Dear Families,

Welcome to West Boylston Community Nursery School.  We are looking forward to serving you and your children in our nurturing preschool setting and thank you for choosing us. Our Center is accredited by the National Association for the Education of Young children.  The school is a non-profit program, sponsored and owned by the First Congregational Church. The program has served young children and families from area communities for over 45 years.

Children are provided opportunities to explore curriculum topics through hands-on activities and play.  

The curriculum and age-appropriate materials allow children to develop through each stage of learning at their own pace.  It is our goal to make the transition from home to school as smooth as possible by providing you with our policies, procedures and philosophy.  This handbook should serve as a reference for you throughout your child’s enrollment here.  If you need any clarification of information, please feel free to contact the Director, Joanne Mrugala, at the school, or email cnswb@fccwb.com.  We value your input.

It is our hope that your child’s experiences will be positive, pleasant and productive.  We are looking forward to having your child in our program.

Thank you for choosing West Boylston community Nursery School; we hope to live up to all of your expectations.

EQUAL OPPORTUNITY AND NON DISCRIMINATION

We do not discriminate in providing services to children and their families on the basis of race, cultural heritage, political beliefs, disability, national origin, marital status, financial ability, religious beliefs, or sexual orientation.

STATEMENT OF PURPOSE

The mission of the Community Nursery School of to provide families with quality affordable programs in a safe and nurturing environment for children ages 2.9 to 7 years. We follow developmentally appropriate practices in accordance with the National Association for the Education of Young Children.  

Through the professional staff of the teachers and varied support professionals, we strive to help each child reach his/her personal potential.  The goals and objectives are to meet the children’s physical, emotional, cognitive and gross motor skills.  We will provide an environment that encourages creativity, social skills, self-esteem, and an appreciation of the arts and respects diversity.  

We are licensed in accordance with Massachusetts law by the Department of Early Education and Care.

We are accredited by the National Academy of Early Childhood Programs, a division of the National Association for the Education of Young Children.  The program recognized excellence in Early Childhood Programs and requires a program to undertake an comprehensive review process, and programs must meet high standards of quality in the areas of safety, curriculum, staffing and developmentally appropriate practice

We also participate in the West Boylston Community Partnership for Children.  The partnership is sponsored by the Early Learning Services of the Department of Education and provides tuition assistance for West Boylston working families who qualify.  This program also provides services to participating pre-school programs. 

ADMISSION AND ENROLLMENT PROCEDURES

1. To be admitted a child must be 2.9 yrs old.

2. We ask that a parent and the child visit the school prior to registration.

3. Medical forms signed by a physician, including a physical within the last 12 months, and all up to date immunizations must be on file by the first day of school.  THIS IS A STATE LAW.

4. A completed packet of forms all signed and dated by parent

Prior to enrollment, interested families are required to meet with the Director.  At this time your will have a tour of the classrooms; meet the staff, and you child will have the opportunity to explore their new classroom.  This visit will ease the transition between home and school and hopefully alleviate any “first day” anxieties.  

All required forms must be completed prior to your child’s first day.  Forms must be updated yearly.  You will receive a packet of the necessary forms during your visit. 

SCHOOL HOURS

Monday-Wednesday-Friday A.M. Class

9:00 A.M.  – 12:00 Noon

Monday-Wednesday-Friday P.M. Class                    12:30P.M. ​- 3:00P.M.

Monday-Wednesday-Friday Full Day                        9:00A.M.-3:00P.M.



Tuesday-Thursday A.M. Class


9:00 A.M. – 11:30 A.M. 

ARRIVAL: School will begin when the teacher opens the door to the classroom to welcome the children. Parent/carpool person/babysitter should not leave until they see the teacher greet their child. The doors to the nursery school are locked at all times for safety reasons.
DEPARTURE: Children should be picked up promptly at the end of class to avoid unnecessary anxiety and to allow the staff to prepare for the next class. If you are consistently late, we will apply an overtime charge. If you are 10 minutes late, the charge will be $5.00. An additional $5.00 will be assessed for each additional 10 minutes or portion there of. This payment will go to the staff member waiting with your child. School clocks will determine time.  Once your child is released to you, the child becomes your responsibility.   If for some reason you cannot be here on time, please make arrangements with someone else to have your child picked up by someone already on your green authorization form. Please notify the school of this 
change. NO CHILD WILL BE RELEASED to a person not previously authorized by the parent to pick up the child. We must have written authorization and the persons name must be on the green authorization form that you will receive before school begins. This must be done in person, not over the phone or via fax.

ABSENTEEISM: Please call the school if your child will be significantly late or absent from school.

STARTING SCHOOL

Starting school is an exciting experience for a young child, but it can also be a difficult one. Whatever the personality of the child, however eager your child may seem there may be a moment when he suddenly realizes that his parent(s) is not going to stay at school. The apprehension that accompanies this is a normal reaction. Most children have little difficulty adjusting to school after they have made an initial visit. Never the less, it is important to introduce the child to the school in a way that will make the separation as easy as possible. This is how we help you to do that: 1. an informal visit at Registration Time. 2. an Open House/ Visiting Day in September to meet the teachers, classmates, and to see the school set up as for a typical day. 

You will be notified by postcard shortly before school starts as to what day and time your child is invited to attend this day. It is also listed on the calendar on page 2. We ask that a parent or adult stay with the child in the classroom. You will have a chance to show your child around the classrooms with the help of our Scavenger Hunt. It is helpful if both you and your child know the layout of the school and where each center as well as bathrooms and coat hooks are. We also read a book about the first day of school and give each child a sticker to reinforce the story. 

FIRST FULL DAY / SEPARATING
Although new adventures are exciting, they can also be stressful for children, parents and teachers alike. The staff is committed to making your child’s school experience positive.  When it comes time to leave your child at school the first class day, we ask that you say goodbye at the door to the classroom and leave without hesitation. You may tell your child to go to the “goodbye” window, and you can drive by and blow an extra kiss. If your child cries, we will comfort your child, and most children seldom continue for more than a few moments once the parent is out of sight. We know that this can be a difficult time for parents as well, and we will be glad to call you and let you know how your child is doing. It may be comforting for you to hear what your child is engaged in after you leave. It is normal for a child to go through a period of adjustment during such a big change in his life. Never sneak away without saying goodbye, but once you do, leave as casually as possible. If you act like this is OKAY, your child will have less anxiety. It is a normal part of a child’s growth to learn to accept change and being away from home. We are here to help your child through this process in a non-threatening, caring environment. We have additional suggestions, so please ask if you need more help.  If your child has no problem separating during the first few days of school, don’t be surprised if it happens later in the school year - possibly after a long weekend or a long holiday break. Please be assured that if your child has continued anxiety or prolonged crying, we will contact you and work with you in the transition process.

SNACKS

The children have a snack each day. You will provide snack and juice for your child’s class several times during the year. Each month the teachers send home and post a snack calendar, so please check it each month to see if your turn to provide snack for that month.   You will need to provide enough single serving snacks for each child, each teacher and one or two extra’s to allow for dropping etc. If your assigned day for snack is not convenient, you may switch with another parent and notify us, or you may purchase something non-perishable such as crackers, and send it in ahead of time.

Appropriate snacks are crackers, cheese, muffins, cereal mixes, banana bread or the like, fruit, pudding, yogurt, Jell-O, pretzels, and mini pizzas.  The nursery school is a peanut free zone.  Please refer to the snack handout.   For allergy, safety and health reasons do not send in peanuts or peanut by products, candy, gum, carrots, popcorn. If you would like to send in a special snack such as ice cream, cake or cupcakes please check with your child’s teacher. The school provides napkins, cups and spoons. If parents would like to donate napkins, spoons, tissues or paper towels, these items are always appreciated.

LUNCHES FOR THE M-W-F AM CLASS

The M-W-F AM class will eat lunch at school at 11:30 each day. There is no refrigerator available so you should include a small freezer pack. We are asking that each child have some sort of permanent lunch box, either soft or hard sided. PLEASE clearly label the outside with your child’s name.  Please include at least one napkin each day. We will be eating at tables, but keep in mind the number of children involved, so open top drinks are not suitable. Juice boxes are best. Socialization is an important part of the lunch process. Most young children do not eat a big lunch at school. A half of a sandwich and other small items may be enough for your child. We will send home as much unfinished lunch as possible each day so that you will be able to determine just how much to send and what your child has eaten. If your child is not a sandwich eater, some possible alternatives are crackers and cheese, small cups of yogurt (don’t forget the spoon), cold meat slices, fresh or canned fruit, veggies and dip. PLEASE do not send in carrots, popcorn, candy or gum.

CLOTHING

The play your child does at school is the work of early childhood. Therefore we would like to remind you to send your child to school in clothing that is loose, comfortable, washable and suitable for the active and sometimes messy play we do at school - inside or outside. Although we wear smocks for messy projects, sometimes we still get messy. Sturdy, closed toe, rubber soled shoes are required for safety for the activities we do. Sandals, jelly shoes and party shoes are not suitable for Nursery School play. 

OUTSIDE PLAY

We go outside for 20-30 minutes on days when it is not raining and the temperature is above 20(. Therefore, your child needs appropriate outdoor clothing each day. Please send a hat, mittens, and a heavy coat in cold weather. Most parents find it easiest to send these items in backpack. Snow pants and boots are a must when there is snow on the ground. LABEL each item, including mittens and boots, and backpack with your child’s name. We are not responsible for unlabeled clothing.
TUITION

A non-refundable $200.00 deposit to reserve your child’s slot is due on or before July 1st.  We subtract that from the total year’s tuition and divide the balance by 9 and your monthly payments are as follows:

You may pay yearly or monthly  



Yearly
 
Monthly (After deposit is paid)

Tuesday -Thursday AM 2 day program (2.5 hrs)

$1,350.00

 $128.00

Monday -Wednesday- Friday AM 3 day program (3 hrs)
$2,000.00

 $200.00

Monday -Wednesday- Friday PM 3 day program (2.5 hrs)
$1,685.00

 $165.00

Monday-Wednesday-Friday Full day (6hrs)                          $ 3,620.00                    $ 380.00

The rest of the tuition is payable in monthly payments due ON OR BEFORE the 1st of each month, starting September 1st. You may pay your balance in full at any time. We do not send bills. It is your responsibility to make payments on time. Full tuition is charged even if your child is absent. If there is any reason a payment cannot be made on time, please contact the director to make other arrangements. If a hardship occurs, we will try to work out a payment arrangement that is satisfactory to both the school and you.
PAYMENTS:  make checks payable to COMMUNITY NURSERY SCHOOL. You may bring your check to school and leave it in the tuition box, leave it with the director or mail it directly to school at: Community Nursery School, 26 Central Street, West Boylston, MA 01583. 

LATE FEE:  If payment is not received within 5 days of the due date, a $15.00 late fee will be assessed. 

RETURNED CHECKS:  It is your responsibility to correct the problem with the bank if any check is returned for insufficient funds.. We will assess you an additional $15.00. If this occurs more than once, we will then require payment in cash. 

WITHDRAWALS: The director must be notified in writing of your intentions to withdraw your child before the end of the school year. You are responsible for one-month tuition, regardless of whether your child attends the full month.

SNOW DAYS REBATE POLICY:  It is our policy that NO rebate will be given in the event of snow days. Tuition is on a school year basis and our budget is based on that. The schools expenses still must be met. 

NO SCHOOL POLICY: On days when driving conditions are hazardous, we follow the WEST BOYLSTON PUBLIC SCHOOL policy. Announcements are made over local radio and TV stations from 7:00 A.M. on. 

CANCELLATION- If the West Boylston Public Schools cancel, we cancel.

90 MINUTE DELAY – If the West Boylston Public Schools have a 90 minute delay our policy is as follows:

Tuesday -Thursday AM classes are cancelled.

Monday-Wednesday- Friday AM classes are delayed until 10:00 AM.
Monday-Wednesday- Friday PM classes are the normal time.

AFTERNOON CANCELLATION: If snow starts once we are in school and the West Boylston Public School cancels afternoon kindergarten, our afternoon classes are cancelled as well.

HOWEVER, whether or not W. B. cancels, we reserve the right to cancel classes on a day when we feel the weather conditions make it unsafe for staff or families to drive; or if we have no heat, electricity, water or other conditions that would make it unsafe for the children, or that would violate DEEC Regulations. In this event, we will notify you by telephone if at all possible so please make sure your phone numbers on file are up to date at all times. As always, if you are uncomfortable with driving conditions, please remember that nothing we do at school is as important as your safety.

PARENTAL INPUT/COMMUNICATION

Parents are always welcome at Community Nursery School.  We encourage you to have input in the development of the policies and programs of the school by joining the Nursery School Committee or by talking/writing to the director or the Nursery School Committee Chairperson.  After consideration, the decision made to adopt or reject such input will be reported back to the parent.  If requested, this will be done in writing.  There is also a suggestion box located in the coatroom if a parent chooses to use this method of communication.  

In the coatroom there is a bulletin board with information that should be checked daily.  The teachers post curriculum pages, sign up sheets, notices of upcoming events, illness alerts and calls for help for classroom volunteers or donations of materials. In addition to the information your child will bring home, the postings include a copy of the monthly snack calendar, newsletter and snack information for your convenience.  You will also find the Parent Resource Library located in the coat room.  Please feel free to make use of the books; just sign them out in the notebook provided.  If you are looking for a specific topic, ask the teachers as they are familiar with the resources.    

Each month we put together a newsletter with information pertinent to upcoming events and information.  The newsletters are an important part of our effort to keep you informed of what is happening at school and keep communication open between home and school.  Any paperwork being sent home will be in your child’s cubby. We see ourselves as partners with families in an effort to best serve your child.  We will share all pertinent information with you and ask that you do the same.

SNACKS

The children have a snack each day. You will provide snack and juice for your child’s class several times during the year. Each month the teachers send home and post a snack calendar, so please check it each month to see if your child has snack that month. You will need to provide enough single serving snacks for each child, each teacher and one or two extra’s to allow for dropping etc. If your assigned day for snack is not convenient, you may switch with another parent and notify us, or you may purchase something non-perishable such as crackers, and send it in ahead of time.

Appropriate snacks are crackers, cheese, muffins, cereal mixes, banana bread or the likes, fruit, pudding, yogurt, Jell-O, pretzels, and mini pizzas. For allergy, safety and health reasons do not send in peanuts or peanut by products, candy, gum, carrots, popcorn. If you would like to send in a special snack such as ice cream, cake or cupcakes please check with your child’s teacher. The school provides napkins, cups and spoons. If parents would like to donate napkins, spoons, tissues or paper towels, these items are always appreciated.

LUNCHES FOR THE M-W-F AM CLASS

The M-W-F AM class will eat lunch at school at 11:30 each day. There is no refrigerator available so you should include a small freezer pack. We are asking that each child have some sort of permanent lunch box, either soft or hard sided. PLEASE clearly label the outside with your child’s name.  Please include at least one napkin each day. We will be eating at tables, but keep in mind the number of children involved, so open top drinks are not suitable. Juice boxes are best. Socialization is an important part of the lunch process. Most young children do not eat a big lunch at school. A half of a sandwich and other small items may be enough for your child. We will send home as much unfinished lunch as possible each day so that you will be able to determine just how much to send and what your child has eaten. If your child is not a sandwich eater, some possible alternatives are crackers and cheese, small cups of yogurt (don’t forget the spoon), cold meat slices, fresh or canned fruit, veggies and dip. PLEASE do not send in carrots, popcorn, candy or gum.

CLOTHING

The play your child does at school is the work of early childhood. Therefore we would like to remind you to send your child to school in clothing that is loose, comfortable, washable and suitable for the active and sometimes messy play we do at school - inside or outside. Although we wear smocks for messy projects, sometimes we still get messy. Sturdy, closed toe, rubber soled shoes are required for safety for the activities we do. Sandals, jelly shoes and party shoes are not suitable for Nursery School play. 

OUTSIDE PLAY

We go outside for 20-30 minutes on days when it is not raining and the temperature is above 20(. Therefore, your child needs appropriate outdoor clothing each day. Please send a hat, mittens, and a heavy coat in cold weather. Most parents find it easiest to send these items in backpack. Snow pants and boots are a must when there is snow on the ground. LABEL each item, including mittens and boots, and backpack with your child’s name. We are not responsible for unlabeled clothing

BEHAVIOR MANAGEMENT POLICY


Discipline will be consistent and based on individual needs and development of each child. We set limits for the safety of the child and others. Examples are- “you walk inside but save running for outside”, “use your words not your hands, and tell him what you want”. We believe that setting limits gives the child a sense of security because they know an adult will take responsibility and help the child stop unacceptable behavior.


Children will be allowed to make as many decisions as possible within our limits. Where appropriate and feasible, the children will participate in the establishment of such rules, policies and procedures. We will set reasonable and positive expectations, offer choices and provide children with an opportunity to verbalize their feelings. We hope this will encourage children to develop self-control and work out their own solutions. 


We will explain all the rules and give gentle reminders whenever necessary. Rules will be enforced in a positive impersonal way. We will be consistent, reasonable and fair. The staff will try to explore the possible reasons for a child’s behavior, such as fatigue, fear, hunger, boredom, etc. The staff will be alert to the total situation and attempt to foresee and forestall trouble.


An uncooperative child will be directed to another activity or the entire activity will be redirected for the good of the whole group. If all else fails, and a child is requiring constant adult attention to maintain safety in the group, the child will be temporarily removed to another area and a staff will stay with the child in a calm, gentle manner. When the child is no longer acting out, he will be allowed to rejoin the group. If a child continually acts disruptive, we would involve the parents, ask them to observe from the observation window, and try to find the best possible solution for the child and others concerned.  

 
 Toilet accidents will be treated casually and without reprimand. 

We emphasize the following:

· No child will ever be spanked or other corporal punishment be used.

· No child will be subjected to cruel or severe punishment such as humiliation, verbal or physical abuse or neglect.

· No child will be denied food as punishment.

· No child will be forced to eat

· No child will be punished for toilet accidents, we will never force a child to remain in soiled clothes or force a child to remain on the toilet or any other unusual practices for toileting. 

 **** We also provide many books and articles for parents on the topics of discipline and behavior in our Parents Resource Library.

ABUSE AND NEGLECT POLICY

The staff are MANDATED REPORTERS in any suspected case of abuse or neglect. The school has a full policy in accordance with DEEC regulations, in place in the event that a staff member is involved in any suspected incident of abuse/neglect. Any parent wishing to review the full policy may do so by contacting the Director. 

Any staff member suspected of abuse or neglect would be removed IMMEDIATELY from working directly with the children until further investigation is complete. 

REFERRAL PROCESS, POLICY AND WRITTEN RECORDS


Whenever any staff member is concerned about a child’s development or behavior, and feels that further evaluation is necessary, they should report this to the lead teacher who will review concerns with the Director. If the Director agrees, the lead teacher is requested to complete an observation report documenting the concern and reviews the child’s record with the involved teacher. The Director assumes the overall responsibility for the implementation of the written plan. The Director will maintain a list of current referral resources in the community, for children in need of social, mental health, educational or medical services, including Chapter 766 and Early Intervention Program Referrals. Together, the Director and the lead teacher are responsible for documenting in the child’s individual file, the concerns and the action taken on behalf of the parents, written record of any referrals, parental permission, parent conference and follow-up consultations.

NOTIFYING PARENTS


The Director will provide the parents with a written statement including the reason for recommending a referral for additional services, a brief summary of the centers observations, and any efforts the center may have made to accommodate the child’s needs. The director will offer assistance to the child’s parents in making the referral. Parents are encouraged to call or request in writing an evaluation. With written parental request, the school may contact the referral agency directly. If the child is at least 2 ½ years of age, the Director shall inform the parents of the availability of services and their rights under Chapter 766. If a child is under the age of 3, the Director shall inform the parents of the availability of services provided by the Early Intervention Programs. 

FOLLOW-UP TO THE REFERRAL


The Director will, with the parents permission, contact the agency or service provider who evaluated the child for follow up consultation and assistance in meeting the child’s needs at the center. If it is determined that the child is not in need of services from this agency, or is ineligible to receive services, the

nursery school  will review the child’s progress at the center every three months to determine if another referral is necessary.

We recognize that not every school situation is appropriate for every child; therefore, we reserve the right to send the child home for the rest of the day or eventually terminate the enrollment of any child after a reasonable adjustment period. Reasons for termination include, but are not limited to – 

· The school is unable to meet the child’s needs. 

· The health and safety of the child and/or other children is at risk because of the behavior of that child.

· Non-payment of tuition. 

· Uncooperative parents. 

· Abusive behavior and/or verbal threats by a parent toward the staff or other parents or children (immediate termination).

Termination will occur only after written notice with the reasons has been sent to parents, and a consultation between the parent(s) and director (and teachers if applicable) has been attempted. A copy of the notice will be kept in the child’s record. The director will inform the parents regarding other services available through DEEC, local SPED departments, or ChildCare Connection. When any child is terminated from the program, whether by the school or parents, the lead teacher will prepare the child for termination in a matter consistent with the child’s ability to understand. The teacher will talk with the child and other children and explain the departure in simple terms. If the child’s departure is sudden and the child and school are not given the opportunity to say goodbye, the teachers could write a simple note to the child, with goodbye wishes from the classmates, and pictures if available.
PARENTAL  RIGHTS

Chapter 28A, Section 10 of the General Lows of the Commonwealth of Massachusetts mandates to the Department of Early Education and Care the legal responsibility of promulgating rules and regulations governing the operation of childcare centers.(including nursery schools).

In accordance with this law, the Department of Early Education and Care published the requirements now in effect on March 1977.  These regulations must be complied with the licensee in order to insure a minimum level of care for the children serviced by the childcare center and or nursery school.

The Licensee (childcare center owner) is required to inform all parents of the “rights of the parents” as stated in the regulations at the time of admission of their child to the center.  

The rights are as follows:

Parent Involvement

7.05(12) Parent Visits.  The licensee shall permit and encourage unannounced visits by parents to the program and their child’s room while their child is present.

7,05(13) Parent Input.  The licensee shall have a procedure for allowing parental input in the development of center policy and programs.  The licensee shall provide an explanation to the parent(s) when a parent makes suggestions as to the program or policy of a center and the suggestions are not adopted by the licensee.  If the parent requests a written response, the licensee shall respond in writing to the parent.   

7.05(14) Reports to Parents.   The licensee shall periodically, but at least every six months, prepare a written progress report of the participation of each child in the center’s program.  This report shall be maintained in the child’s record.  The licensee shall provide a copy of each report to the parent(s) or meet with them every six months to discuss their child’s activities and participation in the center.  In addition:

1. For infants under 15 months of age and children with disabilities, the licensee shall complete a written report of the child’s development every three months and provide it to the parents.

2. The licensee shall bring special problems or significant developments particularly as they regard infants, to the parent’s attention as soon as they arise.

7.05(15) Parent conferences.  The licensee shall make staff available for individual conferences with parents at parental request.

7.05(19)  Confidentiality and Distribution of Records. Information contained in a child’s record shall be privileged and confidential.

(a) The licensee shall not distribute or release information in a child’s record to anyone not directly related to implementing the program plan for the child without written consent of the child’s parent(s).  The licensee shall notify the parent(s) if a child’s record is subpoenaed.

(b) The child’s parent(s) shall, upon request, have access to his child’s record at reasonable times.  In no event shall such access be delayed more than two business days after the request without the consent of the child’s parent(s).  Upon such request to access the child’s entire record shall be made available of the physical location of its parts. 

(c) The licensee shall establish procedures governing access to, duplication of, and distribution of such information; and shall maintain a permanent, written log in each child’s record has been released.

1.  Each time information is released or distributed from a child’s record the following information shall be recorded:  the name, signature and position of the person releasing or distributing the information; the date, the portions of the record which were distributed or released, the purpose of such distribution or release, and the signature of the person to whom the information was released.

2.  Such log shall be available only to the child’s parent(s)   and program personnel responsible for record maintenance.

7.04(9) Amending the Child’s Record.   

(a) A child’s parents shall have the right to request to add information, comments, data or any other relevant materials to the child’s record.

(b) A child’s parents shall have the right to request deletion or amendment of any information contained in the child’s record. 

1.  If the parent(s) is of the opinion that adding information is not sufficient to explain, clarify, or correct objectionable material in the child’s record, the parent shall have the right to have a conference with the licensee to make his objections known.

2.  The licensee shall, within one week after the conference, render to the parent(s) a decision in writing the reason or reasons for the decision.  If the decision is in favor of the parent(s steps shall be taken immediately to put the decision into effect.

7.04(10) Transfer of Records.  Upon written request of parent(s) the licensee shall transfer the child’s record to the parent(s), or any other person the parent(s) identifies, when the child is no longer in care.  

7.05(24) Availability of Information to the Office.  Notwithstanding 102CMR 7.05(19) upon the request of the employee, authorized by the Director and involved in the regulatory process, the licensee shall make available to the Department of Early Education and Care may information required to be kept and maintained under these regulations and any other information reasonable related to the requirements of the regulations.  Authorized employees of the Department shall not remove identifying case material from the center’s premises and shall maintain the confidentiality of individual records.

7.07(6) Meeting with Parents.  The licensee shall assure that the administrator or his designee shall meet with the parent(s) prior to admitting a child to the center:

At the meeting, the licensee shall provide to the parent(s) the center’s written statement of purpose, services, procedures for parent conferences, visits and input to the center policy, procedures relating to children’s records and procedures for providing emergency health care.

The licensee shall provide the opportunity for the parent(s) to visit the center’s classrooms at the time of the meeting or prior to the enrollment of the child.

In addition Section 7.03(23) requires all licensees to have a copy of the regulations on the premises of the center and the regulations shall be made available to any person upon request.  

ADMISSION AND ENROLLMENT PROCEDURES

 Prior to enrollment parent(s) are required to visit the center and meet with the Center director.  At this time you will be given a tour of the center, meet with the staff and see the room that will be your child’s classroom. Parent(s) will be given an intake packet consisting of forms that need to be signed and dated. 

  .  

