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MISSION STATEMENT

“I’11 Be Your Best Friend Academy” promises to- provide stote—of—tre~art,
seeuwre, and guality childeare at a competutve price for children four
weeks through Hhe age of twelve. We will provide o nurturing and loving
enwvironment wiere children are encowraged to-be creative, a place wiere
learning s fun as well as challenging. “I'll Be Your Best Friend Academy”
encourages all porents/quordionsy to- become actively wwolved i the
sehool and Hheir childly education. We believe that children need the
support of their family, teachersy, and community in order to- aciieve

thewr dreams.

HOURS OF OPERATION

We will be open from 6:00 acm: until 6:30 pin., Monday thwough
Friday, 12 months a year. We wnderstond thet sometimes due to-
crcvmstonces beyond your control, Le., traffic, efe:, yow moy be unaple fo-
pickwp yowr chidd by 6:30 pm. If this happens please contoct owr office
wmmediotely. If we have not been contacted by 6:40 pim., we wll call the
emergency number on flle un your childly records. Repeated late pick-ups
will resudt i late chharges in the amount of $1.00 o per minuwte after 6:30
P
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'L Be Your Best Friend Academy s opento-all children between the
ages of 4 weeky and 12 years old. Children witr special needs are
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The Center wll be closed:

New- Yeor's Doy - Janumory 1, 2010

Mewmorial Doy - May 31, 2010

Labor Day - September 7, 2009

Thanksgiving Holiday - November 26 & 27, 2009

Cihwwristmas Holiday - December 24 @ 2:00 and December 25, 2009

Yow will be requived. to- pay regular weekly tuition for all holidays,
except for Thanksgwing.  If we are closed for 2 or more days, Le
Thanksgiving Holiday, yow will not be requived to- pay tuition for those
days, U wll be deducted from yowr weekly tuition.
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AW children will be allowed 10 daysy beginning Auwgust 1, 2009
Huwoughh July 31, 2010 for vacation and/or sick days. Yow may use UF
whenever and however yow wish withowt having to- give notice. Yow will
be required to- pay full tuition for all other absences: NO EXCEPTIONS.

ABSENCES

We request that Uf your chhild will be absent to- please notify ws as
soon ay possible. Absent withowt notification for more than 3 days may
resudt uw being dropped from Hie program.

DAILY SIGN-IN AND SIGN-OUT

AW children must be signed un and owt at tive reception desk. If an
P diniduiod



other Hian the porent/ gquoardian s picking up He cihuild, the porent must
notify the office. If the person i unknown to- our stoff o Driver’s License
or other photo-1.D. will be requived: Children may only be signed. in and
out by a person Listed in the childls records. Please be consideroate of nap
time, Uf your chhild sleeps late (10:30 - 11:00 am) please dowt bring them
i untll after nap time wirich s 2:30 pom. When yow bring them in that
late they dowt want to- nap and U disrupts the whole class.  Class beging
ot 9:00 e for the 3 and 4 year oldys, please harve them tHrere by that
time so- they wonwt miss what the cass s learning i order to- progress to-
the next leaels

EE EDULE

Regustration fees:
Infonts thwrouglhv After Schootl ................ $75.00
Additional Fee:
Supply Fee - Infontsy Hrough 1 yeor old .......... $25.00/per
ehild
2 yeor olds thwrough Pre-K ... $35.00/per
ehild

AW fees are due upon enrollment and are NON-REFUNDABLE.
RegUstration wll be due again on August 2, 2010.

Weekly tunition:
Infanty hrough four yeor- Full-tume ........... $125.00/ child
BEfOre SLAOOL coorereveeresrsessresssmsssssnseries $ 30.00/child
After SUOOL e $ 60.00/chhild
Before and After Scihoot ..., $ 90.00/child

SUMMMLY COMNP .a.unaeererririncnrisessasissssasessanes $125.00/chhild



DVOP U carerererereeeeesssissssssssasasssenns $ 25.00/0 day

Foamilies withe more than one full-tume child will receive o 5%
dscownt off of your totol weekly tuition.

The weekly twition s due on Monday of thaet week and must be
poid wihether the child s in attendance or not: If paying by check please
include yowr childsy name on He memo- line of the check. A late fee of
$30.00 will apply Uf not receinved by Wednesday morning of that week. If
poyment continues to- be past due yow will be charged $30.00 for eacih
week that o remaing unpaid. |If the past due amount continues to-
accumudate yowr child wll not be allowed to- refurn until all payments
are poid wn full

There iy o $40.00 charge on all refurned checks: Yow must pay tHhe
orignal amount of the check and the check ciharge, by casiv or money
order within five days, after being contacted by owr office. If the casiv or
money order has not been received by the fiftiv day your child will not-be
allowed to- refurn to- sehool untll the balance s paid and/or comera
access will be suspended.
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Drop-ingy welcome wiren space iy available:

WITHDRAWAL FROM PROGRAM

Yow must give the center 2 weeks notice i writing Uf yow are taking
your child out of the progrom. If yow dowtgve a 2 weeks notice yow will
be responsible for Hhe tuitlon feesy for those weeks. Vacation/Sick Leane
con not be wsed ay your 2 weeks notice.

WAITING LIST



If the Center Ly in full capacity we will create a waiting Ust for each

NUTRITION

Owr program believes that every child needs good nutrition to- grow-
and develop: Owr center provides Hhe following:

Nutritionally balanced breakfast and lunch
. Healthy P.M. snack
3. All food is either baked or grilled. We do not serve any fried foods, including chips.
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Parents/Guardians of infants shall provide prepared formula and baby food and marked with
their full name and the date bottle was prepared. Infants will eat their meals in the classroom. All
other classes will eat in the lunch room. If your child would like to participate in breakfast please
have them here at their classes scheduled meal time.

Breakfast Lunch
Toddlers & 2 year olds.......... 8:00 a.m. Toddlers & 2 year olds.......... 11:30 a.m.
3 & 4 year olds......ccuvveeennnnee. 8:30 a.m. 3 & 4 year olds.........ceeeennneen. 12:00 p.m.

Afternoon snack is served at 2:45 p.m.
After-School students will receive an afternoon snack when they arrive from their school.

Weekly menus will be posted in the lobby and a copy is also available next to the sign in
computer.

FOOD POLICY

We provide all tive meals for He childiren thuoughowt e day and
we ask that tie parents not bring food. unto-tive center. We ask thvat parents
bringing Fast Food,, Donuts, Carbonated Drinks ov Sports Drinks: If your
chidd arrives early un thhe morning and requive a snack to-tied Hemw over
wintl breakfost please bring only breakfost related vemy, Le. cereal i a
ziplotk bog, cereal bar, et The only exception will be on special
otcosiony. Carbonated deinks ove not allowed for e chidduren ot any
tumne,




BIRTHDAY'S

We welcome the opportunity tfo- celebrate birthvdays with children.
Oon o chuildly
birthday the parent may bring a treot to- share withv the classy: When yow
are planning to- do-thuis, please tolk withv your childls teaciher and set up
the fime that wowld be most appropriete to- participating unw any classroom
celebrotions.

TRANSPORTATION

Transportation iy available from Ebenezer Elementary and Rincon
Elementory to- owr Center for owr affer-scihool progrom. Studentsy who-
oftend Blandford Elementory will be able to- rude the seiool bus to- and
from the Center for before and after-seirool care.

Trovnsportotion Agreements and Vehicle Emergency Formsy must be
completed and signed before thhe begunning of the scihool yeor.

If your chidld will not be picked wp from sehool at the end of e
sehool day, yow must notify tie Center by 12:00 pam.

Field Trip Permission Forms must be signed and dated for each trip:

HEALTH

Two or more of the followiwng symptomsy may canse yowr chuild to-
howe to- stoy howme:

Vomiting
Duarrirea
Sore Thwoat
Coughing
Chhvllys



Ear Ache
Skun Eruptiony
Red Eyes

A child will not be accepted nor allowed to- remain ot e center uf
the child hay the equivalent of a one hundred and one (101) degree or
higher orol temperature. Children need to- be fever free for 24 howrs
without medication before they may retwrn to- schoole AW contaglouns
Aiseases sihoudd be reported to- the center un ovder that we can inform tHre
porents. If your chhild i wnable to- return due to- o contagions ddness yow
mwst howve o doctory note un order to- refurn.

If your child has open woundy or any contoglons microorganisms,
we: ringworm, they will be required to- remain covered while at sehoolc In
cose of ringworm they will also- be excluded from all woter related
Mu.vu l/@‘. s’.

If yow child s prone to- diaper rasiv please provide cream to- be keep

A certificate of ummunization, form 3231, muwst be provided:
Povrenty are responsible for keeping the immunization record wp to-date.

If o child becomes sick while i owr care we will notify a
porent/ guordion wiro-
may pick their child up v our sick room Located i the front building.
Please pick
him/ her up as soon as possible.

In case of o medicol emergency and/or seriounsy injury, we will call
911 and the
stoff wll provide first ald/CPR untll emergency ossistonce orvrives: A

DICATI



A medication form, signed by a parent/ guardion, must accompany
a child. Make sure all medication iy in the original container and tre
dote, childls name, Dottor’'s name and tHhe dosage plainly stoted vy present
on preseribed medicotion. Forms ave available ot the reception desk. Yow
are requared to- fUl owt o new form every week. If your child v on the
some  medication  ndefinitely, Le breathing treatments, allergy
medication, efe, yow may bring a note from tHreir doctor and yow will
only be requirved to- fUl out a medication form once a month. The
medication forms will be kept in youwr childls fule according to- Stote
Guidelines.

EDI EMERGE

If o child has noticeable adverse reaction to- any prescribed
medication, becomes U, or injured, e parents/ quordion will be notified
and. depending on the severity of the emergency, ethrer Rincon Pediatrics
or 911 will be contacted for assistance.

In Hhe event of an ocecrrrence of o communicabple disease, written
notification will be posted on the classroom door within 24 howry
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We will wse positive reinforcement of acceptobple behovior. When
nappropriote behoaior ocenry we wll explain the consequencey of sueih
behavior and offer alternotives. The teackher will redirect the child
toward appropriote behavior. When necessary the child may be placed
v “TIME OUT” v order to- Huink abouwt his/her behonior, after wiich
before retwrning him/her to- the class activities. (The wuse of harsiv
language or physicol punisihvment o strictly proiibited).

CLOTHING



A cthange of clotiving s required for each child. Chvildren two-years
of age
and younger need ot least two- changesy of clothing. Please label yowr
hiddly dotirving with theiwr full name. We can't be responsiple for Lot or
damaged otirving.
It s the parent's responsibility to- provide enoughh ddapers or pull ups for
Cihildren 2 yearsy and wp are assigned a personal space for Hreir
belongings: Please send a spare set of clothving including underwear and
sotks thot wll be left i e chiddly cubbies. Such clotivng shouwld be
labeled and placed in a plostic bag.

School iy o place for narestigating and learning abouwt many Hrings.
Some Uwestigations become gquite messy and/or wet: The staff and
children wll be more relaxed of he/sihe weary the same type of clothes
that iy worn at home. Please do-not dress your chhild in anytiving yow do-
not want to- be soled.

The center also appreciates cotiving thet v easily manipulated for
restroom use. Childiren are learning to- do-tivingy for themselves, and the
ehild will receinve help only when clotiving s made n sueh o woy tHhat
the child cant manage.

PLEASE DO NOT BRING YOUR CHILDREN WITHOUT SHOES!!!

If he chidd v wearing clotiving borrowed from tihe center, please
lovwnder ond refurn ummediotely. The center also accepty ony clotiving
donations thet children might hene overgrown.

SEVERE WEATHER/EMERGENCIES

Iw case of severe weother we expectthe parents/guardion to- pick-up
their child:. We will notify the local television and radio stations Uf we
are closing and post Ut on owr website. Any children remaining at the
center will be kept indoory as for away from tHhe windows as possible. In



cose of fire ol children will be evacunated to- the for left corner of the
ployground untl uF i determined by the fire department tivat U iy sofe to-
refurn to- their clossrooms. If b not safe to- refurn to- the dassrooms the
children wll remain on the playground f weather permits and/or
moved to- e front building where parents/quordion will be notified.

DRU D T

The wse of alcohol, drugs, and tobacco s pronibited in the
buildings and on the playground by stoff, parents/quardiony, or anyone
visiting the Center. It s also- proiuibited on fleld trips, and in any velicle
wsed to- transport chhildren.

OPEN DOOR POLICY

Owr child development progroams offer an “open door” to- parents ot
all times. We encowrage yow to- come for o visit when yowr scihredule
permity. We welcome parent uwolvement and we welcome your continuned
suwpport:.  If yow harve a speciol talent or hobby that yow wowld like to-
shore, we would welcome your visit: Please speak to-the staff to-arrange a

T ENDAR

Every classroom posty a monthly calender of the learning activities
yowr chhild will be participoting i Please look at s calendar in your
childly cdassroom so- that yow can share the experience witr yow child.

PHOTOGRAPHS

The stoff reserves Hhe right to- take photographs of the children for
are entified by furst name and age only wien these photographs are



photograpiv your child withowt parenfal consent:  On otecosion we use
photograpihy of the center for adwertising purposes No-close up photographs
are token of the children and no names are gwen: |If yow do- not want
yowr child photogrophed for any reason, please let the Director or
Adwministrotor know ummediately.

INT T

By enrolling yowr child(ren) yow are gramting wrevocable
permission to- stream Live video-of your child(ren) on tihe World Wide Wely
Your agree to- indemnify and hold harmless I'11 Be Your Best Friend Academy
ond KidsWision from ANY cdoims resulting from the video service
Althowgh KidspV ision hasy implemented maximum level secunrity measmres
to- protect against unauthorized access to- the system, yow as parents and
guordions honve the respovsiblity of protecting yowr Usernames and
Passwords. Yowr KidsVision Username and Password provides o unigue
ulentifier that enables our system to- Ldentify anthorized users: Therefore,
your login information i the first Line of defense against unaunthorized
access. Ay concerned povents and users of Hive KldsV siow system, Uk i your
respovsiblity to- maintain exclunsive control and wse of yowr Usernome
oands Password and protect Ut from disclosure to- others: YOU SHOULD
NEVER GIVE YOUR PASSWORD TO ANYONE. Violating this policy
uncluwding shharing access withv o spouse or relative  considered abuse of
the service and can result i termination of use.

TERMINATION FROM THE PROGRAM

We desire to- work withv childiren and porents in every woy possible
to- provide a positive learning experience. On rare occosions, U may be
necessory to- dsmissy o chidde from the Center for any of the following
reasons:

1. Delinquent fees/ foilure to- pay fees on fme.
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We

Failure to- provide needed information and/or complete
required forms.

Guing false information.

Inappropriote belhonior by the parent; gquardion, ov other
This wncludes duruptive, abrosive or abwsive behowior or
behovior that makes the staff wncomfortable. It s not owr
intent to- prevent Hie porent from expressing their views, even
angry one, but we must prevent scenes that frighten the
children, disrupt owr actvities, or miunimize the respect for
and rapport between cihildren and stoff:

If o childly belhanior becomey to- disruptive to- the prograw or
becomes o problem tihat poses on unsafe situation for the child
Porent's consistent disregard for tre centery policies and
procedarres,

If special needs connot be met:

Absent for 3 consecntive days without notification

IBILI

value open communication and  suggestlons  from

porents/ quordionsy. We encowrage ol parents/ quardiony to- porticipote un
the growtiv and development of their child.

Parents con help by doing Hre following:

1)

2)

3)
4)
5)

Sign children v and out at the front desk and escort them to-
their classroom. Do not allow your child to- toueih Hhe sign
un/ owt computer.

Updeate forms when changes ocenr (Le. telephone number,
address, jobp, efer).

Notify the Center of yowr chhild s UL

Do~ not bring them to- the Center of they are UL

Keep ws informed of changes in medical history (ke allergies,
efes) or chhanges that may affect thewr behonior.



6)  Notify the Center if yow will be late picking up yowr child.

7) Do not allow yowr cihhvidd to- bring toys

8) Communicate any concernsy yow may have when tHhey arise.

q)  Participate in special activities

10) Pay twition when due and keep current: (Please remember
thot yowr twition pays the teachers, buys food, electricity,
comeras, efe. and has to- be poid even of yow hovewt paid).




