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Orientation
1. Receive our paperwork and review our policies and procedures (hand washing upon entering school, hours, sign in and out procedures, holiday schedule, items needed, shot and physical forms needed, etc.)
2. Meet your child’s teacher and see your child’s classroom including:  cubbies, parent board, child’s hook, playground, etc
3. Review food policy and menus
4. Review our Procare system and download app
5. Review payment procedures
6. Receive door code and Procare code
Philosophy
At Cedarview Learning Center Too Inc, our educational philosophy is based on the premise that play is a child’s work.  As adults, we learn through work experiences; as children, we learn through play.  
We believe that children are basically “good” and their growth is shaped by both environment and genetics.  The child’s environment must address the whole child while providing for expression of individuality.  
At Cedarview Learning Center Too Inc, this educational philosophy is integrated into the objectives of each day.  By providing creative play experiences within a structured environment, your child is given ample time to “work”.  The structured environment attends to your child’s emotional needs, giving them routine and security.  Age-appropriate play experiences allow your child the freedom to express their individuality through their work.  
We address the needs of the whole child at Cedarview Learning Center Too Inc.  Developmental activities are planned to foster your child’s social, physical, emotional and intellectual growth.  We place special emphasis on fostering emotional growth through each activity the child pursues.  Feeling good about themselves and the world are vital to your child’s total development and future mental health.  
The use of television is specifically for movies for our elementary age students over summer break.  This is limited to periodic use and is not a daily event.  Educational games are on tablets for the children’s learning abilities.  The children use theses in limited timed segments.  
Childcare personnel and DCF licensing personnel have the right to access all children’s records.  
Mission Statement
We are a family of expert teachers with on mission in our professional career; to do what is best for the children and their families.  



Curriculum
The curriculum we use is Creative Curriculum.  Our curriculum is divided into two segments:  teacher directed activities and child directed activities.  We give more time for children to direct their own activities, because this self-direction helps young children develop a “love for learning” – the motivation necessary for successful school experiences.  
Teacher directed activities are implemented through units, such as families, holidays, animals, etc.  The teachers develop activities using the unit as a theme and incorporate necessary age-appropriate skills (ie:  developing concepts of size, shape and color).  Children are not pushed to learn, but are introduced to ideas which may show readiness to learn.  
Child directed activities are set up in learning centers.  Each center has supplies and equipment which are necessary for developing your child’s interest in learning, as well as stimulating his imagination.  
Your child will have free choice of activities in the following interest centers:  Blocks, Home Living, Science, Math, Art, Reading, Music and Outdoor Play.  
At Cedarview Learning Center, our curriculum and lesson plans are intentionally designed to support each child’s unique learning pace, interest, and developmental needs. To guide our teaching and ensure every child thrives, we conduct structured individual screenings and ongoing developmental assessments throughout the school year. Before beginning formal individual assessments, we obtain written permission from families to ensure full transparency and partnership. Assessments are conducted periodically—typically at initial enrollment, mid-year, and spring intervals—by your child’s lead teacher and the Program Director. The valuable insights gathered from these observations and screenings are never used to label children, but are instead used directly to inform classroom instruction, adapt lesson plans, and tailor individual learning strategies so that every child receives the targeted support and enrichment they need to flourish.
Financial Responsibilities
*  Tuition is due every Monday for that week.  If your child’s tuition is not paid for by Monday night, there will be a $30.00 late fee added to your account and all payments MUST be made in CASH.  (Your child can not attend school as of Tuesday if your payment is not made.)  Full time tuition is based on 5 days per week at 10 hours per day.  Part time tuition is based on the number of days you attended and whether they are full or half days.  If you have a balance on your account at anytime, any payments made will be credited to the balance before any current fees.  
*  If your child is absent from school or the school is closed, your tuition remains the same. The center is closed approximately 13 days per year, which are usually holidays.  
*  There is a $100.00 per year registration fee per child due when enrolling and an annual fee due every year on January 1st.  There is a $25.00 supply fee and a $25.00 insurance fee due upon enrollment and  every March 1st.  These fees are non-refundable.
*  If you decide not to return to Cedarview for ANY reason, you must give the Director a 2 week notice in writing.  Your child must attend for those two weeks for the notice to be valid.  If you leave without fulfilling the 2 week notice,  you will be billed for two weeks tuition at the following rates:  Infants:  $355.00 per week, 1 yr olds:  $295.00 per week, 2 & 3 yr olds:  $280.00 per week, 4 & 5 yr olds:  $220.00 per week, all children over 5:  $185.00 per week.  If cash payments are not made on your account, the account will be turned over to a collection agency.  ( If you are a PHELC client, this also applies to you.  PHELC only covers 3 absences per month without doctor notes, so any days over those 3 days that your child misses, you will be billed for at the above rates.)
*  A service fee of $50.00 will be added to your child’s account for any returned checks or credit/debit charges.  The original tuition amount plus the $50.00 must be paid in cash to return.  All future fees and tuition payments must be paid in cash after.  
*  Year end statements are available on Procare at the end of the year for your tax records.  
*  A late pick up fee of $2.00 per child per minute will be charged to any child left in our care after our closing hours.  
*  All families who get subsidized childcare through PHELC, are charged an additional fee of $30.00 per child per week with a maximum additional charge of $90.00 per family.  The fee is added on to the tuition fee PHELC requires you to pay.  
Hours
Classrooms for ages 1yr-12 yrs are open Monday through Friday 7:00am – 6:00pm. Our infant room is open 8:00am – 5:30 pm Monday through Friday.  Our yearly days closed are posted on the Parent Board in the front office.  We are closed 13 days each year but may have to close other days if there is a hurricane or other natural disaster.  
Arrival and Departure
All children must arrive by 10:00am or they will not be admitted to school that day.  The only exception is if you call before 10:00am to let us know that your child will be arriving late due to a doctor’s appointment and you bring in the doctor’s note.  The latest a child may come in with a prior phone call is 11:00am.  If you pick your child up for an appointment, you can NOT bring them back for the day.  All VPK children MUST be at school by 9:30am – NO EXCEPTIONS !!!
Please call us in the morning before 10:00am if your child will not be attending.  If you do not call us, we will call you and check in.  
Upon enrollment you will be given a unique code for the front and back doors.  This code is only for you.  If anyone else on your pick up list is coming, please have them ring the bell.  We like to limit entry to parents/guardians with the code for the children’s safety.
Please remember you must sign your child in and out each day.  Currently we are using the Procare App which will document your name, time and date for signing in and out each day.  When picking up your child for the day, you will be asked for ID until we get to know you.  This is for the safety of your child.  Also, if you have someone else pick up your child, please pre-warn them that they will need ID in order to pick up your child.   
If at any time we suspect that the person picking up your child is intoxicated or impaired and therefore unable to properly care for your child, we will not allow that person to take your child.  We will call someone else on the pickup list to pick up your child.  
Please make sure you take your child directly to their teacher when dropping off in the morning.  You cannot allow them to walk into the classroom alone.  Your child’s teacher needs to see you and make sure they know your child is present.  
Picture Day
Two times per year we have picture day.  One is usually close to Christmas and the other is usually in the spring.  Our VPK graduation photos are taken in the spring.  
Monthly News
Monthly we post newsletters on each parent board in the school.  We also post it on our parent board in the front office and on our web page online.  www.cedarviewlearning,.com  Monthly pictures and events are posted on a calendar in each class and on our Facebook page.  Please like us on Facebook to follow our exciting days and events.  
VPK Graduation
Once your child is in VPK, they will be involved in a graduation ceremony at the end of the year.  All friends and families are invited.  
Nap Time
Most children staying all day will nap for about 2 hours (12:30 – 2:30).  Your child will nap on a mat which we provide for them.  You are responsible for providing a crib sheet to cover the mat and a small blanket to cover your child.  Please make sure you write your child’s first and last name on their sheet and blanket.  These will be sent home on Fridays to launder and then need to be returned to school with your child on Monday mornings.  Your child MUST have their sheet and blanket with them to stay on Mondays.   We follow safe sleep practices at Cedarview.  Infants will be placed on their back to sleep with no blanket, bumpers, mobiles, bottles or toys in the cribs with them.        
Open Door Policy
You are always welcome to visit the school anytime.  We have an open door policy for this reason.  We welcome parents to be involved in their child’s schooling.  We ask when you are visiting that you do your best to minimize disrupting the class routine and teacher.  
Parent Conferences & Conflict Resolution
Formal parent conferences can be arranged at the request of either you or your child’s teacher.  Formal parent conferences are a good time to discuss goals and expectations for your child and any problem solving ideas between you and your child’s teacher.  Parent conferences are held at least 2 times per year.  
Informal conferences are held when you drop off and pick up your child throughout the year.  Please remember that the teachers are involved with a group of children at the time you are dropping off or picking up.  It may be difficult for the teacher to discuss your child at length during these times.  Please don’t hesitate to speak to the Director to set up another time with them, when they are free from their teaching duties.  
If you ever have a conflict or problem with anyone at Cedarview, please speak to the Director or Owner immediately to have us help resolve it.  
Breakfast, Lunch and Snack
We participate in the USDA Childcare Food Program.  Weekly menus are posted on the Parent Board in the front office.  Meals are served according to the food pyramid.  All food is brought in from a catering company approved by the USDA Food Program. If your child has allergies, please advise us with a doctor’s note stating what your child is allergic to.  We do not withhold food for any reason and will try as much as possible to recognize your child’s preferences. Food from home is not allowed without a doctor’s note stating why.  Bottles are only allowed in the infant room unless we have a doctor’s note stating the child must have a bottle.  Breakfast is from 8:00 – 8:30am, Lunch is from 11:00 – 12:30pm and Snack is from 3:00 – 4:30pm.  
Child Guidance
At Cedarview we strive to help your child develop positive self-esteem.  All child guidance and discipline will be developmentally appropriate and respectful and will NOT be tied to food or toileting.  At NO time is corporal punishment permitted.  To do so, we follow discipline techniques which allow your child to feel good about themself, develop self-control and still learn to respect limits.  The following techniques are used in guiding a child’s behavior.  
1. Setting up an environment which minimizes behavior problems.  
2. Ignoring inappropriate behaviors while praising appropriate ones.  
3. Redirecting a child’s interest away from an acting out situation.  
4. Anticipating behaviors before they happen and preventing them.  
5. Letting children know what is expected of them and how to succeed.  
6. Explaining the rules and their purposes.  
7. Limited use of time-out.
8. Parent conferences to help with continuity between home and school.
9. A developmental approach to discipline as follows.  
Behavioral Expectations
All children are different and behave differently.  At Cedarvew, we expect our children to be nice to others and be safe.  We will teach them to use “nice touches”, “nice words” and how to play and get along with others in a friendly and safe manner.  Individual behaviors that go against what we expect are molded and addressed with parents on an individual basis following our Discipline Policy.  Our behavioral expectations are age appropriate and the nature and frequency of behaviors are taken into account.  
Discipline Policy
1. Prevention
2. Redirection
3. Use of clear language, directions, and explanations
4. Time out in class – sitting away from the group with a toy or books to calm down
5. Removal from classroom and sent to the office or another classroom
6. Call parent and send child home for the day

· Steps 1, 2 & 3 are done repeatedly throughout the day as long as the child responds.  Steps 4, 5 & 6 are done if the child does not respond to the prior.  
· If at any time, your child is so out of control that they are going to hurt themselves or others, they may be relocated to a safe area or physically held by a staff member, until they calm down, to protect themselves or others.  (If this ever occurs with your child, you will receive an incident report explaining the situation.)
· If we feel your child’s behavior needs other interventions that we are unable to provide, we will speak to you about getting outside help. 
· If your child’s behavior does not improve they may be asked to leave the school permanently.  

Our staff will never use physical punishment, psychological or emotional abuse, with hold food or drink, rest, toileting or coercion when disciplining a child.  
Expulsion Policy
Unfortunately, there are sometimes we have to expel a child from our center either on a short term or permanent basis.  We want you to know that we will do everything possible to work with the family and the child in order to prevent this policy from being enforced.  The following are reasons we may have to expel or suspend a child from our center (however, we may expel for any reason):
Immediate Causes for Expulsion
· The child is at risk of causing serious injury to other children or him/herself.  
· Parent threatens physical or intimidating actions towards staff members.  
· Parent exhibits verbal abuse to staff in front of enrolled children.  
Parental Actions for Child’s Expulsion
· Failure to pay/habitual lateness in payments.
· Failure to complete required forms including the child’s immunization and physical.  
· Habitual tardiness when picking up your child.  
· Verbal abuse to staff. 
· Failure to follow through with behavioral plan.   
· Failure to follow school policies and procedures.  
Child’s Actions for Expulsion
· Failure of child to adjust after a reasonable amount of time.  
· Uncontrollable tantrums/angry outbursts.  
· Ongoing physical or verbal abuse to staff or other children.  
· Excessive biting or hurting other children in other ways.  
· Ongoing disrespectful behavior which interferes with the child’s class.  
Prior to expulsion, we at Cedarview will do everything in our power to help correct these behaviors.  We will meet with the parents about the behaviors.  We will give suggestions and possibly referrals to agencies to help depending on the situation.   If we feel things are not improving we will give the parents notice that they will find another school.  If it is an immediate safety risk, we will expel that day.  
Sick Children
We do not have a facility for sick children.  Therefore, children who show signs of illness (ie:  fever 100+, vomiting, diarrhea, green/yellow nasal discharge, skin rashes, etc) will be sent home.  You will be notified by phone, text and through the Procare App.  All sick children must be symptom free for a minimum of 24 hours to return to school.  This means if your child is sent home for illness, they must miss the next day at a minimum.  When picking up your child, you will receive a sick note explaining what is needed for your child to return to school.  On occasions, a doctor’s note will be required for your child to return to school. Please be prompt in picking up your child if they are sick.  We try very hard to keep our center healthy.  These policies are for the health and safety of the children and staff at our center.  During unusual times such as a pandemic, we will have heightened sick policies.  
Environmental Safety
Cedarview Learning Center is committed to maintaining a safe, healthy environment that protects children and adults from environmental health hazards in compliance with public health requirements. To safeguard outdoor air quality, staff monitor local air quality indices daily and restrict or eliminate outdoor activities during advisories for high smog, particulate matter, or extreme pollution, while strictly enforcing a no-idling policy for motor vehicles in drop-off zones and parking areas to minimize exhaust exposure. To mitigate indoor exposure risks, the center ensures all facility materials and paint are certified lead-free, regularly inspects structural features to ensure lead paint hazards are contained, and tests drinking water sources as mandated by local health regulations. Additionally, facility construction, maintenance, and building materials are regularly evaluated for asbestos, ensuring any asbestos-containing materials remain fully encapsulated, undamaged, and periodically inspected or safely abated by certified professionals outside of operating hours. Through these proactive measures, Cedarview Learning Center ensures clean air, safe drinking water, and toxic-free indoor and outdoor spaces for all students, families, and staff.
Animals
Cedarview Learning Center allows classroom pets and visiting animals under strict guidelines to ensure the safety, health, and well-being of all children and adults. Prior to any animal entering the facility, documentation must be provided confirming that the animal is fully immunized (where applicable) and healthy, gentle, and suitable for close contact with young children; reptiles are prohibited from the center. Staff evaluate all children's known pet allergies and health conditions before scheduling visits or introducing classroom pets, modifying plans or enforcing allergen barriers as needed to ensure complete safety. When animals are present, staff provide children with explicit instruction on safe, gentle behaviors and proper handwashing techniques before and after contact. Direct, active supervision by staff members is required at all times during any interaction between children and animals, and children are never left alone with an animal under any circumstances.
Lice
We do periodic checks in our center for lice.  If your child is found to have lice, we will call you immediately to pick up.  All lice and nits must be removed before your child is able to return to school.  We will check your child’s head for the next week daily to make sure the lice doesn’t come back. Lice is a very frustrating problem for families.  We understand this and will try to help you come up with ways to take care of it and prevent it.  
Medication
If your child needs medication while at school we have several steps for you to take before we can administer it.  We will only administer emergency medications, diaper creams or medication that MUST be given during school hours.  Most medicines can be written for children to take during home hours. The medication MUST have written doctor instructions, even if it is over the counter medicine, to make sure the medication is not harmful to the child.  The medication MUST be in the original container, not out of date, specific directions from the doctor on how much and when to give, child’s name on it and you need to fill out a medication permission slip which your child’s teacher has.  When filling out the medication forms, you must specify times to be given.  It can NOT say “As Needed”.  Also if there are specific instructions, you need to train Kiri or Kelly how to administer.  If at anytime administration feels the medication may be non-traditional or unsafe, we have the right to decline administering it in our center.  Parents must replace expired or depleted medication in a timely manner. 
Field Trips
If your child’s class is going on a field trip, you will be notified at least 1 week in advance through Procare.  You will receive information about the time of departure and arrival, the return time, date and the destination.  You will also have to sign a permission slip for your child to go on the field trip which we will keep in their file.  Field trips are privileges and your child will be expected to be on their best behavior.  
Clothing and Supplies
Your child should dress comfortably to play.  This includes clothing that is good for outdoors (clothing based on the weather to protect from heat, cold, sun and insects) and messy play.  We also ask that you bring 2 changes of clothes for your child in case of a bathroom accident or getting too messy.  Your child must wear closed toed shoes with backs on them.  No sandals, flip flops or crocs.  
If your child is in diapers, they must have enough diapers and wipes each day to stay.  We recommend that you bring in a pack to stay in the classroom and we will let you know before they run out.  
Infants need to have enough food and bottles for each day to stay also.  You may bring in extra food to store in the classroom and we will let you know when they are getting low.   


Birthday Parties and Celebrations
Your child is welcome to share their birthday or any other celebration with their friends at school.  This is a good activity to demonstrate good social skills.  All food brought in must be store bought.  No homemade food or drinks allowed.  Check with your child’s teacher about what snacks are allowed, the number of children in the class and the best time of day for the party if you want to attend.  Class parties and celebrations throughout the year will have sign-up sheets in your child’s class for you to participate.  
Parent and Child Paperwork
Upon enrollment we must have a copy of your child’s current and up to date shot and physical forms from their doctor.  You have the choice of bringing them in by their first day or having them faxed to (727) 848-3651.  Please follow up with us to make sure we received them before starting school.  Once enrolled if your child needs new shots or new forms, we will give you prior notice of the day we will need the new information.  Please be prompt so that your child is allowed to attend school.  
Due to religious and other beliefs, some children in the center may not have current immunizations.  These would only be for situations approved by the Florida State DCF Licensing agency.  
You are required to make sure you update your paperwork as needed.  If you move, change jobs or get a new phone number, please change this with us immediately.  If there is an emergency, we need to be able to get ahold of you.  
Cedarview Learning Center is committed to protecting the privacy of enrolled children and families by keeping all student records strictly confidential, secure, and accessible only to parents upon request or authorized staff for administrative, educational, and medical purposes, as well as state licensing authorities. Each confidential file must contain complete names, physical addresses, parent/guardian contact details, emergency contact information, signed medical treatment authorizations, up-to-date immunization records, medical histories and medication administration logs, injury/illness logs, progress reports, conference summaries, and transportation permissions. All physical and digital records are stored securely, and families must review, re-verify, and re-sign these files annually—as well as notify the center immediately of any changes—to maintain accurate, up-to-date information.
Parent Involvement
We welcome you to participate in any of the following events:
1. Read to the class
2. Help with fund raisers
3. Assist with class activities
4. Assist with field trips
5. [bookmark: __DdeLink__180_3527568047]Help set up guest speakers
Please speak to Ms Kiri to set this up in advance.  

Child Abuse and Neglect Reporting Requirements
We are required by law to report any suspected child abuse or neglect to the local child abuse agency.  
Non-Discrimination Policy
Cedarview Learning Center Too Inc does not discriminate against anyone (adult, child, staff or parent) based on age, race, color, religion, national origin, sex, marital status, veteran or disability.  
We include children and families with special needs and make accommodations as required by the Americans with Disabilities Act.  
At Cedarview Learning Center, we view families as essential partners in every child's growth, and we maintain active, two-way communication regarding your child’s development, health, behavioral milestones, and everyday achievements. We strive to respect and honor home languages whenever possible by providing translated written updates or utilizing language support services during discussions. Our educators track each child’s unique journey and document meaningful milestones through family-educator conference summaries, detailed phone call notes, and objective anecdotal records. These continuous records allow us to share clear, actionable insight into your child's learning experiences, collaborate effectively on personalized guidance strategies, and ensure you remain fully informed and involved in every aspect of your child’s care and education.
Safety/Lockdown Policy
If for some reason we have to go on lockdown in our school, this is for the safety of the children.  At this time you will NOT be allowed to enter the building and pick up your child.  Once the lockdown is lifted, you will be notified that you may come get your child.  If we must evacuate due to an incident, we will call and notify you of the location to pick your child up.  
Please remember the door codes are for parents/guardians only.  This keeps our school secure and safe.  
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