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Welcome to Trinity’s Mothers Day Out!  We hope that this handbook will help you become familiar with our procedures and policies.  Please review the following information prior to the beginning of school.  If there are any questions feel free to contact our office at any time.  
PURPOSE AND PROGRAM
Mothers Day Out provides a loving, nurturing environment for children ages 6 months through 24 months.  Our emphasis is on providing a Christian atmosphere where each child is loved as a unique individual.  Our school is proud to have achieved LEVEL 3 BETTER BEGINNINGS accreditation status from the State of Arkansas.  This signifies our commitment to going above and beyond our licensing requirements to provide the highest quality programming and care for our families.
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better beginnings

EVERY CHILD DESERVES OUR BEST





Our staff is trained to meet the physical and emotional needs of young children as well as to provide stimulating activities to enhance their intellectual and social development. Staff members maintain certification in CPR and First Aid.  We use books, music, simple art activities, and developmentally appropriate toys to foster learning.  Children are also involved in activities to encourage large and small muscle coordination.

ARRIVAL

Arrival times are 8:15 to 8:30.   For planning purposes please let us know if your child will be arriving unusually late.  Please do not bring children earlier, because the teachers use this time to prepare their classroom for the day.  Children are to be dropped off and picked up at their classroom.  Parents will need to “sign in” their children via our Procare Connect App.  This is a licensing requirement.  You will receive an email from Procare Connect with a code and download instructions.  Any person picking up or dropping off your child will need an email address on file to receive their own code for downloading the app. 
 Our parking lot is ONE WAY!  Please enter from Evergreen and exit on to Mississippi Ave.  
DEPARTURE

[image: image2.wmf] Parking is allowed only in the designated areas. There should be no parking in the driveway, along curbs or in the loading zone.

Departure time is from 2:30 until 2:45.  If you prefer, you may pick up your child earlier.  Children will need to be “signed out” on the Procare Connect App.  Please be prompt for the pick-up time.  It sometimes upsets a child to be left at Mothers Day Out after other children have gone home.  In addition, teachers often have other commitments and responsibilities.   Trinity does have a late pick-up fee of $1.00 per minute, which goes into effect five minutes after the set pick-up time.
WHAT WILL MY CHILD NEED?

You will need to send food, milk and water (in sippy cups/waterbottles), diapers, a change of clothing, and anything that will help make your child feel more comfortable such as a pacifier or favorite blanket.  Please send disposable diapers. All items need to be labeled with your child's name.  This can be done with masking tape or an indelible marker. 

LUNCHES

Parents frequently have questions about what food to send for toddlers.   They seem to do best with easily chewed finger foods.  Classrooms do not have microwave ovens and teachers are not able to leave the rooms to warm foods for so many children.  Please send foods that can be eaten at room temperature. 

It is important to remember that children often eat more (or less) than usual when in a group situation.  Many parents pack extra snack and milk.  These can be used as needed.  Please talk with our staff if you have any questions. 

DHS Licensing requires that lunches contain 1/3 of the USDA minimum daily nutritional requirements.  These requirements area:


· 1 serving of unflavored milk. Please send in a sippy cup. 
· 1 serving of protein (meat, fish, cheese, yogurt)

· 1 serving of bread or whole grain

· 2 servings of fruit and/or vegetable(1 from each or 2 of the same)

IMPORTANT NOTICE
TMP is a “Peanut and Tree Nut Free” facility due to numerous allergies.  You may substitute products such as “Sun Butter or “Wow Butter” as long as you notify the teacher that it is not real peanut butter. 

When packing lunches for toddlers, please cut up all foods into tiny pieces.  DHS requirements say that children under 2 shall not be fed food that may cause choking, such as, but not limited to hard candy, raw carrots, hot dogs, nuts, seeds or popcorn.  Please refrain from sending any of these items.  Also, in the past we have had episodes where thin plastic spoons broke when children bit them hard.  Please send sturdy spoons that are not easily broken.  For toddlers send a cup, preferably with a spill-proof lid.

Please do not ask our staff to feed your child breakfast.  The teachers want to focus their attention on the arriving children to help get the morning off to a smooth start.  Trying to do this while feeding a hungry child can be overwhelming. In addition, it can be upsetting to the other children when one is eating and the others are not.
CLOTHING

Each child should have an extra set of clothes available in their bags.

Children should dress in clothing appropriate for indoor and outdoor play.  We ask that you NOT send your child in SANDALS, BACKLESS SHOES or RAINBOOTS as they can be difficult to walk and play in.

Please avoid small hair barrettes and jewelry, many times they end up in a toddler’s mouth and can be a choking hazard.

COMMUNICATION
We know that communication between home and school is a vital link for your child’s school experience.  We will provide a daily communication folder for each child that should be kept in your child’s bag.  Please check the folder each day for communication from the school or your child’s teacher and remove all items.  You may use the folder to send in any communication for your child’s teacher. 
SCHEDULES

Please write any particular instructions or information about your child and give them to the caregiver.  We find that in a typical schedule they will play, have a snack, go outdoors, eat lunch, and all take an afternoon nap.  We will attempt to work with you about any special circumstances concerning your child.  

OUTSIDE PLAY







When the weather is favorable, the toddlers will be going outside.  Please send appropriate clothing: shoes, jackets, hats, mittens, etc.  

Please label these with your child’s name.
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PARTIES IN THE TODDLER ROOM

If you wish to provide a special treat for your child’s birthday please discuss this with the teachers.  Simple treats such as donut holes, small muffins or cheese work well (NO CUPCAKES, PLEASE).  Holiday parties are also a good time to send special treats.  Again, please talk to the teacher.  

PLEASE DO NOT SEND PARTY FAVORS OR BALLOONS. 

BALLOONS ARE DANGEROUS FOR YOUNG CHILDREN!  



ENROLLMENT AND FEES

Children enroll in Mothers Day Out on a regular basis.  Payment is due the first of each month and must be paid by the 10th of the month it is billed, unless prior arrangements have been made with the Director. 
Mother’s Day Out Annual Registration Fee

This $250.00 fee holds a place for your child and is non-refundable.  

Building Fee  

A non-refundable building fee of $100.00 is due in June for all students who are not members of TUMC.

Mothers Day Out Materials Fee

The non-refundable materials fee of $150.00 is due in June.

MOTHERS DAY OUT TUITION

 Tuesday/Thursday  
          $360.00(monthly)
  Monday/Wednesday/Friday  
$475.00(monthly)

  Monday-Friday 


$650.00(monthly)

Additional Services

We offer an Early Arrival program that begins at 7:30 a.m. and an After Care program from 2:45-4:00.  These are available by reservation for an additional fee.  Please contact the office for details.  There may be occasional drop-ins available for the additional services.  You must contact the office in advance to schedule a drop-in if space is available.  (We do not allow drop-ins without prior approval).
There will be no credits given for any unused services
PAYMENT OF TUITION

The monthly tuition is due at the beginning of the month.  A bill will be sent home in your child’s bag.  If you do not receive a bill please check with the office for a duplicate (payments will still be considered late after the 10th).  Please make checks payable to “Trinity Methodist Preschool” or “TMP”.  If you prefer you may bring or mail your tuition to school.  We do not except credit cards.
OUR MAILING ADDRESS IS:

Trinity Methodist Preschool

1101 N. Mississippi

Little Rock, AR 72207

Should you prefer to pay with cash, please place the exact change in a sealed envelope labeled clearly with your child’s name.  Give the envelope to someone in the office so that you can be given a receipt.  All tuition fees are non-refundable.
LATE FEE
Tuition is due by the 10th of each month.  If it is not paid, a late fee of $20.00 or 10% of the balance, whichever is greater, will be charged and a payment schedule must be arranged with the Director.  For a child to remain in Mothers Day Out, families must remain current with the payment plan. 

ABSENCES

We appreciate being notified when a child is going to be absent due to illness or family vacations.  We are unable to give credit for these absences, however, since our staffing and other expenses continue.  

ILLNESS








As soon as possible, report any contagious illness your child or other members of your family may have.  In the interest of all the children, each child should be well before coming to school.  Note: You will be asked screening questions at sign in each morning as a COVID precaution.  An affirmative answer to any of the questions would prohibit school attendance.
The following are indications that a child should remain at home and not be with other children:   

1. 
Symptoms of a cold (Example: Coughing, or acting listless)

2.       Vomited in the past 24 hours.

3.       Had loose stools in the past 24 hours.

4.       Fever 100 degrees or above) in the past    

                    24 hours. They must be fever free (without medication) for the 


full 24 hours before returning to school.

5.       Body rashes not obviously associated               

          with diapering, heat or allergic reactions to medication.

6.       Sore throat if associated with fever or  

          swollen glands in the neck. If your child is diagnosed with Strep 

Throat, they must be on an antibiotic for a full 24 hours before 


returning to school.

7.       Other symptoms such as red eyes, which must be examined by a physician before a child, can return to school.

If your child is on an antibiotic or other medication, please plan to give it to him before or after school.  It is our policy to give medications only at the Director’s discretion.  The only medications that we can legally dispense are prescription medicines in the original container.   If your child has special needs regarding medication, please talk with the Director.  Please do not put any medication in your child’s cup or bag.  In a group situation this can be both inefficient and dangerous.  We expect all children in school to be well enough to play outdoors.  If they are not able to go outside, they should remain at home. 
SCREENING  We believe that early identification of developmental delays or other issues that might have an effect on learning, is in the best interest of a child.  If you have any questions or concerns, we recommend consulting your pediatrician.  We have screening resources that are available for all children and we would be happy to help facilitate any needs that you might have.  

IMMUNIZATIONS

Arkansas licensing requirements require that we have an up-to-date copy of each child’s immunization record from their doctor(s) or clinic(s) within 15 days of enrollment. 

If you have not already done so, please be certain that we have your child’s latest immunization record.

WITHDRAWAL

Two weeks notice is requested when withdrawing a child from school. 

If a child attends school a part of the first half of the month, tuition for half the month is charged upon withdrawal.  If a child attends more than the first half of the month, a full month's tuition is charged upon withdrawal.
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ACCESSIBILITY OF CHILDREN 

It is the policy of Trinity that parents have access to their children at any time during our hours of operation. Furthermore, as required by the regulations of the state of Arkansas, children are subject to be interviewed by Child Care Licensing, Department of Children and Family Services Special Investigations, and law enforcement for investigative purposes and/or for determining compliance with Licensing Requirements.

DISCIPLINE & DISCHARGE

  As children become older, more mobile and more independent, there are occasions, however, when their behavior is not acceptable.

It is the policy of Trinity Methodist Preschool to avoid behavior problems by creating interesting classroom environments, offering varied activities for the children, and ensuring a low student-teacher ratio.

Discipline at Trinity Methodist Preschool is never physical, nor is it connected with food, toilet training or rest time.  Our staff has found positive reinforcement of good behavior to be an effective means of problem resolution, and it is a technique used in the classroom of TMP.

When a child needs help to resolve a disagreement, the staff gives positive guidance by:

1. Redirecting the child to an acceptable activity.

2. Talking with the child about his/her feelings and involvement in the situation

3. Separating the child from the group for a short time, within the classroom, so s/he may regain control.  If necessary, a teacher will take the child to a room not being used or to the office.  At no time will the child be left unattended.

“Time out” is not used for children younger than two years of age.  The length of time that a child is placed in time out shall not exceed one minute per year of the child’s age.

If the teacher sees a pattern of behavior developing, she will discuss her efforts of correction with the child’s parent(s) and enlist their help with the situation.

In the event a student’s behavior is such that the teacher can no longer follow the discipline policy with corrective results, the parent(s) of the child will be required to meet with the teacher and Director of the school.

At this conference the parent(s), teacher and Director will assess the child’s behavior and determine a plan of action including a time frame for improvement of child’s behavior.  A copy of this plan will be signed by all parties and placed in the child’s file.

At the end of the specified time an additional conference will be scheduled.  The child’s behavior will be reassessed and, if needed, an additional plan of action will be agreed upon with the understanding that improvement must occur for the child to remain in the school.  A signed copy of this plan will also be placed in the child’s file.

If the above efforts do not result in sufficient improvement and the child’s behavior continues to be disruptive, the child will be discharged.

Other grounds for discharge are: 

· Failure to pay fees within the time specified in the school’s policies
· Failure to observe the rules of the school as noted in the parent handbook
· Physical and/or verbal abuse or threatening behavior toward staff or children by a parent or child
· The child has special needs which we cannot adequately meet with our current staffing patterns
PROBLEM RESOLUTION PROCEDURE
One of the primary goals of the Trinity Preschool Staff and Board is to establish open lines of communication with the parents of each of the students enrolled in Mothers Day Out. 

In the event a parent has a grievance or complaint the following procedure should be used:


1.
Discuss the problem with the child's teacher.
2. 
If the problem is not resolved have a conference with the Preschool Director.

3.  
If the problem is still not resolved have a conference with the Chairman of the Preschool Board. 
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If there are issues or concerns that a parent feels must be addressed by Child Care Licensing the number to call in Little Rock is 501-682-8590.  If parents wish to report allegations of child maltreatment the statewide “Hot Line” number is 1-800-482-5964.

INCLEMENT WEATHER POLICY

The Director, in consultation with the Board Chairman, will determine when weather conditions are too hazardous to open the Mothers Day Out or Preschool programs.  Generally, the actions of the Little Rock School District will be followed.  However, occasionally our decision may be different from that of the public schools.  

Factors to be considered include the condition of our parking lot, general driving conditions, ability of the staff to reach the school, and the current weather forecast.  At all times, the safety of children, parents, and staff will be the determining factor used in making the decision whether to be open or closed.

In the event of closing or schedule change, a message will be sent via REMIND, a text messaging system.  Directions for signing up enrolling in this service were included in your registration packet or are available in the office.  Please make sure you have signed up to receive the text or email messages as we will use these for other important information throughout the year.  

Since program costs continue during these days, it will not be possible to reimburse parents for Preschool or Mothers Day Out tuition.  Due to limited days between the school year and Summer Mother’s Day Out, we do not make-up days.
COVID 19 
We will continue to take additional precautions to protect against potential exposure to Covid 19.  We always use stringent cleaning procedures, but will be taking additional steps such as regular use of our electrostatic sprayer in every classroom to kill germs.  We have strict handwashing and diaper changing procedures as well.  While we are allowing parents and adults in the building, we ask that you drop your child off as quickly as possible and do not linger in the classroom as an extra protection for all children in the class.  Of course if anyone in the household has had exposure, we ask that you notify us immediately and all DHS and Department of Health guidelines will be followed. Again, we ask that parents take extra precautions in sending children to school with any symptoms of illness to protect all of our children.
If we should have any exposure, we will follow all DHS and Department of Health protocols.  If we should have to quarantine any classroom for a short time, we will not be able to offer any refunds or credits due to the fact that our program cost continue.

PRESCHOOL
In addition to the Mothers Day Out, Trinity Methodist Preschool offers a preschool for two, three, and four-year-old children.  

We are proud of our low pupil-teacher ratios and our emphasis on developmentally appropriate activities.  We follow all state guidelines for kindergarten readiness.   Please consider us when you are planning for your child's future education.  We would be happy to answer any questions you may have.
Mother’s Day Out

Arrival and Departure Procedures
· The driveway entrance for bringing and picking up children is through the east parking lot, which you enter from Evergreen Street. (See map below)  THE PARKING LOT IS ONE WAY!  PLEASE DO NOT ENTER FROM MISSISSIPI STREET.  After dropping off or picking up your child please exit on to Mississippi Street. PLEASE DO NOT GO BACK AND EXIT ON EVERGREEN STREET. You may legally only turn right onto Mississippi.
· For children in Mother’s Day Out, parents must park and bring your children in to the building.  A number of the parking spaces are designated as handicapped parking.  These are for use on Sunday mornings.  It is okay to park in them for drop off, we just ask that you leave the space closest to the office door open in case we do have a need for handicapped parking.

· Arrival time is 8:15.  You will need to sign your child in using our Procare Connect App.

· Pick up time is no later than 2:45. (See handbook for information on late pick up fees) You will need to sign your child out via Procare Connect App before leaving.  

· Please do not park along the curb this is the drop off and pick up area for the preschool children.  Do not park in any area that is not a designated parking space.  This can cause sight hazards for backing up.

· When your child is to be picked up by someone different than usual, please notify the office.  Individuals who are not known to our staff will be asked to provide photo identification.

· For the safety of our children, cell phone use is prohibited in our parking lot.

· Please drive extremely slowly when entering or exiting the parking lot.
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