                                                                                    Parent Handbook- Salem Academy

                                                                                    Release 2007


Table of Contents

Welcome Aboard!                                                        3

Salem Academy Mission Statement                                          3

Nursery                                                                                      3

Toddlers                                                                                    4

Preschool Program                                                                    4

General Policy & Information                                        5

Hours or Operation                                                                    5

Transportation                                                                            5
Discipline                                                                                   6    
Confidentiality                                                                           6

Tuition Fees                                                                               6

Vacation Policies & Eligibility                                                  6

Dress                                                                                          7

Outdoor Play time                                                                      7

Naptime                                                                                      7

Ill Child                                                                                      8

Admissions & Enrollment                                                          8

Holidays & Calendar Concerns                                                  9

Food                                                                                            9

Signing In/ signing out                                                               10

Reporting Concerns & complaints                                             10

Welcome to Salem Academy!

Salem Academy is a unique nursery and preschool. Our program is specifically organized to meet the needs of full-time and part-time working couples, as well as single parents and their children. Salem Academy offers each child the opportunity to explore, learn, and to grow in an accepting and loving environment.

Salem Academy Mission Statement
Mrs. Jocelyn Hodge’s knowledge of childhood growth and development has enabled her to plan a program to meet the needs of all children. She has developed goals and objectives for the center which focus on areas that are critical to a child’s learning. As a parent and childcare professional with over fourteen years of experience in early childhood development, Mrs. Hodge knows that it is crucial for children to laugh, play, share, create, and assume responsibility. Various activities and materials are utilized by the Salem Academy staff to provide and improve these critical early childhood experiences and actions.

Nursery: Six (6) weeks old to one (1) year old
At Salem Academy, we strive to provide the necessary environment for children in this critical stage of development. Our infant room is filled with warmth and soft language, designed to support nurturing interaction and the opportunity to meet children’s needs within a caring relationship. Our lower teacher-to-student ratios allow Salem Academy staff to give every baby the quality care and attention that they deserve.

Parents have a responsibility to provide certain daily items for their infants. The following is a list of necessities parents must provide:

1. Formula or milk in covered bottles- labeled with your infant’s 

Name.

                  2. Bottled juice and/or water if desired.

                  3. Cereal (if appropriate) putting your child’s cereal in his/her 

                  milk bottle is prohibited by the “DHS” rules. You must provide a 

                  note from your physician before we can give it to your child.

                 4. Unopened baby food jars- Plastic ware containers of food 

                      must be dated and labeled with your infant’s name.

                 5. Diapers

                 6. Diapering supplies such as wipes ointment, powders, etc.

                 7. One or two (size and season appropriate) changes of clothes.

                 8. Crib sheets (must be changed once per week or as soiled)

                 9. Crib bumper pads and mobile or various crib toys (must be age 

                     Appropriate)

         Note: The “DHS” requires us to lay the infants on their back while 

                   their sleeping due to “SIDS” if you prepared for your child to be 

                   lay on his/her stomach while sleeping you must provide us a 

                   note from your physician. It is essential that parent provide a 

                   written description of their infant’s usual routines, position for 

                   sleeping and likes/dislikes (as known). Please updated the 

                   information as it becomes recognized.

Toddlers: twelve (12) months to thirty (30) months

The toddler’s room is also designed to provide a warm and welcoming, rich environment to support nurturing interactions and the opportunities for sensory exploration and discovery. The program is centered around individual development at the child’s natural developmental pace. 
Preschoolers: (ages 2 ½ -5 years old)

Our program is designed for children to explore and promotes creativity in child development. Preschoolers engaged in hands on learning centers, language, cognitive, science, computer, arts, music and movements, dramatic play, math etc. Our curriculum is designed to provide emotional support, such as smile or a hug to communicate and promoting positive reinforcement, teaching each child’s independence, which is necessary for creative thinking grows from feeling secure to continue to thrive academically.

Parent must provide the following items: (Make sure that all of your child’s belongings are labeled with his or her name. Please make sure that all of the item’s brought from your home such as food, clothes, blankets, toys, etc, are being placed promptly in the appropriate classroom). Salem Academy assumes NO RESPONSIBILITY for any lost property. 
1. Change of clothes (size and season appropriate)

2. Diapers and diapering supplies

3. Crib sheet for naptime and blankets

General Policy and Information
Hours of operation: We will open each weekday promptly at 6:00a.m. Children will not be accepted prior to this time. (As a safety precaution, we will conduct daily inspections prior to operation hours). We will close promptly at 6:00p.m. Parents should make every effort to pick up their children on time. Please arrange for alternative pick-up plans in the event that you get held up from meeting schedule. There will be a grace period of 10-minute grace period, in an event of an emergency however after this period, there will be a $10 charge every 5 minutes you are late.

Transportation:  When you register your child, you will be asked to fill out a “Transportation Plan”.  This should include all possible people authorized to pick up your child.  Any last minute changes or emergency pick-ups must be approved by the director or acting supervisor.  Written permission/ notification is required if your child is to be picked up by someone other than yourself.

For the protection of your child, a picture I.D. will be required when someone other than yourself is picking up your child and the teacher does not know him/her.  At no time will someone that is not listed on the “Transportation Plan” be able to pick up your child unless you have notified us either in written form or in person.

Children may not be released to anyone whose behavior may, as deemed by a reasonable person, place the child in imminent risk; provided, however, that if the agency reasonably believes that refusal to release the child could place staff or other children in imminent risk the agency may release the child, but must immediately call 911 or other local emergency services number.

Confidentiality: Confidentiality of your child’s records is upheld.  Files are open to his/her teacher, director, assistant director, authorized licensing agent, and the parents/ guardians.
Tuitions Fees: At registration, the first week’s tuition is due as well as the registration fee of $50. The registration fee and the first week payment is non-refundable. The registration fee is non-recurrent and one per family. Each week’s tuition is due no later than Tuesday of the week. A late fee of $25 will be applied to any tuition not receive on Tuesday. A $25 fee will also be applied for any returned checks. A written two weeks notice is required prior to removing your child from the Salem Academy. The notice may not be vacation.

Note: Salem Academy reserves the right to refuse admission to children tuition fees are more than one (1) week past due.

Vacation Policies and Eligibility: If your child is enrolled full time you are eligible for one week free vacation after you been with us for six (6) months. Part times are not eligible for vacation. You must provide two weeks notice prior to your vacation request.

Discipline Policy: The use of discipline is never humiliating, frightening, or physical harmful to children. Discipline is consistent and individualized for each child’s level of understanding. Salem Academy is concerned with teaching the child acceptable behavior.

1. Discipline is never associated with food, rest, toilet training, or isolation for illness.

2. Labeling of the child as “bad,” or “naughty,” etc is always avoided. Harsh or unkind phrases, such as “shut up,” are never used by an adult toward a child in the preschool. Each child is treated with respect and patience.

3. Re-direction and discussion are the methods first employed for appropriate behavior. If the child’s continues to misbehave, a time-out from the group for a period not exceeds five minutes is taken by the child. This time-out takes place in the classroom, but if needed, a teacher will take the child to the office. If the child continues to have difficulty dealing with his/her problems, the teacher, or the teacher and Director will talk with the parents so that a consistent plan may be created for helping the child develop acceptable behavior patterns.

4. If behavioral problems persist, the parents are asked to discuss what may be helpful in motivating their child to behave in an acceptable manner. When parental conferences and school efforts are exhausted, the parents may be advised that alternative arrangements should be explored. Salem Academy reserves the right to dismiss children with persistent unacceptable behavior problems. While we hope to be able to resolve all behavioral issues, we must provide a safe and nurturing environment to all of the children. 

Dress: Parents are encouraged to dress children in play clothes and tennis shoes. Daily activities include active and messy play, and the children will respond well if they are dressed comfortably. Salem Academy assumes NO RESPONSIBILITY for clothes that are damaged by art products or regular playtime activities. Please dress children in PLAY CLOTHES! 

Outdoor Play Time: The Department of Human Services requires our center to provide outside play each day (weather permitting). WE do not go outside if the temperature is below 35 degrees or above 95 degrees. No child is allowed to stay in the office or with another class during playground time. If the child has been ill and needs to be kept indoors, it is requested that the child not be brought back to the center until he/she is able to participate in all of the activities. We do not keep children indoors because of parent’s request.

Nap time: Salem Academy provides a handmade 2 inch thick mat for naptime.  We will offer a consistent time for every group.  Children unable to nap will be offered an alternative quiet activity.


At no time will a child be forced to lie down!  We will, however, encourage a quiet rest time about one hour to an hour and a half per day.
Ill Child: Temporary isolation of an ill child will be provided to protect the well children from contamination. Our staff should be notified when a child has been exposed to a contagious disease.

               Salem Academy will not keep actively sick children. It is the parents’ responsibility to make alternative arrangements in the event of illness. A child must be picked up immediately after the parent(s) have been notified of the illness. A doctor’s note is required in order for a child to return after a child has been diagnosed with the following illnesses. (NO EXCEPTIONS).
Communicable Disease: The child with a communicable disease should be kept at home. In the case of (pink-eye, ring worm, impetigo, diarrhea, vomiting, strep throat, scarlet fever, chicken pox etc).

Vomiting/Diarrhea: If vomiting occurs, your child must be at least 24 hours symptoms free before he/she can return to school. A child with diarrhea should be kept at home. If a child has more than two episodes of diarrhea at Salem Academy, or if the diarrhea cannot be controlled, the parents will be called immediately.

Medications: Salem Academy will not administer medication at all times. (prescriptions or over-the-counter). Parents can stop by anytime and give the medication to the child if needed.

Breathing treatment or Epipen: We can administer breathing treatment. A permission to administer medication form must be on file for the medication to be given and must be in the original container, have child’s name, current date and dosage to be given. The only acceptable time for giving the medication is between 11:00-12:00noon or 3:00-4:00 p.m. in the afternoon.

Epipen will only be given in case of an emergency and the center will make every effort to contact the parents immediately.

Admissions and Enrollment: In order for your child to be admitted to the center, the child must be current on immunizations and check ups-verifiable by a signed letter from the primary care provider. For children between the ages of 6 weeks to 30 months old, they must have a proof of physical before he/she can be admitted to the center. The child’s parent guardian must provide the center with a local address, phone number and transportation plan. An emergency contact must also be provided along with signed permission for the center to make provisions for emergency medical assistance, if needed. Salem Academy will assumes NO RESPONSIBILITY for any medical bills or treatment in cases that your child’s needs to be transported to the nearest hospital or emergency room. The center will call 911 for ambulance service or contact the nearest emergency room.

** No child will be allowed to attend the center without the parents/legal guardian first attending an on-site orientation. Upon completion of the orientation, the parents,/legal guardian must sign and date the Parental Acknowledgement of Orientation form and complete the registration forms.

These include but are not limited to:

State requirements for childcare providers 

Center policies

Psychosocial information

Medical information

Registration forms

Registration fee (non- reoccurring and non- refundable) $ 50

First week payment (non- refundable)

Holidays and Calendar Concerns: Tuitions must be paid in full during illness, holidays, and time-off.  We will make provisions for a two- week period per year.  Every family will have two week tuition free to allow for vacations and time- off.

Six months attendance is required to receive the first free week.  Part- time enrolled children do not have vacation; tuition is due regardless of attendance.  Our closing dates for holidays will be listed in advance to help you arrange alternative care plans.


In case of bad weather, we will make every effort to operate at our normal working hours.  Unless severe circumstances arise, we will open on time.  Tuition will remain the same if we close due to weather.  If you ever are in question, please call before coming.  

Food: We encourage you to feed your children breakfast before arriving.  However, some hectic days do not permit breakfast time.  We will offer breakfast to children who arrive between 6:00a.m. - 7:00a.m. .  There is an additional $1.00 fee, per day, for breakfast.  This may be paid daily or weekly, as desired.

Sacks are provided mid- morning and mid- afternoon.  Sometimes snacks will be part of our curriculum and children will actively participate in preparation.  


Lunch is provided daily, or parents may choose to bring a lunch (however, the brought lunch must be healthy and nutritional).  A weekly menu will be posted on Fridays for the following week’s meals.  If parents choose to bring lunch, the child’s lunch must be labeled with their name.


In cases such as birthdays or special days, parents may make arrangements to bring special snacks to the group.  Please ask your child’s teacher before bringing special treats. 

Signing in / signing out: It is mandated by the Department Of Human Services that you must sign your child in and out daily upon arrival and dismissal.

Reporting concerns and Complaints: Parents with concerns about the nursery or preschool, facilities, curriculums, or their children should report their concerns to the director or assistant director.  Parents should not take concerns to the teachers.  The directors are in a position to answer questions and react to parent concerns.
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