New family orientation


Welcome and tour of facility, including safety & security, building access

Introduction to Administrative staff, teaching staff and resource persons

Review and highlight Family Handbook, which includes:


Program philosophy


Curriculum goals & objectives


Inclusion of children with differing abilities and from different backgrounds

Open door policy


Guidance policy


Family & staff partnership which includes conferences, home visits, 

communication in appropriate language

Health, safety and nutrition policies and procedures


Exclusion policies


Medication administration


Emergency Response Plan


Snack & lunch, nutrition guidelines


Rest time

Conflict of interest policy

Confidentiality policy

Grievance procedures

Schedules including drop-off, pick-up, early & after care arrangements

Field trip expectations

Specialized consultants available to staff & families, Release of information form

Payment of tuition expectations

Questions, comments, further clarifying information

MISSION STATEMENT

     A Child’s Garden Preschool, a non-sectarian community outreach program of First Presbyterian Church, is committed to providing a developmentally appropriate learning environment for a diverse population of young children ages 10 months through pre-Kindergarten.  The professional staff understands and is sensitive to the individual needs, cultural heritage and identity of each child.

When requested, A Child’s Garden will make every effort to translate this Family Handbook and other information into a language the family understands.
SCHEDULE/CALENDAR

     A Child’s Garden follows an academic calendar, which typically parallels the traditional Albuquerque Public School (“APS”) calendar for breaks and holidays. The first week of the published APS schedule is used for preparation, orientation and home visits.  A summer program is offered in June and  part of July.  We also observe two Staff Development Days as part of our ongoing staff training.  We do not take additional days for conferencing.  They are held during the regular calendar year.

Please note that the school does not operate every week of the year and parents will have to make alternative arrangements for child care for days and weeks in which the school is closed.  
     We understand that families needing full-time year-round child care are not always able to work with this schedule without some back-up assistance.  Occasionally, staff members are available for this purpose.  Financial arrangements must be made privately and ACG is not responsible for any liability incurred with such arrangements.  The Toddler programs are offered only from 9:00-3:00, with the possibility of early care beginning at 8:30.  The summer program during June and July offers the same options as those available during the regular year for children who are at least two. 

     Make-Up Days:  Because of staff/child ratios, make up days for   children coming 2 or 3 days is not possible. 
A CHILD’S GARDEN CALENDAR

2008-2009

August 7-8 

Teacher Preparation

August 11-15

Staff Development and Home Visits

August 14 -15 

New Parent Orientation 11:45-1:00

August 14-15
         
Half-Day Orientation Days for Children/Families 9:00-1:00

August  18          

Full Schedule Begins

September 1

Labor Day Holiday

September 4           
*Parent Group Meeting 11:45

September 15

**Board Meeting

October 10
          
Fall Recess

October 25                 
Goblins in the Garden (Tentative)

October 31                      
Staff Development Day – No School 

November 4

Election Day – No School

November 11

Veterans’ Day 

November 25           
1:00 Dismissal

November 26-28          
Thanksgiving Holiday

December 19          
1:00 Dismissal - Winter Recess

December 22 – January 2
Winter Recess

January 5           

Start Back

January 19           

Martin Luther King’s Holiday

February-March

Registration for 2009-2010 School Year

February 16          
President’s Day Holiday

March 23-27          
Spring Recess

March 30

Staff Development Day – No School

April 10


Vernal Holiday

May 22          

Last Day of School - Dismiss at 12:00

May 25         

Memorial Day Holiday

May 26-29
          
Snow/Make-up Days

June 1          

Start Summer Session 

Summer schedule announced with registration in March.

SNOW DAYS:  When APS observes a snow closing, ACG is also closed.  When APS observes an “Abbreviated Day” ACG will open on the same schedule as APS elementary schools, with extended care beginning one hour earlier.  APS information is available on KOB radio on snow days.

*First Thursday of each month

**Third Monday of the month

Additional calendar information is available in …from the Garden, the weekly newsletter

DAILY SCHEDULE: Posted in individual classrooms

STAFFING SCHEDULE: Posted in the office
Philosophy of A Child’s Garden Preschool 

A Child’s Garden’s approach to early childhood education is based on some assumptions about children and how they learn and develop.  The program has evolved from beliefs about what is developmentally appropriate for young children based on these assumptions, as they have been confirmed by current research and practice. 

Young children affect their growing edge as they actively and continually manipulate the immediate environment at home, at school, and in each encounter in the life-word of the child.  As the young child constructs, explores, imitates and tests, through “playful modes of knowing”, social, emotional, physical and cognitive development occurs. All of these areas of development are inextricably linked and cannot be separated. 

Learning and development for the young child is always integrated.  The preschooler does not learn in narrowly defined subject areas—now math, then science; now emergent reading, then language.  Rather there is a continuous organizing into a whole through experience. 

A rich and stimulating environment, carefully designed to support the child’s investigations, is critical to the process of growth and development—at home and at school.  The environment itself serves as one of the teachers alongside the adults who interact with the child and serve as protagonists to scaffold learning at the child’s growing edge.

Each child brings uniqueness to the preschool experience.  Growth patterns, experiences, strengths and approaches to the learning situation are individual.  A role of the teacher-as-facilitator and the family is to take into account both typical development at any given age level and to implement an appropriate learning environment which takes into account the different needs, interests and developmental levels of individual children.  

Uninterrupted play (socio-dramatic and symbolic) functions as a vital element in growth and development of the young child.  It is in the context of this process rather than in the product that the child finds out about himself/herself, other people and the world.  

Because social and emotional development cannot be separated from intellectual development, it is vital that the young child develop positive feelings about himself/herself in the group setting where warm, sensitive and responsive interactions and relationships are fostered between and among all members of the community (children, families, and program staff). It is in this context that the young child begins to take another person’s point of view and can be nudged toward golden rule behavior. 

CURRICULUM

The ongoing curriculum at A Child’s Garden is not a prescribed teacher’s manual. Curriculum is what actually happens each day in each classroom. The aim is to give visitors and parents an overall picture of the program.  This framework is based on actual classroom happenings as children find out about themselves, other people and the world as they playfully investigate, explore, imitate and test, guided by teachers who understand the process. Activities and experiences change from year to year and from class to class.  However, the following goals remain constant as a basis for planning.  They have changed very little since the early 1970’s, when the preschool was founded and “Curriculum in Action” was conceived.  Over the decades the research into how young children learn and develop have proven the validity of these goals. 

GOALS

1. To provide for each child a warm and supportive climate where he/she is

 respected and trusted. 

2. To foster positive feelings in the child about self, family, school and 

community. 

3. To stimulate the child to explore and discover the world around herself/

himself through concrete, manipulative experiences.

4. To encourage the child to actively participate in his/her learning by 

Planning, decision making and solving problems. 

5. To assure the child’s feelings of success through mastery of his/her environment. 

6. To provide the child with opportunities for interaction with a diverse population of children and families,  including children with special needs. 

7. To provide a self-selective, integrated learning environment which incorporates

early mathematics; early literacy; language development, science;  creative expression (art, music, drama, dance); social studies, health and safety, and physical development.  Social-emotional development is inextricably linked across all areas of curriculum and development. 

      8.   To provide opportunities for family involvement and participation in the program. 

A Child’s Garden’s  “Curriculum in Action” is not “taught” in isolated blocks of time.  It is integrated throughout the day into various activities. Within the curriculum components listed above (math, science, early literacy, social studies, etc.) several broad areas of study are particularly well suited for integrating all areas of the curriculum across time. This “Curriculum in Action” framework includes a description of ways some of these can be implemented.  Among these are cooking, animals/pets, water play, sand play, and construction.

Most activities happen during the work period or self-selection (defined below) at the interest centers where one child or a small group of children can interact with each other, an adult, and/or materials, and where props are available.  These centers might include: block and construction, art, animal/pet, books/library, science, manipulatives (puzzles, games, etc), music, dramatic play (housekeeping, post office, grocery store, doctor’s office), music/listening center. 

Specific activities are not generally restricted to any one center.  The centers are set up with appropriate materials and tools, but the activities very often overlap, and materials can be used in more than one center.  For example, in the construction/block area children will be exposed to concepts in science and math and participate in problem solving, creativity, early literacy and language development.  A variety of props and tools can be added from other centers to expand learning, which can encompass even more content areas. 

It is the teacher’s responsibility to provide a rich and stimulating environment.  Within this environment children are free to select what they wish to do during work period or self-selection.  This is an uninterrupted period of time in which children can become totally engrossed in projects and activities of their own choice.  It is important to convey to children that their projects are important enough that they will not be continuously interrupted.  It is during this work period or self-selection that the teacher has a perfect opportunity to observe each child.  She can determine what his/her interests are by what the child chooses or rejects and evaluate the need to pick up on cues to plan for the expansion of the learning experience. 

Although each room may have similar centers, each classroom environment is unique, because each teacher arranged it based on his/her observations of:

· The needs and social level of each child 

· The interest of each child 

· The mode of learning of each child 

· The cues from the children 

· The natural rhythm of the class

Each classroom should have three visible similarities:

· Show evidence at all times of children’s expression 

· Exhibit variety and diversity of materials in each center for the children’s self-selection 

· Be aesthetically pleasing to children and adults 

POLICIES AND PROCEDURES AT A CHILD’S GARDEN

Regulations   A Child’s Garden operates under the provisions of New Mexico Children, Youth & Families Department Licensed Child Care Center Regulations.  A copy of these regulations is on display in the office.

Immunizations   State law requires us to have on file an up-to-date copy of each child’s immunizations. *See Appendix A for Immunization Schedule. We cannot allow a child to attend class without a current immunization record on file.  Parents of children who are under 18 months old upon admission are responsible for providing the office with updated records as the child has additional immunizations.  
Complaints   Parents are urged to be direct and candid with teachers when they have concerns.  ACG staff is committed to providing the BEST preschool experience for each child. The parent who feels they have been unable to resolve their concerns with the teachers should contact the Director.  If the Director has not provided an adequate forum or action, your concerns can be addressed to the President of the Board. 

Confidentiality   1) Information and concerns about children will only be discussed by persons with a need to know about the issue or with the Director. 2) Incident reports do not name children involved in incidents other than the child in whose file the report will be filed. 3) No information is released to any agency or authority without written permission from a parent/guardian, with the exception of written requests from regulatory authorities. 4) Employment references and/or employment verification of employees can be released only with a written release from the employee.  5) Access to personal information about families of A Child’s Garden or employees is restricted to authorized persons for specific purposes.  All files will be locked at the close of each business day.

The protection of confidential files and information is vital to the interests and success of A Child’s Garden.  Such confidential information includes, but is not limited to:

· Private information regarding children

· Private information regarding families

· Salaries

· Private information regarding other employees

· Financial information regarding A Child’s Garden

Employees who improperly use or disclose confidential business information will be subject to disciplinary action, up to and including termination of employment, whether or not they benefit from the disclosed information.

Assessment  A Child’s Garden’s teachers use Focused Portfolios and pre-K essential indicators as assessment tools.  

        
The portfolio is reliable evidence of a child’s progress , because it is based on careful observations of young children in the context of their daily participation in the program.  It involves a collection of forms which are used in combination with photographs, work samples, and anecdotes to document the individual child’s development throughout the year.   The portfolios are also utilized by teachers in planning curriculum. Focused Portfolios and pre-K Essential Indicators are utilized in consultation with families, and demonstrate the partnership between the staff and the families.
A Child’s Garden is a fully inclusive program.  Children with diagnosed special needs take part in all classroom activities to the extent that they are able.  If the staff suspect that a child has a developmental delay, documentation will be recorded as evidence.  Due to the community collaboration with Alta Mira Specialized Services and APS Child Find, intervention specialists are on site regularly.  ACG staff will NEVER request an assessment with an interventionist without written permission from a family member of the child.  ACG staff will make referrals and encourage the family to seek an assessment for further intervention.  ACG staff work closely with the interventionists on site, but are only permitted to discuss a child’s progress with written permission from the family of the child.  A sample of a release form may be found in the appendix of this document. 
Guidance Model  A Child’s Garden will NOT use the following disciplinary practices which are defined in the New Mexico Licensed Child Care Center Regulations as physical punishment of any type, including shaking, biting, hitting, or putting anything in a child’s mouth; withdrawal of food, rest or bathroom access or outdoor activities; abusive or profane language including yelling; or any other form of public or private humiliation including threats of physical punishment; unsupervised separation of the child; and any other type of punishment that is hazardous to the physical or mental health of the child.

The staff will use alternative ways to help children resolve issues and learn appropriate self-discipline.  Natural and logical consequences are used whenever possible.  For example: talking to children to understand their views and allow them to understand another person’s point of view; encouraging children to develop their own solutions to problems and conflicts; redirecting children away from the conflict; separating the child from the group, person or object as a logical consequence of persistent inappropriate behavior; requesting a conference with a parent/guardian to include input and assistance.

Dismissal  The preschool staff makes every effort to meet each child’s individual needs and to provide the optimal setting for each child.  If, after conferencing with the parent or guardian, the teacher and director feel that this cannot be accomplished, a more appropriate setting may be recommended.  ACG reserves the right to refuse service.
Health  Please protect the teachers and other children from unnecessary exposure by keeping sick children home.  Our first line of defense is hand washing, which is the most effective deterrent to the spread of illness. Adults who accompany children to school are requested to take the children to wash their hands before they enter the classroom.
 If you are debating whether your child is well enough for school, please remember that we touch, pat, hug and hold your child.  Your child is most contagious prior to full-blown symptoms.  It is also important that children who have been ill not be sent back to school until they are fully recuperated..  A low resistance jeopardizes your child’s health.  If your child is not ready to fully participate in the class activities, including outdoor play, do not send your child to school. 

Keep your child home if he or she:

· Is not able to easily participate in class activities

· Has fever over 101 degrees and/or exhibits a behavior change that may be an indicator, or any other signs of illness

· Has vomiting or diarrhea more than two times in the prior 24 hours

· Has symptoms of pink eye

· Has mouth sores with drooling

· Has a rash with fever or change in behavior

· Has been on antibiotics for Strep throat or impetigo for less than 24 hours

Your child will be sent home if a teacher observes any of the above signs or symptoms in your child.
If your child becomes ill during the day, you will be notified and asked to pick up the child.  We are not equipped to keep ill children at school.  The child will be kept comfortable in the office until such time as an authorized adult arrives.  If your child is judged to be too ill to be at school upon arrival, you will be asked to take him/her home.  The Director of ACG or her designee is the final authority on whether a child may remain at school. 
Medication  A Child’s Garden cannot administer any medication (including vitamins, over the counter drugs, and sunscreen) without written permission from a parent or guardian.  “Request for administration of medication” forms (the form) are available in the office. The form requires the name of the child, the medication, the dosage, date and the hours the medication is to be given.  Medications brought to us must be in the original container and left with the office.  They must not be kept  in the child’s lunch box or cubby.  The office refrigerator shall be used to store medication which requires refrigeration. We reserve the right to refuse to give medication.  Medications are always inaccessible to children. 
Medication shall be given only by the administrative assistant or director or by a person designated by one of them, and a written record is kept for six months. Parents must sign the form for every day ACG is requested to administer the medication and acknowledge that the proper dosage was given when picking up the child.

Sunscreen Due to the intensity of the New Mexico sun, A Child’s Garden promotes the use of sunscreen on a regular basis.  Please put sunscreen on your child, especially in the summer months, prior to arrival at ACG.  Staff members may only reapply the sunscreen with written permission.  Sunscreen must be marked with the child’s name.  Application is treated as “medication”.  
Contagious Diseases   The school should be informed when a child has a contagious disease (strep, chicken pox, pink eye, etc.)  Other parents will be informed. See  appendix for Public Health listing of contagious diseases.
Suspected Child Abuse and Neglect  Staff members shall observe children under their care for any changes in behavior or physical evidence which might indicate child abuse or neglect.  If the staff member has reasonable suspicion that a child is an abused or neglected child, the involved staff member will immediately report the suspected abuse or neglect to the division of Protective Services in the Department of Children, Youth and Families.  The involved staff member will also report the suspected abuse or neglect to the director.  Complete documentation of the suspected child abuse or neglect will be the responsibility of the involved staff member.

Child Found Missing   Children are never left unattended.  Teachers are present with children at all times, whether activities are inside or outside the facility.  If a child is found to be missing from the facility after a thorough search, the parent will be advised immediately, the president of the Board will be informed, and a report will be made to the Department of Children, Youth and Families (841-7401) and to the Albuquerque Police Department (768-1986).

Absences   Please inform the school when your child will be absent.  This is especially important when the class is going on a field trip.  It is vital to know when you will be out for an extended period of time for illness or a trip.  Make up days are not possible.
Emergency Numbers and Change of Address   It is critical that all contact information in your child’s file be current.  All changes to information must be conveyed to the office immediately.  If sitters or car pools change, the name of the authorized person picking up your child must appear in the file. Persons new to ACG to pick up a child will be requested to provide a valid ID to verify identity.
Arrival & Departure  Children must be accompanied to and picked up from their rooms.  It is necessary to park and come inside the building.  PLEASE DO NOT PARK ON THE SIDEWALK OR IN THE DRIVEWAY.  Each child must be claimed by an adult (not an older child in the carpool) who communicates directly with the teacher that the child is being picked up. Each child must be signed in and out daily with time of arrival and departure and initials of the adult responsible for transport of the child. Please be certain that a staff member has acknowledged your child’s arrival or departure. Pick-up time can be hectic.  Be certain that only the child(ren) you pick up leave(s) the classroom with you.  PLEASE DRIVE VERY SLOWLY THROUGH THE PARKING LOT and park only in designated spaces.  Never arrive at school or leave school without having your child properly fastened into seat belts or child restraints. In order to keep the building secure, you may find that the entry door is locked. Please ring the bell if you find this to be the case. Administrative staff or a teacher will unlock the door for entry.
Dress  Please dress your child appropriately for preschool activities and the weather.  Preschool can (and usually is) a very messy place by adult standards.  It is therefore important that the child not feel pressured to keep clothes clean.  It is preferable that the children not wear special outfits which should not be soiled.  The children play outside every day.  Even on cold days it is healthy for them to be outside briefly.  Please dress your child accordingly.  Mittens, hats or hoods and boots are needed  especially on cold, rainy or snowy days.  During warm weather, water and sand are an everyday part of the outdoor play.  It is always helpful to have extra weather appropriate, labeled clothing (which you would not regret losing) in your child’s cubby.

Emergency Procedures & Safety Policies  The staff at ACG makes every effort to provide a safe environment.  There is always a person with a First Aid & CPR certificate present at the facility during school hours.  Accidents, however, do occur occasionally.  First aid will be administered by the Administrative Assistant or other staff member whenever a child is injured.  Emergency procedures are posted beside the telephone, and in the classrooms and the staff is updated on these each school year.  An Emergency Evacuation Plan is available for review in the office.
*Ratios  Two Adults:  1 teacher and a teaching assistant for each group as follows:

2:  14-16 Threes & Fours

2:  12-13 Twos and Young Threes

2:    8      Older Toddlers

2:    6      Younger Toddlers

*Group sizes for threes & fours may be slightly larger with additional adult support.

Toys  Precious possessions which your child would regret losing (and might not want to share) should NOT be brought to school unless arrangements are made with the child’s teacher for “show and tell.”  IT IS NEVER APPROPRIATE TO BRING TOY WEAPONS TO SCHOOL.

Open Door Policy  Parents are welcome to visit in their child’s classroom at any time.  We encourage as many connections between family and school as possible.  It is possible to arrange for other family members to visit also.

Snow Days  When APS observes a snow closing, ACG is also closed.  When APS observes an “abbreviated day,” ACG will open on the same schedule as APS Elementary schools, with extended care beginning one hour earlier.  APS information is available on KOB radio on snow days.

Field Trips   (see Home-School Connection)

ADMISSIONS

Registration  Registration is held in March on a schedule announced by the Board each year.  The schedule is printed in a February issue of the school newsletter.  Every effort is made to place your child in a classroom that will best fit your child. The director consults with the staff to make a placement decision in the best interest and for the development of the child. 
     All Registration materials (see Appendix A) must be returned by the deadline given in registration information for the child’s assigned priority to be in effect (see below).  The following is required for each child’s registration:

· Registration information form
· An official copy of the health information form including current immunization records, signed by a physician
· Payment of registration fees (non-refundable)

· A completed parent agreement form

· Tuition paid up-to-date for currently enrolled children

Priority for class assignments is generally determined as follows, although exceptions may be made consistent with A Child’s Garden’s goal of promoting socio-economic and cultural diversity.  Members of First Presbyterian Church receive priority in each area.
· Children currently enrolled in the order of how long the family has had children enrolled at A Child’s Garden (each child has an assigned registration number)

· Siblings of children currently enrolled or previously enrolled

· Waiting list and non-enrolled

Placement  New families will be notified in writing of class or waiting list placement within three weeks following the registration deadline.

Waiting List  When there is no space in the age grouping, a child can be placed on a waiting list UPON THE RETURN OF the REGISTRATION information. The date this form is returned determines priority on the waiting list.  The registration schedule is mailed to all families on the waiting list in March, and it is the responsibility of each family still interested in a space for the following school year to participate in the March registration.  Otherwise, priority is forfeited.  Waiting lists are not automatically carried over from one year to the next.

Visitation/Observation  If you are considering ACG, it is important to schedule a visit to the preschool . Please make an appointment with the office to insure that someone is available to give a tour/information and to answer questions.  Additional visits may be of a drop-in in nature.  You may bring your child.  
New Family Orientation  All first-time families are required to attend an orientation.  This introduction to A Child’s Garden is scheduled several times during the year and includes discussion of curriculum, philosophy, regulations and policy.   This is an excellent time for first time families to meet one another and to inquire about specific policies and philosophies of A Child’s Garden.
Withdrawals  The school office must be notified in writing 30-days prior to the withdrawal date.  Families are responsible for tuition for 30-days after notification (see prepaid tuition).  

TUITION ASSISTANCE PROGRAM

ACG Philosophy  A Child’s Garden believes that a diverse student body enriches the life experiences and lives of all children.  The Tuition Assistance Program provides both a means of removing financial barriers that limit children’s opportunities and of enriching the community that benefits all children.  To this end, A Child's Garden offers a tuition assistance program, which is supported by (1) ACG’s annual operating budget; (2) Parent Group fund raising activities; (3) various community organizations and individual gifts; and (4) United Way designated donations.

Types of Assistance   Assistance is provided only for tuition during the academic year, mid-August through May.  Assistance may be offered in the form of a loan or grant.  The remaining tuition amount is to be paid by the family on a regular basis. The Scholarship Assistance Committee of the Board  of A Child's Garden notifies families of the amount of the  tuition assistance award.  A Child's Garden will consider requests for emergency  tuition assistance in exceptional cases.  Scholarship assistance is not generally available for the summer program.

Duration of Assistance  Assistance is awarded for up to one school year at a time.  A new application must be submitted each year.  There is no guarantee that tuition assistance will be available in subsequent years following an initial award.  

If My Child Withdraws  Should your child withdraw from the school before the end of the school year, any remaining assistance funds are automatically forfeited.

How Assistance is Applied  Assistance is provided to cover a portion of the regular tuition.  It is applied to the tuition on a monthly basis and may not be used in a lump sum.

Emergencies  ACG will consider emergency tuition assistance requests from families, based on financial hardship during the school year.  The availability of emergency tuition assistance depends on the awards already made for the year, and ACG makes no guarantees or representations about whether any funds will be available for such requests. The Tuition Assistance Committee of the Board works in consultation with the Director to award such funds.
The Application Process  In February of each year, information about registration for the next school year is communicated through the newsletter.  Information regarding Tuition Assistance is provided to families at the time of registration.  Deadlines for the application process is as follows:

 March

              Applications are available at the front desk

April 20


Deadline for submission of completed application

April 20 ff.

Tuition Assistance Committee reviews all applications: Incomplete




applications may be contacted for further information.            

May 1 


Final deadline for submission of additional information.

Mid-June

Notices of assistance will be mailed.

June 30


Deadline for filing appeal.

The Decision Process  The Financial Assistance Committee evaluates all applications on the basis of financial need, particular family circumstances, and promotion of diversity at the school.  All applications are confidential and will be reviewed only by members of the Financial Assistance Committee of A Child’s Garden Board.  Please note that an application will be denied if all requested information is not provided by the deadline.  Applications denied as incomplete will be reconsidered upon submission of completed information.  Families that have been denied assistance may apply again in March for the next school year.

Questions  If you would like more information about the ACG Tuition Assistance Program, please call the Director at 764-2920.

FINANCIAL INFORMATION

Registration Fee  This fee is non-refundable.  It is applied to the administrative costs of organizing and setting up for each school year.

Prepaid Tuition  One month’s prepaid paid tuition is due by May 31.  Reminders will be sent prior to this date, and the child’s space is forfeited when this amount is not remitted.  This amount will be applied to the child’s last month of attendance, if a 30-day notice of withdrawal is given, or in most cases to the May tuition.  If a child is withdrawn after April 1, the amount is automatically forfeited. 

Tuition  

· Tuition is due in advance on the first day of the month.  Extended care charges are due during the first week of the following month services were provided.  Example: September tuition due September 1; September extended care due prior to October 10.

· Late pick up is charged at a rate of $5.00 each five minutes after 5:15 or 10 minutes past the scheduled pick up time.

· Tuition and extended care charges paid after the tenth of the month in which they are due are subject to a 10% late fee, up to a maximum of $10.00.  The late fee is assessed only once per month, added to your bill on the 11th day.  

· Statements are distributed on the 11th day of the month and will include tuition, extended care charges, and late fees.

Past Due Accounts  When accounts are past due, the office will place a reminder call at the end of the month.  After the end of the month when accounts are past due, and the office call has been made, a 90-day cycle of three statements begins.

· Statement #1:  After the 10th and before the 15th of the first month following the past due month:  YOUR ACCOUNT IS 30 DAYS PAST DUE, KINDLY REMIT PAYMENT IN FULL.  
· Statement #2:  After the 10th and before the 15th of the second month following the past due month:  YOUR ACCOUNT IS NOW 60 DAYS PAST DUE; PLEASE SEND YOUR REMITTANCE TODAY TO CLEAR THIS OBLIGATION.  YOUR ACCOUNT MUST BE PAID IN FULL BY THE END OF THE MONTH OR YOUR CHILD WILL BE DISENROLLED FROM SCHOOL. (If the delinquency is a repeated problem, the child may not return until the account is paid in full.)
· Statement #3:  After the 10th and before the 15th of the third month following the past due month:  OUR BUSINESS OFFICE HAS SENT TWO PRIOR NOTICES.  IF THIS ACCOUNT IS NOT PAID IN FULL UPON RECEIPT OF THIS FINAL NOTICE, YOUR ACCOUNT WILL BE REFERRED TO A THIRD PARTY FOR COLLECTION.
· Notification to Collection Services:  If by the 18th of the month (7days after the final notice is sent) there is no response, the account will be turned over to Albuquerque Collection Service (ACS).  The Director of A Child’s Garden will have no further contact with the account except to notify ACS if payment is received; then all action will cease.

Schedule Changes  Dropping days will require 30-days advance notice to the office.
CALENDAR OF PAYMENTS FOR SCHOOL YEAR*

May 31  

10% of tuition prepaid                      

August 15          
10% of tuition due

September 1*
10% of tuition due

Annual - less prepaid amount from May; August 

Semi Annual-Less prepaid amount from May; August

September 11*
Late Fees in effect for September

Early March
Registration Fees due upon registration.

             

Non-refundable.  Current accounts prerequisite for registration.

May 31

ADVANDCE 10% OF TUITION FOR MAY OF NEXT SCHOOL YEAR

Last day of class           Extended care for May

Notes:  
See Financial Information for explanation of pre-paid tuition

The total tuition is divided into tenths.  It does not correspond to the number of days in a given month.

It is not possible to adjust tuition for missed days.

Summer fee schedules are published in April/May newsletters.

Monthly billing mailed by request only

*  The first and 11th of each month October through May apply similarly.
EXTENDED CARE

Reservations  Permanent reservations can be made in the office at the beginning of the year for children who are staying regularly on certain days.  Drop-in reservations may be made on a daily basis as space is available.  Forms are provided in the office for this.  Any change in an extended care reservation should be made in the office.  Children picked up after the regular class dismissal time must have extended care reservations to avoid late charges, and more importantly, confusion about why the child has not been picked up.  If your child does not stay regularly, it is important to notify the teacher in order to facilitate the transition for the child.
Sign-Out  It is imperative that each child be signed out on the child’s individual sign-out sheet and that the approved adult accompanying the child initial by the time.  If no one on your approved list is able to pick up your child, please make alternative arrangements with the director.
Early Care  Twos and up may arrive as early as 7:45 for our early care group, which is a combined age setting offering self selection options and a story time.

 The toddler programs are offered only from 9:00-3:00. Early care beginning at 8:30 may be arranged under extenuating circumstances. Please see the Director.
After Care (3:00 - 5:15)  Children from extended day classes who are enrolled in classes for twos or older may stay until 5:15.  Indoor and outdoor self-selection activities are offered.  The school provides an afternoon snack prior to 3:00 for those scheduled for after care. This is a combined age group.  Twos are typically cared for separately. 

Children who arrive prior to 8:55 a.m. and/or are picked up after 3:10 p.m. will be noted in early care or after care and families will be charged accordingly.
Sleeping arrangements  All children enrolled for extended day schedules (after 1:00) are provided a cot for rest time. Each family is asked  to supply a crib sheet (and blanket if desired) for the cot, which is laundered weekly or when soiled. Nap supplies for each child are stored separately, and cots are placed at least three feet apart when in use.

SUMMER SESSION
A Child’s Garden offers a summer program in June and July, approximately seven weeks in duration.  The specific schedule and information, including fees are available in early spring.  The summer program is organized for children who are enrolled during the school year at ACG.  New enrollment will be accepted on a space available basis for children three and older, if enrolling for the next fall.  A Child’s Garden’s regular teachers form the core for the staffing, and the program is consistent with the goals and curriculum as stated in this handbook. Registration is held in March.  Summer staff is hired to meet enrollment expectations, therefore a penalty will be assessed for children who are enrolled for the summer session and then withdraw later than the week prior to the start of the each summer session.  
NUTRITION

Our staff is committed to providing the best possible learning environment for your child.  Nutrition is an integral part of each person’s over all well being.  Life long eating habits are often established during the preschool years.  Food and eating patterns also play a significant part in our social and cultural experiences.  We appreciate your efforts to provide wholesome, appetizing snacks. PARENTS OF CHLDREN WHO HAVE A MEDICALLY DIAGNOSED FOOD ALLERY MUST TAKE RESPONSBILITY FOR INFORMING THE CLASSROOM TEACHER AND THE DIRECTOR AT THE START OF THE SCHOOL YEAR, ALONG WITH ANY STEPS THEY WOULD LIKE TAKEN TO MITIGATE THESE CIRCUMSTANCES. Authorization from a physician for treatment in case of emergency is required under such conditions.
Please see appendix for a detailed listing of appropriate snacks and NAEYC and Child Care Food Program guidelines.

THE HOME - SCHOOL CONNECTION

Family Participation  Much of the success of the program at A Child’s Garden is a direct result of the high degree of parent involvement and participation.  Although we are not a parent co-operative, we count on a higher-than-average amount of support from our families for the success of our high quality early childhood program.  The following information defines some of the ways your involvement and cooperation can help the organization.

Fund Raising  Tuition does not cover the full cost of operating our school.  First Presbyterian Church does not charge us rent and makes additional in-kind contributions such as providing utilities and other support services.  Tuition is kept as low as possible so that families with different income levels can attend.  Fundraisers are used to raise the remaining money needed to maintain a quality program.  
Success of the fund raising and other activities at ACG depends upon the involvement of ALL FAMILIES.  We cannot accomplish our goals (which means your goals in choosing this preschool) if this does not happen.  One family might make valuable contributions on Work Day while another family might be able to bid generously at the Spring Auction.  There is an effort to provide each family the opportunity to be involved in the ways time and finances will allow.

Some of the activities are community events which are non-fund raising ways of helping meet school goals (ex. Open House and Work Day).  Other events combine a sense of community with the fund raising component (ex. Goblins in the Garden, An Evening in the Garden Dinner/Auction, and The Giving Campaign).

Home Visits  At the beginning of the school year the teacher will contact each family to set up a time for a brief (about one-half hour maximum) visit.  If the family lives more than a 15-20 minute drive from the preschool, the visit may be waived.  It is simply a time for the teacher to begin to get to know the child in his/her home environment.  The teacher(s) will visit with your child in order to assist the child to feel comfortable about coming (or returning) to school.  (Please don’t feel that you need to engage in a flurry of housework in preparation.) Teachers may ask for a family snapshot that can be displayed in the classroom.

Preview ACG  There will be a designated time prior to the beginning of fall classes for each first-time child to spend some time in the classroom with a family member.  This is an opportunity to become familiar with the environment and the teacher(s).  Children joining the class during the school year will be offered a similar opportunity.

Transitions in the Garden from One Year to the Next  Teachers provide consistency during transitions from one year to the next. Receiving staff will learn about those children entering a particular class from the sending teacher. This information is shared in a confidential manner and only in the best interest of the child. Sometimes it is possible for children to be with the same teacher more that one year.  We consider this a positive experience for everyone.

Leaving “the Garden”  Families and teachers are often a little  hesitant  when it is time for children to move on to Kindergarten.  Your child has been in a place where he/she has been trusted to be in charge of his/her own learning in a setting where this had been supported by teachers and an environment designed to facilitate this.  These confident, competent, self-directed children have made great strides in their journey in learning about their world and the people in it.  We hope that wherever they are “after the Garden” they are continually celebrated for their creativity and insights into knowing.  Please continue to be your child’s ally, helping educators along the way to appreciate the way your child learns and to match that in practice.

Field Trips  Field trips are an integral part of our program at A Child’s Garden.  They allow the children to broaden their understanding of the world through experiences which the teacher cannot provide in the classroom.

Teachers depend upon the willingness of family members to drive and help supervise these outings.  This involvement in your child’s education is very important.  Families sometimes have access to certain locations, events and occupations which provide very appropriate field trips.  Families are encouraged to help plan such field trips in consultation with teachers.

Planning for and follow-up activities are as important as the trip itself.  It is often the focus of classroom activity over an extended period of time.  Because a three-year old is dealing with different concepts than a five-year old, some field trips are good to repeat every year (zoo, library, Rio Grande Nature Center, Museum of Natural History , etc.). Family members accompanying the children make very good teachers on these outings. 

The parent agreement details the requirements regarding liability insurance, drivers licenses, child safety restraints, cell phone usage, first aid supplies and alternative transportation in case of emergency.  (A signed field trip permission is required for each field trip other than walking trips in the neighborhood unless specified at time of enrollment.) 

Parent Group  The Parent Group consists of all parents, guardians, any interested friends, and relatives of current enrollees at ACG.  Its purpose is to coordinate activities to benefit ACG and its programs.  The Parent Group meets monthly on a schedule established at the beginning of each school year.  Some of the activities sponsored include: Open House; Goblins in the Garden; Scholastic Book Fair; speakers on topics of interest; education classes; work days; and An Evening in the Garden Silent Auction.  Each class has an opportunity to be represented at Parent Group meetings by  Representatives (see below); however participation is not limited to that group.  Officers (President, Vice President,  Secretary and Treasurer) are elected at the end of each school year.  The President is a voting member of the Board.  

Parent Representatives  These people insure that parent group plans are conveyed to families in each classroom.  Often two (or more) representatives may share this responsibility so that each class is represented at the monthly Parent Group meeting.  Requests for volunteers are made at the beginning of the year.  These people might be asked to call families to remind them about the need for helpers at the various events (i.e. Goblins in the Garden, An Evening in the Garden, Workday).

Classroom Volunteers  Besides field trips,  teachers need assistance in the classroom on a regular basis.  You will be asked to indicate ways in which you would be willing to help in the classroom and in other ways when school begins.  Please be aware that you are welcome to be in the classroom anytime.  It is always appropriate for you to come sit in the book area and read to children, because it is sometimes a challenge to read one-on-one or in small groups.  Sometimes there simply aren’t enough hands to provide all the assistance children need in the course of the morning.  The family member who can come in and be “an extra set of hands” is valued indeed.

Donations  The school is always delighted to get donations, and we are happy to give a receipt for tax purposes.  Check “in the Garden” (the weekly  newsletter) during the year for specific requests.  A Child’s Garden qualifies for designated gifts through United Way.  If your place of employment participates in the United Way campaign, you may secure a form to designate a portion of that to the preschool. These donations are generally placed in the fund for financial assistance to enrollees, unless otherwise indicated. 
Be aware that your castoffs and disposables may be valuable to ACG.   Check the “Beautiful Junk” list before you throw anything away.  Teachers often include current requests in their classroom newsletters.

Books for the Library  FPC and A Child’s Garden share the use of the Children’s Library, and the preschool makes donations of books to this library.  You may donate books to the library in honor of your child, a teacher, or other special person.  Appropriate credit is given in the front of the book.  The Children’s Library is located to the left of the top of the stairs by the entrance to ACG. Books may be checked out of the library, simply by signing your name on the card in the front of the book.  Please leave the card on the desk in the library. Donations to the ACG professional library are also appreciated.
Work Day  Once or twice a year the school sets aside a day when families come to help make repairs in the classrooms and on the playgrounds. We try to be good stewards of the space which is generously provided for us by First Presbyterian Church.

Newsletters  The best way to keep in touch with what is going on and how you can help is through the weekly school newsletter, …in the Garden.  This is placed in the children’s cubbies each week.  We are always happy to place announcements and information of interest to our preschool community in the newsletter.  Your child’s teachers will also communicate with you regularly through a classroom newsletter giving information about classroom activities.  The newsletter for First Presbyterian Church, The Messenger, is made available to all families to keep you informed about the programs and activities of the church.

Family-Teacher Communication  

a.  Teacher Newsletters  Newsletters are written monthly to keep parents informed of classroom news and needs.

b.  Conferences/Assessment  Teachers schedule family conferences during the fall and spring during school hours to discuss your child’s progress.  However, families are encouraged to schedule conferences with the teacher or director as the need arises. (Assessment see page 5)
c.  Support for Parents  Teachers and families communicate frequently about childrearing practices in the home and at the program in order to minimize potential conflicts and confusion for children.  Teachers give parents specific ideas for promoting children’s healthy development and learning at home. Parenting classes offered by various community organizations are often listed in …in the Garden.
d.  Daily Contact  If your child participates in extended care, teachers will assume responsibility for conveying necessary information in a note attached to your sign-out sheet, or with a telephone call.

e.  Informal Communication  Drop-off and pick-up times are difficult times, and the teacher needs to give the children full attention at this time.  Although teachers will want to communicate with you briefly at this time, it is not the time for a conference.

f.  The “NAEYC Code of Ethical Conduct and Statement of Commitment” is the standard for ethical and professional conduct regarding confidentiality and communication. (Parent-Teacher; Teacher-Teacher; Teacher-Child).  A copy of this “Code” is available in the school office.
g.  Children are assigned to a particular classroom group beginning in August (or as openings occur, at the time of enrollment) and remain in that group throughout the school year (through May) unless circumstances and developmental information warrant otherwise.  If a child is enrolled for the summer and the classroom teaching team remains the same, that child will normally remain with the same group through the summer.  The teaching team will take responsibility for assisting the child with the transition for the next school year.

Family Events  The school always wants to share in important events which occur in your family.  If your family celebrates special occasions (conventional or unconventional) which are appropriate to share at school, let your child’s teacher know about this.  There can be tangible representations of events or foods or stories which are appropriate to share with young children.  We try to address all holidays in ways that are meaningful to young children and that represent authentic ways of learning about them in the family.

Your child’s teacher will arrange with you appropriate ways to celebrate your child’s birthday at school, if you desire.  If you are scheduling a separate birthday party away from school, please do not use cubbies to distribute invitations unless you are inviting every child in the classroom. 
Family crises can affect (and usually do) your child’s preschool experience.  It is very helpful if you can alert your child’s teacher of events which may be creating stress in your child’s life.

Toilet Training This stage of development occurs mainly between the parent and the child.  However, teachers are happy to cooperate when you feel your child is ready to come to school in underwear. This can be helpful in determining whether potty training can be encouraged or is putting too much stress on the child.

The teacher approaches this in a matter-of-fact, reassuring manner.  To avoid contamination, soiled clothing cannot be rinsed out.  The clothing will be tied securely in a plastic bag for the family to take at the end of the day.  Every child should have a change of clothing in the cubby.

Transitions  Families can expect separation difficulties at the beginning of the school year, especially if this is the child’s first school experience.  The teachers are experienced and competent in helping your child make this transition.  It is important to note that as the child goes through further stages of development, it is not unusual for the child to express some separation anxiety later in the year.  Teachers can be very supportive if families have concerns or questions about adjustment periods.

Family Education  The preschool offers opportunities for participation in classes on various aspects of child rearing by either offering workshops on site or by referral.  Some topics in the past have included: separation, sibling rivalry, nutrition, transition to kindergarten, family stress, and dealing with the aggressive child.  Offerings in the community are often found in the newsletter.

The Board  This is the policy-making body of A Child’s Garden.  It is composed members of the community as well as family members of children who are currently enrolled and who have shown an interest in making this kind of commitment to the operation of the school.  The board meets monthly during the school year to take care of the business of the school.  Much of the work of the board is carried out by its committees who report to the meeting of the full board.  The preschool is indebted to the expertise and the commitment of time of these people who insure that the preschool is well run and maintains its high standards and quality program.

Program Evaluation  Families are asked to formally evaluate the program twice a year.  The first evaluation also asks for input for planning for the next year.  This feedback is very important in helping us know how we are doing and what we can do to make the program more effective.

National Accreditation  A Child’s Garden is accredited by the National Association for the Education of Young Children which accredits high quality early childhood programs.  Meeting with the accreditation guidelines ensures the quality of the program.  Maintaining the accreditation calls for a high level of familyt participation.  During the years that the accreditation self-assessment process is scheduled, family in-put is especially valuable.  As we proceed with a continuous self-evaluation, we appreciate and respect your objectivity.  
Resources for Families   In addition to the workshops, etc. the preschool makes available articles and information which might be helpful to families.  If there are particular topics you wish to pursue, check with teachers or the director to determine what information might be available.  We also keep a referral list for special services which you might feel your family needs, and we are happy to provide these to you.

ACG COLLECTIBLES

A Child’s Garden accepts beautiful junk for creativity projects.  Items such as Styrofoam trays, decorative paper plates, napkins, paper tubes, wrapping paper, squeeze bottles, seeds, plastic containers, margarine tubs,                             wood scrapes, corks, stoppers, catalogues, yarn, bottle caps, magazines, fabric scraps, beads, shells, sewing notions,                         costume jewelry, cardboard, lace, ribbon, buttons, or other treasures.                                            

Prop Boxes  

ACG maintains a collection of prop boxes which are used in dramatic play centers and which enhance the children’s creativity.  When your child’s class is using one of these prop boxes, the teacher mightl request items needed.  Some of the prop boxes for which you might be able to make contributions include:

Business – envelopes, receipt books, stamp pads, stamps
Medical – any doctor/dentist supplies to which you have access

Beauty/Barber Shop – make-up, no-cord clippers, hair curler, brushes, combs, mirrors, bladeless razors

Baby – none of you needs to be told what a baby needs!  Any left-overs are appreciated

Space – control panels, helmets

Camping --  tent, sleeping bag, back pack, flashlight, camping accessories

Shoe Store --  all kinds of shoes, receipt books, play money

Grocery Store --  cash register, cart or basket, coupons, empty grocery containers

Fireman --  pieces of hose, fire hats, boots

Wish List  The school maintains a wish list which is printed periodically in the newsletter.  Sometimes you already have things we need and you don’t want.

TUITION & FEE SCHEDULE FOR 2008-2009

CLASS



10 PAYMENTS

       ANNUAL 
       SEMI-ANNUAL

THREES AND FOURS (3 by September 1)
          credit card charge

     Full Day  

     (7:45 - 5:15)
5 Day


652
668.30

6,422

3,244



3 Day


487
499.18

4,797

2,423

    

2 Day


333
341.33

3,280

1,657


     Extended Day

     (9:00 - 3:00)
5 Day


595
609.88

5,861

2,960

    

3 Day


396
405.90

3,901

1,970

      

2 Day


280
287.00

2,758

1,393

      Half Day

     (9:00 - 1:00)
5 Day


441
452.03

4,344

2,194

   

3 Day


295
302.38

2,906

1,468



2 Day


200
205.00

1,970

   995

TWOS (2 by September 1)

     Full Day

     (7:45 - 5:15)
5 Day


687
704.18

6,767

3,418



3 Day


508
520.70

5,004

2,527



2 Day


396
405.90

3,901

1,970

     Extended Day

     (9:00 - 3:00)
5 Day


635
650.88

6,255

3,159



3 Day


443
454.08

4,364

2,204



2 Day


302
309.55

2,975

1,502

     Half Day   

     (9:00 - 1:00)
5 Day


488
500.20

4,807

2,428



3 Day


318
325.95

3,132

1,583



2 Day


220
225.50

2,167

1,095

TODDLERS 
Younger Toddlers: One by November of Current School Year.  Children under one in August will arrange appropriate start-up schedule with the young toddlers teacher.

Older Toddlers: 18-24 Months in September of Current School Year.

     Extended Day

     (9:00 - 3:00)
5 Day


687
704.18

6,767

3,418




3 Day


490
502.25

4,827

2,438



2 Day


340
348.50

3,349

1,692

     Half Day   

     (9:00 - 1:00)
5 Day


530
543.25

5,221

2,637



3 Day


345
353.63

3,398

1,716



2 Day


240
246.00

2,364

1,194

 NOTE: TWO DAY CLASSES ARE TUESDAY AND THURSDAY; THREE DAY CLASSES ARE MONDAY, 

             
WEDNESDAY, AND FRIDAY.  ANY EXCEPTIONS ARE SUBJECT TO AN ADDITIONAL FEE, 


AND MUST BE CLEARED WITH THE DIRECTOR.              

REGISTRATION: $100 (Non-refundable)

EXTENDED CARE RATES: $5 from 7:45-9:00, $5 from 1:00-2:00, $5 from 2:00-3:00, $5 from 3:00-4:00 & $5 from 4:00-5:15 (or  a portion there of in any of these instances)  


Note: children who are registered for the 9:00-1:00 settings may be able to stay longer on a space 


available basis by reservation.  THERE IS NO CARE AFTER 3:00 FOR CHILDREN ENROLLED IN  


THE YOUNGER AND OLDER TODDLER CLASSES.  

  There is a 10% discount for siblings.

 * This reflects 10 installments for tuition.  The first is paid in May 2008 and is applied to May 2009.  The other nine installments are due August through April.  Amounts will be adjusted for children who enroll after the beginning of the school year.                           

** Annual payments are made in August, and the May advance is deducted at that time.

Semi-Annual payments are made in August and January. The May advance is deducted in January

A Child’s Garden

215 Locust Street NE

Albuquerque, NM 87102

FAMILY AGREEMENT, Part 1
2008-2009

Please initial items below and complete both sides
______
Any time there is a change in information on the registration form  (home address or phone number, place of employment, work phone number, emergency names and phone numbers, child release information, physician, etc).  I will inform the office.

______
It is my responsibility to provide the school with current immunization records and a current health form, signed by my child’s physician.  I understand that my child cannot be admitted to the class without this record on file.

______
I understand that Registration Fees are due at the time of registration and are non-refundable.

______
If I am enrolling a child at A Child’s Garden for the first time, I will attend a “new family orientation” as scheduled by the director.

______
I understand and agree that photographs or video recordings, which may include my child, may be made at A Child’s Garden and that these photographs or video recordings may be used for educational or promotional purposes or otherwise displayed or reproduced in the course of business of A Child’s Garden including posting on the ACG website.

______
I understand that I am responsible for securing a copy of the school newsletter … in the Garden , each week as a means of keeping up to date on important school news. If you prefer the school newsletter to be emailed, please list your email address ________________.

______
I consent to my child’s participation in field trips sponsored by A Child’s Garden.  I acknowledge that parent assistance is required on field trips and that each parent is expected to accompany the class on at least one field trip during the school year.  I acknowledge that A Child’s Garden expects each parent or guardian providing transportation on a field trip to have a good driving record, to hold a valid driver’s license, and to maintain liability insurance on the motor vehicle as required by New Mexico law.  I will provide A Child’s Garden with copies of the driver’s license and proof of insurance for any parent(s) or guardian(s) of my child who may drive a motor vehicle on field trips. I further acknowledge that A Child’s Garden expects that all children riding in vehicle will be properly secured in a child safety restraint or seat belt as required by New Mexico law.  I agree to comply with these requirements whenever I serve as a driver or authorize another person to use my motor vehicle for a field trip. 

______
I understand that A Child’s Garden is an inclusion program and that therapists from Alta Mira Specialized Services and/or APS Child Find may be in the classroom and involved in activities with the class.

______
I understand that A Child’s Garden has a contract with a Licensed Independent Social Worker who becomes part of the classroom team when onsite and is available to support children, families and staff.

______  I understand that information with regard to my child’s progress, development or other issues will not be released to outside authorities, other than as required by law, without my written consent.

______
I understand that pick-up times are 1:00, 3:00 and no later than 5:15.  I understand that I will be charged  for late pick-up beginning 10 minutes following the scheduled 1:00 or 3:00 at the rate of $5 per hour and immediately following 5:15 at the rate of $5 per 5 minutes.

______
I understand that A Child’s Garden is an outreach ministry of First Presbyterian Church. Although no “religious” activities associated with the church will be imposed, from time to time, family activities offered by the church will be promoted through flyers or mailings.  If you do not want to receive these, please indicate “No” rather than initial acknowledgement.

********

______
I understand that this is the first part of an agreement for 2008-09.  Once I have completed the registration packet indicating a preferred schedule, and my child’s place has been confirmed, I will receive Part 2, which will include confirmation of the schedule, rate and schedule of payments.   
__________________________________________

Responsible Family Member Name (Please print)

___________________________________________


____________________

 Signature 



                                      
Date

____________________________________________

_____________________

ACG acknowledgement of receipt




Date reviewed

A Child’s Garden

215 Locust Street NE

Albuquerque, NM 87102

FAMILY AGREEMENT, Part 2
2008-2009

______
I confirm the following schedule for my child ____________________________________








Name of child

and understand that if that schedule changes, I will notify the office with 30 days notice, if possible.

Please circle the correct schedule:

M, W, F
 
9-1

9-3

T, Th

9-1

9-3

M-F

9-1

9-3

Early care (regularly schedule)

After care (regularly scheduled)

______
Based on the schedule confirmed, I agree to the following rate:

______
I understand that if I need early care or after care and it is not regularly scheduled, I will notify the office in a timely manner and pay the additional charges as billed the following month.

______
I have read the Calendar of Payments for the School Year and the Financial Information in the Family Handbook and I agree to these stipulations.  I understand that:



Payments are due by the first of every month and that late fees are incurred by the




tenth of the same month.  



Registration fees are due at the time of registration and are non-refundable.



Tuition is charged for 30 days after notice of withdrawal or until the end of 




the year if withdrawal is after April 1.

______
I understand that the information in the Family Handbook is critical.  I have received a copy of the current handbook, and I have read it or will do so prior to the beginning of the school year.  

__________________________________________

Responsible Family Member Name (Please print)

___________________________________________


____________________

 Signature 



                                      
Date

____________________________________________

_____________________

ACG acknowledgement of receipt




Date reviewed

 A Child’s Garden

215 Locust Street NE

Albuquerque, NM 87102

(505) 764-2920

Credit card authorization form

I, _____________________________, wish to authorize A Child’s Garden to 

      (print full name here)

deduct  __________  monthly, from my credit card, in order to fulfill my 

obligations to A Child’s Garden for the payment of tuition.

Name on card  __________________________________

Address _______________________________________

Phone _________________________________________

Credit card type __________________________________

(ACG only accepts Master Card and Visa)

Expiration date __________________

Amount to be charged _______________________

Credit cards will be charged on the working day closest to the 5th of each month, unless otherwise indicated.

______________________________________

Signature
Effective date:  _____________    End date:   ________________

Revised Jan08

A Child’s Garden 

Supplemental Guide to Accreditation 
Health Standards Information 
Dental Hygiene 

Personal Hygiene 

Nutrition 

and 

State of New Mexico Licensing Guidelines 

For Snacks & Meals 


A Child’s Garden is mandated by the State of New Mexico’s Department of Education and the National Association for the Education of Young Children (NAEYC) Accrediting Board to follow strict hygienic and dietary regulations.  Specifically, the dietary guidelines require snacks to be “packaged” from a retailer (with ingredients and nutritional information provided on the package).  Therefore, only items that are in original packaging can be accepted.  These guidelines help to protect children with food allergies and sensitivities, as well as ensure that snacks meet the nutritional guidelines set by the State and Accrediting Board.


To maintain licensing and accreditation we need your assistance in meeting these requirements.  We are providing two sets of standards in separate tables below.  The first table includes the accreditation criteria from the NAEYC.  This table includes the criteria for dental hygiene, personal hygiene, and nutrition required to maintain licensure.  The second table includes guidelines from the Child and Adult Care Food Program (CACFP) that are a necessary component for our licensure and accreditation.


These standards are in place for the health and safety of your children. The information in the first table (NAEYC) will help parents become familiar with the dental & personal hygiene, and nutritional guidelines.  These guidelines with help you prepare, serve, and store snacks in a way that will allow ACG to maintain its high standard of care.  This information also informs parents of the standards that you can expect from the staff and administration at ACG.  


The information in the second table (CACFP) will help parents prepare well-rounded meals (snacks and lunches) for their children.    


Together, we will continue to provide a loving, nurturing, and healthy environment for the children and families of ACG.  

National Association for the Education of Young Children (NAEYC) Accreditation Criteria
	
	What Parents Need to Know

	Dental Hygiene
	

	Brushing
	After each feeding, infant’s teeth and gums are wiped with a disposable tissue to remove liquid that coats the teeth and gums.

	
	At least once daily in a program where children receive two or more meals, teaching staff provide an opportunity for tooth brushing and gum cleaning to remove food and plaque (toothpaste not required).

	Personal Hygiene
	

	Hand Washing Practices
	The program follows these practices regarding hand washing:

· Staff and children who are developmentally able to learn personal hygiene are taught hand washing procedures and are periodically monitored. 

· Hand washing is required by all staff, volunteers, and children when hand washing would reduce the risk of transmission of infectious diseases to themselves and others.

· Staff assist children with hand washing as needed to successfully complete the task.  Children wash either independently or with staff assistance.

	Hand Washing Conditions
	Children and adults wash their hands:

· On arrival for the day.

· After diapering or using the toilet (use of wet wipes is acceptable for infants).

· After handling bodily fluids (after blowing or wiping a nose, coughing on a hand, or touching any mucus, blood, or vomit). 

· Before meals and snacks, before preparing or serving food, or after handling raw food that requires cooking (e.g., meat, eggs, poultry).

· After playing in water that is shared by two or more people.

· After handling pets and other animals or any materials such as sand, dirt, or surfaces that might be contaminated by contact with animals.

· When moving from one group to another (e.g., visiting) that involves contact with infants and toddlers/twos. 


	Adult Hand Washing Guidelines
	Adults also wash their hands:

· Before and after feeding a child.

· Before and after administering medication.

· After assisting a child with toileting.

· After handling garbage or cleaning.

	Hand Washing Procedures
	Proper hand washing procedures are followed by adults and children and include:

· Using liquid soap and running water.

· Rubbing hands vigorously for at least 10 seconds, including back of hands, wrists, between fingers, under and around any jewelry, and under fingernails; rinsing well; drying hands with a paper towel, a single-use towel, or a dryer; and avoiding touching the faucet with just-washed hands (e.g., by using a paper towel to turn off water).

	Glove Use
	Except when handling blood or body fluids that might contain blood (when wearing gloves is required), wearing gloves is an optional supplement, but not a substitute, for hand washing in any required hand-washing situation listed above.

· Staff wear gloves when contamination with blood may occur.

· Staff do not use hand-washing sinks for bathing children or for removing smeared fecal material.

· In situations where sinks are used for both food preparation and other purposes, staff clean and sanitize the sinks before using them to prepare food.

	Alcohol-based Hand Rubs
	The use of alcohol-based hand rubs in lieu of hand washing is not recommended for early education and child care settings.  If these products are used as a temporary measure, a sufficient amount must be used to keep the hands wet for 15 seconds.  Since the alcohol-based hand rubs are toxic and flammable, they must be stored and used according to the manufacturer’s instructions.   

	Nutrition
	

	Food Preparation, Serving, & Storage Guidelines 
	If the program provides food for snacks (whether catered or prepared on-site), the food is prepared, served, and stored in accordance with the US Department of Agriculture (USDA) Child and Adult Care Food Program (CACFP) guidelines.  (See Page 7 for CACFP Guidelines)

	Food Safety
	Staff take steps to ensure the safety of food brought from home:

· They work with families to ensure that foods brought from home meet the USDA’s CACFP guidelines.

· All foods and beverages brought from home are labeled with the child’s name and date.

· Staff make sure that food requiring refrigeration stays cold until served.

· Food is provided to supplement food brought from home if necessary.

· Staff discard food with expired dates.

	Whole Fruits & Packaged Foods
	Food that comes from home for sharing among the children must be either whole fruits or commercially prepared packaged foods in factory-sealed containers (See Pages 8-9 for suggested snack list). 


	Special Feeding Needs
	For all infants and children with disabilities who have special feeding needs, program staff keep a daily record documenting the type and quantity of food a child consumes and provides families with that information.   

	Allergies
	For each child with special health care needs or food allergies or special nutritional needs, the child’s health provider gives the program an individualized care plan that is prepared in consultation with family members and specialists involved in the child’s care.  The program protects children with food allergies from contact with the problem food.  The program asks families of a child with food allergies to give consent for posting information about that child’s food allergy and, if consent is given, then posts that information in the food preparation area and in the areas of the facility the uses so it is a visual reminder to all those who interact with the child during the program day.

	Drinking Water
	Clean sanitary drinking water is made available to children throughout the day.  (Infants who are fed only human milk do not need to be offered water).

	Safety Precautions


	Liquids and foods that are hotter than 110 degrees Fahrenheit are kept out of children’s reach.  

	Program Providing Food to Infants
	If the program provides food to infants, then the program staff work with families (who are informed by their child’s health care provider) to ensure that the food is based on the infants’ individual nutritional needs and developmental stage.  

	Breastfeeding
	The program supports breastfeeding by:

· Accepting, storing, and serving expressed human milk for feedings; 

· Accepting human milk in ready-to-feed sanitary containers labeled with the infant’s name and date and storing it in a refrigerator for no longer than 48 hours (or no more than 24 hours if the breast milk was previously frozen) or in a freezer at 0 degrees Fahrenheit or below for no longer than three months;

· Ensuring that staff gently mix, not shake, the milk before feeding to preserve special infection-fighting and nutritional components in human milk; and

· Providing a comfortable place for breastfeeding and coordinating feedings with the infant’s mother. 

	Infant Bottle Feedings and Solid Foods
	Except for human milk, staff serve only formula and infant food that comes to the facility in factory-sealed containers (e.g., ready-to-feed powder or concentrate formulas and baby food jars) prepared according to the manufacturer’s instructions. 

Bottle feedings do not contain solid foods unless a child’s health care provider supplies written instructions and a medical reason for this practice.

Staff discard after one hour any formula or human milk that is served but not completely consumed or is not refrigerated.  If staff warm formula or human milk, the milk is warmed in water at no more than 120 degrees Fahrenheit for no more than five minutes.  No milk, including human milk and no other infant foods are warmed in a microwave oven.  


	Solid Foods and Juices
	Teaching staff do not offer solid foods and fruit juices to infants younger than six months of age, unless that practice is recommended by the child’s health care provider and approved by families.  Sweetened beverages are avoided.  If juice (only 100% fruit juice is recommended) is served, the amount is limited to no more than 4 ounces per child daily.  

	Feeding
	Teaching staff who are familiar with the infant feed him or her whenever the infant seems hungry.  Feeding is not used in lieu of other forms of comfort.  

	Cow’s Milk
	The program does not feed cow’s milk to infants younger than 12 months, and it serves only whole milk to children ages 12 months to 24 months.   

	Unacceptable Foods & 

Appropriate Food Sizes
	Staff do not offer children younger than 4 years these foods: hot dogs, whole or sliced into rounds; whole grapes; nuts; popcorn; raw peas and hard pretzels; spoonfuls of peanut butter; or chunks of raw carrots or meat larger than can be swallowed whole.

Staff cut foods into pieces no larger than ¼-inch square for infants and ½-inch square for toddlers/twos, according to each child’s chewing and swallowing capability. 

	Meal Menus
	The program prepares written menus, posts them where families can see them, and has copies available for families.  

	Snack and Meal Time
	The program serves meals and snacks at regularly established times.  Meals and snacks are at least two hours apart but not more than three hours apart. 


Child and Adult Care Food Program 
(CACFP) Guidelines

	
	What Parents Need to Know

	Snack Components
	

	Serving Sizes
	Serving sizes of each of the categories listed below vary by age group.

	Beverage Components
	Milk (fluid)

	Vegetables and Fruits Components
	Vegetables and/or fruits; or full-strength fruit or vegetable juice or an equivalent quantity of any combination of the above 

	Bread and Bread Alternates Components
	Bread; or cornbread, biscuits, rolls, muffins, etc.; or cold dry cereal; or cooked cereal; or cooked pasta or noodle products; or cooked cereal grains or an equivalent quantity of any combination of bread and bread alternates.

	Meat and Meat Alternates Components 
	Cheese; or eggs; or beans or peas; or peanut butter or soy nut butter; or other nut or seed butters; or peanuts or soy nuts or tree nuts or seeds*; or yogurt, plain or sweetened and flavored; or an equivalent quantity of any combination of the above. 

	* Serve with caution to children under five because of the risk of choking.  


Suggested Snack List 

We are providing this sample list of acceptable snack ideas.  Snacks are not limited to this list.  If you have questions about the snack requirements, please ask!

Acceptable “Packaged” Snack Items

Fruits & Vegetables 
Fruits

· All fresh fruit is acceptable.  Please bring items unprepared.  

· Pre-cut fresh fruit in pre-wrapped containers is acceptable.  Please leave in the original wrapping.  

· Jarred and individually packed apple sauce is acceptable. 

· Dried fruit (raisins, apricots, mango)

· Frozen fruit (especially nice in the hot summer months!) 

Vegetables 

· All fresh vegetables are acceptable.  Please bring items unprepared.  

· Pre-cut fresh vegetables in pre-wrapped containers are acceptable.  Please leave in the original wrapping.   

· Frozen vegetables (Edamame/Soy Beans, for example)

Bread & Bread Alternates
Breads
· Whole Wheat Breads 

· Whole Wheat Bagels

· Biscuits
· Corn Bread
· English Muffins
· Tortillas

Breakfast Items

· Granola

· Cereal (cereals must be low in sugar –  preferably under 7 grams per serving)

· Cheerios (1 gram of sugar)

· Corn Flakes (2 grams)

· Rice Chex (2.5 grams)

· Corn Chex (3.2 grams)

· Kashi Heart to Heart (5 grams)

· Go Lean Cereal (6 grams)

· Honey Bunches of Oats (6.5 grams)

Crackers

· Graham Crackers

· Matzo

· Ry-Krisp

· Triscuits or Wheat Thins

· Kashi Crackers

· Cheddar Bunnies/Gold Fish

Meat Alternates 

Beans & Peas
· Snap Peas
· Garbanzo Beans
· Green Beans
· Soy Beans (Edamame)
Dairy
· All pre-packaged (sealed) cheese is acceptable (string, block, pre-cubed)

· Large containers and individual packs of yogurt are acceptable

· Cottage Cheese in original container 

· Cream Cheese in original container 

· Eggs

Acceptable Drink Items

· Water

· Sparkling Water

· Milk (unflavored)

· Note: ACG does not serve cow’s milk to infants under 12 months; ACG serves whole milk to children 12 months to 24 months; and nonfat or 2% milk to children 24 months to 5 years.

· Soy Milk (unflavored)

· 100% Juice (no more than 4 ounces per child)

Unacceptable Snack Items

· Homemade snack items

· Items not pre-packaged from a retailer

· High sugar snack items (puddings, candy, cookies, sweets, Pop Tarts, granola bars)

· Because of the sensitive nature of nut allergies, A Child’s Garden will address this issue on an individual class-by-class basis.  Items with nuts include (Peanut & Nut Butters and Honey Nut Cheerios, for example).

· Popcorn (only allowed for ages 4 and older)
· Hot dogs

· Beans with hot dogs

· Cereals containing 35-49% sugar per serving

· Fruit canned in syrup

· Frozen vegetables in sauces 

· Flavored Milk (vanilla, strawberry, chocolate, for example)
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