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Welcome to Little Angels Learning Center Inc.

Thank you for choosing the perfect place for your Little Angel.

Little Angels offers a large variety of activities and developmental techniques to help our little ones grow cognitively, emotionally, physically and socially. Program Goals.. Our curriculum is based on the Pennsylvania department of education early learning standards.

We are open all year round and offer flexible care. Please see our Enrollment Package for more information.

During our school year, Little Angels uses alpha time curriculum. This curriculum is a fun and enjoyable way to introduce young children to early reading and language arts. Alpha-Time helps children to identify each letter with a huggable letter person. All 26-letter people have their own special stories and songs. We also incorporate math, science and social studies with the fun way of learning. For more information on Alpha-Time curriculum log on to www.letterpeople.com.

Our philosophy is that children learn through their environment and should enjoy doing so. Learning should be fun and exciting. Positive reinforcement and attitude will help our angels fly into a future filled with high self esteem and positive energy.

Little Angels is a childcare center licensed by the Pennsylvania Department of Public Welfare. We Are an Equal Opportunity Child Care Provider and a member of PACCA (Pennsylvania Child Care Association).
Your First Day!

What an exciting day this is! We will do everything to ensure its success.

Parent and child will be greeted at our reception desk and asked to sign in. Our Associate Director will be happy to answer any questions that you may have at this time. You then will be escorted to your child’s assigned cubby to store his/hers belongings. After you have finished putting your child’s belongings away then enter his/her classroom and wash your hands (this is part of our health & safety policies).

Your child’s teacher will carefully go over the developmental history that you have provided prior to your child’s arrival. We welcome any further information you would like the teachers to have.

Feel free to stay until your child has adjusted. You are welcome to phone the center to inquire about your child’s adjustment, as often as you deem necessary for your comfort..

During naptime is the best time to call if you wish to speak directly to your child’s teacher.

                                        Ratios, Daily Schedules and Programs

        NOT: All children MUST have an extra change of clothes

Our program will vary according to your child’s age. Daily schedules are posted in each classroom for easy reference.

INFANTS (6weeks-13 Months) create their own schedules and thus the schedule is kept informal. However, all infants receive periods of stimulation through both planned and spontaneous interaction with the staff, with other infants, and with available materials. The ratio for infants is 1 adult to 4 infants.

YOUNG TODDLER (13 Months –24 Months) Through both planned and spontaneous activities, children begin to develop independence, cooperation, and socialization decision making skills. The ratio for young toddlers is 1 adult to 5 children.

NURSERY (24 months to 3.5 years) when compared to the other classrooms the nursery room has a more structured day planned. Potty learning is introduced if not already learned. Activities help foster independence, socialization, cooperation, and decision –making skills, which help proper growth. If for any reason your child prefers not to participate in a planned activity, he/she may choose to play with other toys or spend time in independent play. The ratio for toddlers is 1 adult to 6 children.

PRE-KINDERGARTEN  (3.5 years to 5years) Activities are presented to develop fine and gross-motor skills, pre-writing, pre-reading, language reception and expression, and positive social and emotional conduct. Since children move at his/her own pace, specialized programs are designed to meet your child’s needs. Mixed age grouping provides an alternative to a rigid curriculum found in a single age grouping .The ratio for this class is 1 adult to 10 children.

Special Activities

COMPUTER AWARENESS
Throughout the school year your child will select appropriate software programs that reinforces basic concepts and classroom themes and to provide recreational games that supplement those already available in the classroom. Twice a month your child will be given 15 minutes of independent time on our computer. Little Angels is also affiliated with the Cyberstart program. If you would like to know more about this program go to www.cyberstart.com
FUN WITH FOOD 

Every other week the pre-kindergarten class (Nursery Class Monthly) will enjoy food-based activities. Children will be given opportunities to follow recipes; prepare nutritionally sound snacks; learn to use kitchen tools safely; discuss nutrition, experience food tastes and learn food origins. They will also experiment with ingredients. A microwave oven is specifically allocated to support the cooking classes. A list of ingredients will be posted the day before each activity in your child’s classroom, please let your child’s teacher know in writing if your child is unable to participate in these activities.
LUNCH ON US

Several times throughout our school year we will be offering special lunches, these lunches will be announced a week in advanced, to inform parents of food types just in case of allergies.

PIZZA DAY

Every Friday your child will have the option of eating pizza for $2.00. Each class will have a list, please check off your child’s name if you would like him/her to have pizza. You can pay for this activity at the front desk.

TRIPS AND EXCURSIONS
You plan special events and trips for your child - and so do we. Just as you introduce your child to his or her immediate neighborhood through frequent walks and outings, we familiarize all the children with Little Angels first, and then its outside environment. Excursions are planned to broaden the children's horizons. Each site is carefully chosen by your child’s teacher to insure appropriate learning. In order for your child to accompany his or her teacher on any special outing a written permission form is required. Vehicular transportation is provided by school buses with professional drivers or on foot. 

Trips are discussed with the children before they occur, preparing them for what will be seen. Opportunities to play out these experiences at the Center are encouraged through blocks, sand, drawing media, and story writing, in order to build a conceptual foundation. Outings are considered an integral part of the preschool experience, especially for pre-kindergarten children. We regret that we cannot make alternative arrangements for children whose parents are unable to accompany them on his/ her outing. However, parents please feel free to chaperone your child on as many outings.. The teachers are delighted to have your interest and an extra chaperone. You may find it a particularly enjoyable day with your young one and his/her classmates.

All children under 3 years of age who are not potty trained MUST have an adult chaperone over the age of 18 when going on any trip. Walking trips will be the director and teacher’s decision.

All bus trips and some walking trips will have a fee that will be announced 2 weeks before teach trip. Trips for children under age two are normally free of charge, however a $5.00 bus charge will be added to his /her chaperone’s trip fee.  

Parents are welcome to drive his/her children to a field trip; however there will be no deductions from the trip fee.  
ROUTINES
DAILY COMMUNICATIONS
Every classroom maintains a daily log, informing parents about the "Special Events" that occur during your child's day. Please note that your child’s teacher uses his/her cubby for storing important information as well as your child’s extra clothing and projects, it would be greatly appreciated both by your child and his teacher if you can check and remove any special projects and special information daily. Each classroom contains its own parents' board to post room regulations and important reminders. The Center's main bulletin board, in the entrance of the building, presents some of the current literature on child development, legislative efforts affecting children and families and other information, which support parenting. A special notice board in front of the receptionists' station keeps parents informed of upcoming meetings and daily events, as well as Little Angels news.
In addition to the written communications, teachers are available to discuss and listen to your concerns. Just leave them a note or call during naptime and they will be happy to help you at their earliest convenience. Our center is a learning environment and our teachers are focusing on all of our children’s growth and developmental needs, please do not disrupt our staff while they are in his/her classroom environment. You are welcome to visit at any time. You may want to call ahead only to make certain that the group is on-site. Our Center offers information, not only for children, but also for parents and staff. We expect your questions. They may be directed to the Head Teacher as well as the Associate Director.
ARRIVALS 

Upon arrival please sign your child in at the reception desk, place any items in his/her cubby and bring them to his /her classroom for hand washing. If you need to inform his/her teacher regarding anything please leave a note at the front desk and they will contact you at his/her earliest convenience.
Children and parents adjust more quickly when personally greeted by staff, before group activities begin (i.e., snack, toileting, group time). Children are to arrive at his/her scheduled time; by arriving at your scheduled time you are given your child the opportunity to be greeted as well as exchanging pleasantries with his/her teachers, and given them a time to "warm-up". Children who enter later frequently find themselves "out of sync" with their classmates. Please advise the center by 9:30 a.m. if your child will be late, (such as doctor's appointments) so we may plan accordingly. Please be certain to notify the Center if your child will be absent. We are concerned!
DEPARTURES 

When picking up your child, please remember to sign him/her out. Keep in mind when we are constructively involved in an activity, many of us do not like to be interrupted. Your child will possibly resist leaving his/ her friends and activities when you arrive, even though he or she may be happy to see you. Younger children may become disoriented and require readjustment time Please be patient We recommend that after you greet your child, inform your child that he/she has a few minutes to say good bye and readjust themselves, during this time, parents you are now in control of your child even though staff members are visible. This is necessary to prevent program disruption and potential child injury, which can occur at transition times when responsibilities get confused.

Provisions

The Center will provide: 

· Breakfast, mid-morning and afternoon, evening (Late night only) snack

· Disposable cups, dishes and utensils

· Rest Mat (see mat deposit)

· Infant cribs & sheets

· Age appropriate toys, games, records, books, computer software and videos

· Infant /Toddler strollers for center use only.

Parents provide: 

(PLEASE MAKE SURE YOUR CHILD’S NAME IS LABLED ONALL OF HIS/ HER BELONGINGS, CLOTHES, BLANKETS, DIAPERS, WIPES, BOTTLES, CUPS, ETC).
· A complete change of clothing to be changed every season.

· Rubber-soled shoes with Velcro or laces.

· Smock for painting

· A family photo

Provisions for Infants & Toddlers

· Diapers& wipes

· Bottles with nipples

· Formula or Breast Milk

· Pacifiers (optional)

· Bibs

· Blankets

Parking Policy

Parking is limited, however, while dropping off and picking up your children please note that there is a 5 minute parking only, if for some reason you anticipate on staying longer you are welcome to parked in the centers driveway. 

“DO NOT PARK ON THE CENTERS SIDEWALK OR IN FRONT OF THE BUILDING, THIS IS A HAZARD TO THE BUILDINGS STRUCTURE AS WELL AS A FIRE CODE VIOLATION”

Toy Policy

DO NOT allow your child to bring in toys from home, please check his/her pockets before arrival. In the event your child brings in a toy from home. We are not responsible for any lost or broken toys.
Jewelry and Hair Decorations

· No loose ponytail holders, barrettes or jewelry such as hoop earrings (post earrings are fine) and necklaces.
These items can be easily pulled and could become a choking hazard.
Policies and Additional Fees

TUITION PAYMENTS

All tuition payments are to be made on Monday (Unless a different agreement has been made in writing with the director). If tuition is not received on time your account will be charged a $10.00 late fee for each day that the tuition is not received. If the tuition is not received by Friday, your security deposit will be used and our agreement is terminated.

NOTE: Tuition Rates are changed each year a copy of the rate changes will be provided. However this will not change your weekly rate until your child moves up or if your schedule changes.

BOUNCED CHECK FEES

In the event that your check is returned to us, you will be charged a $50.00 bounced check fee. This fee MUST be paid within three days from the time you receive it or you child will be terminated. If the check was returned due to a bank error, please submit a note from your bank that you use and no fee will be charged.

Schedule Changes (Part Time Children Only)

· A $25.00 fee will be charged for last minute schedule changes.

· There are no fee deductions for absences, holiday or emergency closings.

Agreement Changes

· All agreements will change once a year with your child’s age at no charge.

· A fee of $10.00 will be charged for all additional agreement changes.

VACATIONS AND LONG ABSENCES

· Full-time students are allowed 1 entire week vacation (Monday-Friday) with no charge to your account after they have been enrolled for six weeks.

· Once you have used your vacation time and your child has been absent for 1 full week. You will be charged half of your weekly tuition.

· Please let us know when your child will be on vacation or out for a week or more in writing.

Mat Deposit

· A $15.00 mat deposit is required for children in toddler, nursery, and preschool programs. 

Calling Out

· All parents must call us if your child will be absent or late.

· A $1.00 fee will be charged to parents who do not report their child absent to our center before 12:00 pm.

Late Pick Up Fees

· A $20.00 late fee (per child) will be charged for every 15 minutes you are late picking up your children after 7:00 PM.

· Additional late pick up fees will be charged starting at 6:00 pm in the amount of $20.00 for every 15 minutes for parents who do not receive Non-Traditional Care Benefits from CCIS or DPW.   

HEALTH & SAFETY
                                                         Meal Policy
For Children in Toddler through Aftercare classrooms:

Please be advised that our staff will serve your child with the following meals . . .
•    Breakfast between 7:00 a.m.-- 9::00 a.m.
•   Morning Snack between 10:00 a.m.-10:30 a.m.
•   Lunch between 12:00 p.m.-12:30 p.m.
•   Afternoon Snack between 3:00 p.m. -3:30 p.m.
•   Dinner/ Evening Snack between 6:00 p.m. -7:00 p.m.

For health and safety reasons, we can only serve food at these times. If you would like your child to have dinner before 6:00p.m, please ask your child's teacher to provide them with dinner during afternoon snack provided at 3:00p.m.
We are very proud of our nutritious snacks. The snack menu is revised three times a year and reflects seasonal offerings. Sugar, salt and spice levels are kept at a minimum. All afternoon snacks are prepared under the guidelines of the department of public health and served family style. A copy of the four-week menu cycle is available to you and any suggestions are welcomed.
INFANT FOODS

Infant's needs vary. We expect parents of infants to introduce new foods at home before they are offered at the Center.
When formula does not come in ready-to-feed bottles, we ask that you provide three/four labeled; clean sterilized bottles and nipples daily .All used bottles will be sent, home daily to be washed. Please make certain that there is always one clean bottle at the Center.
MEDICATION 

· Your child shall be administered medication only on current dated, labeled prescriptions and only after the parent signs the medication log giving us permission. 
· No child will be given medication without written consent.

· Medications, lotions or other harmful items MUST NOT be left in your child’s bag, Please make sure you remove these items to avoid child injury. 

Prescription medication can be administered at The Center only if:
·  It is provided in its ORIGINAL container, with a prescription indicating the appropriate dose and frequency (number of times per day).
· It is accompanied by a "Permission to Administer Medication" form, dated, and signed by the parent.
A blank permission form signed by the child’s physician, in addition to the parent’s permission, must accompany non-prescription medication.
Please request the relevant form from the front desk upon arrival at the Center. Medication and forms are collected at the front desk for proper storage, inaccessible to children. A medication refrigerator is available.
EXAMINATIONS AND IMMUNIZATIONS

We request your assistance in making certain that your child receives regular examinations and all necessary immunizations. Your child MUST have a complete physical and health appraisal complete before they start.
The Department of Public Welfare requires an annual medical examination of your child by his/her physician. We will remind parents when an updated health appraisal is required.

The center will send out reminders twice a year reminding you about check ups. If your Childs health appraisal expires, your child may not attend Little Angels until his/her health appraisal is up to date. 
LITTLE ANGELS: HEALTH POLICIES
Young children are prone to frequent colds and other illnesses. It is not always possible for providers or parents to know when a child is communicable. Classroom staff, in consultation with the Director or Associate Director, must consider whether the child's physical and emotional symptoms require temporary exclusion from the program. 

This decision involves evaluating carefully the comfort and health of the individual child and the routine requirements and needs of the other children in the group. Continued attendance at the Center might be deemed unwise for any or all of the following reasons:
Increasing the chances of other children and staff becoming ill; inadequate attention paid to well children by staff preoccupied with sick child; the child will not get well as quickly as he or she would in a more isolated, quiet, home atmosphere. 

If we do call you to come pick up your child, please plan to arrive within an hour, both for your child's comfort and that of the child's group. 

Illnesses requiring a doctor's note for re-admission include, but are not limited to: Hepatitis, Scabies, Ringworm, Scarlet Fever and Strep Throat. It is also essential that the Center be notified if your child ever needs hospitalization.
Our policies have been developed in consultation with the American Academy of Pediatrics and the most recent literature on childhood illness. We also rely on our consultants' assistance when reports of contagious diseases are received so we may establish proper protection for all. We ask that you review carefully the following criteria to determine whether your child is well enough to attend the program.

IMPORTANT NOTE
Many cough and cold medicines should never be administered to infants and only rarely to young children. The Center requires a note from a pediatrician in order to administer an over the counter cough and cold medication to children less than two years of age, with the exception of Tylenol. In addition, the Center staff will administer only one over the counter cough and cold preparation in addition to Tylenol.
	· COLD: Mild, no temperature, feeling okay. If there are no other symptoms and if discharge from the nose is clear, then your child may attend school.
· FEVER: A warning that all is not right with the body. If your child has a fever of 100 degrees or higher after adding a degree under the arm, then you must keep your child home for 24 hours after it goes down to 98.6 degrees or return with written approval from your doctor.

· ALLERGIES: Runny nose and slight congestion. Your child may return to school.
· VOMITING: Mild, your child only vomited once then he/she may attend school.
· VOMITING: Chronic, your child vomited more then one time today. You must keep your child at home until 24 hours after he/ she has vomited or with approval from your doctor.
· SINUS INFECTION: Greenish discharge from the nose might be a sign of infection child needs to stay home until gone or return with approval from your doctor.

· COUGHING: If the cough is minor, your child may attend school.

· COUGHING: If the cough is chronic, deep, or hacking, it might mean an infection. Child needs to stay home until gone or return with approval from your doctor.
· SORE THROAT: If mild, child may stay in school.

· SORE THROAT: Child may appear to have one of the following: swollen tonsils or glands, white spots in throat, hurts when swallows and/or complains of not feeling well. You might need to seek advice from your doctor. Child needs to stay home until gone or return with approval from your doctor.

· RASH: Not contagious may attend school.
· RASH: We are unable to determine what it is. Child needs to stay home until gone or return with approval from your doctor.

· STOMACH ACHE: Light Stomachache, no diarrhea, vomiting or temperature. Fed light foods to him/her today may return to school.
· STOMACH ACHE: Vomiting & severe cramping MUST be kept home for 24 hours after last episode or return with approval from doctor.

· DIARRHEA: After the third really loose stool or if hard cramping. Child must stay home for 24 hours after last episode or return with approval from doctor.

· CONJUNCTIVITIS  (PINK EYE):  Suspected redness or discharge from one or both eyes; very contagious. Your child will need to be on medication for 48 hours and have a doctor’s release before returning to Little Angel’s.

· EAR INFECTION: Suspected, fever and complains of ear hurting. Needs to be on medication and have a normal temperature with no pain before returning or return with approval from your doctor.

· HEAD LICE: If we detect the nits or lice you will be required to pick up all your child’s belongings. Child may return after he/she has been treated with a medicated shampoo and all the nits are removed.  A vinegar and water rinse will help soften the nits so you can comb them out. All bedding and clothing MUST be washed and disinfected. 


BITING POLICY
As educators, we understand that biting is a normal stage of development for young toddlers and older toddlers. However, when biting becomes repetitive for over a month, or the child continues to bite other children and causing the skin to break, then it becomes an issue. Our policy at Little Angel's is as following:
A CHILD WILL BE REMOVED FROM THE CENTER, IF HE HAS BIT 3 CHILDREN ON THE FACE IN A WEEK.
A CHILD WILL BE REMOVED FROM THE CENTER, IF HE CONTINUES TO BITE 1O CHILDREN IN A MONTH.
In our center, we deal with biting in a developmentally appropriate manner.
1) The child who bit another child is placed in time out for
3 minutes, if he/she is three years of age 

2 minutes, if he/she is two years of age   

1 minute if he/she is one year of age

2) The child is told briefly that biting hurts and we don’t use teeth on our friends.
            3) The other child who was bit will receive first aid and attention.
What If your child gets bitten?
Biting is a fairly common problem in childcare, but when your child is the victim, you may feel especially angry and upset. You may worry about your child's care and safety.
Talk to the caregiver about the incident. Find out what led to the biting and what the caregiver is doing to keep your child from being bitten again and insist on close supervision.
It does seem that incidents of biting among children are on the rise. This may simply reflect the fact that more children are in childcare, or the young children are under more stress, or some combination of the two.

Note: The names of any children involved are confidential information and cannot be          disclosed concerning either child.

EMERGENCY MEDICAL CARE

In case of an emergency, the Center will contact emergency services to transport the child to
Jefferson Hospital. We will call you immediately so you can meet your child and a staff member at the hospital to authorize emergency care. IT IS YOUR RESPONSIBILITY TO KEEP YOUR
HOME, BUSINESS AND EMERGENCY CONTACT NUMBERS CURRENT AT OUR OFFICE.
If you think you may not always be available to give consent to emergency medical procedures, then authorization from parent should be in writing. Please note that verbal authorization from a parent to such a person is not sufficient
BIRTHDAYS
Birthdays are happy and important occasions for our children to celebrate. Each child deserves to be recognized in a special way on his/her birthday. We are concerned, however that birthday celebrations at times can become too elaborate and sometimes competitive in nature, especially in the classrooms. In an attempt to promote special yet controlled more uniform, and simple birthday celebrations, we request that parents adhere to the following guidelines:
The birthday celebration at Little Angels should not be a substitute for a party in your own home.
· All birthday celebrations should be arranged with the Head Teacher at least 2 weeks before the birthday. Teachers will work with parents to resolve conflicts over multiple birthdays or those that fall on a holiday.
· Parents are to bring sufficient snack to provide only one serving for each child and teacher.
· Teachers will make a special birthday hat with, or for the birthday child. No balloons, hats, party favors, or candy should be provided to classmates.
· Outside personalities are welcome for Pre-K ONLY. 
              This can be stressful for young children.
Birthdays will always be special occasions for our children and a meaningful yet simple and controlled celebration in a loving and caring environment will best serve us all.
HOLIDAYS
Holidays reflect important facets of each family's life. With such diversity of backgrounds in The Little Angels Family, we celebrate as many different cultures as are represented. In presenting special days, we recognize that children can best appreciate the obvious, concrete aspects of the holiday (e.g. changes in their environment), rather then the more subtle abstractions (e.g. the religious significance). Thus our observances include discussion, display and use of symbols and activities associated with each day (when national) or each holiday season (where religious). 

Holidays include, but are not limited to: New Year's Day, Presidents 'Day, Martin Luther King Day, Independence Day, Thanksgiving; Chinese New Year, and Halloween. Christmas, Chanukah and Kwanzaa will be observed by special winter activities; Easter and Passover will be recognized by spring celebrations. Please feel free to share information and concern with the staff.

NOTE: A list of Holiday closings will be given to you at registration and updated yearly in January.
DISCIPLINE
The ultimate goal of discipline is to teach the child self-control. With a clear understanding of the child's developmental stage, staff members set realistic behavioral limits and provide the children with explanations. We strive to resolve conflicts in peaceful, logical ways. Children must be given many opportunities to be helped to practice appropriate behavior, not just be admonished for inappropriate. 

· In the event your child acts inappropriate you will receive a conflict behavior report. 
· If 3 conflict behavior reports are sent home within 1 week a meeting will be held to discuss these issues and the child could be terminated.
· In the event your child becomes out of control he/she will be brought to the director’s office to get himself together.
· If the child is harmful to themselves or others the child will be sent home. A meeting will be held to discuss this issue and child could be terminated
TELEVISION
Television can be a passive and indirect medium and is therefore not featured in the program on a
regular basis. On occasion, staff will choose to show videotapes, which can be discussed and played out
ASSESSMENTS    
Your child's developmental progress is assessed within three months of entry into the Center, in June during graduation time and in January. Thereafter, teachers and parents derive this evaluation from a developmental checklist we also take into consideration and observations are made. From this information the staff can determine what’s best to proceed in planning your child's activities.

CONFERENCES
Are held during graduation in June and at our Annual Parent/Teacher meeting in the fall, parent-staff conferences are held to discuss a child's progress. Their purpose is to set mutually agreeable, realistic goals, to get feedback from the parents, and to cement the relationship between parents and staff. Conferences. You may request a conference at any time you feel a need to discuss more formally your child's program and development.
CHILD DEVELOPMENT & PARENTING RESOURCES                                      Children and parents develop at different rates. Most parents will experience occasional problems

 in their relationships with their children. Children will be more enjoyable to their parents at some times and not at others, depending on both the child's and the parent's temperament We expect such problems to occur and we have some important resources to support your parenting. 

You may consult your child’s  teacher first,  they have the advantage of working with many other children your child's age and therefore will be a more objective judge of what is normal developmental behavior. The teacher will also have evolved successful strategies for efficiency managing these behaviors, and will be more than happy to pass on her or his wisdom. Informal and organized exchanges with coworkers keep staff aware of other techniques.

 Also, visits to other centers and participation at professional conferences help staff replenish and refresh their stock of Lending Library - The classroom staff, Associate Director, and the Executive Director have valuable books and periodicals, which they are willing to lend.
Parenting Associations - The Executive Director routinely posts newsletters from Philadelphia area parent resource associations and is available to discuss their activities. Developmental Specialist - Occasionally, teachers' assessments of children will identify area of concern about a particular aspect of development. The Associate Director (and Director when indicated) is always informed about this before it is raised with the parent, this insures a "second opinion " and additional resources can be gathered. If additional resources are needed to enhance a child's growth and development, the Director will recommend a carefully selected resource person such as a speech and language therapist, child psychologist, or audiologist. The teacher will plan with the parents to monitor and report the child's progress so that proper intervention occurs.

Human service information will be given out two times a year once in January and again in June.
MOVE-UPS AND TRANSITIONS
Development occurs differently in each child and thus, moving a child from one program to the next (e.g. infant to toddler, toddler to Nursery and Pre-K) is determined by the individual child's signs of readiness as assessed by Head Teacher and Associate Director. When the child manifests the behaviors of the next developmental stage, such as when a toddler child has mastered toileting and can tolerate being part of a larger group of children, a new placement is indicated. Other factors influencing move-ups are seniority, chronological age, and space availability.
The Executive Director will notify parents when their child has been identified as ready to move up. To insure a smooth transition, we prefer to move the child over a span of four weeks, The process consists of three components: a conference between the parents and the new Head Teacher, before the actual move; an observation by the parents of the new room; an updated Developmental History and new Enrollment Agreement, completed by the parent. During the transition weeks your child visits the new room with a familiar staff member and classmates, spending an increased amount of time in the new setting until she/he is essentially integrated into the new class.
Please recognize that a great deal of time is allocated to proper room placement. A mixture of ages, genders, races, and cultures, familiar and unfamiliar persons is always desirable. We also pay close attention to group size and adult/child ratios. As necessary, we may arrange classroom transfers to realize these ends. Since it is impossible to give all variables equal weight, we make professional judgments about the best match,
PARENT HELPERS AND ADVISORS



Your support and involvement are crucial to your child's well being. Satisfied parents with thriving
children are our best referrals. We count on your support by telling others about Little Angels. Working together to help the Center's programs will yield multiple short and long term benefits for all.                                             
In addition to your on-going communications with staff and with others, we invite your active participation as a "helper" and/or an "advisor". The Parent Helper is a direct assistant to the teaching team. He/she maintains on-going contact with the Head Teacher to support the children's program. Such help may include:
1.   Contacting parents to:
a.   Attend field trips
b.   Help organize a special program (celebration or educational event)
c.    Donate or make specific materials or equipment
2.    Being a "buddy" to new families entering the room by being available to chat about the program beginnings. Etc.
3.   Joining a larger group of parents and staff to help organize and present activities to involve all or more of the rooms.
The Parent Advisor is someone who will maintain direct contact with the Head Teacher and with the Administrative Staff.
RESEARCH AND OBSERVERS
Little Angels receives frequent request from students and researchers to observe our exemplary program. We recognize and appreciate the importance of contributing to the body of knowledge about children's development however; we also respect and protect the routines and privacy of our children and their teachers. Therefore, we will permit observers and researchers if the Director and Associate Director approve of the reasons for the activity and the teachers do not see it as disruptive. No child will ever be directly involved (other than in anonymous observation) without parental written permission.
VISITORS
Daily visits to the Center are hosted by Director to enable prospective clients, educators, and businesspersons to become informed about our unique center. Individual visits are also provided to serve these ends and are accomplished without disruption to the program. The Director must always approve individual visits by persons other then parents of children enrolled. A staff member must always escort visitors.
PHOTOGRAPHS & NEWS MEDIA

Upon admission you will be asked if your child can be photographed and posted on our website www.Little-Angels.org. Your child will be photographed during special events but will not be published without your consent. We cannot control outside media. But will do our best to avoid news, cameras and newspaper photographers. You will be informed if the media has been nearby.

FIRE DRILLS AND EMERGENCY EVACUATION PROCEEDURES

· Your child will participate in a fire drill every month.

· Terrorist and natural disaster evacuation procedures are preformed yearly.

A copy of our centers evacuation procedures will be provided for you at your request.
SNOW & SEVERE WEATHER CLOSINGS

· In the event that we encounter severe weather or snowstorms on a normal operating day, our Director or your child’s Lead Teacher will call you 2 hours in advance to inform you of our early closing. 

· Please be sure to pick up your child on time. Otherwise late fees will be charged. (Please see Late pick up fees).

· In the event bad weather occurs during non-operating hours please tune into FOX 29 News and look at School closing. You can also call the center a message will be put on our Voicemail System. Snow closing decisions are made no later then 6:00am.

· We cannot control the weather and if your child is scheduled to attend on a day that we are closed there will be no make up days or refund.

             *Helpful Hint* The center will be delayed for 2 hours if snow is 2 –3 inches. 

The center will be CLOSED if there are 4 or more inches of snow.

ADMINISTRATIVE STAFF
Executive Director
The Executive Director is responsible for all hiring and personnel matters; planning and administering the Center's operating budget, establishing all operating policies; insuring compliance with all local and state regulations; directing the supervision of administrative staff; developing all publicity and marketing information; coordinating all public relations efforts; managing the facilities; evaluating the Center's programs; raising funds; performing community and professional outreach; reports to the Board of Directors of Little Angels.
Associate Director
The Associate Director is responsible for supervising the effective functioning of Little Angels:

This person is responsible for greeting and receiving all children, parents and visitors entering the facility; answering and dispatching some telephone calls; delivering all correspondence from the Executive Director, as well as Center-wide correspondence, maintaining areas of files and forms, assisting with substitute scheduling, collecting tuition payments, parent commutation, interviewing new parents, commutating with all staff and responsibilities and assumes the duties of the Executive Director when necessary. 
Administrative Services Manager
The Administrative Services Manager is responsible for establishing all systems and procedures required to maintain the Center's records, Interviewing parents, overseeing inventory, ordering janitorial & office supplies and communications; supervising the scheduling of staff and assisting the Associate Director with all work related issues. Reports to Executive Director
Administrative Assistant

The administrative assistant is responsible to assist the associate director and administrative services manager when necessary. They are responsible to maintain daily chores and supervise staff with health and safety issues.
Secretary/Receptionist
This individual is responsible for greeting and receiving all children, parents and visitors entering the facility; answering and dispatching all telephone calls; typing and maintaining area files, storage closet and forms. Reports to Administrative Services Manager associate director and Executive Director

CHILD CARE STAFF

Group Supervisor 

Required to hold weekly meetings with Lead Teachers. Oversees and helps with room design, lesson plans, monthly activity planning, room organization, ordering educational supplies. Parent teacher communication, and reporting to the Executive Director

Head Teacher
The Head Teacher plans, implements, and evaluates the programs for children; establishes and
maintain communication with parents; supervises associate teachers and assistants; keeps records of children's progress and reports same to parents on a scheduled basis; maintains a safe, clean, organized and responsive classroom environment Reports to Associate Director and Executive Director.
Associate Teacher
This individual assists the Head Teacher in the supervision and guidance of the children; assumes the duties of the Head Teacher in his/her absence.  Reports to Head Teacher

Aide Assists all staff with daily routes and operating procedures.

Amendment No.1 Dated 8/10/06

Private Outside Care Giving

Little Angels Learning Center Inc. does not sanction employees to care for children 

on their personal time that are enrolled in our center. We are aware that parents ask 

employees to care for their children during non-operating hours. Please be advised if    

 an employee cares for a child when off duty, a WAVER MUST BE SIGNED by both employee and parent and submitted to the director before care giving begins.  Little  

Angels will not be responsible for the employee or the child during this time. In the      event a conflict occurs between parent and employee during regular operating hours,

disciplinary action will be taken.
Amendment No.2 Dated 10/19/06

Sharing Food 
You are welcome to provide your children with a healthy snack on a daily basis. Some parents like to bring in snack for the classroom. If you wish to do so please inform your child’s caregiver with the type of snack and ingredients. 24 hours before bringing into the center. This will give the caregiver enough time to inform the other parents in the classroom and get permission to serve the special snack to the children in the classroom.

Children MUST NOT share food with other children without written permission from parents.

Amendment No.2 Dated 9/6/07

Little Angels Learning center Inc is mandated by the State to report any suspected child abuse. . Hitting and threatening your child is NOT permitted.

§ 3270.19. CHILD ABUSE REPORTING.

(a) An operator or a staff person who has reason to believe that a child enrolled in the facility has been abused is required to report suspected child abuse to Child Line as mandated by the DHS.

(b) A staff person may be designated by the operator as the person responsible to notify Child Line of suspected child abuse. The operator or designated staff person with this responsibility shall immediately notify Child Line at 1-(800)-932-0313.

(c) Within 48 hours, a written report regarding the suspected child abuse shall be submitted by he operator or designated staff person to the DHS unit, which has responsibility for investigating the report.
Smoking, Prohibited Substances, and Guns

The indoor and outdoor environment, and vehicles used by the program are designated as nonsmoking areas. The use of tobacco in any form, alcohol, or illegal drugs is prohibited on the facility premises. Parent is asked to keep all tobacco, alcohol, medication and guns locked up or away from the center.  

Open food and drink containers

In order to keep our rugs clean and our environment safe, please do not let your child walk into the center with open food or drink containers. 

Provisions for Nursery & Pre-K


Toothbrush/tooth paste





NOTE: Additional items may be asked for at the teacher’s request.
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