Coosa Valley Early Education Center
Operational Procedures

I. Mission Statement: To provide early education in a safe Christian environment that will instill each student the desire to fulfill his/her greatest potential while encouraging mutual respect among students and staff to prepare well rounded individuals for success in life.  

II. 	Registration: Coosa Valley Early Learning Center accepts students of any race, color, national or ethic origin to all rights, privileges, programs, and activities generally accorded or made available to students at the center.  

		The following items are required for registration:
		1.	Original Blue Form
		2.	Copy of Birth Certificate
		3.	Copy of Social Security Card

All required forms must be completed and returned to the director on or before the child’s first day.  Coosa Valley Early Education Center reserves the right to drop any child from enrollment upon ten days’ notice to the parents involved.  If the staff determines the program is not meeting the needs of the child or if the child’s presence posed a threat to the welfare others.  

III.  Fees and Payment Schedule: There is a monthly fee of $650.  All fees are due on the first day of the month and are late on the tenth day of the month.  No credit or refunds will be issued if the center is closed due to snow, severe weather, or any other emergency.  

a. 	Arrival and Departure Procedures: Children must be signed in/out by a parent or authorized person when they arrive/leave; this includes the time when they are signed in/out and the full name (not initials) of the person signing them out.  Parents are responsible for signing in/out at the correct 
time.  

IV. 	Operating Hours: 6:30 am till 5:30 pm
		The Center is closed on the following days:
		*New Year’s Week
		*Martin Luther King Day
		*President’s Day
		*Good Friday
		*Memorial Day
		*Independence Day Week
		*Labor Day
		*Columbus Day
		*Veteran’s Day
		*Thanksgiving Week
		*Christmas Week
		*Spring Break Week	





V. Health Policies: Each child is required to have a current official immunization form on record at the center.  

VI. Every staff member must have a current physical exam.  Exam must certify that the individual is free from illness detrimental to children, statement that individual is physically able to work with young children.  Staff members are CPR certified.  
                      Exclusion for illness: Children and staff must not attend school if they have any of the following:
		*Severe colds
		*Undermined rash or spots
		*Fever
		*Severe headache
		*Upset stomach
		*Other symptoms of illness

Children may not return to school after having a communicable disease without being released from the doctor. Children must be fever free for 24 hours without medication.

Medications cannot be given by the Center’s staff without a doctor’s prescription and a parent written note signed and dated.  Patient medications may be given with the parent’s permission and in accordance with the printed instructions.  

Parents should keep current the child’s doctor and the name of the other adults to contact in the event of an emergency if the parent cannot be reached.  

VII. Food: Morning and afternoon snacks will be provided by the center.  Lunch will be brought in with the child each day.  

VIII. Clothing and personal belongings: Children should wear comfortable clothes suitable for indoor and outdoor wear.  All clothing should be marked with child’s name.  This includes coats and sweaters worn daily.  Children must always have an extra change of clothing.  

IX. Emergency Preparedness Response Plan: Coosa Valley Early Education Center is committed to maintaining a safe learning and working environment.  
1.  In the event of an emergency, all entrances to Coosa Valley Early Education Center will be closed.  All parents and media will need to meet at Harpersville First United Methodist Church located on Highway 25 for information.  
2.  Coosa Valley Early Education Center will use a variety of means to disseminate emergency or critical information depending on the scope and magnitude of the crisis, including calling post, email, local television stations (Chanel 6, 13, 33/40).
3. Safety drills (intruder, tornado, fire, and bomb) will occur monthly at Coosa Valley Early Education 
Center.
4.  Medical Emergency: in a case of a medical emergency with a child, an attempt will be made to notify parents immediately.  If parents or other emergency contacts cannot be reached, an attempt to contact the child’s doctor will be made and the child may be transported to appropriate facilities to receive medical assistance.  Parents will be responsible for medical expenses.  
