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Dear ALC Families,

We want to thank you for choosing Alpha Learning Center (ALC) for your childcare needs.   We are committed to providing quality childcare, thus we take our profession as childcare providers seriously.  ALC values working in partnership with parents/families; open and honest communication is the key in the healthy development of your child.  Please help us operate ALC in a professional manner by carefully reading through the Parent Handbook and completing all necessary documents. It is important to read and understand all ALC policies so that we can work in harmony providing the best possible early learning experience.   

Again, thank you for considering Alpha Learning Center. We look forward to providing your family with the best possible care for your child Please call 773.445.4ALC (4252) to answer any questions or to receive further information. 

Sincerely,

The Alpha Learning Center

PROGRAM & POLICIES

OUR VISION   “where imagination begins and learning never ends”

a
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lpha Learning Center promotes children’s cognitive, social, emotional, physical, linguistic, and cultural development through a safe, secure and diverse learning environment that promotes learning through a global and multicultural perspective. At ALC, we   foster and encourage learning through play and imagination. ALC provides developmentally appropriate learning experiences that are integrated across the curriculum.  ALC understands that each child learns differently thus we strive to create challenging, meaningful and engaging learning experiences to meet each child’s individual needs.  ALC believes the key to early learning is a collaborative effort between families, communities, and care givers working together.

CURRICULUM & PHILOSOPHY

We want you to feel that you are a part of your child’s life here and to understand more about what we do everyday.  We believe that children should be allowed to grow and learn at their own pace.  This enables each child to become confident in themselves as learners.  The curriculum has three main goals:

· To help children learn about themselves and the world around them

· To encourage children to feel good about themselves and capable as learners

· To foster learning through play and imagination

These goals guide everything we do in the ALC program.
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We have organized the center to make it a safe place for children to explore and to learn.  We keep the children’s toys and materials on low shelves, and in low easy-to-open drawers.  This makes it easy for children to find and play with toys and learning material they enjoy.  It also helps them learn how to make choices and be independent.  All children also have a place to keep their personal belongings such as jackets, blankets, and pictures to bring home.  This lets them know they are valued individual members of the ALC community.

When you visit, you will notice we have a schedule posted at the entrance of every classroom. This lets children and parents know what to expect throughout the day. Having a predictable schedule makes young children feel secure. The schedule is flexible, allowing for group activities, individual exploration, gross motor skills, fine motor skills, indoor play, and outdoor play as well as rest periods throughout the day.   

ACTIVITY OUTCOMES

The children will be experiencing and learning many things through play.  The following goals guide the day-to-day activities of ALC’s curriculum.

COGNITIVE DEVELOPMENT:
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To recognize objects, people, and self

· To imitate actions of others

· To develop decision-making capabilities

· To develop problem-solving skills

· To develop language skills 

· To develop planning skills

· To develop math skills such as matching, pairing, and classification

·  enhance creativity

· To begin to understand scientific and physical concepts and math concepts such as gravity, cause and effect, balance and size shape and color.

EMOTIONAL DEVELOPMENT:

· To be able to express feelings

· To develop a concept of self

· To develop self-control

· To develop self- understanding

· To develop a positive self- image

· To develop the ability to stick with a task to completion

SOCIAL DEVELOPMENT:

· To acquire social skills

· To cooperate with others 

· To respect  materials 

· To respect other people 

· To appreciate and value differences

PHYSICAL DEVELOPMENT:

· To refine sensory abilities

· To develop large muscle abilities

· To develop fine muscle abilities

· To develop hand-eye coordination

· To refine visual discrimination

· To refine visual discrimination

· To refine listening skills 

· To establish reading readiness skills   

· To refine listening skills 

· To establish reading readiness skills

CULTURAL DEVELOPMENT:

· To recognize other cultures and develop an appreciation of other cultures

· To learn about their own individual culture

· Find ways to connect various activities to the world around them

CENTER PROGRAMS

INFANT PROGRAM

(6 weeks to 15 months)
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While all infants will receive care from all the infant staff throughout the day, each infant will be assigned a primary caregiver. The primary caregiver will coordinate the care for each assigned child and will be responsible for updating the child’s needs and service plans every 3 months in collaboration with parents. Activities planned each day include but are not limited to:

• Daily care: diaper changes, washing hands, eating, napping

• Extensive talking to the children throughout all activities by naming the people, actions and happenings in their world and baby sign language

• Song time and finger plays (singing and recorded music)

• Board and cloth picture books are always available for children and for caregivers to read to children. Books have a variety of cultures pictured.

• Variety of toys to freely explore: rattles, toy animals, blocks, wheel toys, dolls, containers, balls, puzzles

• Dress-Up clothes: hats, gloves, shoes

• Sensory play: water, sand, Play-Doh, mirrors

• Music and movement (baby yoga, massages, dancing) 

Swimming with parent participation

• Outside play time: grass, sand, climbing, exploring, stroller walks

TODDLER PROGRAM

(15 months to 2 years)

Toddlers are striving to be self-reliant. They count on the attentiveness and understanding of the adults in their lives to create environments that are developmentally appropriate. We create environments that provide safe, challenging, and meaningful materials and interactions for their learning. Activities planned each day include but are not limited to:

• Daily care: diaper changes, toilet learning, washing hands, eating, napping

• Extensive talking to the children about what they are doing; building language into all activities

• Circle time: songs, dancing, recorded music, naming items in pictures, discussions (answering questions)
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• Books are available all day to handle and look at and to be read aloud by the teachers. Pictures in books and around the room reflect various cultures.

• Variety of toys to explore: blocks, trucks, puzzles, manipulative such as peg boards, constructing and connecting toys, containers for sorting.

• Dramatic play centers: cooking, dress-up, doll play

• Sensory: water, sand, Play-Doh, mirrors

• Art and craft materials: paint, crayons, collage materials

• Outside play time: play equipment, grass, sand, sand toys, wheel toys, balls, boxes

• Walking trips in the neighborhood

· Swimming with parent participation

• Opportunities are created for individual and small group play under guidance of teachers

PRESCHOOL PROGRAM

(3 years to 5 years)

Valuable social skills are developed by children in a group setting. Preschool children enjoy helping and participating in all activities. The teachers provide opportunities for sharing, caring and helping. Learning experiences that respond to children’s individual differences in ability and interests are planned by the teachers for this group of 3- to 5-year-olds. Small group times with like ages are built into the day to allow children time to explore developmentally appropriate areas. Mixed-age group time is also planned to give children opportunities to interact and engage socially in a variety of ways.  Activities planned each day

Include but are not limited to:

• Daily care: bathroom activities, tooth brushing, washing hands, eating, napping, and helping prepare for meal time
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• Circle time: singing, dancing, recorded music, discussions (reflecting on past and current happenings, daily routines, time concepts, seasons of the year), telling stories, and basic skills 

• Books: available all day to read and to be read aloud. Pictures in books and in the room reflect a wide range of cultures and living environments. A private quiet space is provided for children while reading.

• Observe natural events: cause and effect relationships, planting and watching seeds grow, life cycle of plants, animals and insects

• Extend children’s thinking and learning during activities by adding new materials, asking open-ended questions, offering ideas or suggestions, joining in their play, and providing assistance in solving problems. 

• Create opportunities using numbers, counting, labeling, classifying, and sorting objects by shape, color, size

• Videos, developmentally appropriate

• Create opportunities to see the alphabet and simple words throughout the classroom

• Take walks in the neighborhood as well as bus trips to museums, parks, and the aquarium away from the center

• Arts and craft materials are always available

• Dramatic play areas rich with materials to pretend housekeeping, working

• Outside play two times a day: opportunities for touching trees, grass, earth, sand, places to hide, run, and climb. Props to use in dramatic play

• Opportunities to play uninterrupted.

• Opportunities to return to activities begun in the morning or the day before. Teacher’s help the play evolve over long periods.

· Swimming with parent participation

SCHOOL-AGE PROGRAM

(Kindergarten to sixth grade)
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We provide the school-age children in the after school program and the Summer Enrichment program opportunities to express their growing independence and self-reliance such as the ability to make choices and initiate their own activities.  Activities planned each day include but are not limited to:

• Daily care: Separate bathrooms for boys and girls, after school snack, rest period

• Homework time during the school year. Teachers work with the children

• Engage children in sustained project work: preparing for a special event by creating a flyer, gathering materials for cooking, planting and caring for a garden over time, developing clubs such as reading, math and sports.

• Engage children in discussions about daily happenings, stories about themselves, their families, and their cultural heritage and discussions of daily happenings in school.

• Opportunities to read books, write and produce plays, publish newspapers, write stories.

• Provide for both planned and spontaneous activities in team sports, group games, and board and card games. The focus is on the activity rather than the outcome.

• Art materials available at all times: paint, paper, scissors, clay, markers, pencils, stencils

• Crafts available at all times
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• Complex manipulative toys available such as connecting or interlocking toys, jigsaw puzzles

• Computers

• Videos, developmentally appropriate

• Outside play: opportunities for physical exercise, use of climbing structure, wheel toys, bats, and balls

• Trips taken in the neighborhood as well as bus trips to museums, parks, the aquarium

• Enrichment brought into the program: dance instruction

• Opportunities to play alone, to work on a project to their “heart’s content”

SUMMER ENRICHMENT PROGRAM

The summer enrichment program is for children ages 6 to 12. The program is available Monday through Friday from 6:00a.m.–6:00p.m.  The program is set in a separate classroom upstairs from the Child Development Center. The staff are experienced and trained in elementary and/or secondary education. Weekly field trips are planned and an end-of-the-summer fun trip is planned as well. Field trip costs are included in the weekly rate. 

ADMISSION & ENROLLMENT
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ALC serves children ages 6 weeks to 15 month in our infant program; 15 month to 3 yrs in our toddler program; 3 yrs to 5 yrs in our preschool program and 6yrs to 14yrs old in our before and after school care program.  We reserve to right to make age-exceptions to this policy per contract, if we have slots available that are within our capacity limits set by the state of Illinois.  Child care services are available without discrimination on the basis of race, sex, color, creed, political persuasion, national origin, disability, ancestry or sexual orientation. Parents must meet with the director to discuss their child's specific needs and to review program policies.  We will make a reasonable accommodation for a child with disabilities as specified under the Americans with Disabilities Act.  

HOURS OF OPERATION

ALC will be open to provide childcare in our day program from 6am-6pm around.  Evening care and Saturday care will be based on need and availability of staff.

CONTRACT RENEWALS

Contracts will be renewed annually in September.  Any Changes that take place in your family should be reported and changes made on the childcare forms immediately.

ENROLLEMENT PROCEDURES

In order to enroll your child at ALC, the following necessary paperwork will need to be completed prior to the start date of care.  ALC will not assume care of your child if the proper forms, fees, and supplies are not received by the first scheduled day of attendance.

REQUIRED FORMS:
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Child Registration form

· Provider Contract 

· General Permission Form

· Parent Acknowledgement Form 

· Emergency Release and Medical Information

· Child Health History

· Child Health Evaluation

· Daycare Immunization Records

· Transportation Consent ( Field Trips, and Outings)

· Authorization to Administer Prescription Medication

· Emergency contacts 

· Food Program enrollment form

FEES & RATES

The following fees must be received prior to your child’s first day of care. Care will not commence unless the stated fees below have been received.

· A security deposit equivalent to one week’s tuition (to be applied to the last week of childcare tuition)

· The first week’s tuition fee

· Annual registration fee of $50

CHILD CARE RATES:

ALC accepts Action For Children Illinois Child Care Subsidy – therefore tuition is based on a sliding scale for all income eligible families.

We provide free childcare to teen mothers, college students, and mothers in job training programs.

FULLTIME CARE

5 days a week for at least 5 hours a day

6 weeks to 2yrs old $180 to $200 per week

2 yr olds that are potty trained $150 per week

3yrs old to 5yrs old $130 per week

PART-TIME CARE

There are limited spaces for our part-time program.  Part-time is defined as 3 days or less per week or a child attending half days either in the morning or afternoon spaces for our part-time program.

$100 per week 6wks to 2yrs old

$80per week 3yrs old to 5 yrs old 

DROP-IN CARE

$40 per day for infants

$30 per day 3-5 year olds

$20 per day school age children

BEFORE AND AFTER SCHOOL CARE 

6yrs to 12yrs of age 

Before School care $15 per week

After School Care- $25 per week 

Before and after school care- $35 week 

SUMMER ENRICHMENT PROGRAM

June to August - TBD

SECURITY DEPOSIT

A security Deposit equivalent to one week of care is required upon enrollment. The deposit protects ALC from unexpected family departures.  This deposit will be credited to your child’s last week of childcare tuition provided there is no outstanding balance due.

In the event your child does not begin care on the agreed upon date, your childcare space will be forfeited and your security deposit to hold the space will become non-refundable.

DROP-IN CARE
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Drop-in care is considered to be childcare on an as needed basis. Drop-in care is desired when you only need childcare services on occasion, and do not want to pay to reserve a space for your child.  Using drop-in care services does not guarantee that space will be available on the day you require care.  A 24 hour notice is required to schedule drop-in care. This ensures that space is available on the day you are wishing to use childcare services. Payment MUST be made up front prior to leaving your child for the day. No children will be admitted if payment is not made at the drop- off time. No deductions or refunds shall be made should you schedule a day for care and not use the space.

PART-TIME CARE

Due to the limited enrollment capacity based on licensing guidelines full time spaces will take precedence over part-time positions.  As a result, part-time positions may be filled at any time with permanent full time positions. 

OVERTIME RATES & LATE FEES

Late pick-up fees - $10 for the first 15 minutes and $1per minute there after.  Late pick up fees will be assessed beginning at 6pm and will be due upon arrival. If late payment is not received upon arrival, the late charge will be added to next week’s tuition.

Late Payment fee: Accounts not paid in full by drop- off Monday morning (or as Stated) will be assessed $10 per day  

Returned Check Fee: In the event of a returned check, Parents will be responsible for $25 returned check fee as well as any fees incurred due to the returned check.  All future payments must be paid in cash or money order.       

PAYMENT SCHEDULE

Payments are due the Wednesday prior to the week of scheduled childcare. Payments are always made in advance for childcare and are due no later than drop off time Monday morning of each week.  If payment is not received by the Monday of the week, your child will not be accepted in to the daycare.  We will only hold your child’s spot for one week.  

NO EXCEPTIONS

ALC accepts payments in the form of personal checks, money orders, cashiers check.  NO CASH! (For safety reasons we do not wish to keep large amounts of cash on hand.)

Make checks payable to:  ALPHA LEARNING CENTER

RECEIPTS

Receipts will be given for all payments received.  Each family will receive a Year End Tax Statement by the end of January with the total amount paid for child services from the previous year.  The statements will not be mailed out; they must be picked up from the center unless otherwise arranged.  

REQUIRED SUPPLIES

The following supplies are to be left at the childcare facility.   All items will be placed in your child’s cubby. Clothes will be sent home in a sealed plastic bag if soiled and a new set of clean clothes should be sent back the next day. We will also notify you when your child’s supplies need to be replenished.

INFANTS:

6 weeks- 15 months

· Case of Pampers

· Pack of Wipes

· 2 or More Sets of Clothing, Including Socks

· Kleenex

· Paper Towels

· Prepared Bottles for the Day (labeled)

· Extra Formula (powder)
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Note: For the health and safety of your infant, we ask that nursing mothers please bring their breast milk already prepared and in the bottle that we will be feeding the infant with.  All bottles need to be labeled and dated with lids.  For infants who are formula fed, families are responsible for all formula needed.

TODDLERS:

15- 23 months

· Case of Pampers or Pull-ups 

· Pack of Wipes

· 2 or more Sets of Clothing, Including Socks 

· Kleenex

· Paper Towels

· 2 Folders

· Box of Large Crayons

· Book Bag

· A favorite blanket or stuffed animal for quiet time

TWO YEAR OLDS:

24- 36 months

· Underwear or a Case of Pull-ups

· Pack of Wipes

· 2 or More Sets of Clothing, Including socks (extra shoes if toilet learning)

· Kleenex 

· Paper Towels

· 2 Folders

· Box of Large Crayons

· Book Bag

· 2 Large Pencils

· A favorite blanket or stuffed animal for quiet time

THREE TO FIVE YEAR OLDS:

36-48 months

· Pack of Wipes

· 1 or More Sets of Clothing, Including Underwear and Socks ( extra shoes if toilet learning)

· Kleenex 

· Paper Towels

· 2 Folders 

· Bow of Crayons (24 or more) 

· Book Bag

· 2 Pencils

· Glue Stick

· Scissors (Child Safety)

· A favorite blanket or stuffed animal for quiet time

CHILDREN THAT ARE TOILET LEARNING:

· Two complete change of clothes including socks and shoes if available

· Pull-ups & wipes (We require a package of pull-ups & wipes to be left for your child)

· All children that have not established bladder control, must where pull-ups during nap time

· Please review the toilet learning policy

DIAPERS / PULL-UPS & WIPES

ALC requires that all families leave a package of diapers/pull-ups and wipes in your child’s cubby at all times.  Please label your child’s diapering supplies with his/her name.  We will notify each family when your child’s supply is running low.  If it becomes necessary for ALC to supply diapers/pull-ups and wipes, the following fees will be added to the following week’s tuition:

$1.00 per diaper

$1.50 per pull-up

$.50 per wipe

DATA PRIVACY AND CONFIDENTIALITY

Confidentiality of information about child and family will be maintained.  Enrollment forms and all other information concerning the child and family will be accessible to the parent/guardian, center director, staff and licensing agent. Information concerning the child will not be made available to anyone, by any means, without the expressed written consent of the parent/guardian.  It is the policy of this program not to disclose the names of the children who may have caused injury to another child or children while attending the center. This ensures each family’s data privacy.

WITHDRAWAL & TERMINATION

A two week notice is required to withdraw your child from care at ALC.  All withdrawal requests need to be formally made on the Notice of Withdrawal Form.  Deposits collected at the time of registration will be applied to the last week of tuition.  In the event ALC should ever find it necessary to end our agreements, we will also give the parents at least a two weeks written notice. Except for reasons such as but not limited to:
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The program can not meet the needs of the child

· Destructive uncontrollable or violent behavior

· Excessive late arrivals and/or pick ups

· Excessive absences without notice

· Lateness of payment or nonpayment

· Lack of parental cooperation

· Failure to maintain required supplies for children

These situations will be grounds for immediate termination.  All personal items must be removed from the day care upon termination of service.  Due to space constraints, any personal belongings not picked up after 30 days from said termination date will be donated to the local goodwill or other charity.

ATTENDANCE & SCHEDULE

Payment obligation is based on your child’s enrollment status as indicated on the initial Child Care Contract, not based on the actual hours of attendance.  Both full-time and part-time fees will be charged based on contracted days including missed days due to illness, holidays, parent vacations and snow days.  No refunds or deductions will be made for days your child is absent.  Each family is paying to hold their child’s space and for childcare services.  

RESERVATIONS

Child care slots may be reserved with the following circumstances:

A security deposit equivalent to 1 week’s full tuition paid up front.  This deposit will be applied to your child’s last week of care provided proper notice is given and there is no out standing balance due at the time of departure.   

DROP-OFFS

No drop-offs will be allowed from 1:00 p.m. to 3:00 p.m. unless prior arrangements have been made with the center staff.  This is the designated time for rest thus children arriving at this time may disrupt those who are resting or sleeping.  

NO-SHOWS / NO-CALLS

Please be courteous and phone if your child will be absent or late.

LEAVE OF ABSENCE

A Leave of Absence is appropriate for families who wish to reserve their child’s childcare space in the event their child will be absent from care for more than two (2) consecutive weeks (not to exceed more than 12 weeks).  A Leave of Absence Contract is required and must include a start and end date as well as an explanation of absence.   ALC will not hold a child’s space for reasons such as unemployment, maternity leave, illness etc. unless tuition is paid during this time.  In order to reserve your child’s space during a leave of absence, ½ (half) of the weekly tuition must be paid in advance.  Failure to secure the space prior to the absence will result in the loss of your childcare space.

HOLIDAYS

Payment is expected for holidays.  If the holiday falls on a Saturday, ALC will close in observance of the holiday the Friday before.  If the holiday falls on a Sunday, ALC will close the following Monday.  Payment is expected for these days.  Alpha Learning Center will be closed in observance of the following holidays:

New Years Day

Memorial Day

Independence Day

Labor Day

Thanksgiving Day (including Friday after Thanksgiving Day)

Christmas Day

EARLY CLOSURES

Christmas Eve – Closing time is 3:00 p.m.

New Years Eve – Closing time is 3:00 p.m.

VACATIONS

Each calendar year ALC will be closed for 1 (one) week for providers vacation.  Parents will be given as much notice as possible, with a minimum of 30 days.  No payment is required for provider’s vacation.  Parents are responsible for making other arrangements for childcare while ALC is closed.  

PARENTS VACATIONS

Please notify ALC at least two weeks in advance if your child will be absent due to family vacation.  Full payment is required for any days your child is absent.  Please remember you are paying to reserve your child’s childcare space.

PARENT AND FAMILY INVOLVEMENT
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You will be regularly informed of the program’s plans through posted weekly lesson plans, menus, monthly newsletters, and memos. Special events including conference schedules may be posted on the parent bulletin board or sent home in a memo. Parent mailboxes are located in the hallway of  ALC  by the front door. Please acquaint yourself with its location as it will be our main source of communication.  Parent conferences are scheduled twice a year (quarterly for infants) to discuss your child’s development at the center.  It is also encouraged for parents to set up conferences with their child’s teacher if any concerns arise.  

PARENT BOARD 

Each classroom has a parent board.  On the parent board it will list what the children have eaten on that particular day.  It will also list their daily schedule and have a weekly lesson plan.  All rooms are open to parent suggestion, so feel free to offer a suggestion or comment anytime.  

CUBBIES 

Your child's cubby is sometimes our only way of communicating with you.  Please check it daily for notes from the teacher or director.  Art projects will also usually be in your child's cubby. Please help us keep your child’s cubby neat and orderly by taking home all unnecessary items at the end of each week, all notes and artwork every day, and checking for changes of clothing that may need to be laundered. All personal belongings need appropriate labels.  Please notify your child’s teacher of any/all belongings brought to the center.

SPECIAL DAYS 

BIRTHDAYS 

Birthdays are a very important part of every child's life and we like to see all of them pass with celebration.  You are welcome to provide treats for your child's birthday providing they are store bought and wrapped. 

FIELD TRIPS

Exploration is just what a young mind needs therefore throughout the school year children ages 3 and up will take field trips.  It is our policy to notify you in advance of each field trip.   We will use a licensed transportation company for all field trips that require transportation.  

SHOW AND TELL DAYS

Occasionally your child's teacher will designate a day as show and tell day.  On these days your child should bring an item to share with the class.  Books, records, nature and science materials, mementos from recent vacations, etc. are appropriate. 

HOLIDAY PROGRAMS AND PARTIES

 We will have holiday parties and other programs throughout the year.  Please observe your daily notes and bulletin boards for information regarding these special events. 

DAILY SCHEDULE

The following is a sample schedule to show you how your child's day may be structured.  A specific schedule can be found on the "parent board" inside each classroom.

6:30-8:15
Arrival, free play

8:15-8:30
Clean-up, A.M. washroom break, get ready for breakfast

8:30-9:00
Breakfast

9:00-10:30
Core Learning Ideas introduced and explored in (large group activities, learning centers, small group activities)

10:30-10:45
AM snack time

10:45-11:45
Outdoor play- Physical Education Activities

11:45-12:00
Washroom breaks, clean-up and get ready for lunch

12:00-12:45
Lunch time

12:45-1:00
Quiet time and get ready for nap

1:00-3:00
Nap time

3:00-3:15
PM Snack time

3:15-3:30
Clean-up, PM washroom break

3:30-4:30
Group time for story telling, free play in interest centers

4:30-5:30
music and movement

5:30-6:00
Clean-up room and children explore table manipulative

YEARLY CURRICULUM THEMES

Alpha Learning Center follows a developmentally-appropriate thematic curriculum based upon the philosophies of world-renown child development theorists Jean Piaget and Erik Erickson. We work with you to help your child reach and achieve developmental milestones in an effort to prepare them for Kindergarten.

January

Kwanzaa

The Rainforest

Dr. Martin Luther King Jr.

Colors & Shapes Winter/ Snow


February

Black History Month!

Valentines Day

Family Pets


March

Farm

Zoo

St. Patrick’s Day

The Sea



April

Transportation

Music from around the    World

Easter

Spring
May

Cinco De Mayo

Celebration

My Body

Sports

Space
June

Food from around the world

Fruits & Vegetables

Caribbean Cultures

Summer

July

4th of July

The Beach

Europe

Circus

Camping
August

Insects/ Reptiles

The Invention of the peanut

Weather

Birthdays
September

Australia

Friends

All About Me

Fall

October

The Five Senses

Fire Prevention Community Helpers

Halloween
November

India

Health and Safety

Family

Thanksgiving
December

Fairy Tales

Children Around the World

Christmas Around the World

New Years/ Hannukah

VISITORS

We have an “open-door policy” at our program; all parents/guardians of children are welcome to visit and participate at their convenience. Visitors other than parents/guardians of enrolled children are asked to sign the visitor’s log, and obtain a visitor’s pass at the front office.

FUNDRAISING

Parents/Families are required to participate in two fundraisers per year to contribute to the purchasing of equipment, in-house performances and extra materials needed. The total amount required from each family is $200 per year.

PARENT’S NIGHT OUT

Parents Night Out is a monthly event that takes place at the child care center.  Each month parents have the privilege of dropping their child off one designated Saturday a month from the hours of 5pm until 10pm.  

NURTURING POSITIVE EMOTIONAL DEVELOPMENT
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DISCIPLINE AND GUIDANCE POLICY

All staff will use only positive guidance, redirection, and the setting for clear-cut limits that foster the child’s own ability to become self-disciplined. All staff will encourage the child to be fair, respect property, and assume personal responsibility as well as responsibility for others. Discipline involves teaching character and self-control. Because people differ in how they approach discipline, parents and staff must discuss the goals of discipline and the methods that will best achieve the goals for the child. However, physical punishment or abusive language will not be used at any time, as these approaches teach children to respond in kind. Staff will guide children to develop self-control and orderly conduct. Aggressive behavior toward staff or children is unacceptable. Staff will intervene immediately to protect all children and encourage more acceptable behavior if a child becomes physically aggressive. Staff will show children positive alternatives rather than just saying "no." Staff will use discipline/guidance that is clear, consistent, and understandable to the child.


PERMISABLE METHODES OF DISCIPLINE

· For acts of aggression or fighting: (i.e., biting, hitting, etc.)

· Separation of the children involved 

· Immediate comfort for the individual who was injured 

· Care of the injury suffered by the victim involved in the incident 

· Notification to parents of child involved in incident 

· Physical restraint will not be used except as necessary to ensure a child’s safety or that of others, and then only for as long as necessary to gain control of the situation.

· Medicines or drugs that affect behavior will not be used except as prescribed by a child’s health care provider and with specific written instructions.

"Time-out" may be used selectively for children. The "time-out" period will be just long enough to enable the child to regain control of himself/herself. Time spent in “time out” shall coincide with chronological age of student (i.e. 3 years of age = 3 minutes; 4 years old = 4 minutes etc.) Children ages 2 and under will not be subjected to time outs. 

PROHIBITED PRACTICES
1. Corporal punishment or any type of physical punishment is not permitted. This includes hitting, spanking, beating, shaking, pinching, grabbing, or any other measures that produce physical pain. 
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Withdrawal or the threat of withdrawal of food, rest, or bathroom opportunities is not permitted. 

3. Abusive, profane, or derogatory language, including yelling and belittling, is not permitted. 

4. Any form of public humiliation, including threats of physical punishment, is not permitted. 

MULTICULTURAL POLICY
Our program is committed to multicultural education. This means we share a commitment to human rights, dignity of the individual and social justice. We strive to create a program that truly reflects the lives of our children, families, staff, and community. By recognizing the impact culture plays on families, we will make every effort to provide culturally responsive childcare by affirming human differences and the right of people to make choices about their own lifestyle. We seek to recognize, appreciate, and respect the uniqueness of each child by:

· Recognizing the beauty, value, and contribution of each child. 

· Fostering high self-esteem and positive self-concept. 

· Teaching children about their own cultures. 

· Introducing children to other cultures. 

· Providing children with a positive experience exploring similarities and differences. 

· Encouraging children to respect other cultures. 

· Increasing children’s ability to talk to and play with people who are different from them. 

· Helping children to be group members. 

· Talking about racism and current events regularly with children when developmentally appropriate (school aged). 

· Helping children live happily and cooperatively in a diverse world. 

· Helping children notice and do something about unfair behavior and events. 

ANTI-DISCRIMINATION POLICY 
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The Alpha Learning Center admits students of any race, color, national origin, and ethnic origin to all the rights, privileges, programs, and activities generally accorded or made available to students at the school. It does not discriminate on the basis of race, color, national origin, and ethnic origins in administration, of its educational policies, admissions policies, scholarship and loan programs, and athletic and other school administered programs

HEALTH & SAFETY

ADMISSION AND EXCLUSION

Most children with a mild illness do not need to stay home from childcare. Usually the child has already exposed others before seeming sick. Other illnesses (e.g., impetigo, conjunctivitis) stop being contagious shortly after treatment is started. Guidelines depend on the specific diagnosis or symptom. Therefore, there is no reason to exclude a mildly ill child or those being treated unless:

· The child does not feel well enough to participate comfortably in the usual activities. 

· The staff cannot care for the sick child without interfering with the care of the other children. 

· The child has the following: 

· Auxiliary temperature of 100.4 degrees or higher, and/or changes in behavior or other signs or symptoms of illness. 

· The child has signs or symptoms of a possible serious illness. 

· Uncontrolled diarrhea. (more than one time in a day) 

· Vomiting more than once. (24 hours until the vomiting stops or a health professional determines that the child may be in childcare) 

· Actively running nose, deep cough, or spasms of coughing. 

· Earache or draining fluid from ear. 

· Mouth sores with drooling (unless a health professional determines that the child’s illness is not from a communicable illness). 

· Rash with fever or behavior change (until a health professional determines that the child may be in childcare.) 

· Pink eye with white or yellow eye discharge (until 24 hours after treatment is started). 

· Scabies, head lice, or other infestation (until 24 hours after treatment is started and the child is nit free). 

· These contagious diseases (until a health professional determines that the child may be in childcare): 
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tuberculosis 

· strep throat 

· impetigo 

· mumps 

· chicken pox 

· hepatitis A 

· shingles 

· measles 

· pertussis 

· rubella 

Inclusion or exclusion of children with non-contagious conditions such as a disabling injury or illness, asthma, or failure to thrive must be determined by the program’s capacity to provide proper care for the child’s special needs. Each case will be considered individually.

INSURANCE COVERAGE

ALC has a comprehensive insurance package that includes:

1. Comprehensive General Liability

2. Workers Compensation and Employers Liability

3. Property Damage

Note: We recommend parents also purchase individual accident insurance policies.

MEDICATION POLICY

This facility will administer only prescribed medication to children for whom a plan has been made and approved by a licensed physician. Because administration of medication poses an extra liability for staff and having medication in the facility is a safety hazard, parents are asked to check with the child’s physician to see if a dosage schedule can be arranged that does not involve the hours that the child is in the care of the facility. Parents are welcome to come to the center and administer medication to their own children during the day.

MEDICATION PROCEDURES

A staff member will administer medication only if the parent has provided written consent, the medication is available in its original container and properly labeled, and the facility has on file the written instructions of a licensed physician to administer the specific medication.

1. Parents will provide staff with the medication in the original, child-resistant container that is labeled by a pharmacist with the child’s name, the name of the medication, the date of the prescription, the expiration date, and the administration, storage, and disposal instructions. 

2. Medication will not be used beyond the date of expiration. Medications without instructions to administer as needed will not be administered by this facility. 

3. A medication log will be maintained to record the instructions for giving medication, parental consent, amount, the time of the administration, and the person who administered each dose of medication. Spills, reactions, and refusals to take medication will be recorded in this log as well. 

AUTHORIZED CAREGIVERS

Each program maintains files that include the names, addresses, and telephone numbers of individuals whom parents have authorized to care for the child, to pick up children for them, and take children out of facility. Also listed in these files will be those individuals who are not authorized to pick up, care for, or remove the child from facility.
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EMERGENCY PLAN

Alpha Learning Center has a detailed emergency plan located in its risk management plan book. The book is kept in the receptionist office. 

First-Aid Kits:

First-aid kits will be located in each program room (inaccessible to children) and will be re-supplied following use to maintain the supply of items. A first-aid kit will be taken on trips (walking or vehicular) to and from the facility.

Program caregivers will check the contents of the first aid-kits and replace missing or expired items monthly.

Emergency Phone Numbers:

The telephone numbers of the Fire Department, Police Department, Hospital, and poison control will be posted by the phone. Emergency contact information for each child and staff member will be kept readily available.

Lost or Missing Children:

If it is determined that a child is lost or missing, we will immediately notify the authorities, the program director, and parents.

Child Abuse: 

All Staff of ALC are state mandated reporters of child abuse. If child abuse is suspected, we are required by law to notify the Local State Child Protection Agency so a full investigation can be conducted. It is up to the state agency to determine if actual child abuse or neglect has occurred. We are not required to inform parents of our decision to report suspected abuse. Also see our Discipline Policy.

Injuries or Illness Requiring Medical or Dental Care:

Injuries or Illness Requiring Medical or Dental Care:

1. The caregiver who is with the child will provide first aid as taught by the American Red Cross. 

2. The director or designee will contact the Emergency Medical System when immediate medical help is required. 

3. A staff member will accompany the child and remain with the child until the parent assumes responsibility for the child. Staff-to-child ratios will be maintained at all times for the children remaining in the facility. 

4. The caregiver will complete an incident report as soon after the incident as possible. The form will be signed by the parent, then copies distributed to the parent, the child’s record at the facility, and the facility’s injury log. 

5. _________________________________________ is the licensed provider who has agreed to accept emergency dental referrals of children and to give advice regarding a dental emergency unless otherwise indicated by the parent. 

1. Dental injuries will be given first aid as in 1 above. If emergency medical or dental care is required, a staff member will accompany the child and remain with the child until the parent assumes responsibility for the child.

Serious Illness, Hospitalization, and Death

The director or designee will immediately notify the authorities of serious illness, hospitalization, or death of a child or staff member that occurs during or related to childcare.

EVACUATION PLAN & DRILLS

A.      Evacuation Procedure: 

Staff-to-child ratios will be maintained and the children will be evacuated to the parking lot. 

1. The director will ensure that each staff member knows a specific evacuation route. 

2. The caregiver will carry the attendance and emergency contact information from the facility to the new site to be sure that no children or staff have been left behind. 

3. If re-entry to into the building is not possible, children will be evacuated to the Main Church building of Greater Walters AME Zion Church

4. Parents will be notified by telephone. 

5. Evacuation procedures will be posted in the facility in each program room. 

B. Fire Procedure: 

1. Anyone who discovers smoke or fire will activate the fire alarm and notify the Fire Department by calling 911. 

2. Staff will follow the posted Evacuation Procedures posted in their program rooms. 

3. The director will check that all areas of the building have been evacuated, and will close the doors of every room. 

4. Anyone who discovers a fire may use the fire extinguisher where necessary and safe. 

5. The director will report the fire to the childcare licensing agency within 24 hours. 

6. Fire drills will be held monthly in accordance with instructions of the local fire authorities. The timing of the drills will be varied to include early morning, mealtimes, and nap times. 

7. At least one drill per year will be observed by a representative of the fire department. 

8. All new staff will receive pre-service training on the evacuation plan. 

9. All infants will be evacuated using fire evacuation cribs with wheels (3 to 4 infants per crib)

C.Power failures: 

1. Caregivers will comfort the children, explain the situation, and urge them to remain calm. 

2. Director or designee will discover if the power outage is confined to the facility or inclusive of the neighborhood. 

3. Director or designee will activate the emergency power lighting system. 

4. Unless power failure is accompanied by an emergency situation requiring evacuation, children will remain inside. 

5. Director or designee will notify the local power facility and request assistance. 

6. If the weather conditions do not permit the maintenance of safe temperatures within the facility parents will be notified by telephone. 

D. Weather-Related Closing of the Center

1. Should snow or storm require the facility to close during operating hours, parents will be notified by telephone and /or radio broadcast.

E. Other Weather-Related Situations 

1. Staff will follow the appropriate posted emergency procedures for the situation and wait for authorities to arrive.

HEATH CONSULTATION

A licensed physician will provide ongoing consultation to the ALC. He or she assists in the development and approval of all written policies relating to health and safety. The health consultant will visit the facility at least monthly to review and give advice on the health component. The health consultant will provide advice about accommodations required for children with specific health problems, design and review surveillance systems for injury and illness, assist with staff and parent education, and be a source of contact with the health care community.


HEALTH EDUCATION
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Health education will be a part of the curriculum for staff, parents, and children. Topic areas for staff and parents may include nutrition, stress management, exercise, child development, prenatal care, management of chronic disease, substance abuse, safety, first aid, control of infectious disease, and other topic areas based on community needs and interests.

All health education activities and materials for children will be developmentally appropriate. Health practices will be integrated into daily routines and focused on such topic areas as physical health, dental health, social health, emotional health, safety, and first aid.

HEALTH PLAN
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Immunizations will be required according to the current schedule recommended by the State Health Department. Routine preventive health services will be required according to the recommendations of the State Health Department. Documentation of an age-appropriate health assessment should be obtained before care starts. Parents are responsible for assuring that their children are kept up-to-date and that a copy of the child’s health assessment is given to the program. A visit to the doctor for a special health assessment or new documentation is not required for admission if documentation of an age-appropriate health assessment is provided. Questions raised about the child’s health will be directed to the family or (with parental consent) the child’s health provider for explanation and implication for childcare. The director or designee will review child health records and will also check with the public health department for updates of the schedule for routine preventive health services annually.  Children will not be excluded for failure to immunize for up to 30 days after enrollment unless the health of others in the facility is at risk. A child whose immunizations are not kept up-to-date will be dismissed after three written reminders to parents. The State Health Nurse will check the facility’s records to be sure each child’s immunization and other routine preventive health services are current. Parents will be reminded to provide documentation of health assessments.

MEALS & SNACKS 
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healthy, balanced diet for the children. The infant meal plan changes throughout the first year to accommodate the changing needs of each infant. The older infant, toddler, preschool and school-age meal programs serve breakfast, lunch and an afternoon snack and incorporate activities into mealtime for socializing and developing self-help skills.  Fresh fruits, vegetables and whole grains are an essential component of our daily menu. Weekly menus are posted at each center and on our Web page. When you complete your enrollment forms, you will inform us of any allergies or special dietary needs of your child. These special needs are incorporated into the meal plan for each program and monitored by the staff.

A weekly menu will be displayed for each family to review.

Meal times are as follows:

Breakfast: 
Children need to arrive prior to 8:30 a.m. to receive breakfast.

AM Snack: 
10:30a.m. – 10:45 p.m.

Lunch:  
11:00 a.m. – 12:00 p.m.

PM Snack:  
3:30 p.m. – 3:45 p.m.

If your child requires a modified diet, a physician’s written authorization is required.

NUTRITION POLICY
INFANTS: 
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• You are required to clearly label all bottles of formula or breast milk with your child’s name and the date.
• Only bottles labeled properly and dated for the present day will be used.
• Infants will be fed expressed breast milk or iron-fortified formula, on demand, unless a parent provides a physician written instructions stating otherwise. All infants will be held in the caregiver’s arms during feeding. Older infants will be fed in a sitting position.
• Breast milk will be thawed under cold running water or in a refrigerator and must be warmed in a separate container from any other bottle, to avoid contamination.
• Bottles will be warmed in a crock-pot, using warm water only. Bottles will not be permitted to stand at room temperature for extended periods of time, to avoid spoilage.
• All reusable bottles, nipples, bottle caps and other utensils will be sent home daily to be washed and sanitized by the parent.


TODDLERS AND PRESCHOOLERS:
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• Children and staff properly wash their hands before all meals and snacks.
• All food, including snacks and beverages, meet or exceed the USDA and DCFS standards of nutrition.
• All food is cut in appropriate sizes, to avoid choking. 
• Children are not forced to eat. Food is not used as a reward or punishment.
• All meals are served family style.
• Children who are in care for 4 to 6 hours are served 1 meal and 1 snack. Children who are in care for 7 to 10 hours are served 1 meal and 2 snacks or 2 meals and 1 snack. 

QUIET TIME / REST PERIOD

All children under the age of five are required by state law to have a rest period while at day care.  Our rest period is from 1:00 p.m. to 3:00p.m.  To avoid disrupting the children who are napping, please try not to schedule pick-ups at this time.  If you must pick up your child during quiet time, please notify ALC in advance so that we may have your child ready upon your arrival.  No drop-offs will be permitted during quiet time.  

ALC will provide a quiet place for each child to rest.  Each child will have their own cot and blanket.  Infants less than 2 years of age will be placed in cribs for naps.  If your child has a special stuffed animal/doll or blanket to sleep with, they will be allowed to use them at this time.  However, infants will not be allowed to have anything in their cribs besides a blanket for safety reason. These items will be put away during the day and only brought out for quiet time.  Children who do not fall asleep or who wake early will be directed to quiet activities that will not disturb other sleeping children.  

OUTDOOR PLAY POLICY

Daily outdoor activity is very important for your children and is planned whenever possible. In the winter we will go outside as long as the weather is permitting and the temperature does not go below 25 degrees.  Children will not be excused from this portion of the program without a doctor’s written statement describing the illness or condition preventing the child from playing outdoors. If children are dressed properly, the weather should not pose any health risk. Please supply the appropriate clothing for the weather extremes found in Illinois. In winter, children should have available to them mittens, boots, shoes, hats, and snowsuits, or snow pants with coats. In the summer, they should have available to them: cool tops, sandals, towels, swimsuits, and shorts.

SIGN IN / SIGN OUT PROCEDURE

To check your child into the center:
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Each day, the parent should:

· Escort the child into the center

· Assist the child in hanging up his/her coat, and putting belongings away

· Notify a member of the teaching staff of the child’s presence

· Insure the child’s comfort

· Fill out the sign in sheet

· Please remember that we cannot be responsible for any child who is not properly checked into the center

To check your child out of the center:

· Upon arrival to pick up your child, please assist them with putting on their coat, and

· collecting belongings

· Notify teaching staff that you are taking your child

· Record the time the child leaves the center on the sign out sheet

· Mailboxes are located in each classroom. Please check your mailbox and child’s cubbies for daily for receipts, notices, and

· Daily reports that contain information on your child’s day.

MONTHLY NEWSLETTER

Each month ALC will distribute our monthly newsletter, and Alpha Announcements, to each family in each parent’s mail box.  

FACILITY RULES

ALC rules are in place for the health and safety of the children. We also believe rules help in developing a child’s own sense of self-control.  We teach respect for other people and respect for property, and achieve this through compassion and consistency.  Please take the time and review the following:

No running indoors

We use our inside voice while indoors

We respect each other at all times

No children on the elevator without an adult

Children must be escorted by an adult when outside the classroom

Children must sit while eating or drinking (young infants are held) 

STATE LICENSED

ALC is licensed by the State of Illinois and operates to meet or exceed the standards for day care centers.  These standards relate to our facility, staff, health and safety procedures, nutrition, teacher/child ratios and record keeping. State and city health and fire licensing offices routinely inspect our school as well.

DAYCARE VS. EARLY CHILDHOOD CENTER
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ALC is not just a daycare; it is a licensed early childhood center and uses a thematic curriculum to promote character education and kindergarten readiness.  Each classroom consists of permanent and flexible learning centers.  Learning centers are clearly defined and arranged to promote independence, decision making and encourage social involvement.  Children will have options for active and quiet play.  All of our classrooms have age appropriate materials, which will stimulate a child’s natural curiosity to learn. Each program at ALC offers learning experiences that enhance socialization and emphasize important preparation skills for the future.  Social /self-help skills, gross-fine motor skills and cognitive learning skills are developed and enriched. Children learn skills through "hands-on" activities and by sharing new experiences.  Children will learn to develop their feeling by making new friends and exploring their own learning environment. 

STAFF CREDENTIALS 

Not only are our staff CPR and First Aid trained as well as licensed early childcare providers, but they also are required to complete 15 hours of ongoing training each year.  This ensures they are always kept up to date on the latest health, safety, and DCFS procedures.  The lead teacher in the classroom has early childhood teaching credentials and experience. The assistant teacher must be on an educational path towards early childhood education.  Directors must complete a full certification program and earn at least 18 early childhood credits.  All personnel must undergo a full screening and background check as well as receive a physical examination and TB test.  


POLICY HANDBOOK

Anytime a change is necessary in the Parent Handbook, parents will receive two weeks notice of change and a new agreement page will be added.

