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Operational Policies and Procedures

Family Handbook

Welcome Letter
The early childhood years are a special time in your child’s development.  Many changes occur in this period as children learn to communicate, increase intellectual awareness, and make many physical strides.  
Cedars recognizes this and have instituted programs that are specifically tailored to meet the needs of every child at each stage of their development.  Our goal is to provide an atmosphere in which your child can grow and develop at the most appropriate pace possible.  
Our focus to reach this goal, is to give you and your children a safe and secure place to learn, in the cleanest facility possible, along with the finest equipment, the best in curriculum, and the friendliest staff in the area.  By focusing on these areas, we can provide each child an environment where they can learn, grow, and develop while being in a nurturing and loving environment.
You, the parent, are very important to Cedars Preschool staff.  You know your child best.  We encourage you to contact any staff member, teacher, or director about any questions or concerns you might have.  Also, please review our daily activity sheets that highlight our learning objectives and activities from the day.
We look forward to working with you and your child and sharing in their growth and development.

Thank you for choosing Cedars Preschool.
· Management
General Information
All Centers are members of the National Association of Child Care Professionals (NACCP), the National Child Care Association (NCCA), the Georgia Child Care Association (GCA), and licensed by the State of Georgia and Bright from the Start.
We are open 12 months a year from 6:30am to 6:30pm, Monday through Friday.  You will be asked to designate your child’s hours of attendance at the time of enrollment.  A school-closing schedule will be provided at the time of enrollment.
The school is closed the following holidays:  New Years Day, Memorial Day, Independence Day, Labor Day, Thanksgiving Day, the day after Thanksgiving Day, Christmas Eve, and Christmas Day (at times when a Holiday falls on a weekend, the center may close on the Friday or Monday surrounding the weekend).
Policies and Procedures

Enrollment Procedures

Enrollment is open to any child 6 weeks to 12 years of age provided that Cedars Preschool can meet his/her needs.  Enrollment shall be granted without regard to sex, race, color, religion, or political belief.
Parents and children are encouraged to tour the facility, meet the staff, and review all paperwork prior to enrollment.  Upon receipt of a completed application, registration fee, and all other necessary paperwork (including a current GA-3231 Immunization Record), placement will occur on a first-come, first-serve basis.  If not included as part of the tour, a conference with the parent and child is encouraged to acquaint each new family with the student’s new environment.  Children are grouped based on age and developmental level.
Georgia Lottery PreK Students are enrolled on a First Come/First Serve basis every February for the upcoming school year.  

The owner or director reserves the right to deny, cancel, sever or suspend a child’s enrollment if deemed in the best interest of the child or the school.  In such cases, any unused tuition will be refunded.

Arrival and Departure

Children are to be escorted to their designated classroom or area and transferred to the supervising staff member.  Children are always required by law to be under adult supervision on the property.
While in the parking lot, please park in a spot if you are going to be more than 2 minutes in the building.  If you are going to be less than 2 minutes, please feel free to park on the building side of the driveway, under the awning.  All children must be accompanied by an adult, and all children under the age of 10 must be holding a parent’s hand while in the parking lot area.

Parents must use their own family Door Code to enter through the Front Door (do not share your code with others, nor let others through the door with you).  Parents must then clock their child into the building using the touch-screen computer, and fingerprint system.

Children should be in their classroom and settled by 9:00am (8:00am for Georgia PreK) unless previously arranged to arrive at a different time.  Late arrivals can be disruptive to the other children’s activities and be difficult on the child arriving after the school day has begun.
Parents and children must enter and exit through the front door only, except in cases of emergency.

Please remember that the parking lot speed limit is 10mph.  Also, please follow all painted arrows for directions through the parking lot.  Unattended cars should not be left running at any time in the parking lot or under the awning.
Student Records

Each child enrolled at Cedars Preschool must have an updated school record with all state and Center required forms.  This record and file are confidential and will be shared with other staff members only when appropriate to meet the needs of the child.

All information must be current and accurate.  You must notify us immediately of any changes.  Additionally, you must update and review emergency contact information every 6 months.  Medical records are required to be updated annually, or whenever the child’s immunization status changes.

Income Eligibility Statements must be updated annually or whenever there is a change in income in your household.  These statements are turned into the state for our Federal Food and Nutrition Program.

Infant Feeding Forms need to updated Monthly if you have a child in any of our infant rooms.  

Upon graduation or withdrawal of a child, a copy of your child’s file may be requested in writing.  School Districts requests for documents will require written permission for release by the parent.

Tuition and Fees
The school year runs August 1-July 31 of each year.  An annual registration fee of $50 is payable upon enrollment and annually in August when the child is re-enrolled for the new school year.  The registration fee is non-refundable.
Tuition is paid on a weekly basis and is due Friday for the upcoming week.  Payment can be made by check, cash, or credit card (Visa, or Mastercard).  All pre-paid tuition and fees are non-refundable.  Please see a member of staff when making a payment, and ensure you are given a receipt.  
Tuition must be paid by the close of business on Friday for the upcoming week.  If payment is received after such day, a late fee of $35 is added to your account.  Please contact the Owner or Director if payment difficulties are anticipated so alternative arrangements may be made.

There will be a $35 charge for any returned check.  This fee will be due at the time of notification.  If 2 or more checks are returned by your bank, a money order or cash will be required for all future tuition payments.

There is no “pro-rating”, discounts, or credits given for school closings, holidays, sicknesses, family vacations (other than the one week allowed per year), or school closings due to inclement weather or Acts of God.

There will be a late fee charged for children not picked up before the school’s regular closing time of 6:30pm.  The charge will be $15 for the first 5 minutes, and $2 per minute thereafter.  If we have not been in contact with a parent or guardian and the child has not been picked up by 7:00pm, we are obligated to inform the Division of Family and Children Services and the appropriate local authorities.  
The amount of the tuition agreed upon at the time of enrollment will be equal to the amount on the rate sheet given at time of enrollment and posted at the front desk in the center.  Tuition rates will be subject to change at the beginning of every school year, and at other times if it deemed necessary.

Withdrawal

A minimum of 2 weeks written notice is required for withdrawing for any reason.  If the required time of notice is not given, the parents will be charged for the full 2 weeks along with any applicable late and collection fees.
Confidentiality

All information regarding your family’s needs, file componants, medical information, and conversations will be handled with the appropriate confidentiality.  Information will only be shared with those persons requiring the knowledge to better serve your family.

Attendance

A parent should notify the center by 9:00am whenever a child will not be attending on a scheduled day.  Teachers will attempt to wait to start all activities for when all children have arrived, so a timely notification is appreciated.  The Director should be notified if a child is ill.  This will enable the staff to keep track of any illness that may occur at the school. The cut off for drop off is 10:00am, your child will only be allowed to come in after that time with a doctor’s note.
Additional Days/Hours
Due to scheduling and ratio requirements, switching of scheduled days is not allowed.  Additional days may be added based on the rates quoted in the enrollment agreement.  Parents must request additional days from the Director at least 48 hours in advance.  Additional days are offered based on enrollment and may not always be available.  Last minute requests will be considered only in an emergency and if enough space and staff are available to adequately meet the needs of the additional child.

Children who are enrolled in the After-School Program may come to the school for a full day when their elementary/middle school is not in session (i.e. teacher work days, school holidays for which the center is open, etc.).  These days will be available on a first come, first served basis.  Parents should discuss these extra days with the Director as soon as possible to ensure space.  Additional tuition will be due when the reservation is made.

General Safety

General

Immediate access to phones within the building are always available.  Monthly fire and semi-annual tornado drills are conducted.  Exit and Emergency plans are posted in every room, and in the front lobby.  Aerosols are not permitted in the building.  First Aid kits are in the kitchen, office, and on each bus.  

Parent Access

A parent of a child in care shall be permitted access, without prior notice, throughout the center.  Viewing of recorded video will only be allowed when the privacy of ALL Children and families can be protected.  In cases where Family Court or other legal entities have established visitation or custody rights, a copy of the orders must be provided to the Center.  The orders of the court will be strictly followed unless the custodial parent requests a more liberal variation of the order in writing.
Visitors

Visitors are asked to schedule appointments and are allowed in school areas at the discretion of the Director.  Any adult without a child in attendance must be logged in.  The log will have the person’s name, address, purpose, and time of their visit.  

Release of Children

Cedars Preschool maintain a strict policy regarding the individuals to whom we release a child.  The enrollment forms require a parent to specify at least 2 individuals to whom the child may be released either on a regular or emergency basis.

The regular pick-up/drop-off parent will be given a door code for use by these people only.  Do Not give out your code to emergency contacts.  They will be allowed in by a member of staff after proper ID is given.  

Upon entry into the building a custodial parent should clock the child out on the touch screen menu and fingerprint system.  A receipt will print and allow you to give to the teacher and pick your child up.
All parents and others on the property are subject to be asked for picture ID at any time.  Remember not all staff will know you, or to which child you belong.  This policy ensures that we not only get to know you, but that your child’s safety is of upmost importance.

Advance written notice is required for a child to be released to an individual other than the parent.  In the case of an emergency, the Director may be notified by phone as to the name, address, phone number, and physical description of the person who will be picking up.  The Director will then call the parent back to verify this authorization.  Once this individual arrives at the school, a staff member will verify the individual’s identity by reviewing a picture ID.

If an unauthorized person attempts to pick up a child, a parent or emergency contact person will be immediately notified.  Should the parent not be able to be reached, the child will not be released.  Should an unauthorized person become uncooperative with the school’s policy regarding the release of the child, the local police will be notified.

Cedars Preschool will not release a child to any parent, relative, or other authorized adult who appears to be impaired using drugs or alcohol.  In this event, a phone call will be made to a parent or emergency contact.

Abuse Policy

Cedars Preschool staff are required by the State of Georgia to report any and all instances of suspected child abuse or neglect.  When a staff member has information or evidence of suspected abuse, the Director or Owner will immediately inform DFCS or the proper authorities.
Emergency Closing

Cedars Preschool will make every reasonable attempt to open on time and remain open in the event of inclement weather.  However, it may become necessary for the school to cancel classes or delay opening.  Parents should watch for school closings on television and listen for closings on the radio.  Also, please call the center’s voicemail for any updates.

Should parents be prevented by weather conditions from reaching their children, the staff will care for the children and maintain proper ratio, until the parents may reach the school.

Emergency plans have been developed and are posted for parents to review in the lobby of the center.  Should the building require emergency evacuation, the staff-child ratios will be maintained, and the children will be evacuated.  The evacuation site varies by center and is posted in the lobby of the facility.
Health and Wellness

Wellness and Medical Policy

Staff and Parents must do all that is possible to promote a healthy environment for all children and other staff members.  Teachers must make sure they and the children wash their hands before meals, after art projects, after toileting and diapering, after coming in from outside, and after wiping noses.  Teachers must also wash their hands when changing gloves, before and after diapering, after assisting a child with toileting, and when meeting bodily fluids.  Parents should also be asked to wash their hands if they plan on staying in the center longer than the time necessary to pick up their child.

Do not bring your child to the center showing signs of ill health, a supervisor will be notified immediately, and the child should not be accepted for the day.  An exception will be given if a licensed physician has examined the child and indicated in writing that there will be no health risk to that child or others, and the child can participate in all activities, including outdoor play.

Examples of health symptoms that require exclusion from the center include (but are not limited to):

· severe pain or discomfort in the joints, abdomen, or ears

· vomiting or diarrhea (2 or more instances within a 2-hour period)

· severe coughing or sore throat

· oral temperature of 100.3 degrees or more accompanied by other behavior changes

· jaundice skin or eyes

· red eyes with discharge

· infected, untreated skin patches or severe itching of body or scalp.

· Difficult or rapid breathing

· Skin rashes lasting more than 24 hours. (excluding diaper rash)

· Swollen joints, visibly enlarged lymph nodes, or a stiff neck

· Blood/pus from ears, skin, urine, or stool

· Unusual behavior characterized by listlessness, loss of normal appetite, or confusion

· Symptoms of chicken pox, impetigo, lice, scabies, or strep throat

If a child becomes ill during the day the parent will be notified.  The child will be given the opportunity to rest and have diversion activities in an isolated, supervised area until a designated release person can pick the child up.  If the child is not picked up within a 1-hour period, the emergency contact person is to be called.  Children, who are sent home, cannot be readmitted to the school until they have been symptom free for 24 hours.  The student needs to be fever free, without the aid of medication.  The only exception to this rule would be having a licensed physician send a note in writing indicating that the child does not present a health risk to himself or others and is able to participate in all school activities.

An employee or supervisor must file a report with the Department of Health within 24 hours in cases of communicable diseases.
Parents will be notified via posted notes outside the classroom and/or a letter home if any communicable disease is reported in the center.  If a child has not been fully immunized to these diseases, due to the child’s age, medical condition or religious belief, they will be excluded from the school during the outbreak of a vaccine preventable disease, as directed by the state department of health.

Reported diseases include but are not limited to:

Lyme Disease


German Measles


Giadiasis

Whooping Cough

Spinal Meningitis


Mumps

Tuberculosis


Salmomellosis



Hepatitis A or B

Measles


Rubella



Shigellosis

Parents will be informed in writing if a communicable disease is reported.  All employees of Cedars Preschool should follow the guidelines as established by the State of Georgia.  A copy of the guidelines should be available in the office for review.

Cedars Preschool and its employees will only administer prescription medication, and only if specific criteria are met.  This procedure is only in addition to state regulations.

· Medication should only be given for a certain purpose

· Medication will not be given “as needed”, unless it is an emergency medication to counteract an allergic reaction.

· Every medication must have a child’s first and last name printed on the bottle.

· Siblings and family members cannot share medication

· Adverse reactions will be noted, and parents will be immediately contacted

· Other than the noted exception, medications must be taken home daily.

· Medications can only be stored in the director’s office.

· Authorization forms must be completed for allergy medication and must remain on file.  If it is determined that a child needs this medication, a staff member will contact the parent, complete a log, and will have the parent sign it upon arrival at the school.  A copy of the authorization must remain on file at the school and updated every 6 months.

· A doctor’s note must state the illness, dosage, and possible side effects must be kept on file.  A parental authorization form must also be kept on file.  

· If a child requires over-the-counter diaper ointments, lotions, lip balm, or sunscreen, these must be labeled with the child’s first and last names.  An authorization form must be filled out by parents and kept on file.    Any time it is used, it must be logged and noted on the child’s daily activity sheet.

Parent Responsibilities
· Complete the authorization form

· Administer medication at home if possible

· Be sure form is date and time specific

· Must complete a form for each type of medication

· Authorization should be given to the owner, director, assistant director, or their designee

Center Responsibilities
· Owner, Director, assistant director or their designee is responsible for checking the medication logs and dispensing the medication

· Complete the Authorization Form

· Verify the information on the Form, Log, and medication are consistent

· Verify that the name on the medication is the name for who it is indicated on the form.

· Complete the medication log at the time the medication is dispensed.

· If medication was not given, the reason why must be written in log

· If a child has a reaction it must also be written in medication log.
Emergency Medical Procedure
· If in the instance where a child requires additional medical treatment, immediate action will be taken.  The immediate needs of the child will be met by a staff member while another member initiates the EMS by calling 911.  Once the medical treatment is in route, the parent will be notified.  The EMS will assess the situation and determine where the child will receive the next level of treatment.  If it is determined that the student needs additional treatment, they will be transported to the nearest Emergency Hospital which is posted in the lobby of the center.
The center cannot be held liable in any way for incidents and accidents that occur while on Center Property.  All Medical and Doctor’s bills will be the responsibility of the parent and insurance company.
The name of your child’s doctor and contact information must be kept on file and updated as needed.
Student Accident Insurance
Each center carries Student Accident Insurance for incidents that occur on center property.  If an incident occurs while the student is under the center’s care, a claim form will need to fill out.  A copy can be taken to the doctor, emergency room, or urgent care center of the parent’s choice.  The medical facility will then either bill the insurance company directly, or charge the parent, and then the insurance company will reimburse the parent directly.
Cleaning and Sanitation Schedule

The entire school should be cleaned and sanitized daily.  


Daily

· 3 step sanitizing system on all infant and toddler toys used that day, along with all tables, chairs, cots and shelving.
· Sweep and Mop all floors

· Clean and sanitize all bathrooms, food prep areas, and kitchen.

Weekly

· 3 step sanitizing system on all preschool toys and manipulatives, along with trash cans and waste receptacles.
Monthly

· 3 step sanitizing system on all kitchen shelving and food storage areas.

· Air filters changed.

Smoking

To keep Cedars Preschool as healthy as possible, we are a smoke free school.  Parents, Staff, and visitors are asked to comply with this request throughout the property.
Accidents and Injury

Should a child become injured at school, the parent will be notified via an incident report form.  The parent will be asked to sign this form indicating that he/she has been notified and a copy of the form will be included in the child’s school record.  If the injury is serious in nature, a parent will receive a phone call from the school at the time of the incident.

In the event of an emergency, the child will be transported via ambulance, or personal vehicle to the nearest hospital or emergency room facility and a parent will be contacted to meet an accompanying staff member at that facility.  A child can only be transported for emergency care if the waivers for emergency care have been signed as a part of the enrollment package.  The parent and insurance company will be responsible for any charges incurred for medical attention.
A Center Emergency Medical Care Plan is located on the Parent Board in the lobby of the Center.

School Day

Items to Bring

Infants

Each Infant is provided his/her own crib, crib sheets and mattress upon enrollment.  The parent must provide:

· Receiving Blanket or Blankets. 
· 2-3 changes of clothes appropriate to the season.

· Diapers and Wipes

· Any food or formula to be served. 
· Sweater, Jacket, sweatshirt, and a hat.

Parents are responsible for washing the blankets once a week, typically on Fridays.  Please note, due to Federal SIDS prevention and State Policy, no blanket will be allowed in a crib.  Please have plenty of clothes to dress your infant in layers to keep he/she comfortable during nap times.  (The only blanket that will be allowed in cribs are the Blanket Systems, please see a director for more information).  All food, bottles, and clothing should be labeled with the child’s first and last name.  Bottles and caps will need to be re-labeled often.  Bottles with milk or formula must also be dated and should already be filled.  Refridgeration is provided for storing bottles and food.  

Please remember to label all items brought to the school.  Cedars Preschool cannot be held responsible for any lost, stolen, or broken items.

Toddlers and Preschoolers
· Two full changes of clothing including socks

· An oversized shirt or smock for messy activities

· Diapers and wipes, and many extra sets of underwear if “in training”.

· Two blankets for naptime, a favorite sleep toy can also be provided.

· If child requires a specific type of “sippy cup”, it must be provided and labeled.

All items brought to school should be conspicuously labeled.  Extra clothing should be provided as seasons change and the child grows.  Feel free to leave clothes in the child’s cubby in a labeled bag and change them out weekly.  Rubber soled, closed-toe shoes are the most appropriate school shoes.  Appropiate outdoor apparel is needed daily as every effort is made to have the state required outdoor time.  Additional sets of clothing and underwear will be needed when potty training.  Blankets should be taken home weekly to be laundered.  During Summer Camp, a bathing suit, towel, and water shoes are required.  Toeless and backless shoes are not permitted.  
Please remember to label all items brought to the school.  Cedars Preschool cannot be held responsible for any lost, stolen, or broken items.

Rest Time

Children in the Toddler and Preschool classes are required to lie quietly on their sleeping mats or cots for a minimum of 30-45 minutes.  This allows those children who do wish to sleep a quiet length of time in which they may do so.  Quiet music is played, the lights are dimmed, and it is a period of relaxation for non-nappers as well.  Those children who do not fall asleep during the initial quiet time are given the opportunity to select quiet activities such as books or puzzles to occupy themselves while their classmates rest.

Infants will rest on individual schedule of time and length.  Infants that cannot turn over on their own will be placed in the crib, lying on their backs only unless a medical reason supported by a physician’s note states otherwise.

Before and After School Students

Cedars Preschool After School Program is dedicated to being the best in the area.  Students enrolled in the AfterschoolZone will be offered the very best in a homework/tutor environment, an arts and crafts environment, and an organized physical development area.

If your child attends our After-School Program, we must know what school your child attends.  
Our facility will provide transportation to and from your child’s school and on planned field trips.  A school transportation form must be signed at the beginning of each school year or at time of enrollment.
If your child is transported to or from school, we will not leave children at the drop off site without proper supervision.  In the event, no one is at the drop off site, the bus driver will remain with the children until someone arrives.  If after 5 minutes no one has arrived, the children will be returned to the center.
Infant Feedings

Parents of Infants must send prepared bottles of breast milk or formula that is clearly lableled with the child’s first and last name along with the date.  Arrangements may be made for mothers who wish to breast feed their infant.  Instructions regarding a feeding schedule must be provided by the parents on an Infant Feeding Form and updated monthly.  Infant bottles will be reheated in hot water for 5 minutes, shaken, and temperature tested before serving.  Any contents remaining after feedings will be discarded, therefore it is suggested that bottles be filled with the amount the child will drink.  
As solid foods are introduced, parents are requested to bring labeled jars, or small containers of food.  Infants can also be introduced to the food that is being served on the menu in the center that day and will be cut to appropriate sizes for small children.  All food sent from home should be clearly labeled and placed in the refridgerator upon arrival.  If the food requires reheating, it will be done in the microwave to approved temperatures.

Meals and Snacks
Cedars Preschool provide Breakfast, Lunch, and afternoon snacks daily.  These meals and snacks meet or exceed all requirements from Georgia Bright from the Start, and the FDA’s recommendations.  All meals are from the 5 food groups, and recipes or nutritional information is available upon request.  100% Fruit Juice or Milk is served with all meals and snacks.  Menus are posted in the lobby and extra copies are available in the office.

Each child will be encouraged to eat the balanced meal that has been provided.  However, if the child refuses certain foods, he/she will not be forced to finish the meal.  Please review the Daily Activity Sheets to see how your child ate that day.  

Please see the Nutrition Charts located in the lobby of the center to see the plan we are following to prepare healthy meals and snacks.

Breakfast is served only until 8:00am.  If you wish to have your child eat breakfast here, you must arrive before this time.

No outside food is allowed in the building (baby food excluded), unless the child is under a doctor’s care and the center is provided documentation.  The only exception for this rule is Birthday Parties, and the food must be Store-Bought and approved by a Director.

Allergies

If your child is allergic to any foods, the center must be notified by means of a doctor’s note.  The kitchen and your child’s room will be notified.  Please watch the posted menu and make note of any items your child may be allergic to.

Due to the increase in allergic reactions of many children to peanuts, we are now a peanut sensitive school.

Toilet Training

Toilet Training is one of the physical development’s children acquire between the ages of 2 and 4.  As a skill, it must be reached in a child’s own time.

Cedars Preschool has a program that has been designed and scheduled to provide ample opportunities to foster this skill.  

During this process, diapers should be replaced by regular underwear.  Accidents are inevitable, and a large supply of underwear and other clothes should be on-hand.

Please see anyone at the front desk for a copy of our Toilet Training Guide.

Field Trips
Periodic field trips may be planned to provide the children with exposure to learning experiences in our local community.  Prior to each trip, information will be provided outlining the date, time, cost, location, chaperones, means of transportation, etc.  The permission slip must be signed by the date requested for the child to attend.

Understand that any child that is to go on the Field Trip must be transported to and from the event by the center.  For security reasons, a child will not be allowed to be picked up from the event by the parent, or to be transported by the parent.

Birthdays

Please contact the Center Director for information on planning a birthday celebration at the center during the school day.

Behavior Policy
Cedars Preschool policy is to keep disciplinary issues minimized and to help children monitor their own behavior.  Our staff models age-appropiate behavioral guidelines and use reflective communication to encourage children to express their emotions.  The staff members encourage self-control, self-direction, responsibility, and cooperation.  When the practice is practical and safe, logical or natural consequences will be presented to the child. 

Time-Out is an effective discipline method but is only used as a last resort.  A child will only be put in time out for one minute per their age in years.
For School-Aged students, our discipline policy is as follows:

Level 1- This discipline will be used for minor infractions.  A verbal warning and an explanation of consequences will be given.  A possible cool down time will be given of 3-5 minutes.
Level 2- This discipline will be used for multiple minor infractions in each week or any mid-level infraction.  Immediate removal from activities, a call to parents, and a written Discipline Report will be required.
Level 3- This discipline will be used for multiple mid-level infractions or any major infraction, such as fighting.  Immediate removal from activities, a call to parents, a written Discipline Report, and possible suspension for any length of time will be the result.

Each of these policies applies to bus behavior as well.  
Transitions

As your child grows and develops, before you know it, they will be ready to move to their next classroom.  Cedars Preschool staff is trained to transfer the trust your child has in their current teachers and classrooms on to the next.  Prior to the transition, you will be notified in writing of your child’s successes and the need to graduate.  You are welcome to schedule a conference with either your current teachers or the next classroom’s staff to discuss your child’s needs.  The letter will inform you on how a transition works and how you can lend us a hand in making the experience a successful one. Please see the front desk for a copy of our “Transition Milestones”.
Outside Play

The State of Georgia requires two 45-minute time periods for outside play, weather permitting. Our policy is that children will be allowed to participate in outside if the temperature is above 32 degrees or below 95 degrees. Please make sure your child always has appropriate attire for both Hot and Cold weather.   If you wish for your child to stay indoors for a period, you must fill out a “Limited Activity” form with the front office staff.  However, if a child is not well enough to participate in All center activities, it is probably a best practice to keep the child at home until he or she is well enough.
Pool

Cedars Preschool is equipped with an outdoor pool.  They are open from June-August on days in which weather permits. It is fully staffed with trained Life-Guards and Swim Instructors.  

Free-Swim times will be available to all enrolled students above the age of 3 provided they can pass a 15-yard swim test.  For each child to participate they must have all items required along with a permission slip (i.e. towel, lotion, swim shoes.  These items must be purchased at the start of swim season from the center).  Please see the front desk for a complete list.
Swim Lessons will also be available for children ages 3 and above.  This will be at an additional cost, please see the front desk for further details.

Summer Camp

Summer Camp begins the first week after school ends.  It is open to all school aged children on a first come/first serve basis.  Prices will be posted and available at the front desk.  

Field Trips, Community Service Projects, Arts and Crafts, and Continued Learning projects will be the focus of this fun-filled time.  Please see the front desk for further details.

Georgia Lottery Pre-k

Cedars Preschool are proud participants in the Georgia Lottery Pre-K program.  It is fully funded by a state grant.  If your child is 4 years old or turning 4 by September 1st, he/she is a candidate for these classes.  Enrollment will be on a first come/ first serve basis and all currently enrolled students will be given and opportunity to enroll first.  Further details can be obtained at the front desk.
Parent Communications

Cedars Preschool provide many opportunities for parents to receive information on the progress of their children as well as details on other general activities that occur from time to time.  Examples of the different types are:

Daily Activity Sheets- A daily written report completed by the teacher of each classroom.  Every infant, toddler, and preschool child will receive one every day.  It provides a parent with an overview of the activities in which the child participated as well as information on meals, sleep, and toileting.  The teacher will also provide comments on the child’s progress.  Parents should check their child’s pocket folder daily for these reports and any other information.  (After School Students will receive a Weekly Activity Sheet)

Information Boards- These bulletins are in each classroom and in the front lobby.  Information is provided about upcoming school and community events.  Boards in the classroom will have lesson plans, class schedules, and attendance information.  It is recommended that parents check the boards regularly to get updates on the planned program in the classrooms.

Newsletters- Monthly newsletters are sent home to keep parents posted on school activities.  This will either be in each child’s pocket folder or emailed.
Email- The center will send out emails throughout the school year to remind and update parents on upcoming events.  Please be sure to subscribe to the center’s email system to stay current on all activities.

Social Media- Cedars Preschool are frequent users of Facebook.  Please find our page and become a fan/follower.  All are updated frequently, and from time to time you will get to see a great picture or update of your child. 

Daily Conversations- No newsletter or written communication should ever take the place of dialogue between parents, teachers, and directors.  Parents are encouraged to speak and engage teachers daily to verbally communicate how their child is doing at home, and teachers doing the same about the child’s performance at school.

Conclusion

We are proud to serve you and your family here at our center.  Our goals will always be to provide an atmosphere in which your child can grow and develop at the most appropriate pace possible by giving you and your children a safe and secure place to learn, in the cleanest facility possible, along with the finest equipment, the best in curriculum, and the friendliest staff in the area.  By focusing on these areas, we can provide each child an environment where they can learn, grow, and develop while being in a nurturing and loving environment.

Thank you for choosing Cedars Preschool.

Note-
If any discrepancy arises between this handbook and the Enrollment Agreement, the Enrollment Agreement supersedes.
Please request a new copy of this Handbook every August, when it will be updated.
I have completely read and understand the Operational Policies and Procedures of Cedars Preschool. By signing this form, I agree to abide by all policies and procedures located in this Handbook.  I also agree that I have been given a copy of the Operational Policies and Procedures Family Handbook, and a copy of this signature page has been placed in my child’s record.
Child’s Name_____________________________

Parent/Guardian Name______________________

Parent/Guardian Signature___________________

Date_____________________________________

Office Staff Signature_______________________

Date_____________________________________
