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Eastside Educational Center, Inc.

Parent Handbook

Our Philosophy

At Eastside Educational Center, Inc., we believe that by providing our children with quality day care, fun learning and play environments, and enriching opportunities, we will be giving them a head start on learning.  We have a play-based curriculum aligned with the state’s early learning standards that will provide our children with a solid learning foundation.  Our center is one that instills the values of love, joy, peace, tolerance, patience, kindness, goodness, gentleness, and self-control.  We will expect these attributes of both our staff as well as any parent wishing to use our day care services.  

Our goals clearly reflect these values and include:

Goals for the child

1. To provide opportunities for being with other children in a setting conducive to the development of wholesome social relationships.

2. To provide appropriate play experiences that contribute to the developmental needs of the child.

3. To develop confidence and self esteem with each child through:

a. Interaction with supportive adults

b. A structured setting

c. Developmental activities

d. The use of positive discipline techniques

4. To provide opportunities for meaningful play that is based on the child’s individual needs, interests, abilities and disabilities and that will build important foundations for all future academic pursuits.  

Goals for the parents

1. To provide opportunities to meet and work with other parents and teachers who have as their common concern the interests and needs of children.  

2. To provide optimal care for the child, while the parents must be away.

3. To provide opportunities to grow in the understanding of child development and parenting skills.

Goals for the Community
1. To meet the needs of our community for a premier early childhood 

      education facility in Mackinaw.

2. To  contribute, to the wholesome growth and development of the future citizens of our community.

3.  To provide opportunities for community members to enrich their knowledge and parenting skills by offering programming beneficial to these goals.  

4. To help raise the standard of care and the level of understanding of what quality care entails.

5. To form meaningful and productive partnerships with community organizations including the local school district, higher education institutions, social service agencies and other community venues.
Organizational Structure:

The organizational structure of Eastside Educational Center, Inc. is designed to provide the optimal care and learning experiences for your child.  A view of the organization is displayed below.  
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Parent Participation
Staff members at Eastside Educational Center, Inc. regard parents and the family as the most important influence in a child’s life.  Our goal, at every level, is to partner with parents in the important process of keeping children safe, promoting good health, providing loving care, and developing optimal learning opportunities.  Parents are free to visit at any time and to make visits more accommodating; E.E.C. has observation windows in every room for families to watch without disturbing the classroom environment.  Research proves that children do better when parents are interested and involved.  Parents are invited to attend activity events and parent meetings and to participate in field trips, class projects, and celebrations.  

Enrollment
When applications are received, the child’s name is placed on a waiting list in the order received.  If an opening is there or occurs in the child’s age group, parents are contacted and given 24 hours to accept or decline.  If the opening is declined, the child’s name will remain on the list with no guarantee as to the next available opening.  We will make every effort to accommodate a family’s need for care, but parents may need to consider an earlier opening or may need to wait for space to become available.  
A non-refundable registration fee shall be paid upon application.  This fee is due each August for children who plan to continue in our program.  Before the first day of class, we require a two-week deposit, which will be held for the last two weeks of tuition provided a minimum of two weeks notice is given.  The enrollment packet includes forms that are required by the Department of Children and Family Services (DCFS) and must be in our files before a child’s first day.  Enrollment will not be considered complete until all the necessary forms have been received.  

Children with special needs are admitted based on our ability to meet their needs in the context of a large group care program.  Parents will be asked to share professional evaluations during the enrollment process when necessary to determine how best to meet the needs of the child.  All enrollment decisions for children with special needs are made cooperatively with the family, the child’s therapists, and EEC teachers and administrative team.
Arrival and Departure
Arrival:  The parent must log in on the computer at the main desk upon arriving at EEC and must accompany their child into the classroom.  The child must be signed in and out by the parent or another adult.  Children should wash hands upon arrival at the center.  Please accompany your child to the restrooms and help them wash their hands when you arrive.  

Departure:  The parent must sign out on the computer at the main desk when picking up their child.  If you know your are going to be detained, please notify EEC staff immediately so that we can reassure your child.  Your child will be allowed to leave only with persons listed on the authorization form you completed.  If someone else will be picking up your child, please write a note to the teacher.  If teachers are unfamiliar with the person picking up a child, they will request a photo ID.  Please call and let us know of last minute changes.  For hourly rates and late fees, please see fee schedule.
Authorization to Pick Up Child
No child will be released to a person not authorized by a parent to pick the child up.  We must have written or verbal authorization for changes in the respect.  All persons picking up any child must have a driver’s license.  If the designated pickup person does not have his or her license, they will not be allowed to pick up the child.
What to Wear to School

Think of your child’s comfort and provide simple clothing that is free of complicated fastenings.  Think of the messy art materials and other messy activities and provide clothing that is washable.  Think of our playground and provide clothing that is sturdy.  Think of the changeable Illinois weather and dress your child warmly.  Provide sweaters and jackets even on the first sunny fall days.  It is much easier to remove an unneeded item than to put on something you don’t have.  Provide appropriate outer clothing including hats, mittens and boots for winter.  We will have outside playtime in all but the most severe weather.  Please label all outerwear with your child’s name.  No open sandals, please.  (Dirt, gravel, wood chips, sand, stubbed toes.)  Extra clothing should be provided in your child’s diaper bag or backpack in case of an accident.  

Nutrition

We serve a healthy and nutritious midmorning snack, lunch and an afternoon snack.  If your child arrives in the early morning, you must provide them with breakfast before arriving.  A morning snack will be served at 8:30am.  No outside food or drink can be brought in to the center as per DCFS.  Occasionally, your child may have the opportunity to cook or otherwise prepare special food at EEC for a snack or a meal.  

Parents may provide substitutions for children who, for medical reasons, may be unable to eat certain menu items.  Substitutions provided by the parent must be accompanied by a doctor’s note stating the medical reason for which the child may not consume the specified item.  EEC will not serve any food, even when accompanied by a physician’s note, if it is considered a choking hazard for the child’s age.  
Infants not consuming table food shall be fed in consultation with the parents and the parents must provide the food.  Formula shall be milk-based, unless otherwise indicated in writing by the child’s physician.  Formula and breast milk bottles must be labeled, dated, and refrigerated upon arrival at the center.  No food other than formula, milk, breast milk, or water shall be placed in a bottle for feeding unless otherwise indicated by the child’s physician, in consultation with the parents.  Whole milk shall be served to children less than two years of age unless otherwise requested by the child’s physician.        

Birthdays

Birthdays are special days and are celebrated during the snack period.  Please to not send cakes or full size cupcakes.  We have students who eat only the tops, students who eat only the bottoms and students who throw away the whole thing.  Mini muffins or cookies are a fun alternative.  Snacks should be prepackaged or from a bakery.  Your child’s teacher will add special stories, songs, candles, and so forth, to make this a special time for your child. We do not allow balloons, party favors, or other accessories as they can create unnecessary competition.  Please schedule birthday celebrations with your child’s teacher at least a week in advance.  If your child’s birthday falls during a time when they do not attend, please feel free to schedule an “Un-birthday” celebration.  

Toys from Home

Except for toys that are needed in the very opening days of school /child care to help ease your child’s transition from home to school, we ask that you leave your child’s toys at home or in your car.  If an item is brought to school, it will be held at the counter for safe keeping until a parent picks it up.  We are not responsible for lost or broken items brought from home.  There will be times for “show and share” when a child will be allowed to bring something from home to share.  These items must have manes clearly labeled on them and be kept in the child’s bag until the appropriate time.   No Guns, War Toys, or Other Toys of Destruction or vulgarity.  These toys are taboo in our school.  Please do not allow your child to bring them.  

The Health and Safety of Your Child

Your child’s health is a matter of major importance to all of us. Upon enrollment, you must file with us a health form signed by a physician.  We also require that the child have certain standard immunizations as well as a TB clearance and lead screening.  A daily health inspection is given upon each child’s arrival at Eastside Educational Center, Inc.  The person bringing the child must wait until the inspection is over before leaving the premises.  Your child may be sent home if any symptoms of illness appear during the day.  In such cases, your child will be immediately isolated from the others and you will be contacted.

Keep Your Child Home If He or She:

· Has a fever or has had one during the previous 24-hour period.

· Is fussy, cranky, and generally out of sorts.

· Has a constant cough.

· Has a heavy nasal discharge.

· Has symptoms of a possible communicable disease.  (These are usually sniffles, reddened eyes, sore throat, headache and abdominal pain, plus a fever.)
· Has had diarrhea (loose or watery stools) in the last 24 hours

· Has a rash of any kind until cause is determined by a physician and with a written notice of clearance

· Has a temperature of 100 degree or higher (then must be fever free without medication for 24 hours before return)

· Has unusual tiredness, fussiness, crying, problems breathing (denting in of chest, fast breathing, nasal flaring)

· Has mouth sores (until written clearance received from physician

· Has impetigo(until written clearance received from physician)

· Has head lice (until the morning after the first treatment)

· Has scabies (until the morning after the first treatment)

· Has chicken pox (until all blisters are scabbed and has been fever free for 24 hours)

· Has whooping cough (Pertussis) (until written clearance received from physician)

· Has pink eye (until written clearance received from physician or drainage gone)

· Has any other condition that the center nurse or staff feels warrants medical attention
If the director or daycare nurse feel that the child should be seen by the child’s physician because of severity of illness, the child will not be allowed to return to the daycare until seen by the physician and given written clearance to return to the center.  If a child is sent home for any reason, they are not allowed to return the following day.  In case of contagious diseases, please follow your physician’s advice in returning your child to EEC.  Please notify the center at once if your child contracts a communicable disease (see the wellness policy for more information regarding illness and return policies when your child has been sent home for illness)

In case of accidental injury we will make an immediate attempt to contact a parent.  If we can’t reach you we will call the child’s physician.  If necessary, we will also call an ambulance or paramedics.  Until the arrival of a parent, the physician, an ambulance or paramedics, the Director or an Assistant will be in charge and make all decisions about the care of the child.  You will be expected to assume responsibility for any resultant expense not covered by our insurance.  The school will maintain a parents’ signed consent form agreeing to this provision.  It is to your child’s benefit that you keep the school up-to-date on phone numbers, emergency numbers, and other pertinent information.   Our director and staff are certified in first aid and CPR.
Outside play is an essential part of the program.  Weather permitting, children go outside daily.  Parents are asked to provide outdoor clothing that is appropriate for the season.  Parents are also expected to provide one or more changes of clothing so wet or soiled clothes can be changed as necessary.  Because of staffing requirements, it is not possible to allow a child to remain indoors.  If a child is well enough to come to the center, the child is well enough to play outside.  

Any weather conditions that pose a danger to the children will be considered by the staff at EEC to be inclement weather.  This includes, but is not limited to , temperatures and of course any weather that prompts a weather service advisory.  It is our philosophy that children should be able to enjoy the outdoors whenever it is safe to do so.    

Guidance and Discipline

Teachers at Eastside Educational Center Inc. encourage acceptable behavior and help the children understand what is expected of them.  A teacher is always nearby to lend support when needed – to help the children when they momentarily lose control of materials, equipment, or even their emotions.  Our goal is to help each child develop self-control by discovering acceptable ways to interact with other children and class materials.  Some methods used include redirection to an appropriate activity, modeling of appropriate behavior or words, role-playing and discussions to help children understand one another’s actions, or removing the child from the situation when necessary to calm the child.  Raised voices, verbal abuse and corporal punishment are not used at EEC.  The teacher will let the child know when she disapproves of an action, but that she still loves the child.  Parents will be notified when behavior problems are occurring.  We reserve the right to discharge a child from our program if their behavior becomes detrimental to the group.  If this becomes necessary, we will refer the parent to other agencies for service.  

Parent/Teacher Communication

Daily contact is normally established between both the parent and teachers, and the teachers and Program Director.  Communicating with the teachers is one of the best ways to ensure a positive experience for your child.  Parents are their child’s first teachers, and your individual experiences provide valuable insight into behaviors, learning styles, motivations, and other unique facets of your child.  The teachers, in turn, will share both their knowledge and experience as educators.  

As parents, teachers, and caregivers, we will all be more effective if the lines of communication are strong.  We will keep you informed about our classroom activities and curriculum.  We ask that you keep us apprised of any changes at home that may affect your child.  Experiences such as the birth of a baby, a serious illness, the death of a pet, travel, or a separation or divorce can have a profound effect on a child’s ability to process stimuli in the classroom.  If we are made aware of these changes, we will be able to respond more appropriately, and provide support and guidance.  Confidentiality in all cases will be maintained.  

If deemed necessary, the Program Director may initiate a conference with parents to discuss observations and ideas for encouraging or optimizing development.  Parents are invited to request conferences at any time necessary.  

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 
I ____________________________________ acknowledge that I have read and fully understand the policies and provisions set forth here in the Parent Handbook.  I have had all of my questions answered satisfactorily and agree to all terms of this contract.  I  have also been given an admission agreement, a medication policy, and a summary of licensing standards from DCFS.  

Signature of Parent or Guardian ___________________________________________________

                                             Date________________________

Signature of Director____________________________________________________________

                                  Date_____________________________
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