Dear Parents,

Welcome, and thank you for sharing your child with us!  We are honored to be a part of their lives, and strive to be a positive part of their growth and development.

Our program is designed to enhance your child’s growth physically, mentally, and spiritually.

Parents are the most important part of the lives of their children.  We strive to support positive family life and to work in partnership with parents.

We look forward to working with you and your child this year!

Sincerely, 

Lisa Hollett

Director

Elizabeth Pruitt

Assistant Director

Leslie Sprouse

Administrative Assistant

POLICIES AND PROCEDURES

ARRIVALS
Threes, fours, and 5K:

All children in three, four, and 5K classes may be dropped off using the carpool line, beginning at 8:15 a.m.  Carpool lasts until 8:40. Please remember that teachers are not ready to receive children in the classroom before 8:15 a.m., and if your child arrives any earlier, they will need to be registered for the Early Room.  Because time is short, please have your good-byes said and the children ready to get out when the teacher opens the door.  We will NOT forcibly remove a child from the car.

DEPARTURES 

Pick up begins at 11:30 a.m. for threes and for fours, and at 2:00 p.m. for 5K.  If you need to pick up your child earlier than that, please park (not in the circle please) and walk in.  Please note that we are happy to put your child in the car for you, but we leave the responsibility of buckling your child in their car seat up to you.  Please remain in your car if you are coming through the pick up line, and pull up out of the way if you need extra time to buckle. It is very important that you be on time to pick up your child.  If you are 15 minutes late from the beginning of pick-up time you are considered late. Anyone picking up a child must have an assigned number, until we get to know you.  If you do not have a number you will be asked to park and come in to pick up your child.  This procedure is for the safety of the children.  If you are late picking up your child, you may pick him/her up in the office. Late fees are assessed at $10.00 for the first five minutes and $1.00 for every minute after.  If someone other than the parent/guardian is picking up the child and they are not on the pick-up form, please call the preschool office. All children must have on file a pick-up form signed and dated by their parent or legal guardian.  This form indicates who may and who may NOT pick-up your child.  Please make sure that you fill out the entire form including the driver’s license numbers of the people authorized to pick-up your child. Please let these same people know that they will be asked to show their driver’s license before the teacher will let your child go with them.

If your child needs to be picked up by someone NOT on your sheet, it is YOUR responsibility to call the Center and let us know.  If your child will be picked up by someone other than yourself in the carpool line, please make sure they have your child’s pick up number.  We will not release your child to unauthorized people!

EARLY ROOM
If your child is in a 3, 4 or 5K class and needs to arrive between 7:00 a.m. and 8:15 a.m. they will need to be registered for the Early Room.  The Early Room is located in Room J and is an additional $25.00 per month.  

LUNCH INFORMATION

Kindergarten students need to bring a “school” lunch with their name clearly marked on it.  The lunch needs to be one that does NOT have to be refrigerated or heated.  Please remember to place food items in containers that are easy to open.  This is an important area of “self-help” skills that will help to prepare your child for elementary school.  You may send a drink or 2% milk will be provided.  Please do NOT send soda or candy!  Preschool Plus students will also need to bring a lunch, with their name clearly marked on their lunch box.  Milk will also be provided for Preschool Plus students.
PUNCTUALITY

It is very important that your child be on time for the beginning of kindergarten or preschool class.  We will not tolerate constant disruption of our classes by children who are consistently late. 

The first half hour of instruction is one of the most important in the entire day.  The preschool instruction hours are as follows:

Five year old Kindergarten: 8:30 – 2:00 p.m.

Four year old Preschool:
  8:30 - 11:30 a.m.
Three year old Preschool:
  8:30 - 11:30 a.m.
CURRICULUM 

Our curriculum is designed to be developmentally appropriate for each age level.  Every classroom is set up with learning centers that include home living, blocks, art, books, computers, science and manipulatives.  Each class is designed to give children many hands-on opportunities.  Our teachers plan thematic units which allow them to be able to teach phonics, letters, numbers, concepts and science using one main theme.  You will receive monthly newsletters and calendars to inform you about field trips and other special activities. Please read and keep these for future reference and information. Christian values are the heart of our curriculum. Our goal is not to teach specific doctrine, but to share God’s love with our children through Bible stories, songs, verses and prayer.

FIELD TRIPS 

Educational field trips are scheduled throughout the school year.  Your child’s teacher will notify you of all field trips, and your account will be charged for the cost of the field trip.  Please know that we encourage parents to help chaperone at least one field trip per year.  However, please remember that our boys and girls need your undivided attention and we ask that younger siblings remain at home. If you chaperone a field trip, please remember this is a time to help your child’s teacher with whatever she may need for the entire class, not just to accompany your child.  At Open House you are given a blanket permission form for field trips and playground use, which is signed and dated by the parent/guardian.

BIRTHDAY CELEBRATIONS
A special part of the year is celebrating our preschooler’s birthdays.  You are welcome to provide a special snack, but absolutely no pointed party hats or balloons will be allowed.  Please no guests or adults in costume!  This is very frightening to some of our children. Please check with your child’s teacher so that she may plan accordingly.
 PLAYGROUND POLICY
Please send appropriate clothing with your child during cold weather. We do plan to take the children outside for recess every day unless it’s raining, extremely cold or very windy. We may only stay out for about ten minutes, but the fresh air and exercise are also an important part of their development. 

We will be glad to bundle them up, so please send coats, hats, gloves, etc.

PARENT CONFERENCES 

Assessment is another important part of our curriculum.  It is important to know that each child is on a developmentally appropriate level and to keep parents informed of their child's progress.  Three, four and 5K teachers will schedule two parent-teacher conferences in Fall and Spring.  Parents are expected to attend.  Additional conferences can be scheduled as needed.

TOYS/VIDEOS FROM HOME 

Our preschool is well equipped with age appropriate toys for our boys and girls.  Please do NOT allow your child to bring toys or videos from home unless they are bringing it for "Show and Tell" day or with special permission from your child’s teacher.  Books and objects of interest that pertain to the unit of study are welcome, please just let your child’s teacher know you are planning to send it in.   We are not responsible for items brought from home.

DISCIPLINE POLICY

Covenant Child Development is committed to providing children and families with quality education and care.  In order to fulfill that obligation, it is imperative that an effective discipline system be in place.  Discipline is needed to protect children and to teach them responsibility for their actions.   The following guidelines are given to our staff in regards to handling discipline:

*Consistency - Each class will have posted the three main rules:
1.  Keep your hands and feet to yourself.

2.  When you are inside the building, use your inside voice.

3.  Treat your friends as you would like to be treated.

*Provide a controlled and structured environment

*Reward positive behavior

*Use of time-out may be used at a rate of one minute per age of child (two minutes for a 2 yr. old, 3 min for a 3 yr. old, etc.) Children will always be within sight of teacher and not excluded from the general classroom.

*Teacher's will use supportive language and be good role models

*No corporal punishment.  A child who is out of control may be held to restrain their kicking or hitting of other people.

Every effort will be made to work with a child who has discipline problems.  When a child is continually disruptive or disrespectful, and is not responding to time-out, parents will be given a written note.  After three written notices have been sent home, the child will be given a one day suspension from our program.  A fourth episode of inappropriate behavior will result in the dismissal of the child.  Not all programs are for all children, if your child can not function within these guidelines, this may not be the program for your child.

CENTER HOLIDAYS

The preschool follows the District 2 school calendar for all holidays, Christmas break, Spring break and teacher workdays.  We will also be closed 

on Good Friday.  Our start and end dates coincide closely with public school, but may vary by a few days.

BAD WEATHER POLICY

Please remember that we follow District 2 as far as our closings and delays due to winter weather. We are also listed as Covenant Child Development Center-Spartanburg on News Channel 7. If District 2 is closed, we are closed.

If District 2 has a two hour delay, the center will open at 9:00 to begin receiving children in the Early Room, and Preschool will begin at 10:00 (this gives our teachers time to get their own children to school so that we can properly staff the center.) If District 2 has a one hour delay, the center will open at 8:00, and Preschool will begin at 9:00.

In the event that District 2 schools are dismissed for inclement weather the Center will remain open for one hour after schools are dismissed for parents to come and pick-up their children.  After 3 “bad weather” days, the Child Development Board will meet to discuss issuing a credit for the third day.
HEALTH INFORMATION

Each child must have a completed Statement of Health form and a copy of their South Carolina Immunization Certificate (not a shot record) on file in the Center office.  All immunizations must be kept up to date.  Parents should be sure their child is physically fit to attend preschool.  
Please use the following as a guide to determine whether your child should stay at home:  
· has or has had a fever in the past 24 hours
· has vomited or had diarrhea
· has heavy nasal drainage, constant cough or other symptoms of a communicable disease.  These symptoms may include reddened eyes, sore throat, headache or abdominal pain.  
If your child develops these symptoms while at the Center, a parent will be contacted and expected to pick-up the child promptly.  Please notify the Director when your child has a communicable disease. Your child may not return to school until they have been free from fever, vomiting or diarrhea for 24 hours without the aid of medication (Tylenol, etc.).  Pink eye is very contagious, and has been an ongoing problem each year.  If we suspect your child has pink eye, you will be called to pick up your child immediately.  Your child may not return to school without a doctor’s note.  Please remember we do not administer eye/ear drops.  
Each child needs to have a completed over the counter medication form.  
The medicines listed on this form will be administered only with parent’s consent, and if the medications are provided from home.  Please understand we do not keep these medications at the center.  

If you are called to the center to come pick up your child early because of illness, you will be given a form to be signed

by both you and your child’s teacher stating the time they left, and the earliest time/day they may return to the center.  Please understand this is to prevent the spread of illness to other children and staff.

POTTY TRAINING/SELF HELP SKILLS
Children enrolled in our 3 year old program are expected to be potty trained.  We know and expect that children will have accidents.  However, our three year old classes are NOT set up for changing diapers.  

Children 4 and up should be able to take care of their bathroom habits with minimal help from their teachers.  Self-help skills and good hygiene should be discussed and practiced at home.  This should include wiping their bottoms, flushing the toilet, and washing their hands.
Please remember to send your child in clothing that they can quickly and easily remove.  All children should have an extra set of clothing to be kept at the preschool in case of accidents.

EMERGENCY PROCEDURES

Detailed emergency forms must be kept on file in the Center office.  It is your responsibility to keep the information accurate and up to date.  Remember if we need to reach you quickly we will be using this sheet for phone numbers, addresses, etc.  Please note any vital information we need for your child such as allergies, regular medications, etc.

In the unlikely event we should need to evacuate the building, we would transport the children to North Spartanburg Fire Department, you would be notified, and you could pick up your child there. The fire department is located at 8767 Asheville Highway, about ½ mile from Covenant.  The phone number there is 578-1616. 

REGISTRATION INFORMATION

All children must register each year to secure a spot in the program for the coming preschool year.  “In-house” registration (for children currently enrolled in the program and their siblings, room permitting) will be held on a first-come, first-served basis. This normally takes place in January or February of each year. After that we will begin moving through the waiting lists, and open up to the public.  Registration fees are non-refundable, and all outstanding balances must be paid before your child will be registered for the next school year.

TUITION/FEES

The fees for Covenant Preschool and Kindergarten are based on yearly tuitions.  You may choose to pay the tuition yearly or in monthly installments due by the 10th of each month.  There is a 2% discount for paying in advance but there is no penalty for paying monthly.  However, if the monthly tuition is not paid by the 15th a $20.00 late fee will be assessed to your account. An additional $20.00 late fee will be charged each week that your account continues to be overdue. *If at any time your account balance reaches $500, your key fob will be deactivated, your account will be turned over to the Child Development Board for review, and your child may not return until your account is brought up to date (less than two weeks owed) We reserve the right to make decisions on delinquent accounts as necessary.*You will be given written notice before any action is taken, and given the opportunity to bring your account up to date.

It is your responsibility to pay your account in full before your child leaves our program.  Any remaining balance will be turned over to a third party collection service after 90 days. Please note the following policy concerning returned checks. By using a check for payment, you agree to the following terms: In the event your check is dishonored or returned for any reason, you authorize us to electronically (or by paper draft) re-present the check to your bank account for collection of the amount of the check, plus any applicable fees as permitted by state law.

Statements will be sent home each month.  The oldest child in each family will receive a 10% discount, excluding kindergarten.

Any child that is not picked up within 15 minutes of the end of class will be assessed a $10.00 late pick-up fee for the first 5 minutes and $1.00 for every minute thereafter.  After three late pick-ups the Child Development Board will review the problem and take appropriate action.             

Photographs 

While we understand your enthusiasm in sharing pictures of your child and their experience while at Covenant, please be mindful and respectful of other children if you decide to share these photos using venues such as Facebook or MySpace. We hope that each family’s right to privacy will be respected.
Covenant Child Development Center

is an intentional ministry and outreach program of 
The United Methodist Church of the Covenant

9020 Asheville Highway

Spartanburg, SC 29316

Phone: (864) 578-8459

    Fax: (864) 814-3420
Lisa@covenantchilddevelopment.com
Leslie@covenantchilddevelopment.com
Elizabeth@covenantchilddevelopment.com
www.covenantchilddevelopment.com
Look for us on Facebook!

Covenant Child Development Board
Ponda Caldwell, Chairperson

                                  Jeff Clark               Ashley Poirer          
                                  Linda Deahl            Libby Evatt
                                  Sheila Gillespie       Linda Harris

                                  Beth Wilson            Joyce Wright            
Ex-Officios: Lisa Hollett and Leslie Sprouse

Fee Schedule for 2010-2011

Daycare/Preschool



Class 



Weekly Fee
 Registration 



          

One year olds


$140.00
 $150.00





Two year olds


$140.00             $150.00



Three year olds

$135.00
 $150.00




Four year olds

             $135.00
 $150.00


                      

Kindergarten
                          $145.00
 $200.00                

Preschool ½ Day (8:30-11:30)


Class





Monthly Fee

Registration
     


Three year olds (T,Th)


$154.00

$150.00

Three year olds (MWF)


$176.00

$150.00

Four year olds (MTWTh)


$198.00

$150.00



Kindergarten (M-F)



$245.00

$200.00

Preschool Plus (8:30-1:30)

          Class                                                               Monthly Fee               Registration
            Three year olds (T,Th)                                   $203.00                       $150.00

            Three year olds (MWF)                                 $219.00
                   $150.00

            Four year olds (MTWTh)                             $236.00                        $150.00

Afterschool Program

Afterschool weekly fee is 55.00, and registration is $55.00.

Summer Program

A registration fee of $25 for the summer program is due in April. The weekly fee is $85. There is an activity fee of $170 (broken up in two payments of $85) to cover the cost of all field trips and activities.  

All registration fees are non-refundable.
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