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 Welcome to WINNERS CHRISTIAN ACADEMY LLC  LARGE FAMILY DAYCARE (WCA)! 
We are honored to have you join us. It is our desire to assist you as your child learns and grows with us. The guidelines of this handbook are not all inclusive of every policy and procedure guiding WCA, but serve as a general outline. Please note that this WCA handbook is subject to change whenever necessary by the administration to achieve these goals. We ask each parent to read and help their child understand the guidelines stated in this handbook in order to make WCA the best learning environment possible for every child who attends.

1. MISSION STATEMENT 
[image: Image result for winner cup images]To provide a safe environment for each child to experience excellence in education, while they grow in their faith, character, achievement and purpose.  

We encourage all our students and parents to develop a commitment to Christ.
We are unique in our “ ABC mission ” …
[bookmark: graphic03][bookmark: graphic04]Now I know my ABCs ...  Won’t you sing with me? [image: Related image]


We teach each of our children how to develop ...
A. Healthy identity and a character of integrity.
- Our "Values ​​in Action" Character Development program teaches values through the use of Bible stories, music, and art with the purpose of practicing new habits ​​that enrich the character of our children. Learning to honor God in everything we do is our commitment! 
- We firmly believe in the power of words, that is why in each interaction we build the self-esteem of our children with words of life and encouragement.
B. Passion for learning and developing their talents.
- A “purposeful teaching” methodology gives our children daily hands on learning experiences. We teach through games, music, art, early literature and Montessori lessons. We really make learning a fun experience for kids!
- Our teaching system is fitted to identify skills and talents from the earliest stages and to stimulate them in advance.
C. A healthy physical and nutritional routine.
- A balance menu free of chemicals, hormones, or genetic modification (GMO) rich in grains, vegetables and fresh fruit is the basis of our feeding program.
- Our physical training program each afternoon provides our children with the ability to develop their gross and fine motor skills through directed play and a personalized record of motor development.
2. PHILOSOPHY 
Our goal is to provide a safe, and loving environment where students and staff can enjoy learning to the fullest extent. Learning to honor God in everything we do is our commitment! 



[bookmark: _GoBack]3. REQUIREMENTS      
 Florida Law requires that each child have an updated copy of their birth certificate on file. Also a blue form ( HRS Florida certificate of Immunization) which needs to be updated as it expires, and yellow form (HRS Physical Exam certificate)which needs to be updated every  year.  Parents/guardians give  consent through this contract for our child care personnel to have access to child’s records.
WCA  Does not discriminate on the basis of race, sex, national origin, religion or physical disability. However, we reserve the right to use appropriate selection criteria in fulfillment of its stated goals and objectives and to reject applications for enrollment that we do not feel are consistent with our goals and purpose. 

4. VACATION/ POLICY OF PAYMENT:
(OUR TUITION PAYMENT IS MONTHLY)
Our method of payment is through Direct Deposit.
Parents are entitled to one half off of one week’s tuition after 6 months of being enrolled in the Center, and another one half off of one week’s tuition after an additional 6 months.( After the child has been enrolled in the center for 1 year parents will have the opportunity to pay one 
half of their weekly tuition twice per year). Parents will need to inform the office at least two weeks in advance when they decide to use these weeks. These weeks cannot be credited retroactively. WCA will be closed for general vacation period once a year according to our calendar (The last week of December). For this vacation week of December parents pay half tuition in advance. (Before general vacation period begins.) 

PENALTY CHARGES 
Re-enrollment fee of $50.00 is charged when a child is dropped from the program by the 
parent and re-enrolled at any given time within the same year. If a client wishes to 
continue services, and if the slot is still available, this re-enrollment charge will be requested 
upon entering the program. 

Late Payment Penalty of $20.00 will be charged after each day the account is delinquent. WCA  may discontinue services if tuition is more than 3 days delinquent.
 
SCHEDULE, LATE PICKUP POLICY AND FEES 
WCA hours of operation are (M-F 7:00  Am to 5:00 Pm) Nutritional Breakfast is provide between 7:30 Am – 8:20 Am only.  Children are not allow to enter our center later than 8:30 Am. 
Late fee will be charged if a student is picked up a 5:00 p.m. the following fees will be imposed: $1 Dollar per minute. Phone calls to notify of late arrival will not exempt a late fee charge.
 If a parent/guardian or emergency contact who appears to be intoxicated arrives at the center to pick up a child; WCA staff will not release the child and will Offer to call a relative or friend to pick up the parent and child, Offer to call a cab, Inform the parent that if he/she chooses to drive with or without the child, the educator will inform the police immediately.






RETURNED CHECK FEES 
There will be a $30.00 service charge for all returned checks, in addition to an $20.00 late payment fee. Returned checks must be paid with a money order. After 2 returned checks we will no longer be able to accept checks from you and you will be required to pay cash.  
 
WITHDRAWAL POLICY 
If a parent decides to withdraw from the program, a two weeks’ notice is required. Any parent 
failing to do so, will be charged their normal tuition rate for two weeks. 
 
5. UNIFORMS 
 Uniforms are not required here at WCA. However, we do require closed toe Velcro shoes (No laces) and shorts to be worn under girl’s dresses or skirts. We encourage you to dress your child in clothes that are clean and well fitting. Please keep in mind that they may be experimenting with painting, play dough, sand tables and watercolors. 

6. INMUNITATION: 
WCA.  is required by the Child Care Regulations to keep an up-to-date copy of each child’s immunization record in case an outbreak should occur. Procedure:
 1. Upon enrollment the daycare staff will ask for a current immunization record for every child.
 2. If a parent has decided not to have their child inoculated, the following procedures then apply: The parent will provide a signed and dated letter stating that they have chosen not to immunize their child and that they understand the importance of immunizations, side effects and dangers of not being immunized. If an outbreak occurs, the parent will be asked to remove the non-immunized child from the center until it has been determined that the child’s health is no longer at risk. 

7. ILLNESS/ALLERGIES/ 
 Any child who is suspected of having a communicable disease or who develops one or any combination of the symptoms listed below shall be placed in isolation and the parent will be called.  Parents must pick up the child as quickly as possible and the child will be required to be out of the center for 24 hours.  
A child with a temperature of 38.3º C (101ºF).  or above will be sent home and may not return to school until the temperature is normal for 24 hours. 
WCA does not give any medication for an elevated temperature or another illness unless ordered by a doctor and the written consent of the parent.
 If a temperature of 103.8 or above and a parent cannot be reached the school will call 911 for medical attention for your child. A temperature of this degree can cause seizures in some children and medical attention is essential. 
SIGNS AND SYMPTOMS OF COMMUNICABLE DISEASES:
 Severe coughing, Difficult or rapid breathing, Stiff neck, Diarrhea, Temperature of 100 or higher, Conjunctivitis (pink eye), Vomiting, Head lice or nits, Continual runny nose (If the runny nose is allergy related, we need a note from the Doctor stating that it is not contagious). 
Our main concern is the well-being of all the children:  Please, do not mask any of the above symptoms with medication prior to bringing your child to school.  If your child is unable to participate in the normal daily activities of the class (inside or outside) we ask that you not send your child to school that day. 
ALLERGIES POLICY: Parents/guardians need to inform the daycare staff in writing if their child has any allergies. Required forms will be provided by staff as soon as an allergy is reported. Allergies will be posted in the kitchen for all staff to see. A Care Plan card will be written up on the steps to take if the child has an allergy attack. Parents will be informed immediately of any allergy attack and the steps taken.
 

W.C.A. EXPOSURE PLAN 
The following guideline will be followed for clean up, handling, and disposing of all potentially infectious materials:
1. Follow Universal Precautions at all times. That is, all staff, volunteers, parents and children approach infection control as if all direct contact with human body or other body fluids is infectious for HIV, Hepatitis B and/or other bloodborne pathogens.
2. Whenever possible, a child should be directed to care for her/his own minor bleeding injury.
3. Gloves are required for all tasks in which a staff member may come into contact with blood or other body fluids.
4. Complete and effective handwashing with soap and warm water for at least twenty seconds duration should follow any first aid or healthcare given to a child or after any contact with potentially infectious material.
5. If exposure to blood or other potentially infectious material occurs through coughing up or vomiting of blood or body fluids, first aid response, or through contact with open sore or break in the skin, thorough washing, preferably with soap and warm water is necessary.
6. In the event handwashing facilities are not readily available, thorough cleaning with an antiseptic towelettes is necessary. Then,  hands must be washed with antiseptic soap and running warm water as soon as they are available.
7. Any surface contaminated with blood or other bodily fluids must be cleaned after each use and at the end of the day with soap and water and then rinsed with a HYPOCHLORITE  solution.
8. An EPA disinfectant must be used when cleaning bodily fluids from the floor or other surfaces. Hydrogen Peroxide will be used to clean carpet surfaces that have been contaminated with blood or other bodily fluids.
9. Contaminated laundry must be placed and transported in clearly labeled bags and containers.
10. Needles, syringes, broken glass and other sharp objects that maybe contaminated with body fluids that are found on WCA property must not be picked up by children at any time, nor by staff without appropriate puncture-proof gloves or mechanical devices such as a sharps container, broom, brush, or dust pan. Any such items found must be disposed of in closable puncture resistant, leak proof container that is appropriately labeled or color-coded (red).
11. Items that are only slightly soiled (bandages, paper towels, etc.) with infectious fluids must be placed in a sealed plastic bag and put in the trash can.
12. For blood soaked (bandages, paper-towels, etc.) it is necessary to label bag as “Bio-hazard.”
13. All wastebaskets used to dispose of potentially infectious materials must be lined with a plastic bag liner and disposed of daily.
14. Plastic bags will be used for blood soaked clothing and picked up by parent
MEDICATION
 WCA. will not give ANY over the counter medicine to a child, unless prescribed by doctor.   
Prescribed medication will be administered to your child as directed by your child’s Doctor, the following shall apply:  
· The prescribed medication must be brought in by the custodial parent.
· The prescribed medication must be in its original bottle, with the date, name of child, name medication, medication directions listed clearly on the label.
· If the child requires a liquid medication, the parent must bring a graduated medication spoon or cup.
· If pills must be cut in half, it is the responsibility of the parent and not that of WCA. personnel.  If pills are not cut in half or quarter as prescribed, the medication cannot be given.
· The first dose of medicine must be given at home or by the custodial parent
· All medical procedures i.e. Nebulizer treatments. Glucose monitoring, or Epipen, etc.  MUST HAVE a medical procedure form completed by your child’s doctor, written parental consent and staff training before the procedure can be performed.
· Any lotions such as allergy creams, must have a medication form filled out prior to our staff applying the lotion to your child. 
·  Do not send any kind of medicine including cough drops or vitamins in your child’s  pocket as this presents a safety issue. 
· You must update your child’s medical form every month.

8. EMPOWERING KIDS WITH PERSONAL RESPONSIBILITY  
· While one of our goals at WCA  is to make sure that kids have fun learning and playing, we also teach and encourage personal responsibility in the area of personal hygiene and clean up. Children are always encouraged to pick up and put away their books, toys and art supplies when they are done with them.  Additionally, we encourage kids to wash their face as needed and hands after potty time, play time, snack time and various times throughout the day.
  
9. DISCIPLINE POLICY 
Enforcing discipline in the classroom will be the responsibility of each teacher. The main emphasis will always be on first reinforcing a child’s positive behavior, modeling  Christian values and promoting positive self-esteem. 

Teachers will provide Verbal Guidance by: 
- Speaking kindly to children. 
- Providing positive verbal praise when interacting with children. 
- Giving clear instructions. 
- Avoid making comparisons between children. 
- Giving positive directions and suggestions. 
 
Teachers will provide Behavioral
Guidance by: 
- Supervising children for all activities (indoor, outdoor, and field trips) 
- Planning developmentally appropriate classroom activities. 
- Ensuring that children know the consequences for inappropriate behavior. 
- Providing consistency in discipline practices. 
- Ensuring that teachers will be positive role models. 
- Redirecting the children’s behavior and giving them choices. 
- Knowing and understanding the mental and emotional needs of the children. 

 If for some reason a student’s behavior becomes disruptive, the teacher will have a age appropriate conversation redirecting  the child modeling the right behavior.  When mistakes are made children are involve in the correcting actions and are given the opportunity to be successful. This also gives the child an opportunity for self-examination and apologies, if necessary.  In the rare instance that disruptive behavior still continues or the situation worsens, a parent conference will be required.  
Grounds for dismissal: There will be NO tolerance for disruption, disrespect for others or bullying.    
The following disciplinary actions will not be tolerated at WCA.  
1.  Children will never be subject to discipline that is severe, humiliating or frightening.
 2.  Discipline will never be associated with food, rest, or toileting.  
3. Any form of physical or corporal punishment will not be tolerated. 

REASONS FOR MISBEHAVIOR
• Children want to test whether caregivers will enforce rules
 • They experience different sets of expectations between school and home.
 • A child does not understand the rules, or are held to expectations that are beyond their developmental levels
 • They want to assert themselves and their independence.
 • They feel ill, bored, hungry or sleepy. 
• They lack accurate information and prior experience
• They have been previously "rewarded" for their misbehavior with adult attention. 

PREVENTING MISBEHAVIOR Child misbehavior is impossible to prevent completely. Children, usually curious and endlessly creative, are likely to do things parents and other caregivers have not expected. However, there are many positive steps we can take to help prevent misbehavior.
So on WCA We Will:
 •Set clear, consistent rules. (e.g., walking feet; gentle touches) 
• Make certain the environment is safe and worry-free.
 • Show interest in the child's activities. (e.g., participating in activities with the children so they stay interested for longer periods)
 • Encourage self-control and independence by providing meaningful choices. (e.g., “You may pick up the blocks or art center.”) 
• Focus on the desired behavior, rather than the one to be avoided. (e.g., “Ashley, please use gentle touches with your friends.”)
 • Build children's images of themselves as trustworthy, responsible and cooperative. 
• Give clear directions, one at a time.
 • Say "Yes" whenever possible.
 • Notice and pay attention to children when they do things right. (e.g., “Joey is playing so nicely. I like it when you keep the blocks on the table.”) 
• Encourage children often and generously.
 • Set a good example. (e.g., using a quiet voice when children should be quiet)
 • Help children see how their actions affect others.
 
RESPONDING TO MISBEHAVIOR Below are strategies WCA staff will use to respond to child misbehavior. Remember, however, that it's always a good idea if rules are explained fully and clearly understood before misbehavior occurs. Whenever possible, involve children in making the rules for the classroom. So on WCA we will us the following strategies: 
 • Redirection This strategy should be used most frequently when working with young children. If a child is not following the rules or being uncooperative, quickly get the child's attention and introduce another activity. For example, "Kate, please help me water the flowers now. You've been riding the bike for a long time and it's now Logan's turn."
 • Logical consequences These are structured consequences that follow specific misbehaviors. The child should be able to see how the behavior and the consequence are directly related. For example, Andrew is standing on his chair at lunch. His teacher should remind him that if he stands on his chair, he could fall and get hurt; this will make him sad. • Participate in the solution If a child damages something, he/she needs to help in fixing it or in cleaning up. If a child causes someone distress, he/she should help in relieving that. For example, "It made Brandon very sad when you told him he wasn’t your friend anymore. Please come apologize and help me make him feel better."
 • Natural consequences Allowing children to experience the consequences of their behavior is also called learning the hard way. For example, Laura does not put her books back in her school bag after she finishes reading. One day she loses a book, and therefore must find a way to replace it. Only use natural consequences when they will not endanger the child's health or safety.
 • “Take a break” or “Calm down area” In some instances, a child may need to be removed from a particular situation in which he/she has become overwhelmed or violent. The child should be directed to “take a break” in the “calm down area.” This strategy gives the child a chance to calm down, regain control, and reflect quietly on her or his behavior away from others. Once the child has calmed down, staff should talk with the child about the actions that led up to and resulted in needing a break or being sent to the calm down area. For example, "Hannah, we have talked often about how hitting is not acceptable. But because you hit John, please leave the blocks center and go to the calm down area. I will talk to you when you are ready."

 If these actions do not help in reducing or changing behavior the following will take place:
 1. Staff will report behavior and what strategies have been attempted to the Director 
 2. The staff will observe the child and develop a behavior management plan. 
3. The behavior management plan will be discussed will the parent and then put into practice. 
4. The Director and parents will evaluate the behavior management plan. If needed, adjustments will be made.
If a child’s behavior becomes threatening to themselves, other children, staff or teachers, the child will be removed from the program for a period of time o definitively. 
As a Family Child Care, We reserve the right to give written notice of immediate termination at any time.





 10. BAD WEATHER, EMERGENCY PREPAREDNESS AND EVACUATION PROCEDURES
    
·  If the Orange  County Public Schools close due to bad weather or other emergency situation then WCA will also be closed.(Tuition will be charge normally).  If for some reason WCA. county says that public schools will close only half a day, WCA will be closed half a day too.  Please, listen to local TV and Radio stations for this information. 
· After a fire or natural disaster, WCA will notify the licensing authority within 24 hours as to their operational status in order for the licensing authority to ensure health standards are met for continued operation as a home child care.

WCA  has devised procedures to follow in the event that an emergency would occur while a child is in our family Day Care. In the event of a fire, or tornado, staff would follow the describing emergency evacuation routes, and the procedures to be followed to assure that children have arrived at the designated spot. In order to prepare children for the unlikely need to evacuate,  WCA does conduct monthly fire drills, and periodic tornado drills. Should we need to evacuate due to fire or weather conditions, or the loss of power, heat, or water , our emergency destination is the house of our front neighbor ( 13174  Looking Glass Falls Ln ). 

EVACUATION PROCEDURE: If the bad conditions requires shelter, We will relocate the children on Wyndham lakes Elementary School: (14360 Whyndham Lakes Blvd, Orlando Fl 32824. Distance:  1.2 ml Ph: (407) 2510 2347) Parents will be contacted as soon as possible to come pick up their child. If a parent cannot be reached, we will contact the emergency contacts listed on your child’s enrollment information.
In the unlikely event there would be an environmental threat or a threat of violence, the staff will; secure the children in the safest location possible, contact and follow the directions given by the proper authorities and contact the parents as soon as the situation allows. An incident report would also be provided to the parents.

10A. REPORTING AND MANAGING ANY INCIDENT OR UNUSUAL OCCURRENCE


· POWER OUTAGE OR BOMB THREAT PROCEDURE:  If there is a bomb threat the daycare staff and children will immediately evacuate the house. Staff will take the children to the field close by WCA. If, within one hour, the fire department determines that the daycare is safe to enter, we will return to daycare. If, after one hour, it is still unsafe to return to the daycare, parents will be called to pick up their child.  If weather does not permit going outside during the hour, parents will be called immediately to pick up their child. Staff may call parents at any time to pick up their child if their ability to maintain the child’s safety is in question. 
· LOST OR MISSING CHILD POLICY: In the event of a missing child from the daycare, the daycare staff will remain calm and follow the procedures below. Procedure: If a child goes missing The remaining children will stay together. Center staff will stay calm and call 911 and give them a complete description of the child.  Center staff will then notify the parent/guardian and inform them of the steps that are being taken to locate their child.
· We will call the community of neighbors too to help assist in the search looking in the house yard, and surrounding areas.

· EMERGENCY TRANSPORTATION/MEDICAL ATTENTION POLICY

· There is always on staff member present that has received training in First Aid, Communicable Diseases, Child Abuse, and CPR. In the case of a minor accident/injury, staff will administer basic first aid. If the injury/illness would be more serious, first aid would be administered, and the parents would be contacted immediately to assist in deciding an appropriate course of action. 
· Accident/Incident Notification 
 All accidents and incidents that occur while a child is in the care of our program staff will documented on the same day they occur, This documentation will be shared with the custodial parent or legal guardian on the date of occurrence, this documentation will include the name of the affected party, date and time of the occurrence, If the parent or legal guardian does not pick up the child on the date of occurrence of the accident or incident, the individual authorized to pick up the child must sign and be provided a copy of the accident/incident form. 

· Serious Injury/illness/ life threatening 
In the event of life threatening situation, our staff will call the Authorities (911) to pick up the child in ambulance, parents will be notified, and a staff member will accompany the child to the hospital with all available health records. Staff will not transport children in their vehicles. Only parents or EMS will transport.

· Death of a Child or Staff member
In the event of death of a child or staff member, our program will call the Authorities (911) and the parents will be immediately contacted, additionally the incident will  be reported  immediately to DCF (Florida Department of Children and Families)



· SUSPECTED MALTREATEMENT OF A CHILD
As Child Care providers, WCA is in alignment with the law who clearly states that any suspected abuse must be reported immediately (We define immediately as: occurring, acting, or accomplished without loss or interval of time.) Reports must be made immediately to the Florida Abuse Hotline Information System by - Telephone at 1-800-96-ABUSE (1-800-962-2873), or - Fax at 1-800-914-0004, or - Online at http://www.dcf.state.fl.us/abuse/report/.


· Child Abuse and Neglect Reporting Policy Reason this policy is important: Besides being illegal, child abuse and neglect interfere with healthy child development and later achievement in life. State requirements may differ, but those in which reporting suspected abuse is mandatory usually include child care personnel. Child care staff and parents should be aware of reporting requirements and procedures for handling reports of child abuse and neglect. 
· PRESENCE OF A THREATENING INDIVIDUAL
· In the event or presence of a threatening individual who attempts or succeeds in gaining entrance to the home WCA will Immediately call law enforcement ( 911)  this may be within the building, if the potentially violent person does not leave the area, and we have any reason to believe the individual has a weapon we will perform a partial evacuation, if possible.
· BITING POLICY:

SUBJECT: Biting 
PURPOSE: To Protect the children at the Child Care and to encourage children to behave in a socially acceptable manner. 
POLICY: Staff and Parents shall follow the following guidelines when a bite occurs.
 PROCEDURES:
    1. Staff recognizes that at times some children, for a variety of reasons, attempt to bite                        o     other children. Some reasons for biting are as follows: 
Infants: Experimental, sensory pleasure, teething
Toddlers: Frustration, fatigue, attention seeking, confined spaces, inability to communicate
Preschoolers :Aggression, deliberate
 2. Staff will use age appropriate behavior strategies for children who are biting. Staff will attempt to keep frustration levels of children low by providing plenty of stimulation to engage children’s interests, having smaller groups of children (e.g. inside group/outdoor group), and using distraction techniques to minimize incidents.
 3. Staff and Parents should recognize that a human bite, which breaks the skin, brings risk of infection to the victim. (Families are required to keep their children’s immunization up to date.)
 4. When a bite does occur, staff will check for broken skin. All bites, whether the skin is broken or unbroken, will be washed with soap and water and be treated with a topical disinfectant. A cold compress will be applied to the bitten area. Staff will inform the family when a bite occurs. At that time, the family may decide upon follow up medical attention.
 5. A record of all biting incidents will be kept. This is especially useful in determining any patterns of biting behavior and in anticipating incidents and preventing them.
 6. When a child bites three times on a given day, the child’s parents will be called and the child must be picked up from the Child Care immediately. This is to prevent further incidences and to calm the biter. 
7. Staff will develop a behavior management program for “repeat offenders” in conjunction with parents.
8. If, at any time, child’s biting behavior becomes especially excessive or hazardous to the children or staff, the Director will expel the child from the Child Care in accordance with the “Expulsion Policy”.
As a Family Child Care, We reserve the right to give written notice of immediate termination at any time.

  



11. NUTRITION / HEALTH
 Our goal is to promote good health, safety and nutrition. Eating nutritious food is an important part of each child’s day. Food provided by the Center will be selected in accordance with USDA Child Care Food Program Guidelines. Center staff will Offer a clean, well-maintained, safe environment with nutritious food for snacks and lunch, Opportunities for learning how to take care of their bodies and develop self-help skills and opportunities for both rest and exercise with indoor and outdoor activities daily. 
WCA. will provide food three times each day.( Breakfast, lunch, and an afternoon snack) . All meals and snacks are prepared based on the USDA Child Care Food Program Guidelines.
WCA provides a very nutritional menu; Copy of the menu is given in the initial packet.  
Breakfast will be served between 8:00 Am and 8:20 if a child comes later than 8:20 breakfast  will not be provide .
Lunch is served between 12:00 and 1:00; snacks are served from 2:00 to 3:00 p.m. 
Do not bring in food items in the mornings. We provide our children very healthy food (Gluten free, GMO free, Non-processed food) please support us in this goal!
It is the responsibility of the parent to inform the school and teacher of any potential food allergies.  We often part cake in birthday celebrations and food related projects and cannot be responsible for illness unless we have been informed prior. 
 Please make sure that your child’s teacher is aware of any and all food allergies that your child might have.

12. WORSHIP TIME 
Worship Time is held every day from 8:30 a.m. to 9 :00 a.m. We will not answer phone calls at this time with the exception or emergency situation .We start our time with worship music and continue on with a brief Bible lesson, Our teachings include stories about fascinating Bible heroes who help us to incorporate teachings on Christian values. 
 
13. PHOTOS/VIDEOS 

We take pictures and videos of children on a regular basis as a way of documenting your child’s 
Learning process ,We post upcoming events and pictures  on our Facebook page: www.Facebook.com/winnwerschristianacademy. Pictures are always used and shared with respect. By signing the last page of this handbook, you will be giving WCA permission to use your child’s image whenever necessary. If you do not wish to have your child’s pictures and/or videos please note your exception on the same page. 

14.TERMINATION POLICY 
We reserve the right to terminate for the following reasons (but not limited to):
  Failure to pay
  Failure to complete required forms
  Lack of parental cooperation
  Failure of child to adjust to the child care setting after a reasonable amount of time
  Physical or verbal abuse of any person or property
  Our inability to meet the child’s needs 
 Lack of compliance with handbook regulations
  Serious illness of child or provider
  False information given by parent either verbally or in writing .
You are required to give two-week’s notice when you decide to terminate childcare. The two weeks will be paid in full regardless of whether or not your child is in attendance.
[bookmark: _Hlk54031028]We reserve the right to give written notice of immediate termination at any time.
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15. VPK ATTENDANCE POLICY 
The VPK attendance policy is between Winners Christian Academy (WCA) and the parent.

WCA. will be operating a Voluntary Pre-Kindergarten (VPK) for 3 hours a day, 5 days a week for 180 days. All enrolled families received a calendar showing the scheduled days off during the operational period of (start date) through (end date).

Attendance: Attendance during the scheduled instructional days is very important to remain in the VPK program. Not only is WCA. funding linked to attendance, but also the child’s success upon entrance into Kindergarten. You will be required to sign and comply with the following policy on Attendance and Tardiness to remain in the VPK program. 

Tardiness: Arrival for the VPK program is between 8:00 and 8:30 a.m. VPK arrivals should be signed in at the entrance every morning. The earliest time arrivals will be accepted in the classroom is 8:45 a.m. The instructional day starts at 8:30 a.m. and all children are expected to be in place and ready to start the day. Arrivals after 8:30 a.m. are disruptive to the group in progress and difficult for the arriving child as well. We understand that it is occasionally unavoidable to be “running late”, but more than twice a month will not be acceptable and will be cause for termination from the VPK program.

Late Pick Up: The VPK program ends at 12:30 daily. A late fee of $1 per minute will be assessed if your child is not picked up by 12:35

Absence: Daily attendance in the VPK program is necessary for optimal learning, however, you will be allowed (2) absences per month. Any absences beyond those require a written note from the parent for one of the following reasons: Illness or injury of the child or the child’s family member which requires hospitalization or bed rest; Physician or dentist appointment; Infectious disease or parasitic infestation; Funeral service, memorial service, or bereavement upon the death of the child’s family member; Compliance with a court order (e.g. visitation, subpoena); Special education or related services for the child’s disability; Observance of a religious holiday or service; Family vacation, not to exceed 5 excused absences per program year. Please note: Absences of 5 consecutive instructional days will be considered a withdrawal from the VPK program at (WCA). Withdrawals from the VPK program will not be eligible for re-enrollment. 

(WCA) will allow only one documented 5-day absence during the 180 day instructional period. Documentation must be submitted in advance, explain the reason for the 5-day absence, and be dated and signed by the child’s legal custodial adult.

Verifying your child’s attendance and absences: The (WCA) staff will ask you to
Sign attendance form by the end of each month. You will be given this form to review and confirm your child’s recorded attendance for the month. 

16. TARDIES   
We ask that your children arrive between 8:00 AM and 8:20AM If they eat breakfast with us, and absolutely no later than 8:30 AM. If they ate breakfast at home. Children who come after 8:30 AM should have a written excuse from the parents.
     
We understand  that there are times that being late is beyond your control (Emergencies, doctor’s appointments, etc.)  Please, if you can’t have your child here on time, give us a call and make us aware of these situations before 8:30 AM. Late arrivals can be very disruptive to the classroom, which puts additional strain on the other students and the teacher who must regain the children’s attention.  
Also, we kindly ask you to please be respectful of the teacher’s time in the morning. Your teacher’s first priority is to take care of the children and get started on the day’s activities.  We understand that there are times when you will need to talk to your child’s teacher so let her know and ask for a conference time  between 7:00AM and  8:00AM. or send us a text message  with your request and we will respond during our planning period.  Thank you for your help in this matter!

17. WALKS & FIELD TRIPS POLICY: Our daycare will take the children off premises for walks or field trips. WCA. will inform parents ahead of time about field trips .Staff/child ratios will be maintained on all walks or field trips. First-Aid Kit and emergency cards with updated information and photo of child will be brought on all field trips or walks. At least one staff member present with the children must hold a current, valid first aid certificate. Access to a working telephone must be available within 5 minutes walking distance of the field trip site.
An emergency plan must be developed prior to field trip. All staff and volunteers in attendance at the field trip must be familiar with the emergency plan. All emergency plans should contain the telephone numbers of parents, ambulance, hospital and doctor, as well as what actions are to be taken in the event of an emergency occurring. A signed informed consent form must be received from the parent/guardian of the child prior to any field trips
18.MISCELLANEOUS

ATTENDANCE : Your child must be signed in and out every day by an adult.  Please DO NOT let children sign in and out.  
NAPPING POLICY
Each day after lunch will be rest time. The length of naps depends on the individual child. Other naps are on a as needed basis. During the nap, children will sleep on their backs until they can reposition themselves during sleep. Your child will need a small sheet  for nap time to cover their  mat with and a small blanket.  Please do not bring  sleeping bags, (these items will be sent home). We are teaching your child that their blanket  is their responsibility.  They will be learning to fold the blanket and put in back into a cubby. 
  
Each child needs 2 complete change of clothes including  socks, Please place the clothes in a gallon sized zip-lock baggie and label the bag and clothes with your child’s name.  If your child does not have a change of clothes the parent will be called to bring the child clothing.  
Please, do not let your child bring “items of value” to school specially  jewelry.
Upon the Decision to Close for vacation, written notice of at least two weeks will be given if for some reason the school would ever have to close. We also require a two weeks’ notice if you decide to remove your child from WCA  please notify teacher in writing.  
For School Calendar Please see attached sheet.  
For Tuition information  Please see attached sheet 
WINNERS CHRISTIAN ACADEMY AGREEMENT CONTRACT

I have read and understand the Parent Handbook and agree to abide by the policies and procedures as stated. I have also participated in the parent conference with the Director and 
the forms below have been given to me.
 

_______________________________________________________________________ 

Name and Signature of Parent/Guardian                          Date 

I have given the above parent an opportunity to ask questions and discuss the policies of W.C.A. and any other items of concern during the parent conference. 


_______________________________________________________________________

Directors Signature                                          Date
 
A  copy of this page has been placed in the student’s file.

 
STUDENT’S NAME____________________________DATE OF ENTRY  ___________   

I certify that the following forms have been given to me (Parent)

1. Copy of this Parent Handbook and Agreement contract
2. WCA Child Care Application for Enrollment
3. WCA Daily routine
4. WCA Emergency Response Plan
5. WCA Prices and rates
6. WCA Daily Menu
7. WCA Photo and video release 
8. WCA Medical information and allergies form of my child
9. DCF Flu season brochure /DCF  “Distracted Adult” Safety flyer
10. WCA Calendar 
11. DCF. Registered Family Child Care Home Health and Safety Checklist form
12. Copy of DCF brochure "Selecting a Family Day Care Home Provider”
13. W.C.A. Discipline Police 
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