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POLICY STATEMENT

Welcome
We welcome you to Oakbrook Child Development Center and are pleased that you have chosen to place your child in our care. These are the most important years of your child’s life.  The experiences and impressions that they have now will be the foundation for the years of learning yet to come.

PURPOSE OF THE POLICY STATEMENT

The intent of this handbook is to make you aware of Oakbrook Child Development Center’s policies and procedures. Please read this handbook carefully. The obligation of enforcing these Policies is placed primarily in our carefully selected and trained staff whose principle responsibility is to assure the safety and well being of all children entrusted to our care. We do not expect this handbook to cover every circumstance but feel that it is as comprehensive as possible. It is the duty of the parents/guardians to know the policies as outlined in this book and to cooperate in their enforcement. We welcome any comments, questions, and/or suggestions for improvement.
Philosophy
Oakbrook Child Development Center was founded on the philosophy that each child is unique and has a special place in life.  By accepting each child as they are, respecting their right to be different, and loving them for themselves, they can be encouraged to develop their own capabilities and their full potential.  Our care is based on a nurturing attitude that is expressed through 

· Respect

· Fostering Intellectual, Social, Physical, and Emotional Development

· Developing Positive Attitudes Through  Positive Experiences
Free and Full Access

Free and Full Access will be granted to parents of children enrolled unless court order stipulates otherwise.  The visit must not disrupt instructional activities or 
classroom routines.
Firearms, weapons, and ammunition are not permitted in the center or on the premises.  This does not apply to a guard, law enforcement officer, or member of the armed forces.
Provisional Employment

Oakbrook CDC may provisionally employ a person in order to comply with South Carolina laws and regulations when unexpected staff vacancy occurs.  
Curriculum

The Creative Curriculum approach to teaching and learning balances both teacher directed and child-initiated learning, with an emphasis on responding to children’s learning styles and building on their strengths and interests.
Teachers at Oakbrook CDC provide opportunities for the children in literacy, math, science, social studies, and art while maintaining an emphasis on children’s social/emotional development.

  General Information
To Contact Us
Oakbrook Child Development Center

901 Travelers Blvd.

Summerville, SC  29485

Web site: www.Oakbrookcdc.com

E-mail: oakbrookcdc@gmail.com
Phone: 843-871-3053 • Fax: 843-873-8881

Hours of Operation
Oakbrook Child Development Center is open 6:00 a.m. to 6:00 p.m. Monday – Friday

Programs
FULL DAY PRESCHOOL PROGRAMS

6:00 am to 6:00 pm, M-F 
· Full-Day Infant and Creepers

· Full-Day Toddlers
· Full-Day Two’s
· Full-Day Three’s
· Full-Day Four’s
PART DAY PROGRAMS

Oakbrook Child Development Center offers a variety of part day programs for children ages 3 and 4.  Classes and times vary to meet the needs of the community.

Please Note: Part Day enrollment period runs from August until May.  Part day Programs may vary from year to year, therefore schedules are set or modified each year, prior to the beginning of the school year.
After School Care

Oakbrook Child Development Center provides care to children attending many Dorchester District Two elementary schools, for after school, school holidays, and early release days.  
Please Note: Our facility does not service ALL elementary schools within Dorchester District Two.  Please contact the office for a list of schools that we service.
 Admissions and Enrollment
Registration Fees 

A registration fee of $100.00 per child is required at the time of registration. This fee is an annual non-refundable fee of $100.00 for all Full Day Programs. Registration fees will be posted annually to children’s accounts on the first Monday in January.
Preschool Enrollment and Inclusion Policy
We do not discriminate against any child bases on disability, developmental delay, medical condition, race, religion, national origin or sex. Enrollment decisions are based on the preschool’s ability to safely and appropriately meet a child’s needs within the resources available. Prior to enrollment, parents or guardians must:
*Complete all required registration and health forms

*Disclose any known medical, developmental, behavioral, emotional or educational concerns.

Children are expected to participate in a manner that promotes a safe learning environment for themselves, other children and staff. If the preschool determines that a child’s needs exceed the programs capabilities when behaviors create a significant safely risk or substantially disrupt the classroom. The preschool reserves the right to immediately suspend or dismiss a child when their behavior presents an immediate threat to themselves, other children, staff or property.
Tuition and Fees

All Full Day and Part Day tuitions are based on the total yearly cost of the program.  The weekly fees are a breakdown of this yearly cost to facilitate parent payment. Tuition remains the same regardless of scheduled holidays that may fall within the week. Refunds of tuition will not be issued in the event the school closes for reasons such as hurricanes, or other situations beyond our control.
Weekly Tuition and Late Fees

Tuition is to be paid in full on Monday of each week.  Payments can be made through the Procare system.
If tuition is not paid by 9:00 am on Wednesday and there is a balance due, a $25.00 surcharge will be added to the account.  If tuition is not received by Friday, the child will be removed from enrollment and can not return until the balance is paid in full.  A service charge of $25.00 will be added on all returned payments.

Vacations
Two weeks of annual vacation per calendar year is allowed for Full-Day children only that have been enrolled at least six months.  All vacation time is charged at one half the normal tuition rates. Half-Day Programs do not qualify for discounted vacation.

· Vacation time can only be used when a child is NOT present at the school.

· A two week advance written notice of your intent to take vacation is required
· Tuition must be paid prior to taking vacation
· Vacation weeks must be utilized in calendar week increments

· Vacation may not be utilized during the last two weeks of the enrollment period

· Vacation may not be used for a withdrawal notice requirement or as a credit towards tuition.

· Vacation will not be issued/available if there is a past due balance on your account. Your account MUST be current to utilize vacation time.

Withdrawal
A two week written notice is required when you withdrawal your child from any program offered at OCDC.  If no notice is given, the parent is still responsible for the tuition for those weeks.  Late fees will accrue on balances, and the parents will be responsible for all collection fees incurred.  

OPERATING POLICIES

Conferences
Parents may request a conference to discuss each child’s progress and accomplishments in the classroom.  In addition the Director, Assistant Director and/or classroom teachers may request a conference with parents at any time to discuss concerns as needed.

Sign in and Sign Out / Daily Tracking
Entry is only permitted through the front lobby area of the building.  Each child will be signed in and out each day by the parent.  Additionally attendance will be taken daily in the classroom.  We require that a member of the teaching staff recognizes your child’s arrival and departure before leaving.  Any special instructions for pickup should be noted with the child’s teacher, as well as with the front office.

The classroom sign in & sign out sheet is utilized throughout the day along with tracking sheets to account for the number of students present at all times.  Teachers conduct head counts of children during the following:
· Transitioning from playground to classroom
· Loading and unloading bus while on field trips, and throughout the duration of the trip

· Loading and unloading bus from public school

· During safety drills and during inclement weather

· During pick-up and drop off times

· And at any transition time throughout the day
Mealtime prayer Policy
Our preschool is a privately operated educational program and is not affiliated with any church or religious organization; however we do say the blessing before meals and snacks. Participation in mealtime prayer is voluntary. Children are encouraged to sit respectfully during this time, but they are not required to recite the prayer or participate in any religious expression.
Pick –Up
Children will be released only to those persons whom you have given written permission on an official pick-up authorization form.  To update your list, you must notify Oakbrook Child Development Center by completing and signing a new pick-up authorization form. A temporary pick-up form may be signed, and are available on our website at www.oakbrookcdc.com or at the office. Each designated pick-up person must be able to display proper photo identification before taking the child.  
Late Pick –Up
Oakbrook Child Development Center operates from 6:00am – 6:00pm except when otherwise noted. Parents will be charged a late fee of $1.00 per minute for pick-ups later than 6:00pm. Parents will be allowed only three late pick-ups, on the fourth offense the child will be dismissed from the center.
Inclement Weather
Our policy is to remain open as long as it is safe.  In the event of inclement weather that may require Oakbrook Child Development Center to close, information will posted through the Procare system.  Weather that requires evacuation of the building will require you to pickup within an hour of notification.  Please plan ahead for childcare, especially during hurricane season.
Clothes

Children should arrive to school each day dressed in clothing that permits participation in indoor and outdoor physical activity.  Sneakers or tennis shoes are recommended.  All shoes should be closed toed to minimize the risk of injury.  Any child who wears flip flops or crocs will not be allowed to use the climbing equipment.  All children should have an extra set of clean clothing to be rotated as seasons change.
Child Guidance (Discipline)
Discipline is the art of teaching appropriate behavior through problem solving with the child, re-direction, and role modeling by the staff.  Positive reinforcement helps children to develop self-discipline.  
WE DO NOT

· Inflict corporal punishment in any manner upon a child.

· Use food as a reward or punishment.

· Use any strategy that hurts, shames, or belittles a child.

· Use any strategy that threatens, intimidates, or forces a child.

· Use or withhold physical activity as a punishment
Significant behavior problems are observed and tracked by the teachers, and if a pattern is established, a meeting with parents is held to develop consistent strategies for the child at home and school.  If recurring problems continue, parents will be consulted to develop alternate strategies.  As a last resort, the child’s admission may be 
revoked or denied.  Limits to behavior considered inappropriate are hurting others, hurting themselves, damaging equipment, or disrupting classroom activities.  

Child Abuse / Neglect
Oakbrook Child Development Center is mandated by South Carolina Law to report suspected child abuse and neglect to local authorities.

Potty Training

Toileting works best when the parents and teachers work together.  Children who are training will need several changes of pull-ups or training pants, as well as several complete changes of clothes.  Please label each with the child’s name.  Soiled clothing will be bagged as is, and sent home for washing to prevent communicable diseases.  Children should be dressed in clothing that they can easily manage.
Confidentiality

Oakbrook Child Development Center is very sensitive to the fact that information concerning you, your child, and your family is private and personal.  Children’s files and personal information will be stored in a locked file cabinet located in the front office. Trust and confidentiality are essential to building trusting relationships.  We are committed to maintaining your privacy and protecting your personal information.  Oakbrook CDC will not disclose information except as required by law or when there is a threat to the health and safety of the individuals and families we serve.
Outdoor Activity

Children should arrive to school each day dressed in clothing that permits participation in indoor and outdoor physical activity.  Sneakers or tennis shoes are recommended.  All shoes should be closed toed to minimize the risk of injury.  Any child who wears flip flops or crocs will not be allowed to use the climbing equipment.
Teachers encourage children to be physically active by providing materials, games, and planned activities each day for both inside and outside play.  Encouragement of a least restrictive, safe, environment for infants and toddlers at all times will be provided. 
Schedules will include daily, active outdoor play for all children.  During times of inclement weather, the time of indoor activity will be increased to assure the total amount of physical activity remains the same.  
Note:  A copy of Oakbrook CDC’s full Physical Activity Policy Statement is located on the Parent Bulletin Board in the main lobby.
Water Day
OCDC does not allow swimming or wading at the center. 
However, we do have water day once a week during the summer. We do not use wading pools, but rather sprinklers, sponges, water guns and other water toys. Special “swimming” ratios are not observed during water day. 
Field Trips

Field trips are one of the most enjoyable aspects of a student’s school experience. Students have the fun of learning new things, the joy of sharing the trip with friends, and the excitement of doing something different from the normal daily routine. On many trips, parents ask to join the group for the trip.  Please be aware that, as a school function, the teacher in charge has complete authority over and are responsible for, all students going to, at, and returning from a field trip even when parents are present. Although we welcome parent volunteers, for the safety of everyone, children must always be in the direct supervision of an Oakbrook Child Development Center staff member.  Parents are prohibited from taking a group or individual children on their own at any time.  If, at the end of the field trip, a parent wishes to take their own child with them, they must first sign their child out with his or her teacher. In the event that a teacher is absent on the day of a scheduled field trip, the trip will be canceled and rescheduled at a later date.

Naps

Nap time for Babies and Creepers is scheduled on an individual basis.  All other children rest after lunch, as it is developmentally appropriate and needed by most.  Children are not required to sleep, however all children are required to rest quietly and allow others an opportunity to sleep. Children who do not nap will be offered a quiet activity on their mat after a period of 30 minutes rest. If your child becomes disruptive to others and the naptime routine, you may be asked to pick them up for naptime and return once it is over.

Mats are provided but bedding is not.  Please provide a small blanket and a crib sheet for your child.  One small comfort item may be brought if needed to help your child relax.  Space is limited so all items must fit inside of a small book bag that can be zipped.  Pillows and Pillow Pets are not allowed.  Bedding must be taken home at the end of the week to be cleaned and returned to Oakbrook CDC the following week.  If bedding is soiled, it must be bagged as is, and sent home for washing to prevent communicable diseases.

Birthdays and Holidays

From birthday parties to holidays there are many opportunities for celebration in our child care center.    If you would like to recognize your child’s actual birthday, you may send in a treat for the class.  For holiday celebrations, a sign-up sheet with a specific food list will be placed on the classroom bulletin board.

Oakbrook CDC will be closed for the following holidays and two days each year for staff training and development.  We will close in observance of the following holidays; New Years Day, Memorial Day, Independence Day, Labor Day, Thanksgiving Day and the day after, and either the day before Christmas or the day after, depending on how the holiday falls within the week.  If any of these holidays fall on the weekend, we will be closed the Friday before or the Monday following the holiday.  Staff Development days will be announced each year in advance but are typically the Friday before the start of preschool and Presidents Day.
Toys

Toys from home create difficulty when they are lost or broken and certain toys pose choking risks.  Please do not send any type of toys to school, unless directed by the child’s teacher. Toys from home will be sent home with you at drop off.
Infant Care
Pre-Toddlers (6 wks - 12 Months)  For children that are not eating table food or using cups, parents must provide prepared baby food and bottles.  All bottles must be plastic, covered, and labeled with the child’s name.  Please bring enough prepared bottles to last the entire day.  Formula and breast milk bottles will be warmed in a warmer.  Cereal or baby food may not be added to bottles at any time.  Bottles may contain only formula, breast milk, water, or juice.  All opened formula and food will be discarded at the end of each day.  
Meals and Snacks
At this time Oakbrook CDC is not providing meal service.  Oakbrook CDC serves two snacks daily.  A list of snacks provided is posted on the Parent Bulletin Board located in the main lobby.

Snack and meal times are planned to allow for eating and socialization.  At least one staff member will join children at the table for meals and snacks.  Children are encouraged to eat a variety of foods. 
Termination of Service

Child care services may be terminated by Oakbrook Child Development Center if, in the sole judgment of the Center, the parent or guardian:
· Does not keep the child’s records up to date, including immunization records.  Oakbrook Child Development Center does not accept medical or religious immunization exemptions
· Fails to pay fees, charges or any other amount owed to the center in a proper and timely manner

· Keeps the child out without making proper arrangements with the Director.

· Fails to abide by the Rules and Regulations established by Oakbrook CDC as outlined in this handbook

· Treats the personnel, employees, or parents of Oakbrook CDC in an unreasonable or abusive manner

· Engages in conduct that is improper or likely to endanger the welfare, safety, harmony, and / or reputation of Oakbrook Child Development Center or its members
· See Child Guidance
HEALTH

Immunizations
All children are required to have a Certificate of Immunization prior to admission.  Oakbrook Child Development Center does not accept medical or religious exemptions.  
Minimum Immunizations Requirements for Day Care Attendance

Pursuant to Section 44-29-180 of South Carolina State Law, children less than six years of age who attend a licensed public or private child day care facility, a registered church or religious child day care facility, or child development program for K4 and younger must present to the day care facility (or school if the program is in a school setting) a South Carolina Certificate of Immunization (DHEC form 1148), which assures they are “up-to-date” or “catching-up” on the childhood immunizations recommended and routinely provide by the South Carolina Department of Health and Environmental Control (DHEC).

Minor Accidents and Injuries
Scuffed knees and bumps and “boo-boos” are a part of a young child’s life.  In the event of such injuries, children will be treated promptly by the teacher and/or office staff.  Equally important, plenty of TLC will be provided.  Parents will always be informed of any such incident either immediately or when the child is picked up.  An injury report will be filled out and will be given to the parents for their information.
Medicines

Oakbrook Child Development Center will only administer medicines prescribed by the child’s physician and labeled with the child’s name on the prescription label. All medicines should include specific dosage directions.  All medicines must be kept at the front desk.  Parents must fill out medication forms completely.  Medicine forms are available at the front desk.  

Medical Emergencies
 
A. Medical Conditions Under Which Emergency Care and Treatment is Warranted. 

 

Medical emergencies that would require immediate medical care by a health care professional include the conditions listed below.
Semi-loss or loss of consciousness

Breathing difficulties

Severe bleeding

Neck or back injuries 
Unequal pupils

Clear drainage from ears/nose after a blow to the head

Stiff neck or pain

Repeated forceful vomiting or vomiting blood

Possible broken bones

Shock

Severe abdominal pains

Hives that appear quickly

Seizure

Assault on child/staff

Internal hazard material incident
B.       Steps to follow in a medical emergency

 

·  Train Staff to recognize signs and symptoms

· Call 911- Call Parents/Guardian to inform of child symptoms and that they will be transported to Summerville Medical Center
· Provide First Aid as necessary until emergency personnel arrive. 

· An available administrative staff member will take emergency medical forms with them to the hospital and will stay with child until parents arrive.
·  Incident/Accident form will be written and signed by staff and parent.

· If necessary, DSS will be contacted by Director and/or doctor. 

Note:  A full copy of the Oakbrook CDC Emergency Plan is available for viewing in the office.

Sick Child Policy

Children do get sick from time to time, this is a normal part of growing up.  Unfortunately, we are not able to provide appropriate care for sick children, even mildly ill children.  If your child has a fever, sore throat, cough, excessive runny nose, vomiting, diarrhea, or any other contagious condition, please keep them home. If children have minor complaints, but do not feel well enough to enjoy all daily school activities including outdoor play, they should remain at home.  A full School Exclusion List is available at the front office.
If children become ill (vomiting, diarrhea, or temperature reaching 101 degrees) during school hours, parents will be contacted immediately and the child should be picked up immediately.  If we are unable to contact the parents, we will contact another designated adult listed on your contact form.

Children must be symptom and fever free for at least 24-48 hours, without the use of medicines, before returning to school.

Preparedness
Fire Evacuation and Procedures
· Activate fire alarm if not sounding
· Evacuate children, visitors and staff
· Infants and Creepers are placed in an evacuation crib and wheeled from the Center by staff members to the far fence area on designated playground.  Toddlers are to be gathered at the outside door, making sure all children are out and accounted for before leaving the room. Make sure all children are out of the bathroom and hall door is closed.  Preschoolers are lead away from the building to the far end along fence of designated playground area.  
· The following should be with the teacher at time of evacuation

Class attendance and tracking sheets 

Children’s emergency and medical information/supplies

Cell phone if available
· Call 911 from outside the building
· Director will do a final check of all spaces.  
· Final attendance check is taken for both children and staff
· Director or staff member will check area of concern and use fire extinguisher, if safe to do so. 
· Have the following ready for police:


Number of children in care, staff and volunteers


Knowledge of anyone remaining in building


Floor plan and internal systems information

· Director will notify parents of evacuation and alternate site location of applicable
Off Site Evacuation

In the event that an emergency occurs at Oakbrook Child Development Center and “off site evacuation” is necessary due to events such as a brush fire, flash flood, etc., the children will be relocated to W.O.R.D Ministries; 301 Travelers Blvd. Summerville SC 29485 by foot or emergency crib, depending on the age of the children. If it is decided that staff and children will be moved to an alternate site location different from Oakbrook Child Development Center staff is required to bring the following items to the alternate site:

· Class/Staff attendance sheets 

· Children’s emergency and medical folders

· Cell phone if available

Attendance will be taken before leaving and upon arrival to off site location. The Director will evaluate the situation with the help of responding agencies (Fire, Police, etc.) and determine when it is safe to enter the building. The children will remain at this alternate site under the care and supervision of our child care staff while parents/guardians are contacted.  They will be made aware of the situation and make arrangements to pick up their child or authorize that care be provided for the remainder of the day. 
If children are exposed to toxic fumes or injured during the emergency, they will be transported to Summerville Medical by private vehicle or ambulance where they will be examined by a health care professional and the parents/guardians will be contacted.   

All staff will review emergency plans annually and additional training will be conducted if changes are made to any part of the emergency plan.  Staff members receive annual training in CPR, First Aide, and Bloodborne Pathogens.
Note:  A full copy of the Oakbrook CDC Emergency Plan is available for viewing in the office.
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