milk was expressed. 

Each child will have a basket labeled with his/her name. Formula and baby food may be stored in that basket. Baby food will be introduced per parent instruction.

Table foods will be introduced upon parent’s request. Weekly snack menus are posted in the infant room. Menus may be adjusted when food items are not appropriate for the chewing skills of infants and toddlers. Each child’s daily food intake will be recorded on their daily sheet and will be sent home with parents each day.

Grateful Hearts does supply an iron-fortified formula, infant cereal, and pureed baby food. When it is age appropriate, we will also supply breakfast, lunch and snack.
Nutrition for Pre-School

A nutritious breakfast, lunch and afternoon snack is served daily. Milk, fruit juices, whole grain breads and crackers will be consistently available.

Food Allergies

If your child has known food allergies, please inform the staff. If your child requires a special diet, you will be expected to provide the necessary foods.

All food allergies will be posted in the classroom and eating areas so that everyone is made aware. Parents will be asked to provide us with a written course of action in the event of accidental ingestion or contact with the food allergen. If accidental ingestion occurs, we will follow this course of action and contact the child’s parents immediately.

Peanut and Tree Nut FREE

As of January, 2018-Grateful Hearts is a completely peanut and tree nut FREE site due to a current child’s allergy. 

Special Treats

Parents are welcome to bring in a special treat for holidays, birthdays, special occasions or just because. If you would like to do so, please notify your child’s teacher and have the treat you would like to bring approved. Your welcome packet includes a list of approved peanut and tree nut free options. As a precaution, check ingredient labels before bringing your treat into the building. 

SIDS Prevention

All infants will be placed to sleep on their backs unless we have written permission from the child’s physician to place them in another sleeping position. All infant parents are given a Back to Sleep brochure at the time of enrollment. All staff will receive SID’s training at their initial staff orientation. 

To reduce the risk of SIDS, staff will do the following:

	-Soft objects will be removed from the crib.
	-Blankets will be tucked tightly around the child and kept away from his/her face.
	-Sheets will be tight fitting.
	-If a child falls asleep in a swing or car seat, they will be moved to their crib.

We feel that it is very important that infants spend some time on their tummies to encourage physical and cognitive development. All non-mobile infants will be given tummy time several times each day, while they are awake.

Illness Policy

If your child is showing symptoms of the following, he/she should not be brought to the center or will be sent home from the center:

-extremely sore throat
-swollen, watery, pink or goopy eyes
-a fever of 100 degrees or more in children over the age of 6 months
-a fever of 99.8 degrees or more in children under the age of 6 months
-lice
-extreme cough/respiratory distress
-skin rash
-diarrhea
-vomiting
-green discharge from the nose (this indicates infection)
-exhibits odd or out of character behavior and cannot participate in normal classroom activities

These symptoms may indicate a contagious condition and we require that you have your child stay home until they have been symptom free for 24 hours, without symptom relieving medication (such as ibuprofen or acetaminophen), or have been seen by a physician. A child must be monitored at home or other place of care for a minimum of 24 hours to ensure that the symptoms of illness are no longer present. Some symptoms of illness may be more prevalent at certain times of the day and this observation time allows the parent/caregiver a chance to observe the child throughout an entire day/night. 

It is not likely that your child will be symptom free at the time of pick-up; therefore, it is not likely that you should expect your child to return 24 hours after the time of pick-up. Please be responsible when following this policy, keeping its intentions in mind when deciding when your child is well enough to return to Grateful Hearts. We understand that having an ill child can cause stress to a family and cause a parent or family member to miss work. We believe that when all families comply with these policies, the chance of children contracting a communicable disease is decreased and will allow you to go to work and carry on with every day responsibilities as usual. Please help keep our center healthy by keeping your child home when do not feel well. It should also be considered that your child is more likely to recover quickly when they are allowed the quiet and rest that their bodies need and that is more likely found outside of the classroom. If your child will not be attending due to illness, please notify the center prior to 9:00. We appreciate your compliance with these policies and your effort in keeping Grateful Hearts a safe and healthy environment for all children, staff and families.

If your child should become ill during the course of the day, you will be notified and asked to make arrangements for your child to be picked up immediately. Children who are ill will be isolated from the other children and made to be as comfortable as possible until a parent or guardian arrives. 

Grateful Hearts policy in regards to a child’s temperature: It is to be taken under the arm and NO degree is added. 

We are not licensed to care for mildly ill children with symptoms.

A notice will be posted throughout the building if exposure to any infectious or communicable disease has occurred. Therefore we ask that you notify us within 24 hours if your child has contracted a contagious illness.

A child that has been ill with infectious hepatitis, infectious mononucleosis, or tuberculosis must have written doctor’s permission to return to the school.

A child who has head lice must be NIT-FREE before returning to school. Upon returning to the school, the child must be thoroughly checked for any remaining nits or lice by the director or a staff member. EVEN IF THE CHILD HAS BEEN TREATED, HE/SHE IS NOT ABLE TO RETURN TO SCHOOL UNTIL ALL NITS HAVE BEEN REMOVED.

All families are advised to make contingency plans for care of a sick child in advance of actual illness.

Medication

Prescriptive and non-prescriptive medication may be administered to your child while in our care, provided the following conditions are met:

	-A written authorization is properly filled out, signed and dated by the parent or guardian and is on file. (referred to as a medication form or med sheet)
	-Prescription medication is in its original container and labeled with your child’s name, dosage, directions for administering, date and doctors name. Dosage on the bottle and medication form must coincide
	-Non-prescriptive medication is labeled with your child’s name and the medication form must include dosage as well as directions for administering; including what time it is to be administered.

All administration of medication will be entered into a log book. The log book will include the date, child’s name, medication name, dosage, time administered and person whom administered it. The log book will be reviewed by the director, semi-annually. 

Injuries

No matter how safe the environment or how carefully the children are watched, it is likely that cuts, scrapes, bumps and bruises are going to occur. When cuts or scrapes occur, the wound will be washed with soap and warm running water. A bandage will be applied if needed. If a bump or bruise occur, an ice pack will be applied. A first aid kit is available in every classroom and there is one available in the kitchen. 

If the injury is causing some discomfort or may require some non-emergency medical treatment, parents will be notified via phone call. We will also call whenever there is an injury to the head. 

In the case of a more serious injury and medical treatment is required, teachers will take the necessary steps to calm and comfort the child until emergency arrives. All teachers are required to be CPR certified. Parents will be contacted immediately after 911 is called. 

Accident reports will be filled out any time that an injury occurs and given to a parent or guardian. Staff will document all injuries in an accident log book which will be reviewed by the director, semi-annually.

Vacation

Five vacation days will be granted per year, for each full-time child. Part-time children will receive vacation days based on their schedule. For example, if your child is enrolled 2 days per week, you will be granted 2 vacation days, per year. 

Your child must have been enrolled for at least 6 months and a one week written notice is required to use your vacation time. 

Holidays 

Holidays are family times. In order to allow our staff to be with their families, Grateful Hearts will be closed the following days:

	-The last day we are open in December is December 23rd. We re-open on January 2nd. (Christmas Eve, Christmas Day and New Year’s Day are paid holidays for staff and you are therefore responsible for tuition on those days)
	-Martin Luther King Jr. Day
	-Good Friday (we close at 3:00)
	-Memorial Day
	-Independence Day
	-Labor Day
	-Thanksgiving Day and the Friday after Thanksgiving (you are responsible for tuition on both days)
	

If a holiday falls on a Saturday (with the exception of Christmas Eve), we will be closed the Friday before. If a holiday falls on a Sunday, we will be closed the Monday after. This will not affect the tuition amount due. Paid holidays are one of the benefits our staff receives. 

Snow Days

[bookmark: _GoBack]If VERONA Public Schools are closed for inclement weather, we will be closed as well. Check local television or radio stations for closures. We also recommend that you go onto the Verona Area School District’s website and sign up for e-mail/text notifications of school closings. If a storm should develop during the day when children are already in our care, parents should try to pick up their children as quickly and as safely as possible. If you are unable to get to the center quickly, we ask that you give us a call to let us know exactly when to expect you. We want to ensure that parents, children and staff all make it home safely. This will not affect the tuition amount due. Paid snow days are one of the benefits that staff receive.

Facebook

All of the families at Grateful Hearts are invited to join our Facebook page. On the main page, we post announcements, reminders, requests and any additional information that may be of use to all families. In addition to the main page, each individual classroom has a private sub-group. Only accepted members can see what is posted in these groups. On this page, teachers post daily photos of the children during various parts of the day. In order for us to post photos of your child, we require a signed permission slip. This permission slip is included in the paperwork inside the welcome packet you receive upon enrollment. If you do not want us to post photos of your child, let us know upon enrollment. The teachers will add and remove you as your children move into new classrooms. When your child leaves a classroom, you will have two weeks to save any of the photos they would like before the teacher removes you from the group.  

Withdrawal or Discharge of Enrolled Children
If a parent decides to withdraw their child from our program, we require a two-week written notice. If withdrawal occurs without notice, the two-week tuition is still due.

The director may request the withdrawal of a child if they feel we are unable to meet the child’s needs. Other reasons for withdrawal include: 

	-Required records have not been submitted or maintained
	-Continued failure to follow center rules and policies as per the Parent’s Handbook
	-Parental abuse of policies or staff
	-Non-Payment of fees or tuition

If discharge is necessary, the director will notify parents both verbally and in writing. The amount of time the parents will have to find another suitable means of child care will be determined on a case by case basis. 

The director will transfer any child’s record to the new childcare setting at the family’s request and with the family’s written consent. 






Conclusion

We hope you deem this manual helpful in answering questions about our policies and procedures. If your questions were not answered or you need more information, don’t hesitate to give us a call. We welcome you with open arms and look forward to watching your family grow while providing the best possible care along the way.

*materials/resources provided in your native language upon request
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