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“A place where children laugh, learn and grow!”
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STATEMENT OF PHILOSOPHY

WE BELIEVE that each child is a unique individual and is to be respected as such, that each child is a precious, important person and needs to feel good about himself/herself; and that a child’s development takes place in an orderly sequence.

Curriculum is planned to foster the growth of the whole child. This includes cognitive, social, emotional, physical and language skills. Developmentally appropriate practice is fostered in all aspects of child care. We believe that play is the medium in which young children learn. Activities are planned to be age appropriate and flexible in meeting the children’s needs. The center strives to provide an environment that is non-competitive, safe, and fosters curiosity. Positive experiences are essential to a child’s well being.

We believe that the family is the most important aspect of the child’s life. The bonding of the family is important and the center serves as a support to the child’s family.

We want your daycare experiences to be a continuation of your child’s every day family experiences with you. Please keep us informed of your observations and feel free to discuss any questions you may have.

Bright Beginnings Learning Center










INTRODUCTION TO

BRIGHT BEGINNINGS LEARNING CENTER

Bright Beginnings Learning Center is a non-profit state-licensed day care center and has a Board of Directors that oversees the operation of the center. All day care staff and assistants are carefully selected on the basis of their qualifications. It was developed for the care of children while incorporating educational activities as a means of improving the community. The only money that operates the daycare is the money paid by the parents for the care of their children. All revenue goes toward wages, utilities, repayment of the loan on the building and other expenses. The curriculum includes art, music, pre-academics, large muscle activities, science, group time, project time and a wide assortment of free play opportunities. Bright Beginnings Learning Center has developed a parent handbook in order to inform parents of the rules governing the center and to provide parents with adequate information about the program offered.
The Board of Directors:

· President: 
· Vice President:
· Secretary/Treasurer:  
· Member: 
· Member:  

HOURS OF OPERATION
· Bright Beginnings Learning Center is open Monday through Friday year-round. The hours are 7:00am-5:30pm. It is open 12 months, with the exception of the holidays outlined below:

· New Year’s Eve Day

· New Year’s Day

· Good Friday

· Easter Monday

· Memorial Day

· Fourth of July

· Platte/Geddes Homecoming

· Labor Day

· Thanksgiving Day

· Friday after Thanksgiving

· Christmas Eve Day
· Christmas Day

· The center will remain open during school vacation days and through the summer. A census will be taken at other low enrollment times to determine child care needs by the director.
ENROLLMENT 

· Applications will be kept on file in order of first contact. Applications will be considered without regard to race, creed, color or handicap. Parents must complete and return required forms prior to the child’s first day. These forms are to be kept current. Any additions or changes in information must be reported to the Director. A child’s file is considered confidential information and is available only to the center personnel, Social Services licensing personnel and to the child’s parents.

· The Bright Beginnings Learning Center reserves the right to accept or decline a child for care on the basis of the center’s ability to comply with the needs and/or requirements of the child.
· On the first day, you should bring the following items:
· Registration papers, signed and complete.

· A complete change of clothing, weather appropriate

· Diapers or extra training underwear
· Small blanket for naptime
· A $2.00 fee is charged each month to your daycare bill if your child is in diapers/pull ups

· DO NOT BRING:
· Candy, gum, or popcorn

· Toys from home

· Clothing or shoes that are difficult to put on/take off
· YOUR REGISTRATION PACKET INCLUDES:
· Registration Information Forms- the first part of the packet is information we need in order to better care for your child, including emergency contacts. These forms are confidential and the contents will not be discussed with anyone but our staff.

· Contract for enrollment

· Emergency Card

· Day Care Immunization Record

· Health Care Summary- it is best to have the health care summary returned on the first day but if you are unable to get a doctor appointment you have 30 days from the date of enrollment to have it completed and signed by the child’s physician. If your child has had a physical exam within the last six months your doctor will sign the form and send it through the mail.

· Certificate of Membership

· Bright Beginnings Learning Center is not responsible for any omitted or incorrect information submitted in the registration packet. Parents are responsible for making changes in address, phone number, etc.

CHILDREN’S PERSONAL BELONGINGS

· Children’s belongings should be clearly labeled with their name. A complete change of clothing is requested to be at the center at all times (shirt, pants, underwear, socks) in case a child needs to change. Please send the children in clothing that will be comfortable and easy to take off for toileting purposes. They will get messy outside and during some of our projects. Bright Beginnings Learning Center is not responsible for any belongings getting lost. There will be a lost and found box in the entryway.

PARENT INVOLVEMENT

· We welcome parent involvement!  Feel free to ask about assisting with many of the areas available for you. Parents are welcome to stop by and visit anytime. We appreciate your input in making your child’s day go smoothly.  If there is a concern or question, feel free to come in and make an appointment to sit down together and address a concern. Having an open line of communication between parents and the staff is an important part of our program.

SPECIAL BRIGHT BEGINNINGS LEARNING CENTER EVENTS

· Bright Beginnings Learning Center is a nonprofit corporation. In an effort to keep the rates affordable, on occasion, the center will offer fundraising events to help defray the costs of supplies or to help purchase special equipment. All proceeds go towards the purchase of these items, with your child being the beneficiary. We welcome parent involvement. Events will be announced on the message board in the entryway and newsletter.
FEES AND PAYMENT OF SERVICES
· The rate will be charged on an hourly basis of: 
· $3.50 per hour for the first & 2nd child. 

· $2.80 per hour for each additional child.

· A 4-hour minimum is required daily

· Bright Beginnings Learning Center does not have charge accounts, as there are payroll, groceries and utility bills to pay. Bills are paid by auto withdrawal on the 10th of the month. Auto withdrawal forms must be completed prior to enrollment.
· There will be a late fee charged for children picked up after 5:30 pm. To compensate the staff staying late a charge of $10.00 per 15 minutes (or portion of) for each child will be billed on the following statement.
· Child Care Assistance:  You are responsible for any child care cost which exceeds the monthly assistance amount.

· If an overpayment has been made on an account, a refund can be made upon request to the Director or a credit balance will remain on the account.
ABSENCE/SICK DAYS/SNOW DAYS
· It is the parent’s responsibility to phone the center when the child will not be at the center for the day. A proper staff to child ratio is required and must be maintained at all times.  Because of this, we need to know the child’s schedule and if they are not going to be present on a day they are scheduled for.  If your child does not come to daycare on a scheduled day and we have more staff than needed it will cause a financial hardship for the facility. 

· Sick Days:  Each child will receive 5 sick days per year.  This will be equivalent to your child regular schedule hours. Scheduled for 4 hours= sick hours of 4 hours.

· A no show charge will be the cost of a child per hour for a minimum of 9 hours if not notified within 72  hours of that day.  For example – if you have one or two children that no shows it will be $31.50 each.  If you have more than two it will be $2.80.for the per child for 9 hours (3 children would be $56.70, etc.) regardless how many hours you had your child scheduled.   This will be added to your monthly bill. 
· We understand that kids get sick so we ask you notify the daycare prior to 7:00 am via email or text the Director. . Each child will get 5 sick days with the director recording the dates.  After the 5 days a no-show charge will be applied.  If you think your child will be sick more than one day, we suggest removing them from the following day if scheduled to avoid another sick day or no-show charge.  If you have subsequent children that parents will keep home, they will also be required to use a sick day as well.

· Snow days (called by the Platte-Geddes School) are exempt but you must contact via email or text to the Director by 7:00 am.  Charges will apply if no contact is made before & 7:00 am.

· Cancelation:  You must give 72-hour notice for any cancelation. The 72 hours must be given during normal BBLC business hours. Weekend are excluded.
·  If by chance all slots are all full you may put your name of the waiting list.  If an opening for that age group is available staff will call and notify the parent.

· We should be able to accommodate for all current children at BBLC when fully staffed however, drop-ins and last-minute change requests may have more difficulty depending on staffing/ratios.

· A no show fee will be added to the monthly bill per child if the child was scheduled to come and no notification was received by phone call, text or email 72 hours prior.


· If you pick up your child prior to what you have down on the schedule then you will be charged for the remaining hours.  For example, you have your child written down to pick up at 5 pm and you pick up at 3 pm – you will be charged the remaining 2 hours.  If a 72 hour notice was not given for schedule change.
· Schedule of days your child will be attending must be submitted to the director every two weeks or by the 20th of the month.  It is a first come first serve schedule with Full Time spots filled first.

· Full Time Status: 5 days per week 

· Part Time Status: 4 days per week 

· Regular Status: 3 days per week 

· Preschool Status (1)): 4-hour shift per day 4- 5 days per week

· Preschool Status (2): 4 hour shifts per day 2-3 days per week 

· PRN Status: 1 day per week.  This is scheduled
There is no guaranteed spot.

A two-week notification is required before a child is withdrawn from the center.  If you withdraw your child before the two weeks are up, you will still be billed for the remainder of the two weeks you had scheduled
· Children will be released to “others” only if parental permission is granted prior to release.
.

CLOTHING

· All spare clothing must be brought into the center in a labeled bag. Play is children’s work, so they need to wear clothes appropriate for their work; washable and comfortable clothing. Finger paints, play dough, and markers are used on a regular basis at the center. We take precautions when 
· using these things, but we do feel terrible when they ruin clothing. Please provide several changes of clothing for infants and toddlers. These may be kept at the center and replaced as needed. Children will use the playground giving consideration to the weather. Please dress your child appropriately for outside play.
DAILY SCHEDULE

See separate attached schedule for specified age group schedule
NAPTIME

· Naptime and quiet time are regularly scheduled during the day from 12:45-2:20 Pick up is not allowed during this time. Children may bring a special blanket to sleep with. The center will provide cribs for infants and blankets and mats for older children.  All cribs and mats are disinfected on a regular basis.
NUTRITION

· Breakfast, lunch, and snack are provided, in accordance with the guidelines set by the State of South Dakota Child Care Food Program. These guidelines ensure that a balanced meal offering the five food groups is available to the children. Breakfast is served from 7:00 am-8:00am, Lunch 11:15am-12:00pm and afternoon snack from 2:30 pm-3:00pm.

· Menus are posted daily on a bulletin board in the entryway. There may be times when the cook will make last minute substitutions, and these will be noted. For any child who has food allergies and is not able to eat items served, we will need to have a doctor’s note on file stating the allergies. The menus will be based on the “Food Guide Pyramid”, which calls for eating a variety of foods from five major food groups to get the nutrients and calories needed to maintain a healthy weight. The five major food groups and the recommended daily servings include: Breads, cereals, rice, and pasta (6-11 servings); Vegetables (3-5 servings); Fruits (2-4 servings); Milk, yogurt, and cheese (2-3 servings); and Meat, poultry, fish, dry beans, eggs, and nuts (2-3 servings).

· Infants will be fed according to their own schedule and will always be held while being bottle fed.  Bottle will never be propped. Baby food is to be provided by parent, If an infant/ Tiny Tot is unable to eat the items on the daily menu baby food/ pureed food will be given to avoid a choking hazard.
· Bringing breakfast, snacks or meals from home is discouraged in fairness to the other children, unless required for temporary medical reasons. Refrigeration will be provided and staff will need to be informed if the food needs refrigeration. We do welcome special snacks or treats brought to share for special occasions, but it is helpful if you let the staff know when you will be bringing these treats. All items must be prepackaged with a list of ingredients. 
· The center requires staff to be trained in the area of food and allergic reactions.  The center requires all parents to complete an enrollment application and if there are allergies, to list those allergies.  When a parent lists any allergy, they are required to complete a document that lists the allergy, what the allergy is related to (food, pets, etc); what the signs and symptoms of distress are should the child have an allergic reaction; and what the process is for assisting the child should they be in distress due to a reaction.  Each staff person who is associated with this child (teacher, cook, etc) is provided an overview of the situation, an overview of the allergy document and the instructions for preventing a reaction; and instructions for handling a reaction.

TOILETING

· Only disposable diapers will be used at the center. These are provided by the parents. They will be marked with the child’s name. Parents may leave a large supply on hand. Staff will notify the parent when the supply is low, or there will be a note on the message board. Our policy is to check diapers at least each waking hour and change as needed.  Toilet training will take place per a parent’s instructions.
CHILDREN WITH SPECIAL NEEDS
· Parents must inform the center of special needs of their child before enrollment so we can determine if the staff and program is suited for the child. 
DICIPLINE
· Discipline used at the center provides for positive guidance, redirection and setting of clear-cut limits while helping the child develop self-control, self-esteem and respect for the rights of others.

· Positive behavior should be reinforced, i.e.: appreciated and/or praised in order to shape and distinguish inappropriate behavior. Physical punishment is inappropriate and will not be used under any circumstances. Humiliating and frightening punishment accomplishes nothing. Positive strokes are responded to more directly. No punishment will be used in connection with rest, food or toileting, nor will it be administered by the child’s peers.

· Removal from a situation, loss of privilege and redirection are methods we use for disciplinary purposes as the situation dictates.
BEHAVIORAL PROBLEMS OF ENROLLED CHILDREN

· When a specific behavioral problem has been identified by the staff, the Director will bring this to the attention of the parents of the involved child. The staff and parents will work with the child to help him/her overcome the problem.

· If it is determined that the identified behavioral problem continues to be threatening to the safety of the other children or staff members, the involved child will be asked to leave the center.

· If any child is found to be purposefully damaging or destroying any toys, equipment or the building, the cost of such damage and repair/replacement will be added to the parent account and is expected to be paid for.

CHILD ABUSE AND NEGLECT

· The child care staff member who observes or has knowledge of an incident AND the Director are mandated by the South Dakota State Law to immediately report any suspicion of child abuse or neglect to the SD Department of Social Services or law enforcement personnel. Any changes of circumstance which may affect the ability to comply with licensing rules (new program location, building renovations/remodeling, suspected in-house child abuse or neglect, ownership change or new director) must be reported to Child Care Services.

· All child care staff/volunteers are screened by the DSS Central Registry Check and are required to sign a statement which defines child abuse and neglect and its reporting requirements.

· Suspected in-house child abuse and neglect cannot re-occur while awaiting investigation and the continued employability of any staff member involved in a child abuse or neglect incident will be evaluated. (In other words, if a staff member is accused of child abuse or neglect, the staff will be suspended until the investigation is complete. If the allegations are substantiated, the staff member will be terminated.  They may also be terminated even if charges are not substantiated depending on the situation.)
SHAKEN BABY SYNDROME

· Shaken baby syndrome is caused by the brain moving back and forth inside the skull and being bumped, bruised or twisted.  The center requires any care provider, employee, or substitute who provided care and supervision to children under age 5, to be trained in recognizing what shaken baby syndrome is, how it is caused, what the symptoms of the syndrome are, and how to prevent shaken baby. 

MEDICAL EMERGENCY

· If your child becomes injured at the center, the child care staff will administer simple first aid such as washing the injury, applying ice, and bandaging. If the injury is serious, we will call the parent for instruction. If the child receives a serious injury that requires the services of a doctor, the following procedure will be followed:

1. Call parent or guardian.

2. Call one of the persons listed on the emergency card.

3. Call the child's physician for his/her advice.

4. In the case that the above three fail, we will call an ambulance or paramedic team and have the child taken to an emergency hospital with a staff person accompanying in the paramedic’s van or ambulance.

**Any and all expenses incurred under #4 will be borne by the child's family or guardian. If an injury is severe, procedures 1-3 will be waived, and 911 will be immediately summoned. All child care staff is certified annually in infant, child and adult CPR, and in First Aid. 
· The center requires all staff to be trained in the area of Universal/Standard Precautions.  Universal/Standard Precautions are guidelines issued to prevent disease transmission for people in all walks of life, including child care providers.  The Universal/Standard Precautions require persons to have a barrier between any infectious substance and the workers skin, eyes, nose, and mouth.  The center requires any care provider, employee, or substitute who provides care and supervision to children to follow the Universal/Standard Precautions recommended by the Centers for Disease Control and Prevention (CDC) in handling any fluid that might contain blood or other body fluids.  Universal/Standard Precautions require treating all blood and fluids that may contain blood or blood products as potentially infectious.

EVACUATION PLAN 

· The center has visual evacuation plans posted at each exit and we are required to have fire drills four times a year. The center must conduct a tornado drill at the beginning of each storm season.
· The center has developed an emergency preparedness and response plan to address emergency issues that may arise at the center.  Staff review this plan upon hire and the plan is reviewed again on a yearly basis to make any changes and update as needed.

· In the event of a fire, the centers designated evacuation sites are the elementary school playground and the back alley of the center.
· In the event of an explosion, flooding, or inclement weather, the centers designated evacuation site if the Platte Elementary School.

SICKNESS POLICY
· Please do not bring your child to Bright Beginnings Learning Center if he/she is displaying sickness or has a fever. Please respect the staff’s judgment when they determine that a child should not attend Bright Beginnings Learning Center because of illness. These limits are designed to help sick children recover and to avoid the spread of disease. Parents need to pick up their child promptly if he/she is ill. Children who exhibit any of the following symptoms will not be allowed at the center. At the discretion of the primary caregiver, the parents will be called to take the child home if any of the following occur while the child is at the center. The ill child will be isolated from the group until the parent arrives for pickup.

· Vomiting

· Diarrhea

· Temps of 99 or higher
· Severe upper respiratory infection

· Any communicable disease

· All contagious diseases will be reported to the State Health Dept. and will also be reported to all parents in the form of a public notice on the message board. Children will not be allowed back to the center until they have had no signs of the above for 24 hours without the use of fever reducing drugs.
MEDICATIONS

· Absolutely no medications will be given to any child unless an Authorization to Dispense Medication Form from the parent is obtained for each new medication.
· Any medication brought into the center must be in its original container with the original label.  Labels for prescription medication must include legible directions for use, expiration date, child’s name, physician’s name.

· Staff must document the dose, name of child, time and date administered, and signature of the person administering on the Authorization to Dispense Medication Form.
· Storage of medication:  Medications should be brought to the center in a plastic Ziploc bag to avoid problems with leakage.  Refrigerated medicines will be stored in the refrigerator in a non-absorbent container marked “Medication” and out of the reach of children. Non-refrigerated meds will be placed in a non-absorbent container marked “Medication” and stored in a cabinet out of the reach of children. Parents should not leave medication in diaper bags, but should give the medication to staff upon arrival at the center.
IMMUNIZATIONS

· State law requires that only children whose immunizations are current upon admission and maintained throughout enrollment are eligible for care.
· It is the parent’s responsibility to bring an updated copy of the child’s immunization record every time their child/children are immunized.

INSURANCE

· The Bright Beginnings Learning Center does not carry accident insurance for program enrollees. The cost would make program fees extensive. Please review your own personal health insurance to be certain that you and your child have the proper coverage.
TRANSPORTATION

· We will not be providing transportation for your child. We do not have insurance on our vehicles for transporting children.
· For field trips and walking excursion a Walking Release and Request must be signed by a parent upon admission to Bright Beginnings Learning Center.
PARENT-STAFF COMMUNICATION SYSTEMS
· We have many forms of communicating with the parents. Listed below are a number of ways the Director, staff, and parents can be in communication with each other.

1. Initial meeting with parents: Pre-enrollment Conference – When you enroll your child, the Director will show you through the center and answer any questions you may have. You may wish to share concerns about your child with the Director, express what you expect from the program, etc. Please tell us if your child is on medication, behaves in any unusual ways, or has special traits of which the staff should be aware.

2. Information Board – The parent information board, located on the wall in the entry way, serves as a place to post important notes.

3. Daily Notes or Discussion – We suggest that you jot the staff a note if there is anything different for the day we should know about. Tell a staff member if your child has a medication that needs to be given and write the instructions down.

4. E-mail – We understand that not everyone has e-mail, but if you do and would like to communicate that way, we welcome it. The e-mail address to the center is brightbeginnings@midstatesd.net. This e-mail is checked on a daily basis. Please don’t use it for last minute absences or attendances.

· Please tell us if . . .

· your child had a bad night’s sleep

· he/she was ill recently

· something upsetting happened

· something fun or exciting happened

· your child has been exposed to a contagious disease

· your child verbalizes feelings about the center or staff

· your child's behavior or mood is different than usual
· We will tell you . . . 

· about your child's play

· if your child didn't eat normally, didn't sleep well, or was out of sorts

· if your child has an unusual bowel movement or any other unusual behavior

· if your child got upset about something

· anything else we feel you should know about your child's day
GRIEVANCE PROCEDURE

· In the event of misunderstandings, personality conflicts, or specific complaints against the center staff or about the center policies, parents are encouraged to make an appointment with the Director to remedy such problems. If this attempt has been made without a change to resolve the problems, the parent may appeal to the Board of Directors at their monthly meeting for further consideration. Good communication and interpersonal relationships make problem solving much easier. Please take the time to get to know the staff and to let them know you. We encourage you to follow the chain of command with any issues you may have.
Reporting Incidents or Changes in Circumstances
67:42:16:09. Reporting incidents or changes in circumstances. The provider shall report a change in circumstances that may affect the provider's ability to comply with the requirements of the provider's license or registration certificate or ability to provide adequate care. A change in circumstances includes items such as a change of address, a change in the household size, a change in the household composition, a change in the condition of the facility or home, or involvement with the Division of Child Protection Services or law enforcement concerning allegations of child abuse or neglect. The report must be made to the provider's licensing worker or agency within 24 hours after the change in circumstance occurs. 

The provider shall immediately report all incidents of suspected child abuse or neglect either to the department or to law enforcement officials. 

A facility shall notify the department within 24 hours after the occurrence of an unusual incident such as fire or serious injury to a child or serious illness that results in the hospitalization of the child or the death of a child while the child is in care. 

Source: 39 SDR 220, effective June 27, 2013. 

General Authority: SDCL 26-6-16. 

Law Implemented: SDCL 26-6-16. 

STAFF QUALIFICATIONS
· Director, Assistant Director, Teacher:
1. Are at least 18 years of age

2. Have no substantiated report of child abuse/neglect
3. If responsible for planning & implementing the program and for supervising staff the Director, Assistant Director or Teacher meets 1 of the following criteria:

· Bachelor’s Degree in Elementary Education and (if center cares for preschool children) at least two years experience in a child care setting.

· Bachelor’s Degree in Education or Human Development and at least two year’s experience in a child care setting.

· Bachelor’s Degree in the field of Early Childhood Education

· Associate of Arts Degree in Early Childhood Development

· Certified as Child Development Associate (CDA)

· Pre- Kindergarten Teacher endorsement

· Child Development Technician Diploma

· Five year’s experience working in a child care setting under direct supervision of a staff member who had responsibility for planning and implementing program for the daycare center.

· Staff Member:

1. Child care workers are at least 18 years of age

2. Child care workers work under supervision of Director/Assistant Director

3. Secondary childcare workers are at least 14 years of age

4. Secondary childcare workers work only under the direct or constant supervision of a director or staff member and are not left alone with the children

5. Volunteers used to fill staff member’s positions must meet the applicable requirements for the position

6. No staff member or volunteer has/have a substantiated report of child abuse/neglect
7. No staff member or volunteer can have a conviction of a felony, a sex offense, a crime of violence or a crime against children.
8. A staff member or volunteer’s name cannot be on the sex offender registry

Please sign and return this form to the Director of 

Bright Beginnings Learning Center.

I/We, __________________________ have thoroughly read and do understand the Bright Beginnings Learning Center parent handbook.  

Name of Child/Children 
____________________________                 ____________________________          

____________________________                 ____________________________          

____________________________                 ____________________________          

________________________________                  

Father/Guardian Signature              Date
________________________________                  


Mother/Guardian Signature              Date
2

