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Introduction
Welcome to Little Spark Learning Center. We are dedicated to quality child care and educational excellence. It is our goal to provide an environment for your child that encourages him/her to explore and discover new and exciting educational experiences and adventures.

Our facility is focused on accommodating your child's needs.  We encourage staff and parents to develop a positive relationship that will work towards promoting the well being of each individual child. Your input in facilitating this process is greatly valued. We assure you that we will do our best to provide your child with a safe physical environment and inspiring atmosphere.

We look forward to working with you and your child. If at any time you have any concerns or suggestions, please feel free to contact center management. Remember, more progress can be made when we work together.

Purpose
Little Spark Learning Center is dedicated to quality childcare and educational excellence. A pleasant facility ensures a warm environment for nurturing in the area of education, recreation, self-development and interpersonal relationships. A well-trained staff provides age appropriate learning activities which are oriented towards development of the child's social, emotional, physical and intellectual needs. 

Philosophy

We believe each child is a unique individual. Our philosophy is to provide an environment which facilitates the cognitive, emotional, social and physical development of each child. In the process, we encourage collaboration among parents and staff. Together, we try to understand the unique needs of each individual child and implement strategies that will allow for maximum growth to occur. We believe that challenging and stimulating learning activities and experiences can enhance the formative years of a young child. We are dedicated to contributing to a child's positive self-esteem, individuality and a sense of responsibility that will allow him/her to discover and experience the world. 
Our Quality Improvement Plan 3.1
 On-going cyclical quality improvement is a process which is used to identify a program’s strengths and opportunities for improvement, and is a key part of high-quality early learning and care programs and services. Continuous quality improvement is a process which ensures that an organization and its partners are systematic and intentional about improving services and practices, and increasing positive outcomes for families and their children. This process is valued and used here at Little Spark Learning Center. A hard-copy of our Quality Improvement Plan is available for viewing. It is located main office and can be requested at any time.  We can also provide you with a hard or emailed copy of the Plan.

Paid Teacher Planning Time 3.6   
Paid teacher planning time is important to increasing positive outcomes for children. Effective teaching requires time for teachers to design developmentally appropriate lessons, prepare materials, choose effective strategies, and strategize with co-workers, families, and administrators. Teachers and teaching staff, therefore, need a protected time when they are not caring for and teaching children to review and plan for the diverse needs of the young children in their classrooms. Here at Little Spark Learning Center, we acknowledge the importance of paid teacher planning time and all teacher staff, Assistant Teacher and Aids and Lead Teacher are provided with 1 hour weekly outside of classroom, which is reflected in their individual weekly schedules.
Interpretation and Language assistance 2.1 6.1
Little Spark Learning Center, values diversity in our center. We do our best to translate information for our second language families. We can support several of the most common second languages such as: Spanish, Arabic, German, Romanian, Urdu, Filipino and Swahili. Our first step is to determine what the need is for our families i.e. written or verbal. We have many translators amongst our preschool staff and are able to access other resources within our community, to coordinate the language needed. Little Spark Learning Center has a copy of our Parent Handbook and Enrollment Application available in Spanish, if needed. Interpreters will be utilized if available and Google translate will be utilized for as many forms and aspects of communication as possible. 
Additionally, if there is a predominant language in a classroom, in addition to English, it is the policy of this program to try and provide a teacher or aide in the classroom who is bilingual in that language. Research has shown that bilingual teachers and staff can help build strong relationships and communication between families and a program, and can support the development of the young learner. To that end, we also try to ensure that there are materials in the classroom that support the languages of the children, such as labels, music, and books
Enrolling Your Child
To enroll your child, you must fill out the registration and health certificate information and pay a $100.00 registration fee (subject to change at any time). All children must meet the health requirements of the State of Colorado to enroll in Little Spark Learning Center. No one shall be denied access to our program because of race, sex, creed or color. We accept all forms of payment except and we also accept children that are funded by the counties Human Services Departments.

Ages of Children/Program

Children ages six weeks through twelve years are accepted at the center. Children are grouped by appropriate ages, however, during transition times and special events, children of different ages may be grouped together for short periods of time.  We do have a summer program as well.  We do not provide transportation for school aged children. 
Infant policy
Parents must provide enough bottles for every feeding while in care as we are not set up to wash and sanitize any bottles. If your baby runs out of bottle you may be called to bring in more bottles. Little Sparks will not provide formula however we will provide stage 1 and up of baby food.

Per safe sleep policies we will only allow sleep sacks or warm pajamas with free arms in the infant classrooms and it is your responsibly to take home to be washed weekly or on a as need basis.

There are studies that believe offering a pacifier to an infant up until the age of 1 years old can reduce the risk of SIDS. We ask all of our parents to give written denial of the use of a pacifier if that is your choice.

Items needed on the first day.

· Immunizations

· Completed enrollment packet

· Completed IEF

· At least 10 diapers a day or you may provide in bulk quantity

· A sleep Sack

· A pacifier

· A few changes of clothes

After Enrollment

TRANSISTIONS
2.4
We understand that transitioning to; within and out of preschool can be a challenging process.  We want these transitions to be a positive experience for the child and the family. 
New Students
For our new students we begin with meeting the child and family in the classroom setting. This is an important time for the child and family to meet the teacher, friends and see the environment the child will be spending his/her learning time.  One of the tools we use is the “Getting to Know Your Child” form. We ask that the parent to complete the form based on their child traits. This information is helpful to the teacher who can then to provide an easier separation for the child and parent by introducing a welcoming environment and connections from home.  

90 Day Assessment

Little Spark Learning Center will conduct an assessment within 90 days of enrollment to determine the child’s skills. This process helps the teacher to learn some basic information about the child as well as provide a baseline to compare to future, bi-yearly, assessments. Assessment results are also shared during parent-teacher conferences and also provided to families whose child is moving on to another program and teachers in the child new classroom. 
Transitions within the Program
For children transitioning from one classroom to another, we conduct the following steps. 1.) Work with the teacher to identify the children ready for the next age group, 2.) Notify the parents of this exciting time and set up a time for the child and parents to visit the next classroom to meet teachers, friends and learn about routines. 3.) Schedule time for two weeks, longer if needed, for the child to visit and spend time in their new classroom. Once the child is comfortable a full day transition will occur with a set date to start full time.  

Transitioning Out of Preschool  
As proud partner of the Denver Preschool Program, we host an open house at the beginning and end of the school year for students preparing for their last year of preschool and heading into the next academic program or school. The child and family are invited to come get acquainted with the classroom environment, classmates, and other families as well as meet their teacher.  Prior to transitioning into the next academic program/school we will host anther parent night on what to expect as we say “So long and good luck in your next educational journey”.

CONFERENCES
 2.7
We conduct parent/teacher conferences bi-yearly. You may request a conference anytime with your child’s teacher, or with the director.  Just telephone or come into the office.  If there is a matter which we want to discuss with you, we will ask you to come in for a conference. Assessment information is shared with the family members and the teachers will develop a learning plan. The conference may also include recommendation to ensure success in developmental areas. Interpreters provided as requested.

Connecting Families with Resources and Services 2.11, 5.3
If a problem arises that the Center staff is not qualified to handle, we will refer you to one or more professionals who are experienced in that particular area of concern. When conferences are done, we will inform the parents that the child has not met the recommended milestones and provide the parent with resources like child find and other resources to help with the child’s needs. 
Community-based services can provide families and children with needed resources and information. Services may focus on children’s developmental needs, for example early intervention screenings, or family needs, such as housing, job, and food assistance.  If you need support locating a particular resource or service, we can help you connect with those supports. Please let us know how we can support you. You can contact us any time by speaking personally with your child’s teacher or the Director, or you can phone or email us. Also, a binder with a list of resources, as well as a variety of pamphlets, brochures, and other materials, are located in the front and are accessible any time.
Continuity of Care 4.4 4.5
Continuity of care means that children and their caregiver remain together for more than one year, ideally for two years. For young children to grow and thrive, they need stable relationships with caring adults who are invested in their healthy social, cognitive, physical, and language development. At Little Spark Learning Center, we recognize the importance of the continuity of care for young children and their families, and have implemented policies which supports that practice. Specifically, our policy is for the child to remain with a specific caregiver and peer group for a minimum of two years. To support this, we have policies and practices in place that support the continuity of care for the children in the program. While your child is enrolled in Little Spark Learning Center, they will be in a classroom that is age and developmentally appropriate.  Your child will continue in this classroom until they have reached the maximum age or exceeded the learning process for the classroom. While your child is in the classroom they will continue with the same teachers for the duration of time in the class. Having smaller group sizes also promotes the strong formation of relationships. This provides continuity of care. Also, to support children’s transitions, small group of children move together at the same time to the next classroom. 

Child Abuse

State laws are followed concerning child abuse and neglect cases.  Should any of our staff suspect possible child abuse or neglect, it is our duty and obligation to file a report with the Department of Social Services with or without the consent or knowledge of the parent or guardian.

Children with Special Needs

Children with special needs will not be discriminated against or turned away. In this regard, we will comply with federal, state and other related laws regarding child safety.  Every effort will be made to accommodate children of special needs depending on availability of staff and other resources. Your child's health and safety are our top priority and we may not have the proper qualifications within our staff to meet your child's current needs. In these situations, we will do our best to refer you to other child care centers that may be better suited for your child.

Health Information
PHYSICALS AND IMMUNIZATIONS
5.1
5.2
5.3
Health information records are required for all children in order to comply with State requirements.

All immunizations shall be recorded on a Certificate of Immunization supplied by the Colorado Department of Health, including month and year each immunization was administered.
1. Infants -- six weeks to eighteen months

Each infant’s parent or guardian at the time of admission shall present a statement dated and signed by a licensed physician or licensed nurse practitioner.  The statement shall include information about the infant’s health status, immunizations, hearing, vision, dental, and special needs of the infant and a two-year old.  Reports of examinations pursuant to the health plan shall be obtained and maintained in the child’s file at the Center. For infants age of 6 weeks to 2 years old- must have a health evaluation every 3 month with an updated immunization record. 

2. Toddlers -- two to three years

A toddler admitted to the Center shall submit a dated statement of the child’s current health status signed by a licensed physician or licensed nurse practitioner who has seen the child within the last six months.  A dated statement of the child’s current health status, hearing, vision and dental must be signed by a licensed physician or nurse practitioner shall be submitted annually thereafter.

An immunization card will be filled out and signed by the doctor and kept current.  

This card will be given to the parent at the time of registration. A health evaluation must be brought in by the parent annually with an updated immunization record. 

3. Preschool and Pre-Kindergarten -- three to five years

All children three years and older admitted to the Center shall submit a dated statement of the child’s current health status, hearing, vision, and dental must be signed by the child’s licensed physician or nurse practitioner who has seen the child within the last twelve months.  A dated statement of the child’s current health status signed by the child’s physician or nurse practitioner shall be submitted annually thereafter.

An immunization card will be filled out and signed by the doctor and kept current.  This card will be given to the parent at the time of registration.

4. If you do not have health insurance and need help with obtaining resources for medical insurance or other medical needs, please see the director for a list of community resources. 

5. If you have a concern about your child’s health or development, we can help by proving resources or referrals to the appropriate agency through our school Health Consultant. If program staff have a concern regarding the child’s development or health, this will be addressed with the child’s family and referrals will be made as appropriate. Please see the director or co-director for further information. 

SPECIAL HEALTH PROBLEMS

Information and instructions for care of any child who has a chronic problem, such as seizures, asthma or allergies, just to name a few, must be submitted prior to being enrolled. It is important we schedule a meeting with our health consultant, administrators and teaching staff and have a health plan in place to best care for the child’s health care needs.
IN CASE OF ILLNESS
Your child may be sent home if he/she appears to have symptoms of illness during the day.  In such cases, they are isolated from the others and a parent is contacted.

1. Children will be sent home if, during the course of the day they show signs of a sore throat, cough, fever (temperature of 100 degrees or above), rash, red or pink eyes with discharge, vomiting, diarrhea or other symptoms where he/she cannot function or might be contagious to others.  There are exceptions to every rule; such as teething or if on medications and symptoms stem from the medication.  It will ultimately be the Director’s decision whether your child is to be sent home.

2. Children who get sick at the Center are isolated in a comfortable space in the front office until parents are called to pick them up.  If we cannot reach you, we will call one of the authorized emergency persons on your list.   If no one can be reached on the emergency contact card, we have the option to take whatever steps necessary for your child’s health and wellbeing. If it deems an emergency or life threatening, we will call 911 and have a staff member accompany your child.

WHEN CHILDREN MUST BE EXCLUDED FROM SCHOOL

1. If your child has a fever or has had one during the previous 24-hour period.

2. If your child has a constant productive cough (coughing up mucus).

3. If your child has been vomiting or had diarrhea within the previous 24-hour period.

4. If either eye is red or pink with a discharge.

5. If your child is fussy, cranky and generally not himself/herself.

6. If your child has symptoms of a possible communicable disease.   (usually considered to be sniffles, rash, reddened eyes, sore throat, headache and abdominal pain, plus a fever).  Please notify the Center at once if your child does have a communicable disease.

7. If any of the above conditions have been diagnosed by a physician and treated with antibiotics for 24 hours, the child may return to the Center.  A note from the doctor stating diagnosis and treatment is required before your child will be allowed to return to the Center.

8. When in doubt, keep your child at home.  A day of rest frequently prevents a longer illness.

9. When you keep your child home, please notify us.
10. When being informed of a contagious illness, we will post a sign in the front lobby. We can only confirm the illness with a doctor's note.
MEDICATIONS

The administration of non-prescription and prescription medications will be administered at the Center when a written order is provided by the child’s physician.

1. Prescription medication will be brought into the Center in its original container with the medication name, prescription number, child’s name, doctor’s name, date filled and directions for dosage.

2. Non-prescription medications will be brought to the Center in their original containers with the child’s name and dosage directions on the container.

3. The medication authorization must be completed each day a child needs medicine.

4. All medication will be returned to the parent each night when the child is picked up.

5. Medications will be administered by medication certified instructors...

6. Procedures for storing and administering children’s medicine and the delegation of medication administration is in compliance with Sec. 12-38-132R   CRS.  of the Nurse Practice Act.

COMMUNICABLE DISEASES

Please notify us if your child is exposed to a communicable disease.  Incubation times will be discussed as well as when the child can return.

CUTS, BRUISES, BUMPS, FALL’S, BITES, ETC.

1. Treat the injury (Appropriate to specific instructions).

2. Usual treatments are:  first-aid, ice packs and tender loving care.

3. In more serious cases, we will call the parents and discuss the incident with you.

IN CASE OF ACCIDENTAL INJURY
1. We immediately attempt to contact a parent.  If we can’t reach you, we will call the child’s physician.  If necessary, we will also call an ambulance or the paramedics.  Please be aware, we are not physicians and we cannot medically diagnose a problem.  

2. Until the arrival of a parent, physician, ambulance or paramedics, the Director or other designated employee or nurse will be in charge and make all decisions about the care of the child.

3. You will be expected to assume responsibility for any resultant expense not covered by our insurance.  The Center will maintain the parent’s signed consent form.           

4. It is to your child’s benefit that you keep the Center up-to-date on phone numbers, emergency numbers and any other pertinent information.

Health Referrals
Little Spark Learning Center uses several resources in case there is a health or behavior concerns may arise. Child Health Connection provides our program with a nurse consultant who visits our center on a monthly basis, or when needed. In addition, our Nurse assists us with referrals according to the specific need of the child. Agencies such as “Child Find” and “Denver/Aurora Mental Health” could be utilized.

Discipline

In order to ensure the safety and well being of all children, a disciplinary policy is enforced at the center at all times. No staff member is EVER authorized to use corporal punishment or any other harsh punishment including shaking, spanking, punching, hair pulling, rough handling or any other humiliating or frightening method of discipline to control the actions of any child.  Discipline is not associated with food, rest or toileting. No child is punished for toileting accidents. Food is not denied or forced upon a child as a disciplinary measure.

Vacation

A written notice must be submitted before a vacation is taken. 5 vacation days are given after 90 days of attendance for full-time families only. All families will receive 5 tuition free vacation days for the first year. In the second year, 10 tuition free vacation days are allowed. Vacations must be taken in one week increments and can be taken consecutively.  We cannot hold space for your child beyond two weeks and after the allotted time, your child will be considered withdrawn. If you choose to take more than 2 weeks, a $100.00 registration fee is required to hold your child's spot. The parent must provide two weeks’ notice if decided to withdraw their child, If the parent is unable to provide two weeks’ notice then they have to pay for those two weeks. 
Arriving and Leaving the Center

When bringing your child(ren) to the center, we ask that you sign your child “IN” and “OUT” in the sign in/out books located at the front desk.  You must write the time of your arrival and departure and you must all sign your full name; initials will not be accepted. When picking up your child, please go to your child's classroom and talk with the teacher and see what your child has done that day.  We highly recommend that you meet and greet your child's teacher on a daily basis so that you can build a positive relationship with those working with your child(ren). Please understand that these procedures are enforced for the safety of your child and all of those in the center.

Late Arrival

If for any reason you are unable to drop your child off before 09:30am, please call so your child will be counted for lunch. If your child's class is on a field trip, or out of the building for any reason, your child will be assigned to another age appropriate classroom until their regular classroom returns.  If the parents do not sign the child in or out, Little Spark Learning Center will take NO responsibility and will not be liable for the child in any case.

Releasing Children

We will release a child only to the parent/guardian who enrolled the child or to someone that has been specifically authorized in writing on the enrollment form. If anybody other than authorized person(s) is picking up the child, the parent/guardian must call the Director to let her know and an ID must be presented at the time of pick up. It is the parent(s)/guardian(s) responsibility not to restrict their rights of another parent or act in a manner contrary to court orders.  We are bound to abide by on any legally served court orders and will communicate to the enrolling parent that an order has been served. 

Educational Programs

Little Spark Learning Center provides educational programs that are age-appropriate and meet the developmental needs of the child.  The curriculum for toddlers, preschoolers and school age children has been designed to meet their respective needs. Information about daily activities is posted each day in the classrooms. 

The toddler program emphasizes language development, social skills and self-help that encourage exploration. The preschool program emphasizes reading and math skills, thinking and problem solving and encourages physical and emotional development.  The Pre-kindergarten programs address the individual needs, encourages exploration and discovery and provides choices for age appropriate academic and extra-curricular activities.  For younger children, parent/teacher conferences are held two times a year to discuss your child's progress.

Hours and Holidays

CLOSURES AND DELAYS

We will be closed if Denver Public Schools declares a snow day due to poor weather conditions. 

We may open late or close early if weather forecasted to be hazardous, regardless of school closures. 

We will also take Aurora and Cherry Creek districts in consideration. 

Please check 9NEWS.com Channel 9 News in case of any such delays. 

We will post delays and closures as

LITTLE SPARK LEARNING CENTER DENVER.
We will be closed the following holidays:
New Year's Day

Thanksgiving

Friday after Thanksgiving

4th of July

Labor Day

Memorial Day

Christmas Day

We will close at 2:00pm on:

New Year's Eve

Christmas Eve

Full tuition is due for the weeks in which these holidays fall. NO CREDITS WILL BE ISSUED FOR THESE HOLIDAYS.

State Licensing

Little Spark Learning Center is licensed by the State of Colorado as a large daycare center. Continuous inspections by the state, health and fire licensing offices monitor our operations. We meet or exceed all minimum requirements for the type of care and education we provide and post our state license in the form office where this can be easily viewed.

Procedure for Filing a Complaint

You may, on occasion, wish to discuss a concern or complaint. Please feel free to talk to the Director or her assistant to discuss your concerns.  We will make every effort to resolve any issue to your satisfaction. If you feel that your complaint has not been resolved, you may call the Social Services Department to file a complaint at the following address:

Colorado Department of Human Services

1575 Sherman Street.

Denver, CO 80203

The Child Health Connection

6642 Nile Court

Arvada, CO 80007

303-431-2446

Dear Parents,


As parents, teachers and healthcare providers, we know that some children may arrive at the center apparently well and become ill during the course of the day. It is the responsibility of a licensed childcare center to notify parents immediately of their child’s symptoms of illness. We recommend that a child stay home for 24 hours and/or have an evaluation by a healthcare provider following symptoms accompanied by behavioral changes. These would include:

· Not well enough to participate in the activities of the day

· Eating and/or drinking poorly

· Lacking their normal energy/wanting to sleep

· Needs more individualized attention

Asking a child to participate in the daily classroom activities with these symptoms is demanding a lot from a child.

Medications:


We require permission forms from the healthcare provider for any medications that may be given at the center. Many mild symptoms of illness do not require any medication and moderate symptoms often respond to home remedies. Chronic use of fever reducers can affect the liver and kidneys. Medications for symptoms do not shorten the course of the illness.
Be Prepared:


Please review your childcare center’s illness policy. Make every effort to have alternate care arrangements, if needed, should your child display any symptoms of illness. The program staff make the final decision about whether ill children should be able to participate based on the inclusion/exclusion criteria provided by the American Academy of Pediatrics. If we all work together on this, we can avoid too many sick days for you, your child and the childcare providers.  

Thank you,

Nellie R. Slusser RN. CCHC

Outdoor Play

Children are given the opportunity to play outdoors twice a day.  Each outside experience lasts no longer than 30 minutes.  On a normal day outside time is scheduled between 10am and 4pm. Children are not allowed to remain in the sun for more than 20 minutes at which they will be asked to play in the shade. In case of weather that is too cold or too hot, outside time will be limited.  They will be monitored closely by the staff to avoid any injury or discomfort. It is expected that they come to the center in proper clothing to allow them to play comfortably outside. If it is snowing or raining heavily, activities will be arranged inside. Please provide sunscreen for your child during the summer months.

Summer Program

Our summer program accepts school aged children during the public-school closures. We have outside sources who provide school aged appropriate activities that will come in during the summer months.  All activities will be given a week notice and may require a small fee. 
Video/T.V. Viewing

Little Spark Learning Center is dedicated to making full use of educational T.V. and videos. We will only show age appropriate films to all children.

Meals and Snacks

Children under full-day care receive breakfast, a nutritious snack and a hot and nutritious lunch every day.  All meals and snacks are prepared to be tasty and are planned to meet the nutritional requirements of the child. Children eat these meals and snack supervised in their rooms with their teacher. This time is also used as an opportunity to teach children acceptable, social table manners. We believe that food is a valuable building block to healthy bodies and nutrition helps only when it is consumed. We go that extra mile to give the kids a good, solid meal and plenty to eat each day. 

Birthdays

We will be happy to celebrate your child's birthday with you during lunch or afternoon snack time. Parents are invited to join us and we ask that a special snack, such as cake, cupcakes or fruit be “store bought” by the parent and brought into the center the morning of the celebration. We also ask that the celebration not include gifts as that may cause a disruption amongst the children.

Cleanliness

Little Spark Learning Center gives priority to cleanliness and proper hygiene. Children are asked to wash their hands before and after eating, after using the bathroom and when coming in from outside. Our staff cleans and disinfects the changing tables after each diaper change. All toys and equipment are properly disinfected on a daily basis. The kitchen is properly maintained and cleaned daily.

Diapering and Potty Training

No routine attempt will be made to potty train toddlers under the age of 18 months. Diapering procedures will be carried out in strict accordance with the local health department regulations. Should you feel your child is ready for potty training, please discuss the procedure you wish for us to follow with the Director and toddler room staff.
Clothing and Personal Belongings

Please mark items of clothing that may become separated from your child. Gloves, coats, hats, etc. should have the family name on them for easy identification. A lost and found box is located in the front lobby for your convenience. Remember as you dress your child that we have several “creative play” activities, and your child may be painting, cooking and play outside at the water table.  Every effort is made (aprons, smocks, etc.) to keep your child clean, but accidents do happen.  We ask that you please bring two extra set of clothes in a zip-lock baggy with the child's name on it. DO NOT send any games, videos, Cd’s etc with the child. We are not responsible for any lost or stolen items.

Photographs

Photographs of children participating in Little Spark Learning Center programs may be taken from time to time and may appear in a newspaper, brochure, or our website. Please let us know in writing if you do NOT want your child's picture taken or used.
Financial Policies

Upon registering your child, you will be asked to pay a $100.00 registration fee. Should you withdraw your child for more than two weeks, you will be asked to pay a $100.00 re-enrollment fee before leaving to ensure your child's spot when you return. If you choose not to pay this re-enrollment fee we cannot guarantee your tuition or spot. Weekly charges are due and payable on Monday and are considered late after noon on Tuesday. A late charge of $10.00 per day will be added to the total due and service may be terminated if payment is overdue more than a week.

Five vacation days are given after 90 days of attendance for full-time families only. All families will receive 5 tuition free vacation days for the first year. In the second year, ten tuition free vacation days are allowed.

To qualify for monthly rates, payments must be received by the third of each month (or the Monday after if the third falls on a weekend)

We must occasionally adjust our fee structure. You will receive notice in writing one month before any fee changes. Families enrolling more than one child will receive a percentage discount on their total bill.

Since our staffing is based on enrollment, we cannot extend any credit for absences for any portion of any given week. If your child is gone for one full week due to illness, we will give credit equal to 50% of your tuition with a doctor’s note ONCE per calendar year. If your child is absent and all vacation days and illness discounts have been used you are responsible for full tuition every week, whether your child is in attendance or not. Absence credits will renew every year after your child's enrollment anniversary. Should your child be away for one or two weeks due to vacation, you will not pay child care tuition for those weeks.  We also need a written notice for any vacations, two weeks in advance.
Withdrawal & Dismissal Policy,
A two weeks’ notice is required before withdrawing a child from our center. Account must be paid in full before withdrawing-including your child’s tuition for that two-week period. Any account past due at the time of disenrollment will be paid thru our electronic withdrawal option.
The Director at Little Spark Learning Center reserves the right to cancel the enrollment of a child at his/her discretion or for the following possible reason. 

1. Non-payment or excessive late payment of tuition and parent fee

2. Not following or observing the rules of the center as outlined in the parent handbook and in the State of Colorado Child Care rules and regulations. 

3. Child has special needs, that we cannot adequately meet with our current staffing pattern. 

4. Physical and/ or verbal abuse of staff or children by parent or child.

5. Disruptive or problem causing behavior, abusive, shouting and cursing behavior of the parent around the children and staff member or anywhere inside or outside of the center may cause the termination of the services with or without any advance notice. 

Parents with children who are county assisted must pay all their co-pay payments no later than the 3rd of every month or the management reserves the right to suspend or terminate services.

Returned checks will result in a $25.00 charge. 

Other charges may arise for special services provided. You will be fully informed of these charges in writing. If you decide not to have your child participate, you will not have to pay any such fees. 
Late Pick-Up

Parents should be aware of opening and closing times for the center. To encourage your promptness, we must ask for a $5.00 per minute/per child late penalty if your child is picked up any more than 5 minutes past closing time. Please understand that we must be considerate of our staff's time, at all times.  Weather delays and emergencies will be considered.

If your child has not been picked up within 5 minutes of closing time, we will begin calling the numbers you provided on the emergency contact card. If we cannot reach you or anyone else, after 45 minutes of closing, we will notify the local police department that we have an abandoned child that needs to be picked up.  

Emergencies
The center is fully equipped with a fire alarm system. Exit routes are posted in each classroom in case of a fire.  We conduct fire drills regularly. Staff and children are familiar with the building evacuation procedures.

Our emergency and disaster plan including facility evacuation, off site evacuation and shelter during weather emergencies and lock downs. Below you will find our policies and procedures during emergency situations.

Fire Drills: are conducted once per month and are recorded on record sheets provided the Fire Department. All children and staff are to exit the building immediately and in a calm manner.  All staff is trained to gather their attendance sheets, shut off the lights and close their classroom doors.

Tadpoles 1 and 2 (Infants) will be placed in emergency cribs (5 in each crib) and rolled out the emergency exit doors into the playground. The staff is trained to move them as far away from the building as possible.  Toddlers 1 and 2 and Transition 1 will exit their emergency doors and stand against the fence furthest away from the building. Transition 2, Preschool and Pre-K will exit their classroom, exit the building through the front door and stand on the curb in the parking lot furthest from the building. 

Lock Down: Drills are conducted every 2 months and are recorded on record sheets provided the Fire Department. All staff is trained to gather their attendance sheets, shut off the lights and close their classroom doors.  During a lock down situation, (i.e. Active shooter) we will use the same locations as we do for tornadoes.  Classrooms are instructed to stay away from doors and windows. No one will be able to come in or leave the building.  

Off Site Evacuation: Drills will be conducted once every 2 months and are recorded on record sheets provided the Fire Department. All staff is trained to grab their attendance sheets, shut off the lights and close their classroom doors.

If in case we are required to leave the center, children and staff will be relocated to PSI.  PSI is located directly across the street at 2121 S. Hudson St. Denver, CO 80222.  PSI’s phone number is 303-757-8400 and the contact name is Nancy Whittemore. If we ever have to evacuate due to a flood, wild fire or mandatory evacuation, we will be directed to a location designated by emergency personnel. 

Staff is trained to gather all necessary items required (medications, adaptive devices and food) to keep children with special needs or disabilities safe.  

Tornadoes Drills: are conducted every 2 months and are recorded on record sheets provided the Fire Department. All staff is trained to grab their attendance sheets, shut off the lights and close their classroom doors.

Identifying Where Children are all Times

Each teacher has a roster of children he/she is responsible for in his/her classroom. This roster indicates the number of children in the class. Each teacher will take a count of the children when going outside and when returning to the classroom to assure that all children are accounted for.

Visitors to the Center

All visitors are required to sign our visitor guest book at the front counter and check in with the staff/director. All visitors will be asked to show identification.

Accidents and Incidents

In case of a minor accident or if your child is involved in an incident, we will notify you in writing. The report will have the date, time and a brief description of what occurred. The supervising teacher, a member of management and the parent will sign the report and it will be placed in your child's file. A copy will be made available for the parent upon request.

Emergency Situations

I have read the emergency procedures and agree that in case of an emergency. Little Spark Learning Center will be authorized to take any steps necessary to ensure that my child is taken care of. This includes calling 911, the police or taking the child to the hospital. Little Spark Learning will not be held liable for anything in such situations.
CCAP Family Only
Due to the fact that CCAP only pay for one day absence, it is important that your child attend on a regular basis. 

If excessive absences occur, we are forced to dis-enroll in order to make room for a family on the waiting list in need of full-time care. If you miss more than 3 days per month you will be responsible for payment of the missed days.
Children with IEP’s 2.12
We are request families of children with Individual Education Program (IEP’s) or Individualized Family Service plan (IFSP) to provide a copy of the plan to the director. This is good to have to better meet the needs of the children and support their growth and development. We will work with the community service provider, school district personnel and therapist to support needs of the child and goals of the plan. We would appreciate to get updates on the children IEP’s.
Advanced and Transition 2.4
Transition refer to the process of a child moving from one program or setting to another, for example, the transition from home care to formal care, to a new classroom within a program, or from one program to another. Little Spark learning center recognizes 

that stability and consistency are important for a child’s development and acknowledgment that young child accomplish different development milestones at different rates. Smooth transitions support children’s academic and social success, and contribute to the wellbeing of their child and their family. At Little Spark learning center, we support intentional and thoughtful transition practices for their children and families.

Some strategies that support children’s transitions into a new program classroom that have been addressed. Children also may transition at different times of the year within the program but there is typically larger group transition once during the year. Any child that is changing classes will have time sufficient for a success an integration into the child new class. Parents are invited to visit the new class and are encourage to talk with   their child’s new and former teacher about any concerns or questions.

The center is not always able to at the accommodate parent preference for which classroom the child transition into. This is due to the fact that childcare licensing requires that children move to the next age group close to their birthday and the classroom of choice to the parent may not be available. Children transition into the classroom with the opening for their age. If two classrooms have openings, then the center staff the consider many factors such as the boy/girl balance, weather there is a sibling in the class, and the age range balance in the classroom. A child may also transition out of the program, for example, when moving to a new program as of a part move or when the child moves up a grade from preschool to kindergarten. Effective transition activities typically occur over time and are tailored to meet the needs of the children and their families. This increase the likelihood that there will be continuity across system an minimize the discontinuities that can result from lack of communication between early care and education programs between families and programs. Strategies can include exit conferences between families and program teachers, sharing assessment data, and communication between programs if authorized.
Teacher-Child Ratios and Group Sizes 4.3
At minimum, the center follows the Colorado Department of Human Services Rules and Regulation for Child Care Centers which are found at the link below.

http://www.sos.state.co.us/CCR/GenerateRulePdf.do?ruleVersionld=4073
Licensing Ratios

	6 weeks to 18 months (infants)
	1 staff member to 5 infants



	12 months to 36 months
	1 staff member to 5 toddlers



	24 months to 36 months
	1 Staff member to 7 toddlers



	2 ½ years to 3 years
	1 staff member to 8 children



	3 years to 4 years 
	1 staff member to 10 children 



	4 years to 5 years
	1 staff member to 12 children



	5 years and older
	1 staff member to 15 children



	Mixed age group ½ to 6 years 
	1 staff member to 10 children




The standards set forth by NAEYC for group size and Teacher-Child ratios are widely considered to be best practice (see addendum B https://www.naeyc.org/sites/default/files/globally-shared/downloads/PDFs/accreditation/early-learning/staff_child_ratio.pdf). The lower recommended ratios are intended to support one-to-one interactions that build increased knowledge of the individual needs of children and supports practices that encourage a child’s development. Lower ratios also allow staff to better meet the physical, cognitive, and social/emotional needs of the children in their care. 

At Little Spark Learning Center, we have begun implementing our plan to move toward lower group sizes and improve adult-child rations. We have already opened up a 2nd infant room to keep ratios lower than licensing standards and we have plan in placed to open up a 2nd preschool room to maintain NAEYC ratio standards. We expect to be fully compliant with NAEYC’s recommendation by end of June, 2020.

Temporary Business Operating Hours
Due to COVID19, we changed our business operating hours until further notice. The new hours are 7:30 am to 5:00 pm Monday through Friday. 
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