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OUR MISSION


We are here to provide you, the community with a service that understandably can be a difficult and troubling decision as a parent and is one of the most important decisions you will make to begin shaping your child’s future.  As a mother I understand this dilemma and hope that we can work together to make this transition an adventure for your child (ren) and provide you with a peace of mind as you venture your day!


Our goal is to provide quality care for your loved ones at an affordable cost.  We firmly believe to be able to supply that quality care it must be safe, fun and most importantly educational, after all, these children are our future!  We have a wonderful staff of “Teachers” and trained care takers to care for your child (ren) as well as a Licensed Nurse functioning as the Owner/Administrator as well as a Caretaker.  We at the center feel that fun and education can go hand-in-hand.  We understand that many of the older children have already spent an entire day in a classroom and the younger children learn during play and interaction, therefore, we are committed to providing an educational curriculum in a fun environment.  To be able to accomplish this goal we will encourage free play time that is structured, introduce age related material in the major areas of a child’s development such as reading, writing, art, fine motor skills, dramatic play (pretend), music, science, social skills and much more!  Areas will be structured for each child based on their individual needs and growth.


We are dedicated to the growth of the children and expect the staff to provide a positive role model for the children while in our care, therefore, we demand personal and professional growth of our staff.  They are required to maintain a respectable demeanor on and off the job.  The center will provide all staff members with educational material and personal training on a continuous basis by qualified educators to enhance professional growth.


Many government and Community services are not utilized by those in need because of the lack of information made available to the public.  We will search for services available and provide you with the updated information in the attempt to make these services more accessible.  All requests will be researched while striving to assist you and will be held in the STRICTEST OF CONFIDENCE!     

The rates were established after careful review of the Child Care Assistance Project.  These fees are established by the State of Pennsylvania specifically for this area.   This means you are receiving Welfare based prices without having to be a participant of Welfare!  Everyone is charged the same low rate in the attempt to make you child’s care affordable and fair.
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As your child’s “Guardian Angel” we are making decisions in the best interest of the center; which is you the parents and your children!  We encourage communication between the staff and the families, for communication is an important key to SUCCESS!!!

       In accordance with the Federal law and U.S. Department of Agriculture policy, this institution is prohibited from discriminating on the basis of race, color, national origin, sex, age, limited speaking, or disability.

To file a complaint of discrimination, write USDA, Director, Office of Civil Rights, Room 326-w, Whitten Building, 1400 Independence Avenue, SW, Washington, DC 20250-9410 or call (202)720-5964

USDA is an equal opportunity provider and employer.
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Through the Eyes of Children

Through the eyes of children, 

The world seems bright and gay.

The misgivings of society

Just seem to drift away.

Through children’s eyes, we aren’t judged

By the color of our skin,

But by the way we act and conduct ourselves

And the qualities within.

A child sees the simple things

That we pass by each day,

And views them with wonderment

In a very special way.

If only we could view the world 

The way that children see,

We could reach and touch the souls

Of all humanity.
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STAFF-CHILD RATIO

According to the guidelines set forth by the Department of Public Welfare we are mandated to maintain the following staff-child ratio.  When children are grouped in similar age levels, the following maximum child group sizes and ratios to staff persons apply:














                                   Total Number


Of Staff
            Required for


   The Maximum

Similar age levels
  Staff
        Children
           Group Size
    Group Size   



Infant


      1                    4                         8                        2



Young Toddlers 
      1                    5                        10                       2



Older Toddlers
      1                    6                        12                       2



Preschool

      1                   10                       20                       2



Young School age
      1                   12                       20                       2



Older School age              1                   12                       20                       2

Infant ---------------------------------- A child from birth through 12 months of age.

Young Toddler ---------------------- A child from 13 through 24 months of age.

Older Toddler ------------------------A child from 25 through 36 months of age

Preschool child------------------------A child from 37 months of age through the date the child enters the     

           


          1st grade of a public or private school system.

School Age-----------------------------A child from the 1st grade through the 3rd grade of a public or 


 


          private school system through age of 15 years..

TOG – Teacher Observation Guides (Child Assessments)

A base line assessment of ALL children will be done upon enrollment and again within their first 60 days. As a part of Keystone Stars to promote quality care the teachers will distribute “Getting to Know You” sheets and other questionnaires throughout the year. You are asked to fill them out in a timely manor and return to your child’s teacher. This form along with the TOG that the teachers use will help monitor the child’s progress throughout the year.  Another Base line assessment will be completed in September at the beginning of a “School year”. Report Cards are sent home at the END of December and again in May. The Report Cards are based on the assessments within the TOG. (Teacher Observation Guide) The teachers are willing to sit down with you to discuss your child’s progress any time throughout the year. We will hold a Parent/Teacher Conference in May to review all assessments. If at any time you would like a copy of your child’s TOG, please make the request to the teacher.                                   -3-

Program Goals:  Developmental Growth
1.) To Promote Emotional Growth


o build self-confidence and a sense of self-worth by allowing choices within limits and to build on successful experiences.


To provide warm accepting environment for the children to work and play in.


To encourage curiosity and a sense of wonder with emphasis on self-motivation.  

2.)  To Promote Social Growth


To promote and instill a sense of caring form and sensitivity towards others.


By recognition of group needs vs. individual differences.

3.)  To Promote Intellectual Growth.


To instill a sense of curiosity.


To provide an atmosphere where children discover and explore - to teach independence through HOW and WHERE to find solutions.


To provide a wide variety of activities within a routine where cooperative play is encouraged.  Curriculum areas of art, math, science, cooking, music and movement, large muscle, practical life, dramatic play, language art and fine motor activities.  Through these activities, children are learning to be able to trust their own feelings about what they learn, hear, see and do and to begin sharing these experiences with others.

4.)  To Promote Physical/Motor Development.


For children to use their bodies in a variety of active ways by participating in fine and large motor activities both indoors and outdoors.
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Program Goals:  Infants (0-12 months)


To care for infants in a warm, affectionate way that lets each child know that he is a special person, including 
the physical affection and cuddling that is so important at this stage of development.


To meet each child’s physical needs completely.


To implement strict sanitation procedures that is adhered to faithfully.


To provide opportunities for exploring, learning, and social interaction through a good variety of daily 
activities.


To prepare activities to stimulate the senses recognizing that infants learn through the use of their eyes, ears, 
fingers, sense of taste and smell.


To care for children in small groups; to prevent over-stimulation and disorder; and to provide opportunity 
for one o one interaction between children and staff.


To provide opportunity for the use of large and small motor skills and outdoor activity.


To establish awareness among staff that always provides for a safe environment.


To provide a consistency between Day Care and Home Care practices that will be most beneficial to the 
infant and will offer the parents an opportunity to influence the kind of care their children receives.


To establish an observation system in which notes on children are kept.


To be supportive of parents encouraging involvement, encouraging open and honest communication while 
using tact and discretion.


To develop staff potential through proper supervision by making expectations clear, following through to see 
that expectations are met, and utilizing staff input and their abilities.
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Program Goals:  Young Toddlers (13 -24 months)


To provide a loving, caring atmosphere where physical affection is freely given.  To instill in each child a 
feeling of autonomy and a positive self-concept.


To provide a joyful, enthusiastic and spontaneous approach with the children.


To meet each child’s physical needs.


To establish the foundations for respect of equipment.


To establish the foundations for respect of others - Social Development.


To provide for the language development that is so important at this stage of development.


To make available a good variety and quantity of materials on the shelves at the child’s level (manipulative, 
dramatic play, pull toys, Fisher-Price...)


To provide ample opportunity for use of gross motor skills.


To provide a variety of activities that begin to introduce the curriculum areas of art, science, social skills, 
dramatic play, manipulative activities, language, large motor, music and movement.


To be supportive of parents, encouraging involvement, encouraging open and honest communication, while 
using tact and discretion.

     To develop staff potential through proper supervision by making expectations clear, following through to see 

that expectations are met, and utilizing staff input and their abilities.

     To develop self-help skills in order to create a feeling of independence and confidence in the child (this can
     be accomplished by toilet training, encouraging them to try to help dress themselves and letting them 
     help dish out food at meals.)


To provide care in smaller sub-groups, in order to give each child more personal attention, to prevent under 
and over stimulation, to allow more freedom of choices and maintain a more relaxed atmosphere.
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Program Goals:  Older Toddlers (25 -36 months)


To provide a wide variety of age appropriate activities, within a routine, that draws from the curriculum areas of: art, math, science, cooking, music and movement, large muscle, practical life, social studies, dramatic play, language arts, social skill, and manipulative activities.


To provide a nurturing, flexible, and calm atmosphere where physical affection is freely given, self-concept is enhanced, independence id encouraged and expectations are make clear.


To develop staff potential through proper supervision by making expectations clear, following through to see that expectations are met, and utilizing staff input and their abilities.


To be supportive of parents encouraging involvement, encouraging open and hones communication while using tact and discretion.


To establish room awareness among staff so that a safe environment is always presents both indoors and out.


To meet each child’s physical needs while setting the stage for future independence in self-care.


To provide ample opportunity for the use of large motor skills and outdoor activity.


To provide an atmosphere where the foundations of respect for others is established.


To encourage social development through cooperative play.


To establish respect for the equipment and material.


To establish an observation system in which notes on children are kept.
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Program Goals:  Preschool (37 months - 1st grade)


To meet each child’s physical needs while encouraging independence in self care.


To provide an atmosphere in which children have respect for others.


To establish respect for the equipment and materials.


To provide a relaxed, loving, and calm atmosphere where self-concept is enhanced, independence and 
choices are encouraged, and self-discipline is gained in an environment where the child knows the limits 
and expectations.


To provide a wide variety of activities within a routine, where cooperative play is encouraged.  These 
activities should be drawn from the curriculum areas of: art, math, science, cooking, music and 
movement, large muscle, social studies, practical life, dramatic play, language arts, and manipulative 
activities.


To develop in the child an active curiosity about the world in which he/she lives and an enthusiasm for 
learning which stimulates exploratory behavior and creativity?

To develop in which child an appreciation for beauty and nature.


To provide ample opportunity for the use of large motor skills and coordination through physically active 
play in either indoor or outdoor activities.


To establish an observation system in which notes on children are kept.


To establish room awareness among staff so that a safe environment is always presents both indoors and out


To be supportive of parents encouraging involvement, encouraging open and honest communication while 
using tact and discretion.


To develop staff potential through proper supervision by making expectations clear, following through to 
            see that expectations are met, and utilizing staff input and their abilities.
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Program Goals:  School Age  


To provide a loving and relaxed environment where the children’s physical and emotional needs are met.


To establish an atmosphere of respect for others and self.


To establish respect for the equipment and materials.


To help the children develop self control and clear   understanding of the expectations in this environment.


To provide a routine that allows for the kind of activities that the children might be involved with if they
           were at home.


To provide an environment where the children will develop an enthusiasm for learning, exploring, and 
creativity through the use of constructive play activities in the areas of:  art, drama, literature, cooking, 
music and movement, social science, woodworking, large motor, science, manipulative activities and 
social skills.


To provide ample opportunity to develop coordination and large motor skills through physically active and 
outdoor play.


To establish room awareness among all staff to insure that a safe environment is always presents both
indoors and out.


To establish an observations system in which notes on children are kept.


To be supportive of parents encouraging involvement, encouraging open and honest communication while 
using tact and discretion.


To develop staff potential through proper supervision by making expectations clear, following through to 


see that expectations are met, and utilizing staff input and their abilities.


To provide an opportunity to become independent and responsible through self directed and individualized 
activities.


To provide the children with appropriate alternatives to angry and aggressive behavior.


To learn how to participate and function well in a group
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Facility Closings

The Facility will be closed on the following days & Holidays:

      Good Friday                                                Easter Sunday

                                          Thanksgiving Day                                       Black Friday

                                          Christmas Eve                                             Christmas Day

                                           New Years Eve                                            New Years Day

Labor Day



     Memorial Day                                                                     July 4th 
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DAILY SCHEDULE

6:00 A.M. - 7:45 A.M........................................ Arrival/ Meet and greet children and parents, free play, 







      Prepare for breakfast.

7:00 A.M. - 8:00 A.M........................................Breakfast

8:15 - 8:30 A.M.............................................…Wash hands and face, brush teeth, preparation for school 







     Age departure                    

8:40 A.M. .....................................................… Departure of school age children (supervised)

9:00 -9:15 A.M. ............................................…Wash Hands & AM Snack

9:30-9:45 A.M...............................................…Circle time where we will cover attendance, Introduction, 






    Pledge of Allegiance, Calendar, Weather, ABC’s, Counting, 9:45 - 10:00 A.M...........................................…Music, movement, rhythm training.

10:00 - 10:15 A.M. .......................................…Restroom, wash hands

10:30 - 11:00 A.M. .......................................…Circle time/Art activity

11:00 - 12:00 P.M. .......................................…Indoor/Outdoor play, Gross motor activities.

12:00- 12:45 P.M. .........................................…Clean up, wash hands, restroom, serve lunch 



12:45 - 1:00 P.M. ............................................ Clean up, restroom, brush teeth.

 1:00 – 3:00 P.M. ............................................. Quiet Time

 3:00 - 3:15 P.M. .............................................. Put cots away, Restroom, Wash hands.

 3:15 - 3:30 P.M. .............................................. Snack time.

 3:45 - 4:15 P.M. .............................................. School age children-completion of home work, Planned 








  Activities/Self directed centers.  (Structured)

 4:15 - 5:15 P.M. .............................................. Free Play Indoor/Outdoor

 5:15 - 5:30 P.M. .............................................. Clean up/ Restroom, wash hands

 5:30 - 6:00 P.M. .............................................. Dinner Time and snacks for those who are leaving around this 






    time.

  6:30 - ……………………………………………………………CLOSED
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Please understand that this is only a tentative schedule and may change due to several circumstances.  We understand that children may be entering or leaving at various times throughout the day.  We will make the transition as comfortable for the child as possible so they may join in on the activities as they arrive.  The schedule was designed to provide structure to the children’s day as well as for the center; however, we also desire to remain flexible and fun while maintaining an educational environment for your child (ren).

Thank You!!!

ENROLLMENT  PROCEDURE

Application: 
Prior to completing the application we encourage the parent(s) to tour our facility and allow the child to interact with the other children and staff members to be sure this is the appropriate environment for your child (ren). After what we are sure you will find a pleasant experience, completion of an application is required.  At this time the Administrator or the Director will review the facility’s general daily schedule, hours of operation, fees, and responsibilities for meals, clothing, health & sick policies, supervision, evening care, & dismissal policies, as well as transportation and pick-up arrangements.  At the time of enrollment, a parent shall receive this information in the form of a “Parent Handbook”.
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Admission interview  
We encourage the child to be present for the interview so that they may be told about the center and the care we will provide for them. We want them to feel part of the process in hopes of eliminating any fears. Only information that the child is able to understand will be discussed with the child (ren).  During this interview we will answer any questions that you may have about the center or what you have read in the “Parent Handbook”.  Photo Copy of your Driver’s license will be kept on all parent files.
Contract Agreement: Parents are responsible for payment bound into contract with Guardian Angels.  Parents are responsible for notifying the Center of schedule changes.  If the schedule change is to be a long term change a new contract agreement will be filed to reflect the changes, otherwise, parent remains responsible for payment stated in current contract.   

You will be required to sign a Contract Agreement that will include: 


The amount of the fee to be charged per day.


The number of days per week.

The child’s arrival and departure times.


The persons designated by the parent to whom the child may be released.


The date of the child’s enrollment.


The services which are to be considered as extra.

*This information is to reviewed, updated and signed by the parent every 6 months (January & July). This is mandated by state regulations.  If the parent fails to update and sign this form as directed Guardian Angels reserves the right to suspend services until information is brought current.
Emergency contact information  

Emergency contact information is required for each child enrolled.  This form is to provide information regarding who shall be contacted in an emergency. Photo Copy of your Driver’s license will be kept on all parent files.
Emergency contact information shall include the following:

· The name and birth date of the child.

· The name, address and telephone number of the child’s physician or source of medical care.

· The home and work address and telephone number of the enrolling parent(s).

· The written consent signed by a parent for emergency medical care.

· Information on the disability of the child, as specified by the child’s parent or physician, which is need in an emergency situation.

· Health insurance coverage and policy number for a child under a family policy or Medical Assistance benefits, if applicable.


· The name, address and telephone number of the individual designated by the parent to whom the child may be released.                                        -13-

· When children are in the facility, emergency contact information shall be present in a child care space for children receiving care in the space.

· When children leave the facility on walking and riding excursions, emergency contact information specific to each child on the excursion shall accompany a staff person on the excursion.

· A written plan identifying the means of transporting a child to emergency care and staffing provisions in the event of an emergency shall be displayed conspicuously in every child care space and shall accompany a staff person who leaves on an excursion with children.

*The parent shall update in writing emergency contact information once every 6 months (January & July) or as soon as there is a change in the information.*  If the information is not updated and signed as designated, Guardian Angels reserves the right to suspend services until forms and information are made current.
CHILD HEALTH
Health Assessment:


*An enrolled child shall have an age-appropriate health report on record at the facility no later than 60 

days following enrollment.*

A Health Assessment shall be conducted and a report written and signed by a physician or a CRNP. A new health record is required ANNUALLY or at any time in which a child receives immunizations.  The assessment shall include the following information:



A review of the child’s previous health history.

· The results of a physical examination.

· An assessment of the child’s growth patterns.

· The physician’s or CRNP’s assessment of a disability or a health problem and recommendations for treatment.

· A review of the child’s immunized status according to recommendations of the AAP. The Department will provide the AAP guidelines upon request.

· A statement of the child’s medical information pertinent to diagnosis and treatment in case of emergency.

· A review of age-appropriate screenings according to the standards of the AAP. 

· Physicians or CRNP’s signature.
· FOOD RESTRICTIONS MUST BE NOTED WITH SUITABLE SUPSTITUTES.                                                                                                                                                            -14-              
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Exemption from Immunization-Statement Policy.


Exemption from immunization for religious belief or strong personal objection equated to religious belief shall be documented by a written, signed and dated statement from the child’s parent or guardian.  Exemption from immunization for reasons of medical need shall be documented by a written, signed and dated statement from he child’s health care provider.  These statements shall be kept in the child’s record.

Emergency medical care


If emergency medical care is needed for a child, the parent shall be contacted as soon as practical in the best interest of the child.  A staff person shall accompany a child to a source of emergency care and shall remain with the child until the parent assumes responsibility for the child’s care.

Enrollment Fee


All new clients are required to pay a $25.00 enrollment fee for one child and a $35.00 family enrollment fee for two or more children.  This fee is non-refundable and must be paid prior to the first day in attendance.  

Child Care Assistance Co-Pay


Clients receiving child care assistance are required to pay the first and last weeks co-pay prior to attendance.  The last week co-pay will be held as a deposit until the final week of attendance.  To avoid forfeiting the final co-pay a two week withdrawal notice must be given and all bills must be paid to date.  The co-pay will be billed to the client at the beginning of that week and must be paid by 5pm Friday.  If the co-pay is not received, CCIS will be notified of non-payment, which may lead to an adverse action from CCIS and possible termination of funds according to CCIS policy.  If non-payment of co-pay exceeds two weeks, CCIS will be notified AGAIN, and you will be asked to remove your child from the center and not return until the outstanding balance is paid in full.  
(See following page, for late fee info.)

Private Pay Policies


Private pay families will receive the same discounts and rates as those receiving child care assistance.  Payments are due in full within one week of receiving the most recent statement. You are responsible to notify the center if you are requesting BI-WEEKLY Payments. If your balance exceeds more than two weeks past due,  or $150.00 you will be asked to remove your child from the center until payment is received in full.  A $100.00 per week late fees will continue to apply. (See following page, for late fee info.)There is a $35.00 charge on all returned checks!!
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Payment Policy


We are charging the rates that are reimbursable by the Child Care Assistance Project.  These fees were established by the State of Pennsylvania specifically for this area.  We are attempting to make child care affordable and fair.  Everyone is charged the same rate set forth in the specific guidelines provided.  


A payment is to be made WEEKLY unless otherwise prearranged.  Any required adjustments to your bill related to overpayment, additional payments,  and any late fees will be made within the following week and adjusted and/or billed separately at that time.  

If you are a participant of the CCIS or any other assistance program, payment will be as per program agreement at time of approval.  The parents/guardians are responsible for the fees that are not covered by any 

child care assistance program.  Parents/guardians will also be billed for any additional hours or days not allotted by their assistance program. 


***Guardian Angels reserves the right to withdraw a child after two weeks of non payment, if no prior arrangements have been made.***

Overdue Balances


We know on occasions balance will be come passed due.  If you are carrying a past due balance you will be required to submit in writing a suitable request for a payment plan.  Your request will be reviewed with management and a contract including your requests will be drawn up.  If a parent/guardian fails to uphold the contract, their child will have to be removed from the center, until payment of overdue balance is paid in full.  If a parent/guardian withdraws from the center leaving an unpaid balance, the $100.00 weekly late fee will continue to accrue; the parent/guardian will be responsible for all late fees, interest, legal & collection fees accrued in the attempts to collect the unpaid balance. 
Late Pick Up Fees  


We are bound by state regulations which require a specific staff-child ratio.  Schedules for the staff are made according to the children’s schedules you provide for us, one week in advance.  When late picking up your child we may not be able to meet this requirement or it may require staff to stay overtime, therefore we must enforce a late fee of $1.00 per minute if you are late picking up your child at their scheduled time.  If you know you are going to be late, please call as far in advance as possible so we can make arrangements for additional staffing if needed to meet state regulations.  When calling to inform us of late pick up in advance no late fees will be assessed. (standard child care rates will be charged)
-16-

Child Care Rates

(New prices effective July 1, 2008)

***  THESE RATES DO NOT REFLECT ANY ADDITIONAL CHARGES ***



Age

             
    Work Day (5-9hrs)          Half Day (3-5hrs)

Infant
(birth through 12 months)


$36.00


$29.00
Young Toddler (13 mo. through 24 mos.)

$36.00
 

$29.00
Older Toddlers (25 mo. through 36 mos.)

$36.00  

$29.00
Preschool Child (37mos. - 1st grade)

$29.00

            $29.00
Young School Age (1st grade through 15 yrs)
$29.00


$29.00
Full Day Rates is time over 9 hours.  Billing for extended rates are broken into 15 minute increments according to your child’s age hourly rate listed.
**HOURLY RATES ARE AVAILABLE FOR $6.00 PER HOUR PER CHILD UP TO 3 HOURS MAX** 

    (Children over age 3)  
**HOURLY RATES FOR AN INFANT & TODDLERS, (UNDER THE AGE OF 36 MONTHS) WILL BE $7.00/HOUR UP TO 3 
    HOURS MAX** (up to age 13 months)

Work Day rates apply to a child in attendance for 5 hours up to a max of 9 hours.

*
Full day rates apply to days over 9 hours and a max of 10 hours.  After 10 hours an hourly rate will be added.

*
Half Day rates apply to a child in attendance OVER 3 hrs but less than 5 hours; any time over 5 hours becomes a full day rate.

*** Parents are responsible to pay ALL scheduled days contracted. Number of days will be according to the signed contract agreement.  This will be your STANDARD weekly bill and any additional charges or hours will be billed accordingly. Last minute schedules will be accepted.  Once added to the schedule the parent is responsible for payment as per payment policy.  
PRESCHOOL RATES: 
Time: 9:30 am – 12:15 pm. They will be served lunch. 
Two days per week = $90.00 per month age 3 – 5  ($105.00 per month age 2)

 Three days per week = $125.00 per month age 3-5 ($140.00 per month age 2)
If you miss a day during the week you may attend another day WITHIN THAT WEEK to meet your number days. NO CREDIT will be given for days absent. During any short weeks there will be days offered to make up your number days. Payment Schedule and activity schedule will be distributed at the start of each school year.
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Security & Cameras

Because security of the children is important to us just as it is to you as the child’s Guardian we have a security code system that we will be enforced.    When you or someone else calls the center to inquire about the child they must identify themselves and know the password.  We suggest that you choose a word that is easy to remember but hard for others to guess.  We recommend that you don’t use Birthdays, phone numbers, etc..  
A security code word is chosen by the enrolling parent.  Only persons designated to pick up the child should be given the password.  Photos of the child, Parents & designated pick up persons will be taken and placed into your Child Care system to cross reference.  This word along with a photo ID will be required to verify information within the computer system when we do NOT recognize the pick up person. 
Security Cameras are located throughout the child care areas and are recorded on an ongoing basis.  Recordings by the cameras are used for Guardian Angels Security purposes only.  Information viewable on cameras is for protection of the Children as well as staff.  
Photo Release
Photos are taken of children of the children for our computer system for security purposes.  We also enjoy taking pictures of the children during activities.  Guardian Angels has s website in which we like to share the center activities.  With your signed permission on the photo release allows us to place your child’s picture on the website.  The child’s name is NOT displayed.  Visit our website – www.guardianangelschildren.net.  
One day per week minimum attendance required!

A one day per week minimum must be maintained to hold your spot at the center.  If your child is not in attendance at least one day, a charge for one full day will be billed to your account.  These charges must be paid as stated in the payment policy.  If your child remains out of care for more than 2 consecutive weeks without suitable cause or full payment of the one day per week minimum charges applied to the bill, the child’s enrollment will be terminated.  Once the enrollment has been terminated and the child file pulled you will need to re-enroll the child by filling out new paperwork and pay another enrollment fee.  

(See vacation policy for exceptions)

DOOR ENTRY SYSTEM
This door system is designed for security. Therefore you are NEVER to give out your child’s clock in number. The door number is the SAME as your clock in number HOWEVER it will NOT clock you in. You will still need to clock your child in at the front desk.

Directions for use:   Press “START” – Enter your 4 digit clock in number – Press “OPEN” – Wait a 2 to 3 second delay then PULL on door to open. 
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ATTENDANCE SCHEDULE


A weekly schedule will be contracted.  You are responsible for that MINIMUM on a weekly basis. Only EXCEPTION is if you are using a week of your allotted vacation* (see below).  You many add scheduled days beyond your contracted days.  If you do NOT show up on that additional day scheduled, you will be responsible for the time scheduled.  Additional days MUST be called into the center. Just showing up may result in the need to turn down service for that request due to limitations bound in contract and State mandated Staff/Child ratios.  Spaces are filled on a first come first serve basis for parents on a flexible schedule.  If your schedule is contracted or called in advance and accepted your schedule will be guaranteed.  Parents are responsible to pay ALL SCHEDULED DAYS unless the change is made according to policy. 
ONCE Scheduled, payment for days becomes parent’s responsibility.

Last minute schedules still accepted and remain billable according to policy.

SICK DAYS AND VACATION DAYS
SICK POLICY

The state requires that under certain circumstances a child must be removed from the day care in order to protect the other children present.

· 
Temperature- 101.0-parents have one hour to have their child picked up and removed from the center.

· 
Vomiting- parents have one hour to have child picked up after on episode.

· 
Diarrhea- parents have one hour to have child picked up after three episodes.

CALL OFFS & VACATIONS

*Each parent will receive Vacation days based on the number of contracted days (X2) in which you will not be required to pay to hold your child’s place at the center.  We require a written notification of the intent of a vacation at least 1 week prior. When using individual days as a vacation day you MUST notify us at the time you report your child off to have the vacation day credited to your bill. No vacation credit requests will be granted beyond absent day.  In the event that you use MORE than the allotted vacation days the parent is responsible for the weekly payments as stated in contract agreement.  If you do not pay the fee as contracted we will NOT hold your child’s spot at the Center and upon your return you will be required to pay the enrollment fees to reestablish your enrollment. 
NO CALL/NO SHOW 
In the event you do not call your child off you are responsible for payment of that day and no vacation request will be granted

If additional days beyond the contracted days are scheduled and you do NOT show up, you are responsible for payment of that day.
Child medication and special diets

If child medication or special diets are administered, the following requirements apply:

· A prescription or nonprescription medication may be accepted only in an original container.  The 
medication shall remain in the container in which it was received.

· A staff person shall administer a prescription medication only if written instructions are provided from the individual who prescribed the medicine. Instructions for administration contained on a prescription label are acceptable.

· The label of a medication container shall identify the name of the medication and the name of the child for whom the medication is intended.  Medication shall be administered to only the child whose name appears on the container.

· Medication shall be stored in accordance with the manufacturer’s or health professional’s instructions on the original label.

· Medication shall be stored in a locked area of the facility or in an area that is out of the reach of children.

· A parent shall provide written consent for administration.

· A medication log will be kept on all prescription and non-prescription medication administered.

· 
Special diet & Restrictions – You MUST have written instructions from the Doctor stating the restriction and a suitable substitute which will remain on the child’s file. This is mandated by the State Food Program
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DROP OFF AND PICK-UP PROCEDURES

All parents shall enter and exit the parking area driving slowly and watching for children being accompanied to and from the day care and outdoor play areas.  THE IGNITION OF ALL CARS MUST BE TURNED OFF AND KEYS REMOVED FROM THE IGNITION.  NO CHILDREN MAY BE LEFT UNATTENDED IN A VEHICLE.  
All children must be accompanied by a parent or designated adult into the child’s care area at the facility and clocked in!!!!  Each child, Parent & designated pick up person will be  assigned a pin number upon enrollment.  This number will be used to clock them in and out.  Our system will record WHO is clocking the child IN and OUT.  While children are in the hallways, or walking to and from their cars, their care and safety are the responsibility of the parent.  The children will be released only to the parent or those designated as pick up persons on emergency contact form OR the parent sends written instructions permitting pick-up by another adult.  In an emergency the facility may be telephoned and will document pertinent information regarding an alternate adult picking-up a child.  Identification is required of the specified person picking up the child before the child will be released from 

The day care.  In the event the day care staff on duty is not familiar with a parent they may require them to also produce identification. We would appreciate your cooperation with the above outlined procedures.  Please keep in mind they are designed with your child’s safety and well being in mind.  If you would have any questions or concerns please feel free to discuss them with our staff at any time.

Discipline

The form of discipline must be age appropriate.  The adopted form used in this facility is what we call “Positive re-enforcement”.   What we intend to happen is that the facility person gives verbal praises to the child when something right has been accomplished.  When the child receives this praise, it gives the child a good feeling and they become proud of the gesture we have made.  We in return hope that the good feelings that go along with a good job, become3s a habit for the child in that they will look for that positive feed back from us and others.


The reality is that this method does not always work for all children.  If positive reinforcement does not appear to work with a particular child, we will attempt the time out method.  This method will not be used in any way to ridicule or degrade the child, but to place the child in a designated time out area and explain to the child why they were placed in time out.  We would ask the child explain to us why they feel they were placed in time out and what could they do next time to prevent this?


If any behavior becomes a problem and our discipline is ineffective, the parent will be notified of the difficult area(s).  This will not be done to pass judgment on a child but to let you know of any problems we may be having and hope that you can work with them at home as well.  Guardian Angels reserves the right to ask that a child be removed from our care center.

                                                                               -20-

Gum/Candy

We want to reduce the risk of any harm that could come to a child in our care.  In view of this we ask that you do not send hard tack and/or lollipops and gum to the center with the children.  This will also prevent the gum from being stuck to the floor as well as any possible fighting over “he has some and I want some”, not to mention, it will keep it from getting in a child’s hair or on their clothing.

Violence

We wish to keep the Day Care a violent free environment.  Please do not allow your child to bring toys to the Center that represent violence, such as toy knives, guns, swords or any other objects that could suggest or promote violent behavior.  Any movies brought into the day care to watch must be rated “G” or “PG”.  These movies will be watched and approved by our staff members, before the children will be allowed to view them.

Fire Drills

Station Fire Drills are conducted by the local fire department throughout the year.  The drills are unannounced therefore we have no way to notify you in advance.  Please do NOT be alarmed if you are informed that several fire trucks were at the center.  It is most likely that the Fire Department has conducted at drill.  These are important for the Local department to keep them prepared in case of an emergency to promote response time in case of a real emergency.
Center Fire drills are conducted once every 60 days in compliance with DPW codes.  Escape plans are posted in each area.  Each room has an escape route to an outside safe area. 
DAY CARE VISITATIONS

Announced and unannounced visits are encouraged by the parents or guardians of the children enrolled in the facility.  Please stop by and watch the staff and children interact.  Come and be a volunteer for a day with the children and see the curriculum that the teachers have prepared.

 Valuables

We ask that you do not send valuable items to the center with your children.  This includes toys that the child holds very dear to them and would be devastated if lost or damaged.  The Center is not responsible for lost, stolen, or damaged items.
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Insurance

THIS FACILITY CARRIES FULL LIABILITY INSURANCE!

CHECK LIST OF ITEMS TO BE BROUGHT AND MAINTAINED AT THE FACILITY


This list of items is what we suggest the parents bring to the facility and maintain during the child’s enrollment.  All items must contain a permanent label with the child’s name. (Please bring items that are age appropriate and apply to your child).

*
Extra sets of clothing, including under garments and socks. (All Ages placed and labeled in a brown    paper bag
*
Diapers/ Wipes ($1.00 Charge if taken from Day Care Stock).

*
Spill proof sippy cups are not required and not used with children over age 2.
The day care will provide one for you child to prevent the loss of your personal cup.  If you choose to bring their own personal cup, we are not responsible for damage due to the dishwasher or those that are lost.
* 
Training Pants

*
Lotions, Creams or Ointments & Sun Block (MUST BE LABELED)
*
Formula (unless using that supplied by the food program)

*
Special Milk (if child cannot tolerate regular dairy products).

*
Spare Pacifiers

*
Baby Bottles

*
Travel Size Pillow (approx. 6x12 in. fits in personal bin or cubby nicely) and a light weight Blanket.

*          Slippers or slipper socks

For sanitary purposed no shoes will be worn in the main child care area, Slippers or slipper socks must be worn

PLEASE HELP PREVENT A LOSS!  LABEL EVERYTHING!!!!
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MEALS


All our meals and snacks are state funded; therefore every child enrolled gets to eat meals for free.  Although we are required to have a food application for every enrolled child on file, these are given in the enrollment binders.  It is necessary that we have these applications completed and on file by the date of starting.  If children have an allergy with a certain food, we need a prescription stating what the substitution should be; this can be during antibiotics as well.  Infants must have a food application on file as well; this application would be found in the enrollment packet.  
Meals are served without consideration of race, color, religious creed, disability, ancestry, national origin, age, sex, or limited speaking proficiencies.

**To file a complaint of discrimination, write:

USDA Director Office of Civil Rights,

Room 326-w Whitten Building

1400 Independence Ave.

SW Washington DC 20250-9410

Or call

202-720-5964.

USDA is an equal opportunity provider and employer
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Guardian Angels Day Care

SUBJECT:    Nondiscrimination Policy Statement Equal Employment Opportunity
TO:
Staff
FROM:
Lisa R Bailey
An open and equitable personnel systems will be established and maintained. Personnel policies, procedures and practices will be designed to prohibit discrimination on the basis of race, color, religious creed, disability, ancestry, national origin, age, or sex.
Employment opportunities shall be provided for applicants with disabilities and reasonable accommodation(s) shall be made to meet the physical or mental limitations of qualified applicants or employees.
Any employee who believes they have been discriminated against, may file a complaint of discrimination with any of the following.
Guardian Angels Day Care 1007 Kingview Road Scottdale PA 15683 
Department of Public Welfare Bureau of Equal Opportunity Room 223, Health & Welfare Building PO Box 2675 Harrisburg, PA 17105
U. S. Department of Health and Human Services
Office for Civil Rights
Suite 372, Public Ledger Bldg.
150 South Independence Mall West
Philadelphia, PA 19106-9111
PA Human Relations Commission Pittsburgh Regional Office 11th Floor, Pittsburgh SOB 300 Liberty Avenue Pittsburgh, PA 15222
Bureau of Equal Opportunity Western Regional Office Room 702, Pittsburgh SOB 300 Liberty Avenue Pittsburgh, PA 15222-1210
Guardian Angels Day Care

SUBJECT:   Nondiscrimination in Services

TO: Parent/Guardian 
FROM:
Lisa R Bailey Owner/Administrator
Admissions, the provisions of services, and referrals of clients shall be made without regard to race, color, religious creed, disability, ancestry, national origin (including limited English proficiency), age, or sex.
Program services shall be made accessible to eligible persons with disabilities through the most practical and economically feasible methods available. These methods include, but are not limited to, equipment redesign, the provision of aides, and the use of alternative service delivery locations. Structural modifications shall be considered only as a last resort among available methods.
Any individual/client/patient/student (and /or their guardian) who believes they have been discriminated against, may file a complaint of discrimination with:
Guardian Angels Day Care 

1007 Kingview Road
Scottdale Pa 15683

724-887-4352
Department of Public Welfare Bureau of Equal Opportunity Room 223, Health & Welfare Building PO Box 2675 Harrisburg, PA 17105
U. S. Department of Health and Human Services
Office for Civil Rights
Suite 372, Public Ledger Bldg.
150 South Independence Mall West
Philadelphia, PA 19106-9111PA Human Relations Commission Pittsburgh Regional Office 11th Floor, Pittsburgh SOB 300 Liberty Avenue Pittsburgh, PA 15222
Bureau of Equal Opportunity Western Regional Office Room 702, Pittsburgh SOB 300 Liberty Avenue Pittsburgh, Pa 15222-1210

Parent Acknowledgement and Agreement

Guardian Angels Management has informed me of the Day Care Policies and procedures.  They have provided me with a Parent Handbook to further outline the policies and procedures.  I understand that it is my responsibility to review the contents of the handbook. Any questions I may have will be answered by Day Care Management for better understanding.

I understand and agree to follow the policies set by Guardian Angels Day Care & Learning Center as they are stated above.

Parent/Guardian Signature: ____________________________________

Date: __________________

Staff Representing Center: Signature: ____________________________

Date: __________________

I give Guardian Angels Day Care permission to photograph my child(ren) for Center use such as Child tracking system, Web site & Activities.               Parents Initials: ________________
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misslisa@guardianangelschildren.net
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