Tiny Tots Tech Child Development Center

Effective Date: July 25, 2008

Revised Date: June 6, 2018
Operating Policies and Regulations

Email address: Parent/Guardian #1








                                           

Email address: Parent /guardian #2___________________________

________

The following list of policies and regulations are necessary for the secure and efficient running of our child development center.  It is essential that all parents understand these points and agree to comply with them fully.

Tiny Tots Tech will teach your child with the best of several early childhood development programs. Our program involves the development of motor skills, language, music, auditory stimuli. This includes, but is not limited to reading, math and social development. Our program includes the A BEKA Book curriculum in the K-4 class. 
Changes to Policies and Regulations
These policies and regulations supersede all previous policies and regulations and are subject to further changes, without notice, as needed and will be posted in the office to be effective as dated.

Signature of parent ________________________________Date____________________

Hours of Operation

The center will be open from 6:00AM through 6:00PM, Monday through Friday.  However, the office opens at 8:00AM. Each child must be picked up by 6:00PM.  If a child is not picked up by 6:00PM, a late charge (see current rate schedule) will be charged and paid by the parent at that time.
Signature ______________________________ Date _________________

Center Closures

The center will be closed for six days out of the year for holidays or the day the holiday is observed.  These six days are: New Years Day, Memorial Day, 4th of July, Labor Day, Thanksgiving, and Christmas Day.  A full week's tuition will be charged during these weeks, unless you are eligible for a ½ week or vacation week.  After school students will be charged the summer rate during Spring Break, Thanksgiving, and Christmas break, if they attend during this time. If not, you will be charged the regular weekly tuition. Remember, we are reserving a spot for your child at Tiny Tots and you must pay to keep it. 

I fully understand and agree to the above terms of payment concerning these weeks.

Signature ______________________________ Date _________________

Discipline

We do not use any form of corporal punishment at Tiny Tots Tech.  Positive reinforcement is used to encourage appropriate behaviors.  “Time out” is used as a procedure for discipline, and the children remain supervised at all times.

Signature________________________________________Date____________________

Child Pick- Up Safety
In order to ensure the safety of your child(ren) at Tiny Tots Tech, parents must inform the center before allowing a person not specified on our enrollment form to pick up a child, and they must show a picture ID.

Signature________________________________________Date____________________

Custodial/Non-Custodial Parents
Employees at Tiny Tots Tech cannot and will not stop a parent from picking up or visiting with his or her child unless a COURT ORDER is provided to keep on record.  
Signature________________________________________Date____________________

Accident and Illness
If your child becomes ill at the center, your child must be picked up within 30 min. If your child has a fever and/or diarrhea 3x’s, vomiting 2x’s, then your child will need to stay out for 24 hours after the symptoms have past. If your child has a contagious disease, we will need a doctor’s note stating that your child is no longer contagious before returning to school. In the event of an accident or emergency, Tiny Tots Tech has the parent’s permission to administer basic first aid as it sees fit for the child’s best interest, and to seek professional medical attention in any case which is considered by the director to be non-trivial in nature (after trying to contact the parent).  In the event of medical treatment while the child is in attendance, medical expenses are the responsibility of the parent. If the director determines the child needs professional treatment (and parents not available) the EMS will be contacted. If the EMS needs to transport the child the director or a staff person will accompany the EMS the hospital indicated in the child records and a copy of records will accompany them. The staff person will stay with the child until parent or their representative arrives.

Hospital of Choice:
Name:

_________________________________________




Address:
_________________________________________






_________________________________________






_________________________________________
Signature________________________________________Date____________________

Medication
No medication will be given to a child unless it is prescribed by a physician.  Parents of children who take prescribed medication on a daily basis, such as ADHD medication, will have to complete a medication permission request form for each prescribed medication yearly.  All prescribed medications must be signed in by the parent/legal guardian and will be kept in a locked cabinet in the office. 

 We do not administer any OTC medication for any reason.  If you wish to give your child an OTC medication, you must come and administer it yourself.  

Tiny Tots Tech will not be held liable in the event of an adverse reaction for any medication taken in the prescribed manner and in accordance with our school policy.  Tiny Tots Tech retains the discretion to reject request(s) for medication to be taken at school.

Signature________________________________________Date____________________

Tuition and Fees
A non-refundable registration fee (see current rate schedule) is due at the time of enrollment. No child will be enrolled until the registration fee is paid
Each week the stipulated tuition fee (see current rate schedule) must be paid on Monday for that week, with no deductions for absence or holidays. If tuition is not paid by Tuesday, you will be billed a $30.00 late charge on Wednesday. If the tuition and late fee are not paid by Friday of that week the child will not be allowed to return the following Monday.

If tuition is not paid per this agreement, enrollment will be discontinued. In order to re-enroll, a registration fee must be paid. Bi-weekly or monthly payment is not permitted unless such payment is made in advance. If a balance is left unpaid for more than thirty days, it will automatically be turned over to a collection agency.  The parent will incur any collection costs including court costs as well as attorney’s fees necessary to collect a past due account due to parent’s negligence.
There is a returned check charge (see current rate schedule).  If one check is returned for any reason, the parent will no longer be allowed to pay by check, only cash from that point.

There is a fee for after-school students to attend Tiny Tots for a full day (see current rate schedule).Three days or more is considered a week and charges for a week of full-time care will apply (see current rate schedule). 

Signature________________________________________Date____________________

Absences
If a child is absent, the tuition is to be paid.  However, for every three months of enrollment, one week is allowed for absences (five days) or 2 half weeks (three or more days absent). You may use these after they are accumulated if you have a zero balance on your account. Therefore each calendar year 4 weeks or 8 half weeks are allowed for absentees or any combinations. If all time is used and your child is absent for a week the tuition will be same as their normal weekly fee.

If a child is removed from our care for any other time, the tuition is still due or the child will be de-enrolled and a new registration fee paid upon returning if space is available.

Signature________________________________________Date____________________

De-Enrollment
Should the director of the center determine that a child cannot adjust to the center’s program, the child will be withdrawn after one week’s notice and this agreement will be terminated upon such withdrawal.  In the event that a child or a parent is considered by the director to be endangering the other children or our employees with his/her conduct, then a week’s notice will not be necessary for discharge. A two-week notice is required for a parent to cancel a child’s enrollment.  There will be NO refunds given for withdrawals.
Signature________________________________________Date____________________

Classroom Changes
When your child is moved to the cafeteria, movie room, playground, bathroom or any other room than their classroom, it will be recorded on a daily tracking sheet.  
Signature________________________________________Date____________________

Moving Up
T.T.T. has the privilege to move a child up according to there abilities throughout the year, however three year olds must be completely potty trained (the child must be able to go to the bathroom on their own accord, with no accidents at nap time) before they can be moved to K-3. (Please make sure the child has a change of clothes in their cubbies.)
 Signature________________________________________Date____________________

Medical Records
Parents must provide the center with DHEC’s certificate of immunization for daycare attendance (provided by your doctor) for all children.  These records must be kept up to date and any changes need to be reported to the center. DSS checks these records periodically and they must be current to published age/shot chart.  These records are kept in a locked cabinet. 
Signature________________________________________Date____________________

Infant/Toddler
Parents will need to provide disposable diapers for their infant/toddler (if applicable) along with wipes. Cloth diapers are not allowed. Parents are also responsible for providing formula or food other than our planned menu.
Signature________________________________________Date____________________

Biting Policy
Biting will not be tolerated at Tiny Tots Tech. If a child bites, the teacher will talk to the parents. If it continues, the director has the discretion to remove the child from the center.

Signature________________________________________Date____________________

Change Of Clothes
Each child must have a change of clothing that is to be left at the center, and will be used for emergencies. Parents should check for soiled clothing daily. All clothing should be marked. The center is not responsible for loss of clothing. Children should wear washable clothing in which they will be comfortable.
Signature________________________________________Date____________________

Food
Breakfast will be served to all children between 7:30- 7:50AM only. Children may eat in the cafeteria until 8AM, but serving stops at 7:50AM. Please do not bring breakfast in for your child after 8:00AM, the teachers are teaching classes at this time and it disrupts them. Adequate snacks and drinks (morning and afternoon) are provided as well as a hot lunch (menu posted). Please do not send your child to school with anything containing peanuts or peanut butter due to children with a deathly allergic reaction.
Signature________________________________________Date____________________

Sign In/Out
Each day the parent must sign the child in and out of the building and see that the child is under proper supervision of a teacher prior to leaving the premises. This is a State DSS regulation.
Signature________________________________________Date____________________

Nap Time
Each preschool child in the center will have an afternoon rest/nap period.  During this period he/she will be required to remain on a cot quietly. If you are going to bring your child in late it must be before 12:00 or after 2:00. All the other children are asleep and this disturbs rest time.
Signature________________________________________Date____________________

Outside Play
Each child will be permitted to play outside in the play yard daily, except in inclement weather. If you do not want your child to participate in outdoor activities, please bring a signed doctor’s note to the director stating this.

Signature________________________________________Date____________________

Regulations
Parents must cooperate with the center in carrying out all government laws, rules and regulations affecting the operation of the center. 
Signature________________________________________Date____________________

Parent Visitation
At Tiny Tots Tech we operate with an “open door” policy. We want all parents to feel confident in the care their children receive in our center at all times. Therefore, parents are welcome to enter the center without advance notice at any time their child is present UNLESS court order stipulates otherwise.  We would ask, however, that parents also take care not to disrupt the learning program in the center. 
Signature________________________________________Date____________________

Confidentiality
All records are kept in a locked filing cabinet. Only parents, staff and government agencies will be allowed to view your child records.
Signature________________________________________Date____________________

Special Note

We rely on you as parents to promote our child care center by word of mouth; therefore, if you have any suggestions or problems at any time, please inform the director.
If for some reason we desire to put your child’s picture in the paper or magazine do we have permission to do so?

________________________________

Where do you work?

________________________________

________________________________

What day care did your child come from?

________________________________

How did you hear about our Day Care?

________________________________

We have a Facebook and a website, is your child photos allowed on them?

________________________________ 
Parent/Guardian has read and agrees to comply with the Tiny Tots Tech policy.

Signature of Parent ________________________________________ Date ______________

Signature of Director _______________________________________ Date ______________

Security
In order to ensure the safety of the children at Tiny Tots Tech, parents must inform the center before allowing a person not specified on our enrollment form to pick up a child, and they must show a picture ID.

Keeping Our Children Safe

It has been brought to our attention by local law enforcement that there are some safety violations going on at our center. 

They are as follows: ______

· Leaving your vehicle running unattended

· Leaving your vehicle running WITH an unattended child in it.

· Allowing your child to run in and out of the parking lot ahead of the parent

How to fix these problems:  ______

· TURN OFF your car and LOCK the doors

· Too many thieves roaming our streets

· NEVER leave your child of any age in a running vehicle unattended!!!

· Not only is this ILLEGAL, but extremely dangerous

· HOLD your child’s hand when entering and exiting the parking lot 

· Prevents accidents

New Tiny Tots Tech Rule:  ______

· Do NOT allow your child to run through the building unattended.  Children are to stay with their parent until they are dropped off to or picked up from their designated areas by their parent.  Ensure your child stays with you at all times so everyone can enter and exit safely. It has become a huge problem with children running through the building, especially in the evening.  It is highly important, as well as DSS required, children be in care of an adult at all times.

Let’s work together to keep our center and children safe and sound.

Parent Signature:   _____________________________ 

Date: 
______________
ONLY SIGN THE FIRST DISCIPLINE POLICY

WILL REPEAT EACH YEAR.

DISCIPLINE
We do not use any form of corporal punishment at Tiny Tots Tech Child Development Center.  “Time-Out” is used as a procedure for discipline and the children remain supervised at all times.

Signature_________________________________________________Date:_______________

DISCIPLINE

We do not use any form of corporal punishment at Tiny Tots Tech Child Development Center.  “Time-Out” is used as a procedure for discipline and the children remain supervised at all times.

Signature_________________________________________________Date:_______________

DISCIPLINE

We do not use any form of corporal punishment at Tiny Tots Tech Child Development Center.  “Time-Out” is used as a procedure for discipline and the children remain supervised at all times.

Signature_________________________________________________Date:_______________

DISCIPLINE

We do not use any form of corporal punishment at Tiny Tots Tech Child Development Center.  “Time-Out” is used as a procedure for discipline and the children remain supervised at all times.

Signature_________________________________________________Date:_______________

DISCIPLINE

We do not use any form of corporal punishment at Tiny Tots Tech Child Development Center.  “Time-Out” is used as a procedure for discipline and the children remain supervised at all times.

Signature_________________________________________________Date:_______________

DISCIPLINE

We do not use any form of corporal punishment at Tiny Tots Tech Child Development Center.  “Time-Out” is used as a procedure for discipline and the children remain supervised at all times.

Signature_________________________________________________Date:_______________
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