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Introduction to policy:

The purpose of this manual is to outline the policies and procedures for the smooth operation of the Infinitee Day School. This manual takes precedence if there is a conflict with current practice and procedures.  All employees of Infinitee Day School are responsible for reading and understanding the policies. These policies have been prepared to define procedures that affect the relationship between the employee and the organization. For matters covered by these policies, no person, other than Program Director is authorized to deviate from these polices and any deviation must be approved in writing. Infinitee Day School may change these policies and procedures, in whole or in part, at any time.  Infinitee Day School retains the right to change, modify, suspend, interpret or cancel in whole or in part any policies of the organization, without advance notice without having to give cause or justification. 

Our Philosophy:

We believe that teachers should possess the personal qualities of patience, organization, and good interpersonal communication skills to allow them to perform their duties effectively.   Patience will help to ensure that the proper care is provided to the families and children who remain in care of the daycare center.  Organization will keep the classrooms in-order starting from files and ending with the staff and children.  This type of skill will also save the teacher time and the center money.  Interpersonal-communication skills will with supporting the staff, children, and family members of the children in care.  This will show respect and in return will gain trustworthiness through the people they are communicating too.  

We believe that the students should have the space and open opportunity to explore their many possibilities.  We feel that students should be provided the most appropriate nutritional values to allow them to be well nourished in effort to lead a healthy lifestyle for proper development.   Children should be granted with supportive environments for the development of self-esteem along with other physical and mental needs.  Children should be focused on what they can-do rather than what they cannot do in which we feel this process would reduce stress on the child and the teacher.


We believe that parents and the community members should possess many motivating skills to help the child succeed.  We feel that parents and the community members should encourage children to do things rather than forcing them.  We feel that parents and community members should focus on respecting and supporting children’s choices and decisions instead of judging or dispiriting their options in life.   Another motivator for parents and community members to acquire would be trust.  We feel that if a child is provided trust through an adult they will then in fact overturn that feeling toward the parents and community members.  

Operation:

Infinitee Day School accepts children from the age of 6 weeks to 13-years old.  Rates vary dependent upon age and are subject to change at anytime.

· Infinitee Day School will operate 5-days a week, Monday-Friday during the hours of 6am-11pm. 

·  Infinitee Day School will close for all Federal Holidays to include the last week of each year
Location: 
722 Miller Street/Norfolk VA 23505
Numbers:
(757) 588-2082 Business



(757) 544-9868 Fax



(757) 831-5049 Program Director-24hr/Cell (Deidra Gillis)

Or infiniteedayschool722@gmail.com 
(910) 585-5792 Program Leader-24hr/Cell (James Gillis)
Web Address:
www.infiniteedayschool.com
Be sure to follow us on facebook.com/infiniteedayschool 

Arrival and Departure:

· Prompt attendance is necessary for children to maintain satisfactory progress. 
· Parents must bring their child to school by 9:30am, after 9:30am children will not be allowed into the facility.  Lateness causes disruption and inattentiveness to the students and the teacher.

· Parent must communicate with administrator or bring in a signed note for reasonable excuses/lateness for child’s absences and/or prompt attendance.  Parent must bring doctor note if child will attend school.

· Parents must completely sign their child (ren) in and out of the facility for greater security.  Parents must also check child (ren) folders daily.  Folders are a way of communication for events, information and each child’s development.

· Teachers’ will records each child’s daily attendance and inform Program Director.

· If child arrives late, he/she will be greeted appropriately and teacher shall recall the activities for the rest of the day.  If possible, teacher shall help child get settled, of necessary.

· If child arrives late for field trip, activities would be made available for child to participate in.  Designated staff will remain on site at Infinitee Day School on a daily basis.

· We ask that all payments be made in advance in the case of absences and the child is covered for tuition. Tuition payments must be paid to hold your child’s space for care.
· Tuition must be paid unless child is being dropped from school and a two-week notice would be in effect.  Parents must supply a two-week notice when dropping their child from the school program.

· Parents must notify school of any vacations or illnesses that may require the child to be absent for long periods.  Full tuition must still be paid even when children are out due to sickness or vacation.  
· Students may only be dropped off by parents or legal guardian, children may not be allowed access if dropped off by another program or agency without proper notification.
· Infinitee Day School will close at 6 pm, so we ask all parents that children are picked-up on time.  Parent will be charged $1.00 for each minute late up to 30 min.  This fee must be paid upon returning child to school
· Parents will have a courtesy wait of 30 minutes before we have to contact the emergency contact and if nobody can be reached then we will report the child to Child Protective Services branched under the Department of Social Services.

· If a person picking up child is not the parent/guardian, they must have written authorization from the parent or recorded under the child’s enrollment packet as well as identification.

· If a child does not arrive from another facility the designated staff will contact the facility, if facility doesn’t respond then the child’s parent will be notified.  If designated staff does not get a response from parents then the emergency person (s) will be called. Further actions will be taken into consideration with local authorities (911) as a final result.
· Parents and/or family emergency contacts will be notified in the event their child may be ill, injured or involved in other emergencies like inclement weather, natural disasters, tornado, intruder or shelter in-place.  In the event a child is poisoned, Virginia Poison Center will be contacted.  In the event a child is injured or ill and needs emergency medical attention, the local authorities will be notified.

· In the event your child or any member of the immediate household has developed a communicable disease, as defined by the State Board of Health, except for life threatening diseases which must be reported immediately to Infinitee Day School within 24hr, so that we may take proper precautions.

· If child is not picked up during emergencies (inclement weather, natural disasters, tornado, intruder or shelter in-place) by parent/guardian, or other emergency contacts then the designated staff of Infinitee Day School will remain on premises until the child has been transported to an official evacuation facility and/or contact CPS at (757) 664-6000 for further information.
· In the event of emergency situations or extreme weather conditions Infinitee Day School will broadcast Emergency Closing Information through local News Stations (WTAR 3, WAVY 10, and WVEC 13.  We will generally follow the Norfolk City Public Schools for emergency closures.

Special Needs:

· We will provide an inclusive education to children with special needs.
· We accept children with special needs and provide accommodations if necessary.
· We provide families with support and professional resources to offer the best quality care possible.

· http://www.parentcenterhub.org/resources/ This link provides parents with an abundance of information in working with children with special needs.

· http://nichcy.org/families-community/childcare This link provides information and resources to assist Early Childhood professionals with caring for children with Special Needs

Kindergarten Transition:

· Infinitee Day School provides developmentally appropriate environments and instruction in preparation for each individual child to transition to the next level.

· Children are assessed twice a year for teachers to gain appropriate knowledge of each individual child through observations and checklists.

· We communicate with parents on their child development through bi-annual conferences.
· We provide parents with resources and referrals to kindergarten programs

· http://school.familyeducation.com/kindergarten/school-readiness/38491.html This link provides an abundance of information for Early Childhood Professionals and parents in reference to Kindergarten Readiness.

Student Record Transfer:

· Requests to transfer student records, received from other schools or post-secondary

Institutions in which a student seeks or intends to enroll, regardless of whether that Institution is public or private, will be honored in a timely manner. 

· The transfer of records shall not be delayed for non-payment of a fee or fine assessed by the school.

· Records of students withdrawing from Infinitee Day School and enrolling in another school shall be transferred to the receiving school upon request of the receiving school.

· Parents may also request a copy of student records in electronic form.

· Student Record Transfer cannot be completed without Transfer Form that may be furnished upon request.

Transportation:

· Infinitee Day School provides transportation for both field trips and before/after school.
· Infinitee Day School may provide transportation for before and after school students at the following schools:
1. Crossroads Elementary

2. Suburban Park Elementary

· Child Safety belts and restraints will be used while traveling in any vehicle.

· Doors will be closed and locked properly to ensure passengers safety.

· All children will remain seated; child’s arms, legs, and head will remain inside the vehicle at all times.

· While entering and leaving vehicles, children will enter and leave the vehicle from the curbside of the vehicle or in a protected parking area or driveway.

· The staff to children ratio will always be followed in accordance
Child Abuse and Neglect:


Infinitee Day School shall never leave a child alone at any one time.  Children in care shall always be supervised by designated staff.  At anytime a child shall be considered lost or missing the following will be implemented:

· Staff will first uphold an extensive search, If not found

· Staff will contact 911 and the child parent/guardian

Infinitee Day School is mandated by the Commonwealth of Virginia to report suspicions of child abuse and/or neglect to the Child Abuse hotline (800) 552-7096 of the Department of Social Services.

We may also contact:

Norfolk Department of Human Services

Thomas Pristow, Director

Franklin Building

741 Monticello Avenue

Norfolk, VA 23510-1506

(757) 664-6000

(757) 664-3275 (FAX)

http://www.norfolk.gov/HumanS...
Medication:

· Parents/Guardians must complete a Medication consent form in order for Infinitee Day School to administer medication or any type of ointments in original containers marked or prescribed by doctor.  Non-prescribed medications and ointments (sunscreen, Diaper ointment or cream, and insect repellent) will be given with the written consent of a parent/guardian. 

· We understand the perseverance of children receiving required medication, but proper forms must be completed before providers may administer any medication.  Over the counter medication may only be administered to child (ren) for a maximum of 10 days with completed medication form from parent.  All prescribed medications and/or over 10 days will require both Doctor and Parent Authorization by the use of school medication form. 

· Only designated staff will be licensed and qualified to administer medication by completion of MAT (medication administering training) training at any one time

Staff Authority: (ECE – Early Childhood Development)
1-Program Director: Deidra Gillis
BA in Early Childhood Development/NSU
2-Program Leader: James Gillis

9-years programmatic experience in ECE
3-Program Leader: Latavia Jones
CDA – Infant/Toddler/Preschool Certification, 6yrs exp

4-Lead Teacher: Samantha Bunch
1-yr programmatic experience in ECE

5-Lead Teacher: Lisa Sears

4-yrs programmatic experience in ECE
6-Lead Teacher: Tarraf Bouchra

BA in ECE – 2-yrs programmatic experience in ECE

7-Lead Teacher: Eleanor Curney
BA in Business -15yrs  ECE programmatic experience 

All staff members will have a complete criminal background check and physical before they can be hired at Infinitee Day School. Staff will be required to have MAT, Food Handlers, CPR and First Aid training as well as annual early childhood training within 30-days of hire.  Staff will be required to have a minimum of 16hrs of training annually.  

Custodial Parents Right:


All custodial parents have the custodial right to be admitted into Infinitee Day School.  Infinitee Day School does not discriminate against any applicant whether its race, color, or sex.  All required documentation must be completed and given to the Program Director for a speedy enrollment process.  Physicals must be updated every 6 months to a year dependent upon age.  Parents are asked to provide a complete enrollment package along with fee to be considered for enrollment.  The Program Director will assist the parents with all forms and information necessary.

Parent Communication:


At Infinitee Day School we will post a Parent Bulletin Board for informational viewing.  The bulletin board will contain information on emergency evacuation and preparedness plans, all emergency contacts, scheduled field trips, schedules, curriculum, menus, CACFP data, center state license and city license.  Parents will be informed of any updates and closures by phone, email, text and/or in person.  We will provide annual open house programs, Bi-annual parent teacher conferences, monthly calendar, brief notes and telephone calls when necessary.  In contrast, parents and teachers will have the opportunity to exchange information to strengthen the connection between home and school. Infinitee Day School will perform assessments and evaluations on each child in care to help both the school and the parents identify each child’s weakness and strengths.  Parent teacher conferences are encouraged and may be requested at any time by parent or teacher.  Parents may call the school or send a note to schedule a conference of any sort.  Progress reports and Assessments will be distributed for all students in care quarterly.  Periodically teachers will distribute student’s work to the parents to take home at the end of each unit study.  Parents/guardians will be notified by phone and letter home in the event the child becomes ill, injured, or is involved in any emergency situation.  

· If child is not picked up during emergencies (inclement weather or natural disasters) by parent/guardian, or other emergency contacts then the designated staff of Infinitee Day School will remain on premises until the child has been transported to an official evacuation facility and/or contact CPS at (757) 664-6000

· In the event of emergency situations or extreme weather conditions Infinitee Day School will broadcast Emergency Closing Information through local News Stations (WTAR 3, WAVY 10, and WVEC 13.  We will generally follow the Norfolk City Public Schools for emergency closures.

Termination:


Infinitee Day School has the right to terminate any enrollment due to tardiness, numerous absentees, inability to adjust, behavioral issues or parental inconsistencies.  However, in the event of this situation parents will be notified two weeks in advance.  We will provide referral if necessary and give detailed notice of the reason for termination. Parents are responsible for 2-weeks’ notice form if responsible from enrollment pack.
Tuition and Fees:

· Tuition must be paid each Friday before service is rendered.  Tuition must be paid regardless of closures and/or absences to maintain child’s place of enrollment.  If payments are not made by Friday then late fees will be required before child may return to school.  Payments are accepted in the form of cash, check, or Visa/MasterCard.  If tuition is late and paid on Monday morning upon arrival, payments must be made in the form of cash no exceptions.  VDSS provides assistance for childcare, but compensation is below market rates.  Therefore parents receiving VDSS assistance must meet school rates by paying an agreed copayment to meet childcare rates.

· Annual enrollment fees are due on Jan 15 and June 15 for VDSS parents.  Must be paid by due date or child will not be able to attend program unless other arrangements are made with Program Administrator.
· Parents receiving VDSS assistance must provide copayments weekly to alleviate issues with impromptu payments.

· Summer Program fees are due by June 20th for child (ren) to participate in planned activities.
Rate Schedule

Parent Monthly Copayment




Parent Monthly Copayment
       (Over Market Fees)




     (Over Market Fees)
       (Full-Day) 8-12hrs




                     (Part – Day) 4-5 hrs.

$20 (6weeks – 15 months)




$15 (6weeks – 15 months)

$10 (16 Months – 23 months)




$25(16 Months – 23 months)

$10 (24 months – 4 years old)




$30(24 months – 4 years old)

$25 (5 years – 12 Years old)




$25(5 years – 12 Years old)

Infinitee Day School Rates


VDSS Compensation (Market Rate)








         (Full-Day)

$195.00 weekly (Dayshift) - 6 weeks-15 months

$175 weekly – (6weeks – 15 months)

$165.00 weekly (Dayshift) – 16 months-23 months
$155 weekly - (16 months – 23 months)

$145.00 weekly (Dayshift) – 24 months- 4 years old
$135 weekly – (24 months- 4 years old)

$125.00 weekly (Dayshift)-5 years to 12 years-old 
$110 weekly – (5 years – 12 years old)

$210.00 weekly (Nightshift) – 6 weeks to 23 months

        (Part-Day)

$175.00 weekly (Nightshift) - 24 months to 4 years old
$120 weekly – (6weeks – 15 months)

$135.00 weekly (Nightshift) - 5 years to 12 years-old
$110 weekly – (16 months – 23 months)

$135.00 weekly (Part-day) -6 weeks to 23 months
$95 weekly – (24 months – 4 years old)

$125.00 weekly (Part-day) – 2 years to 4 years-old
$75 weekly – (5 years – 12 years old)

$100.00 weekly (Part- day) – 5 years to 12 years-old



$100.00 weekly – Before and After Care





$50.00 weekly – Before or After Care





$35.00 returned check fee

$120.00 annual enrollment fee 

$10.00 Early Release (School Age)

$25.00 Daily drop-in (School-age/NPS Closures)  
$39.00 Daily drop-in (6wks-15mths)
$33.00 Daily drop-in (16mths-23mths)

$29.00 Daily drop-in (24mths-4yrs)

$25.00 Daily drop-in (5yrs-13yrs)

$35.00 Day/$45 Night Drop-in (6wks-2yrs)

$29.00 Day/$35 Night Drop-in (2 & up)

$8.00 hour (Dayshift/2 & up)

$10.00 hour (Dayshift/6wks-2yrs)

$10.00 hour (Nightshift/2 & up)

$12.00 hour (Nightshift/6wks-2yrs)

$25.00 daily – Late charge for tuition paid after Monday morning.  $10 per day thereafter. 

$1.00 per-min late fee per child for picking up child (ren) to be paid to Infinitee Day School. Infinitee Day School does not compensate staff after time of closure.
*Discount for more than one child*

*Free week for parents who refer friends, ask for details*

⃰⃰⃰ Existing parents receive one free vacation week per year, ask for details⃰

Fee expense usage:

Tuition includes the supply fee, which covers the cost of our seasonal-curriculum program as ill as mats/cots, toy/activity replacements, paper, copying, laminating, printer ink, video film, coloring supplies, paint, glue, art supplies, etc., tissue and more tissue in the winter, cleaning supplies, website fees, food, most field trip costs, electricity, gas, water to run the day school.

School Closure:

Parents will be informed in advance to arrange placement for child (ren).  

Parent Absences:

We would appreciate advance notice of your vacations and other child absences, other than school vacation days. You are provided one week of “free” absence a year. Parents may take this week off and not have to pay for your child (ren)'s absence. Please notify school in advance of your child being absent or on vacation.  This free week may not be used for part of a two week termination notice.
Health information:

Parents must provide documentation that their child has received the immunizations required by the State Board of Health before the child can attend the Center.  Exemptions for this notification will only be satisfied through religious purposes and documents will be needed in this matter. Physical records will be updated annually and every six months for children under two years of age.  No child who arrives at Infinitee Day School noticeably ill, with a rash, or with a fever (100°and above) will be allowed into school. Should your child (ren) become ill during the day, you will be notified immediately and expected to pick up your child (ren) within the hour. We will keep your child (ren) separate from the other children until a parent or authorized person comes to pick him/her up. In the unlikely event that your child falls ill frequently and you consistently fail to pick him/her up within an hour of being notified, we reserve the right to dismiss your child from this school permanently.

· If a child contracts a communicable disease and exposes the other children, notice of such exposure will be posted and parents will be notified within 24hrs when they pick up their children. 

· The ill child will not be allowed to return to Infinitee Day School for 24 hrs with receipt of Doctor Note.

· Please do not send your child to Infinitee Day School knowing he/she has a strep infection, pink eye, lice, etc. (Doctors note needed to return)

Pink Eye

· Normally when the children are seen for this infection their doctors’ note allows them to return to school the following day after given proper medication, but the infection continues to spread to our children.  Infinitee Day School has now changed the policy due to this issue.  Children cannot return for 48hrs after visiting the doctor and must return back to school with verification that child has seen a doctor.

· In the case of lice the child must be free of nits.  

· The center will consult with the Norfolk Health Department if there are any concerns about the communicability of a disease.

· Any surface that has been contaminated with bodily fluids, it will be cleaned and sanitized.

· Infinitee Day School will ensure that staff and children practice hand washing before and after meals, after toileting, before and after diaper changes or after any contact with blood, feces or urine.

Dress Code:

Children are not allowed to wear flip-flops and/or open toe shoes because they cannot perform physical activities appropriately and they are not secure foot wear.  Children may not wear halter or spaghetti strap tops because it exposes unnecessary body parts and inappropriate for play.  Children must not wear excessive jewelry or silly bands. (May result in injuries or suffocation) Hair beads must be secure on hair because it’s a choke hazard and must be removed from child’s hair once they fall from strand of hair.  Infinitee Day School will not be held responsible for any jewelry or added clothing accessories.

Child supplies:

· Parents shall provide all daily necessities required for childcare or child will not be able to attend.  We require that each child under age of 5 have 2-change of clothes for accidents.  Parent must provide diapers, wipes, Kleenex, and formula if not provided by facility for their infants and toddlers.  Parents will be asked to pick up child if supplies provided are inadequate to care for child(ren) on a daily basis.

· Infants must have a 24hr-emergency supply of disposable bottles, drop-ins, nipples and formula

· We provide an enriched program that requires quarterly school supplies which must be provided by parents.  Supply list can be provided upon request.  

· During the Summer Program children will be required to wear school t-shirts for scheduled field trips away from the facility.

Meals and Snacks:

Infinitee Day School will provide breakfast, lunch and an afternoon snack to all children.

Food served during the day will include servings from each of the four food groups as defined by the U.S.D.A.  Organic foods will be provided when possible.

· Infinitee Day School participates in the Child and Adult Care Food Program (CACFP).  We are required to serve daily nutritional meals and snacks.  

· Children must arrive on time for scheduled meals. If child arrives after meals parent must ensure that the child has been fed upon arrival.   Parents are allowed to bring in meals and snacks of nutritional value to be served during scheduled meals only no exceptions.   

· Monthly menus are posted on parent bulletin board.

· Children are be encouraged in trying new foods, but not forced.

· Children are served food in proper portions by appropriate age.

· Infinitee Day School is required to submit records of menus, meal counts and enrollment. 

· We  maintain copies of submitted forms at the facility of Infinitee Day School

· Parents will be asked to lists all food and drink allergens with enrollment packet.

· All child cups, bottles, containers, and other necessary items will be labeled accordingly

· Parents may bring own foods of nutritional value and  must be labeled.
Toys:

Infinitee Day School will provide an array of toys, books, activities and lessons to create a healthy development.  Ensure that items sent for Show ‘n Tell are safe for all children and please understand that it may be held in a safe place until/after Show ‘n Tell. 

If your children bring other toys from home, understand that it may be taken away if it causes tension between the children or poses a danger (i.e.: choking, etc.).  Infinitee Day School will not be held responsible for items brought to the school outside of school policy.

Naps:

Children will take a nap after lunch. Alternatively, they may be provided with quiet activities to do while lying on the cot.

Discipline:

· Giving positive rewards encourages acceptable behavior. This reinforces a child's good feeling about his/her behavior and serves as an example to the children to act in such a way as to receive this praise. Asking a child to stop and think about his/her behavior enables him/her to work on self-control.

· Redirection/distraction is also used depending on the situation. If needed, one warning is usually given to remind the child of acceptable behavior. The next step would be for the child to be excused from anyone activity and pulled to the side.  The last step would be a timeout or a logical consequence. 

· The timeout provides the child space and time to calm down, so the child can remember acceptable behavior, and self-control to decide when he/she is ready to rejoin the group with appropriate behavior. 

· Logical consequences may range from a favorite toy being taken away for a short period, to being excluded from a favorite activity.

· For instance, if your child continues to eat crayons, he/she loses the privilege of coloring for a time, versus not getting to play outside. Corporal punishment will not be used. If you have found something that helps with your child, perhaps we can try the same method here. 

· Please, however, do not ask us to continue a punishment from home, for instance, not letting your child play outside because he/she is grounded from it at home for some reason.

· Infinitee Day School shall not use any physical or mental punishment to include striking, shaking, withholding or forcing food or activities, forcing child to assume uncomfortable positions or exercise, or restricting child from movement through any form.

