From the Heart Preschool & Enrichment center
Parent Handbook
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   Daily Schedule………………………………………………………………………..… i
Program TC "Program" \f C \l "1" 
From the Heart Child Care Center will offer children a structured traditional program, set in a relaxed, warm and nurturing educational environment.  

Preschool children at From the Heart Child Care Center will learn through play, exploration and experiential exercises.  Our teachers will provide a variety of “hands-on” and open ended activities that are designed to foster creative and academic thinking in young children.  Students will participate in a curriculum that includes reading readiness, writing, social studies, number recognition and math, science and nature activities, Spanish, computers, creative art activities and music.  Conversation time, stories and songs are used as a part of language development and listening skills.  Reading, writing and grammar are taught using a combination of Whole Language and phonetic methods.  We will use developmentally appropriate teaching methods to maximize each child’s potential.  Computers and technology will be taught in an age appropriate way.  In our computer lab students will learn mouse control, key boarding and programming skills.

Our field trips will expand on and reinforce concepts that are taught in our classrooms.  Students will frequently have field trips to area museums, farms, parks and other areas of interest.

Learning will take place in a culturally diverse environment with culturally competent teachers.  Social development will include sharing with others, self-respect, use of school materials, manners, and self-control.

Our facility will offer specialists and professionals, in computers, Spanish, reading, science and math and will feature a school psychologist.  Parenting classes and stress management classes will be offered.  Parenting classes are designed to encourage family participation in the educational process.
Staff TC "Staff" \f C \l "1" 
All staff members are experienced early childhood educators.  All participate in a continual program of in service educational and studies for professional advancement.  This ensures the staff remains alert to the ever-changing needs of today’s families and to the finds of current research.  All of our staff is credentialed and have First Aid and CPR certification.

Hours TC "Hours" \f C \l "1" 
The program operates year-round Monday through Friday, from 7:00 a.m. – 6:00 p.m.  Our academic program begins at 9:00 a.m.  Your child should arrive to school by  8:30 a.m.  The program will be closed during government holidays, written notice of closing shall be made to parents.

Orientation TC "Orientation" \f C \l "1" 
Each parent is asked to complete a developmental and environmental form on your child.  These forms will enable the staff to gain a better understanding of your child, thus providing a successful and rewarding experience.

During your first meeting with the school’s director you will have the opportunity to ask questions and meet with your child’s teacher.  During this time tuition, menus, hours, conferences, health, late fees, curriculum, holidays, vacation, withdrawals, progress reports, parent’s and school responsibilities, trips, transportation, children’s clothing medicines, accident reports and rules and regulations are discussed.

Admissions TC "Admissions" \f C \l "1" 
From the Heart is open to all children, regardless of race, nationality, or creed, who may benefit from our program.

Children, who are two (2) through (6) years old, are eligible to enroll in the program.

The following items must be received upon enrollment:

1. Completion of enrollment forms

2. Health statement that includes a record of up-to-date immunization and signature of the child’s source of medical care

3. Identification and emergency information

4. Parent’s Rights Notice

5. Personal Rights

6. Consent for Medical Treatment

7. Annual Registration Fee and tuition payment

8. Permission to participate in school activities and to receive emergency medical care

9. Signature on Parent Agreement Form

10. Medical Authorization

11. Earthquake Kit

Arrival and Pick-Up Procedures TC "Arrival and Pick-Up Procedures" \f C \l "1" 
All parents and other authorized persons must bring the child inside the building and sign the child in on the electronic keypad with their Personal Identification Number (PIN).  The child must also be signed out on the electronic keypad in the afternoon by an authorized person with their PIN.  Only individuals listed on the Identification Form are allowed to pick the child up from the Center.  Individuals without a PIN will not be allowed to remove child from the center
Registration TC "Registration" \f C \l "1" 
There is an annual non-refundable registration fee that shall be paid upon enrollment.  Students who plan to continue in our program for the upcoming school year will be required to pay the annual fee again the first week of August.

Registration & Tuition Fees TC "Registration & Tuition Fees" \f C \l "1"  

Monthly:  Tuition/childcare fees are due on the first of each current month and are considered late* after the 5th of each month. 

It is advantageous to pay tuition monthly as some months may have 5 weeks.  Parents who pay monthly will realize a savings in tuition fees. 

Bi-Weekly:   Tuition/childcare fees paid bi-weekly are due the first Monday of the two- week period and are considered late* if not received by Tuesday of that week by 6:00 p.m.  

Tuition is based on enrollment, not attendance.

*A Late Tuition Fee of $25.00 will continue each week until balance is current.  

NO REFUNDS ARE GIVEN FOR HOLIDAYS OR ILLNESS. Credit for unused time will not be transferred to the next month.

Registration Fee

1 Child 

$200
Multiple Children
$250
Tuition:


Preschool & Kindergarten
$835/month

Non-Potty Trained

$875/month 



Payment Procedures TC "Payment Procedures" \f C \l "1" 
From the Heart Preschool is pleased to offer MyProcare, a free online portal for you to access account information and easily pay tuition. MyProcare is safe, secure and created with your convenience in mind. You can view your child’s schedule, time card, immunizations and more.  Use the Pay button to make a payment with your card. 
Returned Check Policy TC "Returned Check Policy" \f C \l "1" 
A $40.00 fee will be charged for each returned check.  If we receive more than two returned checks from anyone we will no longer accept personal checks from that person.  “According to Chapter 522 California Civil Code 1983, any person who writes a check that is dishonored for lack of funds is now civilly liable and can be sued for 3 times the amount of the check or $100 – whichever is greater – in addition to the face value of the check plus court cost and service cost”.

Vacation TC "Vacation" \f C \l "1" 
Kindly notify us two weeks in advance if you will be taking your child out for vacation.  You are allowed one week of vacation without pay during the year.  For times when your child will be out longer than the one week allotted per year, parents are asked to pay in advance ½ of your child’s tuition fee for each week of absence.  This will assure your child a space when they return. 

Late Pick-Up Fee TC "Late Pick-Up Fee" \f C \l "1" 
Unfortunately we must impose a late pick-up fee, for those children picked up after 6:00 p.m.  After 6:00 p.m. there will be a late pick-up fee of $25.00 with an additional $1.00 charge for every minute after 6:01 p.m.  The late fee must be paid within 24 hours of notice from the school.  If the fee is not paid your child will not be admitted to the school until the fee is paid.

Withdrawal from Program TC "Withdrawal from Program" \f C \l "1" 
If a child needs to be withdrawn from the program, thirty day written notice is required.  Two weeks tuition is payable upon a child’s withdrawal from program, if advance notice is not given.  Unpaid fees may prevent your child’s school records from being released.

Parent’s Rights TC "Parent’s Rights" \f C \l "1" 
Parents or guardians, upon presentation of identification have the right to enter and inspect the child care facility, in which their child(ren) is receiving care, without advance notice to the provider.  Entry and inspection is limited to the normal operating hours while their child(ren) is receiving care.

The law authorizes the person in charge of the child care facility to deny access to a parent/guardian under the following circumstances:

a) The parent/guardian is behaving in a way which poses a risk to children in the facility, or

b) It has been requested in writing that a parent not be allowed to visit the child or take the child from the center provided that the custodial parent has shown a certified copy of a court order stating the aforementioned. 
Termination of the Agreement TC "Termination of the Agreement" \f C \l "1" 
This agreement shall be terminated if any one of the following occurs:

1. Serious illness of the child, preventing school attendance

2. The parents or guardians of the child allow their account to become delinquent

3. Continual late pick-up

4. Continuous violation of school policies

5. The schools inability to meet the needs of the child

Confidentiality of Records TC "Confidentiality of Records" \f C \l "1" 
Children’s records are open to the child care staff, the director, an authorized employee of the licensing agency, or the child’s parent or legal guardian.

Communication with Parents TC "Communication with Parents" \f C \l "1" 
Parents are informed of the activities of the preschool through newsletters and the parent information board.  The newsletter will include activities, field trips and suggestion for parents. The parent information board will also be posted with current events and other vital information.

Parent-Teacher conferences will be scheduled quarterly and more frequently if needed.  Parents are encouraged to observe their child at school and at home prior to the conference.  Conferences will be set up in advance.  Parents are welcome at any time to discuss any special concerns with the director.

It is important to communicate to the director or staff any changes in your marital status, the child’s routine, the child’s living arrangements, death of a family member or beloved pet.  These events many times have a direct effect on your child and may affect their behavior, and emotional well being.   If we are aware of these events we are better able to address any issues that may arise or give your child additional attention while they are making difficult transitions.

From the Heart believes in protecting the confidentiality of all the families who choose to use our services.  We want you to know that we will not discuss the affairs of families in casual conversation within the center or in any inappropriate way at any time.

Progress Report TC "Progress Report" \f C \l "1" 
A progress report will be completed for each child.  This report is given on a 12-week basis.  It is designed to inform and aid the parent and school to help your child to be successful as an individual.  Each child is encouraged to progress at his own rate of speed toward enriched experiences, self-discipline and the ability to make choices.

Progress Report (continued)

Parents are encouraged to visit the preschool at anytime.  If the staff is not free to talk with you, please understand that the children come first.  The staff will be happy to talk with you at a time that is convenient for both you and the staff member. 

Parent – School Involvement TC "Parent – School Involvement" \f C \l "1" 
Parent meetings will be held monthly – usually the third Tuesday of each month.  Parents are encouraged to participate.  Parent meetings will cover a variety of topics from curriculum development, age appropriate behavior, assessing children’s development to handling stress as parent.  Guest speakers such as psychologist, doctors, and professors will lead topics of discussion.  Please see parent boards and calendars for featured topics.  Suggestion for guest speakers and topics are welcome.

Morning Inspection TC "Morning Inspection" \f C \l "1" 
The staff at From the Heart Childcare must make adequate provision for the protection of the health of all children coming into our care.  Parents, please check you child for illness symptoms before leaving home in the morning.  We hope that such an inspection will save you time and expense in going to work and having to return to pick up your ill child.

All minor scratches and accidents during the course of a normal day will not be deemed as negligence or willfulness of the school, teacher or student.

“Ouch Reports” – are given to the parents any time an accident occurs however minor.

Illness Reports – are given to parents when called to pick up a child.

Health TC "Health" \f C \l "1" 
Only children who are in good health may be brought to the Center.  All children will play outdoors daily, weather permitting.  Please do not ask us to keep a child inside because of cold or other illness.  Parents are responsible for sending suitable clothing and footwear to maintain good health during outdoor play in all weather conditions.

Children entering a new child care setting will sometimes seem to catch every illness that goes around for several months.  This is because with each new social experience, children encounter a new variety of exposures for the first time.

1.
Health Information 

Each child must have on file a health statement, and a record of up-to-date immunizations signed by the child’s source of medical care. 

2.
Exclusion of Sick Child 

No child who arrives at preschool 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 will be notified immediately 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.  An ill child will not be allowed to return to preschool until the period of contagion has passed.  When a child has been out due to illness for five days or more, a re-admission statement from a physician or Health 
Department is required.

Whenever your child has experienced any of the following symptoms within the previous 24-hour period, you are expected to make other child care arrangement for the comfort of your child and the welfare of the other families who use the center:

· Fever 

· Diarrhea – two or more instances within a half-day may be assumed to contagious unless determined by doctor not to be so.

· Vomiting

· A contagious condition of any kind, including but not limited to, strep throat, flu, conjunctivitis, infectious rash, measles, mumps, chicken pox, scabies, etc.

· Pronounced or persistent coughing, or sore throat.

· Unusual or excessive mucous discharge

· Inflammation of the eye

· Rash of an unidentified source.

Please remember that all symptoms must have disappeared at least 24 hours before your child returns to the center.  It is not acceptable for parents to give a child medicine with the intent of masking symptoms so that the child may enter the center.  Parents are expected to exercise good judgment by keeping children home while ill and seeking medical attention as necessary.
3.
Emergency Authorization

The preschool must have on file for each child a signed Permission for Health Care authorizing emergency care and transfer of medical records to the local hospital.  Emergency numbers for reaching the parent or guardian and another authorized person will also be on file.

4. Emergency Procedures

The child’s parent or guardian shall be notified immediately in the event of a serious accident or illness requiring emergency care.  First aid shall be administered by qualified staff member.

The 911 emergency number is posted by the telephone.  The local rescue squad or ambulance service shall provide emergency transportation; the local hospital shall provide emergency care.

In the event that a child is transported to the hospital, their health summary and signed permission for health care shall be sent along.  A staff member shall accompany the child until arrival of the parent, guardian or authorized person.

An accident report shall be completed for each accident except minor scratches and abrasions.  The report shall be made as soon as possible following the accident and no later than the same day.  The original report shall be filed in the child’s file, a copy shall be filed with the appropriate licensing agency and a copy shall be given to the parent. 

Medication TC "Medication" \f C \l "1" 
We will administer prescription medication from your child’s physician. Parents must sign a form daily granting us permission to administer your child any medication.
Child Abuse TC "Child Abuse" \f C \l "1" 
The protection of the welfare of children is From the Heart’s first job.  Whenever circumstances suggest a reasonable suspicion of child abuse or neglect, these circumstances will be reported immediately to the proper agency, as determined by the licensing regulations within the applicable jurisdiction.  The legal requirement for reporting does not usually include prior notification of parents by the center.  We are willing to work with parents to help prevent child abuse and neglect.
Birthdays TC "Birthdays" \f C \l "1" 
We celebrate birthdays during the afternoon snack period.  You are welcomed to send a cake or cupcakes as well as ice cream, themed paper plates, spoons, etc.  The staff will add songs and games to make this a special time for your child.

Nutrition TC "Nutrition" \f C \l "1" 
Children at From the Heart are furnished a breakfast consisting of at least two items from two of the four basic food groups.  Breakfast will be served to any child arriving before 8:20 a.m.  We also serve a nutritious mid-morning snack at 10:00 am as well as an afternoon snack at 3:00 pm. The preschool provides a hot well-balanced lunch at 12 noon each day.  Dietary restrictions and allergy restriction will be followed if noted in child’s file.  Menus are posted weekly on the bulletin board in the reception area.

Because we provide nutritious meals and snacks there is no need for our menu to be supplemented by outside food.  Please do not send your child with food from home unless it is requested by the staff.  
In accordance with Federal law and U.S. Department of Agriculture policy, From the Heart Preschool, is prohibited from discrimination on the basis of race, color, national origin, sex, age, or disability.  From the Heart Preschool in an equal opportunity provider  & employer.
To file a complaint of discrimination, write USDA, Director, Office of Civil Rights, 1400 Independence Avenue, SW, Washington, D.C. 20250-9410 or call, toll free (866) 632-9992 (Voice). TDD users can contact USDA through local relay or the Federal relay at (800) 877-8339 (TDD) or (866)377-8642 (relay voice users). USDA is an equal opportunity provider and employer.

Rest Time TC "Rest Time" \f C \l "1" 
The children will be provided with an opportunity to nap on a mat provided by the preschool.  Each child must have a sheet and small blanket for rest time.  Sheets and blankets will be sent home weekly for laundering.
What to Wear to School TC "What to Wear to School" \f C \l "1" 
Think of your child’s comfort – and provide simple clothing that is free of complicated fastenings.  Think of the messy art materials and other messy activities – and provide clothing that is washable.  Think of our playground and provide clothing that is sturdy.

Finally, think of our collection of unlabeled, unclaimed clothing – and put labels on all outer garments, including hats and boots.  If you do not have commercial labels, use adhesive tape.
Extra Clothing TC "Extra Clothing" \f C \l "1" 
It is a good idea to leave a complete extra set of clothing including socks and underwear at the preschool.  All clothing must be labeled with children’s name.  These garments should be kept at school at all times.  We are not responsible for garments not properly labeled.  

School T-Shirts TC "School T-Shirts" \f C \l "1" 
School T-Shirts are available for parent to purchase for their child, which are required for all field trips

Field Trips TC "Field Trips" \f C \l "1" 
An important part of From the Heart Pre-School curriculum is exposing the children to many varied experiences within the community; therefore a number of field trips are built into the Program.  Parents are invited to accompany us on all trips.  During the summer most trips are planned for the school as a whole.  Transportation is usually by bus.  Fees for field trips generally consist of bus expenses and admission to event or venue.  Parents wishing to go by car on trips must remember that we will not be held liable.  Children will not be allowed on trips without consent of parent, emergency treatment form and field trip form.  These forms will be taken on all trips.  “From the Heart Child Care” T-Shirts are required wearing for children and parent attending.
Pictures TC "Pictures" \f C \l "1" 
Twice a year individual and group pictures are taken of your child by a professional photographer.  Photos are priced at a discount to the parents and purchase is optional.  

Fund Raiser TC "Fund Raiser" \f C \l "1" 
The center will hold two fundraisers per year.  Every parent is required to participate by  selling or buying the dollar amount of the fundraiser product.  The specific dollar amount will be set by the Center, based upon the particular fundraising event.

Extra-Curricular Activities TC "Extra-Curricular Activities" \f C \l "1" 
Beginners and advanced lessons for groups or individuals are offered.

Music




Dancing

Swimming




Karate

Holiday Closures TC "Holiday Closures" \f C \l "1" 
January


New Year’s Day
January


Martin Luther King’s Birthday

February


President’s Day
April


Cesar Chavez 

May


Memorial Day

July


Independence Day

September


Labor Day (1st week in Sept.)

October


Indigenous People Day
November


Veterans’ Day

November


Thanksgiving Day

November


Day after Thanksgiving

December


Christmas Eve

December


Christmas Day

December


New Year’s Eve

Discipline TC "Discipline" \f C \l "1" 
Acceptable behavior is encouraged by giving positive verbal rewards.  This reinforces a child’s good feeling about his/her behavior and serves as an example to the other children to act in such a way as to receive this praise.  Asking a child to stop and think about his/her unpleasant behavior enables that child to work at self-control.

For a child not cooperating in a group listening situation,  the child is seated by a teacher and reminded of acceptable behavior.

Removal from the group for a period of time is the next tactic used for a child who continually demonstrates unacceptable behavior.  This time is not a punishment, but rather a time when the child may calm down, remember what behavior the teacher is asking for, and decide for him or herself when he/she is ready to rejoin the group with appropriate behavior.

Corporal punishment is not an accepted method of dealing with young children’s behavior.  Children will not be hit, slapped, or spanked in any manner while attending “From the Heart Preschool”.
If behavior problems persist, the parent must attend a conference to discuss what may be helpful in motivating the child to behave in an acceptable way.  It may be suggested that the child be involved in a behavior modification program, with the parent having the option of being involved in the process as well.

Emergency Preparedness TC "Emergency Preparedness" \f C \l "1" 
In the event of a natural disaster or a similar emergency, a written disaster and emergency preparedness plan is maintained at the center which specifically outlines a course of action for the following areas:

1. Designation of administrative authority and staff assignments

2. Contingency plans for fires, flood and earthquakes:

· Means of emergency exit

· Emergency transportation arrangements

· Means of contacting local agencies, including fire department, law enforcement, civil defense and any other disaster authorities.

· Means of contacting parents or other designated adults

Earthquake Kit TC "Earthquake Kit" \f C \l "1" 
As you are undoubtedly aware, living in Southern California brings with it the possibility of Earthquake.  We need to be prepared for your child’s comfort and safety in the event of a major Earthquake.  We will need food, and emergency records that are current.

Our intention is to be as prepared as possible if this should occur.

Earthquake Preparedness (continued)

In order to enable us to provide emergency care, please read and follow the directions below:

1. Make sure your emergency records are current, consider carefully the list of authorized persons.  We will not release your child to an unauthorized person.

2. Please place the following in a gallon size zip-lock bag, and write your child’s name on it with permanent marker.

· Plastic spoons.

· Food that your child WILL EAT.  Remember, nothing will be heated and all items should be capable of being opened without a can opener.

· Some suggestions:  (non-perishable items only) fruit juice in cans, Vienna sausages, small cans of fruit or pudding, fruit cocktail.
DO NOT SEND fruit rolls, cheese and crackers, dried fruit.

In the event of an Earthquake, all of us will do the best we can to comfort your child until you arrive.

Commendation TC "Commendation" \f C \l "1" 
A great form of  recognition for employees is to receive a compliment from someone whose life they have touched.  To this end the From the Heart encourages parents to write commendations for teachers  who perform their duties admirably. Commendations can consist of an appreciative phone call to the administrator or a simple note recognizing a teacher’s outstanding performance.  A copy of the recognition will be placed in the employees personnel file.
Complaints TC "Complaints" \f C \l "1" 
From the Heart is committed to providing a high standard of quality care for all children within our care. If you have any concerns with any aspect of your child's care, then please speak to your child's teacher; or if you feel this is inappropriate, then please speak to the administrator. 
If you have a complaint regarding a member of staff, please report it directly to the administrator.  Each complaint will be responded to in a timely manner, as your concerns are important to us. 

There are several ways you can contact us by phone (310) 677-2771, by e-mail at our website www.fthpreschool.org, by dropping a note in the small school house located next to the parent’s bulletin board or by writing to us at:1061 E. Hyde Park Boulevard, Inglewood CA 90302.
Modification Clause TC "Modification Clause" \f C \l "1" 
These policies and agreement may be modified whenever any of the policies and agreement changes.  Such modifications may only be in writing, and must be signed and dated by the parties involved in order to be effective.

[8/31/2017]


[From the heart preschool]


[1061 E. Hyde Park Bl, Inglewood CA 90302]
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