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Welcome to Greene Tree Learning Center.  We are happy to share with you and your child a positive learning experience.  This handbook will provide you with a copy of our policies and procedures to help with a smooth transition into our center.  Again, we say, “Welcome”.  
Mission Statement

Greene Tree Learning Center will provide a strong, effective, outcome-oriented program that is child-driven with hands-on experiences and structure to maximize kindergarten readiness.  We are committed to enhancing your child’s development through experiences that encourage learning, honor diversity and respect for the whole person and their relationship with the world.

We believe our work with young children is an investment in our future.  With parents as partners in research, education and health our children will achieve higher goals in learning, and positive interaction with their peers and the world in which they live.  We strive to create a program with integrity that is dedicated to diversity, caring, professionalism, and an appreciation of knowledge.  

Purpose

The purpose of Greene Tree Learning Center is to provide a safe, caring, healthy environment for young children with a balance of activities, which are conducive to the individual growth and needs of each child.  The center will strive to promote the educational, social, emotional and physical health and well being of each child through our professional staff and our daily early educational programs.

Our curriculum is designed to:
1. Enhance children’s healthy growth and development.
2. Strengthen families as the primary nurturer of their children.
3. Provide children with educational, health and nutritional services, with emphasis on early literacy, math and science.
4. Link children and families to needed community services.
5. Ensure a well-managed consistent program that promotes the educational, physical & social development of the child and involves parents in decision-making.
Hours of operation:  
The center is open Sunday thru Saturday from 12:00 AM to 11:59 PM 
Holidays:  
The center is closed:  1.New Years Day; 2.Memorial Day; 3.July Fourth; 4.Labor Day; 5.Thanksgiving Day; 6.Friday after Thanksgiving; 7.Christmas Eve; and 8.Christmas Day.  
**The only holidays that are exempt from charges will be Christmas Day and New Years Day. **
The A – Z Run Down for Greene Tree Learning Center

(Please read carefully so you may know and understand the working of Greene Tree Learning Center’s policies and procedures.  This list is not exclusive, nor exhaustive.  Further policy, procedures, rules, and regulations may be added to improve and assist the smooth operation of our facility.)
Admission:   
To enroll a child in our center you may ask to meet with the Director to discuss childcare needs and view the center.  You will need to complete all required forms and provide a current immunization record.  Children must be free of contagious diseases, in good general health.  
*** The parent signing the financial contract has official and final say regarding the actions involving their child at our center.  This includes but not limited to ... person’s authorized to pick up a child. ***
Abuse and Neglect:

Child care centers and their employees are mandated reporters of any suspected child abuse or neglect.

Age requirements:  
Children must be 6 weeks to 5 years of age (pre-kindergarten).  
Arrival and Departure: 

Understand Greene Tree Learning Center is a facility that will be operating on a 24/7 basis to serve all work shifts as the need arises.  Your child’s slot will be mirrored by another child form the following shift.  Therefore it is imperative that you do not drop your child off more than 15 minutes before your shift begins and you pick your child up within 15 minutes after your shift is over.  We believe this is the only way to make this schedule work efficiently at this time.  Picking up or having your child picked up early is fine, it is the transition between shifts that is crucial for our facility to run smoothly, your support and assistance with making this happen is GREATLY APPRECIATED!  For child safety and in accordance with State Licensing, a responsible adult (over the age of 18) will escort the child to and from the center.  We can’t allow anyone, under the age of 18 that is not the legal guardian, to sign a child out of our facility.  When you arrive, sign your child in and be sure the teacher knows they are present.  At the end of their stay, sign your child out and make sure the teacher knows you are leaving with your child.  Never allow your child to leave the building without an adult or to run around the driveway alone.  Never take a child out over or through the fence.  Always enter the playground through the building.  
This is for the SAFETY of all our children!

Attendance:  
A child needs to be present on the days service is requested and agreed upon at the time of admission (you will be charged regardless).  We understand and accept all absences for illness.  An average daily attendance of 85 percent is requested.  If your child will be absent, please notify the center.  

Authorized Persons:

Only persons listed on the child’s information/enrollment sheet will be allowed to take the child out of the building.  All authorized persons will have to show photo identification (including parents) to staff members in order to check out the child.  We understand that it is sometimes irritating if a person is in a hurry to have identification checked, etc.  However it is in the BEST INTEREST OF THE CHILDREN!  And therefore it will have to be done!  Please explain to anyone who is going to pick up your child they will have to be id’d, sometimes forewarning is best.  If there is someone that is going to have to pick your child up that is not already on the list please place them on the list or inform your child’s teacher (if it is only a onetime thing) the morning of or before.   We prefer that you don’t call in to pass this information on, but if you do there will be a series of personal questions you will have to answer.
ONLY THE PARENT/GUARDIAN SIGNING ON THE FINANCIAL CONTRACT WILL HAVE THE AUTHORITY TO ADD PERSONS TO THE PICK-UP LIST, IF BOTH PARENTS/GUARDIANS WANT THAT POWER THEY MUST BOTH SIGN THE FINANCIAL CONTRACT.  We are bound by that contract to a financial agreement with the signing individual(s).

Child Endangerment:  CHILD CARE WORKERS ARE MANDATED REPORTERS.

Car Safety Seat – Children are required to by properly buckled into the appropriate car safety seat when they are brought and picked up from our center.   Intoxicated/under the influence driver – If an adult is suspect of being under the influence of drugs or alcohol when they drop off or pick-up a child.  If this act is suspected at the time of pick-up we can not willing release the child.  No-Show – if a child is not picked up at the appropriate time, staff will make a courtesy call to the parent/guardian.  If contact can not be made to the parent/guardian the staff will wait an assigned amount of time and then will have to call the police to report abandonment of that child.  If a staff witnesses any act above, they will have to call the police and/or report such act.  
Discharge of Child:
Reasons a child may be discharged from the center are:

The following list is not exclusive, nor exhaustive.  Greene Tree Learning Center reserves the right to add to this list if circumstances arise that warrant changes.

1. On-going behavioral problems which are disruptive to the program, when all possible avenues have been exhausted by staff. 

2. Childs continued disrespectfulness to teachers and, or other children. 

3. A parent’s rudeness or disrespectfulness to a child or a teacher. 

4. Behavior that is harmful to other children, teachers or him/herself.  

5. Non-payment of fees and charges.

Discipline:  
Love and understanding are the best forms of discipline, however, the safety and well being of each child requires a degree of order.  When misbehavior occurs, we consider the social, emotional, and physical development of the child and use appropriate techniques that may include positive intervention, redirection, restriction from certain play areas, and/or time to sit in a comfort zone area to allow a child to gain control of their behaviors.  (A Comfort Zone area/chair may only be used for children 2 and up and will not exceed one minute per year of age of child.  There will be comfort zone areas in the rooms for 2 and under, they will not be used as a form of discipline only for comfort and it will be the child’s choice to go to this area.)  Continued problems may require a conference with the parent to decide a course of action.  Cooperation and a supportive attitude between parents and Greene Tree Learning Center can usually redirect behaviors not acceptable in group care.  

Dress Code: 
Dress your child in comfortable weather appropriate play clothes that are easily managed by your child for their toileting needs.  Overalls and one-piece jump suits, that are difficult for children to manage, are not recommended.  We prefer no belts, unless your child can fasten/unfasten them with no assistance.  Understand in dressing your child there is always a possibility of your child getting dirty, a rip, a stain, etc.  We do use washable markers and paints but that is not a promise that there won’t be something that will potentially mess up their clothes.  Dress them accordingly and send a change of clothes accordingly.  Each child needs a change of clothing clearly marked with their name and placed in a small zip-loc or paper bag to be kept at the center.  If you child does not have a spare set of clothes the center will provide alternative clothing for them, however the center is limited in the amount of extra clothing available.  If you child is sent home in the center’s clothing please make sure to return it as soon as possible.  Donations of your child’s old clothes are also appreciated.
Drills:

Fire, tornado and all other drill procedures will be posted in each room.  Please ask your child’s teacher for a copy of their room’s procedures to familiarize yourself with what will occur in the event of an emergency.  Each room’s procedure will be slightly different due to their area of the facility.  If for some reason we are in the process of a drill when you come in to drop off or pick up your child we request that you follow the set procedure.  This helps the center be prepared in the event of any emergency and your participation in any part helps the children understand it is important to participate fully.  (We are role models for our children.)  Drills will be practiced at varying times of the day because emergencies can not be predicted.
Driveway: 
Please enter the driveway with as much caution as possible, children could be entering or exiting at anytime.  Please do not stop in front of the entrance, pull into a parking spot.  Please be courteous to one another.  Make sure to watch your child carefully in the parking area for the fact that others may be pulling in and out of our parking lot at anytime.  We cannot predict anyone’s actions but our own.
Field Trips (when applicable):  
Each field trip will be posted indicating place, day, time and money needed if any.  Parents will be asked to sign a field trip roster giving permission for your child to participate in the activity.  Children will be transported in the center’s vans in car seats buckled in a seat belt, accompanied by adequate staff.  A roster of the children in each van will be kept with the teacher at all times as a roll sheet and contact information for each child’s parent will accompany the teacher as well.  Parents/guardians are welcome to come along on field trips at anytime they would like, the more adults the merrier!  Please understand that if you wish to travel on a field trip you must be prepared to pay for yourself and you may also have to provide your own transportation, if there is room in the center’s van you may be allowed to ride along but there is not guarantee of seating.
Health/Injury Policy:  
To control the spread of communicable illnesses among children and staff, health policies are necessary.  The teacher in each classroom will perform the daily health check.  Please see the following for the best understanding of our operations in regards to health and wellness:
1. Children must be current on their immunizations upon enrollment and maintain current immunizations. 
2. On arrival, your child will have a daily health check for obvious signs of illness.  Greet his/her teacher so you can report any symptoms of illness they may have had and any medication you have given or are bringing to the center.  For the safety of all our children, medications must be given directly to the teacher for placement in a locked area.
3. Medication can be given at the center if absolutely necessary.  Please ask you doctor to prescribe once or twice a day treatments if possible so they may be given at home.  The medication must be in the original container and you must complete a medication form.

4. Parents are required to notify the staff if their child has been exposed to a communicable illness.  This allows the teacher to watch for your child’s health and may prevent exposing other children to the illness.  

Injury:

1. Staff will be likely to give guardians/parents a courtesy call if their child is injured (something beyond a bump or bruise) or if for example a child is stating that they don’t feel well and are acting unlike their norm.
2. All injuries will be documented regardless of how minor.  Parents will get a copy of a hurts and hugs report in the event of an injury explaining details.
Illness:  
Greene Tree Learning Center lacks facilities to care for sick children.  If a child shows signs of illness such as a fever over 100 degrees, vomiting, etc, he/she may not attend the center (please see guidelines below).  If a child becomes ill while at the center the guardian/parent will be called and must pick the child up within 30 minutes.  Please arrange emergency personnel if your job does not allow you the benefit of taking off to pick up your sick child without penalty.   
You may be requested to pick up your child, as required by the Child Care Licensing Guidelines, if they: 

· Run a fever of 101o; may not return to facility until they are fever-free for 24 hours.  Fever reducers are not permitted for the purpose of masking a fever, and will not be administered by our staff for that purpose.

· Have three or more watery stools or vomit on two or more occasions in a 24 hour period.

· Have a rash, not obviously associated with diapering, heat or allergic reactions to medication.

· Exhibit sore throat associated with fever or swollen glands in the neck or severe coughing that leads to repeated gagging, vomiting or difficulty breathing.

· Exhibit Pink Eye or Impetigo type symptoms; may return 24 hours after antibiotics/treatment is initiated.

· Untreated Scabies, Ring Worm, Head Lice (or presence of nits); they may return after treatment and removal of nits or evaluation and under treatment by a health care provider in regards to Ring Worm.

***Please understand the information in regards to illness is set by the Arkansas Department of Health and Human Services, Division of Child Care and Early Childhood Education Licensing Unit, it is the guidelines all child care facilities are bound by.***
Infants:

Our teachers in the infant rooms would appreciate if you can make a list of any special instructions you may desire for the care your child, along with an instruction for their feeding schedule.  A tote bag/diaper bag packed with the things you child needs for the day is needed.  Please write your child’s name clearly on the bag.  Each child needs no less than 8 diapers, a zip lock baggie/pack of wipes, two to four changes of clothing (clothes may be changed due to potty accident, spit up, slobber because of teething, etc.).  Other things parents may need to supply:  powder, diaper rash ointment, teething treatment, teething rings, pacifiers, bottles, formula, juice, any food the child may need prior to being able to having solid food, blanket from home for comfort, etc.
Special Instructions (for example) would include child is to sleep on (side, back, stomach), or any special needs and schedules the child may have.
Late Charges:  

A charge of $5.00 for any part of 10 minutes will be due for time beyond what is agreed upon at the time of admission, unless prior arrangements have been made.  Our facility does not close but we appreciated your timeliness at arrival and departure due to our roll over of shifts/slots.
Meals:  
This center will be participating in the Child Nutrition Program and we will provide balanced meals and snacks for your child daily.  No food may be brought to the center unless prior arrangements are made with the director.  Parents are allowed to bring in things such as cupcakes, cookies, etc. to serve as a snack for their child’s special day, etc.  When bringing in snacks the parent must bring enough for EVERY CHILD in the classroom, otherwise we can not serve it.  Also inform your child’s teacher of any intent to bring a snack at least one day prior so we can plan accordingly in the kitchen.
Outdoor play: 
The children will play outside throughout the day weather permitting.  Please dress your child in play clothes and the appropriate outerwear (Sweater, Jacket, Coat, etc.).  Outdoor play consists of running, jumping, climbing, sweating, digging in the sand and dirt and many other creative things children think of to do outside.  We do wash our hands and faces when we come in from recess and we wash many other times throughout the day.  At times, a child may look a little grubby by the end of their stay with us because they have learned, played hard and had fun.  Remember PLAY is a child’s WORK.  Greene Tree Learning Center places emphasis on keeping hands and faces washed to prevent the spread of germs, however we would like your understanding that children do not stay squeaky clean at all times.

Parent Conferences/Involvement:

This facility encourages parent involvement in any activity a parent wishes.  Parents are welcome to come in and read to, play with, do a craft for, have breakfast or lunch with, etc. their child or their child’s classroom.  If you wish to eat with your child please call or notify us in advance so that we can make sure to fix ample food.  There is a $1.00 charge for providing adults with a meal.  You may bring your own food if it is the same thing we are serving on that day.  Please contact the cook if you need a current copy of our menu.  Greene Tree will set days up for parent teacher conferences twice a year.  However parents are welcome to call and set an appointment to visit their child’s teacher, director or assistant director anytime they wish (be considerate of our time – if you set an appointment please be there).
Payment of fees: 
There is an annual enrollment fee of $30.00, it is paid upon enrollment and renewed each January to cover costs of supplies.  The monthly fee is set upon enrollment according to the type of childcare and the days requested.  Childcare fees must be paid each month regardless of absenteeism.  Childcare fees will be billed to participating companies on the 28th of every month.  If payment is not processed by the 1st of every month, the child may not return.  Please understand that if payment is not rendered you child may potentially lose their slot.  Otherwise, parents WILL pay one weeks payment on Monday for the week to follow.  PAYMENTS MUST BE RECEIVED IN ADVANCE FOR CHILDCARE.
Return check fee:  There is a return check $25.00 fee on all insufficient checks to cover bank costs and any processing fees.

Privacy:

All data given to Greene Tree Learning Center will be held as private and confidential information.  Personal information in regards to your child will only be seen by the teachers that work with him/her to help them better serve him/her.

Rest Period:  
All children rest after lunch.  The Toddler room rests from 11:45 to 1:45 and the preschool rooms rest from 12:15 – 2:15.  Children are not forced to sleep or criticized for not sleeping.  We do require the child rest quietly so other children can rest as well to rejuvenate for the rest of their fun filled day of learning.  We provide a state approved plastic foam filled rest mat for each child.  Your child will need a crib sheet and small blanket labeled with their name (the center may provide this if it is not provided by the parent, we simply request that the parent provide some thing that the child knows as theirs for their own comfort).  You take the bedding home each Friday for laundering and bring it in each Monday.  For your child’s comfort and security it is very important to remember to return their bedding every week. 

Special Occasions:  
We are happy to celebrate special days with you and your child.  All events must be coordinated with the director or assistant director and they will provide a list or inform you of the appropriate foods for your child’s room.

Shoes:  
TENNIS SHOES ARE THE BEST.  We are active and shoes are important.  Comfortable shoes good for running, jumping and climbing are necessary.  Slick bottom shoes are dangerous.  Sandals without a strap around the heel and rubber flip-flops are dangerous as well; we request that you do not send your child in them.  Cowboy boots are allowed unless a child kicks another child or teacher with them. 

Smoke Free Facility and GROUNDS:

Greene Tree Learning Center is a smoke free environment.  SMOKING IS NOT PERMITTED IN THE FACILITY OR ON ITS GROUNDS BY PARENTS OR STAFF!  This is for the health of our children.  We have a Clean Air Policy!
Supplies: 
We request that all children be provided with a crib sheet, a small blanket (small enough to fit in a cubby – approx. size 8 x 14 inches) and a large box of Kleenex.  Other school supplies will be posted for each classroom every January; the center appreciates any donations of supplies from the lists.  These supply lists are not mandatory.
Termination of Services: 
To terminate Childcare services, you must submit a written notice one week in advance. Failure to give notice will result in billing for one-week’s fees.  A one-week payment may be made in lieu of the required notice.  If you child does not attend the center for 3 days and you do not notify us as to the reason for absence your child may be dropped from the roll and you will be responsible for that week’s payment.

Toddlers:  
A tote bag packed with the things your child needs for the day is needed.  Please write your child’s name clearly on the bag.  Each child needs no less than 6 diapers or underpants if toilet training, a zip lock baggie/pack of wipes and one or two changes of clothing.  Other things parents may supply: powder, diaper rash ointment
Toilet Training:

Our staff is committed to helping your child grow and develop and will be happy to assist all we can on toilet training.  If your child has a special way that they are learning at home please feel free to speak with their teacher about it so that we can try to continue that at our facility.  For the children that are at the age to start learning how to “potty” we will increase the amount of times they are taken to the bathroom and we will encourage that they sit on the potty and try.

Toys:  
The center carefully provides toys for every room that promote sensory learning, fine motor and gross motor skills, etc.  The selected toys and games designed to complement your child’s growth and development.  Safety is also a major concern in this selection.  Please do not send or bring toys, money, gum or candy.  Books and “G” rated tapes are permitted and should be labeled with your child’s name.  Special “Toy Days” or “Show and Tell Days” will be posted from time to time and your child will be able to bring a safe toy from home. 

Visitors:

Visitors are welcome but they must be approved by the parent and Director.  

Welfare of all Children: 
Please be advised that: 
1.
It is State law to report suspected cases of child abuse and neglect, all employees of child care facilities are mandated reporters. 

2.
Children are subject to be interviewed by Child Care licensing, DHFS Special Investigations and Law Enforcement for investigative purposes at any time, parent notification is not required.

​​​​​​​​​​​​​​​​​​​​​​​​​​​​​
Commitment:  We are here for you and your children!  The Director, Misty Perkins, is always open to discuss any concerns.  Feel free to her call at 870-215-0868!
Thank you for choosing Greene Tree Learning Center!
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