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Student Handbook



Second Baptist Child Development Center Mission Statement:
At Second Baptist Child Development Center, our goal is to give your child a quality Christian education in a loving environment. It is our desire to meet the needs of each child spiritually, emotionally, socially, and intellectually in order to prepare them for the challenges of tomorrow. We provide a safe and secure environment where children feel free to take important steps in learning. We know these steps will mold and shape their lives long after they have left our center. 
Each child is a unique gift from God, and we count it a privilege to partner with parents to see that each one receives the foundation they need to achieve success.

Program Overview:
We offer classes to students aged 3 months old through Kindergarten. Classrooms are assigned according to student age on August 1 of each new school year. Classrooms are grouped by regions: Stream (ages 0-1), Meadow (1-2), Sky (2-3), Forest (3-4), Mountain (Pre-K, 4-5), and Cave (K). 
Our regular program hours are Monday-Thursday, 8:45-1.
Four-week summer sessions are offered in June and in July, operating Tuesday-Thursday from 8:45-1 for all students.
Our school calendar follows Springfield Public Schools, with exception to the first and last days of school and the Monday following Easter Sunday.
Procare is our software management program. Procare can be used via website as well as an app. Classroom communication and all payments are managed with Procare.




Teachers and Staff:
The Second Baptist Child Development Center is led by Director Tabitha Atkisson, who also serves as the Preschool and Children’s Minister at Second Baptist Church. Abbey Phillips serves as our Administrative Associate, and Briana Julian serves as our Teacher and Curriculum Associate.
Each classroom is staffed by a lead teacher and an assistant teacher who work together to create a safe, nurturing, and engaging learning environment. Our program includes 16 classrooms, supported by a team of float teachers who assist wherever needed.
Our youngest classrooms may have a third teacher to help maintain appropriate staff-to-child ratios and provide the care and attention young children need.

A Day At School:
Centers: A time for art, dramatic play, writing, reading, puzzles, math, nature, science and blocks. 
Large Group Activities: Teacher directed lessons, listening to stories, conversation, sharing and singing.
Table Time: Projects which promote learning to listen, following directions, writing skills, math skills and enhance fine motor skills. 
Music: One day per week, children will attend music class to sing songs and learn basic rhythms and notes.
Active Play: Time for coordination and large motor skills development. 
Chapel: Students in the Sky, Forest, and Mountain Regions participate in Chapel every other Tuesday morning.

Curriculum:
All classroom lead teachers create weekly lesson plans intentionally designed to meet developmentally appropriate curriculum and instructional standards for their classroom. We also require daily prayer and weekly Bible lessons.
Our administrative team regularly reviews these weekly lesson plans to ensure that all classrooms meet our curriculum standards.
Spiritual Objectives:
As a faith-based program, it is of upmost importance that we plant seeds of biblical truth in the hearts of our students. You can expect your child will learn the following truths:
· The Bible is God’s Word
· The Bible is true, God loves each of us, Jesus is God’s son
· God wants us to talk to Him by praying
· God hears our prayers and answers them
· The Bible teaches us how to live and make good choices
· God has a plan for each person
· Biblical foundations of Christian holidays


Regional Objectives:
Stream and Meadow: Nurture and encourage milestone development through social interaction and playtime. 
Sky: Developing social skills, learning colors and shapes, recognizing some letters, learning to listen and to follow simple directions. 
Forest: Sharpen social skills, reinforce letter recognition, name recognition, tracing letters, number concepts and introduce problem solving skills. 
Mountain: Develop the importance of personal responsibility, pre-reading skills, number meaning, sequencing, simple concepts and mature problem solving skills. 
Learning Objectives: It is our goal to teach each objective in a fun, interesting, imaginative manner that encourages children to learn and achieve desired behaviors and responses and to create an environment of fairness, friendship and trust between peers and feelings of love and respect between teacher and student.


Enrollment:
Open enrollment begins in January for the following school year. At that time, the enrollment form is available through our website at www.secondbaptist.org. If the link for that form is no longer posted, please email Abbey Phillips at aphillips@secondbaptist.org to inquire about availability.

Health Requirements:
Upon enrollment, we require two medical records. 
The first is the Child Medical Examination Report provided by the Missouri Department of Elementary and Secondary Education. This must be completed by your child’s pediatrician. Many pediatric offices are familiar with this report and call this the “day care form.” 
Additionally, we need an updated copy of your child’s immunization record. As your child receives updated immunizations, we will also need an updated record.

Tuition and Fees:
An Enrollment Fee of $100 per student is due at the time of enrollment. This fee covers enrollment for the summer sessions that precede the upcoming school year. Summer sessions are optional, students are able to attend either June or July or both. 
A Safety and Security Fee of $50 per student is billed annually on August 1. The following trainings and services are provided for staff and personnel working with our Second Baptist Child Development Center: The Unified Security Platform services from Genetec provided by NetWatch, Minor Safety Training for Sexual Abuse Prevention, Institute for Childhood Preparedness Threat Detection and Response, First Aide/CPR, and Armed Protection Training from Strategos provided by PeaceKeepers.
Tuition fees are updated annually and posted on our website when enrollment opens in January. The full tuition rate applies to the oldest siblings, younger siblings automatically receive the discounted sibling rate.
Tuition is charged by the month; no prorated, partial month, or tuition refunds will be issued.


Payment Policies:
We use Procare for all payment processing. Tuition is to be paid on a monthly basis by the 30th of each month, August - April. Summer tuition fees are due by the 30th of the month preceding your elected months of attendance. Your first payment in the fall will be due on August 30th. Payments are made through the Procare App or Procare website. **We recommend setting up recurring payments as it ensures payments are made on time so you avoid incurring late fees. Please contact us if you need assistance.
If tuition is not paid by the 5th day of the month, a $25.00 late fee will be assessed on the 6th. If the full tuition and late fee are not paid by the 10th of the month, your student will not be allowed to attend classes until all tuition and fees are paid in full. Please contact us if you need assistance.

Notice of Licensing:
As we operate under a religious organization, we are a license exempt facility. However, we abide by child care laws and regulations set by the Missouri Department of Elementary and Secondary Education. We are subject to annual fire, safety, health and sanitation inspections. We conduct monthly fire and tornado drills.
Additionally, we are required to maintain a background check as well as a medical examination and negative TB test result for all child care staff members. 
For students, we are required to document a specialized care form for any child with special health care needs, a completed Notice of Parental Responsibility form, a Child Medical Examination Report, updated immunization record, and medication administration forms, as applicable.

Withdrawal Procedure:
Withdrawal may occur at any time; however, no refunds of tuition or fees will be issued. Tuition is charged by the month; partial month tuition is not offered or prorated. All outstanding balances must be paid in full prior to the child’s final day of attendance. 




Weather and School Closures:
When Springfield Public Schools are dismissed, we automatically will dismiss. Additionally, we occasionally dismiss due to conditions on the parking lot at our facility. A notice will be posted via Procare. If there are any days missed for inclement weather or a building issue, we will make a tuition adjustment to your May payment.
For your convenience, an annual school calendar, including all scheduled closures, will be placed in the back outer pocket of your student’s folder.

Communication:
Our aim is to communicate clearly and often with the parents of our students. Our primary method of communication is Procare. 
The following is what you can expect to see communicated via Procare:
· Daily Updates & Activities: Real-time logging of meals, nap times, diaper changes, and learning milestones.
· Media Sharing: Sending photos and videos of classroom projects and outdoor play.
· General Announcements: Disseminating newsletters and upcoming event calendars.
· Urgent Alerts: Bulk text messages for emergency notifications like snow days, building closures, or urgent schedule changes.
· Administrative Details: Private, confidential messaging channels regarding billing, registration forms, and tuition.
Procare supports both “Office Chat” and “Classroom Chat” messaging, enabling parents and staff to communicate effectively and confidentially.




Attendance Policies:
Please notify teachers via the “Classroom Chat” on Procare whenever your child will not attend school on their regularly scheduled days. If your child misses a regularly scheduled day, they may not attend a different day as a “make-up day.”
We understand that a variety of reasons may cause you to drop-off late or pick-up early. Please use the black box on the wall next to our entrance doors in order to notify staff that you have arrived. 
If you encounter an emergency that results in a late pick-up, please note the number located on the back of your car tag (417.450.4171) to notify the center of your situation. A late fee will be collected via Procare, $5.00 for every 15 minutes you are late, beginning at 1:05pm. For every following late pick-up in a single month, the late fee rate increases by $5.00.

Health and Safety:
Sick Policy
We ask students to remain at home when experiencing any of the following symptoms:
· Fever of 100.4°F or higher within 24 hours (without fever-reducing medication)
· Vomiting two or more times in the past 24 hours
· Diarrhea three or more times in the past 24 hours
· Persistent cough that interferes with normal activities
· Sore throat accompanied by fever or swollen glands
· Rash of unknown cause
· Red, draining eyes
· Symptoms of a contagious illness such as influenza, COVID-19, RSV, chickenpox, hand, foot, and mouth disease
· Head lice, scabies, or other contagious infestations
· Any illness that prevents your child from comfortably participating in daily activities



Health and Safety, continued:
Return-to-School Requirements
· Fever-free for at least 24 hours without medication
· No vomiting or diarrhea for 24 hours
· Well enough to participate in normal classroom activities, including outdoor play
· Have completed any required exclusion period for a contagious illness
· Have been on prescribed antibiotics for at least 24 hours, when appropriate for the diagnosed condition
Injuries
· In the event of minor injuries, an incident report will be submitted via Procare by your child’s teacher. 
· If an injury is of a more serious nature, i.e. there is any risk that a child may need stitches, an administrator will directly call parents to notify.

Emergencies
· We are required to have two emergency contacts in addition to the parents/guardians.
· We conduct monthly fire and tornado drills, so all students and teachers are prepared for emergency response.
· In the event of an emergency evacuation, parents will be notified via Procare.

Child Abuse Reporting
· According to the Missouri Department of Social Services, the teaching and administrative staff of our facility are considered mandated reporters for all suspected cases of abuse or neglect.





General Guidelines:
Personal Belongings
· Stream and Meadow: We understand how important it is for our youngest students to have comfort items to help them transition at school. This is especially of our stream classrooms who take daily naps. Feel free to send blankets, stuffies, pacifiers, etc. as needed.
· Sky, Forest, Mountain, Cave: We ask that students in these regions do not bring personal items to school. These items tend to be a distraction and are easily misplaced. Any personal items brought from home must remain in backpacks throughout the entirety of the school day.

Outdoor Play
· Excluding rain or snow, we will play outdoors as long as the temperature at regularly scheduled play time is above 32 degrees and below 95 degrees. If outdoor play is unavailable, we will utilize our indoor playroom.
· Please send your student with a coat every day in winter, as we are usually able to go outside.
· Please send your student in shoes appropriate for outdoor play.

Potty Training Expectations
· We are glad to partner with parents as they potty train. Please keep in mind that your child is one of many students in a classroom. 
· Every classroom has a bathroom available at all times. 
· You can expect that your child’s teacher will help them to the toilet once an hour, in addition to whenever your child expresses a need to go.
· Training pants or underwear are required. Please provide several full sets of additional clothing in your potty training child’s backpack.
· Students enrolled in the Forest, Mountain, and Cave regions must be potty trained.




General Guidelines, continued:
Biting/Hitting Policy
· Stream, Meadow and Sky: We understand that biting and hitting can be a developmentally normal way for babies and toddlers to communicate frustration. While we do not tolerate biting and hitting, we will work to establish healthy play boundaries in order to regulate these behaviors.
· Forest and Mountain: biting and hitting will not be tolerated by our older students. If a child has multiple incidents of biting or hitting, our administrative team will communicate with the family to discuss the behavior and work together on strategies to prevent future incidents. Our goal is to maintain a safe classroom for all students and teachers, and students who are unable to manage biting and hitting may not be able to continue in our program.

Food Guidelines:
Our licensing does not allow us to prepare, heat, or cool food. The exception to this rule is that we can heat bottles of breastmilk and formula.
Do not send any glass bottles or containers, these pose a safety risk to our classrooms.
We are not an allergen free facility. However, in cases of severe allergies, we will designate certain classrooms to be free of those allergens.
When developmentally appropriate, we offer a morning cereal snack to our Stream and Meadow students. We are intentional to choose cereal varieties that are free of major allergens. Parents are able to provide an alternative snack for this time. Older classrooms do not have a designated snack time. 
Lunches are served no earlier than 11am, but otherwise teachers determine their daily classroom schedules and routines. Please provide a fully prepared, healthy lunch for your child every day. 
We do allow parents to send birthday treats to share with classmates, but they cannot be homemade. Please coordinate with your child’s teacher about any dietary restrictions in their classroom.




Technology and Media:
Upon registration, parents may designate that their child not be photographed for school advertisement purposes. This does not apply to Procare, as teachers will regularly post photo updates on our secure app.
We do not post photos of students on social media, with the exception of our private Facebook group. We annually update the members of that group based on enrollment.
Our Meadow, Sky, Forest and Cave regions have televisions in their classrooms. We limit screen usage to 20 minutes per day and require teachers to designate screen usage in their lesson plans to ensure that TVs are used as educational tools.
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