WEST GROVE AREA DAY CARE CENTER

155 EAST HARMONY ROAD

WEST GROVE, PA      19390

(610) 869-3842

wgdaycare@earthlink.net
Contact:  Karin Kryak
Visit our website at: www.westgrovedaycare.com
PARENT HANDBOOK
REVISED:  
November 16, 2010
West Grove Area Day Care Center, Inc. is a non-profit corporation, fully licensed by the Commonwealth of Pennsylvania to provide day care services to children from 3 months of age to the elementary school years.  Its purpose is to provide affordable, flexible, high quality child-care and educational opportunities for young children throughout the Southern Chester County area.

The Center is located on the grounds of the West Grove Meeting of Friends, near the intersection of Route 841 and Evergreen Avenue/Old Baltimore Pike in

West Grove, PA.  It was first incorporated in July of 1979; the realization of a dream formulated by a study group under the leadership of Helen McNeil of Oxford in 1977.  It has been in operation since September 24th, 1979.

The Center contains two original classrooms—one for infants/toddlers and another for pre-school children, with a partial kitchen and administrative office between the two.  The Meeting House provides additional facilities for after-school care and summer camp for children enrolled in the Avon Grove School District.  Because we noticed a need in the area, an additional pre-school classroom has been added mid year in 2006 in the Meeting House.  There is a large fenced outdoor play area, which is shaded by trees and offers a variety of play equipment for children of all ages. Two snacks are served daily with milk.  All children must pack their own lunches to be served between 11:00 and 12:00.  

The center is directed by a certified, degreed and experienced childhood educator who oversees the overall operation of the Center, acts as a liaison among parents,

staff, and the Board of Directors, as well as coordinates curriculum philosophy, and goals for the center.

In our child-centered classrooms, either certified teachers or experienced assistant teachers offer age-appropriate activities and materials designed to stimulate interest, exercise body and mind, foster learning and develop self-esteem.

The Center is governed by a volunteer Board of Directors, made up of parents of enrolled children and members of the local community.  The Board meets once a month to discuss fundraisers, budget matters, program plans and other concerns.  Parents and other interested members of the community are welcomed to attend and to become involved in 
Board activities. 

The Board has established goals for us to work with as the budget permits. 

1. Provide quality child care and numerous learning activities to children ages 3 months through 6th grade.
2. Continue staff improvement efforts through training classes and staff orientation/evaluations. 

3. Maintain fiscally responsible budget

4. Keep building and grounds safe and child friendly

5. Continuously search for curriculum ideas and keep updated on new legislature involving early childhood education. 

6. Get the community involved (businesses, volunteers)
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West Grove Early Care & Development Center
PARENT HANDBOOK

This handbook contains the official policies for the WGEC&D, as well as additional information of interest to parents.  Our policies conform to the rules and regulations of the Commonwealth of Pennsylvania.  They may be revised periodically at the discretion of the Board of Directors.  Parents will be notified at least 30 days prior to the effective date of any policy change.

HOURS & CALENDAR

Hours of Operation:

Monday through Friday, 6:30a.m.-6:00 p.m.

Scheduled Closings:

The Center is closed on the following holidays:

To Be Decided Annually
Holiday schedule will be provided annually and is determined only after the Avon Grove School District completes their annual school calendar.  Our holiday schedule runs from July 1 to June 30th of each year. 

Summer:  The Center is opened normal hours.

Unscheduled Weather Related Closings & Late Openings:  In the event of 

severe weather, parents are advised to call the Center for information about any

necessary schedule changes.  Schedule changes will be announced on the answering 

machine. Closings and delays will also be announced on Channel 10 News and can be found on 

NBC10.com under the name West Grove Daycare.  You may also go to our website 

www.westgrovedaycare.com and click on the nbc10 link. 
Families are still responsible for payment if there is an emergency closing. Part time families will
be given make up days. Full time families’ rates are already pro-rated/discounted to include 

numerous missed days.

DAILY SCHEDULE

We request that parents adjust the times they drop off and pick up children according to 

the approximate schedule below so as not to arrive during naps, lunch, etc.

6:30     Center opens


12:00    Free Play
8:00     School-age children depart

1:00
 Nap/Quiet time
8:30     Morning snack


2:45
Charter School kids return


9:15     Activities


3:15      Snack (for pre-k and tots)
11:15   Lunch


3:30      PLE/AGI kids return (snack for school-age)
11:30   Kindergartners return/lunch

6:00 
 Center Closes
SPECIAL DAYS AND EVENTS

-Children’s birthdays may be celebrated at the center.  You may send in cupcakes or 

another special treat for your child’s birthday.  Please be sure to send enough for all 

children in your child’s class.  Please do not bring items to share that contain peanuts or 
peanut butter.  It is also best to ask your child’s teacher if there are any allergies.
-Notices will also be posted of evening and weekend events for parents and families.  

-Various fundraisers are scheduled throughout the year as an effort to upgrade our play 

equipment and for special activities.  
-We schedule a photographer to take your child’s photo once a year.  
ENROLLMENT

Enrollment Options:  Infants, Toddlers & Preschoolers

Parents may enroll children on a full-time or part-time basis.  For purposes of 

enrollment, the day is divided into two half-days:  Morning (6:30-12:30) and 

Afternoon (12:00-6:00).  Parents who enroll their children on a full or part-time basis

contract for a fixed schedule of services at the time the child is enrolled, and space is

reserved for that child based on the contracted schedule.  If you miss your scheduled

day, you are still responsible for payment for the missed day.  It is often possible for you to make 

up missed days, at the discretion of the director and the availability of space. We will also allow 

part time children to make up regularly scheduled days that the Center is closed, such as 
holidays, snow closings or other emergency closings.

          A full-time child attends more than ½ day, 5 days per week

          A part-time child attends ½ day, 5 days per week or less or more than

           ½  day but less than 5 days per week

Enrollment Options:  School-Age Children

*Kindergarten children may be enrolled for that portion of the day when they are not attending public school.  Lunch (provided by the parent) is served at the center.

*School-age children in grades 1 through 5 may be enrolled for before-school care, after care or both and may attend for full day care during in-service days or other school closings.
Parents whose children attend Avon Grove or Penn London Elementary Schools may arrange to have their children bussed to and from the center.  Parents are responsible for making arrangements with the school district regarding busing.  A staff member accompanies children to and from the nearest bus stop. 

Enrollment Procedures

Before a child can be admitted to the center, all parents must:


Visit the center


Fill out an application form


Submit a medical form, filled out and signed by family physician


Fill out all Parent Consent and Agreement forms

To meet state requirements, children must be current on all immunizations.  If for any reason the immunizations are not complete, a written explanation from the family physician will be required, and the application will not be approved until the medical form has been reviewed by the Daycare Physician Advisor.
All records can be transferred at the written request of the parents to another educational setting. 
Waiting List

If space is not available at the time of application, children will be placed on a waiting list, and admitted on a first-come, first served basis as space becomes available in the appropriate age group.  Building 1 is licensed for 18 infants and toddlers, and 12 pre-schoolers (3-4 year olds).  Building 2 is licensed for 18 school-aged children (1st grade-5th grade) and 13 pre-schoolers (4-5 year olds).

TUITION AND FEES

Parents can obtain a copy of the current tuition and fee schedule form the Director.  Parents will be notified in writing at least 30 days prior to any changes in tuition and fees.

Registration Fee

At the time of enrollment, each family must pay a non-refundable registration fee, according to the current fee schedule.

Quarterly Activities Fee (new as of July 06)

A quarterly fee of $20 will be applied for each child enrolled to help to cover the cost of equipment, classroom supplies and special activities.  This fee will be applied on July 1st, October 1st, January 1st, and April 1st.  This fee will be applied to full time and part time accounts.  Families have opportunities to earn funds for their own account by participating in various fund-raisers throughout the year. 
Late Fees and Lunch Fees

Additional fees will be charged, according to the current fee schedule for picking up a child after the centers’ closing time.  There is a $5.00 late fee charged for each week that there is a balance on your account.  There is a $50 fee for a returned check.  If your child attends without a lunch and the center must provide one, you will be responsible for repayment. 
Tuition

For full-time, part-time, and school-age children, parents elect at the time of enrollment to pay for services on a daily, weekly, bi-monthly, or monthly schedule.
The center does accept child-care funding through CCIS.  Information and applications on subsidized care can be received by calling the CCIS office directly at 610-344-5717.

Tuition must be paid for before services are provided, and for all contracted days, whether the child is present or not.  Tuition will be charged if the Center is closed for an entire day due to inclement weather or other unforeseen circumstances, up to a limit of 4 days per year (July-June)

Any parent arriving after the centers’ closing will be charged $1.00 per minute 

Programs are offered at additional cost on snow days, and (on a first come, first served basis) on school in-service days and holidays, including extended days during Avon Grove’s Christmas week and week of  Spring Break.  The Center will also provide care for late openings as well early dismissals for an extra charge if the child is not normally present for that time period (see current fee schedule for information on additional charges). 

Multiple Child Discounts

Families with 2 or more children enrolled full-time at the center are eligible for a discount per the current fee schedule.

Changing Schedules

There is a 2 week notice required when canceling or decreasing services.  Additional services may be provided as soon as available.  If required notice is not given, regular tuition charges will be applied to account. 

Extended Leave Provision (for children already enrolled and attending)
For a fee of 35% of regular tuition, parents may withdraw their children for a period of 6 weeks to 12 weeks without having to go on the waiting list to re-enroll.  This is intended to accommodate significant life changes like maternity leave, unemployment, serious illness and seasonal changes in employment.  After the 12 week period, the full tuition will continue to be charged regardless of attendance.  Any absence of less than 6 weeks does not qualify and full tuition will be charged.
Reserving Space (new, un-enrolled families)
We will allow new families to reserve space, if available, at a cost of 60% of the regular tuition for up to 12 weeks.  Anything more than 12 weeks may be held by paying for tuition in full.  This is intended to accommodate anticipated enrollment of a new baby or a family moving into the area.  
Expecting Parents (with child already attending the center)
Families who currently have a child in the center will pay 40% to reserve available infant space.  
Overdue Accounts

Payments for services must be made according to the schedule agree to at the time of enrollment, and prior to services rendered.  When an account becomes more than 1 week overdue, an additional $5.00 charge is added to the account.  The Director or Treasurer of the Board will notify parents of overdue accounts, and satisfactory arrangements must be made to promptly bring the account up to date.  Children will not be admitted to the center until such arrangements are made.  The Director will refer accounts that remain delinquent to the Board of Directors, who may declare a child no longer eligible for services.  A case for collection will be opened in District Court if payment is not collected.  
HEALTH

Medical Forms

Medical forms must be completed within 60 days of enrollment and must be updated in compliance with state regulations.  The regulation requires:  ‘An age-appropriate health assessment shall be conducted according to the recommended schedule for routine health supervision as referenced in the most current edition of the American Academy of Pediatrics’.

Health assessments must be made available to the DPW caseworker assigned to our center. 
Infectious Diseases

Parents are required to notify the center promptly when a child has an infectious disease.  Notices will be posted to inform other parents that an infectious disease has been reported.

Sick Children

The center will not accept children when they are ill.  This includes children with an upset stomach (vomiting or diarrhea), children with infectious diseases who might adversely affect the health of the other children or staff or children who are obviously too ill to participate in the regular program.  

While we are sympathetic to the stresses of sick children on working


parents, please be considerate of our staff and other families.  Children


who have had fevers, vomiting, or diarrhea during the prior 24 hours

should not be brought to the Center, even if they “seem fine” in the


morning.

If a child becomes ill while at the center, the parent (or another responsible adult designated by the parent) will be contacted.  The child must be removed from the center within one (1) hour.  While we understand that children can run a fever for reasons that may not include an infectious virus, we require a physicians note stating that the child is free of contagion if the child is expected to attend, but keep in mind that if the child can not participate in the regular program regardless of physician’s statement, he/she will have to be removed from the center.  
After 3 or more days absence due to illness, a medical release from a physician may be required, at the discretion of the Director, before a child is readmitted.

Medications

Parents must provide medications for their children.  All medications must be accompanied by the parent’s written permission to administer them.  They must be in the original container, and clearly labeled with the child’s name and instructions for administration.  Forms are available at the center to record all the necessary information.  Medications are carefully stored and administered only by the Director or by a teacher.  A record is kept as part of the personal record of each child, of parent permissions to dispense medications, the dated, times, types and amounts given, and by whom.

NUTRITION


All children must have breakfast before coming to the center.

The center provides 2 snacks, one at mid-morning and one in the afternoon.

All children must pack a lunch.  If it requires refrigeration, it should not be packed in a large “cooler” type bag/box.  We request paper bags with names on them.  Children may bring ‘re-heatables’.  We do not serve peanut butter to children under 2 unless provided by parent.  If your child has any food allergy, you must list this information on the emergency contact.  We do not restrict peanut butter from being sent from home for individual lunches but may not be sent to share with classmates. 
SAFETY

Dropping Off & Picking Up Children

****For reasons of safety and in consideration of everyone using the center, parents must park in the parking lot (not in the driveway) when dropping off or picking up children.

Children must be accompanied to and from the center by an adult, and released only into the care of a staff member.

Parents must sign in and sign out their children on the forms provided in the office or Meetinghouse foyer.

Children will be released only to:
A staff member






A parent






A person designated by the parent

CLOTHING & PERSONAL PROPERTY

Parents are requested to provide a blanket, pillow, and optionally a “bed chum” to be used during rest time.  They will be sent home each Friday for laundering.

You are welcomed to keep a disposable camera at the center if you would like your child’s teachers to take any pictures of special events for your memory book.  

Parents of infants must provide bottles, formula, and any other special dietary needs, a supply of disposable diapers, wipes, a crib sheet and a small blanket.

All parents must provide an extra set of clean clothes and clothing appropriate for outdoor play depending on the season.  All clothing must be labeled with the child’s name.

We ask that children do not bring other personal property such as toys, videos, etc. with them to the center.  Too often these items get broken or lost and children get quite upset.  We provide plenty of toys and activities to keep children busy and stimulated.  Security items are obvious exceptions, and are welcome at the center.

CHILDREN WITH SPECIAL NEEDS

The Director will consult with parents concerning children who may have special needs.  Additional assessment and consultation is available through the Chester County Intermediate Unit free of charge. 
The number for the CCIU is 484-237-5057. CCIU employees/therapists may visit the child at our center with the permission of the parents.

If your child has an IEP or IFSP, please make a copy for your child’s records at the center.  We all work together for the benefit of your child.  
Child Abuse & Neglect

The center will comply with the laws of the Commonwealth of PA in referring suspected cases of child abuse or neglect to the proper agencies.  
Reporting Procedure

All observations and/or suspicions of child abuse or neglect will be immediately reported to the child protective services agency no matter where the abuse might have occurred. 

The Executive Director will follow the direction of the child protective services agency regarding the completion of written reports.  If the parent or legal guardian of the child is suspected of abuse, The Executive Director will follow the guidance of the child protective agency regarding notification of the parent or legal guardian.  Reporters of suspected child abuse will not be discharged for making the report unless it is proven that a false report was knowingly made.  

Staff members who are alleged perpetrators of child abuse may be suspended or given leave without pay pending completion of an investigation.  Such caregivers may also be removed from the classroom and given a job that does not require interaction with children.  Parents or legal guardians of suspected abused children will be notified.  Parents/ legal guardians of other children in the program will be contacted by The Executive Director and/or Board Members so that they may share concerns they have had.  It is important to note that no accusation or affirmation of guilt will be made until the investigation is complete.  Caregivers found guilty of child abuse will be summarily dismissed or relieved of their duties.  

DISCIPLINE

The Center does not permit the use of physical punishment or verbal abuse when disciplining children.  Reminders, positive reinforcement and, if necessary, Time-Out, are methods we find most effective in guiding the behavior of young children.

A child whose behavior is deemed unmanageable by the staff may be removed from the program if the Director determines this action is necessary to maintain the integrity of the program or to protect other children.  Such cases will be referred to the Board of Directors for review at their next scheduled meeting. At this time, the Director will be required to provide documentation of the child’s problem behavior, of the staff’s attempt to manage it, and evidence that all reasonable avenues have been pursued with the parents in an attempt to resolve the problem.  Parents may participate either in person or in writing in the review process.

One avenue that will be taken in the event a child’s behavior becomes unmanageable will be to send the child home immediately.  If there is a severe incident, a parent will be called and may be directed to remove the child from the center for the rest of the day.  On the 2nd such incident within a reasonable amount of time, the child will be suspended from the center for 3 consecutive days.  If the behavior continues after such avenues have been taken, the Director will notify the family and the Board of Directors in writing that services will be discontinued.  We will give 2 weeks notice of discontinuation of services.  However, if the behavior jeopardizes the safety of other children and/or staff, we will discontinue services immediately.  We will at all times take into consideration the age appropriateness of the behaviors.  

PARENT COMMUNICATON & CONCERNS

Newsletters are distributed to all families.  These letters are used to update parents on new policies and to make pertinent information known.  We strongly urge each family to read and note such information in each newsletter.  The director can be emailed at wgdaycare@earthlink.net. You can also “like” us on our facebook page (West Grove Early Care & Development) where pictures and information is posted periodically. 
Child observations or skill checklists are done within 45 days of enrolling/changing rooms and then again by the end of the year so that you can see the progress that has been made throughout the year.  We are also required to complete a child service report as per DPW regulations at least annually. 
This is a great time to request a conference; however, teachers are available for conferences at any time throughout the year.    
Parents are encouraged to discuss with the Director any concerns or questions about their child’s care or progress, if questions can not adequately be answered by the child’s teacher first.   Questions concerning the Center itself (billing, policies, staff issues, etc) should be directed to the Director.   If your problem can not be resolved with the Director after at least 5 days, the matter will be submitted to the Board of Directors for review.
If you are transferring your child into another educational setting, we are happy to transfer any information or records from your child’s file at your written request.  

DONATIONS:  West Grove Area Daycare is a non-profit center with 501 C-3 status and monetary and in-kind donations can be made directly to our center and are tax-deductible.  You may also make donations to the United Way, but you must designate us by name to receive your donation directly.    

EMERGENCY EVACUATION PROCEDURE: In the event that the center must be evacuated for any reason, 911 will be called and West Grove Fire Dept will assist in the transport of the children to either: 
1.West Grove Presbyterian Church

139 W Evergreen St

2. West Grove Fire House

102 Walnut Ave

3 Jennersville YMCA  
880 W Baltimore Pike

4. Penn London Elementary.
383 S Jennersville Rd

Child files will be transported with the children and parents will be notified by phone. In such an emergency, car seats will not be available and therefore not utilized. 
STAKEHOLDERS AND OTHER AREAS OF INTEREST/COMMUNITY RESOURCES

CCIS
610-344-5717   (subsidized child care)

Neighborhood Services Center   610-932-8557 (food cupboard, personal care items, household supplies)

WIC    1-800-942-9467 (nutrition for pregnant mothers and infants/young children)
Avon Grove Public Library 610-869-2004

CCIU  (special education services)  484-237-5057

Child Care Information Services (subsidized child care program)   610-344-5717

CHIP (children’s health insurance) 1-800-986-5437

AVON GROVE SCHOOL DISTRICT  610-869-2441



*If you have any suggestions
AVON GROVE CHARTER SCHOOL  484-667-5000



for additional Stakeholders or
Dept. of Public Welfare    1-215-560-5256




resources, please let us know!  
Kids First Pediatrics (CHOP)   610-869-4770

DANSKO Foundation   610-869-8335
West Grove Friends Meeting
La Communidad Hispana   610-444-4357

Child Line    1-800-932-0313

ARC of Chester County   610-696-8090

United Way   610-444-4357

Catholic Social Services   610-869-6500

****West Grove Early Care and Development Center provides services to families without regard to race, color, religious creed, disability, ancestry, national origin (including limited English Proficiency), age or sex.
West Grove Area Day Care

CIVIL RIGHTS COMPLIANCE

PARENT AWARENESS

In accordance with applicable Federal and State civil rights laws and regulatory requirements, you, as a client of this agency have the right:

-to be provided services at this agency and to be referred for services at other agencies without regard to your race, color, religious creed, disability, ancestry, national origin (including limited English Proficiency), age or sex.

-to file a complaint of discrimination if you feel you have been discriminated against on the basis of your race, color, religious creed, disability, ancestry, national origin, age of sex

Program services shall be made accessible to eligible persons with disabilities through the most practical and economically feasible methods available.  These methods include, but are not limited to: equipment redesign, the provision of aides and the use of alternative service delivery locations.  Structural modifications shall be considered only as a last resort among other available methods. 

Complaints of discrimination may be filed with any of the following:

West Grove Area Day Care




US Dept of Health and Human Services
P.O. Box 247





Office for Civil Rights
West Grove, PA 19390




Suite 372 Public Ledger Bldg







150 S Independence Mall West
Department of Public Welfare




Philadelphia, PA 19130
Bureau of Equal Opportunity

Room 223, Health and Welfare Bldg.




P.O. Box 2675




 
Commonwealth of PA





Harrisburg, PA 17105





DPW/Bureau of Equal Opportunity







Southeast Regional Office
PA Human Relations Commission



Suite 5034, 801 Market St
Harrisburg Regional Office




Philadelphia, PA 19107
Riverfront Office Center
1101 S Front Street, 5th Floor
Harrisburg, PA 19107
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