Holy Family Daycare Center
200 Hayes Road, Chapel Hill, NC 929-5004

OPERATIONAL POLICY
AND
PARENTS MANUAL

Welcome to the Holy Family Daycare Center. This booklet
introduces the operating policies and procedures for the
guidance of the staff, board, volunteers, and parents. Parents
are expected to read and acknowledge these policies as part
of the enrollment process and take a copy home for future
reference.

Revised December 2003.



MISSION STATEMENT
HOLY FAMILY DAY CARE CENTER

The mission of Holy Family Day Care Center, operating as the primary outreach of the Church of
the Holy Family, is to provide high-quality child care and age-appropriate education to children of
low- to middle-income families.

We believe that a positive start during the first five years of life is critical to a child’s future.

We believe that each child is unique and deserves respect.

We believe that a child’s preschool experience is enhanced when parents and teachers work
together as partners.

We believe that having an ethnically diverse clientele and staff leads to a richer experience for
all.

We seek to provide:
a positive work environment, treating our staff as professionals, by paying reasonable
wages and providing generous benefits, and by allowing them autonomy in their
classrooms.

an environment that is rich in language, art, and sensorial exploration, thus
complimenting the children’s home life.

ample opportunities for the children to develop and practice self-expression and social
skills.

a sense of community among the families served by the Center.
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1. Introduction

The Holy Family Day Care Center is an independent, non-profit, non-denominational, full-time,
preschool, 4 Star child-care facility. It provides quality care and age appropriate education in a
loving, stimulating, and secure environment. The Center is part of the outreach ministry of the
Church of the Holy Family (Episcopal) and operates on the church property.

Intentionally, the children in the Center are diverse in terms of race, creed, and socioeconomic
status. A number of the children are funded by Title XX. The Center curriculum is designed to
enhance social interaction and development of emotional, physical, and cognitive skills. We
recognize that each child is unique and special. We value each child's cultural heritage and respect
the differences among us.

The Center serves up to 41 children, ranging in age from 2 months to 5 years, or just old enough for
entry to kindergarten. Operating hours are from 7:30 AM to 5:30 PM, Monday through Friday,
year-round (except for designated holidays and teacher workdays, see Appendix D: Current Yeatly
Calendar).

The staff includes a Director and 8 teachers, all selected for their special qualities and talents in the
care and nurturing of young children. Often a work-study student from the University of North
Carolina and qualified volunteers provide additional assistance.

The administrative operation is provided by the Director and the Board of the Center, composed of
representatives from the Church and the parents. Parents are encouraged to participate in the life of
the Center by maintaining their knowledge of and involvement in the Center activities, helping to
reduce costs, and assisting in the enrichment of the program.

Welcome!



II. Daily Operations

A. Hours

The Center is open for operation from 7:30 AM to 5:30 PM Monday through Friday. The Center
will be closed for predetermined holidays and three teacher workdays throughout the course of the
year. Whenever possible, the workdays are scheduled in conjunction with the Chapel Hill-Carrboro
School System teacher workdays.

B. Holidays
The Holiday schedule is listed below, and the entire calendar for the current year may be found in
the Appendix D.

* New Yeat's Day

* Martin Luther King's Birthday

* Good Friday

* Easter Monday

* Memorial Day

* Independence Day

* Labor Day

e Thanksgiving and the following Friday

* Christmas Vacation (the Center is closed from December 24 until January 2)

C. Inclement Weather Policy

Any announcement concerning the closing of the Center due to inclement weather will be made by
the Director. Announcements will be made on both WCHL (1360 AM) and WTIVD (Channel 11).
In addition, the Director will leave a message about the closing on the Center's answering machine.
The decision to close the Center will be made as early as possible. Criteria for closing will be driving
and road conditions, as well as availability of staff. The Director will attempt to make the decision
by 7:00 AM.

In the event the weather worsens during the day, the Director will contact all parents by telephone
to notify them of the closing time. Parents are urged to pick up their children within the time frame
given by the Director, as the staff has the same concerns with driving and arrangements for their
children.



- there is a change in stools to liquid or runny regardless of cause
2. If there is blood present in vomit or stool, seek immediate medical attention.
3. Child can return to the Center when stools are returning to normal.

*ALL DIARRHEA IS A HEALTH CONCERN IN THE CLASSROOM

d. Cold

1. Child may be sent home with 1 or more of the following symptoms: congestion/runny
nose; chills; post nasal drip/sote throat; red watery eyes, neck, head, muscle aches; sneezing;
dry cough/hoarseness; breathing difficulty; listlessness/loss of appetite; fever; if dischatge is
copious, profuse; dischatge is yellow/gteen

2. Frequently involves ears and chest

e. Bronchitis

1. Symptoms similar to cold plus fever and cough

2. Viral or bacterial infection

3. A child will be excluded from the Center if he/she has excessive cough or symptoms
listed for cold

f. Impetigo

1. Usually on face, hands limbs

2. Spreads by contact

3. A child may not return if there are still open or draining sores

4. A child may return following 1 treatment of antibiotics (topical or oral.) Affected area
should be covered with a bandage.

g. Pinkeye/Conjunctivitis
1. A child will be sent home if eye is draining cloudy or colored discharge.
2. A child can return to the Center when:
A. Symptoms are gone
B. A child has been on antibiotics for 24 hours
C. Accompanied by a doctot's note stating that drainage is caused by a non-contagious
condition such as a blocked tear duct.
3. If a child returns to the Center and the symptoms worsen, reevaluation may be required.

h. Ringworm/Tinea
1. Usually appears on face, arms shoulders, or groin
2. A child can return to the Center after 1 treatment

1. Roseola

1. High fever followed by a rash

2. A child may return to the Center when the fever is gone and with a doctot's note stating
that the child is no longer contagious

j. Strep Throat
A child must be on an antibiotic for 24 hours before returning to the Center

k. Thrush
1. Yeast infection of the tongue and mouth
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2. A child may return to the Center after one treatment

1. Chicken Pox

1. Contagious from one day before rash appears

2. Child will be excluded from the Center until all blisters are dried and crusted over (about
7 days)

m. Esanthum

1. Viral rash

2. No treatment

3. Rash must be fading before a child may return to the Center

n. Lice
A child may return to the Center when eggs can no longer be found on the child

2. Non-Contagious Illnesses
a. Rash
1. Any undiagnosed rash must be checked
2. Acceptable: diaper rash, heat rash, eczema, food allergy, antibiotic rash, or rash from
Immunization

b. Cough
Usually a symptom of another condition

c. Ear Infection

1. Usually accompanied by cold symptoms
2. Sometimes accompanied by a fever

3. Treated with antibiotics

3. Out-of-Sorts Children - Will be sent home if:
1. Demands constant holding and attention
2. Inconsolable for a long period of time
3. Severely limits attention other children could and would receive

E. Readmission after an Illness

A child must be well enough to participate fully in all Center activities, both indoor and out, in order to return to the
Center. Please see specific readmission requirements in Section D. The Director has the right to require a doctor's
authorization for a child's return if there is any question concerning a child’s condition or ability to participate.

F. Emergency Illness or Accident Policy

In the event of serious, sudden illness or a serious accidental injury, the Rescue Squad will be called
and the child taken to the Emergency Room at UNC Memorial Hospital. Parents will be contacted
immediately to meet the Director at the Emergency Room. An emergency medical plan is posted in
the hallway of the Center. Staff members have been trained in First Aid and CPR. In the event of
an accident, a form will be completed by the teacher who witnessed it and signed by the parent
before being placed in the appropriate file.

G. Minor Injuries
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Minor injuries such as bumps and scrapes will be treated by the staff. When parents pick up their
child at the end of the day, they will be informed verbally and asked to sign and return the report
form filled out by the staff member who witnessed the incident.
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V1. Tuition and Fees

A. Fee Schedule

Tuition arrangements are a matter between the Director and the parent. Tuition is due by the 5th of
each month. There is a $25.00 late fee when no arrangements are made before the 5th of the
month. There is also a $20.00 fee for any returned check. The Director has the authority to resolve
any fees in arrears by more than one month with parents. Repeated instances could lead to
termination of care for the child. Current fees are found in Appendix E.

B. Procedures for Payment

All tuition should be paid by some form of check or money order. Cash payments are not allowed
under any circumstances. Tuition payments should be placed in the box marked "Tuition" in the
Directot's office.
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VII. Enrollment Procedures

A. Required Information

Enrollment is filled from a waiting list. In order to reserve a place on the waiting list, parents must
complete an application accompanied by a $50.00 application fee. Parents are strongly encouraged
to visit and observe at the Center prior to the enrollment of their children. The Director will be
more than happy to make these arrangements, so you and your child (or children) can spend time
with both the staff and the other children. Once an enrollment decision is made, two weeks tuition
is required in order to reserve a space. This amount serves as a deposit. A minimum of two weeks
written notice of cancellation will be required to receive a refund of this deposit. The first month's
tuition is due the first day the child attends. Tuition may be pro-rated for the first month only.
Listed below are forms that must be completed before enrollment:

* Medical Form, signed by a health official

* Discipline Policy Form

* Operations Policy Form (shows that the parents have received, read,
and understood the Operational Policy and Parent Manual)

* Emergency Information Form (included in application)

* Parent Contract

* Activity Permission Slip

Priority for enrollment will be given to the following: siblings of children currently enrolled;
children qualifying for Title XX children of parish members; and children of Center staff.

B. Withdrawal
A minimum of two weeks written notice is required to refund deposits for children leaving the
Center. Additional time is preferred if parents are aware of any change in circumstances.

C. Ages and Limitations of Children Served

The Center offers programs for children ranging in age from 2 months to 5 years. The Center is
limited in its ability to accommodate children with special needs. Decisions about acceptance to the
Center will be handled on an individual basis.
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VIII. Discipline Policy

A. Policy

Praise and positive reinforcement are effective methods for managing the behavior of children.
When children have positive, non-violent, and understanding interactions with adults and other
children, they develop good self concepts, self-esteem, problem-solving abilities and self-discipline.
Based on this belief of how children learn and develop values, the Center practices the following
discipline and behavior policy:

We:

1. DO praise, reward and encourage the children.

2. DO reason with and set limits for the children.

3. DO model appropriate behavior for the children.

4. DO modify the classroom environment to prevent problems
before they occur.

5. DO listen to the children.

6. DO provide alternatives for inappropriate behavior to the
children.

7. DO provide the children with natural and logical
consequences for their behaviors.

8. DO treat the children as people, and respect their needs,
desires and feelings.

9. DO ignore minor misbehavior.

10. DO explain things to children on their levels.

11. DO use short supervised periods of "Time-out."

12. DO stay consistent in our behavior management program.

We:
1. DO NOT spank, shake, bite, pinch, push, pull, slap, or
otherwise physically punish children.
2. DO NOT make fun of, yell at, threaten, make sarcastic
remarks about, use profanity, or otherwise
verbally abuse the children.
3. DO NOT shame or punish the children when bathroom
accidents occut.
DO NOT deny food or rest as punishment.
DO NOT relate discipline to eating, resting, or sleeping.
DO NOT leave children alone.
DO NOT place the children in locked rooms, closets, or
boxes as punishment.
DO NOT allow discipline of children by children.
DO NOT criticize, make fun of, or belittle children's
parents, families, or ethnic groups.

Nk

© o

The staff of the Holy Family Day Care Center assumes the responsibility for assuring every child’s
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right to quality care and educational opportunity. We further assume the responsibility for assuring
an atmosphere conducive to positive growth and development, to learning, and to the expression of
the individual‘s character, while protecting the individual rights of all the children.

Teachers are required to maintain good order and discipline. Our staff asks families to join in
support of every reasonable effort to meet this obligation.

Discipline is necessary for the orderly growth of the child’s personality in the world we all share. It
is difficult for the child to see the connections between action and result. The child spontaneously
acts out his need to try different roles and experiences without thought for possible negative
consequences.

It is the teacher’s responsibility to help a child understand and enjoy the positive feelings of sharing,
cooperating, and being an important part of our school community. It is our goal to help the child
along the path of self-discipline and to help him become a positive, productive citizen. This goal is
reached through a gentle controlled tone, a calm attitude, and a continuing concern for the well-
being of the child being disciplined.

Children are by nature good; we expect their best. If correction is needed, we provide firm, positive,
and loving discipline. A positive vocabulary is used. Example: “This is Eric’s work now; you may
use it when he has put it back on the shelf.” “Jimmy wants to do his best work. If we touch the
table, it will disturb his work.” This type of vocabulary enables the child to hear about and
remember the behavior that is expected.

If a child is seeking attention from others by not cooperating, he needs to be removed from the
group (see the next section on “Thinking Time”). In such cases, we have the child sit in a chair on
the edge of the activity, and we say, “Please sit here and think about what happened; when you are
ready, you may join us again.”

If a child has carelessly carried out an activity, we invite him to do it over properly. Example: If a
child runs through the room, he must walk back to the starting point and proceed again. “Please
show me the proper way to ... (walk through the room). Thank you; I did not hear a sound.”

A child’s participation during a group activity is never demanded since social consciousness is a
developmental process that each child gradually develops at his own rate. If a child exhibits
disturbing behavior during a group work, the teacher either sits next to the child, places him in a
chair, leads the child to another room, or invites the child to choose another type of work. The
teacher’s choice depends on the extent of the disruption. Under no circumstances is corporal
punishment ever used. The teacher explains quietly: “Let’s listen now,” or “You may be our
audience if you do not want to take part,” or “You may join us when you are ready to be attentive
and cooperative.”

On the playground there is a fine line between interfering with active play and protecting the
children from physical harm or injury. Trained staff is able to make this distinction. Participants in
active play are asked “Is everyone enjoying that game? Do you want to be chased? I am concerned

about that person on the bottom. Please tell your friend you do not like that. Please stop that.”

Temper tantrums are an extreme bid for attention. In such a case the child is immediately removed
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from the group. The teacher waits to talk with the child later when he is receptive. The office is
always available for out-of-the-classroom removal. If the child has difficulty regaining control or
remains extremely disruptive, we may ask the family to remove the child from the Center for the rest
of that day.

As caring adults, we do not prolong discipline, such as removal from the group, beyond the time the
child feels he would rather be “in” than “out”. We always give the child a positive expectation of
our confidence in his ability to behave appropriately. We let him know there will be another time to
try again.

It is our intent that these positive procedures of discipline will enhance a child’s self-esteem,
enabling him to become a confident self-directed member of our society and a contributing citizen
of the world.

If a child is unable to gain control following the aforementioned procedures, then the following
steps will be implemented with consideration for the individual factors of each case. Behavior
requiring immediate dismissal for the day includes: intentionally hitting an adult; violating the biting
policy; or behavior that is so severe that the staff and the Director make the decision that the child is
out of control and can no longer function in the classroom.

Process for an Ongoing Behavior Concern in the Classroom

1. If behavior problems appear to be of a chronic nature or concerns arise, the staff shall
inform the Director and communicate with the family of the child. Active and ongoing
communication is the responsibility of both the staff and families. Documentation of
behavior incidents and their impact on the classroom shall be used to conference with
families as we develop a plan to redirect and or eliminate behavior concerns.

2. If the behavior or concern persists, the Director will ask the family to seek outside help.
The Director will be willing to assist with referrals or alert parents to potential resources. It
is the Director’s responsibility to be involved in this process and fully informed of the course
of action. The Director will inform the family, and the family will have 30 days to respond
in writing as to their intentions to seek assistance for their child. If the parents choose to
seek help or guidance for their child, they must present evidence of such to the Director for
approval. If, against the advice of the Director, the family chooses not to seek outside help
and the behavior continues, the Director may terminate child care.

3. If the situation continues without improvement, the Director may ask the family to
withdraw their child from the Center. This is a serious and difficult step, taking into
consideration the best interests of the Center. All behavior management decisions are the
responsibility of the Director, who shall keep the Board informed of these decisions.

Chronic behavior problems affect everyone in the classroom. The Director will
communicate with affected families as deemed appropriate. Any family may request a
conference with Center staff. The Center can also assist families in obtaining additional
educational resources.

B. Thinking Time
The phrase "Thinking Time" means children are given the opportunity to sit apart from the group

18



after several attempts by staff to redirect negative behavior. During "Thinking Time," the child has a
chance to think about the misbehavior that led to his/her removal from the group. After a brief
interval of no more than 1 minute per year of age, the teacher discusses the incident and appropriate
behavior with the child. When the child returns to the group, the incident is over, and the child is
treated with the same affection and respect shown the other children.

C. Biting

Children may bite for a variety of reasons and this behavior is unfortunately not unexpected.
Developmental issues such as teething, sensory exploration, expression of feelings (such as
frustration, tension, or over stimulating environments), can be contributory factors to the behavior.

Intermittent biting will be handled in the following manner. Children who have bitten will be
redirected and reminded that teeth are not used on our classmates. The family will be notified and
staff will discuss strategies families can use to support positive behavior.

Biting that is taking the direction of chronic behavior will be observed and documented by staff. A
conference with the family will be called to discuss classroom strategies and possible solutions. We
will require the family to schedule an appointment with their child’s pediatrician specifically to
discuss biting behavior.

Children who have made several attempts during the day to bite may be sent home at the discretion
of the staff. Children who bite and break the skin will be sent home for the balance of the day. An
authorized adult must pick up the child within the hour. Exception to time constraint may be made
with the Director’s approval. It is not in the best interest of the Center’s population for the staff to
shadow a child in an effort to alleviate biting incidents: to this end, parents will be assessed a $10.00
per half hour late fee for picking their child after the grace period.
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IX. Parent Involvement

A. Building a Community

The Board wishes the Center to be a place where families can feel a sense of belonging, a sense of
community. Currently, there is no formal policy requiring parental involvement in the daily life of
the Center. However, a child's experience in a child care setting can be greatly enhanced by parent
participation. Therefore, parents are strongly encouraged to contribute their time and talents to the
Center in numerous ways. A good starting place is to ask your child(s) teacher(s) or the Director.
Opportunities include: reading a story to a class, brining a special program to a classroom or the
Center as a whole, if appropriate; chaperoning a field trip; working on the annual wreath sale,
sharing your profession.

In addition to these opportunities, the Center host's an Annual Parent Meeting/Open House usually
occurring in late September. Parents are strongly encouraged to attend. This event id designed to be
both sun and informative providing parents with a formal introduction to Center wide, as well as
individual classroom policies/procedures. The Center also sponsors other opportunities throughout
the year for parents and teachers to come together, including general clean up days in the fall and
spring, holiday celebrations and other social events.

C. Fund Raising

The Board asks parents to support the Annual Wreath Sale, the Center’s main fund raiser. The sale
is held late in the fall, and the proceeds usually help make some improvement that would not
ordinarily be in the budget. The dispensation of the profits is decided by a committee of volunteers
that reports to the Board. A limited number of minor fund raisers may also be held to supplement
the Center’s funding,.
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X. Communication
A. Between Parents and the Center Staff

1. Director
The Directot's hours are 7:30 AM to 3:00 PM. The best time to contact the Director is
between 8:30 and 11:30 AM.

2. Teachers
Teachers are available to talk on the telephone at any time during the day. Their first
responsibility is the care and supervision of the children, however, and they are unable to be
away from the classroom for extended periods of time. Parents who need to meet with a
teacher for an extended period of time are encouraged to make appropriate arrangements
with the teacher.

3. Conferences
Teachers are willing to discuss a child's progress at any time throughout the yeatr.
Conferences are scheduled as requested, either by the parent or the teacher.

4. Exchange of Information
Please notify your child's teacher of any change or variation from normal events that may
affect your child's behavior or attitude. Examples include: parents out of town; a serious
illness or death in the family; or getting to bed late. The teacher can then be more
responsive to your child's needs.

Please notify the teacher when a child has to be away from the Center for a scheduled appointment. Please try to
schedule these appointments in the early morning or late afternoon to minimize the disruption in the child's day.

Please notify the teacher if your child will be absent from the Center for an entire day or longer for illness, vacation, or
some other reason.

5. Parent Representatives
There are 3 to 5 parent representatives on the Board at the Center. Please feel free to
contact any or all of the representatives if you have a concern, question, or suggestion. See
Appendix C for the names of the current Board members.

6. Parent Meetings
The Director or the Board can convene parent meetings to address Center changes or issues
of importance to parents. Parent attendance and participation are essential to the success of
these meetings.
7. Staff Meetings
The Director and staff meet monthly to discuss center issues, licensing updates, allow for
additional prep time and room arrangement. The Center will publish an annual calendar of meeting
dates, as the center will close promptly at 4:30

B. Written Communication

1. Daily Report Forms
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A daily report form is kept for each infant, toddler. In the morning, parents may leave
messages for the teacher on these forms, and parents should remember to pick up the
completed form with their child at the end of the day.

2. Newsletter
The Center staff puts out a monthly newsletter. Each class makes a contribution.

3. Memos
Memos are occasionally sent out to parents. They are distributed in the parent mailboxes or
children's cubbies.

4. Postings on the Doors
Reminders are often posted on the front door. They include tuition payment reminders,
closing dates, and social events.

5. Parent Boards and Bulletin Boards
Information about daily and monthly activities and routines are posted on each class' Parent
Board. Several other bulletin boards are located in the Center hallways. Items posted
include the newsletter, agenda for the monthly Board meetings, menus, the yearly calendar,
tield trip sign-ups, and calls for volunteers. Please check these on a regular basis for current
information and items of interest.

6. General
Parents are asked to check their mailbox and child's cubby daily for schedules, notes from
the teacher, memos, and artwork.

C. Grievance Procedure

The following procedures apply in situations where parents disagree or are concerned about
actions or policies at Holy Family Day Care Center. These procedures apply to disagreements with
the Center staff members, administrators, or members of the Day Care Board. Grievances must be
initiated within 10 days of the matter in question.

Parent or Teacher Conflict:

Step 1: If there is an issue involving a specific teacher, parents should first raise the issue with that
teacher

Step 2: If parents are dissatisfied with the discussion with the teacher in question, the issue should be
raised with the Center Director

Step 3: If parents are still dissatisfied after discussion with the Center Director parents should make
a written request to the Personnel Committee.
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Step 4: The Personnel Committee will decide, after further study and discussion with the parents
and committee members, how to resolve the grievance. This may in=include action by the Board.

Parent and Center Director:

Step 1 Any disagreement with the administration of the day to day operation of the Center must be
first discussed with the Center Director.

Step 2: If still dissatisfied, parents must make a written request to the Chair of the Board. The Chair
will refer the matter to the appropriate committee for consideration. The committee may forward
recommendations to the full Board for consideration.

Parent and Center Policy:

Step 1: Any concerns or disagreements about the policies governing the operation of the Center
should be discussed with the Center Director, a complete copy of the Center's Operational Policies

and Procedures will be given to parents when children are enrolled.

Step 2: If still dissatisfied, parents must make a written request to the Board Chair. The Chair will
then schedule a time for the Board to take up the issue.

ALL BOARD DECISIONS SHALL BE FINAL.
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