ADVANCE PRESCHOOL, INC.

2320 W. Higgins Rd.

Hoffman Estates, IL 60169

847-885-4983

Policy Agreement for Advance Preschool, Inc.
.

Policy Agreement
We attempt here to clearly define Advance Preschool’s policies in some of the most common areas of concern both to parents and staff members.  We strongly feel that open lines of communication between parents and staff members are essential to fully meeting your child’s developmental needs.  Please review the following agreement to ensure continuity in our respective responsibilities.

Center Schedule
Advance Preschool Inc. will be open from 6:30 A.M. until 6:00 P.M. each day Monday through Friday throughout the year. The exceptions include the following holidays: New Year’s Eve Day, New Year’s Day, Memorial Day, Independence Day, Labor Day, Thanksgiving, and the day after Thanksgiving, Christmas Eve Day, and Christmas Day.  Full tuition will be charged for the above holiday weeks.  Please remember, two days at Christmas and two days at New Year’s will be observed. If the holiday/holidays are on a weekend, the facility will be closed for two days before or after the actual holiday.    







If a situation arises that will require you to pick up your child late please call the center to notify the appropriate staff. Please be aware that the center closes at 6:00 p.m., therefore, a late charge of $5.00 for every five (5) minutes will be paid to the staff member left with the child.  Consistent late arrivals will result in a termination of services.

Daily Schedule

Because Advance Preschool, Inc. maintains an educationally appropriate staff to child ratio, it is imperative that parents adhere to the centers schedule when dropping students off or picking them up.

If your child is a full time student they may attend all operational hours, students must be dropped off no later than 11:30 to be able to participate for that school day.  It is recommended that you develop a routine with your child that will provide them with a sense of security and safety when they are away from you.  Lengthy good byes are often difficult for the student.  When you are developing your routines it is advisable that you stress the importance of the child’s participation in school and the interesting activities they will encounter. Should any problem arise in the scheduled arrival or departure time, please let us know immediately so that special arrangements can be made to accommodate your child.
For full time students the daily schedule will follow these desired time frames:

6:30 a.m.   - 6:40 a.m.
Breakfast set up

6:40 a.m.   - 8:40 a.m.

Breakfast/Free Exploration Time

8:40 a.m.   - 9:00 a.m.

Dear Time

9:00 a.m.   – 9:30 a.m. 
Large Group Time/Language Development

9:30 a.m.   -  9:50 a.m.
Large Group Activity Time/Fine Motor Skills

9:50 a.m.   -  10:30 a.m.
Free Exploration Time

10:30 a.m. - 10:40 a.m.
Dear Time/Snack time set up

10:40 a.m. - 11:00 a.m.
Snack Time

11:00 a.m. - 11:40 a.m.
Gross Motor Activity Time

11:40 a.m. - 11:50 a.m.
Dear Time/Lunch set up

11:50 a.m. - 12:30 p.m.
Lunch Time

12:30 p.m. - 2:30 p.m.

Nap time/Relaxation time

2:30 p.m.   - 2:50 p.m.

Small Group Time

2:50 p.m.   - 3:00 p.m.

Dear Time/Snack Time set up

3:00 p.m.   - 3:30 p.m. 
Snack Time

3:30 p.m.   - 4:00 p.m.
Large Group Time/Mathematics Development

4:00 p.m.   - 4:20 p.m.
Large Group Time/Creative Expression Time

4:20 p.m.   - 4:30 p.m.

Dear Time

4:30 p.m.   - 5:30 p.m.

Free Exploration Time

5:30 p.m.   -  5:40 p.m.
Dear Time/Snack Time set up

5:40 p.m.   -  6:00 p.m.
Snack Time/Daily clean up


For part time students the daily schedule will be dependent on the hours your child is enrolled at the center.  Your child’s teacher will notify you if there are any changes or special events through use of the classroom bulletin board and a monthly newsletter. This newsletter will be distributed in the beginning of each month. The above schedule will serve only as a guide.  Good preschool programs are flexible and will vary with special events and topics.  This guide will provide our students with a feeling of stability and a comfortable environment that outlines specific boundaries. In this situation, they are able to predict and confidently participate in daily routines such as meals, rest time and toileting procedures.

Arrival and Departure Policy

Upon arrival at the center, the children must be escorted to their classroom by a parent. Once the student reaches their classroom they will be visually screened to assess any medical concerns that the center may have.  If accepted, the parent or care giver will be given verbal or written information that announces important events. When the student enters the facility each child is required to wash their hands prior to engaging in any activity.  Prior to departure, the individual picking up the child must stop at the front desk and present one form of identification (one that contains a photo). This identification will then be matched with the dismissal authorization form to ensure the child is released only to the approved individuals.  Under no circumstances will the child be released to any individual not listed on the authorization form.





Clothing

This facility policy requires that each family enrolling a child at Advance Preschool Inc. bring one complete set of extra clothing (including socks) with the child’s name clearly marked on each item of clothing. Children’s clothes are very much alike and need to be clearly marked with the child’s full name.  We urge you to consider providing washable and comfortable play clothes that your child can manage by himself.  Please be aware, if you send expensive clothing with your child, you do so at your own risk.  Advance Preschool Inc. will not assume responsibility for lost or destroyed clothing.  Because the children will be spending a part of each day outdoors, please ensure they are dressed according to weather conditions.  In winter, mitten clips and comfortable large boots are preferred. In order to ensure your child is able to be cared for properly, please remember to keep these items available in your child’s cubby. 

Food and Rest Periods
Advance Preschool Inc. will meet the child’s nutritional needs for the part of the day which he spends at our center. They will be provided breakfast, mid-morning and mid-afternoon snacks and a well-balanced lunch.  Please notify us of any dietary requirements or allergies that your child has that will interfere with the regularly scheduled meal.   Throughout the day, nutrition activities may be planned for your child’s classroom.  Your permission for your child to participate in such activities is part of this agreement. 

There will be a quiet time each afternoon for all children.  Cots or cribs, which are required by the State, are provided for each child as well as the appropriate linens.  Those linens will be changed and washed weekly to ensure they are cleaned and sanitized.  Please provide a small blanket for your child to use during rest time. This blanket can be kept at the facility and will be laundered by us. Because of the need for a quiet rest period, the students will be encouraged to sleep or participate in a quiet activity.

Confidentiality

All information is to be kept confidential between the center’s staff, the parents and the Department of Children and Family Services.  If specific information is to be released to another school or organization, the parents must notify the center in writing of the release of this information.

Physical Limitation Addendum 
Advance Preschool Inc. will do everything possible to accommodate an individual with physical needs.  If a child with physical limitations is to be enrolled, all steps will be taken to ensure the child’s participation in the normal program.  However, Advance Preschool Inc. is not designed for special needs student and will only be able to service these students to the extent that it does not jeopardize the centers normal functions. Advance Preschool Inc. will do everything possible to accommodate an individual with physical development delays. At Advance we are experienced with all types of support devices and will work with the primary care giver to ensure a smooth transition. 
Inclusion of Child with Special Needs 
Advance Preschool Inc.is dedicated to providing quality care for students with special needs. These are the following steps we will take to ensure your child’s success:

If there has been no formal identification of needs in place, Advance Preschool Inc. will:

1. Complete assessment using the Devereux Assessment tool

2. Complete screening using Ages & Stages screening tool 

3. Initiate a conference which includes the parents and staff

4. Refer (if needed) to support service depending on age for further assessment and screening  
If a need has been identified:
1. Review all documentation from screening process

2. Initiate a conference to discuss the allowances which will need to be made

3. Meet with all teaching staff (all school) involved to determine the programs next steps. 

We hope this plan clearly outlines our support system for successful inclusion practices. 

If, however, Advance Preschool Inc. is not able to provide support services safely, we will make every effort to assist in a transition to a higher level of care. 
Transition Policy

There are a number of transitions that children will encounter within their early years. Change and transitions can be unsettling and upsetting to children when in unfamiliar surroundings or introduced to new caregivers or routines. As children develop from birth throughout childhood they move, or transition, from one learning environment or setting to another. At Advance Preschool Inc. we recognize children learn best when they feel safe, nurtured, and have positive experiences with their caregivers and peers. Your child is assigned a primary classroom and we aim to develop a caring, professional, and respectful relationship with our children and families.

We feel transitioning takes time, preparation, planning and patience. Adults can help a child by supporting them before, during and after transitions occur. These transitions occur when starting at a new environment, every day transitions from home to daycare setting, transitioning into a new age group and classroom, with a new provider, and transitioning to school. We are committed to assisting our families and children in making these traditions as seamless and comfortable as possible.
Transitioning into our Center

 Parents and Caregivers need to work together, share information they have about the child and what support he or she needs. Transitioning into new care includes a few visits if possible to acclimate the child to the environment, meet their caregiver(s) and peers. Additionally, days may need to be shorter to begin with, to allow children to have a positive experience, and to have as little stress placed upon them as possible. We ask that parents have some flexibility during these first days of transition and attendance.
Transitioning into new age groups and caregivers

The same patience, planning, and care needs to be implemented for transitioning children into new classrooms. When a teacher is preparing for transitioning a child they will first discuss this with the parents. Children are transitioned into new classrooms according to space availability, age, as well as physical, social and emotional development.

When preparing to transition your child will then get to visit the other classroom for short times to meet the teacher and other children in the classroom, and explore and become familiar with the environment. This also allows teachers to gauge when and if your child is emotionally ready to transition to the older classroom.

We Aim to..

* Talk to parents about their child before they start in the setting, to become familiar with their needs.
* Allow all children to have the opportunity to spend time with the environment and with their caregiver or teacher where possible before starting in the new setting.

* Support children through the transitions. This is also to support staff and parents in getting to know each other as well as children, keeping lines of communication open.

* Ensure all parents know who their child’s caregivers are and by providing a confidential area (staff lounge/ office area) where parents can discuss any concerns.

* Provide contact through verbal and written exchanges, as well as the acknowledgement that parents can call the Center to contact the Director and Primary Caregiver/ Teacher

* Inform parents when children are ready for their transition to another classroom and provide the new caregiver/ teacher with information to support the child, alongside with parents, in as smooth a transition as possible.

* Have parents complete a one page profile to assist caregivers/ teachers in providing a smooth transition.

* To provide ongoing communications throughout the transition period among staff and parents. Communication is an essential means to aid a smooth transition for each and every child.

Toys and Other Things from Home

Parents are asked to help the child to understand that it is not wise to bring toys or other personnel possessions from home.  One possible explanation could include the fact that there are sufficient amounts of toys at school and their toy may get lost or damaged.  Advance Preschool Inc. cannot assume responsibility for loss or damage to any personal possessions children bring to school.

Discipline Policy

Advance Preschool’s sole form of discipline for preschool and school age children is specifically outlined in the discipline policy located in this packet. This policy allows the child to gain control of himself while recognizing he/she is being punished.  No child shall be subjected, under any circumstance, to corporal punishment.  Full responsibility for discipline belongs to the adults who have an ongoing relationship with the child.

Situations of misconduct will be brought to their attention by Advance Preschool Inc.

staff.

Field Trip Policy
Field trips, both walking and via bus are an important part of our educational program and will be taken periodically to nearby places such as libraries, the fire department, etc.  At all times, Advance Preschool Inc. will provide adequate adult supervision.  Your permission for your child to participate in such trips is part of this agreement.  If travel is done via bus, a separate permission form will be required for each trip. In some cases, parent participation will be required.

Medical Concerns
State regulations require us to maintain a medical record for each child enrolled in our facility.  The medical record form, which can be found in this packet, must be completed by your physician.  Students enrolling in the facility must have a current medical record not more than six months old.  New medical examinations are required every two years. 

For the protection of all the children, your child should be kept at home if he shows any of the following symptoms:

   -  A temperature of over 99 degrees (oral)

   -  Intestinal disturbance accompanied by diarrhea or vomiting

   -  Any undiagnosed rash

   -  Profuse discharge from the ears, eyes or nose

Upon arrival at the center, the student will be prescreened daily and will not be accepted if any of these symptoms are present.

If your child develops any of these symptoms while at Advance Preschool Inc., he or she will be isolated from the other children immediately. The child’s parents will be notified and asked to take their child home as soon as possible. A doctor’s note will be required in order for your child to return. The doctor’s note must include the date the child was seen in the office, the diagnosis and the date of when your child can return to school.  If your child has been diagnosed with a contagious disease, he should be kept home and his condition should be reported to the center immediately. Similarly, you will be informed if your child has been exposed to a contagious disease while in attendance at Advance Preschool.  




If your child needs to be given medication, you will need to submit a Medication Form which can be obtained at the front desk. Our staff can administer medication only if the medicine is in the original container, the child’s first and last name are clearly written on the package and it is accompanied by a completed Medicine Distribution Form.  This requirement also applies to “over the counter” remedies.  

In the event of a medical emergency, we will first attempt to contact the parents or the individuals listed on the informational survey.  If the situation is deemed serious and we are not able to contact the appropriate individuals, we will notify emergency personnel and your child will be taken to the nearest hospital accompanied by a staff member.  If the incident occurs off the premises, the nearest hospital will be chosen.  Any expenses incurred will be the sole responsibility of the child’s family.  Advance Preschool Inc. will not be held responsible for anything resulting from false information given at the time of enrollment.

If the student observes a Christian Science philosophy the appropriate care giver will be contacted to perform all Christian Science practices.

Conferences

Lines of communication between parent and teacher concerning the child’s reaction to school, his behavior at home and school, and the parents goals for the child through his school experience, must be open at all times. Additionally, upon arrival and dismissal general daily concerns or comments may be addressed. It is important that parents keep the school informed of events or changes at home which may affect a child’s feelings or behavior’s. If you require a substantial block of time, please realize that the teachers who are in class will need to remain focused on the class and will need to schedule an alternate time to discuss your individual concerns.  This policy will allow our staff to give your children the supervision they deserve. A request for a conference may be initiated by either the parents or teacher. Finally, formal parent/teacher conferences are scheduled twice each year.  This form of frequent communication between home and school facilitates an understanding of your child’s daily needs.  Please realize that your child’s well being is our main concern and we will keep all information that you request confidential.
Telephoning
During operational hours the telephone number for the school is (847) 885-4983.  During the hours of 6:00 p.m. to 6:30 a.m., when the center is closed, a telephone answering system is available to receive messages.  In all situations, in case of an emergency you may contact the Director Kimberly Bianchini at the facility at (847) 885-4983 or on her cell phone at   (847) 732-0824.  Additionally, if an individual who is hearing impaired would like to use our telephone, special arrangements can be provided.  

Center Staff

The director of the center is Kimberly A. Bianchini.  She can be reached at any time by calling the center.  If there is an emergency or you have a concern, please contact the Director immediately at the numbers previously listed. If these individuals are not available, please leave a message on the school machine and your call will be returned as soon as possible. 

Mandated Reporting

As an educational facility, the employees of Advance Preschool Inc. are required by law to report any instance of child abuse or suspected child abuse to the Department of Children and Family Services using an official Child Abuse and Neglect Report.  This information will be kept confidential and will be reported only to the appropriate departments specified in the Abused and Neglected Child Reporting Act.

Miscellaneous
If you wish to bring a treat for a child’s birthday or any occasion, we will be happy to celebrate with you but please understand that no “home-made” items are allowed due to Health Department regulations.  Only store bought items will be accepted and nutritional treats are encouraged.

From time to time Advance Preschool Inc. will take pictures/videos/movies of field trips, special events or occasions.  These pictures will be used for advertising and other publicity reasons for Advance Preschool Inc., and your permission to do so is fully understood by signing this agreement.

 Tuition

Tuition for the program you have selected is currently $________per week. Tuition is due on the first day of the week that your child is in attendance at the facility. A ten dollar late fee will assessed if tuition is not received by 12:00p.m. the next scheduled day. If your family is utilizing a child care assistance program, your monthly copayment is determined by Action for Children. Advance Preschool Inc. requires each child who is under three 
to pay an additional $20.00  and the children who are over three years of age to pay an additional $25.00 per month fee for each child enrolled at the center who utilizes this program. All monthly copayments are due on the first day of each month. Children will not be accepted if tuition is more than one week late. We are required by state licensing requirements and our program to engage staff based on the number of children enrolled, therefore, WE CANNOT GIVE TUITION REFUNDS FOR DAYS YOUR CHILD IS ABSENT. Similarly, if the facility is required to close due to inclimate weather, power failure or other circumstances that are not a direct result of center development, full tuition will be required as well. There are two exceptions to this policy 1) a planned medical procedure or surgery 2) a planned vacation of one week or longer. For both situations it is necessary that you notify us at least two weeks in advance. In both of these cases, and up to a maximum of two weeks per school year, we will hold your child’s place at a charge of three fourths of the normal fee. Anytime a child is disenrolled, his place may be filled by someone on the waiting list. In order for him to be re-enrolled, an opening will need to be available and a new application will need to be submitted accompanied by the required registration fee. If you decide to disenroll your child for any reason, a two week notice of withdrawal must be given. Failure to do so will result in two additional weeks of tuition being charged. 
+++++++++++++++++++++++++++++++++++++++++++++++++++++++++++

Advance Preschool Inc. has attempted through these pages to outline its duties, responsibilities, concerns, and expectations as well as your obligations as parents of an enrolled child.  These conditions have been carefully planned in order to adequately insure the comfort and protection of your child.  As a parent, you can expect that we will adhere to all state and community licensing rules regarding fire, safety, and weather emergency precautions as well as health, sanitation, and adult staffing requirements (including provision for substitutes when necessary).  We will do our best to provide your child with a program of education to suit his needs and a physical environment in which he can feel both secure and free to grow.  Toward achieving these ends, we encourage and welcome your comments and suggestions, and extend our sincere thanks for your cooperation in these efforts.

+++++++++++++++++++++++++++++++++++++++++++++++++++++++++++

           We have read the agreement and accept the conditions stated herein.

      _________________________________     ______________________________

                                                            Signature of Parents                                         

     _________________________________________________________________

       Address





     ______________________________________________________________

      City 

                                  State

Zip Code             

       Date ___________________

      WHEN SIGNED, PLEASE RETURN THE ENTIRE POLICY 

     AGREEMENT TO THE OFFICE.  IF YOU WOULD LIKE A 

     COPY OF THIS DOCUMENT WE WILL GLADLY PROVIDE 

     ONE FOR YOU.
