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1. Introduction

Welcome To Our Center

Conway Learning Center is dedicated to serve with excellence.  We are very excited to have you and your child join our CLC family.  Our preschool has been a part of the Conway community for over 30 years.  We are a ministry of Sanctuary Church Orlando, a non-profit organization that is committed to caring.  We look forward to building a partnership with you in your child’s early education.

Days & Hours of Operation

Conway Learning Center is open Monday through Friday from 6:30am to 6:00pm.  
  
Mission Statement

Our mission is to provide a safe, nurturing, Christian, educational environment where all children can learn, play and feel secure and at home.
 
Licensing Agencies

Conway Learning Center is licensed by the Church of God Association of Christian Schools and monitored by the Early Learning Coalition of Orange County.  

Philosophy and Goals

Conway Learning Center is a ministry of Sanctuary Church Orlando that stands on quality and professional services. We are honored to serve our children and families.  Our preschool provides a Christian environment that offers a safe, loving and nurturing atmosphere where all children can grow and learn equally.  This unique program is designed to teach children Christian values, facilitate positive developmentally appropriate experiences and build self-esteem.

Conway Learning Center’s goal is to provide our children the opportunity to grow spiritually, physically, cognitively, emotionally and socially through creative hands on learning activities. We recognize each child as an individual created by God with different learning abilities and styles and will adopt learning experiences as necessary. 

Explanation Of Handbook

The purpose of this handbook is to provide guidelines for the parents of Conway Learning Center.  Please read the handbook carefully and talk with your director if you have any questions or concerns.  This handbook supersedes all previous handbooks, policies and procedures which are in any way inconsistent with the contents of this handbook.  This handbook should not be considered as creating any kind of “contract”, since the school reserves the right to add, change or delete policies as it deems appropriate. 




2.  Enrollment

Enrollment Process

Prior to enrollment CLC requires all parents and perspective students to take a tour of the facility. This will enable both parties to have a clear vision of goals and expectations. All students are required to have an up to date state of  Florida Certificate of Immunization, current Physical and a copy of their Birth Certificate. A nonrefundable registration fee of $150.00 (Includes three (3) uniform polo shirts) must be paid prior to start date. Once registration is paid a spot can be held for a maximum of  2 weeks prior to start date.  Registration is required for each new school year.
Registration fee is not required for the 3 hour VPK ONLY students.

Required Forms

The following forms are required prior to the student being accepted into Conway Learning Center:

Enrollment Form					            Signed Food Program Form
Current Certificate of Immunization (Blue - DH 680)	Copy of the student’s Birth Certificate
Current Physical (Yellow – DH 3040)			DCF Influenza Virus Brochure

For VPK students, all of the above forms are required along with the VPK certificate of eligibility, which is obtained by registering online at https://vpkcp.floridaearlylearning.com.


Expulsion/Termination 

CLC makes every effort to provide an atmosphere that is conducive to learning; physically, emotionally, socially and spiritually.  Therefore, teachers use methods of discipline such as positive reinforcement and redirection.  When children receive consistent positive, nonviolent and understanding interactions from adults, they develop appropriate self-concepts, problem solving abilities and self discipline.  However, when redirection and positive reinforcement are not effective and the child’s behavior presents a continued risk to self/others and repeatedly interferes with other students preschool experience the plan of actions is as follows:
1st Occurrence – Written notification
2nd Occurrence – Child removed from classroom, parent meeting to strategize with teachers for future prevention
3rd Occurrence – Suspension and/or termination of services

Termination of enrollment will be deemed necessary if:
1. A child’s behavior/actions are disruptive or dangerous affecting others or themselves
2. The center is unable to meet the child’s needs
3. Rude or inappropriate conduct, behavior or attitude directed at the preschool staff or other children by a child or parent / guardian
4. The child is not in attendance for 5 consecutive days and contact is not made with the school.
5. Parents refuse to sign their children in/out daily
6. Tuition payments are in arrears




Non-Discrimination

Conway Learning Center admits students of any race, color, national, ethnic origin and religion to all the rights, privileges and activities made available to students of the school.  We do not discriminate on the basis of race, color, national, ethnic origin and religion in the administration of its education policies, admission policies, scholarships, athletics or any other school administered programs.

3.  Programs 

Conway Learning Center serves children ages birth to 5 years old.
.  
Please see your child’s teacher for a detailed schedule and more program info.

Curriculum

CLC uses the following curriculums: Highscope, Birth to 5 year standards and Teaching the VPK Standards.  Each part of the curriculum was carefully selected to meet the developmental needs of all our students.  An entry assessment is done on all students during the first two weeks of attendance.  This assessment guides us in putting together an individual plan to meet your child’s unique needs.  A child’s growth and development is viewed as a process, not an event.

VPK

(VPK) is a FREE educational program created to prepare every four-year-old in Florida for kindergarten and build the foundation for their educational success. The VPK program offers each child an opportunity to perform better in school and throughout life by offering quality programs that include developmentally appropriate curriculum with a focus on early literacy skills. Conway Learning Center offers manageable class sizes and quality teaching staff.  All eligible four-year-olds can participate in a VPK program.

VPK Vision - That Florida’s children are eager to learn and ready to succeed when they enter 			kindergarten.
VPK Mission - To ensure that all children are intellectually, emotionally, physically, and socially 		  ready to enter school and ready to learn, fully recognizing the crucial role of parents 		  as their child’s first teacher. 
Highlights of the VPK program:

	- High quality educational program with an early literacy focus.
	- FREE for all children four-years old on or before September 1 of the program year who 	 	  reside in Florida.
	- Our program prepares your child to be ready for kindergarten based on the VPK standards 	  adopted by the State Board Of Education.

Transitions

At Conway Learning Center, we understand that stability and routine is important for the development of your child.  Transition to the next class will depend on your child’s age, development level and if space is available.
Meals

Conway Learning Center is proud to be in partnership with the Child Care Food Program.  This program enables us to provide a well-balanced meal for all our children.  Our food program is inspected and evaluated by the state of Florida and has received excellent reports.  Our menu is state approved and is closely monitored by state officials.  Daily meals are prepared and served with perfection.  Our cooks are trained and certified in health and nutrition.
 
All meals are served between the following times:
	Breakfast      6:30am – 8:00am
	Lunch           10:45am - 12:30pm (Check your child’s classroom schedule for specific times.)
	PM Snack     2:00pm – 2:30pm

The daily menu is posted in the cafeteria and front entrance.

If you choose to send lunch for your child, please make sure it is ready to serve meals.  Due to a busy lunch schedule teachers are unable to warm lunch for your child.  All lunches must meet the food guide requirements for young children. Also we are a Peanut Free Establishment.

Children with Allergies

If your child has a food allergy, a doctor’s note is required by the Child Care Food Program to be in the child’s file.  

Chapel

All K-3, K-4 and VPK classes have Chapel (Children’s Church) every Wednesday in the Sanctuary.  In the weekly Chapel services the children learn Bible stories and sing songs.  We do not teach any doctrine.

Extracurricular Activities

There are a variety of extra programs available for your child while here at Conway Learning Center, for an additional charge. These programs vary year to year.  Check with your child’s teacher for an update of programs offered.

Nap Time

Nap time is given to K1 – K3 between the hours of 11:30 – 2:00. During this time children are encouraged to have a quite time.  Some do fall asleep while others who choose not to nap have quiet activities. Relaxing music is made available for a soothing environment. Each child needs to bring a blanket and a fitted crib sheet that will fit onto our cots.  These personal items must be taken home each Friday for cleaning. (It’s the parent’s responsibility to make sure clean bedding is brought into the center on Monday mornings.)


Toilet Training

Potty training takes place in our two-year old room. Teachers work with children on an individual basis with the cooperation of home and school to get our students fully potty trained.  All students moving to the three-year old room must be fully potty trained.

4.  Policies & Procedures

Dress Code

CLC is a uniformed school and children are required to be dressed in uniform every day except when noted.  Our uniform is the red logo polo shirt and navy blue or khaki bottoms.  All children must wear sneakers/running shoes that are closed-toe to help avoid accidents.

Hand Washing Policy

The state governing agencies require all children’s hands to be washed upon entering the classroom. Please help us to ensure the health of all the children in the facility by following this policy. 

Health Policy

65C-22.004 Health Related Requirements.
(1) Communicable Disease Control
  	(a) Children in care shall be observed on a daily basis for signs of communicable disease.  Any child, child care personnel or other person in the child care facility suspected of having a communicable disease shall be removed from the facility or placed in an isolation area until removed.  Such person may not return without medical authorization, or until the signs and symptoms of the disease are no longer present.  With a child, the condition shall be reported to the custodial parent or legal guardian.  Signs and symptoms of a suspected communicable disease include the following:
	  1.  Severe coughing, causing the child to become red or blue in the face or make a whooping 	       sound
	  2.  Difficult or rapid breathing
	  3.  Stiff neck
	  4.  Diarrhea (more than one abnormally loose stool within a 24 hour period)
	  5.  Temperature of 101 degrees Fahrenheit or higher 
	  6.  Conjunctivitis (pink eye)
	  7.  Exposed, open skin lesions
	  8.  Unusually dark urine and/or gray or white stool
	  9.  Yellowish skin or eyes
	10.  Any other unusual sign or symptom of illness
	(b) A child who has head lice shall not be permitted to return until treatment has occurred.  Verification of treatment may include a product box, box top, empty bottle, or signed statement by a parent that treatment has occurred.
In following DCF Rules and Regulations, a child who has had a fever may not return to school unless they have been fever free for 24 hours without the aid of a fever reducing medicine.  

Dispensing of Medication

For the safety of all students, CLC only dispenses rescue medication with a prescription.  Medication package must have a label with the child’s name, Doctor’s name and the dosage amount.  Medication forms are in the front office and must be filled out in order for CLC staff to dispense the medication.  All medicine will be kept in the front office.  CLC WILL NOT DISPENSE FEVER REDUCING MEDICINE AT ANY TIME. 



When should my child stay home from childcare? (DCF POLICY)

A person may be contagious and able to infect other children 1 day before showing symptoms and up to 5 days after getting sick. This time frame could be longer in children and in people who don’t fight disease well (people with weakened immune systems). When sick, your child should stay at home to rest and to avoid passing flu and other illnesses to other children. Children should not return to child care or group settings until his or her temperature has been normal and has been sign and symptom free for a period of 24 hours without the aid of fever reducing medicine. 
Pain medication will not be given for fevers. If your child has a fever they should be kept at home for a period of 24 hours or until symptom free. Parents will be asked to pick up their child if he or she is tested for a fever of 101 degrees or higher. 

Discipline Policy
Discipline must be:
	(1) Individualized and consistent for each child
	(2) Appropriate to the child’s level of development
	(3) Directed toward teaching the child acceptable, age appropriate behavior and self-control
A caregiver may only use positive methods of discipline and guidance that encourage 
Self-esteem, self-control, and self-direction, which include the following:
	(1) Using praise and encouragement of good behavior instead of focusing only upon
	      unacceptable behavior
	(2) Reminding a child of behavior expectations by using clear, positive statements
	(3) Using positive redirection if the child is hurting themselves or others.
There must be no harsh, cruel, or unusual treatment of any child.  The following types of discipline are prohibited:
	(1) Corporal punishment or threats of corporal punishment
	(2) Punishment associated with food, naps, or toilet training
	(3) Pinching, shaking, or biting a child
	(4) Hitting a child with a hand or instrument
	(5) Putting anything in or on a child’s mouth
	(6) Humiliating, ridiculing, rejecting, or yelling at a child
	(7) Subjecting a child to harsh, abusive, or profane language
	(8) Placing a child in a locked or dark room, bathroom, or closet with the door closed
Any employee found doing any of these actions will be written up and possibly dismissed.

Attendance Policies

1.  Drop-off/Pick-up
	-  All children are required to arrive at school no later than 9:00am.
	-  VPK only pick up time is 12:05pm .  Late pick-up fees are applied after the child’s
	   scheduled pick up time.  All late pick up fees must be paid in full upon picking up your child.
 2.  Attendance  
-  3 excused days per month
	-  3-5 days you need a written excuse
	-  5 days or more you need a doctor’s note 

If your child is going to be absent, you must notify us; if your child is ill, you must notify us as to the nature of the illness, particularly if it is contagious.  No allowances, credits, refunds, or make-up days shall be made for occasional absences.  Weekly tuition must still be paid in full.

 5.  Employees & Center

Conway Learning Center teaching staff is here to serve our families through 
respect, professionalism, partnership, prayers and with the love of God. 
Our goal is to meet the needs of our students and families.

Credentials & Training

All Conway Learning Center staff is trained in the following areas:
	Child Development Associate                  	First-aid and CPR
	45 hour state training				30 Hours in-service training annually

A criminal records check is done by the director prior to employment and updated regularly according to the Local and Federal requirements.
                                                 Drug-Free Center


Conway Learning Center is a drug-free environment.  All of our staff is randomly tested.  Please refrain from any drug use while on our property.

                                                     Security

The following security measures are in place to ensure your child’s safety:
 	 Cameras that monitor and record the perimeter of the building
	 Fenced in property
 	 Front doors kept locked at all times
	 Persons picking up your child must show identification (must be 18 years or older) 
 	 Direct supervision at all times
	 Front door is monitored by office staff at all times
 



Child Abuse Reporting

As educational professionals, the staff has a responsibility to provide the children they teach with the opportunity to obtain the best education possible.  However, their responsibility does not end there.  They also have a legal responsibility to protect the children they educate from child abuse, neglect, and abandonment.  All child care personnel are mandated reporters.  Unfortunately, child abuse, neglect and abandonment happen all too frequently in today’s society.  

Florida Statutes require that all school personnel report situations involving potential child abuse, neglect or abandonment.  Employees are not required to get permission from the director before making a report.




6.  Classroom Policies

Attendance Records

It is important to check your child in and out daily.  In case of an emergency, the sign-in and out record is what teachers use to keep track of which children are at the center. 

We are required to submit our sign-in and out sheets to the VPK and 4C offices each month.  Failure to sign your child in and out daily can result in disenrollment.

Student Information Card

Each student has classroom information sheet with your contact information and any health concerns.  In the event of an emergency in which we have to evacuate the building, the teachers will use the information to contact you.  This information will be kept confidential and will not be shared with anyone who is not an employee of Conway Learning Center. Please notify us in writing of any changes of address, phone number, medical info and pick up list to records@conwaylearningcenter.com 

Communication with Teachers

Daily Reports will be sent home for each child in the infant, K-1 & K-2 classrooms.  The reports focus on the positive attributes for each child.  The reports are also used to remind the parents of supplies needed and upcoming events.

Items From Home

Children are not allowed to bring toys from home. This creates many unnecessary behavior issues and most of all personal toys get broken and lost. Teachers have special show and tell events at which time children get the opportunity to bring their favorite pieces from home and share their story with the class. 
         
                                                         Birthdays


When it is your child’s birthday, you are more than welcome to bring in treats for their class.  Due to health and safety reasons homemade goodies are not allowed to be served to the children. All items brought in for birthdays must be 100% store bought.  Please inform your child’s teacher as to what you will be bringing in and when.

   Fundraisers

Every fall, Conway Learning Center participates in the Classic Cookie Dough fundraiser.  Parents are encouraged to get involved and help raise money for their child’s classroom.  The profit for each classroom is based on 40% of the total class sales.  Every penny raised will go directly to the program.





7.  Parent Involvement

Classroom Visitors/Volunteering

The staff and management of CLC take very seriously the safety and security of each child.  Our teachers must provide direct supervision at all times.  Parent’s lengthy presence in the classroom not only becomes a safety issue; it also creates a distraction to teacher’s supervision.  We understand the importance of teacher/parent communication on a daily basis and encourage such.  However, please schedule an appointment through the front office if your visit to the classroom will last for more than the normal pick-up and drop-off time.

All visitors to the school must first report to the office.  Any person picking up your child must be on the pick-up list in your child’s file and bring a valid form of identification. (must be 18 or older)  

If you would like to volunteer in your child’s classroom for an extended amount of time you must have the approval of the director and fill out all appropriate DCF forms.

Parent Support Group

“Parents of Preschoolers” (P.O.P.S.) is an active parent support group in our school that plans and implements many activities that enrich our program. An invitation is extended to all new parents to partner with P.O.P.S. in our children’s early education.

Parent’s Classroom Rules

Effective classroom management is essential to a successful school year. These classroom rules provide a strong foundation for your child, allowing them to succeed and thrive. With the right balance, your child will be ready to learn on a daily basis. 

1.  For the safety of all our children please do not distract the classroom teacher for long periods of   
     time during pick up and drop off.  If you need to discuss any concerns please stop by the office 
     and make an appointment to speak with the teacher away from the children. 
2.  Read all information that goes home with your child and reinforce what is being taught in the 
     classroom. 
3.  Bring in your child’s personal supplies in a timely manner.  
4.  Sign all accident/incident reports concerning your child. 
5.  Please have your child in class by 9:00am.  This will avoid class time disruption. 
6.  Call the front office when your child is going to be out of school or is coming in late. 
7.  Sign your child in and out daily. 
8.  Label all your child’s belongings. 
9.  Have your child dressed in proper school uniform daily.
10.  Reinforce positive behavior at home.
11.  Keep open communication with the teachers.





8.  Fees & Payments

Registration

There is a registration fee of $150.00 that must be paid prior to the child’s admission to Conway Learning Center.  This fee is NON-REFUNDABLE and is required to be paid at the beginning of each new school year.  The registration fee includes 3 uniform shirts.  Extra polo shirts are $13 each and can be purchased at the registration office.
 
VPK ONLY (child only attends the VPK program 9:00am-12:00pm): there is no registration added.  If during the year you decide to switch to full time care, all registration fees will apply.
 
Summertime: There is a registration fee of $45.00 for the summertime only students. (This fee applies to all children that are attending for the summer only and do not attend CLC year round.)


Tuition

Tuition is payable every Monday for the current week.  If tuition is not paid in full by Monday at 6 pm, a late fee of $25.00 will be charged to your account.  If the account is not paid in full by Tuesday at 12pm, your child will not be allowed to return to school until payment is received in full. After two (2) weeks of non-payment your child will be automatically withdrawn from our center. Tuition prices are as follows:



	                                       Child’s Age
	Weekly Rate

	Infant ( under 12 months)
	$275

	1 Year Old
	$205

	2 Year Old
	$190

	3 Year Old
	$185

	4 Year Old (non VPK)
	$180

	VPK ONLY    (3 hr program 9am-12pm )
	FREE

	Part Time VPK ( 9am-3pm)
	$115

	Full Time VPK
	$140



*Tuition prices are subject to change at any time and notification will be given/posted at least 30 days in advance. A discount of $10.00 is given on the lower tuition cost for siblings.

 
Subsidized Childcare

Conway Learning Center accepts children with subsidized childcare (4C).  For more information please visit www.4cflorida.org. 

Late Payment Fee

All accounts with balances as of closing time 6 pm on Monday will have a late fee of $25.00 added to the account. 

Holiday Schedule

Our Center is open from 6:30am - 6:00pm Monday thru Friday.  CLC will be closed the following holidays.  During this time, full week’s tuition will be charged.  
* If there are any changes to this schedule, you will be notified in advance.
 
New Year’s Day                                                       The Friday before the first day of school
Good Friday                                                              Thanksgiving Day
Memorial Day                                                           Day after Thanksgiving
Independence Day                                                    The Week of Christmas
Labor Day                                                                 
2 Professional Development Days (dates are posted up front on the information wall)

Late Pick-Up Fee

A late pick-up fee of $1.00 per minute will be charged for children picked up after the scheduled 
pick-up time.  Note: This fee applies to all programs.
 
Time off Policy

Full weekly tuition is required regardless of child’s attendance. Each full-time student is allowed TWO non-paying/non-attending weeks per school year ( August to August ) The 1st week will be used for the Week of Christmas when we will be closed for the entire week and the 2nd will be any other week of your choice that your child does not attend CLC for the entire week and you do not pay. If your child takes more than the allowed 2 weeks per school year, (August to August ) you will be required to pay for the extra weeks.  Note: Non-paying/non-attending weeks can only be taken after your child has been in attendance at CLC for three consecutive months.
 
VPK Only students (3 hours per day) operates based on the Orange County Public School calendar.

Payment Types

CLC accepts the following forms of payment: cash, money order, credit, debit or pay online at myprocare.com using the email you have on file with us. 

9. Emergency Plan

Emergency Procedures

Fire - 	In accordance with the Local Fire Department, we conduct monthly fire drills.  Evacuation  
          	routes are posted in each classroom and are followed during our drills. 

Lockdown & Tornados - Twice yearly our students practice drills for emergency lockdown and 	tornados. In case of a tornado threat all students are moved to the front building in the 	hallway. In case of a lockdown teachers will guide the children into a safe place and all doors                      
            leading to the classrooms will be locked

	Our facility remains locked at all times.  In the unlikely event that there is any need for a 	lockdown to be implemented, it would simply mean that all the students would remain in their 	classroom with the teacher until the emergency is over.  If the children are on the playground, 	they would immediately be brought into the building and would remain in a locked classroom 	until the emergency is over.

Emergency School Closings

Conway Learning Center will follow the actions of Orange County Public School regarding school closings and early dismissals due to hazardous weather conditions.  Parents should listen to local radio and television stations for weather bulletins. Office staff will record a phone message stating if the center is closed and for how long, for parents that call the center for information.
Parents, it is your responsibility to make sure your child’s emergency information is kept up to date in their files. You can do this by emailing any changes to records@conwaylearningcenter.com

Alternate Evacuation Location

If an emergency happens while children are at the center and is severe enough to where the children are unable to stay on CLC property, the secondary evacuation location will be the church office building.  The address and phone number for that building is:  2719 Conway Gardens Road
								    Orlando, FL 32806
								    407-896-3535
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