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August 2006








Dear Families:








In October of 1994 my family and I established Blocks to Books Children’s Center.








We started this family oriented center for our families.  We needed care for our babies and saw the need for a full-service children’s center in Raymond.








As parents, it is our only goal to provide the most safe, caring, educational, and fun environment for children of the greater Raymond area.








I am confident you and your children will find our center to be just that; safe, caring, educational, and fun.








If you have any questions, comments, or suggestions please feel free to call on us anytime.








Sincerely,














Kellie Jewett


Blocks to Books Children’s Center








Blocks to Books Children’s Center


PO Box 321


Raymond, NH  03077


603-895-5323














Hours of Operation


Blocks to Books Children’s Center will be open Monday - Friday from 6:00am to 6:00pm.  








Registration Policies


Our center is a state licensed facility and as such, requires specific information upon enrollment of your child.  In order for your child to attend any program, we must have the following completed items on file:


	Child Care Contract


	Consent Form


	Childcare Registration and Emergency Information


	Child Health Form


	School Age Children Only:


	Transportation Authorization


	Authorization to Leave Supervision of Childcare Personnel


	Infants Only:


	Authorization to Use Electronic Monitor


	





Financial Policies


In order for your child to be registered at Blocks to Books Children’s Center the following payments must be made prior to your child’s attendance:


          -A non-refundable registration fee of $25.00 per child 


          -Deposit equal to (1) week’s tuition 


          -Program fee of $30.00 for all children.  This fee is also 


           charged yearly for all children ages 2-6 in August.


          -The first week of tuition.





Tuition payments are due the Friday prior to the week of service.  Any unexplained non-payments will be subject to a strictly enforced $10.00 per week late fee.





Once a child is registered with Blocks to Books Children’s Center, a specific reserved time will be issued for that child.  Any changes must be approved through the Director, and charges will be applied as needed. Tuition for reserved time will be charged regardless of attendance.





Tuition is expected regardless of holidays, sick days, or in the unlikely case of inclement weather.  As a private program we must be able to depend on a consistent income in order to maintain the center and its staff, therefore no variation of this policy will be considered.





Any family whose balance exceeds one week will have their services terminated by the center.  If your services are terminated as a result of non-payment your deposit will be forfeited.








Overtime Charges


Children whose hours exceed ten (10) per day will be charged an overtime rate of $6.00 per hour.  This will be billed to you on the Friday of that week.  Payment is expected by the following Friday after receiving your bill for these charges.








Late Fees (Weekly Tuition)


Weekly Tuition late fees will be billed to you by Friday of each week and will be expected to be paid on the following Friday after receiving your bill.








Late Fees (Past 6:00pm)


A $1.00 per minute late fee will be charged to anyone picking up after 6:00pm.  This fee is paid directly to the teacher/childcare provider on duty.  Payment is expected on the night of service but will need to be made within 1 week to avoid a $10.00 late fee.





There will be a $25.00 charge for each returned check.





We offer a multi-child discount of 10% for each additional full-time child per family.














Holidays


The center is open year around Monday - Friday with the exception of the following holidays:


        *New Years Day


        *Memorial Day


        *Independence Day


        *Labor Day


        *Columbus Day (Teacher Workshop Day)


        *Thanksgiving Day


        *The day after Thanksgiving


        *Christmas Day


        *We will close at Noon (12:00pm) on Christmas Eve and New Years 


           Eve.


        * We will close at Noon one Friday each January for staff training. 


        *  Any above holiday, which falls on a Saturday or Sunday, will be 


            honored on either the Friday or Monday closest to that holiday.








Arrival and Departure


The center requires that all children be signed in and signed out by an authorized individual.  This is to insure that your child’s belongings are put away, and to help make the transition from the care of the parent to the care our staff.  We will only release your child to the individual(s) specified on the Authorization Form.  If someone other than an authorized individual needs to sign your child in or out you must notify the center in writing. For the protection of your child, we reserve the right to ask for a picture ID from persons unfamiliar to us.








Attendance


New Hampshire State Law requires all childcare centers to keep accurate logs of student’s hourly attendance.   Attendance sheets are found in each of the classrooms. Therefore, it is your responsibility to sign your child in and out each day. Failure to sign your child in or out will result in your child being logged in as a 6:00am arrival or a 6:00pm departure.  This may cause you to fall into overtime charges.  To avoid this, please remember to sign your child in and out each day.











State Information Board


The state requires that licensed centers post the following items:


1.	Valid NH Child Care License


2.	Statement of Findings from the most recent Bureau of Child Care Licensing visit


This information is located on the bulletin board in the kitchen.  Please see the center Director with any questions.








Medication


For all medications, prescription or over-the-counter, we require a medical administration form completed by the parent prior to administration of the medication.  Please see a staff member for this form.





The center’s teachers and caregivers are permitted by State Law to administer prescription medications to your child if they are in their original container with dosage instructions.





Non-prescription medicine will only be administered following the guidelines set on the original container.  This is especially important for children under the age of two.  Any child under two age requiring over-the-counter medicine must have a doctor’s note in order for us to administer the medication.





Please make sure upon arrival to the center you give any medicine directly to your child’s childcare provider/teacher so they can keep the medicine in the appropriate spot.  PLEASE DO NOT LEAVE IT IN DIAPER BAGS, LUNCH BOXES, CUBBIES ETC.





Children on routine medicine for medical or behavioral reasons must be medicated before arriving to the center each day.  In addition, failure to provide your child with their medication for the day will result in your child being sent home from the center.  This is to ensure your child’s safety as well as the safety of the other children.





State Law does not permit us to administer the first dose of any medication, prescription or non-prescription, to your child.

















Illness and Absence


State Law does not permit you to bring your child to the center when the following signs of illness exist:


   -fever of 100 degrees or higher


   -two bouts of non-medicated related vomiting or diarrhea


   -eyes appear red, swollen and a discharge is present


If your child’s illness is communicable it is very important that you contact the center and keep us informed of his/her progress.  When one or more of the following illness are present your child must be kept home until he/she is no longer infected:


   Rubella, Mumps, Measles, Chicken Pox, Pertussis, Hepatitis, Scabies,                                                                             


   Ringworm, Head Lice, Scarlet Fever, Strep Throat, Impetigo, or 


   Conjunctivitis





Please note children who become ill during the day will be kept from contact with the other children.  Parents will be notified and arrangements must be made for the child to be picked up as soon as possible.  We ask that children do not return to the center until they are symptom free for 24 hours.








Medical Emergency


In the event of a serious medical emergency Blocks to Books Children’s Center will take the following steps: 


1. Contact ambulance and emergency squad .


2. Contact parents.


3. If parents cannot be reached we will contact person(s) named on Emergency Contact Form.





The cost of emergencies is the responsibility of the parent or guardian.








Emergency Closing


The center will be closed only in the event of severe or hazardous road conditions.  Notification of closing will be made on the following radio or TV stations:





WOKQ 97.5   


WMUR Channel 9











Breakfast


Blocks to Books Children’s Center does not provide breakfast to its students.  Any child is welcome to bring their breakfast in and eat it prior to 8:00am.








Lunches and Snacks


The Center will provide a well-balanced morning and afternoon snack and drink for children capable of eating table foods.  Lunch and lunch drink must come from home.  We encourage independent eating for all our toddlers.  Please send lunches that you know your child will enjoy and be successful at eating independently.  We prefer that candy and soda be enjoyed at home, if sent to the Center those items will be returned home.  We do not prepare or heat up lunch for the children.  Please use ice packs and/or thermoses where appropriate.





For children under 2 years old formulas, baby food, snacks, and bottles must be supplied by the family daily:





Eating Schedule:	Breakfast	before 8:00	(provided by the family)


a.m. snack	by 9:30	(provided by the center)


 			Lunch		by 12:00	(provided by the family)


                              p.m. snack	by  3:30	(provided by the center) 








Rest Periods


New Hampshire State Law requires all children in childcare facilities have a minimum of 30-minute rest period.  This does not mean your child will need to sleep.  However, they do need to rest quietly on their mat.  After 30 minutes they will be given quiet activities to do in order to let other children continue resting.





You must provide daily sleeping items for your child.  State Law requires children have a sleeping article both under and above them.  We find sleeping bags work wonderfully for this purpose.  Please label your child’s sleeping articles and place them in a pillowcase to remain in the center weekly.





State Law requires all sleeping articles be sent home weekly for cleaning or sooner if needed.











Extra Clothes


All children regardless of age are to have a spare set of clothes (including underwear and socks) at the center at all times.  Please remember to replace the clothes if they are used, or as needed for growth and season.  If for some reason your child does not have spare clothes when needed, we will have to contact you at your workplace to bring them to us that day.








Discipline/Guidance


Our philosophy of discipline at Blocks to Books Children’s Center includes the following approaches: positive reinforcement, logical consequences,


redirection, I messages, and no-lose choice making.





We believe on focusing on the behavior and not the child themselves.  Our goal is to develop their thought process while making the child accountable for his/her own actions and decisions. We believe in making discipline a learning experience and not a punishment.  However, if needed as a last resort the time-out method will be used.








Toilet Training


We believe toilet training should be done when a child is showing signs that he/she is ready to be trained.  We do not push the idea of training on any child.  We will gladly work with the parents hand-in-hand to accomplish this task.  We do require that any child entering our Preschool/Kindergarten classes be completely toilet trained.








Diaper Changing Supplies


It is the responsibility of the family to provide any child in diapers, or in the toilet training process, with diapers, wipes, and any ointments needed on a daily basis.  Failure to supply these items will result in a $1.00 per diaper change fee for the use of the Center’s supplies.








Classroom Information


Each classroom will have a class information bulletin board.  On it you will find a weekly sign in sheet, daily classroom schedule, monthly information chart, and any important information you will need to know.  Please check this board on a daily basis.





We will also present you with a monthly newsletter for the center, which includes monthly calendars for each class.  This will be distributed prior to the beginning of each month.








Toys


Please discourage your child from bringing toys from home.  Play is more enjoyable when children have the same choices available to them, and we don’t want to take the chance that your child’s toy will get lost or broken.








Summer Withdrawal


Many of our clients are fortunate enough to spend the summer home with their children.  For families who would like to withdraw for the summer and have us hold their child’s spot for fall we require that you pay a minimum of two days tuition per week.  Again, the reason for this is because we are a private program and we must be able to depend on a consistent income to maintain the center and its staff.








Program Withdrawal


The center requires notification, in writing, two weeks prior to the withdrawal of a child from his/her program.  Failure to provide this written advance notice will result in the forfeit of your deposit.








In closing, we hope you find this handbook informative.  If you have any concerns or suggestions please feel free to bring it to our attention.  Again, we are happy you have chosen Blocks to Books Children’s Center, and we look forward to sharing many events in your child’s life.





































































































