KIDDIE UNIVERSITY

YOUR NEIGHBORHOOD PRESCHOOL

Family Handbook



Welcome to Kiddie Universityl We are so excited you
have made the choice to join our preschool family. As
part of our family, please know the door is ALWAYS open,
Parents are welcome to Visit anytime or stay and “play”
n our classroom during our day.  If vou have any
guestions about our handbook, classrooms, or our policies,
please wever hesitate to ask.

warmest regards,

June Caldwell

Pirector

Contact information:
Phone: 422.220.245D
Email: Contact@KIDDIUTN.COM
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Wission

Kiddie University is an early education child care center rooted in Christian values
ond created with you and your families in mind. We believe that a childeare
facility should be wore than a balby-sitting service but an extension of each
child’s family.  We want +o be known as the weighborhood preschool where
everyone is involved v the development of the community’s children,

Our Vision

At Kiddie U, we are dedicated to creating a nurturing, stimulating and welcoming
enviroument for all children and their families. Kiddie U teachers and parents are
encouraned +o work together to provide the love and support needed as vour
child reaches developmental milestones and his/her own personal achievements!

Our unidue program corporates a variety of educational theories, while always
keeping the child’'s best interest n mind. This is accomplished by allowivg for
hands-on experimental learning wrapped up in a lot of love. Within our care,
children develop <kills that promote physical, emotional, social and intellectual
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growth. Our focus is to provide opportuvities for children to explore, discover,
create, and foster their Sciewce, Techmology, Ewgineering, Art and Math
(STEAM) skills,

Our Beliefs

we believe children learn best through play and experiences. That means things
will get messy, games will be played, imaginations will rav wild, “why?” will be
asked a willion times, and emotions and social interaction are expressed and at
times learned the hard way.

We will provide wtentional play activities and opportunities to explore that
meets the veeds of our children. We will ask guestions and develop high level
thinking and play to help them learv and grow.

So, We say...
Let thewm...

Let thewm Discover.
Let thewm Observe.
Let +hewm Experiment.
Let thewm Create.
Let thewm Play.

About Us

Kiddie U offers childcare services and an advanced curricnlam withh STEAM
components at the heart of our program. Our developmental programs will
reinforce basic social, listeving, independence, and wotor skills and prepare
students for future related interactions with others. At Kiddie U, our services
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are offered +o everyone without regard to race, religion, sex, national origin, color,
creed, or any other protected status,

Hours of Operation

The facility will be open for children from the age of ¢ weeks +o 5 vears. Normal
operating hours will be ¢:45-5:20, Wonday-Friday. We will be closed for
observance of +he following holidays:

WMeworial Pay (and Friday prior for Staff Iu-Service)
TIndependence Day
Labor Day (and Friday prior for Staff In-Service)
Thanksgivivg (Thursday and Friday)
A week for Christimas

New Year's Day

Eurollment Process

1. Tour our facility and meet our teachers! Schedule a time to visit us at
Kiddie U. A team member will be available +o share our program goals
ond listen and answer any duestions vyou may have.,

2. Complete an application packet. Aun application will be provided +o
families once ou have decided that Kiddie U wmay be a fit your child.
Please note there is a nov-refundable $25.00 registration fee and the
fee will be waived for additional siblivgs.

2. Waitlist: If we do not have a spot available at the time you desire,
you are welcome to still complete an application and then your child will
be placed on the waiting list. A vonrefundable $2.5.00 fee is required
to be placed on the waiting list per child. Wihew an openivg is available,
parents have 5 business days +o decide if they would like to place their
child in our program. If vou decide to do so, the $25.00 fee will be
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travsferred and applied +o your registration fee or your deposit if you
have additional childrew enrolling. First week’s tuition, deposit and
supply fees will be due +he vext full week at Kiddie U.

. Wedical Forms: Per state regulations, every student must provide av
up to date immuvization record. The top right portion of the form
must also be completed for children under the age of 20 months.

. Fees: There is a $25.00 registration fee and the fees for additional
siblings will be waived per family ewrolling. Av awual supply fee of
£75.00 is due each Anaust or upon enrolling your child into our program.
$50.00 supply fee is required for part time children in the 2-year-old
classes and above.

. Tuition: Tuition is due by noon on the WMonday of each week even if the
child is absent or if it is a partial week. There are several ways you
can pay: Owvline, durivg the check-in process or o can set up aw
antomartic draft payment.

. Deposit: A two-week tuition deposit is reduired when enrolling. This
covers the last two weeks a child is enrolled at Kiddie U if advanced
notice has been provided. Otherwise the deposit is non-refundable. A
credit will be applied on the child” account as helshe moves up in the
room +o allow for the adjustment in weekly tuition.

. Late payment fee: Tt tuition is not received by Monday at noon, a fee
of 10770 of the balance with a $10 minimam will be applied.

Over-time fee: An overtime fee equal to $10 per child shall be wmade
per 10minute ntervals, Example - 1 to 10 wminutes late, equals to $10
per child; 11 to 20 wminutes late, edquals to $2.0 per child. No exceptions
will be made.

> If Kiddie U has not heard from the parewts about being late, staff
will make all attempts to call contact nambers ncludivg emergency
contact numbers,

> If staff is vot successful in contacting awyove authorized to pick up
they will call Department of Human Services.

> Kiddie U staff will not take a child home. NO EXCEPTLIONS
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Classroom Age Full Time Rates | MWF Rates | T TH Rates
Dreamers 6 wks. - 112 mo. $185 N/A N/A
Explorers 12 - 17 Mo. $180 N/A N/A
Creators 18 - 23 mo. $170 N/A N/A
Imagineers 24 - 30 Mo. $170 N/A N/A
Discoverers 31-36 mo. $165 N/A N/A
Innovators 3-year-old $165 $125 $105
Researchers 4-year-old $160 $125 $105
Leaders Pre - K $160 $125 $105

Public School Officials, Police Officers, Firefighters and Active Wilitary will receive a 377 Discount on
Tuition. Copy of employer ID is required as proof of employment to receive discount.

Child Care Subsidy

If applying for Child Care Subsidy; it is the parewt/guardian’s respousibility to fulfill all +he
requirements of the Child Care Subsidy Certificate to maintain the childeare subsidy. Tf a
parent is eligible for full subsidy, the parent/aunardiaw is responsible for the difference of the
subsidy and the +uition. Tuition is based on enrolment wot attewdance (Tuition does wot
decrease for sick/wissed days or statutory holidays).

If the parent/guardian becomes eligible for any subsidy, they will be respousible for payivg
the full +uition fee.

1. It is the parent/guardian’s responsibility to keep all information (i.e. relationship
status, work/school status, family income, reason for care, address, phone number etc....)
current with the Child Care Subsidy Branch and Kiddie .

2. Parents are responsible for the parent portion of tuition that is wot covered by
certificate subsidy and will be billed monthly for the remaiving balavce.

3, The monthly balance must be paid withiv the first 5 busivess day at the begivning of
each movth., NO EXCEPTIONS.

4. If fees are outstanding after the first 5 business days of the monthh the child will not
be accepted at the daycare on the eth business day or any other day until the fees are paid
n full. Own the 10" day of vonpayment, the child will be disenrolled. A spot is ot guaranteed
+o the parent if they wish +o re-ewroll.
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5. If parent/ounardiov is cligible for subsidy they must provide Kiddie U with copies of
application and supporting documents. Subsidy acceptance letter must be received by Kiddie U
prior to attendance.

G.  Renewal of subsidy must be started at the begining of the month that subsidy
expires, and copies of forms must be kept on file until acceptance letter is received.

7. If parents wish to start their child before the subsidy acceptance letter has been
processed, parents will be respousible for weekly payment, fees and deposit. The pareut will
be reimbursed the difference v tuition when subsidy is received.

Vacation Procedures

After one year with Kiddie U, families will have one-week vacation that they can
use at awy time. Vacation weeks are then renewable each calendar vyear. We
request a two-week prior notice of when you plav +o use our one-week vacation
from daycare. I the child is gove for more +than the allotted one week, the
parent will be required +o make their normal scheduled payment for those weeks.

Class supplies

Parents are respovsible for providing the following:

1. Aun extra pair of clothes (or two) for potty accidents or spills, ITf
tlothes wust be chavged, please provide additional clothing the
following day. Eusure that the clothing is seasovally appropriate. A
remivder will be given to cousider chavging clothes as the
seasovs/weather chavges. A cubly will be provided for items to be
stored. Wake sure all clothing items have been labeled with vour child’s
name.

2. A crib sized sheet and blanket. Pillows and other toys are ot allowable
during nap time. Make sure all items have been labeled with vour child’s
name. Blanket and sheets will be sent home each Friday to be washed
oand returved on Wonday.

2. Diapers/pull ups and wipes. Make sure vour child has the necessary pull
ups or diapers along with wipes.
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we support families that have opted to use cloth diapers. A wet bag
must be provided +o place soiled items nside.

A reminder of supply needs will be sent via the KidReports app at least
a week n advance and subseduently until items have be received. If
your child rums out of diapers and wipes, there will be a charge of $¢3
per diaper used that is vonrefundable,

A, If applicable, prepared bottles and food to follow the infant feeding
schedule.

We support families that have opted o nurse. If mothers wounld like
to Visit during the day to warse their child, a comfortable area will be
made available for that bondivg moment. Otherwise, parents can
provide breastmilk v bottles. Tt is highly encouraned that frozew milk
also be stored at the facility in the event of an emergevcy (or vour
little one decides they NEED worel)

All bottles must be prepared and labeled with the child’s wame on them,
Frozen milk must also be labeled with the child’s name and the date
the milk was expressed as well as the date left at +he center.

5. If applicable, a spill proof water bottle with the child’s name on i+,
Each child will have unlimited access to water if desired.

@. If applicable but vot redquired, rainboots. Some activities that we
engaoe i would beneficial o the child if they were able to change into
the rainboots. Parents will be notified v advauce for activities that
conld use raivboots so that they may plan accordingly.

The Take Care Code

Positive Behavioral Twterveutions & Supports (PBIS) is aw approach to
discipline that:

v’ Defines appropriate behavior that is expected.
v’ Teaches expected behaviors,

v’ Reinforces appropriate behavior when it occurs.
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The goal of PBLS is to provide and maintain a safe learning ewvironment for
our students and teach thewm social expectations they will weed to nteract in
society. The Kiddie U staff has embraced the philosophy of PBIS thronghont
the center. All staff members are teaching the same four behavior

expectations. Your child learvs by repeatedly being ackvowledged for doivg the
right thivg|

TAKE CARE OF....

Yourself Each Other Your Your
School/Home Community
il

These are the PRIS reinforcers that we use at Kiddie U

School to Home Connection “

Students will receive notes from their teachers. Please celebrate g‘ﬂg‘i&“g&g
with your child when you see one in the backpack. ‘

HOW\@S

wWhewn vou send houses back to school with your child, the whole
class celebrates vour child. Blank houses will be available for
parents in the parewt resource area located near the frowt foyer.
Parents may also download a copy from the school website.

Take Care of ... Projects

Throughout the school vear, your family will be asked +o
participate in projects that take care of others and +he
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community. For example, we may participate in a toy drive, food drive, craft
projects for veterawns, ete.

@ Care avd Share Bags
<A\

\Y QI( Some poivit during +the school year vour child will receive a bag of

N /‘ fun activities +o be completed at home. You and vour child will
X ;,7/ get to play and learw about “taking care of .." at home.

Developmentally Appropriate Curriculum

Kiddie U is committed to creating a safe and nurturing environment where your
child can explore, create, and foster their STE+AM. (science, techvoloay,
evgiveering, art avnd math) skills. Our mission is to care for the emotional,
cognitive, social and physical health of vour child while simultaneonsly allowing,
encouraning, and orchestrating their creativity in a quality learving environment,
Our apal is +o lay a solid foundation of learning through structured activities in
STEAWM, Students will be involved in the activities daily centered on the theme.

The first 9 years impact brain development

words by the start of schoo Toread 1000 books a year
is just a few each day,
What is your any have yoy shared?

child's bala

ay .

Feelings affect le
bhs come before answers.

more answers kids have
the more questions they ask.

©123kindergarten.com
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why the A in STEAWM? Why ot just ST.EM.?

Here are some of the concrete benefits to incorporating the arts
into science and engineering:

I+t helps remove idea inhibition (there’s no wrong answer in artl),
T+ focuses on the process which helps drive innovation.

T+ teaches the power of observiation, of people and your
sarroundings.

I+ helps hone spatial awareness and mathematical concepts like
geometry.

—~ Engieering

echnology A rt

°

Nath

Within their individual classrooms your child will explore a variety of themes that
incorporate phonics, reading, wmath, arts, healthy social aud emotional
environmewts, health and wellness, as well as fine and aross motor skills.

Kiddie U has adopted the HighScope curriculum on a daily basis for children @
weeks up to the age of 2. American Sion Langunage (ASL) and S.TEWM. (Science,
Techvology, BEngineering and Wath) are also components of the curriculum.

Kiddie U has adopted the Pocket of Preschool curriculum which is aligned with
early learving standards and guidelives for the state of Tennessee for children
2-4 vears of age. Pocket of Preschool is a theme-based carriculum. Tt is
desioned to facilitate learnivg through hands-on activities that are both
teacher-led and student-led. T+ offers lesson in language and literacy, math,
scievce, creative arts, fine and gross wmotor skills, and character education.
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Kiddie U has adopted the Fireflies curriculum for our Pre-K students that are 4
by August 15th. The curricula is based on current research and educational
theories of early childhood learnivg and development. The activities will promote
strong relationships between children and the adults who care for them. It also
provides opportuvities o engage m awide ravge of hawds-ow, interactive
materials allowing children to experiment, explore, and wmake choices while
interacting with their surroundings. This program will enconrage iwvolvement
of family members and waturally incorporate cultural diversity into each child’s
learving. All activities will be aligned with our €arly Learving and Development
Continuum and TN State Standards.

Research shows that relationships play a critical role n +he brain development
of nfauts and toddlers. Activities for nfants and toddlers are plawved to help
adults build strong relationships by paying attention to children's feelings,
interests, and veeds. Active learning and choice are encouraged so that children
cav grow avd develop v a loving environmewt. As toddlers’ transition +o preschool
age, they learn by doivg, and they need many opportunities to explore and grow.
Preschool activities foster creativity and promote emotional, cognitive, social,
lavguage and physical development. Appropriate activities build self-esteem and
enthusiasim for learving,

This objective will be achieved throngh stations centered on the thematic unit
mnder discussion. Each classroom will consist of a meeting statiow, literacy station
(readivg/writing tasks), construction station (building components), math
station (applied math concepts), science station (sewsory activities), dramatic
play (changed monthly based on the thematic wiit), and teacher time (small
group or individual students). Buconragement from one of the teachers will be
available by asking open ended duestions +o expand on higher level +hinkivg,

Curriculam standards will be visible in each classroom and periodic developmental
assessiments will be conducted for parent review.

Question like a scientist. Desigu like a techmologist. Build like an evagineer.
Create like an artist. Deduce like a mathematician.

— and, most importantly — play like a kidl

~Anonymouns
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Covferences
&7 .
%nnc'c%‘

Kiddie Care Team

Parent-teacher conferevces will be held i the fall and spring. T+t is
a fime we can talk about your child in all areas of development,
review their student portfolio, and set goals for your child.

When teachers need additional strategies for a child or several children
i the classroom they may request the assistance of the Kiddie Care
Team. The purpose of these meetings will be +o brainstorm new ideas
i the areas of development, behavior, or any other area that affects
the child’s education. Parents are encouraged to participate as vou
are the expert on your child.

Developmental WMilestones

AGE-APPROPRIATE

SKILLS TO LOOK FOR 4-5months | 9-12months | 18 -23 months 3 years 4 years
Mow " Does Baby do push-ups | Does child sit indepen- | Does child climb into Does child run eas-  Does child run eas-
i gmen or bring hands and toys | dently, crawl, creep or | chairs, walk forward, ily, falling rarely, or ily, or copy a circle

(physical development]

Stk oy ke to his or her mouth? | scoot forward? tum pages inabook? | kicka ball forward? | and a square?

Does Baby ksten to : : - :
S : : Does child explore Does child put small Can child tell his first = Does chikd know the |

;ﬂ'_ulnk'lng dc ndl Leorr:)mg ;‘z:x:mx :’:m with hands and mouth  toys into a cup, basket | name (or nickname)  difference between
SRGINE LSS APIR0 p or find hidden objects? | or box? and last name? boys and giris?
Communication Does Baby imitate some ?&“::’m"" Dovschidpontto | D00 CHUR | Do i reer to
(receptive and expressive sounds you make (lke a ook objects or people to thinas (ke It ik seff as ‘me”or1"in
languoge development] coughj? o, 0 express a need? ings ( e f addition to name?
ot kL when called)? or *I'm hungry’)?
The Senses: Vision, Does child enjoy or Does chid moveto | 1 hid msty com- |
Hearing and Touch DoesBal;ydIum he::?m put up with different %o:sdﬂdresz:d? or hum along with bﬂ&bwﬁ?d\mge '
lscicrs Sl eyes loward a sound? types of touch? n name is R or going from one

s i ! ity o another? |
Relating to Self Does Baby usually Does child enjoy Does child enjoy
and ers quiet or calm down watching (and may Does chikd approach Does child take tums = humor (for example, |
(social and emctiond when talked to, heldor | play) games lke other children? in games? laughs at silly faces |
development] rocked? “peak-a-boo™? or voices)?

Self Care E.‘;fmm o | Doss chidfeed sel mdms"&"@ as | DoGs chid wash s mggm‘ i
(daily living skills four hours atatime? | " ngers? socks)? handswitiout hop help?
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Developmental Concerns

If parents feel there are possible developmental concerns (gross/fine motor
skills, social-emotional skills, coguitive skills, adaptive skills or communication
skills) the following resource may be beveficial:

TN Early Intervention System (TEILS): Birth-2
Contact Number:423-425-47709

Cleveland City Schools: Age 3-5

Contact vumber: 42.2-472-G571

Bradley Connty Children: Age 3-5
Contact number: 42.3-476-0620

Communication

T+ is important for us to work as a team to ensure vour child’s success in
preschool. Tf you ever have any gquestions, concerns, or other important
information that vou believe the director or teacher should kvow,

please do vot hesitate to contact the school.  Downloading +he

KidReports app is a great way to keep in contact with the school is —_——
highly encouraned. Understand, +teachers may not be able +o respond until their
planning fime.

Parents can expect ongoing communication with staff concernivg

« Their child’s progress

* Program activities

«  Cewnter Operation

+  Parewts can expect information regardivg commumity resonrces
Parents concerned with the care of their child, or any incidents at the center

are uraed to speak with their child’s +eacher, and if vot satisfied talk +o the
Director.
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Newsletters

Each mowth, a newsletter will be provided to update parents on the upcoming
thematic topics as well as other happenings n preschool. The newsletter will
include important dates, upcomivg activities and events, a summary of previous
learning, as well as previewing new centers and studies. An email with
the attached newsletter and a post ou KidReports will be provided — Rinme
to all the families. The parewt resources section v the frout lobby ~
will also display the current newsletter.

Class Schedules

While it is vot reauired, it is highly encouraged that our preschool age children
arrive by D15, We make every attempt adhere to the schedule for each
classroom and we hit the ground rumning o address the topics of each day!

T£ vour child will be out for whatever reasow, we reduest parents votify
their child’s teacher through the parent portal app.

At A:00 awm,, a votification will be sent asking for verification. This is
just our part v prevewting babies from beivg accidentally left in
vehicles n the mist of busy mornings or rontine changes.

Heat Related Deaths Tise temperature in your car

can quickly become deadiy!

O o

ARE Preventable
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Daily Routines Desigued +o Prompt Curiosity, Wouder, and Exploration

Example schedule

(Paily schedules will vary depending on the needs of the children, families, and the teacher’s lesson plans)

Time Activity Location Purpose
F:00-%15 Arrival/Free Choice Classroom Allow time for varied drop off times,
free play and individual conversations
BN5-B:45 Worning Meeting Meeting Station Worving routine, begiv investigations,
discuss weekly theme, orient +o daily
activities
2:45-915 wash up/Set Table/Wornivg Family Style Diving
Swacking Cafeteria
ans-a:30 Restroom
A:3010:00 | Outdoor Play Playgronnd Opportunities for children +o explore and
engage in outdoor play that support
their experiments
10:00-11:30 | Tuvestigation Various stations Evgage childrew in opportumities that
Adventures/Explorations Classroowm support their experiments and promote
L : higher order thinking
1M1:30-11:45 | Restroom/Transition/Think
Time
M:4512:20 | Luuch Cafeteria Family Style Dining
12301245 | Trausition/Restroom Opportunities for listening to a relaxing
12:45-2.00 | Pream Time Classroom story, poetry, music, andfor rest
2:00-215 Restroom/WMusic
215-2.40 God's Time Classrooim Pray and Play
2:AD-240 Wash up/Snack/Set Table Cafeteria Family Style Dining
210-3:25 WMusic Movewment Classroom Opportuvities for children to explore and
evgane in multisensory activities, small
and gross motor skills with music
2:20-4:.00 Outdoor Play Playground Opportuvities for children +o explore and
engage in outdoor play
2:50-4:00 Restroom/Think Time Talk with children about their
. experiment results. Wrap up day with
4:00-4:30 Storytime discussion and pack up projects to take
4:30-5:20 Curiosity and Wonder Twudoor Classroom home

Play
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Confidentiality
All student information is kept confidential,

Au alliance between local commuvity colleges and Kiddie U will be established +o
help the education department continue to develop students desiring to become
teachers. As part of our application packet, permission is redquested for outside
agevcies o come and observe classes for educational purposes.

Photographs & videos

To document and share all the wonderful activities and learving happeving v onr
classroom, photos and Videos of our learving may be posted on the website
(www.kiddieUniversitytucom) and on various school social wmedia accounts. we
post individual work and student observations as i+ relates +o their portfolio on
the KidReports app where only parents can view.

As part of your application packet, permission is redquested for photography
release. At any time, a parent reduests for pictures +o be removed or chavges
their mind concerving +he release, Kiddie U will hovor parent’s wishes.

Security System

" Kiddie U rents ont a portion of their building to Wix 1044 radio
¢ € station. Direct access to Kiddie U can ouly be made by parents and
? staff with a persovalized code to ewter the building. Wembers

> & associated with Wix 1044 will not have access +o Kiddie U and the
Procare parewts and staff will ot have access to the radio statiow.

SOFTWARE®
Parents will be able to view their child’s classroom via an app.
Parewts will be assigned o view only the classrooms their child is enrolled v as
well as the common areas such as the playground, cafeteria and the
Multipurpose roowm.
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Check in-Check Out Policy

Ovly custodial parents/ouardians and those listed ov approved pick
up list will be allowed to pick up a student. Tdentification is required
at pick up. It is required that anqone listed on your emergewcy
cowtact list be at least 12 years of age. We canvot release vour child
procare to anyone under the age of 1 per state regulatiovs.

SOFTWARE®

Using Procare Software, each family will have their oww individual
entry code to track and utilize for digital tracking of check in and check onts.

Health and Safety

e Kiddie U is a simoke and tobacco free facility. Weapous of any kind are wot
permitted ov the property at any time per state regulations.

o We are understanding of alleraies and will work with parewts v addressing
ony special needs a child wmay have. We will send notices to parents
remivding them that a student in their child’s class has aw allergy so that
they may be coguizant of what they bring +o school especially during
birthdays and special events.

o Students and staff are required to wash their hawds before every meal
and after returning to the classroom from outside, after blowing voses and
using the restroom.

e Please share custody/conrt papers or any other pertinent information
with the Director on site.

Nutrition

In many early childnood education classrooms, meals are served "family style.”
Children and teachers sit together at tables, serve themselves from child-size
platters, pour drinks from small pitchers, and share thoughts and experievces
as they eat. It reinforces learving and development, exposes childrew +o
mealtime practices, enconrages social interactions with peers, families and
commuvities, and instills lifelong healtlhy habits. Kiddie U has adopted the use of
family style dining for snacks and lunch. Weals will include a variety of veaetables,
fruits, whole graivs, and less added sugar and saturated fot as defined by Child
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and Adult Care Food Program (CACEP) and in partuership with Our Daily Bread.
A monthly menu is posted on the school website, KidReports app and on the
nformation board v the school foyer.

If pareuts would like to provide treats for birthdays, the staff at Kiddie U ask
that you let the teacher know in advance, so it can be posted for the class
parevts. This helps parents with children with allergies to have a backup treat
for their child when the rest of the class are havivg the special treat.

Tufant Feeding Plan

The staff at Kiddie U will adhere +o the infant feeding plan as outlived by the
parents. Parents are required to provide prepared bottles and update the
infant feeding schedule as veeded.

We support families that have opted to nurse. ITf mothers would like to visit
during the day to wurse their child, a private and comfortable area will be made
available for that bonding momewt. Otherwise, parewts can provide wilk in
bottles and it is highly enconraged that frozen milk also be stored at the facility
in the event of an emeraency (or when vour little one decides they want a lit+le
morel)

All bottles must be prepared and labeled with the child’s name on thewm. Frozen
milk must also be labeled with the child’s name and the date the milk was
expressed. Owce wilk has been heated, any unused wilk will be discarded per
state regulations. Any unnsed food will also be discarded.

Tllness Policy

Children are vot permitted to come to school if they are contagious (fever of
100 dearees or higher, vomiting, diarrhea, thrush, lice/vits, or any other sigus
of infection. If a child becomes ill while at the facility, parewts or emeraency
contacts will be wotified to pick the child up immediately. Children canvot return
to school until they are symptom free for 24 hours without the wneed for
medications. This iucludes a fever reducer. A child may return to school if a child
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has seev by a doctor and has a vote clearly stating that the studewt has been
seew and may return on a specific date.

T£ your child will be out for any reason, we reduest parents votify their
child’s teacher thronaln the parent portal app.

Kiddie U will do our part +o keep germs +o a minimum. Children and staff will be
reduired +o wash up after coming inside from outdoor play, blowing voses and
using the restroom. They are also reduired to wash up before and after
breakfast, lunch, and snack. Hand savitizer stations will be found throughont
+the school.

Wedications

Doctors must preseribe all medications administered at Kiddie U. The medication
must be v the original bottle/box with the pharmacy label adhered +o it. A
completed medical form must accompany the medication signed by the child’s
doctor before wmedication can be administered at the facility or left with the
director. All medication will be stored v a locked cabinet v the director’s office
with only the director or assistant director having access +o the cabinet,
Parents are responsible with making sure any items are vot left in child’s back
pack that would fall under the “keep out of reach” category. This vcludes but
is not limited to lotion, hand savitizers, medications, etc.

All@r@i@s

Parewts/guardions veed to wnform the daycare staff if their child has any
allergies. (Complete alleray form.)

1. The reaquired forms will be provided to staff as soon as an allergy is
reported and protocol of what veeds to happen in the event of an allerajc
reaction.

2. Allergies will be posted in the kitchen for all staff +o see.
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2. A Care Plaw card will be written up on the steps to take if the child has
an alleroy attack.

4. Extra traiving will be provided if deemed vecessary.

Parewts will be informed immediately of any alleray attack and the steps
+aken.

Weather

All parents will have access +o the KidReports app. Through this app, parents
will be sent mass votifications o include closings due to weather. Please notify
the director at any time your contact information has been changed. Tt is vital
you keep your emeraency contact mformation up to date.

The director may choose to close Kiddie U if:

1. There s a severe threat v weather.

2. We are unable to keep the preschool between 6&-70 dearees per licewsing
regulations

3. Other situations seen as potential issue/threat for staff and families
traveling to and from +he facility.

Outdoor play

Learning and evconracing health and fitness at a voung age is a gift that lasts
a lifetime. Good physical health is a critical component of brain development. All
students will go outside daily as weather permits per TN State Licensing awd
Reaulations. (Temperature factoring wivd chill and heat index between 32 and
a® degrees). On rainy days, the use of the Multipurpose Room will be utilized
for oraanized physical activity.
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Dress Code

Childrew are required +to wear closed toe shoes. Flip flops, slippers and sandals
are ot permitted. Comfortable play clothes are requested. wWe will be busy with
varions activities and do not want to damage onr “cute” clothes. Clothing should
be appropriate to the weather and cover bellies and backsides.

Friday's are school spirit days! Wear your Kiddie U T-shirt!

KidReports

As a parent, you see our child growivg every day—perhaps +oo
fast. At Kiddie U, we will never take a sivgle moment of your child’s
s growth potential for granted. We feed vour child’s curiosity and
instinet to learn with days filled with age-appropriate activities
designed +o treat every experievce as av opportuvity to learn.

Through a parent portal app, parents will be able to view activities for the day
and see how their child is progressing developmentally. Teachers will post
pictures of students “playing +o learn” to the ndividual child’s portfolio that
parents can access. Parents will receive daily progress wotes of their child
(bathroom/eating habits for the day, nap, temperament) and pictures of
various activities. This will be the primary method to communicate between
home and school. Parents must be coonizant that +eachers may not be able +o
respovd right away, but a response will be provided during their planving period.
If a response is needed quickly, feel free +to contact the Director.
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RE ADY SET SAF E

Emergency preparediess

Kiddie U will utilize the latest simoke & CO2 movitoring system. Each classroom
will have a “go bag” prepared n the event of an emeraevcy/evacuation. Each
a0 bag will consist of a carrent hard copy of class rosters, student emeraency
contact information and the Emeraency Response Plan. Additiovally, the go bag
will consist of a first aid kit, flashlight, safety rope, now-perishable suacks,
water, gloves, wipes, and hand savitizer. The director or desiguee will have a go
bag consisting of awy lifesaving medication such as epi pens, inhalers, etc.).

The safety walking rope is utilized daily in all room travsitions for our toddlers.
Older students will use safety rope during emergevcies only. Teachers will also
have their tablet with all student information and throungh the device, the
classroom teacher will use the app to votify all parents of the emeraency once
and keep them updated as soon it is safe to do <o.

Au additional plan will be developed as weeded for students enrolled at Kiddie U
that may reduire special accommodations +to evacuate the child from the building
safely.

Accidents/Incidents

First aid and CPR training will be reduired of all Kiddie U staff. Tn the event of
on accident, staff will apply gloves and attend to the student. All first aid items
are kept v each classroom’s “oo bag” and the office. I the mjury is severe, G
and then the parent will be notified.

As part of the application process, parewts are required +o sign a release allowivg
Kiddie U to send a student with the EMT's if wecessary. If there are any head
njuries (evewn mivor), parents will be notified. Parents caw decide the next course
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of action, if any. After each accident/incident, the teacher will complete
documentation about the evewts that occurred, and +he actions taken through
the parent app. Parents will sign aw incident form when they arrive to pick
their child up at the end of the day.

Emergency Drills

Kiddie U staff are traived w all emergency procedures and designated safe
locations. WMaps and drill information will be posted v the director’s office.

Fire Drills will be practiced monthly. A detailed wmap of the route the class should
take will be place by the doors of each classroom. Owce the alarm sounds,
students will line up at the door. One teacher will sweep the roowm and the other
teacher will do a head count. Childrew ages 14 mowths and up will utilize the
safety walking rope to move locations.

Iv the first infant room, the teacher will place all babies in the desiguated
evacuation crib (vellow frame) +o move locations. In the second infant room, the
teacher will place all babies in the multi-passenger stroller +o move locations.
Prior o leavivg, the infant teachers will do a duick sweep of the room and brivg
the Go bag.

Whew arriving o the desiguated area, all teachers will check roll and votify via
their walkie talkie an “all clear” for the appropriate classroom. The director or
desiomee will check off all classrooms as they receive i+. Teachers will sewd a
tlass notification to parents informing them of the drill (or actual event).

Owce the all clear has beew givew, children will be allowed +o reenter the building.

The following drills will be performed 4 times a year:

Torwado Drill. Once the alarm sounds, students will line up at the vterior door.
Ove teacher will sweep the room and the other teacher will do a head count,
Children ages 19 months and up will utilize the safety walking rope +o move
locations. Owce exiting the rooms, the class will sit in the hallway away from
windows,

Iwn the two infant reoms, the teacher will place all babies in rolling cribs +o move
locations. Prior to leaving, the infant teachers will do a duick sweep of the room.
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wWhen arriving to the desiguated area, teachers will check roll and votify +he
director via their walkie talkie an all clear for the appropriate classroom. The
director or desiguee will check off all classrooms as they call. Teachers will send
a class votification to parewts informing them of +he drill (or actual event) as
soon as it is safe to do <o.

Barthquake Drill. At the sound of the alarm, all children will wove to +he
designated safe space (mider a table or doorway). After everyone is in position
(or when the earthauake appears to be over) the teacher will designate areas
of the room to line up at the door. Owce evervoue is in position and v live, the
assistant teacher will do a sweep of the room, while the lead teacher does a
head count. Owce the teacher determines all children are in live, the class will
walk o the desiguated area outside of the school. Teachers will call roll and
wotify the director or the designee that +he class is clear.

TIn the infant rooms, the teacher will turn cribs +o their side and place all babies
inside the designated evacuation crib vear a table where the teacher will be.
wWhew the teacher deewms it safe, the teacher will perform a quick sweep of the
room and thew exit +o the desiguated area outside of the building following the
fire drill protocol,

After the director or desiguee confirms an all clear of the ewtire building, the
childrew will be permitted +o reenter the buildivg. Teachers will send a class
votification +o parents informivg them of +he drill (or actual event) whew it is
safe +o do so.

TIutruder Drill/Shelter in Place. Details of this drill can be shared with parents
if requested. Staff is trained and will adhere +o the protocol n place in the
event an ntruder alert/drill is wmade. Teachers will send a class wotification +o
parents informing them of the drill (or actual event).

Chewmical Contamination. In the case of a chewmical contamination that canses
an evacuation of the building, children will exit the building following the fire drill
protocols. staff will transport students to Mouwtain View Tuv and will notify
parents via the parent portal app for pick up procedures.
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Flood. v the event of floodwater, children on the lower floor will be +ransferred
upstairs and into the Multipurpose room. Parents will be notified via the parent
portal app for pick up procedures.

Discipline

All children are reduired to adhere to the Kiddie U behavioral expectations.
Behavior expectations will be posted in the appropriate areas and reviewed
daily.  The verbiage used will be incorporated nto the reaular day +o day
schedule. The staff at Kiddie U will focus on positive reinforcement and modeling,
of the correct behaviors. Children are learnivg and growivg and testing
boundaries so +rying behaviors are expected! We will contivue +o work ov teaching,
appropriate behaviors. Tf inappropriate behaviors continue after redirection,
teachers can opt for use of time out. Time out consists of one minute per year
of the age of the child. If the behavior continues, the teacher will contact the
director and thew if vecessary, the parent will be contacted.

Wivor incidents (biting, piviching, ete.) may happen at times. Iu those cases,
teachers will document the incident via the parent portal app and parents will
also be wotified n writing at pick up. If the student is seriously hurt or has
hurt his/lher head, the parents will be called immediately.

Extreme behaviors consist of repeated behaviors that jeopardize the safety of
the child, the other children in the class or the staff member. This includes
behaviors that require constant supervision to the point that i+ hinders the
learning of the other studewts in the class. A conferevce will be held, and a plaw
of action will be developed between parents and teachers +o determine what is
best for the child. If after several attempts to intervene with the behavior
are deemed wnsuccessful, the center, uufortunately may have to ask the family
to withdraw the child.

Disenrollment Process

Sometimes there are situations where our students must leave us; travsitionivg
to Kindergartew, moving, or sometimes we arewt the best fit for what a child
needs. Regardless of the reason, the process for disewrolling is as follows:
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*  Wheu vout are aware of your students last day, inform the director 2. weeks
n advavce v writing.  The two-week deposit will be applied to +he
student’s last 2 weeks in the program.

* If a student is vot meeting the expected behaviors and the behaviors
are hindering the safety of the child, the other childrew or the staff, the
director may ask the family +o leave the program. # family will not be
asked to leave the program without exhansting all avewunes +o address
the child’s needs.

A Disewrollment Notification Form will be completed ow all children leaving the
program.
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