1ST CLASS LEARNING CENTER

5111 HOMESTEAD CIRCLE, NW                                                                             

ALBUQUERQUE, NM 87120

(505) 898-5702
“A SCHOOL FOR YOUNG CHILDREN”

PARENT HANDBOOK

“OUR MISSION STATEMENT”

“To provide a learning environment that is safe, enjoyable, interesting and peaceful for all children, their families and community.”

“PHILOSOPHY”

We believe in our curriculum where each child develops according to age and capacity, having the freedom to develop physically, socially, emotionally, and intellectually without any pressure. We also believe children learn best when rules and limits are clear and consistent. Most importantly, we believe that children learn best by staff members who create an atmosphere that is loving, warm, caring and friendly by which all children feel accepted, safe, and a part of 1st Class Learning Center.

Leann C. Gordinier, Owner/Director

Contact No. 898-5702
Email-1stclasslearningcenter@gmail.com

Parent Involvement:

We at 1st Class Learning Center have an open door policy. However, we do encourage parent involvement throughout the year. Some of the ways you will be asked to participate will be during holidays or theme events, field trips, class homework projects, parent /teacher conferences, reading time, parent advisory meetings and father/mother events.   

HOURS:  The center is open from 6:30 a.m. to 6:00 p.m. Monday through Friday and is closed on the six major holidays—New Year’s Day, Memorial Day, Independence Day, Labor Day, Thanksgiving Day and Friday after Thanksgiving, and Christmas Day.  When a holiday falls on Saturday, we close on Friday; when a holiday falls on Sunday, we close on Monday.
LICENSE:  1st Class Learning Center is licensed by the Children, Youth and Families Department and follows state regulations.

TEACHERS:  The director, a certified teacher with a national administrator credential and bachelor’s degree of science, in accounting, carefully selects the teachers.  They are individuals who are not only interested in children but also have the personality, patience, and basic skills necessary to help children learn and grow in a positive manner.  1st Class Learning Center conducts regular in-service training for its teachers and also requires teachers to participate in various community sponsored training in early childhood development which must include 24 hours of training per year of employment.

RULES AND DISCIPLINE POLICY/ GUIDANCE:  Disciplinary rules are explained to the children at intervals throughout their attendance.  The main discipline used is redirection of energy.  We encourage children to change the behavior by assigning a task away from the behavior that is causing the problem.  The main objective is to teach children to solve problems, to get along with others, and to guide them by using words, express feelings using words, and express strong feelings in acceptable ways.  Our goals of discipline are to strengthen self-esteem, seek a workable solution to the problem, and to instill inner self-control.  We also encourage children to apologize, to be fair, to respect property, and to assume personal responsibility for their actions.   1st Class Learning Center reserves the right to disenroll any child whose behavior is too disruptive or unsafe for other children.  We make every possible effort to control disruptive or unsafe behavior.

OTHER POLICIES AND RULES:  

1. Refunds or credit for days missed:  For full time enrollment, no credit or refund is given for days missed since basic expenses remain the same whether your child is in attendance or not.

2. Vacation or absence due to illness or any other reason that is one or two full calendar weeks in duration:  Children enrolled full time on a regular basis are charged one-half their regular in advance tuition when they are out on vacation or sick one or two full calendar weeks.  In order to be charged the one-half weekly tuition instead of the regular tuition, the parent must notify the director at least seven days before any vacation or by Wednesday of the week when your child is sick the entire week.  We reserve the right to disenroll any child who is on vacation or out sick for more than two calendar weeks, unless the parent pays full tuition for absences in excess of two weeks.  
3. Combination Access Code Policy
· Access code is changed three or four times a year or as needed.
· For the safety of all children who attend 1st Class Learning Center, we ask that you the parent/guardian refrain from giving out the entry code to anyone, even those on the pick-up list. 
· Those listed on the pick-up list should not be given the entry code unless it has been cleared with the director first and the person on the pick-up list will be picking up the child on a daily basis. Those individuals on the pick-up list may report to the office so that they may be checked in and child released to the responsible party. 

· Although it is tempting to give your other children the code and let them open the door, we ask that you refrain from doing so and comply with this policy for the safety of all the children.
· Should we exhibit numerous unauthorized individuals entering the building because they have been given the entry code, 1st Class Learning Center will exercise the right to automatically disenroll the child.
· No individual under the age of 18 will be allowed to pick up a child. 
4. Holidays:  The center will be closed on New Year’s Day, Memorial Day, Independence Day, Labor Day, Thanksgiving and Friday after Thanksgiving, and Christmas.  The six major holidays that fall during the Monday/Friday week, including those holidays that fall on Saturday or Sunday but are celebrated on Friday or Monday and Friday after Thanksgiving and Christmas Eve are included in your weekly tuition.

5. Holiday/Birthdays/Parties etc.: Parents may bring outside food for holiday parties, birthdays or any other class parties that may be part of their curriculum schedule.
6. Field Trip Dues: Payment for field trips will be due on or before field trip date. 
7. Field Trip Form: Parents/Guardian must fill out a Field Trip Release form and have their child properly attired. No child will be allowed to attend if a release form is not signed by parent/guardian. No phone calls will be accepted in lieu of parent/guardian signature.  

8. Field Trip Attire: Your child must be wearing the approved attire for the specific outing. Attire requirements will be posted on field trip form.
9. Payment Plans: Weekly: Payment is due each Monday of each week.

                                      Bi-Weekly: Payment is due every other Monday.

                                      Monthly: Payment is due at the beginning of each Month.

10. Returned checks:  A $20.00 charge is automatically added to your account for any and all checks returned to the center by the bank.

11. Late Payment/ Non-Payment: A late payment fee of $20.00 will be imposed on any payments received after Tuesday of each week. Payments that run into the following week will be charged $10.00 per day thereafter. Late payment procedure applies to all weekly, bi-weekly and monthly payment plans.
12. Enrollment Procedure: Parents must provide current immunization records for each child at time of registration or on first day of attendance.  Parent must fill out registration and placement agreement. 
13. Disenrollment: 1st Class Learning Center reserves the right to disenroll any child due to non-payment or any other appropriate reason. 
14. Late pick-up of children:  The center closes at 6:00 p.m.  Please call us if you have to be late so that arrangements can be made to have staff available.  There is a $5.00 charge per family for each five (5) minute period after closing until the child is picked up.  Please note that we must make staff available after closing.

15. When your child is sick:  According to State Regulations, we cannot admit a child who has a temperature of 100 degrees or more or if a child had an upset stomach or vomiting within the past 24 hours, if a child has any intestinal disturbance with diarrhea, the child has an undiagnosed rash, the child exhibits unexplained fatigue, irritability, or loss of appetite, the child has any discharge or drainage from the eyes, nose, ears, or open sores, or the child has signs of a newly developing cold or severe coughing.  Children who have experienced diarrhea within the past 24 hours should be kept home.  Exceptions to this policy would include children whose diarrhea resulted from conditions that are not contagious, such as food allergies, changes in diet, or recent treatment with antibiotics.  Please note that we cannot accept a sick child in the morning if he or she is known to be ill.  Children absent from the center with contagious diseases will not be readmitted without a signed statement from a physician indicating that the child is no longer contagious.  

          Parents should make every possible effort to pick up the child upon notification.  If we are unable to reach you, your emergency contact will be called.  Be sure those you list as emergency contacts understand their responsibility.  Please be sure to update all phone numbers when changes occur.  If the child needs to see a physician or go home, the parents will be called immediately.

· Attached is a copy of the Day Care Exclusion List and Notifiable Diseases.
16. Medication:  If your child must take medication while in attendance, please note that we can administer medications that are prescribed by a licensed physician and upon a parent’s written authorization (Request to Administer Medication Form).  If your child must take over-the-counter medication, please have your child’s doctor prescribe the medication, and we will then be able to administer the medication to your child.  This prescription can be filed in your child’s folder so that you will not have to obtain permission from your child’s doctor each time your child needs to take over-the-counter medication, such as Tylenol, Triaminic, etc.  Please do not leave medication in your child’s cubby or diaper bag.  The director or teacher will make medical authorizations available to parents.  

          Occasionally, a child may get hurt while in attendance just like children get hurt at home.  We will take every precaution to keep your child safe from injury; however, if your child does get hurt, we will notify the parents if the injury is more than a scratch or bruise.  If the injury seems to require medical attention, the parents will be asked to handle this.  If we cannot locate the parents soon, our staff will arrange for medical treatment as indicated in your registration application.

17. Immunization:  In accordance with State Regulations, 1st Class Learning Center must have a current immunization record on each child prior to enrollment or on the first day of attendance.  Immunizations must be kept current at all times. A Recommended Immunization Schedule Chart is available in your handbook package.
18. Sign-in and sign-out on a daily basis:  Your children must be signed in and out on a daily basis. Please initial each entry.  An attendance sheet is provided for this purpose.  If you are not able to pick up your child and have asked someone else to pick up your child, please notify the director or teacher since we will not release your child to any person without your permission.  Anyone who picks up a child from the center must be an adult at least 18 years of age.  Please escort your child into the center each day and escort your child to your car since our liability begins when you sign in your child and ends when you sign your child out each day.

19. Disenrolling your child:  Parents are responsible for full tuition for the week following the week in which we receive seven days’ written notice from you that you are disenrolling your child.  If your child is out for a week or longer without written notice for making arrangements to reserve your child’s space, we reserve the right to automatically disenroll your child and assign the space to another child.
20. Child Neglect/Reporting Policy: 

          Any suspected form of child abuse (physical, verbal, mental, sexual, etc.) will be reported to the Director. Director and teacher will make a full evaluation and determine whether or not a report will be submitted and the proper authorities notified. 

Note: As members of the child care community, we are bound, obligated and required by the State Of New Mexico Child Care State licensing to report any suspected child abuse in any form or caregiver and daycare owner can and will be held personally responsible and will be prosecuted to the full extent of the law.
21. Federal Child Care Food Program:  1st Class Learning Center provides meals approved by the Federal Child Care Food Program at no additional charge to parents.  Meals include breakfast, lunch, and afternoon snack. Parents who are eligible for free or reduced meals must fill out an Income Eligibility Application for the food program.  Your child will be approved as “Eligible for free meals or reduced meals.”  If parents are not eligible for free or reduced meals, they do not need to fill out an IEA. You will receive an application at the time you enroll your child with instructions on how to fill out the form.  No outside lunches, snacks, or candy will be accepted since we are responsible for providing nutritious food for your child unless authorized by a physician.  We will accept food for special occasions, such as birthdays, holidays, etc.

22. Bad Weather Procedure: 1st Class Learning Center will follow the Albuquerque Public School Weather guidelines. Snow Days: Center will operate on a two-hour delay and will be announced during the morning news hour. Example:  Center opens at 6:30 a.m.  A two-hour delay dictates the center will open at 8:30 a.m. and close at regular time, weather permitting.
23. Emergency Evacuation Procedure: Child Pick-up
In the event of an emergency evacuation beyond our control, you will be instructed via Television, emergency broadcast system or Radio announcement as well as phone contact, as to where your child may be picked up. Our designated evacuation areas are Taylor Ranch Self-Storage parking lot/picnic area or the Mariposa Park Soccer Field behind LBJ Middle School. Note: Please contact us immediately to update any home phone number and cell phones as well as those phone numbers of individuals listed on pick-up list.

24. Concerns and Suggestions:  Please discuss any concerns or suggestions with the director, and she will do whatever is necessary to remedy the situation or explain the situation as the case may be.  If this is not satisfactory, please make your concerns or suggestions in writing to the Board of Directors of 1st Class Learning Center.  They will have an answer for you within ten working days or less.  Suggestions and concerns will be carefully considered.

25. Clothing:  Parents are responsible for providing sufficient diapers and wipes for infants and for children who are not yet potty trained plus two changes of clothes.  Please bring at least two changes of clothes if your child is two or three years of age.  Please bring a small blanket and small pillow to be placed over your child’s rest mat at nap or rest time.  Please take your child’s blanket and pillow at the end of the week so that your child will have a clean blanket and pillow when he or she returns.  We are not allowed to use pillows or heavy blankets in cribs.  If your child soils his or her clothing, please take your child’s soiled clothing and replace it the following day so that your child has two changes at all times.  Dress your child for play.  For your child's safety, we recommend comfortable tennis shoes.

26. Communication:  Please keep communication lines open and discuss with the director any concerns regarding your child’s care.  Remember, we are here to serve you the best way we can.
27. Confidentiality Policy: To ensure privacy regarding your child, please refer all concerns to the director. No issues regarding your child will be discussed with anyone not associated with your child’s well-being. 
28. Documentation of Legal Status of child: For the safety of your child and staff members, any issues regarding restraining orders, change of guardianship, powers of attorney, court orders, custody by children’s protective services and any change of individuals on child pick-up list must be addressed in writing or a copy or court order or action and placed in child’s file. Note: 1st Class Learning Center assumes no responsibility if procedures are not documented in writing. Parent or responsible party must keep daycare center informed of all changes involving custody disputes. Verbal instructions do not apply.
29. Expulsion Policy: According to State Regulations, 1st Class Learning Center must make the expulsion policy available to the parents at all times. 1st Class Learning Center reserves the right to disenroll any child whose behavior is too disruptive or unsafe for other children.  We make every possible effort to control disruptive or unsafe behavior.  In the event that we are unable to control disruptive or unsafe behavior, the steps listed below is what we will follow to ensure everyone’s safety, including your own child’s safety.  We are here to make sure that everyone has a safe and emotionally satisfying experience.  
 1) Make sure that the teacher has written observations and that the teacher is also implementing the discipline policy to redirect the child.  We encourage children to change their behavior by assigning a task away from the behavior that is causing the problem.  For every incident with the observation(s) make sure that an accident/incident report is filled out along with the written observation for each incident.  If the incident is reoccurring that day the parent(s) will be called to come and pick up their child.
2) Director is to notify the parent of each individual incident that occurs with the child and note the reaction of the parent on the incident/accident report where it was documented.

3) If another incident occurs, schedule and have a meeting with the Director, parent, and teacher of the child to see if the parent(s) are having the same issues at home and if so, discuss what may or may not work with the child and also discuss with the teacher what they think may work best in the situation.

4)  If another incident still occurs then the director and parent(s) have a meeting to discuss outside services that may help the child (counseling, evaluations from outside source, etc.) with their behavior.  In the event, the parent(s) may refuse outside services, the only option may be to disenroll (at this time give the parent a week to find care outside the center.)  If the parents agree to use the outside services, work with the parent(s) and the outside services and implement the suggestions given by the outside services. If the child still has behavior incidents then the center has the option to suspend the child (1 day, 3 days, 1 week) depending on the incident or disenroll and not hold the child’s spot.

5)  If the behavior puts the child or other children in danger, then the director has the choice to disenroll the child immediately or if the incident is severe enough may require a referral to the police or CYFD but the director has the option to not hold the child’s spot.
    30. Curriculum Statement:  Every child develops according to age and capacity, having the freedom to                
develop physically, socially, emotionally, and intellectually without any pressure.  The critical elements     
elements that will be used will be, Play as a primary mode of learning to activate engagement of children.           
This will allow the children to make choices through experiment and exploration while developing their   
social and emotional development by interacting with other children.  Teachers will be responsible for 
providing appropriate materials for exploration and guidance.
31. Nondiscriminatory Policy as to Students:  The school admits students of any race, color, or national and ethnic origin to all the rights, privileges, programs, and activities generally accorded or made available to students at the school.  It does not discriminate on the basis of race, color, national and ethnic origin in administration of its educational policies, admissions policies, and athletic and other school administered programs.
32. A closing note:  Children do get dirty—and rightly so!  They learn best by doing.  They can and should really become involved in all their work and play.  Children learn by taking things apart and putting them together again.  They learn by imitating all the things that adults do.  They learn by experimenting and by really touching, feeling, doing, and by playing with the things around them.  The best learning does not come from watching or listening to someone talk; learning comes from doing and from experiencing with one’s environment.  We know you want your child to really learn and to be competent.  Allow your children to get dirty.  This usually means that your child is really doing and learning and will thereby be happy and better able to handle life well!
A group experience has many benefits for a child and, likewise, individual care by a parent has many benefits.  1st Class Learning Center provides the group type experience, an educational program, and sufficient individual care and free play to ensure a safe and emotionally satisfying experience for your child.  We have an open-door policy and always welcome visits from parents at any time.  We also encourage you to come in and visit whenever you can.  We want you to have peace of mind in knowing that your little ones are well cared for and loved while you are at work.

1ST CLASS LEARNING CENTER

Leann C. Gordinier, Owner/Director
1st Class Learning Center

Parent Handbook Acknowledgment Form 
I _____________________________ have read and understand the  
            (Please print parent/guardian name clearly)             
Parent Handbook. I acknowledge all its policies and procedures and agree 

to abide by them. I also understand that 1st Class Learning Center reserves 

the right to disenroll any child due to procedures not being followed that 

may or may have compromised the safety and well being of the children, 

other parents and staff members.   
______________________________             __________________

Parent signature



    Date

______________________________              __________________

Director signature                                             Date

1st Class Learning Center

Emergency Transportation Permission Form

I _____________________________ in case of sudden illness or accident, 
            (Please print parent/guardian name clearly)                          

give my permission to 1st Class Learning Center staff to take my child to 
the hospital emergency room where my child may be treated at my

expense.

______________________________             __________________

Parent signature



    Date

______________________________              __________________

Director signature                                             Date

