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Digcovery Learning Center!

My name ig Rebecca Belgki. I am the owner
and director. I have my B.A. in early
childhood/elementary education ag well ag
my Magter's ag a Reading Specialist.
Duck Hollow hag been operating gince
September 1999.

I work with 15 dedicated teachers/staff
membere that make thig center a success!

To facilitate a greater understanding
between the provider, parents, and
caregivers, we have created thigc handbook.
It covers all of our childcare philogophies,
buciness policies, and expectations.
Pleage read thi¢ handbook carefully, and feel
free to digcuse with ug any questionse that

you may have.



Backqround

Duck Hollow Digcovery Learning Center i¢ a private Center establiched for
the care and development of children ageg 2 monthg to & yearg, We
provide a high quality, stimulating environment where children can
explore and develop gkille ag well ag motivate creativity,

Duck Hollow began operation in September 1987, Our Center ig licenged
by the Department of Public Welfare, NAEYC accredited and a Keystone
STAR 4 Facility Qur Teachers and Supervigors surpass all state
requirements,

Our facility hag Labor and Indugtry approval and exceeds all ¢tate safety
requirements. Some facility safety featureg include emergency exite with
safety doorg, heat and gmoke detecting gystem wired directly to the police
and fire departmentg, and a monitoring obgervationg gystem.

Migeion Statement

The miggion of Duck Hollow Digcovery Learning Center ig to create and
fogter a learning community, which will ultimately prepare our children fo:
the future. Our well-trained staff will provide diverse learners with a
multitude of experienceg that will enrich them gocially, emotionally,
morally, and intellectually Our Center will continue to be a wonderful
place for children to learn and grow, to develop self-esteemn and
friendehipg, and to celebrate and ¢hare accomplishments, Graduateg from
the Duck Hollow Discovery Learning Center will leave with a gound

academic foundation, a lifelong love of learning , and a pogitive gelf-worth.



Enrollment Policy
There are geveral formg that we mugt have completed and in our
posggesgion before we can aggume the regpongibility of caring for
your child. Thig i¢ to engure that your child will get the very begt
care poggible. All formg must be updated at least every € monthg,
except for the child health aggesement which ig¢ updated annually.
The formg are ag follows:
e Computerized Regigtration Form
e Signed and Dated Tuition & Agreement Contract Form
e Child Health Acgegement Form
If you have any questions regarding the completion of thege formsg,
pleage feel free to ack

Tuition/Payment Procedureg
e Parente are regpongible for payments on a bi-weekly or

monthly bagig.

e Alate fee of $10.00 will be added to balances not paid by the
Friday indicated on the calendar. If the fee ign't paid by
Monday morning of the following week, your child'¢ enrollment
will be interrupted until the outstanding balance ig paid.
Continued late paymentg will regult in termination of our
contract Should payment not be made for the gcheduled week,
the parent forfeite the one-week depogit and due paymente
mugt be made before a child can return to echool.

e There ig no reduction of feeg due to the abgence of a child.

e There ig a $10.00 processing fee for all returned checks. If two
checke bounce in a year's time, cagh paymente will be required.

¢ The current rates are gubject to change. A 30-day notice will
be provided prior to a change in feeg.



Regqistration/ Depogit/Late Feeg
An annual $45.00 non-refundable registration fee ig required at
the time of regigtration along with a one-week depogit, which will
be credited towardg your child's lagt week of enrollment. A late fee
of $1.00 per minute/per child/per teacher will be due upon arrival

Hourg of Operation
Normal hourg of operation are Monday through Friday from
6:30 a.m. to 5:30 p.m. Add-ong may be accepted to our daily
gchedule if there ig a pogition open for that day, and they will be
accepted on a firgt come, firgt gerve bagie. We would appreciate ag
much notice ag posgible, although we know there are often
emergencies. Please give ug a call in the morning and we will let
you know if we have gpace available.

Signing In/Out
I agk all parente to uge the attendance tracker to gign their children
in and out. Directiong are located on the monitor for your

convenience. Pleage remember your code and remind any other
authorized pick-up pergon of thig procedure. Ag alwayg pleage feel
free to agk a teacher for aggigtance if needed.

Abgenceg
There are no refunds or adjustmente made for days migged due to
abgence or illnegs. We do not permit flexible scheduling or
gswitching dayg that are migeed. Thig i¢ not poggible when we must
abide by a certain gtaff-child ratio.



Arrival and Departureg
State law requires that certain procedureg be followed when
arriving and departing the Center. When entering or exiting the
parking lot, pleage drive glowly and watch for children being
accompanied to and from the Center or Playground area. Pleage do
not park next to the building, including the handicapped zone. Exite
mugt be eagily accesggible and may not be blocked by vehicles. The
ignition of all carg mugt be turned off and the keyg removed from
the ignition. No child may be left unattended in a vehicle.
All children muet be accompanied by a parent or degignated adult
into the Center. While the children are in the hallwayg or walking
to or from their carg, their care and gafety i¢ the regponsibility of
the parent.

The children will be releaged only to their parents unlegg written
ingtructiong are received in the morning permitting pick-up by
another adult that ig ligted on the pick-up liet. We will algo agk for
photo identification of the pergon picking up your child. 1do not
mean to offend them. It ig gimply a meagure taken for your child's
protection.

It ig normal for gome children to have difficulty geparating from
parents, or cry when dropping off Pleage make your drop-off brief,
the longer you prolong departure, the harder it gets. A ¢mile,
cheerful good-bye kigg, and a reasguring word that you will be back
ig all that i¢ needed. In my experience, children are nearly alwayg
quick to get involved in play or activitieg ag goon ag parents are
gone. Feel free to give ug a call to gee how he/she hag adjusted.



Holidayg
We are cloged for geveral holidays. Pleage check our webgite for a
ligting of thege dayg ag¢ they do change annually. Pleage remember
if your child attende thege days, payment i¢ ¢till required.
Vacationg
You are required to pay for holidays. You will be eligible for
one-week unpaid vacation, only after 6 congecutive monthg of your
child attending the Center. Please give the director a two-week
written notice of any permanent gchedule change, vacation, or
enrollment termination. Failure to do go will regult with payment of
required weekly fee. If your child leaves the center for any amount
of time and returng, you are gubject to an additional regigtration fee

Coordinated Child Care Serviceg
CCIS provides funding for familieg in need of childcare and
pre-school for young children. Certain requirementg and income
guidelines need to be met in order to qualify. Pleage gee the

director or call the number below for any information needed
regarding thig gervice. (724-425-18158)

Dregg Code
Although we do not have a specific dregs code at school, we do agk
that the children wear clothes that they can manage easily when
going to the bathroom. The children are involved with outdoor play
art activitieg, and mealg that goil their clothing, o wear clotheg tha
are eagily waghed. Keep in mind the kind of shoeg the children are
wearing to gchool. Sandalg and shoeg without toeg may be difficult
to wear on the playground. During inclement weather, children
wearing bootg would be more comfortable with a change of glippers



temge Needed

The following are a few itemg that children need to bring with them to
gehool:
Infante

Diapere/Wipeg/Ointmentg/Powder

Binkie (if your baby preferg)

bottleg, formula, baby food

Blanket

2 complete gete or clotheg, including gocke (pleage replace when goiled)

Waddlerg

Diaperg/Pull-Upe/Wipeg

Lunch box with a cold pack 1 breakfagt/1lunch/Z ¢nacke

Bottle of juice and milk weekly or bi-weekly (depending how often your child
attende)

Nap Blanket (can be purchaged in the office to meet STARS requirement)

2 complete gete or clotheg, including gocke (pleage replace when goiled)

Toddlerg

Diaperg/Pull-Upg/Wipeg

Lunch box with a cold pack 1 breakfagt/1 lunch/2 gnacke

1 Sippy Cup to gtay at school

Bottle of juice and milk weekly or bi-weekly (depending how often your child
attende)

Nap Blanket (can be purchaged in the office to meet STARS requirement)

2 complete gete or clotheg, including gocke (pleage replace when goiled)

Pregchool/Pre-K

Lunch box with a cold pack 1 breakfagt/1 lunch/Z gnacke/3 juice boxeg
Nap Blanket (can be purchaged in the office to meet STARS requirement)
2 complete gete or clotheg, including gocke (pleage replace when goiled)

All pergonal belonginge ¢hould be labeled with child'e name. It ig not

neceggary to bring eating utencilg, cupg, digheg, or toyg ag they will be
supplied. If any of thege itemg are brought, pleage label with your child's
name to avoid mix-upg¢ with the other children.



Curriculum

At Duck Hollow Learning Center, we implement a literature-baged
curriculum that focugeg on 11 interegt areag outlined in Creative
Curriculum. We algo align our curriculum to meet PA Early Learning
Standardge Digcovery techniqueg are uged to allow children to explore,
obgerve, compare, and promote creativity,

We believe that children learn begt in a gafe, warm, loving environment.
Our teachers nurture, aggess, and encourage children to attain the
following goals:

* Self-egteem & Independence - encouraging each child's pride individual
characterigtice, familieg, experienceg, and accomplichments,

* Interaction & Cooperation - promoting children's gocial gkillg for
diverse adult and peer relationg, including ligtening, ruleg and routineg,
group participation, care for ¢hared materialg, and conflict regolution,

* Communication - facilitating comprehengion and expreggion gkillg
beginning with oral and progresging to written language.

* Digcover & Exploration - fogtering a pogitive attitude toward learning
through quegtioning, obgerving, and experiments with varied materialg
related to diverce themeg,

* Phygical Capabilitieg - giving children opportunities to uge their
growing bodieg to develop ¢mall and large motor gkillg,

* Creativity - cultivating each child's ability to exprege ideag and
emotiong through art, music, movement, and drama.

Proqregs Reportg

Teacherg will evaluate the gtudents twice a year. (within 6 monthg of
their start date, and there after). Student Portfoliog will be given to the
parentg during Parent-Teacher conferenceg or upon graduation



Nutrition and Phyeical Activity
Parentg are requegted to prepare a morning snack, lunch, and afternoon snack
for their child each day, Children who come to gchool early may algo bring
breakfaet with them, For healthy e¢nack ideag vigit
http://nutrition.preechnolrockeom/index.php/preschnoler foode meale enacke
/healthy gnacke for preschoolerg

Outdoor Play
We will be playing outdoorg everyday that weather permits, Pleage make gure

your child i¢ appropriately dresged for outdoor play, Our activitieg will include
walke, playground, water play (gprinkler in gummer), toy riding, and othere
Children will engage in outdoor and/or indoor active movement at leagt 1 hour
per day (iefloor exercigeg, a mugical parade, dance, walking, etc.)

Digeipline
We maintain a pogitive digeipline policy, which focugeg on prevention,
redirection, love, congigtency, and firmnege. We teach the children 1o focug on
our 6 goalg of charactar adncation which are: Fairnege, Re¢pongibility, Regpact,
Citizenghip, Trugtworthinegg, & Caring. Our motio i If a child i¢ occupied, the
teacher will have legg behavior problems. Therefore we keep the children
engaged in activitieg to avoid probleme We aleo have a get of ruleg that the
children abide by throughout the day. If a child exhibite behavior that ig
threatening to other children, the parents will be contacted by the director to
gchedule a conference,

Regt Period

Our nap geheduleg for toddlerg and pre-echooler varieg between 12:00-32:00.
Children are required to rest for twenty minutes. Thoge children who do not
nap are welcome to engage in an ingide quiet activity Infante ¢leep in individual
cribg labeled with their name, Bedding i¢ wached daily,

Potty Training
Teaching children independent bathroom gkillg ig a part of the development of
toddler children. We attempt to keep children on a gchedule and document
their progrege. We ack that you ghare with ug any parental guggestiong on
approacheg that have worked for you at hoe,



llness
In order to protect the health of all of our children, we agk that
parente keep children at home with the following:
¢ A temperature of 101 degreeg or higher (a child needs to be
fever free for a minirmum of 24 hourg before returning to the
Center, that meang without the aid of Tylenol, or any other
fever reducing subgstance.)
e Sore throat, ragh, vomiting, diarrhea, or earache.
e Diarrhea: runny, watery, bloody gtools, or Z or more looge
gtoolg within lagt 4 houre.
¢ Vomiting: Z or more timeg in a 24 hour period.
¢ Runny nose, draining eyeg or ears.
¢ Anyother childhood digeage.
**Should a child develop any of thege symptoms at ¢chool,
parentg will be notified immediately to pick up their children.
Pleage remember that a doctor's excuge ig needed to return to
gchool anytime that your child ig gent home with any of the
above gymptoms. Children too gick to participate in our program,
including outdoor play, ghould be kept at home.

Medicationg
Medication ¢an not be adminigtered without written congent of a

phygician. All medicine mugt be in itg original container with the
pharmacist's label, child’¢ name, dogage ingtructions, current date,
name of medication, and timeg to be adminigtered. The parent
mugt complete the medicine cheet when the child ig dropped off.
A teacher may not fill in or gign the medicine sheet for you.
Pleage do not gtore the medicine in your child's lunch box. To
engure your child receiveg the medication, pleage hand the
medication to a gtaff member.




Child Abuge Policy

Regulation # 3270.19 of the Department of Public Welfare Penngylvania
Code Book stateg that all pergong working in the facility are mandated
to report any gugpected child abuge. According to Regulation # 2270.4
in the Department of Public Welfare Penngylvania Code Book, child
abuse ig a gerioug phygical or mental injury, which ig not explained by
the available medical higtory ag being accidental We report sugpected
child abuge to a 24-hour toll-free Childline:
1-800-932-0313/1-800-932-0316 for the hearing impaired,

Non-Digcrimination Statement
We do not digcriminate on the basig of race, gex, religion, age, digability,
martial ¢tatug, national or ethnic origin, or any other legally protected

claggification. Thig policy applies to employment practices and
acceptance into the program.

A Final Note

[ am alwaygs willing to discugs any suggestions that parents have to
improve our Center. I feel open communication ig a very important part
of thig buginegs. If there are any problemg or concerng that you have
with the center, teachers, or policieg, I encourage you to talk to me
about them. Thank you for ¢gharing your child with ug and we look
forward to being an integral part of your child's education,

-Mig¢g Rebecca

"Experience the Difference in Pre-Schoolg”





