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A.  INTRODUCTION
Welcome to the Mustard Seed Early Learning Center.  We are happy to serve you and your family’s needs.  The early learning center serves children ages thirteen months through eight years of age.  

We are proud that we can offer services to our community which provide a safe learning environment for children and encourages and nurtures growth in all aspects of their development.  It is our goal to ensure each child, parent, and employee will be treated with respect, regardless of race, religion, ethnicity, ability, or sexual orientation.
B. BACKGROUND

Since the founding of the congregation in 1775, the people of St. John’s Evangelical Lutheran Church have been led by one guiding principle-to witness the love of God in all we do and say.  In the constitution of the church we call ourselves a “confessing church,” a church that exist to confess our Lord Jesus Christ in word and deed.  That principle was at work in our midst in 1997 when we first began considering new ways to witness to our faith in the Lord in our community.  For some time, we were aware that dramatic changes involving families were taking place in our society.  Because of economic pressures and a desire for a better life, more and more parents were finding it necessary that both seek full time employment.  This, in turn, increased the needs for families with young children to find quality programs of childcare and educational experiences.  It became obvious that this was an opportunity for our congregation to extend our understanding of God’s love and to assist in our community in this area of special need.  As our Lord discouraged his disciples from “hindering the little children to come unto Him,” so it seemed appropriate for the church to carry on in our ministry His care for the young.

C.  MISSION
To support parents by offering a safe and nurturing environment that provides an exceptional Christian educational experience, plants seeds for a love of learning, and meets children’s developmental needs.
VISION STATEMENT

Educated children with strong social skills who are firmly rooted in God’s love.

D.  THE CURRICULUM

We believe in providing a curriculum with a spiritual core.  Such curriculum provides the children of the Center with teaching of morals and values which will guide then to be successful members in our community and world.  Additionally, in accordance with guiding educational philosophies the curriculum used in our classrooms are a mixture of Creative Curriculum and Christian Studies.
E. Services and Programs Offered 

All classrooms are designed for children to stay together and grow through their years at The Mustard Seed.  Children move to the next classroom each fall.  Parent and teacher’s communication is the key. Classrooms communicate through Facebook messenger/e-mail.  Teacher’s will check messages during nap time and before their shift ends.

All classrooms use parts of Creative Curriculum and Christian Studies in the lesson planning.  Each age group gets more structured as the children move up in age.  All classroom work on academics. 

Toddler Program (14–24 months) 

a. Ratio = 1 staff/4 children 

b. Class size = maximum of 8 children

c. Children enrolled in our Toddler program need to be able to walk on their own, eat solid foods with fingers, and drink from a sippie cup.

d. Program combines a natural learning environment with planned activities to create a fun and safe space where children can explore the world around them. 

e. Daily reports are provided for parents 

Preschool 1 Program (24 months – 3 years) 

a. Ratios = 1 staff/8 children

b. Class size= maximum of 15 children

f.  Program combines a natural learning environment with planned activities to create a fun and safe space where children can explore the world around them. 

c. Daily reports are provided for parents

Preschool 2 Program (3 year-4 years)

a. Ratio= 1/10 staff

b. Class size= maximum of 18 children

c. Children enrolled in the Preschool 2 program need to be independent when using the restroom (pulling up and down pants, able to wipe, being able to sit on potty)

d. Program creates a social learning environment in which children can learn independents, self-help skills and social skills alongside educators and peers.

e. Weekly classroom reports are provided for parents

Pre-K Program (4 years – 5 years)

a. Ratio= 1/12 staff

b. Class size maximum of 20 children

c. Program create a social learning environment in which children will enhance their independents, self-help skills and social skills while preparing for Kindergarten.

d. Weekly classroom reports are provided for parents.

Summer Camp ( 5 years -8 years)

a. Ratio=1/16 staff during swimming 1/8 staff

b. Class size maximum of 20 children

c. Program is designed to keep school-age children learning through the summer while enjoying arts and crafts, science experiences, outdoor activities, and field trips.

d. Parents receive summer camp calendar with events and themes

F.  PHILOSPHY OF THE “Rs” WE PRACTICE
*  REMEMBER to slow down.  Take time to notice the delight in children and the magic of their development.

*  REAWAKEN ourselves and our children to a sense of wonder, curiosity, and passion for discovery and new learning.

*  REEVALUATE our goals, and focus our curriculum on relationships with people, spirituality, and the learning process.

*  RECOGNIZE that childhood is a time for intellectual pursuit of social and emotional learning.  It is a time to focus on children’s interests, spiritual awareness, questions, and the skills they are developing.

*  RESPOND to a child’s need for personal attention and time.  We must provide opportunities for children to investigate and practice their existing and new skills in repetition.  Engaging children in activities helps deepen their thinking and ideas and increase their abilities.  Taking time to explore and express yourself nourishes a love for learning.

*  REFOCUS on the celebrations of meaningful life events and accomplishments.  Observe the small things which occur as part of daily life in the classroom.  Create routines to help everyone pay attention to the miracles of life, the joys of discovery, and the community we create together.

*  REINFORCE collaboration rather than competition.  Provide activities, experiences, and materials which encourage working together.

*  RECONNECT with our community.  Plan activities in our curriculum around real people, real issues, and real work that needs to be completed.

*  REPRESENT the interests and the processes of a child’s environment through the heart of our program.  Take time to observe and create celebrations which honor the events of our daily lives.

*  RENEW ourselves!  We will take time for and teach our children the value of self reflection and self care.  We will collaborate with our co-workers and other colleagues.
* REVIVE our activism for children and ourselves.  Children need us to champion the importance of childhood, the value of play, the joy of discovery, and how wonderful it is to feel alive.

G.  THE CHURCH’S ROLE
The Congregation is committed to providing a safe, well-equipped facility for the education of our community’s children.  It is the Church’s intent to do everything possible to provide a well-trained staff of caring individuals to lead the Center’s educational program and to provide an atmosphere that fosters learning and self-motivation.  The Congregation is also committed to providing the opportunity for children to grow in spiritual awareness.  Through the great biblical stories, the ten Commandments, and the teachings of our Lord, the Center will seek to assist children in developing an understanding of, and an appreciation of the fact that we are all part of God’s great creation.  The Church wants them to learn through interaction with other children and adults that God loves his people and seeks the best for all of them.
A weekly chapel service will be held in the main Nave of the church.  The service will center around a biblical teaching, such as the Ten Commandments or our Lord’s command to “love one another.”  However, the Center will not attempt to indoctrinate children into the theology of the church.  The goal is strictly to help children understand that they are “special” and that God has created them to live in peace and harmony with one another.

We chose to name our center The Mustard Seed out of respect for the scripture passage found in the Bible in the Book of St. Matthew, at 13:31-32: “Another parable he put before them, saying “Kingdom of heaven is like a grain of mustard seed which a man took and sowed in his field; it is smallest of all seeds but when it has grown it is the greatest of shrubs and becomes a tree,  so that the birds of the air come and make a nests in its branches.”  This passage wonderfully describes the hopes and dreams of the people of St. John’s for the Mustard Seed Early Learning Center. It is our belief that God has given our Congregation this tiny seed and has called upon us to plant it and care for it diligently believing that one day it will grow into something great in our community.

H.  THE DIRECTOR’S ROLE

The Director’s role is to oversee the Center as a whole, the Center’s programs and to serve as a liaison between the Center and the Church.  The Director works with the teachers to insure appropriate planning and activities for the classroom.
The Director is responsible for many things, including but not limited to general safety, developmentally appropriate activities, positive interaction with the children, and relationships between the Center Staff and parents.  Also, the Director is responsible for the enrollment process, completion of forms, contacts with the community resources, tuition, and any Center related issues that may arise.

The Director oversees the Center and helps in classrooms when needed.  Parents/Guardians and staff are welcome to and are likewise encouraged to talk to the Director about any concerns.

I. THE TEACHERS ROLE

To teach effectively, teachers must always keep in mind the Center’s vision and mission, the need of each individual child, and the needs of the classroom.

Teachers must use understanding of child development to plan activities which create a learning environment.

Teachers must carry out Center philosophies by providing a classroom that is respectful and that values the differences among children, whether such differences are cultural, ethnic, ability related, temperament related, or gender related.

Center teachers are expected to create and maintain an environment that allows children to make appropriate choices and promotes positive behaviors.

The teachers are responsible for the classroom planning, supervision, and ongoing communication with parents/guardians.

J.  THE PARENT and GUARDIAN’S ROLE

At The Mustard Seed we want to work as partners with the parents and guardians to help children succeed.
The growth and learning of each child is ultimately the parent/guardian’s responsibility.  Parents and guardians are welcome to visit their children at the center or call to check on them anytime.  Parents are encouraged to share any special talents, hobbies, and/or occupations with the Center, through demonstrations or visits.  Parents are expected to attend scheduled meetings with their child’s teacher.
Parents are responsible for UPDATING their child’s EMERGENCY FORM, and for informing the Center of any changes regarding the identity of the people who have permission to pick their child up from the Center.  Effective communication between parents and teachers is CRITICAL!  Parents are always encouraged to discuss any problems his or her child may be having.  When parent possess a question or expresses concern, we ask them first to talk to their child’s teacher.

If, after the parent and teacher’s communication, a parent continues to have questions or concerns, the parent is encouraged to put their concerns in writing to the Director or come to the center and talk to the Director.  If at any time, resolution is not reached, the parent may write a letter to our Board.  Both the Board and the Director have five business days to respond to a written concern received from a parent.  It is important to remember that no matter what the concern, the Center considers the parents’ or guardian’s thoughts important!  We want to help make the Center a good experience for the parents and the children!

K. INTAKE INTERVIEW

Whenever a parent/guardian wishes to enroll a child, there is an intake interview.  This is when a parent comes to the center and the child can visit his or her assumed classrooms.  The Director will explain the Center’s policies and answer any questions the parent/guardian may have.  If at this time the Director and the parent/guardian agree that the child will benefit from the program, the enrollment process will take place.
L. ENROLLMENT

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

To file a complaint of discrimination, write USDA, Director, office of Civil Rights, 1400 Independence Avenue, SW Washington, DC 20250-9410, or call toll free (866)632-9992 (Voice).  TDD users can contact the USDA through local relay or the Federal Relay at (800) 877-8339 (TDD) or (866) 377-8642 (relay voice users).  USDA is an equal opportunity provider and employer.

Children with special needs will be considered on an individual basis.  We accept children with special needs if we are assured we can fully meet those children’s needs and the needs of all of the children enrolled in our program with reasonable accommodation.  The parent/guardian must complete and return all required forms and pay tuition fees before the space available will be confirmed and held for the child.  You are liable for tuition whether your child attends or not, unless you have a Mountain Heart Certificate or enrolled on a “Drop-In” basis.

M. WAITING LIST
Any parent wishing to put their child on the waiting list must inform the Director and provide the Child’s birth date and parent information.  The information will be added to the Waiting list.

The Waiting List is divided into ages and placement priority. The priorities are:

1. Members of St. John’s Lutheran Church who are active members of the church for a minimum of 1 year
2. Re-enrollment, following a child and/or parent approval for medical leave

3. A sibling of a currently enrolled child

4. Family member of currently enrolled child

5. Full-time placement is priority over Part-time placement
N. HOURS OF OPERATION
The center is operational from 6:30 a.m. to 6:00 p.m., Monday through Friday.

These hours are subject to change and exceptions.  Holidays and Snow Days are examples of days when the Center’s hours may be adjusted or when the center may be closed altogether.  Although the Center is actually open 11 ½ hours per day, NO CHILD’S PRESENCE AT THE CENTER MAY EXCEED TEN HOURS IN ONE DAY.  There will be no exceptions for this rule unless it is an emergency and has been pre-approved by the Director.  If a child is in our care over ten hours the family will be charged $1.00 per minute.   If this occurs more than once, your services are subject to termination.
O. HOLIDAY
Official Center Holidays are:

1. New Year’s Day (another day maybe added depending on how the Holiday falls)

2. Good Friday

3. Memorial Day
4. Independence Day

5. Labor Day

6. Columbus Day
7. Veteran’s Day

8. Thanksgiving Day

9. The Day After Thanksgiving 

10. Christmas Day

11. The day before or after Christmas

The center will be closed on the above days.  If one of the above holidays falls on a weekend, the holiday will be observed on the closest business day.  For example, if Independence Day falls on a Saturday, the Center will be closed on Friday.  Likewise, if Independence Day falls on Sunday, the Center will be closed on Monday.

WE WILL NOT give credit on any tuition days the center is closed.  Parents are still responsible for payments on holidays and inclement weather days.

The Center will be open for all other holidays.  However, the Center reserves the right to close on any day for which there is not substantial need for care.  Should this occur on a holiday that is not listed above, parents are responsible for payment and tuition credit will not be given.

P. INCLEMENT WEATHER
There will be times when, due to severe weather, the Center’s opening may be delayed, or the Center may need to close early or entirely.  The Mustard Seed follows the Berkeley County Schools Protocol for snow, ice, and freezing rain.  The Mustard Seed opens at 6:30 am if Berkeley County Schools close for cold weather conditions.
If Berkeley County Schools have a two-hour delay due to snow, ice, or freezing rain The Mustard Seed will open at 8:30am.  The latest drop off for a delay day is 10:00am. If Berkeley County Schools have an early dismissal due to snow, ice, or freezing rain, the Mustard Seed will close no later than 3:00pm.  In extreme cases the center may close earlier than 3:00pm.  If this occurs all parents will be contacted immediately.


All parents need to be on the Mustard Seed e-mail list.  At times Berkeley County Schools may extend their inclement weather days due to school conditions.  The Director may adjust the protocol during this extended period.  Please send an e-mail to mseed2001@gmail.com requesting to be added to the parent list if you are not receiving parent notices.
In addition, all families must pay for the full tuition for the first 5 inclement weather FULL DAY closings.  After the 5th day closing families will receive $15 off the weekly tuition per child per day.  If the center opens late or closes early families are still responsible for the full tuition rate.

Q. ARRIVAL AND PICK UP

When arriving at the Center, we expect parents to make sure their child is under our supervision before leaving the premises.  We expect parents to re-enter the building upon picking their child up.

Parent MUST sign their child in upon arrival and sign them out upon departure.

Parents are responsible for informing the Center of the identity of the people who have permission to pick their child up.  ID will be required before the child can leave with the person listed on the Emergency Form.

Children may not be brought into the center after 9:30 a.m. unless arranged with the Director.  Children who arrive after 9:30 a.m. without the Director’s approval will not be permitted to stay.  Our program is designed to have a structured learning environment for the children between the hours of 9:30 a.m. and 3:30 p.m.  Children who arrive after 9:30 a.m. miss out on special learning experiences.  Children with appointments may not be brought to the center after lunch has started.  In addition, when a child has an appointment, staff need to be informed prior to the 9:30am drop off and a Dr.’s note needs to be provided.
R. ABSENCES, TARDINESS, AND EARLY ARRIVAL
If a parent knows they are going to need services earlier than what their contract states, the parent will need to call the center in advance.  This is necessary for staff coverage and planned activities.

Please abide by contract hours!

If there is a change in your work schedule you will need to let the Director know and a new contract stating schedule changes MUST be filled out.

Also, there is a $1.00 fee per minute for parents arriving after 6:00 p.m.  This is to be paid in cash to the staff on duty upon arrival.  The Center closes at 6:00 p.m. and staff are only scheduled until this time.  If arrival after 6:00 p.m. occurs more than once, your services are subject to termination.
Please call the Center if your child will not be attending on their scheduled days.  This allows us to arrange staff accordingly.  Parents/Guardians are responsible for tuition whether their child attends or not.

S. PAYMENT

Payment is due the Friday before we render services.  Fees must be paid according to your tuition agreement.  Three types of payment plans are available: weekly, biweekly or monthly.

 There is a $25.00 charge for any returned check.  After a second returned check, the parent/guardian must pay tuition by money order.
All payment agreements that the parent/guardian signed must be paid on time or child care services will be subject to end without notice!  Please refer to your contract and our tuition chart.
Mountain Heart Families will be invoiced at the beginning of every month for the prior month.  Families will have seven days to pay their tuition balance from the date of the invoice.  Continued late payments will result in termination of care.  If payment is not received by the seventh day families will be charged the late tuition fee of $20.00

“Full-Time Mountain Heart Families must attend a minimum 15 days a month. Children should not be attending the center if parents are not working or in school.  If child does not attend the minimum number of days per month we may not be able to provide care.  In some situations, we may be able to work with the families to put their child on part-time enrollment or set up a private pay system.”


“In addition, if a Mountain Heart child comes on a day when a parent is not working or going to school the parent/guardian is responsible for paying our daily fee of $34-$37.”

 T. SECURITY DEPOSIT

A one-week security deposit is required to reserve the opening of a spot for your child in our full year program.  This deposit will be used towards the first week of care stated on your contract.  If you do not enroll your child in the center, this deposit will be forfeited.

Summer Camp security deposit is for two weeks and is used for the last two weeks of the Summer Program.

U. TUITION ARREARS POLICY

If tuition becomes in arrears for more than two weeks, a notice will be provided.  If payment is not received within two business days or payment arrangements have not been discussed with the Director, that child will not be permitted to receive care at the Center until any arrears issues have been resolved.
V.  LATE PAYMENT POLICY

Families will be charged a late fee of $20.00 for late tuition payments.  Tuition is due Friday before care whether or not your child will be attending that week of care.  A late fee of $20.00 will be assessed to families after 6:00 p.m. on Monday if payments are not received.  The late fee will be assessed for each week payment is not received.
W. FEES AND DISCOUNTS
The tuition For the Mustard Seed Program are as follows:
· Registration/Activity Fee………………….……………….……$55.00 per year(Sept)

· Toddler Room Full-time…………………………………………..$183.00 per week

· Toddler Room Pat time(min 3 days)………………………………$37.00 per day

· Preschool 1  Full Time ………………………………..$162.00(Not Potty Trained)

· Preschool 1 Full-Time………………………………….$157.00 (Potty Trained)

· Preschool 2 Full-Time…………………………………..$152.00 per week

· Pre-K Full-Time…………………………………………$152.00 per week

· Part time (1-4 Days a Week) …………………………$34.00 per day(potty Trained)

· Part-time (1-4 Days a Week)………………………..$37 per day( not potty Trained)

· Late/After Hours Charge…………………………………………....$1.00 per minute

· Returned Check Fee………………………………...…………………$25.00 per check

· Late Tuition Payment……………………………………………$20.00 after Monday 

ALL FEES ARE TO BE PAID THE FRIDAY BEFORE SERVICES.  TUITION IS CONSIDERED LATE AFTER 9:00AM ON MONDAYS. This applies to your contract hours even if your child does not attend.

X. VACATION DISCOUNT

Families will receive a discount of 50% off one week’s tuition for vacation per calendar year.  Families must put a written request into the director two weeks prior to using the discount.

Y.WITHDRAWAL
Our center knows there are instances when group care is not in the best interest of a child.  The center or a parent/guardian may give two weeks notice to cancel child care services at any time.  The tuition is still the responsibility of the parent/guardian for that two week period.

Z. IMMUNIZATIONS AND HEALTH PHYSICAL

Upon enrollment, parents must submit a copy of their child’s updated immunizations and a health physical form signed by a physician.  The health forms must be updated every two years.
Licensing Regulations States:  
1.  “When a child has been diagnosed with a vaccine-preventable communicable disease, a center shall exclude the child who has not been immunized against the disease until a licensed health care provider determines that a risk of disease transmission has passed.”

2.  “When a licensed health care provider excludes a child because of communicable illness, a center shall readmit the child only after the child's parent provides a signed statement from a licensed health care provider that the risk of transmission is no longer present and the child is well enough to participate in center activities.”
AA. ILLNESS
The center will not admit or retain a child in our care with one or more of the following symptoms:

1) Temperature of 100.5 (or a temperature of 99.5 under the arm)

2) Diarrhea, more than one abnormal loose stool in a day

3) Vomiting or Nausea

4) Severe Coughing

5) Unusual yellow colors of the skin or eyes

6) Any unidentified body rash

7) Stiff neck with a headache

8) Difficulty with breathing

9) Wheezing

10) Complaints of severe pain

11) Head Lice

When a contagious illness is among any child, we will post a notice.  The Center may require a physician’s note to return if the child has a contagious illness.  It is recommended by physicians that children do not return to the center until they have been symptom free for twenty-four hours.  We would like to abide by this recommendation.

Parents must pick up their child within an hour of being called if a child is ill.

Parents are not permitted to give their child Tylenol or any fever reducer before coming to the center.  Children must stay home to prevent the spread of the illness.
Licensing Regulation:

“When a child is excluded from The Mustard Seed for a communicable

illness the child may not return to the center without written approval

from a licensed Health Care provider that states the child there is no

longer a risk of transmission present and the child is well enough to

participate in center activities.”
BB.  MEDICINE, MEDICAL ISSUES, AND SPECIAL NEEDS

If a child requires medicine while in our care, a medicine form MUST be filled out and signed by the parent or guardian.  All medicine must be given directly to the teacher, so it can be stored in a locked container.  The medicine must be in its original packaging with the prescription label.  A physician’s note MUST accompany non-prescription medicines.  We cannot authorize the administration of non-prescription medicine such as Benadryl, Tylenol, etc. unless we have a note from a certified physician due to State Licensing Regulations.
Please DO NOT leave medicine in your child’s bag or storage area.

If your child has allergies, special needs, or a history of medical illness, you need to inform the Director and your child’s teacher.  This includes but is not limited to:  asthma, seizures, speech or hearing impairments, and/or developmental delays.  This information is important, so we take necessary steps to ensure your child’s safety.
Licensing Regulations States:  
 “When the child's parent objects to medical treatment on the grounds

that it conflicts with the convictions of his or her religion or conscience,

the center shall have on file a statement of the objection to treatment

signed by the child's parent.”

The Mustard Seed feels if a child is in our care we must have the rights to help provide the medical treatment necessary to keep a child safe.  
CC. Policy regarding photographing children
The Mustard Seed Staff obtains written permission from parents to take pictures and video, and to post on social media. Please understand that there are parents in our center that do not permit their child to be photographed. Because of safety and legal reasons, we ask that you do not photograph or video record any child but your own. At our discretion, this policy may be relaxed somewhat during parties, special activities and field trips, but otherwise will be strictly enforced. Your cooperation and respect for student privacy is appreciated.
 DD.NAP TIME

Nap time is an essential part of the child’s day.  It provides necessary rest and relaxation.  Each child is provided with a cot covered with their blanket, pillow, and sheet brought from home.  The Center has extra blankets and pillows for days when a child may not have their own.  Once a child has rested for 45 minutes, and it is apparent the child is not sleepy, we will offer the child a choice of “quiet” activities.

Parents are strongly discouraged from bringing children in an hour before or during nap time!
EE.  MEALS AND SNACKS

The Center serves breakfast, lunch, and snack every day.

Staff and children will wash their hands before each meal.  Children will self serve when appropriate.  A menu will be posted in each classroom.

Meals are served at the following times:

Breakfast: 8:15 a.m. to 9:00 a.m.

Lunch:  11:15 a.m. to 12:45 p.m.

Snack: 3:00 p.m. to 3:30 p.m.

Meals and Snacks:

The Center is part of the Child Nutrition Food Program.  Parents may not provide any meals or snacks to the children while in our care unless the child has a Special Dietary need form filled out by the child’s physician.  If your child comes in with a special breakfast, lunch or afternoon snack your child will need to either throw it away or put it in the their cubbie.  They will not be able to eat the item.  We provide Breakfast at 8:15 for children 3 ½ through school-age and 8:30 for children under 3 ½.  If your child arrives between 6:30am and 7:00am, you may send them in with a SMALL nutrition snack which they may eat when they arrive.  Any child arriving after 7:00am will not be able have anything not given by the center.

Please refer to the Meal Patterns located at the end of the handbook for nutritious meals.  You can also refer to the “Leap of Taste Guide Book” copies located in the Director’s Office.

Food Substitution Policy
Food supplements maybe provided by the parents only upon written

instructions from a licensed physician for medical reasons or due to

religious beliefs.  A Special Dietary needs form must be used for this

request.  The Mustard Seed does not provide food substitutions for the

children.  In the case of parents providing the substitutions, food

products must be ready to serve items and must meet licensing

nutritional requirements. Please refer to the WV Child Care Center
licensing Regulations appendix 78CSR1 for Nutritional guidance.

   FF.  BIRTHDAYS AND HOLIDAY CELEBRATIONS

Parents may bring snacks in for special occasions as long as the food is store bought and not homemade.  Homemade food is against State Licensing Regulations.  Please let us know if there is a special way your family celebrates any holiday.  Parents are encouraged to come in to the center and celebrate birthdays and holidays with us.

GG. DRESS CODE
We use washable supplies and smocks; however, spills and stains cannot always be avoided.  Therefore, we cannot guarantee that your child will not get stains on their clothing.  Please dress your child in comfortable play clothes so your child can enjoy the activities without fear of getting their clothes dirty.  If you have a special appointment or event to attend, please bring your child’s clothes to change into and inform the teacher.

Children should wear sturdy play shoes such as sneakers to the Center.  During summer months, we permit sandals that cover the toes.  No open toe shoes are permitted, and shoes other than sneakers are discouraged.

Dress your child according to the weather!

HH. WHAT YOU SHOULD BRING TO THE CENTER

Children will need the following items at the Center.

1. An extra set of clothing.  This includes pants/shorts, a shirt, socks, and undergarments.  If your child has bathroom accidents, it’s best to bring extra pair of shoes.  Please label your child’s clothes and make sure their extra change of clothes is weather appropriate.

2. A blanket, sheet, and pillow for quiet and nap time.  This is to be taken home every Friday to be washed and returned the following week.

3. Any security items that comfort your child are encouraged and permitted.

4. Diapers, baby wipes, and pull ups for children who are not potty trained.

II. WHAT NOT TO BRING TO THE CENTER

· Please leave toys, food, pets, and money at home!  We will not tolerate toys of destruction or characters that promote violence.

· Money should be left at home.

· Unhealthy food and snacks such as potato chips, soda, candy, etc. should not be brought into the center.

We will not assume responsibility for any item brought from home.  Teachers also reserve the right to take the toy, food, and money away until the parents arrive.

JJ. OUTSIDE PLAY
We believe children should have outside playtime everyday, weather permitting.

State Licensing Regulations require us to go outside when it is 40 degrees and above.  Please make sure your child has a coat, gloves, and appropriate attire for cold weather.  Outside time will be limited during the winter months.

When the temperature is between 45 and 95 degrees, outside activities are limited to 30 minutes.  Teachers will provide each child with a drink of water every 15 minutes.  However, water will be available to the children at any time during outside playtime.  Teachers will also apply sunscreen to each child.

When the temperature is above 95 degrees, there will be no outside activities. It is our policy that if a child is too sick to go outdoors, the child is too sick to be at the Center.  We cannot honor a request to keep a child inside.

KK. FIELD TRIPS

There are times when children will go on walks or take trips to the library.  Any child who does not have a signed field trip permission form will not be allowed to leave the Center.  Children WILL NOT be transported by vehicles during these trips.

The entire Center plans at least one Field trip a year.  When we conduct these trips, parents will have at least 30-day notice and will be asked to volunteer.  These field trips will also require one adult per child and a permission form.

Field Trip Policy II
The Mustard Seed Staff will ensure that safety is the first-priority on all field trips and outings away from the The Mustard Seed. 

Field trips will be preplanned, and emergency procedures prepared.  Field trips will support the classroom educational experience and current curriculum. 

Field Trip Safety Procedure

1. A minimum of two adults will accompany children on any outings that are not on Mustard Seed’s premises. 
2. Children will wear identification tags or buttons on all outings including trips to nearby parks. The child's name will not appear on tag/button. Identification shall consist of "The Mustard Seed" and the office telephone number. For safety reasons, tags/buttons are not to be worn around the neck. 

3. Emergency consent forms and properly stocked First Aid Kits must be taken on all field trips and other outings. 

4. There must be a ratio of at least one adult per eight children on field trips and whenever possible the adult/child ratio should be as high as one adult per two children. It is particularly important to have a high adult to child ratio when going to places that have either a large number of people present, are near water (river, lakes, ocean), or are areas that are remote and have few emergency facilities/phones nearby. 

5. Teachers must ensure that medication or equipment needed to ensure the safety of a child with special medical needs (asthma, diabetes or other potentially life-threatening conditions) is taken on the field trip. (see Medication Administration policy) 

6. Toileting: A Mustard Seed staff person will always accompany children into off-site restrooms during fieldtrips. If gender restrictions on the public restroom facilities might interfere with this, the teaching staff are required to make arrangements to assure that teaching staff can accompany either male or female children into the public restroom.

Teacher Responsibilities 

A. Staff will check that parents have signed permission for field trips. If there is no record of signed permission, written permission will be obtained. 

B. Classroom discussion will happen both before and after the field trip to prepare children and assess outcomes. 

C. Parents and volunteers will chaperone field trips to ensure adequate supervision with appropriate adult/child ratios. There will be a ratio of at least one adult per eight children on field trips. Whenever possible the adult/child ratio should be as high as one adult per two children. It is particularly important to have a high adult to child ratio when going places that have either a large number of people present or near water (river, lakes, ocean), areas that are remote and have few emergency facilities/phones nearby. 

D. Children will be counted, and names recorded on an attendance sheet prior to leaving and before returning. 

Parent Responsibilities 

A. Parents will be notified of any details about each field trip. Alternate arrangements will be made for children unable to participate. 

B. Parents are encouraged to attend field trips and help with chaperoning.

Transportation.


When transportation is provided by the facility, staff shall observe the following precautions:

* Transport vehicles shall be in safe running condition and have current insurance, inspection sticker and license, according to state 
law:
*Drivers shall be at least eighteen (18) years of age and appropriately 
licensed; The Center must obtain a copy of Drivers License and Insurance

*The driver and vehicle shall comply with all applicable motor vehicle 
laws; Staff shall not leave any child unattended in a vehicle. 

*Each child shall be secured in an approved child safety seat or 
secured with seat belts at a ratio of one (1) child per seat belt as 
required by state law.
Children under the age of 8 must be in a booster seat or appropriate car seat for age of child.

Staff shall carry children’s emergency consent forms in the vehicle in 
case of accident or illness.

During field trips, staff shall provide direct supervision to all 
children, regardless of age.
When field trips are scheduled, staff shall notify parents prior to each 
excursion. The facility shall have written permission on file or obtain 
written permission prior to each field trip.

Special Emergency Procedure

If an emergency occurs on a school visit the main factors to consider include:

· establish the nature and extent of the emergency as quickly as possible;

· ensure that all members of the group are safe and looked after;

· establish the names of any casualties and get immediate medical attention for them; 
· ensure that all group members who need to know are aware of the incident and that all group members are following the emergency procedures;

ensure that a teacher accompanies child to hospital and that the rest of the 
group are adequately supervised at all times and kept together;

· notify the police if necessary;

· inform the school contact. The school contact number should be accessible at all times during the visit; details of the incident to pass on to the school should include: nature, date and time of incident; location of incident; names of casualties and details of their injuries; names of others involved so that parents can be reassured; action taken so far; action yet to be taken (and by whom);

· notify insurers, especially if medical assistance is required (this may be done by the school contact);

· notify the provider/tour operator (this may be done by the school contact);

· a certain telephone numbers for future calls. Mobile phones, though useful, are subject to technical difficulties, and should not replace usual communication procedures;

· write down accurately and as soon as possible all relevant facts and witness details and preserve any vital evidence;

· keep a written account of all events, times and contacts after the incident;

      complete an accident report form as soon as possible. 

 No one in the group should speak to the media. Names of those involved in the incident should not be given to the media as this could cause distress to their families. Media inquiries should be referred to a designated media contact of the organization.
LL. Potty Training-Children must be potty trained to enter the Preschool 2 Room
Children who have been in our Preschool 1 room and are not potty trained by the time they are to move into preschool 2 room will lose his/her spot in the center.

Signs of Readiness:

a. Interest or curiosity about bathroom habits

b. Interest in being changed-Tells you when he/she is wet

c. Interest in wearing underwear and trying to keep them dry

d.   Keeps diaper dry for a minimum of 1 ½ hours

The time it takes to potty train a child may vary.  Children train at their own pace and when they are ready.  Potty training is a complex skill which requires the child to have awareness, concentration, coordination, muscle control, and timing.  Potty training also requires the teachers and parents to work together.  Consistency is the key to success when the time is right for the child.  

Our potty training procedure

When the child starts in our Preschool 1 old program they are introduced to the potty.  Each time the child has their diaper changed, the child is asked if they would like to sit on the potty.  Children will not be forced to sit on the potty.  Once the child shows interest in sitting on the potty, the teacher keeps track of when and how long the child stays dry in their diaper.  If the child stays dry for a long period of time and has used the potty at times, the teacher will suggest to the parents to send spare clothes and underwear.  When potty training, we prefer to use training pants.  Pull-ups are not recommended, they feel too much like a diaper.  Children need to experience the feeling of being wet.  (We will use pull-ups for nap-time and the introduction to potty training.  Pull-ups must have the Velcro sides.) The teachers will take the potty training child to the restroom every hour.  If after two weeks of trying to potty training, the child is still having multiple accidents in between the use of the potty, and the teacher feels the child is not ready or showing improvements, we will stop the potty training process and try again when the child shows more interest.  

Things to Remember:

*  Make sure to dress your child in appropriate potty training clothes.  One 
piece outfits or shirts and overalls should not be worn.

· Don’t begin potty training before, during, or after a big change in a child’s life.  

· Be sure you are ready to stick to the potty training schedule at all times.

· Praise, Praise, Praise- Children should not be reprimanded for having accidents.
Children are considered potty trained when they are in underwear 

MM. BITING POLICY

 Biting is a very common behavior among children birth to three years of age. Biting is a form of communication and is almost always a response to the child’s needs not being met or coping with a challenge or stressor. At The Mustard Seed we believe by understanding the developmental stages of the children in our care and their individual needs, we can proactively prevent many biting behaviors by the environment which we create for the children. We understand that children biting other children, is one of the most common and most difficult behaviors to deal with in group child care settings. It can occur without warning, can be difficult to defend against, and provokes strong emotional responses in the biter, the victim, the families, and the caregivers involved. For many toddlers, the biting stage is just a passing problem. 

If an incident of biting does occur, the parents of both children will be informed of the event.  This will also be recorded in the accident book and behavior records.  

We ask that you make us aware of any incidents of biting that have occurred outside of the center as this will help the staff to be more prepared and vigilant.

Reasons a Child Might Bite

Biting happens for different reasons with different children under different circumstances.  The first step in learning to control it is to look at why it may be happening.  Not all children bite out of anger or to hurt another child.  Toddlers can not understand how much pain they are causing another child.  Teething aside, children may bite for a number of reasons including:

· relieve pain from teething

· Explore cause and effect ( “What happens when I bite”)

· Experience the sensation of biting

· Satisfy a need for oral-motor stimulation

· Imitate other children or adults

· Feel strong and in control

· Get attention

· Act in self-defense

· Communicate needs and desires, such as hunger or fatigue

· Communicate or express difficult feelings, such as frustration, anger confusion, or fear.
 When A Child Bites At The Center
For The Biter: 

1. The Biter is immediately removed with no emotion, using words such as “Biting is not okay-it hurts.”  We will avoid any immediate response that reinforces the biting or calls attention to the biter. Caring attention will be focused on the child who was bitten.

2. The biter will not be allowed to play and will be talked to on a level which he/she can understand.  “ I can see you want that toy, but I can’t let you hurt him.  We do not put our teeth on our friends.”

3. The child will be redirected to other areas to play.

4. Staff will complete an Accident/Incident report and notify the family of the biter.

For the Victim:

1. Staff will separate the child who was bitten from the biter.

2. Special attention will be given to comfort the child.

3. Staff will administer appropriate first aid as follows:

a. Assess the wound and if it is bleeding, apply pressure directly to the wound, using a clean dry cloth, until bleeding stops.

b. Clean the bite wound with a mild soap and warm water for approximately 3-5 minutes.

c. Rinse thoroughly, and pat dry with a clean, dry cloth

d. Apply ice if needed

e. Should the wound require immediate medical attention, appropriate action will be taken and parents will be notified immediately.

f. Staff will then complete accident/incident report and notify family of the incident.

When Biting Continues:

1. Classroom staff will meet with the Director on a routine basis for advice, support and strategy planning.

2. Staff will keep a file of every occurrence, including attempted bites, indicate location, time, participants, behaviors, staff present and circumstances.

3. Staff will “shadow” children who indicate a tendency to bite, to:

a. Head off the biting before it occurs.

b. Teach non-biting responses to situations and reinforce appropriate behavior.

c. Adapt the program to better fit the child’s individual needs

d. Teach responses to potential biting situations: “Stop” Or “That Hurts”

4. Staff will work together as partners with the parents of both biting children and frequent victims to keep all informed and develop a joint strategy for changes.

5. If a child bites another child more than 3 times in one week: The parent will be asked to remove the child from the center for 24 hours. The parents will be asked to participate in a conference with the director, teachers, and behavior specialist (if deemed necessary). A plan of action will be drawn up and implemented. 

6. Prepare the parents of the biting child for the possibility that the child may have to be removed from the center and help with a contingency plan.

7. If it is deemed in the best interest of the child, center, and other children, terminating the child from The Mustard Seed for the duration of the biting stage.  Written warning will be given to the parents before this action will be taken.

Biting Confidentiality 

In compliance with NAEYC confidentiality guidelines, The Mustard Seed will maintain complete confidentiality of all children involved when notifying parents that their child has been bitten or bit another child.

NN. DISCIPLINE AND BEHAVIOR MANAGEMENT

Positive guidance, redirection, and the setting of clear limits will be the foundation of our disciplinary methods.  We want to foster the child’s own ability to be self disciplined.  Children will be disciplined with kindness and understanding. Staff will get down to child’s level to talk to the child.  Staff will use guidance measures designed to help the individual child develop self control and to assume responsibility for their own actions.  We will treat behavior problems individually and privately.
When necessary, we will record the child’s pattern of unacceptable behavior and complete an assessment.  A meeting with the parent/guardian to discuss solutions will be scheduled.  During the meeting, we will come up with a plan of action to help the child be successful in their environment.  We will carry out the plan of action without delay and when possible, by the teacher that has the most positive interaction with that child.

There are times when it is difficult to meet the needs of a child and the classroom when a child demonstrates continuous behavior problems.  The Director reserves the right to terminate child care services in those situations.

Staff will not use any discipline which is humiliating, shaming, frightening, or physically or emotionally damaging to children.  Additionally, discipline will not be associated with food, rest, or exercise.
OO. CHILD ABUSE AND NEGLECT

Due to State Licensing Regulations, any type of corporal and/or physical punishment is banned on the Center’s premises.  If a staff member has reasonable cause to suspect that a child is neglected, abused, suffered sexual abuse, sexual assault, or observes the child being subjected to conditions that are likely to result in abuse or neglect, the staff member or Director is required to report the circumstances or cause a report to be made to the State Department of Human Resources.

PP. SAFETY POLICY

The safety of your child is our number one priority.  Our staff are required by licensing and The Mustard Seed to have a completed background check in order to ensure the safety of your child.  We kindly request if you, or anyone who maybe responsible for picking up or dropping off your child, has been convicted of a crime against a minor that this is disclosed to the director prior to enrollment (or upon the circumstance occurring).  Circumstances will be evaluated on a case by case basis in order to continue to ensure the safety of all the children in our care.

QQ. GENERAL SAFETY

· Parents are responsible for their children while entering and exiting the Center.

· Children are not permitted to climb fences.

· Children are not permitted to run and play in any parking areas.

· Children are not permitted to sit in a vehicle unsupervised by an adult upon entering or exiting the Center.

· No one may park in areas designated for people with disabilities unless they have a disability notice on their vehicle.

· No smoking, use of tobacco, alcohol, or illicit drugs on the promises!

· Children must be in appropriate child safety restraints when traveling to and from the Center in a vehicle.

· First Aid Kits and Child Emergency Forms are located in each classroom hanging in a bag on wall.  Bag is labeled.  We use Berkeley County Family Medicine for Medical Advice.

RR. EMERGENCY PLAN

In the event of an emergency, Staff will direct and lead the children to and from the nearest emergency exit, and then to the farthest point of the parking lot, or to the safest distance from the building.  This will be done in an orderly, timely fashion.

Each classroom teacher is responsible for bringing his/her emergency notebook, the sign in and out sheets, and the First Aid Kit.  IT IS IMPORTANT THAT EACH CHILD IS SIGNED IN AND OUT ON A DAILY BASIS!

Roll call should be conducted to account for each child.  This will be done for every emergency procedure.

Parents/guardians will be notified once the Director and the emergency personnel assess the situation.

The Center will conduct two fire drills per month.

 In case of a major disaster, the Center will meet in the basement of St. John’s Lutheran Church located next to the Center.  We will wait for assessment by the Director and emergency personnel and then notify parents/guardians.

PLEASE OBSERVE THE EMERGENCY PLAN POSTED IN EACH ROOM 

Complete Emergency Plan Copies are located in the director’s office
SS.  PROVISIONS TO PREVENT SAFETY AND REDUCE RISK OF HARM
· All staff members have passed a Criminal Background check prior to be able to work alone in the classroom.  All staff members are CPR and First Aid Certified within 6 months of starting employment.  
· All indoor and outdoor equipment are checked daily for cracks and broken pieces.  If broken, they are removed from the premises.
· The Mustard Seed has liability Insurance through Church Mutual Insurance Company.  For copy of policy see church office.
