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ADVENT CHRISTIAN CHILD CARE CENTER
Welcome to Advent Christian Child Care Center!
The Advent Christian Child Care Center is a ministry of the Mechanicsville Advent Community Church.  A five member Board of Directors, appointed by the Church Executive Board, governs the Center.  Our purpose is to provide to our community a Christian environment in which children can grow spiritually, physically, socially, mentally and emotionally.
Our objectives as a Child Care Center are:
· To provide a Christian environment for your child’s growth in all areas of his/her development.
· To help the child develop Christian values and character.
· To help the child achieve readiness for public school.
· To provide the child with experiences in group activities and self-expression with those of his/her own age.
· To provide opportunities for church, school, and home to work together in meeting and developing the child’s needs.
Our philosophy reflects our understanding children need play and learning activities; and through developmentally appropriate practices they discover concepts of God, His creation, and His ways.  We hope to assist each child in answering “Who am I?  Who are you?  What is the world like? And how do I relate to my world and the people in it?”
Daily activities will be developmentally appropriate for all age groups and provide opportunities for teacher-directed, self-directed and self-chosen tasks and activities.
An Administrator/Director is responsible for the day to day operations of the Center and partners with the Assistant Directors and the other Center teachers to ensure a safe environment, and a loving and secure atmosphere during the most formative years of a child’s life.
As a non-profit organization, our Center’s financial operation depends entirely upon the weekly income from tuition.
The Center is licensed by the State of Virginia and is periodically inspected by the Department of Social Services which falls under the Virginia Department of Education. We adhere to all state health and safety regulations and are also inspected by the Hanover Health and Fire Departments. 
Please refer to this booklet if questions should arise concerning our policies and procedures.  Supplements will be distributed if any changes occur, to keep your records current.  If you have any questions that are not answered, please feel free to call our office. 
Thank you for the opportunity to minister to your family.
Sincerely,
Advent Community Church Child Care Board

Children Learn What They Live

If a child lives with criticism,
He learns to condemn.
If a child lives with hostility, 
He learns to fight.
If a child lives with ridicule,
He learns to be shy.
If a child lives with shame,
He learns to feel guilty.
If a child lives with tolerance,
He learns to be patient.
If a child lives with praise, 
He learns to appreciate.
If a child lives with fairness,
He learns justice.
If a child lives with security,
He learns to have faith.
If a child lives with approval,
He learns to like himself.
If a child lives with acceptance and friendship, 
He learns to find love in the world.

       By Dorothy Law Nolte

ADVENT CHRISTIAN CHILD CARE DIRECTORY

Senior Pastor:  Heath Simpson       		746-0895 ext. 251
Youth Pastor:  Amy Williams				746-0895 ext.252
Administrator:  Pam Dicken        			746-0279 ext. 253
									746-3906
Program Director:  Jordyn Tate      		746-0279 ext.254
									746-3906	
School-age Coordinator:  Carly Hicks           746-0279 ext. 254
									746-3906
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GENERAL INFORMATION

  Center hours:
· 7:00 a.m. to 5:45 p.m. (Full day students), Monday through Friday.
· 7:00 a.m. to 12:00 p.m. (Half Day students), Monday through Friday.
· 7:00 a.m. to 12:30 p.m. (Half Day students w/ lunch), Monday through Friday.
Holidays:
The Center closes on the following holidays:
· Friday (unless otherwise notified) before first week of public school (Staff Training)
· Friday (unless otherwise notified) after last day of public school (Staff Training)
· Labor Day
· Thanksgiving Day
· Friday following Thanksgiving
· Christmas Eve
· Christmas Day
· Friday following Christmas if it falls on Thursday.
· Close at 3:00 p.m. on New Year’s Eve
· New Year’s Day
· Memorial Day
· July 4th 
· Friday following Independence Day if it falls on Thursday.
If a holiday falls on a Saturday, the Center will be closed on the Friday before the holiday.  If a holiday falls on Sunday, the Center will be closed on the following Monday.  Full tuition is paid for weeks containing holidays for full-time and part-time students.

ADMISSION REQUIREMENTS
Application for our Pre-school Program requires completion of our registration forms, completed physical form by your child’s physician after examination and finally payment of our registration fee.  (This fee is non-refundable)
	YEARLY REGISTRATION
A registration fee of $80.00 is due in March, for the following school year, which starts in September and runs through August.  If your child begins childcare in March or after, the registration fee will be pro-rated to $40.00 through August.

PAYMENT SCHEDULE/TUITION
Payments/tuition are due on Monday or the 1st day of the week your child attends.           Tuition will NOT be refunded due to absence for illness or travel.
Please make all checks payable to Advent Christian Child Care Center.  We do accept credit card payments, but we will not accept rewards card as we are charged huge fees.
IMPORTANT:  Print your child’s name on the check or credit card receipt.
If other fees are included in your payment, please print that on your check also.  We appreciate that this can be tedious, but it is very helpful in assisting with accuracy of correctly crediting payments.
*In addition, we can also keep your card on file and take it out automatically each week, every other, or monthly up to your discretion. If you chose to pay by card a 2% credit card fee will be added.*

LATE FEES AND EXPULSION
Late fees will be assessed each week that you do not have a zero balance.  The first week a $5.00 fee will be charged.  The second week of non-payment an additional fee of $10.00 will be charged.  The late fee will increase in $5.00 increments.  It is imperative tuition is paid on time to avoid late fees and dismissal of your child from the program.  After two weeks of non-payment, the parent will receive written notice that payment is past due.  If you have missed three consecutive payments, your child will not be permitted to return until full payment is received.  If you find your family in a hardship situation, please do not hesitate to speak with the Director.

RETURNED CHECK POLICY
A RETURN check fee of $30.00 will be charged for processing a returned check.  Parents will also be responsible to pay all fees billed by the bank to Advent for any returned check.



ACTIVITY FEES
There are frequently scheduled (age appropriate) activities throughout the year. A printed calendar of events is sent home with the children ahead of time.  Activity fees for our preschool students are charged/included in the tuition.  School-age students will be charged a school year activity fee in September and an additional fee for the summer when most of their activities will occur.  The summer fee may be paid in two installments—the first is due by June 15th and the second installment is due by July 15th. ADVENT DOES NOT PRORATE FOR SUMMER ACTIVITY FEE. 
 EMERGENCY INFORMATION
The Center should be able to contact the parent at any given time during the day.  The necessary information is given at the time of enrollment, but must be kept up to date.  Any changes should be reported promptly.  Also, please provide specific actions to be taken by staff in case of an allergy related emergency involving your child.
            
MAJOR AND MINOR ACCIDENT POLICY
Minor:  If a child receives any type of mark due to a minor fall, etc., the accident will be recorded on an accident report form.  The parents are required to sign the accident report.  Please do not hesitate to talk with the Director if there any questions.
Major:  If a child gets hurt more severely and the teacher has any doubt of the severity due to bleeding, unconsciousness, etc., someone will call 911 while the child is being made as comfortable as possible, using our first aid knowledge.

INJURY PREVENTION PLAN
Yearly (December), the Director reviews the accident report file.  Upon such review, all injuries will be noted as to how, when and where the accident occurred.  The director will carefully consider the number and location of injuries.  After careful consideration, preventative measures will be taken to try to lower the number and severity of injuries that seem to occur most often.  Recorded injuries that occur less frequently, but stand out as preventable, will be noted as well.  Preventative measures such as repositioning staff, changing and/or adding resilient surfacing, removing specific “trouble” equipment may be considered.


MEDICINE POLICY
A.  Prescription medication shall be given to a child only with written authorization from the parent and doctor.  This authorization must be written on the proper form and also on the medicine log kept in the medicine lock box. The physician must state the child’s name, the name of the medication, the dosage, the times to be given and the duration of the medicines administration.  
B.  Over-the-Counter medication will only be given with the written consent of the parent. We will not give OTC meds without this written consent.  We realize this may be an inconvenience for you, but it will help us lessen the chance for medication errors.  Please consider the following alternatives:

1.  Keep your child at home or have a back-up sitter who can administer the OTC meds.
2. Come to the Center to administer the meds yourself.
3. Find OTC meds which only need to be given twice a day, (morning & evening), before bringing the child to the Center and after arriving at home.
  
C.  The authorization for administering medication shall be effective for a limited time                 not to exceed ten days, unless otherwise prescribed by a physician.  If a child is on a long term medication, the physician must fill out an authorization form.  Each day the medication is to be given, it must be recorded on the medication log.
D.  It is Center policy that all medication be labeled with:
The child’s name
The name of the medication
The dosage amount
The times to be given 
The Route
	E.  Prescription medication shall be in the original container with the prescription label 
	affixed.  (No out of date or expired medicine shall be given.)

	F.  All medication shall be kept in a designated, locked place or refrigerator inaccessible 
	to children.

G.  All medication must be returned to the parent as soon as it is no longer being  administered.  Any medication left at the Center beyond the dates of administration shall
be disposed of according to the state guidelines.

H.  All medications shall be administered only by staff trained in Medication Administration by an approved licensed trainer. IF EMPLOYEES DO NOT COMPLY, YOU WILL BE TERMINATED IMMEDIATELY.

HEALTH RECORDS
Every child is required to have a completed physical and updated immunization record.  This must be done prior to entering the program.  The state also requires all children must have an additional physical with updated immunizations between their 4th and 6th birthdays.  We must keep a copy of this updated immunization in our files. We will accept religious exemption if the appropriate form is filled out by the parents and notarized.


SAFETY 

We do not allow toys to be brought from home EXCEPT naptime toys.  These toys must be soft, without sharp edges. Shoes must have good tread.  No flip-flops or backless shoes are allowed, and we encourage tennis shoes or other durable shoes. Advent also does not allow “sippy cups” or other non-disposable containers at the Center.

	DRESS POLICY 
Children will dress in a manner that encourages dignity of the individual. Children will be neatly attired, well-groomed and appearance consistent with a Christian childcare center. Personal cleanliness will be apparent. The following are basic standards of dress for all children.

A. Clothing must be clean, neat, properly fitted and in good condition.
B. Extreme fashions, low cut, backless, crop top, or strapless stylers are not permitted. See-through fabrics are considered inappropriate.
C. Each child will be on the playground daily and clothing suitable for this is necessary. 

POLICY FOR REPORTING SUSPECTED CHILD ABUSE

Under Virginia law, teachers, or other persons employed in a public or private school, kindergarten, or preschool program and persons providing full or part-time childcare for pay on a regular basis, are required to report suspected child abuse.  Reports are made to Hanover Sheriff’s Office, the local police department at 360-6140, or Hanover County Social Services at 365-4100.  Reports also can be made to the Child Abuse and Neglect Hotline (1-800-552-7096).

When making a suspected child abuse report, the following information will be given if possible:
· Name, address, and phone number of the child & parents or other persons responsible for the child’s care.
· The child’s age, sex and race.
· Names, ages and relationships of persons who live with the child.
· Whether or not there is a family member who can protect the child.
· Name, address, and phone number of the suspected abuser & his/her relationship to the child.
· The nature and extent of the suspected abuse or neglect.
· Any other pertinent in information.
· Name, address & phone number of the reporting party or the report can be made anonymously.

CHILD CARE WORKERS WHO FAIL TO REPORT SUSPECTED CHILD ABUSE OR NEGLECT COULD BE CHARGED WITH A MISDEMEANOR.  IF FOUND GUILTY, THE FINE RANGES FROM $100 TO $1000.
	


WAITING LIST
The Center does not have wait lists. We work on a first come, first sere basis. Most families register at least a year in advance. Having a child in one program does not guarantee your child can automatically enter another program.  Having a sibling in one program does not automatically guarantee a spot for a second child.  The children who have been with us the longest will have the first available spots in the Before/After School Program.  We will always follow a “first-come – first serve” policy.
	

CHILD CUSTODY
If a custody agreement applies to your family situation stating sole or joint   custody of your child, a copy of the legal agreement must be on file at the Center.  Without a copy of the agreement, neither parent nor the custodian can be denied access to the child.


ORGANIZATIONAL CHAIN OF COMMAND
The chain of command begins with the Child Care Board, Senior Pastor, the Administrator/Director, Program Director, Program Coordinators, Lead Teachers, Supervisors and Aides.  This is posted on the bulletin board in the reception area and the School-age bulletin board for easy reference.


	PROGRAMS AND SERVICES
We offer Pre-school for children 2 - 5 years of age. We also offer Before/After School care for 5-12 year old’s.  Full days, half days and if available, some part time days may be offered.  All students must be enrolled at least 2 days per week and they must be the same days each week.  You are not allowed to switch days but may add an extra day, when needed, with prior approval from the administration.

	

ORIENTATION
Parents and children are welcomed and encouraged to visit our facilities prior to enrollment to help bring about a comfort level for both before starting regular attendance.  Parents can have an orientation time with the Director prior to or at the time of enrollment.  Our Church Pastor may also join the orientation. Individual orientations may be scheduled if requested.

Media Release
We have many families that have signed stating whether or not their child is allowed to have photos or videos taken in our center for social media purposes and/or events that go on. We ask that you do not post pictures/videos of our children on social media. There are several families that have requested not too. All classrooms have a list of who cannot have this done, and all teachers will abide by these rules.  

	VACATION TIME

If your child attends the program from September through August without interruption, he/she is entitled to two (2) free weeks of vacation (one week to be given between September 1st and February 28/29, and the second week between March 1st and August 31st).  If a child is out of the program for the summer or does not attend from September through August, they are not entitled to the vacation time.  Early termination will result in vacation weeks that have already been taken, to be reimbursed to the Center.  Vacation must be taken 5 days at a time, Monday through Friday.  Your child must not attend Advent during your designated vacation weeks.  Vacation request forms must be filled out in advance, or you will be billed for those weeks.  Vacation time will not be granted if you have an outstanding balance.
	


REASONS/PROCEDURES FOR REMOVING CHILDREN FROM ROLL

Parents are required to give at least two (2) weeks’ notice in writing before withdrawing their children from the Center.  If notice is not given, tuition payments will be expected.  If the Center deems it necessary to dismiss a child, we will make every effort to give two (2) weeks’ notice to parents.  However, we reserve the right to remove any children without notice if it is in the best interest of the other children and/or the Center.  Each case may vary due to circumstances. (Refer to Discipline Policy on page 14).
	

	ARRIVAL OF CHILDREN

The Center posts a sign-in/sign out at the big room table of the Preschool building and the school-age big room table with a staff member present.  This sheet must be initialed by staff with time upon arrival of the child, and who dropped off.  If the child arrives late, the following procedures must be followed:
· The child must be delivered directly to his/her assigned teacher.
· If the class is on a field trip, the child should be delivered to the coordinator/Director/Administrator or the immediate supervisor on the premises, who will place the child in an alternate class.

DEPARTURE OF CHILDREN

Staff will Initial with time and who picked up on the sign-in/sign-out sheet.  If someone other than the parent or guardian is picking up the child, his/her name must be listed on the registration form as an alternate person.  Parents may add new names to the Emergency Contact Form (in writing) at any time.  If the staff does not recognize the person picking up a child, they will ask to see identification and may call the parent to verify.
	
LATE PICK-UP
If you are late picking up your child, 5:45 pm (full day students) and 12:00 (half day) students, you will be given a late slip verifying the time you picked up your child and there will be a $2.00 charge for every 5 minutes that you are late.  If an authorized person does not show up to pick up your child, the following steps will be taken:
	a. Parents will be called at every available number.
	b. If parents cannot be reached, contact people will be called.
	c. If no one can be reached, two (2) staff will remain with the child.
	d. If no one has picked up the child by 7:00 pm, the police will be notified
Note:  For the safety of all, please park your vehicle in a parking space and turn off your engine before entering the building to pick up your child.



ACCEPTING & STORING CHILDREN’S BELONGINGS

Clothing:  The children play actively and hard so they need sturdy clothing.  They should wear comfortable clothing that they can handle easily in the bathroom.  We will be doing messy, fun activities and many times playing on the floor or in the sandbox when outside.  Dress them so their play will not be spoiled for fear of getting clothes dirty.  Children are required to have a complete change of clothing (including underwear & socks) in their cubby.  Clothes, (coats, caps, sweaters, mittens, shoes, blankets, etc.) should be marked well with the child’s name.  Also a plastic shoe box sized container must be provided to house these articles.


Naptime Articles:  Children must bring a small blanket. They may also bring a small pillow with pillow case and a soft sleep toy (all labeled).  Bedding and pillow cases need to be taken home to be laundered weekly.  Please do not bring sleeping bags.  


Toys:  Toys are NOT permitted unless there is a special activity such as Show
 N’ Tell Day.


Electronic Devices in the Before/After School Program:  The use of any electronic device with internet accessibility is prohibited.  Such devices include, but are not limited to: Cell phones, Lap tops, watches, iPads, switches, etc. Other electronic game devices will be allowed seasonally and or at specifically set days and times.  Electric cords to charge games will not be allowed at Advent.  Please make sure all games are charged beforehand or battery operated.  Any game label “T” for Teen or having an adult oriented label is unacceptable in the child care environment and will not be allowed.  Please help your child determine decisions regarding what is acceptable and unacceptable to bring from home.

Screen time: We limit our screen time with the children. When the preschool students watch movies/shows they only watch G rated movies/shows. This applies to preschool/school age side for five year olds. The older school age students are allowed to watch appropriate PG movies/shows.

Food Policies:  Children must bring a packed lunch every day with their name and date labeled on it. We cannot house these lunch boxes in our fridge, please have the right containers for your child. The Center provides Morning and Afternoon Snacks.  Snack Menus are posted monthly.  Children are not to bring candy, gum, or any food/drink product containing nuts.  Advent is a totally nut-free Center.  Do not bring in any food/drink containing nuts, or any foods processed on machines that also process nuts.  If it is brought to the Center, it will be thrown out or sealed and sent home.  We must adhere to this policy as it could be a life-or-death matter for some children or staff.  Parents are allowed to bring in special treats for birthdays and holidays with prior approval from the Lead Teacher with a clear understanding of what type of items may be brought.  The snacks may not be homemade (per health department) but must be purchased and must be brought in covered containers, with the ingredients clearly labeled.  They should be brought on the day to be used and will be placed in the kitchen (refrigerator when applicable) until time to be served.

Food of any kind brought in by parents is to be given to the teacher or the adult in charge to insure that other children will not have access to the food until the planned time. We are being proactive and working to ban our snacks that have artificial food dyes. We are being proactive and working with the Virginia Department of Education which is banning certain artificial food dyes by 2027. We will continue with our ice cream truck at this time but we will reevaluate if this activity continues. 

All unused portions of food brought by parents will be disposed of or returned to the parent at the end of the day.

	






DISCIPLINE & GUIDANCE POLICY

At Advent, our goal is to encourage children to learn to make safe and responsible behavior choices.  We believe that being treated with respect, teaches respect and by setting limits and boundaries, children will learn acceptable behavior.  Limiting privileges when inappropriate behavior is acted out, reinforces the code of the group to which the child is a part.  Children need to know that all behaviors have consequences. Behavior problems will be handled with love and understanding.  The teachers will discuss with the children what behaviors are appropriate and inappropriate and remind them of Advent’s rules.  All children are expected to follow these simple rules.
1.  Use inside voices.
2.  Use listening ears.
3.  Use walking feet.
4.  Keep hands, feet, and objects to yourself (in your space).

 By following these rules, children learn that they will not be allowed to hurt them-selves or others.  Advent will never use corporal punishment.  We will redirect children and follow 1, 2, 3 Magic discipline guidelines which give children 3 chances to obey before being sent to a quiet spot to calm down.  The quiet spot will be within view of the teacher.  There he/she is given space and time to calm down.  Children will stay in this spot for 1 minute per year of their age.

Occasionally, children will demonstrate aggressive behavior.  Some of these behaviors include biting, hitting, kicking, etc.  This behavior is not only in-appropriate but can be disruptive, destructive or harmful to the child, other children, and staff.  When aggressive behavior occurs, a child will be sent to the quiet spot immediately.  An incident report will be written, and it must be signed by the parent.  After 4 incidents have been reported, parents will be called in for
a conference to discuss the problem behavior with an administrator and the child’s teacher.  Parents will be told that if another incident happens, the child will be suspended for one day.  If another aggressive incident occurs upon the return of the child, parents will be called to pick up the child immediately and he/she will be dismissed from the program.  However, if the child’s behavior improves while still enrolled, and eight weeks pass without an incident, the child’s case will be reviewed, and the Center may decide to give the child a “clean slate.”  Advent does understand that biting is a 2-year-old developmental behavior that sometimes occurs. Our staff will do everything possible to attempt to prevent these occurrences. The Advent Leadership Board reserves the right to adhere to this policy at their discretion pertaining to suspension and/or dismissal.

The Center reserves the right to suspend or dismiss children who demonstrate continued or severe behavior problems.  The safety of the children in our care is our highest priority.  If your child is suspended/dismissed due to said behavior, you will not be entitled to a refund from fees paid.

If after a time, a biting child’s behavior improves as the child matures, you may be allowed to re-enroll. Parental help is essential to ensure the child understands and follows the rules set forth. Cooperation of the parents is vital to quickly resolve any behavior issue.


Supervision Policy
-The purpose of this policy is to ensure the safety, well-being, and development of all children by providing constant, active, and appropriate supervision at all times while in our care.

Childcare staff must:
-Maintain required staff-to-child ratios.
-Position themselves to see and hear children at all times.
-Conduct counts on a regular basis, especially during each transition. INCLUDING FACE TO NAME per our tags/list at each checkpoint.
1. When staff are supervising children, they shall always ensure their care, protection, and guidance. 
2. During the center's hours of operation, one adult on the premises shall be in charge of the administration of the center. This person shall be either the administrator or an adult appointed by the licensee or designated by the administrator. 
3. During the stated hours of operation, there always shall be on the premises and on field trips when one or more children are present one staff member who meets the qualifications of a program leader or program director and an immediately available staff member, volunteer or other employee who is at least 16 years of age, with direct means for communication between the two of them. The volunteer or other employee shall have received instruction in how to contact appropriate authorities if there is an emergency. 
4. In each grouping of children at least one staff member who meets the qualifications of a program leader or program director shall be regularly present. Such a program leader shall supervise no more than two aides. 
5. Exception: A program leader is not required in each grouping of children during the first and last hour of operation when a center operates more than six hours per day and during the designated rest period if the following are met: (i) there is a staff member in the group who is over 18 years of age and has at least three months of programmatic experience at the center; (ii) there is an additional staff person on site who meets program leader qualifications, is not counted in the staff-to-children ratios and is immediately available to help if needed; and (iii) there is a direct means for communicating between these two staff members. 
6. Children under 10 years of age always shall be within actual sight and sound supervision of staff, except that staff need only be able to hear a child who is using the restroom provided that: 
1. There is a system to assure that individuals who are not staff members or persons allowed to pick up a child in care do not enter the restroom area while in use by children; and 
2. Staff check on a child who has not returned from the restroom after five minutes. Depending on the location and layout of the restroom, staff may need to provide intermittent sight supervision of the children in the restroom area during this five-minute period to assure the safety of children and to provide assistance to children as needed. 
7. Children 10 years of age and older shall be within actual sight and sound supervision of staff except when the following requirements are met: 
1. Staff can hear or see the children (video equipment, intercom systems, or other technological devices shall not substitute for staff being able to directly see or hear children). 
2. Staff are nearby so they can provide immediate intervention if needed. 
3. There is a system to ensure that staff know where the children are and what they are doing. 
4. There is a system to ensure that individuals who are not staff members or persons allowed to pick up children in care do not enter the areas where children are not under sight supervision; and 
5. Staff provide sight and sound supervision of the children at variable and unpredictable intervals not to exceed 15 minutes. 
8. When the outdoor activity area is not adjacent to the center, there shall be at least two staff members on the outdoor activity area whenever one or more children are present. 
9. Staff shall greet each child upon arrival at the center and oversee each child's departure from the center. 
10. Staff shall not allow a child to leave the center unsupervised. 
22 VAC 40-185-350. Staff-to-children ratio requirements. 
1. Staff shall be counted in the required staff-to-children ratios only when they are directly supervising children. 
2. A child volunteer 13 years of age or older not enrolled in the program shall not be counted as a child in the staff-to-children ratio requirements. 
3. When children are regularly in ongoing mixed age groups, the staff-to-children ratio applicable to the youngest child in the group shall apply to the entire group. 
4. During the designated rest period and the designated sleep period of evening and overnight care programs, the ratio of staff to children may be double the number of children to each staff required:
1. A staff person is within sight and sound of the resting/sleeping children. 
2. Staff counted in the overall rest period ratio are within the building and available to ensure safe evacuation in an emergency; and 
3. An additional person is present at the center to help, if necessary. 
5. The following ratios of staff to children are required wherever children are in care: 
1. For children from birth to the age of 16 months: one staff member for every four children. 
2. For children 16 months old to two years: one staff member for every five children. 
3. Fortwo-year-old children: one staff member for every eight children effective June 1, 2006. 
4. For children from three years to the age of eligibility to attend public school, five years by September 30: one staff member for every 10 children effective June 1, 2006. 
5. For children from age of eligibility to attend public school through eight years, one staff member for every 18 children; and 
6. For children from nine years through 12 years, one staff member for every 20 children effective June 1, 2006. 
22 VAC 40-185-350. Staff-to-children ratio requirements. 
7. The ratio for balanced mixed-age groupings of children shall be one staff member for every 14 children, provided: 
1. If the program leader has an extended absence, there shall be sufficient substitute staff to meet a ratio of one staff member for every 12 children. 
2. The center shall have readily accessible and in close classroom proximity auxiliary persons sufficient to maintain a 1:10 adult-to-child ratio for all three-year-olds who are included in balanced mixed-age groups to be available in the event of emergencies. 
3. The program leader has received training in classroom management of balanced mixed-age groupings of at least eight hours. 
4 With a parent's written permission and a written assessment by the program director and program leader, a center may choose to assign a child to a different age group if such age group is more appropriate for the child's developmental level and the staff-to-children ratio shall be for the established age group. 
· If such developmental placement is made for a child with a special need, a written assessment by a recognized agency or professional shall be required at least annually. These assignments are intended to be a permanent new group and staff members for the child. 
· A center may temporarily reassign a child from his regular group and staff members for reasons of administrative necessity but not casually or repeatedly disrupt a child's schedule and attachment to his staff members and group. 
5 For therapeutic child day programs, in each grouping of children of preschool age or younger, the following ratios of staff to children are required according to the special needs of the children in care: 
· For children with severe and profound disabilities, multiple special needs, serious medical need, or serious emotional disturbance: one staff member to three children. 
· For children diagnosed as trainable mentally retarded (TMR), or with physical and sensory disabilities, or with autism: one staff member to four children. 
· For children diagnosed as educable mentally retarded (EMR) or developmentally delayed or diagnosed with attention deficit/hyperactivity disorder (AD/HD): one staff member to five children. 
22 VAC 40-185-350. Staff-to-children ratio requirements. 
6. For children diagnosed with specific learning disabilities: one staff member to six children. 
7. When children with varied special needs are regularly in ongoing groups, the staff-to-children ratio applicable to the child with the most significant special need in the group shall apply to the entire group. 
8. Note: Whenever 22VAC40-185-350E requires more staff than22VAC40-185- 350 G because of the children's ages, 22VAC40-185-350 E shall take precedence over 22VAC40-185-350 G. 
H. For therapeutic child day programs, in each grouping of school age children, the following ratios of staff to children are required according to the special needs of the children in care: 
1. For children with severe and profound disabilities, autism, multiple special needs, serious medical need, or serious emotional disturbance: one staff member to four children. 
2. For children diagnosed as trainable mentally retarded (TMR), or with physical and sensory disabilities; attention deficit/hyperactivity disorder (AD/HD), or other health impairments: one staff member to five children. 
3. For children diagnosed as educable mentally retarded (EMR), or developmentally delayed: one staff member to six children. 
4. For children diagnosed with specific learning disabilities, or speech or language impairments: one staff member to eight children. 
5. When children with varied special needs are regularly in ongoing groups, the staff-to-children ratio applicable to the child with the most significant special need in the group shall apply to the entire group. 
Procedures for supervising a child who arrives after classes or field trips have begun. (8VAC 20-780-240.D.1 ):
6. When a child immediately arrives after class and/or field trips have begun, we have each class have their class lists on a clipboard with them at all times. We use our walkies to communicate that “Child A got here with Mom, giving us 16 students in the class” for example. The coordinators add this to our clipboard with the time of arrival. When on field trips, we call the supervisor and also add on our field trip sheets that is at the center and with us that Child B got there with Dad at 12pm. 
Procedures to confirm absence of a child when the child is scheduled to arrive from another program or from an agency responsible for transporting the child to the center (8VAC 20-780-240.D.2) 
7. We immediately call the parents after the other program arrives to ensure that the child is safe and/or not sick.
Procedures for identifying where attending children are at all times, including procedures to ensure that all children are accounted for before leaving a field trip site and upon return to the center. (8VAC 20-780-240.D.3 )
8. All staff must keep their class clipboards on them at all times. This makes sure that they always know exactly who is here. They must travel with this everywhere they go; inside, outside, other designated areas for class activities, outdoors, and on field trips. When on field trips, we also have a field trip form filled out with where they are traveling to, who is driving, what staff are on the field trip, and has their phone numbers in case of an emergency. We keep this posted at the front bulletin board, so all teachers know. 
Procedures for action in case of lost or missing children, ill or injured children, medical emergencies, and general emergencies 8VAC 20-780-240.D.4 (See Crisis Guide for School emergencies page 19-22 in employee handbook)
Policy for any administration of medication 8VAC 20-780-240.D.5 (See page 18-19 in employee handbook)
Emergency evacuation, relocation, shelter-in-place, and lockdown procedures 8VAC 20-780-240.D.6 (See Crisis Guide for School emergencies page 19-22 in employee handbook)
Precautions in transporting children, if applicable (8VAC 20-780-240.D.7 )
The Advent Christian Child Care Center provides transportation for Cool Spring, Mechanicsville, Pole Green, Washington Henry, Pearson’s Corner, and Kersey Creek in the afternoon for a nominal fee. Rural Point students are transported by Hanover County Public School buses in the afternoon with limited transportation in the morning, per Hanover County.  The Center also provides transportation for all planned field trips using the vans owned by the Center.  Parents will be notified ahead of time via a monthly activity sheet regarding planned field trips.  Parents are always given the option of having a child participate or not on some trips during the school year.  During the summer, parents may not have this option.  We do not have staff available to keep children at the Center while others are on field trips
.All drivers shall have a valid Virginia State license.  The vehicles shall be in safe operating condition and shall display current inspection stickers.  The drivers shall check the gas, oil, window washing fluid and tire pressure.  Vehicles shall be clean and free of any obstructive debris on floors or seats.  First aid kits shall be aboard and stocked. 

The vehicle shall stop at curb, out of traffic, and on a side street instead of a very busy street.  Flashing lights shall be on if the vehicle has them.  Adults shall supervise children when boarding or leaving the vehicle.  Children shall exit and enter one at a time.  Regarding field trips, a signed permission form shall be obtained for each child.  Emergency medical authorization and information shall also be aboard for all children on the trip.

The driver shall obey all posted speed limit signs.  Doors shall be closed/locked when the vehicle is moving.  The driver shall drive in the far right lane except when making left turns.  Children shall never be left unattended in a vehicle.  Windows shall be opened or closed only with permission of an adult.  The driver shall always wear a seat belt.  All children must be seated when the vehicle is moving and secured with proper restraints required by the Department of Motor Vehicles.  Children shall use quiet voices inside the vehicle and keep all body parts inside the windows at all times.  Food and drinks shall be consumed outside the vehicle.  Children who are frequently disruptive, causing a hazard for the safe operation of the vehicle, may be barred from participating in any trips.  Parents may be asked to provide child safety seats or boosters for children under 8 years of age.  

PLAYGROUND SAFETY PLAN

· A first aid kit shall be taken out on the playground by the first teacher going out and it should be brought back in by the last teacher leaving the playground.

· Children should be supervised at all times, It is the teacher’s responsibility to remain alert and watch all situations carefully.

· Teachers must not congregate and talk among themselves for extended periods.

· The last staff outside shall do a playground sweep to check all places that children could have hidden. Fill out the playground safety log and call out to the lead teachers to count their children. Then, the staff member will lock our back door. *See playground log attached*

· Courteous and safe play should be encouraged. Unsafe play is prohibited:

· Swing rules:
1. Children must sit on swings, seesaw, and slide correctly.
2. Children shall not be allowed to push swings.
3. Children must always be seated when on the slide, seesaws, or swings.
4. No swinging by knees

· See Saw Rules:
1. One child on a seat at a time.
2. Feet must be on the foot holder and hands shall hold onto the handlebars.
3. Teacher must be in the area.
4. No throwing or digging mulch.

· Staff should position themselves around the playground based on the equipment and where the children are playing. Careful attention should be given to all moving and climbing equipment: swing, seesaw.

· A staff member should be positioned near the gate to see that children do not leave the area unaccompanied. 

· Children are to ask permission to come inside for any reason. A teacher shall always accompany a child inside the building to use the bathroom, etc. If another staff person is not available to monitor the bathrooms. Staff member that keeps playground count MUST write the name of the child/children who goes inside for the bathroom, diaper changes, water, ice, etc. The staff member bringing them in must call out on the walkie who and why they are bringing them inside. Once they arrive back outside, we cross their name off.

· Any hazards that arise on the playground shall be reported to the Administrator immediately. (Broken equipment)

· It is the responsibility of the teachers to check the proper amount of resilient materials under the equipment before allowing the children to get on the equipment.

· There shall be a pitchfork available, if needed, to maintain the amount of resilient materials.

· No child shall be allowed on any equipment without a staff person first checking the fall zone for hazards.

· The sand must stay in the sand area, and mulch in the mulch area.

· Scoops, trucks, shovels, and buckets must also remain in the sandbox.

· Teachers must keep children from running on the concrete. Running on mulch, sand, and grass is acceptable.

· Children are not allowed to stand on top of the concrete tubes or monkey bars.

· Monkey Bar rules:

1. No more the 4 children on the curved bars.
2. 1st Grade and below are prohibited from all bars. 
3. Children may not hang upside down on the bars. 
4. Children must not stand on top of the bars.

· All play equipment from the shed must be put back in at the end of each day and lock the shed.

· Children are prohibited from being in the shed.

· Children are not allowed to be destructive with any toy or play object.

· All play furniture must be kept upright.

· Any toy other than balls and throw toys must not be thrown. This includes shovels, cups, scoops, and trucks.

· Proper licensing ratios must apply while the playground is in use.

· Teachers must follow “Active Supervision and Positioning.” Staff is placed in strategic locations able to scan and circulate observing the children at play. 

· Children must wear appropriate shoes. No open toe and no open back shoe. Children are not allowed to play on equipment with improper shoes. Teachers are to tie children’s shoes as necessary.

· If a child is injured and a mark is left, the injury must be documented in the accident report notebook.

· Teachers are to interact with the children while on the playground. Teachers should watch and take care of crying children. All immediate needs are to be cared for.

· Staff should watch for parents and get the children for them. All parents should be met and greeted at the beginning and end of the day.

· Clean up the playground ten minutes before coming inside. On Friday’s, all toys should be brought back to the sand area of the playground.

· At least two teachers should be on the playground at all times.

· Shoes should always be kept on feet.

· Children are not allowed to climb trees and fencing.


Active supervision and positioning:

Before/After School Positions:
	Pavilion:
	Supervisor

	Field area/games/Swings:
	Aide

	Sand Area/Play equipment:
	Aide

	Floater:
	Supervisor




Preschool Positions:
	Patio:
	Supervisor

	Big playground area:
	Supervisor

	Sandbox:
	Aide

	Tireswing:
	Supervisor

	Floater:
	Aide



Playground Sweep Log
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Naptime Procedures
1. Teachers should know that all children have used the potty and actually have gone before naptime. 
2. Children are to remain on their cots throughout the duration of the naptime period.
3. Children are not to jump on or destroy cots at any time.
4. All teachers and staff must pat backs to help children get to sleep. Patting can continue even into the 2:00 hour. 
5. However, there may be a time a child may not be able to fall asleep, they will be allowed a book quietly to read and look at, coloring book, or doodle pad if it has been over 30 minutes, per our handbook.
6. Children MUST be visible at all times. Therefore, it cannot get dark in the nap area, and you should be able to see their face clearly. 
7. Ratios double once all children are asleep. For example, if the 2-year-old classroom is a 1:8 ratio they can have 1:16 sleeping children.
8. All children deserve your attention when awake and monitored properly. 
9. We will still continue to follow the Supervisor-Aide ratio requirements.


TRANSPORTATION POLICY

The Advent Christian Child Care Center provides transportation for Cool Spring, Mechanicsville, Pole Green, Washington Henry, Pearson’s Corner, and Kersey Creek in the afternoon for a nominal fee. We have limited morning transportation.  Rural Point students are transported by Hanover County Public School buses in the afternoon with limited transportation in the morning, per Hanover County.  The Center also provides transportation for all planned field trips using the vans owned by the Center.  Parents will be notified ahead of time via a monthly activity sheet regarding planned field trips.  Parents are always given the option of having a child participate or not on some trips during the school year.  During the summer, parents may not have this option.  We do not have staff available to keep children at the Center while others are on field trips.

All drivers shall have a valid Virginia State license.  The vehicles shall be in safe operating condition and shall display current inspection stickers.  The drivers shall check the gas, oil, window washing fluid and tire pressure.  Vehicles shall be clean and free of any obstructive debris on floors or seats.  First aid kits shall be aboard and stocked. 

The vehicle shall stop at curb, out of traffic, and on a side street instead of a very busy street.  Flashing lights shall be on if the vehicle has them.  Adults shall supervise children when boarding or leaving the vehicle.  Children shall exit and enter one at a time.  Regarding field trips, a signed permission form shall be obtained for each child.  Emergency medical authorization and information shall also be aboard for all children on the trip.

The driver shall obey all posted speed limit signs.  Doors shall be closed/locked when the vehicle is moving.  The driver shall drive in the far right lane except when making left turns.  Children shall never be left unattended in a vehicle.  Windows shall be opened or closed only with permission of an adult.  The driver shall always wear a seat belt.  All children must be seated when the vehicle is moving and secured with proper restraints required by the Department of Motor Vehicles.  Children shall use quiet voices inside the vehicle and keep all body parts inside the windows at all times.  Food and drinks shall be consumed outside the vehicle.  Children who are frequently disruptive, causing a hazard for the safe operation of the vehicle, may be barred from participating in any trips.  Parents may be asked to provide child safety seats or boosters for children under 8 years of age.  


	
ILLNESSES
Please keep your children home if they show any symptoms of illness.  Leave bad colds, coughs, and fevers at home.  If your child is ill, please notify the Center.  If the outside temperature is above freezing, you child will be expected to go outside with the other children during outside time.  Following an illness, we will (upon request) keep your child inside for not longer than three days.  There is not sufficient staff to remain inside with your child while others are outside.  We will try to work with you in the best interest of your child, but we cannot continue to keep children isolated from others.  If your child develops a fever (100.4), diarrhea, or vomiting while at the Center, you will be notified to pick up your child from the Center.  The child should remain at home until 24 hours after a fever subsides without fever-reducing medication.


Lice Policy:
Pediculosis (Head Lice): Advent has a “No Nit Standard”.  This means if head lice are discovered on your child, you will be required to pick the child up from our Center as soon as possible for treatment. We understand that anyone can get head lice and it is not a sign of poor hygiene.  We are also aware that it is easily spread from person to person by direct contact and is often found in school settings.  
Advent recommends that after the initial treatment, including the removal of nits, that a second treatment be given after 7-10 days.  Your child may come back to our Center after the initial treatment if no nits or lice can be found in the child’s hair.

For more information about head lice and treatments, you may refer to:  www.vdh.state.va.us/epi/licef.htm.

	WEATHER RELATED CLOSING INFORMATION
During periods of extreme weather (such as heavy snow and ice) and when conditions are hazardous, Advent will close.  Conditions can dictate whether or not the Center closes early, has a delayed opening or closes for the entire day. In the event of a weather-related closing, Advent will make every effort to notify you with as much advance notice as possible.  It is your responsibility to sign up on our mass communication app, Remind 101. This is where we will make any weather related notifications. 
· Remind 101 text messaging system.  Enter this number 81010 into your contacts.  Then text this message @0f095 for Advent preschool and @c6af83 for Advent afterschool and follow the prompts from Mrs. Dicken.  This is a one way message system.  If you sign up for this, you will receive messages by text from our Center. (Additional Smart phone method to sign up for REMIND is found at the end of this handbook.)
If we are closed for a weather-related event, parents are required to pay for the first day of closure.  If we are closed for two consecutive days, parents will not be charged for the 2nd day or thereafter for each weather event.








POLICY AND PROCEDURES TO ENSURE CARE BY CONSISTENT STAFF
When the Center opens at 7:00 am, the three morning supervisors and an aide will be here to greet and care for children in the “Big Activity Room.”
Children will go outside with their teacher and their assistant (If the weather is nice) and stay out til 8:30. Then they will come in for snack in their classrooms. (Koala’s, Bees, and Fish outside at 9-10, their center is 10-10:30 & Bunnies, Turtles, and Dino’s outside from 10:50-11:45 and their center is from 9:15-9:45)
At 10:10 children will be allowed to enter a Learning Center staffed by a Lead Teacher or Supervisor, maintaining the proper ratio according to the youngest child.
 (Koala’s, Bees, and Fish, learning center 10-11:15& Bunnies, Turtles, Dino’s from 9:45-11)
At 11:45 teachers will take their classes to the restroom and prepare for lunch.
At 12:00 teachers will take their classes to the assigned lunch area to eat.  Teachers will remain with their classes through lunch.
At 12:45 teachers will take their children to the restroom and prepare for nap time.
At 3:00 when the children awake from nap, either the lead teacher or her assistant will take the children to the restroom and prepare for snack.
Children will remain with their Teacher or Assistant teacher until they either go outside at 3:45/4:00 pm (weather permitting) or have afternoon Center Time.
At 5:00 pm, the afternoon supervisor will determine which areas will be staffed and available to children while extra staff will take care of cleaning responsibilities.
The Center closes at 5:45, but the afternoon supervisor and an additional staff person will stay until all children have left.

** In the event of a Lead Teacher’s absence, her designated assistant will take over the class with one of the aides.

At all times throughout the day from 8:00 am – 5:00 pm each group of children will be supervised by their lead teacher or the assistant teacher/supervisor assigned to that group ensuring constant and consistent care of the children.



Advent reserves the right to make changes to the policies in this handbook if it becomes necessary.  We will notify parents in writing of any changes.
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