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INTRODUCTION


The purpose of this handbook is to provide parents with information pertaining to the Covenant United Methodist Church Preschool Ministries program and policies.  From time to time you will receive additional data to keep you well informed.
"Behold, children are a gift of the Lord"  (Psalm 127:3).

WELCOME

For twenty-nine years Covenant United Methodist Church has pioneered and provided preschool training for families in and around Lafayette.  Our curriculum is custom designed for the children we serve.  Our program is a source of great pride and product of much work and planning.  The Preschool’s success is due to a hard working and creative group of teachers and administration.  Covenant UMC is pleased to share such a program with you and your family.  


The preschool program is one of several offerings the church seeks to share.  Covenant offers two worship services on Sunday mornings:  




   9:00 a.m. 
Traditional Worship



 10:10 a.m.
Sunday School



 11:00 a.m.
Contemporary Praise Service
We also provide:

· Child Care in our nursery for children under three during all our Sunday and mid week opportunities.

Sunday Morning

· Early Christian Awareness: music and play for our nursery age children with a short program that teaches our children the love of God during our Sunday school hour.

· Sunday School: age appropriate classes for all school aged children and parents.

· Children’s worship- preschool through third grade are dismissed during our worship services to worship in age appropriate lessons and activities

Sunday evenings

· Mission Kids: on first Sunday of the month, 1st-6th graders meet for a mission centered program -3-5 PM

· Club 456: on the other Sundays, 4-6th graders meet for Bible Study, mission projects and games

Mid-Week

· Midweek during the school year each Wednesday, we have family time around the dinner table, with worship, study, Bell Choir, Praise Band practice, and Children’s Music time following.

Welcome to Covenant United Methodist Church, a church that is building families and families are building!

COVENANT DIRECTORS

Kim Havard, the Preschool Ministries Director, has previously worked in education for over ten years, working with children through twelfth grade. She also brings to the position several years of experience as a Pastor in the United Methodist Church, as well as a number of years in the corporate sector. These experiences together will allow her to bring this ministry forward into the future, focusing on a foundation of love and learning for your children.  Kim is a native of Louisiana, has two grown children and three grand-dogs!

Amy Rizzuto, the Preschool Ministries Assistant Director, has been teaching at Covenant for the last year and a half. She has served on our Preschool Board for the past three years. Amy graduated from UL with a degree in General Studies and Education. Amy has been married to Greg for 12 years and they have two children, Jillian, 7, and Joseph, 3. Both children have attended Covenant. 

COVENANT TEACHERS

Our Mother’s Day Out Teachers are conscientious in regard to their duties. They maintain high moral standards and realize the privilege that God has afforded to them in working with His precious children. Their love and concern for the children and for each other is a true blessing here at Covenant.

All teachers are CPR certified and receive their certification in health and educations hours yearly.

The Preschool Ministries Directors and Staff Members want parents to know that we care about them and their children.  In the Mother's Day Out (MDO) Program we want the children to feel secure and loved and enjoy their experiences with us.  Our staff is eager to share loving care and guidance with your child.  We want our parents to feel confident with their choice in our service.  This handbook of our policies is provided to help you understand our program.

Mother’s Day Out Staff

Nursery: Donna Wiggins and Carolyn Gates

Nursery Floaters: Sue Eddy, Kendra Domingue

Toddlers: Stephanie Weaver, Trisha Haley

Younger 2’s: Megan Hunter, Dana Hebert

Older 2’s: Robin Stokes and Ashley Mallory

2’s Floaters: Ashley Mallory and Mona McRae
HOW PARENTS CAN HELP

Talk about the program in a positive manner.  If your child cries when you bring him/her to class, please leave the child with his/her teacher as soon as possible.  Children usually stop crying as soon as the parent leaves and the teacher gets the child busy in an activity.  If crying persists, parents will be informed.

Bring your child to MDO no later than 9:30 to avoid disruption to the schedule.

All items must be labeled (this includes diapers, sippy cup, light blanket for nap, diaper bags, bottles and covers, etc).

Remember that all children entering the MDO program must be comfortable taking a bottle. Children who are exclusively breast fed cannot enter the program.

If you must pick your child up prior to 2 PM, please pick up children in the nursery by 11:30 and toddlers and two’s by noon.

2010 - 2011   Covenant MDO Calendar
	MONTH
	DATE
	DESCRIPTION / HOLIDAYS

	August
	23
	Mother’s Day Out/ Preschool

Monday-Wednesday-Friday Open House



	
	24
	Mother’s Day Out/Preschool

Tuesday-Thursday & 5-Day Open House



	
	25
	First Day of school for M-W-F & 5-Day classes



	
	26
	First Day of school for T-Th classes



	September
	6
	Labor Day (NO SCHOOL)



	November
	22-26
	Thanksgiving Holidays (NO SCHOOL)



	December
	20-31
	Christmas Holidays (NO SCHOOL)



	January
	3
	Return to School



	
	17
	Martin Luther King Day (NO SCHOOL)



	March
	7-11
	Mardi Gras Holidays (NO SCHOOL)



	April
	22-29
	Easter Holidays (NO SCHOOL)



	May
	12
	Last Day for Tuesday-Thursday



	
	13
	Last Day for Monday-Wednesday-Friday




If we need to close because of bad weather (hurricane, flooding, ice, etc.) we will do our best to notify you through the news media.   If in doubt, please call the school or come by to pick up your child.
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Admission and Registration Policies

During registration, the following criteria will be observed in the order of priority:


A.
Children of members of the Covenant United Methodist Church.


B. 
Children presently enrolled in the preschool or MDO program and   their siblings.


C.
All other children.

When vacancies occur, children will be accepted who are on the waiting list for their appropriate age group in the order in which they applied.

We reserve the right to accept or reject any applicant and to determine a child’s continuing acceptability.

Ages of Children in Mother's Day Out

We accept children into the program from the age of 6 months to 3 years.  We welcome children of any race or religious belief.  Children are divided into groups according to age.  The teacher tries to conduct activities that are appropriate for their age-specific group.  Because of limited class size and the ages of all children enrolled it is not always possible to group “friends” together.  Please understand that we have to consider all children enrolled.

Registration  Requirements

    1.    All required immunizations



A)  DTP



B)  OPV



C)  MMR



D)  HIB Vaccine



E)  Chicken Pox Vaccine

    2.    Immunization record from child’s physician.

    3.
Registration is not complete until the Registration fee has been paid.

Discrimination Statement

We do not discriminate on the basis of race, color, creed, sex, national origin, handicapping conditions or ancestry.

Payments And Late Fees

Registration and tuition fees for Mother’s Day Out are as follows: 

	PROGRAM
	REGISTRATION
	MONTHLY TUITION



	2 DAY
	$120.00
	$150.00

	3 DAY
	130.00
	215.00

	5 DAY
	175.00
	340.00


Payment is due on the 1st of each month.   A $10.00 LATE FEE WILL BE CHARGED FOR PAYMENTS RECEIVED AFER THE 10TH.  A $20.00 fee will be charged for all returned NSF checks.  

Full payment is due each month, regardless of the number of days expected to be in attendance.  No adjustments will be made in the tuition for illness, vacation, transfer or holidays.  Days cannot be exchanged or made-up.  The reason for this policy is simple: we are a non-profit organization. Expenses are budgeted on a yearly basis and divided into monthly costs.

If your child is absent, you are still responsible for the month’s tuition, unless you want to give up your child’s place in the program. Once you have relinquished your child’s place, he/she may return only if there is an opening. There is usually a waiting list for all MDO classes.

PLEASE MAKE CHECKS PAYABLE TO COVENANT PRESCHOOL.

Tuition payments are due September - May.

Withdrawal From Our Program

You must notify us at least two (2) weeks in advance if you plan to withdraw from our program.  You must pay two (2) weeks tuition after you give notice that you’re dropping out of the program.  Come into the preschool office to fill out a drop form.  
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Hours & Late Pick up Fees
MDO is open from 8:30 a.m. to 2:00 p.m. Monday through Friday during the months of August - May.  Children are not allowed to enter the classrooms before 8:20 a.m.  All children should be picked up by 2:00 p.m.   Children not picked up by 2:00 p.m. will go to Stay and Play and will be charged $3.00 per hour.  The clock in the preschool office will be the standard time in such cases.  Please call the school if you are unavoidably delayed so that we can reassure your child that everything is okay.  Children are usually frightened when they are not picked up on time.  The Director has the option to waive the fee when circumstances appear to be beyond the parent’s control.

Please have your child in his / her class no later than 9:30 in the mornings.  If you habitually bring your child late in the mornings, the Director has the right to remove your child from the Covenant MDO Program.

Extended Hours

It is possible to arrange for early and late care through Covenant Church.  Call the office for details.

Sign In Sheet

Please sign in each day you leave your child and provide a phone number where you can be reached and/or a number where your spouse or relative can be reached.  The sign in sheet is on the ledge of the nursery door.

Emergency Card
An emergency card must be on file in the office with current phone numbers so that we can reach parents or guardians in case of an emergency.  Please list work numbers, pager, cell phone numbers, etc.  Please update as needed.

Included on these cards are the names of persons that have permission to pick up your child/children.
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Drop Off and Pickup Procedure

Please do not park in the handicapped parking area UNLESS YOU ARE A HANDICAPPED PERSON.  Drive SLOWLY and CAUTIOUSLY in the parking lot.  Remember, small children are unpredictable.  Watch for children coming from behind and in between cars.

The bottom part of the classroom doors will remain locked.  When you bring your child, someone will be waiting to take him/her and their bag.  At pickup time, your child and his/her bag will be handed to you when you arrive at the door.  No one except Mother's Day Out workers will enter the Mother’s Day Out rooms.  This is necessary for the safety of the children.

Our experience over the years has indicated that the best approach for moms or dads to take when dropping off their child is to hug the child and reassure him/her that you will be back later to pick them up.  Then leave promptly.  It is very difficult for the MDO workers, who are busy caring for the children, to stop and chat with the moms at drop off and pickup times.  If your child was upset when you dropped him off, you are welcome to call later and check on him/her.  If a child remains upset for any length of time, parents will be called and advised.   You may call anytime during the day and speak to your child's MDO teacher or to anyone in the office.

During stormy weather, please call the preschool office when you arrive in the parking lot and we will bring your child to the back door to be picked up under the covered drive.   This is normally for Preschool pick-up only, so please remain in your car and be patient.  Never park under the covered drive-through to come into building.  (Please advise sitters, grandparents, etc. of this policy).

Pickup By People Other Than Parents

For safety reasons, we require written permission if anyone except the child's parents will be picking them up on any given day.  You must list the names of everyone who is allowed to pick up your child on their yellow information card in the office.  If someone not listed on your child's card arrives to pick up your child, we must have a note written and signed by the parents.  We WILL NOT  release a child without WRITTEN permission from the parents.  We cannot accept phone calls for this purpose unless you have authorized someone to pick up your child by listing his/her name on the yellow information card.

Drop - in service

If you would like to bring your child to MDO on any day other than their regular day, call the office that morning (after 9:30).  If space is available, the charge is $20.00 per day.

If your child is going to be absent, please call the office so we may notify anyone that needs to come to MDO for an extra day.

What to Bring

ALL ITEMS MUST BE LABELED
1. Older children:  

· Sack lunch including a beverage.  Please do not send rice.  (A mid-morning snack and milk are provided by the program).   

· Empty “sippy” cup.  

· NOTE: DO NOT send food that needs to be heated.  We prefer finger foods in order for the teachers to begin helping the children to feed themselves.  

2. Infants:

· plastic bottles

· bib

· baby food, spoon, cup

· pacifier with pacifier clip attached

· other personal items baby needs to be comforted (special blanket, etc).  

· NOTE: Children in the Nursery may bring food to be heated in the microwave.  


3.  Disposable diapers.


4.  Change of clothes including extra underwear and socks. 

           5.  For safety and sanitary reasons, children need to wear closed-toed shoes.    

                NO CROCS, SANDALS, FLIP FLOPS OR BOOTS OF ANY KIND.


6. Sleeping bag or mat (toddlers and up) for quiet time (12:00 - 1:30). 

If you do not wish your child to nap, please observe the following pick-up times:  Nursery at 11:30; Older children (Toddlers and 2’s) at 12:00

SAMPLE   CLASS   SCHEDULE

This is a sample schedule only. Classes with children who need diaper changes and bottles must be flexible.
	8:30 -  9:00
	Arrival Time



	9:00 -  9:35
	Play Time



	9:35 -  9:50
	Snacks



	9:50 - 10:10
	Restroom



	10:10 - 10:30
	Art Project



	10:30 - 11:00
	Play outside or games inside



	11:00 - 11:30
	Music / Storytime



	11:30 - 12:00
	Lunch



	12:00
	Restroom



	12:00 -   1:30
	Nap



	1:30 -   2:00
	Juice/Restroom/Playtime



	2:00
	Pickup Time




Illness  Policy

DO NOT bring your child to MDO if he/she exhibits any of the following symptoms of illness:

· fever in the last 24 hours


· a heavy nasal discharge

· unusual rash or open sores


· head lice

· diarrhea or upset stomach


· red, runny eyes:  "Pink eye"

EXCEPTIONS TO THE ABOVE:   clear nasal discharge due to allergies
No child who arrives at Mother’s Day Out noticeably ill, with a rash, or with a fever will be admitted for that day.  Should a child become ill during the day, the parent is notified immediately.  The child is taken to the office and remains there under adult supervision until the parent or authorized person arrives to take the child home.

In the event a child contracts a communicable disease and exposes the other children, notice of such exposure will be posted, and parents will be notified when they pick up their children.  The ill child will not be allowed to return to preschool until the period of contagions has passed.

Please remember, after an illness, resistance is low.  Give your child a few extra days to fully recover.  The parent should contact the teacher or director immediately if the child contracts a contagious disease.  We require a doctor’s excuse stating that a child is no longer contagious when returning to MDO.  To help us control the spread of germs, parents are required to wash their children’s hands upon entering the center.  This is a state health regulation.

Medication

Medications are not administered except in rare circumstances.  In these circumstances a written instruction form must be provided and signed by the physician and parents and agreed to by Covenant Preschool Staff.

If the students must have medication ordered “as needed”, or 3 to 4 times daily, the parent will be required to come to school to administer the medication.

NOTE:  Diaper rash ointment is considered an “administered medication”.  Please send a small tube with your child’s name and directions and fill out a form (available in the office) giving us permission to use it.

Soiled Clothing

Underwear and clothing that is soiled during “bathroom accidents” will be sealed in a plastic bag and sent home.  We will not rinse clothing out at Covenant to help avoid spreading any contamination.

Milk Policy
We are required by law to serve milk each day.  Please send a note from your physician if your child cannot tolerate milk. 

NOTE: This does not apply to formula fed babies.

Breakfast

Children must eat breakfast before coming to Mother’s Day Out.  The teachers are busy welcoming and comforting children, putting their bags away, sorting lunches, etc. and do not have the time to serve breakfast.  Other children/babies do not understand why they’re not being fed.  For these reasons we must insist that children be fed breakfast at home.  Please do not ask for exceptions to be made.
Snacks

We provide a simple morning snack and milk.  Please advise us of any food allergies. 

Personal Toys

Please DO NOT allow your child to bring personal toys to MDO.  Toys brought to class will be picked up by the teacher at the start of the day and returned to the child when you pick them up. Remember that if a teacher must take away a toy from a child, it might make for a very unhappy day.

Birthdays

Birthdays may be observed by the class upon making arrangements with the child's teacher.  We enjoy making their day really special.  Please do not bring gifts.  We prefer that you send cookies or small cupcakes, as they are much easier to handle than pieces of cake.

Discipline Policy

We view discipline as careful, loving, firm training in the directions we want a child to go.  It is a process which takes time.

We will at all times try to:

· Praise a child for being good

· Speak softly and respectfully to the child

· Take all aspects into consideration (is the child tired, hungry, etc.)

· Speak directly to the child (stoop down to his/her level)

Steps Taken for Inappropriate Behavior

1. The teacher will talk with the child and give guidance in correct behavior.

2. The teacher will give the child an opportunity to exhibit the appropriate                    behavior.

3. If the child is still unable to choose appropriate behavior, the teacher will sit the child away from the group for a specified amount of time (age appropriate).

4. If this procedure is not successful, the teacher will separate the child from the group by bringing the child to the Preschool office.

5. Ms. Kim Havard, Director, will listen to the child and then discuss appropriate behavior in a firm but loving manner.  If this procedure is successful, the child may return to the group.

6.  If the situation repeats itself, the parent will be notified.

A Teacher is Not Allowed to:

· Raise voice to a child.

· Put a child in the hall or other places where he/she would be out of sight.

· Deprive a child of meals, snacks, or drinks for disciplinary reasons.

· Use any form of physical or corporal punishment.

· Use any form of verbal abuse or threats.

· Make derogatory remarks about family members of the child or the care of the child.


· Allow a child to discipline another child.

Biting Policy

Babies may bite to “experiment” or to relieve teething pain.  Young children occasionally bite out of frustration and sometimes out of anger.  Some children become “problem biters”.  The teachers will try to determine the cause of biting.  After administering First Aid care to the child that has been bitten, we will evaluate the situation and determine what discipline should be administered, if any.  Parents of the child that bit and of the child that was bitten will be notified.  If the bite breaks the skin, parents will be called within thirty minutes.  The caregivers will closely monitor children that are biters.  We will document every occurrence.  If the biting behavior continues parents will be called in for a conference.
Statement on Child Abuse and Neglect

Any suspected abuse and/or neglect of a child on a daycare center must be reported in accordance with Louisiana Revised Statutes 14:403.

Daycare license laws
Covenant Preschool Ministries has a Class B Daycare license.  We abide by all laws and regulations set forth by the State of Louisiana.  Fire drills are conducted once each month.

U. S. Consumer Product Safety Commission

Parents should periodically check the CPSC website for recalled consumer  products.












