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CHRIST THE KING
LEARNING AND GROWTH CENTER
1580 Kingsway Dr. Madisonville, KY 42431***Office:270-821-3954***Fax:270-825-9394



PARENT HANDBOOK



MISSION STATEMENT
To nurture children in a Christian environment


AS PART OF CHRIST THE KING CATHOLIC CHURCH, CHRIST THE KING LEARNING & GROWTH CENTER DOES NOT DISCRIMNATE ON THE BASIS OF RACE, COLOR, NATIONAL ORIGIN, SEX, AGE, OR DISABILITY.


WE ARE A NONPROFIT ORGANIZATION
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[bookmark: _Hlk207563538]CTK Learning & Growth Center Philosophy
Our philosophy as childcare providers:
· We foster growth for every child’s cognitive, emotional, physical and social development by providing opportunities for children with varying abilities to explore and learn through daily play. 
· We respect the dignity of each child.
· We provide developmentally appropriate activities using a weekly thematic curriculum within a Christian environment.
· We foster independence to promote positive self-esteem and self-efficacy.

CTK Learning & Growth Center Goals
Our goals as childcare givers:
· To help children give love and share their gifts from God.
· To help each child develop a strong self-concept and an emotionally positive attitude to ensure he or she will continue to enjoy themself and be successful in school and in life.
· To provide cognitive developmentally appropriate activities to stimulate each child and keep learning. 
· To teach children the importance of being social, to respect others, and to function within a group.
· To provide physical activities that will help bodies grow healthy.

Services Provided by the Learning & Growth Center
Hours:	Monday-Friday 6:30am-5:30pm
We request that your child be in the building or we receive a late notification by 8:30am; this helps your child better adjust to our daily routine. 
Unless otherwise approved by the Director, a doctor’s note is required if a child is dropped off after 8:30am.

Brightwheel App
Brightwheel App is used for two-way communication between center staff and parents. It provides a convenient way to stay updated on your child’s daily activities at daycare through real-time photos, updates on meals, naps, learning experiences and direct communication with teachers. Brightwheel can be downloaded to your phone free. The director will enter your family information into the center’s Brightwheel account and you will receive an invite via text message.

Programs Available
Childcare Services
· Services are offered 5 days a week.
· These include weekly themed, preschool and enrichment activities.
· We provide care for children aged 1-3 years old.
· 3-year-old children that are still not potty-trained are only taken if there is an unfilled spot in our 2-year-old classroom, based upon the maturity of the 3-year-old child. Once the 3-year-old child becomes potty-trained and upon consultation between the CTK L&G Center Director, CTK School Principal and the parent/guardian: the child will be transitioned to the 3-year-old pre-K classroom at the CTK School. Transitions check points are scheduled during each school break: Fall break, winter break, spring break and beginning of each scheduled school year start date.
· A balanced breakfast, lunch and snack served daily.
· Childcare service rate: flat rate of $170/week per child for all children attending the Learning & Growth Center (unless you qualify for state assistance).

Admission Policy
Children will be admitted into the program on a first-come, first-serve basis. 
The steps for admission are as follows:
1. Parents must complete a registration form and return it to the Learning & Growth Center Director, to be placed on the waiting list.
2. The director will notify the parent of acceptance when availability allows.
3. At this time, the annual registration/supply fee ($50/family), electronic payment requirements and billing requirements must be completed with the Christ the King Catholic School Office Manager, prior to the child’s first day at the Center.
4. A current immunization certificate and verification, by the director, that all information on the registration form is complete is also required for the child, prior to the child’s first day at the Center.
5. Every child will go through a two-week trial period. We reserve the right to accept or deny your child’s admission to our program. If your child harms another child during that trail period, automatic disqualification will occur. 

Financial Arrangements

Statements: All billing is electronic through personal emails. Billing statements will be sent each Thursday for childcare for the following week. Payments will be due on Monday. If you should have any questions about your statement, please be sure to contact the Christ the King School Office Manager at 270-821-8271 or office@ctksmadisonville.com 
Payments: All payments are due the Monday before services are to be provided. If payment is not made the following Monday for both the previous week and the current week, childcare services will not be provided. 
The center must have two-week’s notice if you are planning to leave the program. Families who leave the program owing a balance, not paid in full, will be turned over for collection to an attorney for payment, plus court costs. 
ALL PAYMENTS ARE COLLECTED THROUGH THE BILL AND PAY AUTOPAY SYSTEM.PLEASE SEE THE CHRIST THE KING SCHOOL OFFICE MANAGER TO REGISTER FOR THIS SERVICE.

Registration and Supply Fee
There is an annual registration fee of $50 per family for all children at the center. It is due as part of the registration packet, once a reserved spot becomes available at the center, for that child. 
Once a child is enrolled in the Learning & Growth Center, this $50 per family, supply fee will be due annually, from all current families, on September 1st, of the current year.
Overtime Charges
We do understand that sometimes things happen that prevent you from picking your child up on time. Please understand that our staff also have families of their own to care for. We do charge a late fee of $1.00 per minute, to be paid at the time of pick-up, if consistent tardiness occurs, the child will potentially be dismissed from the Center.

State Child Care Assistance
The state of Kentucky offers a program providing childcare assistance to families based on income levels. If you think you may qualify, please contact the Kentucky DCBS-Hopkins County Office, which is located at 1084 Thornberry Drive, Madisonville, KY 42431. The phone number is 270-824-7566.
If assistance is awarded, the center signs an agreement with the agency and the family. If a portion of your registration fee or tuition is not paid by the agency, the family is responsible for this payment balance. The family billing is the same as other families in our center (please refer to “payments” section above).
Make-up Days
There is no credit given for days missed. This will also apply to the days the Center is scheduled to be closed and/or closures due to snow/illness/attendance related days.

Health & Safety
Immunizations
As required by Kentucky State Law, each child enrolled in our program must have an up-to-date immunization certificate on file. This certificate should be the official Kentucky certificate and should be turned in at the time of enrollment.
All children are required to have a current immunization record on file at the L&G center. Children with expired immunizations exceeding the 14-day grace period will be removed from our center. Based on new licensing, we will need evidence of an appointment card, from your pediatrician and/or family doctor, if immunization has expired and parents intend to update immunization for the child.
Medication
We can provide Tylenol to teething children only with a parent or guardian’s approval. Approved prescription medication (from a doctor), diaper cream and sunscreen are also items that can be administered by our staff. Please sign the medical request form daily if your child requires medication. All medications must be given to the center personnel upon arrival at the center. Please try to make the dosages administered as near as possible to lunch time (11:30am). All prescription medications must be in the original container with the child’s name, medication name, dosage and instructions clearly printed on the label. 
Illness
If your child becomes ill while at the center, you will be required to take him/her home. If you cannot be reached, we will contact your daily pick-up person. Please make sure that you have current phone numbers (including cell numbers) on file with us, in case we need to contact you. 
To protect the health and safety of other children at the center please do not send your child to the center if he/she is ill. Children who are vomiting, have diarrhea, fever (100.4 or higher), or other signs of illness will not be allowed to remain at the center. Children must be free from diarrhea, vomiting, and/or fever (fever free with no medication) for at least 24 hours before returning to the center. Depending upon the varying degrees of the illness, a doctor’s note may be required upon return. The director reserves the right to refuse care that day unless a doctor’s note is submitted. Failure to adhere to this policy will be considered an infraction. We follow guidance from the local health department and CDC on exposures and positive test results due to any illness.
Licensing requires that we provide outside time for all children. If your child is too sick to be outside, they are too sick to be at the center.
Disaster Plans 
The staff at CTK Learning & Growth will focus on caring for all the children in our care at the time of a disaster. We will stay in the building as long as it is safe and has the means to keep the children comfortable. We will then call for emergency services to help care for those in need. When the children are safe and cared for, extra staff will start calling the parents using either landline or their cell phones. Please, parents don’t call right away, give us time to care for the children first. If the center is unsafe, we will move over to the church building immediately and work on moving all the children down safely into the gym. The staff will walk the older children down the hill if conditions are safe and the younger children will be driven down the hill in a staff car to the gym. Once we are in the gym and the children are settled, we will start calling the parents to let you know we are at the gym building. When you pick up your child, please sign the child out using your name, the time and where you will be with the child and the phone number to reach you if other family members call. All the staff will stay with the children until all the children have been picked up. Please have your child(ren) picked up in a timely manner. If you are not able to come, please let the staff know who will be picking up your child. If the staff can’t reach you on the phone, we will go straight down your list. 
Drills are practiced regularly to ensure the teachers, aides and children are prepared in the event of a disaster.


Lockdown/Shelter in Place

At the time of a lockdown/shelter in place we will not be able to move from our safe place (in the kitchen storage area). That means if you as a parent are in the building you will be with us until the police give us an all-clear. This also means if you are outside with your child, we will not be able to open the door or you. The police will be blocking the drive and checking the grounds for anyone outside the safe place in the building on the grounds. The best place for you will be back in your car locked inside until the police come. 

Authorization to pick up a Child
Anyone authorized to pick up your child may be added or removed on the registration form, daily notes, or by Brightwheel App. If you have any concerns about a possible problem, please notify the director. We will not release a child to someone who is not authorized by the parents(s) to pick up that child. To protect your child, we will ask for identification from the person picking up that child. It is the parents’ responsibility to keep our files updated with working phone numbers and addresses.
Parents must check in/out on Brightwheel App and on paper when dropping off and picking up a child daily. This ensures accurate attendance in emergency situations and is required by Kentucky state regulations. 
A current custody statement must be on file at the center for children of separated or divorced families. This is for the protection of your child.
Closing for Severe Weather/Illness
In case of severe weather, the center reserves the right to close due to safety for its employees and children. Please sign up for the Brightwheel App, as this is the most efficient method of communication for closure information. Be advised all messages provide information directly from the director. 
Please be advised that when roads are deemed unsafe, the Center reserves the right to operate on a one-or two-hour delay. During severe weather, the Center will notify all parents using the Brightwheel APP, so please ensure that all parties needed are enrolled.
At the discretion of the director, the Center reserves the right to close due to the high percentage of illness related to children/employee absences. This is for the protection of all the children and employees at the center. During closure, employees will diligently be working to eradicate the building from any potential pathogenic illnesses.

Discipline
Our goal is to reinforce positive behavior. In cases of unacceptable behavior, our staff will try to reason with the child or redirect his/her behavior to an acceptable behavior. If this is ineffective, we use time-out methods. This is removing the child from any activity for a designated amount of time. We try to set clear limits, so misbehavior can be avoided. We do not administer corporal punishment. At our center, we try to stress kindness to one another, so behaviors such as hitting, kicking, biting, or hurting other children or staff will not be tolerated. If unacceptable behavior continues, the director will set up a conference with the parents to discuss alternative solutions. If these alternative solutions have been implemented with both parent and teacher cooperation, but the unacceptable behavior continues, the child may be removed from the program.
Biting Policy
Our staff strongly disapproves of biting. The staff’s job is to keep the children safe and help a child that bites learn different, more appropriate behavior. We do not use techniques to alarm, hurt or frighten children such as biting back or washing a child’s mouth out with soap. 
For the child that was bitten: 
1. First aid is given to the bite. It is cleaned with soap and water. If the skin is broken, the bite is covered with a bandage. 
2. Parents are notified.
3. An incident form is completed by staff and filed.
For the child that bit:
1. The teacher will firmly tell the child “do not bite”
2. The child will be placed in “time out” for no longer than the child’s age.
3. The parents are notified
4. An incident form is completed by staff and filed.
When biting continues
1. The child will be observed by the classroom staff to determine what is causing the child to bite (teething, communication, frustration, etc.) The director may also observe the child if the classroom staff is unable to determine the cause.
2. If a child inflicts a bite in which the skin of another child or staff members is broken or bruised or the bite leaves a significant mark, a conference will be held with the parents to discuss the child’s behavior and how the behavior may be modified. 
3. After three biting incidents (ex. 3 separate days of biting), the child will be removed from the center.
4. If a child bites twice in a 4-hour period, the child will be required to be picked up from daycare for the remainder of the day. 

Dismissal and Behavioral Policy
A child may be removed from the program for the following reasons:
1. There is a lapse in payment for childcare services for more than two weeks.
2. The child/parent poses a threat to self, staff, or other children in the program.
3. The child/parent uses abusive language or threatens other children of staff.
4. The child or family exhibits behavior that acts against Center policies, as detailed in the parent handbook.
5. If the child is absent for 2 weeks, without notice or payment, your child’s spot will be filled.
6. If a child/parent has 3 infractions against policies in the parent handbook, then dismissal amy incur at the director’s discretion. 
Withdrawing from the Center
If you withdraw your child from the center, we require a two-week notice. All accounts must be paid in full by your child’s last day of attendance at the center. Families who leave the program owing to a balance will be turned over for collection, plus any costs incurred. If you have any questions about your current balance, please ask the Christ the King Catholic School Office manager before your child is withdrawn.
Food Program
We serve well-balanced meals. 
We post menus on the bulletin board at the front of the center and on Brightwheel APP so that you know what your child is/will be eating. We provide food every 2.5-3 hours for our children as follows:
Breakfast	8:30 (NOTE: if the child is not here by 8:30am, he/she will NOT receive breakfast that day)
Lunch	11:30
Snack	2:15
Since meals are provided by the center, children may not bring any type of food, snack or candy into the center. If your child is on a special diet or has food allergies we must have a special form on file from your child’s doctor. Parents must provide milk substitutes for children with dairy allergies.


Daily Schedule
	Daily Schedule

	6:30-8:15
	Free Play

	8:15-8:30
	Wash Hands

	8:30-9
	Prayer & Breakfast

	9-9:15
	Bathroom/Diaper Change

	9:15-10:15
	Circle Time (includes lesson & story)

	10:15-11:15
	Gross Motor

	11:15-11:30
	Wash hands

	11:30-12
	Prayer & Lunch

	12-12:15
	Bathroom/Diaper Change

	12:15-2
	Nap

	2-2:15
	Bathroom/Diaper Change

	2:15-2:45
	Prayer & Snack

	2:45-3-3
	Wash Hands

	3-4
	Music & Movement

	4-5:30
	Center Time/Free Play



Curriculum
Young children learn best by doing. Children must interact with their environment to make sense of the world. When they interact with other materials and people, they add to their language, learn new ideas and develop new understanding about the world. That is why our curriculum includes large blocks of time for free play and outdoor play to allow children to explore their environment. We also include various centers like dramatic play, manipulatives, blocks, science and others that encourage development. Our preschool activities use themes to focus on hands-on activities along with pencil and paper so that we can provide more effective learning for your child. Since we are a Christian-based center, we include prayer, Bible stories and songs as part of the curriculum that teaches about Jesus Christ. We do not allow any type of guns, war toys or other toys of destruction at the center.
To help you know what your children are doing each day, we do post our weekly lesson plans on the walls of each classroom and on the Brightwheel App.
Developmental Screening

The Ages and Stages system is intentionally designed to build parents and staff understanding of healthy child development, supportive services available in the community, and how both are important to improving children’s outcomes and ongoing success. Within 90 days of enrollment each child will go through a screening process to help us meet the child where he/she is developmentally and help us to determine which skills and activities a child is ready to begin next and make a plan to enhance those skills. The process begins with parents completing a questionnaire about their child, the child’s teacher will score the questionnaire and share the results with parents. The process will be repeated every 90 days, to ensure we are meeting the child’s developmental needs. If screening results determine that your child could benefit from other services offered in the community, a referral will be given to you within 30 days of receiving the results. 

IFSP
L & G agrees to abide by stipulations set forth by your family’s IFSP to the best of our ability. An Individualized Family Service Plan (IFSP) is a written document that outlines early intervention services for infants and toddlers (birth to age 3) with developmental delays or disabilities, and their families. It's a family-centered approach, meaning the plan focuses on supporting the child's development within the context of their family and community. The IFSP is developed collaboratively by a team of professionals and the child's family, and it addresses the child's individual needs, family concerns, and desired outcomes. 

Birthdays & Invitations
We feel it is important to protect the privacy of our children at the center. For this reason, we cannot provide phone numbers or addresses of any of the children at the center. You are welcome to send invitations for each child invited.
Clothing
The children will be involved in active play and painting; therefore, play clothes work best. Please expect clothes to show the effects of the day’s play experiences. We will go outside daily, weather permitting. The weather determines how long, so be sure your child has appropriate clothes for the weather. We also suggest that girls wear shorts under dresses. Coats, mittens, hats, etc., should have your child’s name on them. To help your child grow in independence, we recommend that your child wear clothes that allow them to go to the bathroom easily, without asking for help.
Concerns About the Center
Even when there is a good rapport among people, there are still occasional areas of disagreement. This is normal behavior. It is the center’s mission to maintain a Christian environment. If you have a concern about actions or procedures at the Learning & Growth Center, please schedule an appointment with the director to resolve these issues. It takes staff and parents working together to resolve the difficulty by working out a compromise in maintaining the Christian environment.
Holiday Closing
The center will be closed on the following holidays:
Good Friday
Memorial Day
Fourth of July
Labor Day
Thanksgiving (and the Friday following Thanksgiving Day)
Christmas Eve
Christmas Day
New Year’s Day

Please note that NO CREDIT WILL BE GIVEN IF A HOLIDAY NOTED ABOVE FALLS ON A WEEKDAY (Monday-Friday). If one of these days falls on a Saturday or a Sunday, we will be closed on the legal holiday observed for that day. Before and after scheduled closed holidays, we will be open only if we have 8 or more children needing our services.

Parent Conferences & Communication
We use Brightwheel App to communicate effectively with parents. Please provide your email address to the director to get enrolled. Brightwheel is an open line of communication. All staff of the Learning & Growth Center have access and will communicate with parents through Brightwheel. Parents have the ability to respond to staff and to also the ability to initiate contact with staff through the app. Feel free to call and schedule a conference with your child‘s teacher and the director if you have a problem or concern. ***it is every parent’s responsibility to keep a current phone number & email on file with CTK Learning & Growth Center for this communication.

Personal Items
Please leave all toys, money, jewelry and valuable items at home. Because we have many children at the center, it is easy for toys to be lost or broken. Many of these items can also be choking hazards for our very young children. At nap time, the children will need a soft blanket, crib size fitted sheet and may bring a small nap buddy, if desired. As is policy at the Learning & Growth center, we do ask that the child’s soft blanket, sheet and nap buddy be taken home by the parents every Friday to be washed and returned with the child on Monday morning. Children who have forgotten a blanket and/or nap buddy will be provided with those items for the day. Please make sure that all personal items are labeled with the child’s name. 
Potty Training
Please inform us of any potty-training efforts. We are willing to assist your efforts throughout the day. Diapers, wipes and extra clothes must be provided by the parents. Please check your child’s supplies regularly to ensure that they are replenished/available and weather appropriate. If the child is not potty trained, diapers and wipes must be provided by parents. If a child is wearing non-disposable undergarments, they must be potty trained and/or working to actively potty trained. If a child has 3 accidents in one day and this occurs on 3 different dates, then the child is not considered applicable to be potty-trained wearing non-disposable undergarments at that time. The parent must re-supply diapers and wipes after this occurrence. Failure to adhere to this policy will incur an infraction against policy. 
Those children who have turned the age of 3 and are potty-trained will be transitioned to the Christ the King School, at the end of each school year break (Christmas break, Fall break, Spring break, etc.), per our policy at the center. If a child is not potty trained at the age of 4, they will be asked to make other arrangements. 
Preschool Placement
Kentucky state law requires that a child must be 5 years of age on or before August 1st, to enter Kindergarten. Christ the King Catholic School offers a preschool program for three- and four-year-old children. Should you consider enrolling your child in their program, please call the office Manager, at Christ the King Catholic School 270-821-8271, for additional information needed. 
Transition Time
Starting a new school or a new center can be difficult for both parent and child. You and your child are welcome to schedule an appointment to come and interact in the child’s future classroom prior to the child’s start date. This will better enable the child to become familiar with the surroundings and the teachers. Be positive when dropping your child off. Keep the good-byes short and enthusiastic in the morning. Make sure you also talk about the fun things that your child will do during the day/did the previous day.
Volunteers
Volunteers are welcome. Our license requires that all adults responsible for children, or working with children on a regular basis, have a criminal background check, including complete fingerprinting, as well as a TB test on file, prior to working with the children. In compliance with the Diocese of Owensboro, Christ the King Catholic Church also requires Safe Environment Training for anyone volunteering in our facilities, during childcare service hours. This training is available online and is required to be completed by all volunteers, prior to their volunteer service. For more details, please contact the Christ the King Catholic School Office Manager. 
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CHRIST THE KING
LEARNING AND GROWTH CENTER
1580 Kingsway Dr. Madisonville, KY 42431***Office:270-821-3954***Fax:270-825-9394

PARENT HANDBOOK ACKNOWLEDGEMENT

_____ I have read and understand the Christ the King Learning & Growth Center parent Handbook and agree to abide by all policies and procedures therein.
_____ I will seek answers from the director should I have any questions regarding any material presented in this handbook.
_____ I understand that policies and procedures outlined in the handbook will be enforced for all families at the Learning & Growth Center.
_____ I have received a copy of the Hopkins County Mini Resource Directory.


Printed name: _______________________________
Signature: ___________________________________  Date: ______________

Updated August 2025				
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