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Parent Handbook 

9 Ozick Drive
Durham, CT 06422
Phone: 860-349-2335
Fax:  860-349-8980

Email: nicole@dolphindays.net
            Nicole Carta

Director 

WELCOME

We would like to welcome you to Dolphin Days Learning Center. We look forward to working closely with you. Dolphin Days Learning Ceneter accepts children ages 6 weeks to 12 years old. The hours of operation is 6:30am – 6:00pm Monday through Friday.  Please feel free to address the Director with any comments or concerns at any time. We are pleased that you have chosen, or are interested in, our program for your child(ren). Please keep this handbook for future reference.
MISSION STATEMENT
Dolphin Days Learning Center is an inclusive community that strives to promote the child’s physical development, social emotion growth, and provides opportunities for cognitive development which is crucial during the early stages of development. 
OUR PHILOSPHY
Dolphin Days Learning Center has been providing care for families of infants to school age children since 2001. , We provide a stimulating program that promotes the child’s social, emotion, physical, and intellectual growth. 

At Dolphin Days Learning Center, the students gain knowledge and experience by active participation.  The curriculum is planned carefully and thoughtfully by the classroom teachers that includes developmentally appropriate content and materials for each age group. The role of the teachers is to guide, to encourage, to model behavior, and to strive to help children grow in all areas of development.

Dolphin Days Learning Center provides young children each child with emotional security, physical, intellectual, and social development through stimulation and creativity in a safe, healthy, nurturing environment with an outstanding program. These aspects of the child’s development will be carefully planned for and periodically assessed. We also create an early childhood setting based on trust, honesty, respect, and love for one another and the environment.
 
tc "ADMISSION PROCEDURES"ADMISSION PROCEDURES
1. Tour of the facility 

2. A Parent Packet containing policies and procedures will be presented to the  
    parents. All necessary forms and applications needed for registration are in this packet.

3. Upon registering a child in the program the following information is necessary prior to   
    enrollment:
· Enrollment Application
· Tuition Express Enrollment Form

· Connecticut Early Childhood Health Assessment Record
· $200 Security Deposit (non-refundable)                   
tc "OPEN DOOR POLICY"OPEN DOOR POLICY
We have an "OPEN DOOR" policy and we invite you to participate, attend, or observe your child's daily activities AT ANY TIME without prior notice. We also encourage you to call or email Nicole whenever there is a concern or if you just want to "check in" on your child.

tc "DAILY REPORTS"DAILY REPORTS

It is our policy to provide each parent with a daily report (up to the age of three) at pick up time.  This will give you information on when they ate, what they ate, when they slept, when their diaper was changed or went potty, as well as special notes.  If for some reason you fail to receive these reports please request them.  There will also be a Curriculum Sheet, which is theme-based, posted in each room so you can be kept informed of the daily activities and the objectives of the week. The pre-school class rooms will provide a journal at the end of your child’s week that will contain information on what your child is learning for that week and it may have an activity for you to do with your child. 
CONTACT US BY…  
If you need to contact the center please call 860-349-2335.  If you have a question that does not need an immediate response, please feel free to email us if you feel it is more convenient.  The email for the Director is nicole@dolphindays.net. We will respond to your questions as soon as possible.  Our fax number is 860-349-8980.
tc "TUITION"TUITION
1. A non-refundable $200 deposit is required with all enrollment forms.

2. Tuition is due at the beginning of the week or the month depending on if you are paying monthly or weekly. 
3. If you are using auto payment all payments are taken out on Mondays for those of you who pay weekly. If you pay monthly all payments are taken out on the 1st of each month. 

4. Your regular payment is due regardless of your child’s attendance (i.e. vacation, sick days, holidays). 

5. Payment is still due if the center has to close for any purpose including inclement weather or power outages. 

6. If you have gone more than 30 days without payment we reserve the right to void your security deposit and you will be asked to leave the center if payments are not made 

7. Please speak with us if you are having trouble making payments and we will see if we can make arrangements with you to avoid getting dissimissed from our program.
It is your responsibility to make sure that you are up to date with your payment.  The center will notify you as much as possible if your account is past due and again, it is not our responsibility if you fall behind with your payments.  
We will send invoices upon requests.  Please review it to make sure all of the information is correct and that your account is current. You may also check your balance on the check in/out machine at the front entrance.
tc "METHOD OF PAYMENT"METHOD OF PAYMENT

Our method of payment is Tuition Express. Either a credit card or a bank account number(ACH) may be used to apply payment. If you are unable to sign up for express payment then cash or check can be used to pay. 
tc "ARRIVAL AND DEPARTURE"ARRIVAL AND DEPARTURE
Dolphin Days Learning Center’s hours of operations is Monday through Friday 6:30am -6:00pm. 

All children have contracted hours of arrival and departure; these hours are determined by you and are written on the child's application. 
Each child can only attend the center for a 10 hour max each day. If the daily 10 hours are exceeded for any reason your weekly fee will be adjusted at the rate of $5.50 per 1/2 hour, per child. Please be respectful to your children’s teachers’ schedules and arrive on time for pick up. 
It is important to note that your weekly fee structure is based on a 10-hour day, and the staff's schedules are based on the children's daily schedule. If after placing your child in the program you find that you need to adjust the arrival and departure times, please notify your Director. If the days that you request are not available, you will be put on the center’s waiting list. If for some reason, you are going to be late in your arrival or pick up please call and notify the Director (Please check the late policy for more information). 

When you arrive to pickup your child for the day, they are your responsibility.  Please do not allow them to roam around the center unsupervised.  All property within the center is to be treated with respect so please do not allow children to climb on tables, throw toys, run through the hallways, etc. During drop off and pick up please make sure to supervise children at all times in our parking lot. 

Vehicles should not be left idling in our parking areas, unless you were given permission from the director. 

Please walk your child/children to and from their classroom. 

Please inform our staff of any pertinent information when you drop off your child (ex: medicaine given, woke up early, last feeding, etc.) 

No child will be dismissed from their classroom without an adult to accompanying them. 

Please make sure that you are checking your child in and out through our procare machine located in the lobby; if the machine is done make sure that a teacher and/or director is notified the time you are dropping off or picking up your child. This is a Connecticut State requirement for the safety and well-being of your child. 

Children are not permitted to go home with anyone other than a parent/guardian, unless otherwise stated in writing to the director and anyone picking up other than the parent/guardian will need proper Identification. 

If there is an emergency and you need to have your child or children picked up by someone not on the emergency contact form, please call the center and email the director to let them know who will be picking up your child or children at that time. They will need a designated drivers license to show at the door during pick up. 

No child will be dissimissed to someone without the appropriate identifaction. 

SECURITY AND BUILDING ACCESS 
The safety and well- being of each child is our foremost concern. Please be advised that we take the following procedures as our standard safety precautions. 

1. All of our doors are kept locked. The only entrance to Dolphin Days Learning Center is the center front door. 

2. When you enter the lobby you cannot enter the building unless you fingerprint has been scanned into the system or that you have two four digit passcodes. This is done your child’s first day of school; this allows you access to the building and it checks your child/children in and out. 

3. If the computer system is down the door will remainded locked and there will be a designated staff member to open the door and record your child’s in and out times. 

4. If the staff member does not know who you are they will ask for proper ID before letting you into the building. 

tc "ATTENDANCE"ATTENDANCE 
Parents must bring their child into the classroom each morning. We do not allow children to be left at the front door. This is important so that the teachers know when the child is in our care. Please do not pick up your child through the fenced in area.  Come inside the building or within the fenced area and greet your child with his/her teacher. This is to ensure the safety of all those involved.

Children will not be allowed to go home with anyone other than a parent, designated guardian, or the escort whose name appears on the child's application, unless the Director has been notified in advance in writing by the parent. Anyone coming into the Center to pick up a child must be able to identify himself or herself with an acceptable photo ID. Please let this person know that we will be checking their identification when they do arrive so they are prepared for this. This is to ensure the safety of your child and others at the center. It is crucial that you properly notify the Director as to any changes in your pick up plans, as we will not let a child leave the center unless properly notified. A phone call in an emergency is acceptable, but it must go to the Director. We appreciate your cooperation in this matter.
Temporary switching of days is not permitted unless you add a day to your child’s week if you have a scheduling conflict or an emergency.  Example- If your child attends M, W, F and you need to bring your child on a Tuesday instead of Wednesday, you will need to pay for the additional day even if your child does not come that Wednesday.  

tc "ABSENCES"ABSENCES
 Please notify the Director when your child will be absent, whether it is for illness, vacation, day off, etc. Please note that your regular tuition is due for that week, regardless of time taken off from the program. 
LATE PICK UP POLICY

In the event of a child not being picked up by closing time the staff of Dolphin Days Learning Center will complete the following steps:

1. Two Program staff members 18 years of age or older will remain on the licensed premises with the child at all times.

2. If the child has not been picked up within 10 minutes of the child’s scheduled pick-up time, a staff person will attempt to call the child’s parents/guardians using the numbers provided. The director will be notified if they are not present will also be called at this time. 

3. If ther eis no response at either number, the staff will wait 5 minutes, and then  try again.

4. If the parent/guardian cannot be reached, the staff will attempt to call the emergency and authorized, alternate adults provided by the parent/guardian at the time of enrollment. 

5. The police will be called after (30 minutes) if the parents/guardians or other specified adults on the permission to release forms cannot be reached. At that time the child may be released to the police. The non-emergency number for our loval police department is (860)399-2100.

** Under no circumstances is the Director or any staff to take the child home with them. Abandoned children are turned over to the authorities as soon as all means of locating the parent/guardian have failed. 
tc "LATE PICK UP CHARGE"LATE PICK UP CHARGE

It is important that you pick up your child at the designated time. We close promptly at 6:00 P.M. and expect all children to be picked up by this time. A $1.00 per minute late penalty per child will be charged for the first 5 minutes and $5.00 per minute for every minute thereafter if you pick up past closing time.  If you are unable to pick up your child by closing time, please call the center. There are always at least two staff members present at all times. 
tc "EMERGENCY CONTACT PERSONS"EMERGENCY CONTACT PERSONS

Every parent must fill out an emergency contact form with at least two emergency contacts, i.e., relative, friend, neighbor, who is willing and able to assume responsibility for picking up your child in the event that you cannot be reached. We must have accurate phone numbers at home and work so that we can contact these persons at any time, in the event that the parents cannot be reached.  If you will not be able to be contacted on a certain day, please let us know the person to contact in case of emergency.  
VERIFICATION OF LEGAL CUSTODY

If there is an issue as to who has legal custody of a child, we must have on file a copy of the court order recognizing the parent who has legal custody. Otherwise, we have no choice except to release the child to their parent. 
tc "KEEPING INFORMATION CURRENT"INFORMATION UPDATES
It is extremely important that you notify the Director immediately if you should: 

•
CHANGE YOUR ADDRESS

•
PHONE NUMBER

•
WORKPLACE

•
CELL PHONE

•
CHANGE IN CUSTODY

•
WORK PHONE NUMBER

•
CHANGE YOUR HOURS OF ATTENDANCE

You must also keep your EMERGENCY CONTACTS current as well as their address, work and home phone numbers. Accurate information is critical for efficient, professional handling of emergencies. Please let us know of any changes in writing as soon as possible. 
PRIVACY

Dolphin Days Learning Cneter values the privacy of our students and families. All children’s health and safety files are confidential and available upon request to the following parties: 

· Administators and educators who have consent from a parent or legal guardian to access the records

· The child’s parent or legal guardian

· Regulatory authorities 
tc "WITHDRAWAL OF CHILD BY PARENT"WITHDRAWAL FROM PROGRAM
At least two (2) weeks written notice is required prior to date of withdrawal from the program. In lieu of notice you may wish to pay the extra two weeks and remove your child without notice.

NOTE: The center reserves the right to refuse placement of any child if the Director feels such placement would be detrimental to either the new child or to existing enrolled children. We also reserve the right to ask for removal of a child after placement by giving two weeks notice if in our judgment continued attendance would be detrimental to the child or others.

TEMPORARY DISENROLMMENT

If you would like to disenroll your child and return at a later date, there are two options.

1.) You can disenroll the child and be placed on the waiting list.  When your spot is available, you will be contacted.

2.) You can pay 60% of tuition for the time that you are out.  You need to be out of the center for a minimum of 3 weeks.
tc "HOLIDAY SCHEDULE"HOLIDAY SCHEDULE

Holidays are subject to change based on the day that it falls on.  If the holiday falls on a Saturday we will celebrate it the preceeding day (Friday).If the holiday falls on a Sunday we will celebrate it on the following day (Monday). We reserve the right to close for any day whether it is a holiday or not.  If a change is made in this schedule, you will be notified at least 30 days in advance.  We are closed for the following days unless otherwise noted.

•  NEW YEARS EVE DAY (Dec. 31)
•  NEW YEAR'S DAY:  If the holiday falls on a Saturday we will be closed the preceding      
   Friday. If the holiday falls on a Sunday will be closed on the following Monday. 

•  GOOD FRIDAY

•  MEMORIAL DAY (on the day of State celebration)
•  INDEPENDENCE DAY:  If the holiday falls on a Saturday we will be closed the preceding 
   Friday. If the holiday falls on a Sunday will be closed on the following Monday. 
•  LABOR DAY (on the day of State celebration)

•  THANKSGIVING DAY (on the day of National celebration) 

•  FRIDAY AFTER THANKSGIVING 

•  CHRISTMAS EVE DAY (Dec. 24)

•  CHRISTMAS DAY  If the holiday falls on a Saturday we will be closed the preceding Friday.  
    If the holiday falls on a Sunday will be closed on the following Monday. 

If a holiday falls on a weekend, we will close the center on either the day before or the day after the holiday. (Applies to Christmas, New Year’s, and the Fourth of July only.)
NOTE: ALL TUITION FEES REMAIN THE SAME FOR HOLIDAY WEEKS.
HEALTH POLICY

A recent examination by a physician is necessary BEFORE the child’s first day at Dolphin Days Learning Center. All standard vaccinations recommended by the center for Disease Control are required and must be noted on the medical form. These forms must be on file and updated each time immunizations are given and each year for a physical. If they are not updated Dolphin Days Learning Center will be in violation of state regulations, and your child will not be able to attend until we have the proper forms. 

NOTE: No child will be admitted to Dolphin Days Learning Center without this important paperwork as require by the State of Connecticut. 
ILLNESS POLICY 

During the year, children may develop many common illnesses. If your child/children feel ill before school, please keep them home for the day. 

1. If your child has diarrhea (more than one loose bowl movement) or vomiting, please keep them home until 24 hours after last incident.

2. If an illness requires an antibiotic, the child cannot return to school until on medication for 24 hours (i.e. conjunctivitis and strep throat). 

3. If your child has had a fever they must have had a return to normal temperature for 24 hours without medication before returning to school 

4. If your child has head/lice they must be nit free before returning to school. 

5. Individuals who has been diagnosed with a communicable disease or infection will need a note for the doctor to return. 

Parents have one hour to pick up their sick child from the center. 
We are very strict about this policy because we have an obligation to all our parents and children as well as the staff to provide a safe, healthy environment. We will contact everyone to let them know if an illness is going through the center and to be on the lookout for any symptoms. 
We do appreciate a phone call any time your child is ill so we can document the illness and be aware of any other concerns with other children within the center.

tc "MEDICATION"MEDICATION
Our staff is certified to administer medication and there are regulations that need to be followed.
1. Provide Dolphin Days Learning Center with the proper medication authorization form and the medication (Labeled (If it is a prescription or emergency med then please leave the label from the pharmacy on the medication) ( If it is an over the counter medication please label your child’s first and last name on the medication)). 

2.  The medication administration form must be signed by the authorized prescriber and parents/guardian giving Dolphin Days Learning Center authorization to administer the medication. The form is available at Dolphin Days Learning Center

3. The medication authorization form must include information such as:

a. The child’s name, address, and birthdate

b. The date the medication order was written 

c. Medication name, dose and method of administration 

d. Time to be administered and dates to start and end the medication

e. Relevant side effects and presribers plan for management should they occur

f. Notation wether the medication is a controlled drug

g. Listing of allergies, if any and reactions or negative interactions with foods or drugs

h. Specific instructions from prescriber how medication is to be given 

i. Name, address, telephone number and signature of authorized prescriber ordering the drug

j. Name, address, telephone number, signature and relationship to the child of the parents giving permission for the administration of the drug by a staff member 

4. Please note that there a remany variations of the medication administration form that medical providers have access to. The form must state Lisenced Childcare Center at the top of the form.

5. Please note that your child may not be able to attend if they do not have the proper authorization form depending on the medication you would like us to administer. 

***All medication must be in their original child resistant safety container and clearly labeled with:
· Child’s name

· Name of prescription or medication

· Date of prescription (if it is not an over the counter medication)

· Directions for use 

All medication will be stored in a lock box (unless it is an emergency medication)  and will be refrigerated if directed by manufacturer. 

Controlled medications will be stored in accordance with 21a-262-10 of the RCSA

Non-prescription topical medications will be stored away from food and inaccessible t ochildren. Medications that must be readily available are stored in a safe manner inaccessible to children, while allowing for quick access by staff. 

All unused or expired medication shall be returned to the parent/guardian or disposed of if it is not picked up within one week following the termination or the order, in the presence of at least one witness.

CHILD ABUSE/NEGLECT
The state of Connecticut mandates that all childcare providers must report suspected child abuse or neglect to the proper authorities. 

· This Center requires its staff to immediately report every such situation 

· When an accustation of abuse or neglect is made, the Director must inform the parents or guardians that a report has been made to DCF 

In case of abuse or neglect or life threatening situation call 911 or the Department of Children and Families (DCF) at (800)-842-2288 and the OEC Division of Licensing. 
SMOKING

Dolphin Days Learning Center is a completely smoke free environment. No smoking is allowed at any time on these premises. 

OUTSIDE POLICY
Playground is covered with wood chips for safety absorbtion, all children that are out on playgrounds will be supervised by at least one staff member who is CPR and First Aid certified. At least one staff member has a cell phone or cordless phone for means of communications.

tc "NAPTIME/REST PERIOD"NAPTIME/REST PERIOD

All children rest or nap for approximately 1 1/2 to 2 hours after lunch.  Please be sure to bring in the proper nap items for your child to rest with.  Your child will need a blanket and a crib size sheet. These items will be sent home once per week to be washed. Please respect the children's naptime. If you have to pick up your child early, make sure to let the teachers know, so we can have your child up and ready when you arrive.
DRESS CODE

Dress to play!! We are hands on with much of our daily activities. Children should be dressed in clothing that allows them ease of movement. If your child is in the process of potty training or is potty trained make sure that their clothing is comfortable for them to use independently in the bathroom. Please make sure to send in extra clothes with your child and all clothing tags are labeled. These extra clothes will be put in your childs cubby. 

Proper footwear for the playground should be worn (example is shoes with a backing to them). Please do not send your child in clogs, play dress up heels, flip-flops, or slipper type shoes. 
Make sure all clothes are suitable for the seasons. 

· Winter- bring in snowboots, gloves, hat, and a warm winter jacket

· Summer- Bathing suit, towels, and water shoes 
According to the State Health Department, we are unable to clean any clothing that a child has soiled or vomited on. When clothes get soiled or wet, we will send them home in a sealed bag. If a child does not have a pair of underwear to change into, we cannot borrow these items.  They will need to go without underwear for the remainder of the day.  If we send your child home in clothes that were borrowed from here, please wash them and bring them back promptly.  We have a limited supply of clothing to offer and if we do not receive it back, we will not have it for someone else.  If you would ever like to donate old clothing for this purpose, it is accepted and appreciated.
tc "EMERGENCIES"EMERGENCIES

We must be able to reach you or an emergency person in the event that your child is involved in an emergency. On your child's application there must be at least two emergency contact people. The State requires at least one person listed other than the parent(we would prefer two). Please be sure you have all home phone numbers and business phone numbers listed correctly in our files, and that you report any changes to us promptly. If you take a day off from work and are out doing errands or on appointments, we still need to have phone numbers where you can be reached. In the event of an emergency we will contact you and expect someone to come immediately to bring you child to the nearest emergency facility. A teacher from the Center can go with you and your child if you wish. If you are far away we can bring your child to the facility. We require that you give us written authorization to obtain emergency medical treatment for your child. Most facilities, however, require the parent's to be present before they will begin treatment.

tc "ACCIDENT/INCIDENT REPORTS"ACCIDENT/INCIDENT REPORTS

If your child should sustain a minor injury while attending the center the staff person witnessing the accident will fill out an accident report. The report will indicate the time of the accident, how it occurred, type of injury, and the medical attention if any, required. The report will be signed by the witnessing staff member, and the parent. A copy will be placed in your child's file and a copy given to the parent, if they so desire.

If an injury occurs that needs medical attention other than what we can provide, we will call 911 and then notify the parent.  
tc "MEALS"MEALS
“Meal”, means the food served and eaten in one sitting contain five food components/ food items for breakfast or Lunch. 
If your child wishes to have breakfast at the center, they must do so before 8:00 A.M or they can have their breakfast during snack time. Again, we will not provide the breakfast, but will serve it. 
We do not provide meals at the center, but we will serve lunch for your child. Our facilities have refrigerators and microwaves. so you may send items to be prepared.  Any item your child has that needs refrigeration will need an icepack. Lunches may not be stored in the refrigerator.
Please put your child’s lunch in a labeled insulated lunch box and be sure to label your child’s lunch. 

Infant parents may put bottles in the designated areas of the refrigerator.  
If you forget to bring your child’s lunch, we will call you and we would prefer that you brought something for your child.  If that cannot be done, we will provide what we can for lunch and you will be charged $5.00.  Payment can be left in the tuition box or can be charged to your account. 
Any food allergies should be brought to the attention of the director and the teachers. 

tc "SNACKS"SNACKS

The Center will provide two nutritious snacks for the children, one in the morning and one in the afternoon. These will always be served with juice or water. The snack list for the week will be posted.
SPECIAL SNACKS

Families are encouraged to donate snacks throughout the year. During special holidays we will have a sign up sheet for parents to bring in snack. Dolphin Days Learning Center allows parents to bring in special snacks for their child’s birthday. Please check with your teachers or director is there are any allergies in the classroom. 
tc "FOOD SUGGESTIONS"FOOD SUGGESTIONS

We ask that you do not send candy, soda, or "junk foods" to the Center with your child for lunch. We encourage you to send nutritious foods to promote healthy eating habits at an early age. We will also be encouraging your child to try new foods with our delicious variety of snacks, and look for reinforcement from parents. The staff will try to let you know what "new" foods your child has tried or is interested in.
tc "ALLERGIES"ALLERGIES

If your child is allergic to a particular food or medication please let the Director know. We keep a list of allergies in each room so that the staff is aware of these concerns. Please remember to notify the Director if your child has outgrown the allergy. 
INFANT SLEEP SAFE POLICY
Our program has adopted the safe sleep practices recommended by the American Academy of Pediatrics.  The flyer available, using this link, has been added to our infant enrollment packet.  

 http://www.ctoec.org/wp-content/uploads/2016/01/Safe-Sleep-Info-Sheet-English.pdf 

Our policy includes the following: 

•
All infants under twelve (12) months of age shall be placed in a supine (back) position for sleeping in a well-constructed, free standing crib or bed designed for infant sleeping that meets current safety standards, with a snug fitting mattress unless the child has written documentation from a physician, physician assistant, or advanced practice registered nurse specifying a medical reason for an alternative sleep position. 

•
When infants can easily turn over from the supine to the prone position, they shall be put down to sleep on their back but allowed to adopt whatever position they prefer for sleep.  

•
No blankets, pillows, quilts, comforters, sheepskins, soft bumpers, or stuffed toys shall be placed under or with an infant for sleeping and shall be kept out of the infant's crib or bed.  

•
No infant shall be put to sleep on a sofa, soft mattress, waterbed, or other soft surface. No infant shall be put to sleep in a child restraint system intended for use in a vehicle, an infant carrier, a swing, or any place that is not specifically designed to be an infant bed unless the child has written documentation from a physician, physician assistant, or advanced practice registered nurse specifying a medical reason for their use.  

•
Nothing shall be placed or hung over the side of a crib or another piece of equipment designed for sleeping that obstructs the staff’s visibility of the infant.
tc "PARENT INVOLVEMENT"PARENT INVOLVEMENT
Your interest and support can only enrich your child's development during these important pre-school years. Simply praising your child while learning a new song, making a project, and spending time going through their school papers, can be a vital tool to encourage achievement in your child. Please make sure to check your child's cubby or mailbox DAILY to take home those "special" projects.

We encourage family participation in all Center events throughout the year,

i.e., Halloween parties, Thanksgiving feasts, Holiday parties, Graduation, and family picnics.

Note: If you would like to have your child’s birthday party at the Center, please see your child’s teacher or the Director to work out the details.  You can bring in cupcakes, cake, ice cream, pizza, etc if you wish

WE WANT YOU AND YOUR ENTIRE FAMILY TO FEEL WELCOME AND A PART OF THE CENTER, BEING INVOLVED IN YOUR CHILD'S EARLY EXPERIENCES. WE HOPE YOU CAN JOIN US THROUGHOUT THE YEAR.
tc "PARENT/CENTER RESPONSIBILITIES"PARENT/CENTER RESPONSIBILITIES
When you place your child in our program, they will be under our care and supervision for up to 5 days a week. This is a substantial amount of time. However, our caregivers do not take the place of a parent as being the primary source of love, support, and nurturing for the child. Therefore, parents play a very important role in our program and have special responsibilities to fulfill. As parents, your cooperation and input are vital to our program and important to your child.
COMMUNICATION

Communication is very important to us! We believe that a partnership between parents/guardians and our school is necessary to maximum school success. A key to that partnership is communication to create an environment where everyone feels welcomed, respected, and valued. 

Parents may speak to the teachers at drop off or pick up and can request a conference whenever need. 

· If you have questions or concerns involving the classroom please talk to your child’s teacher

· Please be mindful that the teachers need to be attending to the children and classroom. A meeting outside of instructional time can be arranged when applicable.

· Any questions or concerns can be sent to the director as well

· Serious grievances should be sent in writing to the Director. Scheduled meeting is also advisable to allow for proper time to address serious concerns. 

Please be mindfuk of the following when communicating with staff and families while at Dolphin Days Learning Center 

· Communicate in a calm and respectful manner. 

· Work Cooperatively for mutual understanding and the benefit of your child. 

· Recognize that some conversations are private and will need to take place away from the children

We welcome questions, feedback, or discussions of any kind that affect a positive outcome for your child. We ask that families refraine from negative posts or comments toward Dolphin Days Learning Center on social media. Negative posts or comments may result in DISMISSAL from our program. 

Positive support of our school sends a positive message to your child regarding education and is essential to the continued success of our school. Abusive or highly oppositional behavior by a parent towards children, staff or other enrolled families may be caused for DIMISSAL from our program. 

Teachers will post their lesson plans and a monthly newsletter outside the classroom. Children under the age of 3 years old will get Daily reports sent home each day and children in the pre-k 3 and pre-k 4 program will receive a journal at the end of their week (Please look at the Daily report and Journal section for more information) The lesson plans give you an opportunity to see the activities your child is doing in the classroom. The monthly newsletters will let you know the activities and events that will be happening that month which will include holidays, birthdays, and any other pertinent, fun or helpful information that may be of interest to you. There is a calendar in the lobby that will let you know about theme weeks and special events that will be occurring at the center each month. 
TELEPHONE CALLS

Calls can be made to the teachers during school hours; if the teacher is unavailable or busy at the time a parent calls either the director will take the call or the teacher will return the call at a later time. Messages left on the answering machine will be checked as often as possible but an email to the director is encouraged. 
DAILY REPORTS AND JOURNALS
Children under the age of 3 years of age will be sent home each day with a daily report letting you know about their day, diaper changes and/or bathroom use, food they ate, nap time and if we need anything at the center.  Children in the pre-k 3 and pre-k 4 program will be sent home each week with a Journal letting you know what they did for the week and there may be a homework assignment for you to do with your child. We encourage you to write a message for your child for us to read to them on their first day of the week to start their week off on a positive note. 
CHILD DISCIPLINE POLICY
The discipline policy is intended to reduce or eliminate the need for suspension, explosion and other exclusionary measures. The purpose of discipline is to help the child develop self-control and move toward appropriate social behavior. The following developmentally appropriate methods are used to obtain those goals. 

•
Positive guidance- When disputes arise among children or between child and staff, the staff will encourage a “talking out” process where the goal is to acknowledge feelings and find solutions using the children’s ideas wherever possible.

•
Redirection- A child may be aggressive or disruptive or destructive of other children’s work and may be asked to take an activity chosen in another area.  

•
Setting clear limits- Staff will encourage and model positive behaviors, positive reinforcement, the use of peer support, and clearly defined rules. 

•
Continuous supervision by staff during any disciplinary action

Age 5 and Younger:

We provide a consistent routine and structure. We let the children know when the routine is changing or something unusual is going to happen, such as a visit from a relative, a trip to the store or a vacation. We give your child clear boundaries and expectations. These instructions and guidelines are best given right before the activity or situation.  

We devise an appropriate reward system for good behavior or for completing a certain number of positive behaviors, such as a merit point or gold star program with a specific reward, such as a favorite activity. We avoid using food and especially candy for rewards. 

We engage your child in constructive and mind-building activities, such as reading, games and puzzles by participating in the activities with them. Sometimes we find that using a timer for activities is a good way to build and reinforce structure. For example, setting a reasonable time limit for coloring or playtime activity can help train the child to expect limitations. Providing a time limit for cleaning up is also useful, especially if a reward is given for finishing on time.  

Ages 6-12:

Clear instructions and explanations are given for tasks performed throughout the day. If a task is complex, we break it down into steps that are more manageable, keeping in mind that as the child learns to manage their behavior, the steps and tasks will become more complex. We reward the child appropriately for good behavior and tasks completed. We set up a clear system of rewards so that the child knows what to expect when they complete a task or refine their behavior.

Challenging Behaviors

If a child demonstrates challenging behaviors that interfere with their ability to learn or disrupt learning for their peers, the following steps will be taken in addressing the occurrence of any challenging behavior:

-
The teacher, support staff and/or the administrators will assess the function of the child’s behavior. 

-
A meeting will be scheduled in consultation with others who know the child to develop a plan to provide the most appropriate support for the child and teachers. 

-
Positive behavior support strategies will be implemented 

-
If a child continues to demonstrate challenging behavior(s) the teacher shall request a conference with the child’s parent(s)/guardian and Director to discuss concerns and plan strategies. These may include but not be limited to outsource referral, initiating a communication log, developing a behavior management plan. 

-
Eccp consultation with family and classroom teacher. This may include a behavioral action plan 6-week program, including classroom and home visits. 

A decision to terminate the child from the program will be based upon the following criteria:


 -Severity of behaviors


- Frequency of unacceptable behaviors

- Parents/guardians not using available recommended resources and their level of cooperation

- Other relevant information 
Regular communication with your child’s teacher is important so that behavioral patterns can be dealt with before they become a major problem. We always set a positive example for the children. 

Staff shall not be abusive, neglectful, or use corporal, humiliating or frightening punishment under any circumstances. No Child will be physically restrained unless it is necessary to protect the safety or health of the child or others, using least restrictive methods, as appropriate. 

Staff may never use physical punishment, psychological abuse, or coercion when disciplining a child. 

Examples of physical punishment: shaking, hitting, spanking, slapping, jerking, squeezing, kicking, biting, pinching, excessive tickling, and pulling arms, hair or ears; requiring a child to remain inactive for a long period of time. 

Examples of Psychological abuse: Shaming, name calling, ridiculing, humiliation, sarcasm, cursing at them, making threats, or frightening a child; ostracism, withholding affection, seclusion.

 Examples of coercion: rough handling (shoving, pulling, pushing, grasping any body part); physical restraint (Forcing a child to sit down, lie doe, or stay down) except when restraint is 

necessary to protect the child or others from harm; physically forcing a child to perform an action (such as eating or cleaning up). 

Staff will continuously supervise children during disciplinary actions. This policy is communicated with families and staff. This policy complies with federal and state civil rights law. 

GUIDANCE FOR CHALLENGING BEHAVIOR POLICY 
When children have challenging behaviors that can interfere in their ability to learn or interrupt their classmates learning the following guidance will be used in providing positive behavioral support to them. 

1.)
Assess the function of the child’s behavior. What are the motivational factors (attention, desired activity/objects, stimulation, avoidance, embarrassment, discomfort) 

a.
Identify the specific challenging behavior

b.
Document what is happening before the onset of the behavior. Include the setting, with whom and during what activity. 

c.
Document what happened immediately after the challenging behavior

2.)
Consult with other colleagues who know the child. A collective effort is helpful in providing the most appropriate support for the child and teachers. 

a.
Review the documentation on the child’s specific behavior. Looking for what can be influenced by the child’s behavior.

b.
Determine the child’s interest and strengths 

c.
Come up with your suspected reasons for the challenging behavior

d.
Consult with your administration team

e.
If needed consult with your consultants on file (i.e. social service, health, education)

f.
Consult with the family when appropriate

3.)
Implement positive behavior support strategies. Determine and record on the child’s behavior plan the following: 

a.
Specific behavior goals for the child

b.
Desired behaviors

c.
Teaching Strategies to encourage and support desired behaviors

d.
Ongoing steps and strategies to provide positive behavioral support.
tc "TOYS FROM HOME"TOYS FROM HOME

Toys are not to be brought from home except on specified days. We will not be responsible for lost or broken toys. Books are always encouraged. 
SUNSCREEN

All children will need sunscreen for the months of May-September.  It is your responsibility to bring in a bottle of sunscreen for your child.  Please label it and leave it in your child’s cubby and a staff member will put it on your child before they go outside.

To help speed the process up in the morning, we ask that children come into the center with sunscreen applied.  This will allow the children more time to spend outside as it takes a while to get sunscreen on all of the children.
BABYSITTING POLICY
Dolphin Days Learning Center does not stop staff from babysitting. A babysitting form needs to be completed by parents/guardians and staff before this happens. Dolphin Days Learning Center is not responsible for anything that occurs outside of the center. The director and/or person in charge cannot ask staff to babysit for families; the families will have to ask the staff themselves, if they would like the staff member to babysit for them. Forms are located outside of the main office. Please see director is you cannot locate them. 
tc "NURSE CONSULTANT"NURSE CONSULTANT
We have a registered nurse on our staff that visits each Center weekly. She serves as a resource, visiting the rooms and talking with staff and children. She makes sure all medical forms are current, answer our questions about injuries and illnesses, and helps to observe when we have concerns. If any parent would like to set up a conference with her, please contact the Director.
tc "PROCEDURES FOR COMPLAINTS/COMPLIMENTS"PROCEDURES FOR COMPLAINTS/COMPLIMENTS
This procedure is for child care centers and group child care homes which are licensed under the authority of Connecticut General statutes 19a-79-1a through 19a-79-13 
Most problems within a childcare program can be resolved by:

1. Discussing issue with the classroom teacher.
2. Discussing the issue with the program director Nicole Carta
3. If the problem is not resolved you may contact the Connecticut Office of Early Childhood Licensing Division. 
a. By phone to the complain desk at (800) 282-6063 or (860)500-4450
b. By filing online at www.ctoec.org/contact-us/file-a-complaint
EMERGENCY PLANS

Medical: 

In case of a medical emergency, a qualified staff member will attend to first aid as needed. A staff member will notify the family of the child.

For extreme emergencies, 911 will be called, an ambulance will take the child and a staff member to the nearest hospital. A staff member will notify the family or alternate pick-up person to meet the child at the emergency room. 

In the event a child becomes ill while at the center, parents will be notified and the child will be moved to a designated area where the child will be made comfortable. A staff person will remain with the child at all times. 

Fire:

In the event of a fire, Dolphin Days Learning Center will follow its policies and procedures for a fire. Should it not be possible to return to the building, staff will walk the children next door to the pool by murphy building if safe to do so and call parents to pick up their children. 

Weather:
Dolphin Days Learning Center does not follow regional district 13 school system schedule. The center will make their decision on closing or delayed opening no later than 5:45am. Make sure to check your local new stations either on the television or on their website. If we decide to close early parents will be notified with a phone call. 

In the event of other serious weather emergencies, such as tornados, hurricanes, winter storms staff will follow Dolphin Days Learning Center policies and procedures for hazardous weather. 
Please check the following places for information regarding weather delays and closings:

Television

Channel 8 WTNH

Channel 3  WFSB   (Eyewitness News)

Websites

Please check under schools and business.

www.wtnh.com
www.wfsb.com
Evacuation: 

Om the evemt that the facility must evacuate, the children will walk to the end of the parking lot. If it is not safe to stay on the premises the staff will walk the children next door to Pools by Murphy. Parents will be notified to pick their child/children up. 

Active threat:

Should an emergency or threatening activity in or around the facility require the need to shelter in place and/or lock down, Dolphin Days Learning Center will follow its policies and procedures for active threat situations. During the emergency the director/person in charge will do all they can to notify the parents, however, certain emergency situation may preclude theis possibility. 

Parents will be notified when the all clear has been given by emergency personnel. 

** We retain the right to enforce these policies at will. Lack of enforcement of a certain policy at any time does not indicate that the particular policy is no longer in effect. 

TUITION RATES

Tuition prices are subject to change.  Rates are based on how many days your child attends the center unless your child is in the Before and After School Program.  Part time is 2 or 3 days per week and full time is 4 or 5 days per week. Half day rates are applied between the hours of 9:00am to 12:30pm. 
Full Time-Infant/Toddlers= $385.00 per week, Preschool=$345.00 per week

Part Time-Infant/Toddlers=$105.00 per day, Preschool and up= $95.00 per day
Preschool ½ day (9AM – 12:30PM) = $60.00 per day, discounted 5 day rate $200.00

Please remember that tuition is due regardless of attendance. If Dolphin Days is closed due to holidays or inclement weather or power failures, tuition is still due for those days. You may add on days if there is space available but scheduled days may not be switched for different days. 
tc "FAMILY RATES"FAMILY RATES

For two or more full-time children in the same family, you will receive a 10% discount off the base rate. The first child will be at the full rate and each child thereafter will be discounted.  The discount will be taken off the lesser amount(s). 

If your child is potty trained before they enter the preschool program, the rate will not drop until they have moved into preschool.  This is based on the ratio that is still required for this age group.  
BEFORE/AFTER SCHOOL PROGRAM
There is a variable additional charge per day applied when children are here full days who are normally here only half day or a few hours per day (snow days, teachers in service days, vacation days, etc.) The rate depends on your current level of service.  Drop in rates are $60.00 per day. Discounts will not be applied to this program. The summer rate for Before/After Program is $300 for 4 or 5 days a week and $75 a day for 2 or 3 days a week
Monthly Fee Schedule (School Year) K thru 7th grades.
	# of Days/Week   
	AM Only
	PM Only
	AM/PM

	1
	$160
	$240
	$400

	2
	$200
	$300
	$500

	3
	$240
	$360
	$600

	4
	$280
	$420
	$700

	5
	$320
	$480
	$800


*For children on a regularly scheduled day that require extended care, a charge of $40/day is applied. The $40/day rate also applies to in-service days, snow days and vacation days. For unscheduled days, a charge of $40/day for AM, $50/day for PM or $90/day for AM and PM. 
Please remember that tuition is due regardless of attendance in the center. No refunds can be given for absences. The fees remain the same even if a child is out sick on a scheduled day. If we are closed due to holiday or inclement weather, tuition is still due for those days. You may add on days if there is space available but scheduled days may not be switched for different days.
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