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Welcome
Welcome to Peapod Learning Center and Preschool! We look forward to partnering with you to meet the needs of your child and family. This handbook will explain the policies and general information you will need to know about this learning environment.  If you have any questions about the details in this handbook, please feel free to let us know. We are delighted to take this journey with you! 

History

     Peapod Learning Center was founded in February of 2008 as a licensed family childcare home serving 8 infants 0-24 months. We were part of the Start-Up and Expansion program through the Missouri Department of Elementary and Secondary Education, created to increase the number of high quality early childhood education programs in Missouri. Peapod created a learning environment that combines trained early childhood educators with a rich indoor/outdoor learning space and sensory garden. The children flourished in this space and parent enthusiasm quickly led to a lengthy waiting list through word of mouth recommendations. As our families began to grow we sought out additional spaces where we would be able to continue to accommodate everyone’s needs. 
     Peapod Preschool opened in January of 2014 as a part of the Missouri Preschool Project and serves 20 children in our preschool classroom ages 3-6 years, and 8 two year olds. We are licensed and in the process of accreditation through Missouri Accreditation. Peapod is Springfield’s first nature based preschool and has the only Nature Explore Certified outdoor classroom in Southwest Missouri. We are proud to have designed this engaging outdoor space in collaboration with the Arbor Day Foundation, our parent advisory committee, our teaching staff, and our community partners. Our center utilizes Project Construct as our curriculum, aligned with the Missouri Early Learning Goals and Objectives, to create a unique opportunity for higher order thinking and learning in a very child centered way. We use individual student portfolios and the Desired Results Developmental Profile to create personalized learning plans for each child and authentically assess over time, rather than the usual standardized test. Our lead teachers at a minimum hold four year degrees in education and certification through DESE, and our support staff are also invested in education and are currently in school to become educators. 
     Peapod Learning Center and Preschool will continue to look for ways to serve the needs of our families as we grow. 
For more information check out these links: 
Missouri Accreditation http://moaccreditation.org
Nature Explore http://www.natureexplore.org
 Missouri Early Learning Goals http://dese.mo.gov/early-extended-learning/early-learning/missouri-early-learning-standards
Desired Results Developmental Profile https://desiredresults.us/content/about-desired-results
Purpose

Peapod Learning Center and Preschool are licensed child care and early learning facilities. Our purpose is to meet the needs of young children by providing a high quality program within a safe and nurturing environment. The program offers planned indoor and outdoor activities that encourage and stimulate the cognitive, emotional, social and physical development of each child. We believe in connecting children and families to nature through our community partnerships, curriculum, and both indoor and outdoor classroom environments to promote creative thinking and engaging play. 
Philosophy
The teachers and staff at Peapod recognize and embrace each child as a unique individual.  We create a child-directed educational experience where the child can construct his/her own knowledge through teacher guided interactions with their physical and social environments.
We have a safe, secure, and nurturing atmosphere that encourages children to actively explore the world around them.

We value the importance of family in the growth of each child.  We invite the involvement of parents and family members in the program. 

Goals

To ensure that each child possesses the skills that will allow them to successfully function in the world, t Peapod Learning Center has established goals.  
Goals for children: 

· To encourage respect for self and others.

· To stimulate a love of learning through exploration and discovery.

· To educate children with appropriate social skills through day to day interactions with others.

· To provide children with an environment in which they feel comfortable to express their feelings, thoughts and ideas.

· To offer children opportunities to grow into a self-directed, self-confident individual.

· To build strong bodies and encourage choices that support a healthy lifestyle.
· To create a learning environment that provides opportunities to meet and exceed expectations in the following developmental areas: Language and literacy, mathematical, self and social, self-regulation, and English language development as measured by the DRDP and Missouri Learning Goals and Objectives. 

Goals for Families: 

· To build a partnership with families
· To support families in their parenting role 
· To support families in their role as primary educators of their child
· To ensure home cultures of the children’s families are reflected in the program
Goals and objectives for the community and for Peapod
· To build relationships with community organizations and develop a network of support for families; child care food, WIC, Caring Communities, etc. 
· To add additional community organizations as partnerships to enhance the preschool program and meet the needs of our families and teachers (JRBP, MDC, Springfield Greene County Parks Board, etc). 
· To acquire accreditation
· To maintain a safe learning and working environment through ongoing training and preparation, 
· To provide a rich variety of experiences and materials for the children both indoors and out. 
· To recruit and retain high quality early childhood teachers and support staff. 
Staff
The teachers at Peapod Learning Center and Preschool have diverse educational backgrounds and experience in the area of early childhood.  The director/owner obtained a bachelor’s degree in Elementary Education and a Masters in Reading. She is certified as an Environmental Educator and in Early Childhood, Elementary and Reading Education. Our lead teachers have a bachelor’s degree in Elementary Education and certification to teach early childhood education. Assistant teachers have a minimum of 2 years college experience with a focus on early childhood education.  All staff are CPR/First Aid certified and participate in a minimum of 18 hours of staff development yearly.
Curriculum

Peapod Learning Center uses Project Construct and DRDP in the classroom to promote an effective learning environment. Project Construct is a developmentally appropriate curriculum and approach to learning created by the Missouri Department of Education.  Project Construct Classrooms:
· Provide learning opportunities based on students interests.

· Evaluate children’s thinking and work to help guide teaching.
· See children’s mistakes as opportunities for learning.

· Encourage children to become independent thinkers by taking initiative and making choices.

· Allow children to collaborate and work together in the learning process.

The assessment component we use at Peapod is the Desired Results Developmental Profile (DRDP).  It was established by the California Department of Education to improve the quality in early childcare and education programs.  This profile allows educators to evaluate the growth and development of each child, informs the teacher and parents of progress and provides information for planning future activities.  The on-going assessment looks at 7 domains of development for each child:  Self and Social, Language and Literacy, English Language, Cognitive, Mathematical, Physical and Health. It also aligns with the Missouri Early Childhood Goals and Objectives.  
Classrooms

At Peapod our classrooms are a fluid space based on developmental readiness to meet the needs of each child. 

The Seeds classroom serves birth through 35 months and focuses on language acquisition, developing social and emotional skills, gross and fine motor development, and cognitive development through a rich variety of experiences both indoors and outdoors.

The Sprouts classroom serves children 24-36 months and focuses on language and literacy skills, self and social growth through collaboration with other learners, motor and perceptual development, both indoors and outdoors, and cognitive development through music, art, and sensory activities. In order to transition into the Sprouts room the following requirements must be met:

*They must be at least 24 months old.

*Exhibiting readiness skills for the academic activities and schedule.

*Must be potty training. 
The students in the Sprouts room use the potty several times a day as a group because there is not a bathroom in their room, and it is not equipped for diapering. We consider students potty trained when they have gone a week at school without accidents, at which time the reduced rate of 150$ takes effect. Toileting readiness skills are different for each child. When you and your child are ready to begin toilet learning, we will work together to create an appropriate plan to meet your child’s needs. 
The Saplings room serves children ages 30 months to 60 months. Students are eligible to transition from the Sprouts to Saplings based on developmental readiness for the preschool schedule and curriculum. Students transitioning from Sprouts to Saplings must be fully potty trained and able to use the toilet with minimal assistance from teachers. 
Family Communication
You are the most important part of your child’s life, and to promote this we have several opportunities for you to get involved with our program. Peapod Learning Center hosts celebrations, field trips (parents come too!), and parent involvement activities. If you have special talents or opportunities to offer us, please let us know. 
A daily effort will be made to communicate with parents when they drop off/pick up their child. If there has been a unique circumstance during the day, this will be communicated to parents verbally or with a written note.  Serious incidents will be communicated verbally and documented.  
A weekly newsletter will be sent out via email to update parents of reminders, specials dates and weekly learning activities. Your child’s portfolio will be kept in the classroom for you to view at any time.  This contains work samples, anecdotals, and pictures of your child’s growth towards curriculum and individual goals.  Parent-teacher conferences will be held at intervals throughout the year to reflect on each child’s progress. 

Important information that needs your attention will be placed in your child’s mailbox each day. Cubbies are where your child keeps their items such as coats, shoes, and bedding bags. Mailboxes are teacher communication tools and will be where you look for important papers, work from your child, and notes from the teacher. Ask your teacher where these are located if you are not familiar. 
Employees are not permitted to use cell phones during working hours. If you wish to contact the classrooms, please call the land lines at each location. In the event of an emergency, employees will evacuate with cell phones and parents will be contacted using preferred contact methods.

1355 S. Black Locust Location: 889-0617

2214 E. Seminole Location: 887-0612                         
Peapod adheres to the National Association for the Education of Young Children’s code of Ethical Conduct that states:

We shall not engage in or support exploitation of families.  We shall not use our relationship with a family for private advantage for personal gain, or enter into relationships with family members that might impair our effectiveness in working with children.

The staff will communicate with parents in a positive and supportive way that encourages a healthy parent-teacher relationship.  In the event of a divorce, separation, or joint custody ruling, every effort will be made to treat parents equally. Without legal documentation, staff must treat each parent as having equal rights to their child.
Enrollment 
Enrollment is open to all children between the ages of 6 weeks to 5 years of age, regardless of color, race, national origin, religion, ancestry or gender. 


A non-refundable registration fee is required to place a child on the waiting list or to enroll him/her as well as a current childcare enrollmet form. The fee is $65 for families of the general public and $50 for families currently enrolled.  Families wishing to reduce their regular attendance will be required to go on the waitlist to pick up additional days.  Enrollment spaces will not be held without regular tuition payments.  You must notify the office to register your child for specific days your child will be in attendance.  Once you register your child the fees do not change due to absences from the center. Upon confirmation of an available opening, two week’s tuition is due at that time as well as the childcare enrollment form, located on our website under the parents tab. This is non-refundable and will be credited towards your first two weeks tuition. 
If there is not an available opening, parents can be placed on the waiting list, and notified of openings as they become available. Should an opening become available, we will notify each person on the waiting list in the order they inquired. 
Before your child is under the care at Peapod, the following must be completed and returned: 
· Childcare Contract
· Handbook Verification

· Media Release

· Medical Examination Report

· Immunization Records

· Child Enrollment Form

· Medication Authorization
· Tuition Express Enrollment form
· Child and Adult Food Program Enrollment Form (infants-2 years)
· Infant/Toddler Feeding and Care Plan and Infant Feeding Preference Forms (Infants)

· First two week’s tuition (non-refundable)
· Registration Fee (65$ for general public, 50$for families currently enrolled, non-refundable)
Please bring before or on first day of care:   

· Extra change of clothing appropriate for the current season (labeled in Ziploc bag).
· Diapers/Pull-Ups with child’s name on the package.
· Diaper Cream and sunscreen (labeled with child’s name) and authorization form.
· Comfort Items for nap (lovey, blanket, pillow)-For the preschool, we provide a laundry bag for you to transport these items home on Friday to wash, and return the following week. Items for children at the Learning Center will be washed weekly at our facility.

· A Bottle, pacifier, or sippy cup for children under 24 months; a water bottle or thermos for 24 months and up.
· Formula/baby food/breast milk for infants who require items brought from home. Formula and food are provided unless you have specific dietary requests. See meals section for additional information. 
· Infants who are exclusively on breast milk need at least a three day supply for our emergency plan. Please bring this in a ziplock bag labeled with your child’s name. It will be stored in our deep freezer. 

Hours and Tuition 
The operating hours are from 7:00am-6pm, Monday-Friday. Within this time period your tuition covers a maximum of a10 hour day in accordance with state guidelines.

· Payment is processed every two weeks in advance for the upcoming two weeks of care. 
· Payment is based on the contracted amount per week/day, not actual hours of attendance. 

· There is no reduction in tuition for holidays, illness, absences, or emergency school closings. 

· Peapod accepts payments through the Procare software system and accepts ACH transfers as well as credit/debit cards. Cash and Checks are not accepted, however per item payments can be made through the computer check in system at each site for per-item payments. 
· Returned payments are subject to a fee of $35.00 per item. 
· A fee of $10.00 for each 10 minutes will be applied if a child is dropped off or picked up outside of our operating hours (7am-6pm) or if care exceeds the maximum of 10 hours per day. 
· Multi-Child Discount: Only applies to full time children, $5.00 per week off tuition for each subsequent child after the first child. 
· Tuition increases annually to accommodate increases in staff salaries, operating costs, and materials. Notification of tuition increases, holidays, and policy changes will be available 90 days prior to taking effect. 
2016 Tuition Rates 
	Classroom/Age
	Part-Time
	Full-Time

	Seeds (birth-24 months)
	 $46.00/day

	$215.00/week

	Sprouts (36 months) **Children who are three and potty trained will pay the Saplings price. 
	$46.00/day*
	$215.00/week*

	Saplings (36 months -6 years)
	$ 42.00/day
	$160.00/week


2017 Tuition Rates -August 1 2016-July 31 2017
	Classroom/Age
	Part-Time
	Full-Time

	Seeds (birth-24 months)
	$50/day
	$225/week

	Sprouts (36 months) **Children who are three and potty trained will pay the Saplings price. 
	$50/day*
	$225/week*

	Saplings (36 months -6 years)
	$46/day
	$170/week


Termination/Withdrawal Policy

· Two-week’s notice must be given, by parent or provider, if either party wishes to terminate care. 

· Families wishing to withdraw from Peapod will be responsible for 2 weeks tuition fees whether or not the child attends. 

· After withdrawal, a family may ask to be put on the waiting list for future attendance, but will not receive priority as a currently enrolled family.

· Grounds for termination of contract without two weeks notice include non-payment, dropping children off outside of contracted times (early drop off or late pickups), failure to follow health and safety guidelines, irreconcilable behavior issues, or failure to maintain contractual requirements. 
· A notice of concern or cause for grievance will be delivered to parents in writing or in a private conversation to maintain confidentiality. We ask that in the event you have a cause for concern (or that we do), it not be discussed in front of children or employees to minimize the disruption of the school day. Thank-you!

· In the event that your child repeatedly behaves in a way that puts themselves, other children, or teachers in physical danger, care may be suspended or terminated with less than two weeks notice to preserve physical safety of all the children and staff.  Parents and staff will meet to develop a plan of action prior to termination or suspension and work together to resolve the issue. 

Ratios

Based on licensing guidelines, adult/child ratios are utilized at Peapod Learning Center.  We provide flexible grouping while maintaining state ratios in order to maximize your child’s educational opportunities.  During peak hours of the day, we strive to maintain a lower adult/child ratio than is required by licensing. 

Maximum adult/child ratio allowed:


Infant Class-1 adult to 4 infant/toddlers


2-3 year old class- 1 adult to 8 children


3-5 year old class- 1 adult to 10 children

Field Trips

Occasional field trips are offered to enhance the curriculum, and to provide unique experiences for the children. In the event of a field trip, parents are required to transport and supervise their child at the off-site location.  Peapod staff will be available on-site to care for those children not attending the field trip.  
Transitions

As educators it is our goal to make each child’s initial transition at Peapod as successful as possible.  We encourage the collaboration of parents and teachers to help meet the needs of each individual during this time.  Through attending our “Meet the Teacher” event, scheduling a visit to the classroom, and talking with your child about this transition in a positive way, your learner will be more comfortable with this new experience. Parents will also receive a “Transition Packet” that provides information about the new teacher and classroom. Parents are welcome to call the classroom anytime to check on their child during this transition period. Should parents enroll or switch classrooms during the middle of the year, the parent/guardian of the child can set up a time with Carly or Tessa to come tour the building/classroom and meet their child’s teacher one on one. 
Children may need a transition item (blanket, teddy, doll) to help with stressful times.  Any treasured items should remain at home.  
Our classrooms are made up of mixed age groups:  six weeks-24 months (infants), 24 months-40 months (toddlers), and 36 months-66 months (preschoolers).  If a child does not turn two or three before August 1, then they generally remain in their current classroom for an additional year. We believe in flexible grouping on ability level, not necessarily age. 
Transitions to a new classroom are based on the needs of each child, family and classroom community. These changes usually take place during the summer months.

Hours 
Peapod offers full-time and part-time programs from 7:00 a.m. to 6:00 p.m. Monday through Friday.  See attached schedule for days we are closed. Part time care is anything less than 5 days a week. We do not currently offer half day morning and afternoon options. Daily tuition covers a maximum of a 10 hour day, however you are free to use as much or little of that time as you choose. There is no reduction in tuition due to early pickup or absences. 
Schedule

To maximize learning and to reach all children, we provide a variety of learning environments at Peapod. There are opportunities for free and directed play, active and quiet time, large and small group activities and both indoor and outdoor experiences. Our daily schedule offers extended time for exploration and discovery in our learning centers.  These centers include age appropriate activities that focus on math, language, writing, art, science, sensory exploration, music, reading and dramatic play. A designated time in the morning and afternoon is spent enjoying the outdoors.
Individualized class schedules can be seen in each classroom. 

Outdoor Play

Due to outdoor play being an integral part of our learning, it is important that children be dressed appropriately based on weather conditions.  Children participate in outdoor activities when temperatures are within the childcare weather watch guidelines seen here http://www.daycare.com/news/images/temps.gif . A physician’s statement is needed for those children wishing to refrain from outdoor play due to medical concerns.  
Holidays
As a state licensed center we observe the following federal holidays: New Year’s Day, Christmas Eve (in lieu of Veteran’s Day) and Christmas Day, President’s Day, Fourth of July, Labor Day, Memorial Day, Thanksgiving and the day after (in lieu of Columbus Day), and Martin Luther King Jr. Day. There is no reduction in tuition for holidays. A calendar of holidays for the coming year will be provided for all parents with the family handbook annually. In the event that a holiday falls on a weekend, we follow the federal schedule of holidays and will take either the Monday or Friday before or after. 
Absences/Vacation 
Please give at least two weeks notice of any planned absences. There will be no reduction in fees for holidays or absences due to expenses still having to be paid regardless of children in attendance. 
Emergency and Evacuation Procedures

Our objective is to prevent serious injury and protect life. We can do this best by calmly and quickly following the procedures outlined below. Please make yourself aware of emergency exits posted both locations, classrooms, and off site evacuation locations. 

Unplanned Evacuation

In the event of a critical emergency requiring children and staff to leave either building, an emergency pack will be taken along by the lead teacher containing emergency contact information, first aid kit, and medication for chronically ill or children with life threatening allergies. The director will do a final sweep of the center. 

Earthquakes

If Outside: 

1. Move quickly away from the buildings or downed power lines. 

2. Lie flat, face down, and wait 60 seconds for shocks to subside. 

3. Do not attempt to enter buildings unless authorized. 

4. Do not light fires or touch downed wires. 

5. Have all staff and children meet in parking lot at Preschool or in the front circle at the Learning Center. Take attendance and report back to lead and director. 

6. Be cautious of approaching emergency vehicles. 

If Inside: 

1. All children and staff take cover under furniture. 

2. Cover head with hands or clothing. If no cover is available more against inside doorway or wall and cover head. 

3. All doors must remain open to prevent jamming. 

4. Stay where you are and take cover.

5. When instructed to do so move outside at least 500 feet from building. The lead teacher or designee should take emergency pack and move to designated meeting places. Take attendance and report findings to lead or director. 

Emergency School Closing
In the event that we lose power or extreme weather prevents teachers from being able to safely travel to work, we will be closed. During winter months, we follow the decisions of Springfield Public Schools to determine whether or not we will be closed due to inclement weather. Please follow the local news for cancellations. Peapod will also post on our website and Facebook in the event that we are closing due to inclement weather. 

Fire

We immediately evacuate building through emergency exits and escort children calmly and quickly to playground (preschool) or circle drive using the evacuation crib if dealing with infants. Each lead teacher is responsible for taking sign-in/out sheets from classroom to ensure all children and staff are out of the building and report to emergency responders. Director or designee will conduct a check of the building to ensure everyone is out. Director will meet with staff to verify and count and ensure all children and staff are accounted for. No one re-enters building until an all clear has been issued by the Fire Marshall or other authority. 

Tornado

Both sites are equipped with weather radios as a part of our disaster plans to alert us in the event of severe weather. Upon a tornado warning being issued, teachers and staff escort children quickly to the designated shelter area. For Preschool, it is the bathrooms and for infants, it is the bathroom downstairs. Staff and children remain in shelter until all clear has been given. Lead teacher takes sign in/out sheets from the classroom to ensure all children and staff are accounted for. If able to evacuate the building afterwards we will get kids to the parking lot or circle drive depending on location. It is unlikely in this scenario if we have had a tornado destructive enough to take out the building that we will be able to evacuate off site. 

Loss of Power / Loss of Water
Should we lose power or water for more than one hour during a school day parents will be called to pick up their children as soon as possible (due to health and fire department regulations we are unable to operate legally without power, clean water is required to wash hands and maintain cleanliness of facility). 

Lock Down Procedures
For safety purposes both Preschool and Learning Center locations remain locked throughout the day. Should we need to take additional precautions due to an outside threat, the following procedures are used.

1. Lock down will be announced. All exterior door locks will be checked and dead-bolted for extra security. 

2.  Children are directed to go to the shelter in place area (for both the Learning Center and Preschool this is the bathrooms). Student attendance and presence in the shelter in place area will be checked and notated. Door to shelter in place area will be secured. 
3. All window blinds will be shut. Appropriate authorities will be contacted (911). 

4. Once the situation is resolved, and “All Clear” will be sounded. 

5. Director will send home communication regarding the event to parents. 

Natural Disasters

In the event that children are unable to be evacuated (i.e. snowstorm, broken pipes, chemical spill outdoors), they will remain at the center as long as heat, electricity, and running water are available. In the event of an emergency or disaster that requires us to evacuate the child care area, we will relocate the children to a secure site. Parents will be notified immediately and asked to pick up their children. Peapod Learning Center will evacuate our infants to Peapod Preschool, and Peapod Preschool will evacuate students to Peapod Learning Center. Please drive this route and familiarize yourself with both locations in the event that there is an emergency where cellular communication goes down. 

Primary Evacuation Location for Peapod Preschool

Location: The Brentwood Library
Address: 2214 S Brentwood Blvd
City, State Zip: Springfield, Missouri 65804
Telephone Number: 417-883-1974
Primary Evacuation Location for Peapod Learning Center

Location: Peapod Preschool

Address: 2214 E Seminole
City, State Zip: Springfield, Missouri, 65804
Telephone Number: 417-887-6012
Secondary Evacuation Location for Both Sites

Holy Trinity Catholic Church. 
2818 East Bennett
Springfield MO 65804
Telephone Number: 417-883-3440. 

Emergency plans for each site are located near the exits and in our evacuation bags. Please see individual sites for specific plans. 
Safety

· If someone out of the ordinary will be picking up your child, we must be notified in advance. The parents must have that person on the emergency form as an authorized pick-up person, and we will ask them for a photo ID which we will photocopy. We will also call for verification if we have any concerns.
· Use of entry codes are for parents/guardians only. If someone else will be picking up your child, please do not give out your code, but rather have them call when they arrive and we will let them in. 
· If parents or family decide to volunteer in the classrooms or visit outside of normal pick-up/drop-off hours and work with children, there is a background check that must be conducted. If the adult is already registered through Family Care and Services, there is no fee.  If the adult will be registering for the first time, the $13.00 fee is the adult’s responsibility. In addition to the background check, all volunteers working with children must provide a copy of a valid TB screening administered within the last year. 
· Security cameras are installed throughout the classrooms and playgrounds at Peapod. These are actively monitored by administration for the safety of our students and teachers.  Should a concern arise, administration will review footage and take appropriate action. 
Arrival and Departure

The staff will communicate with parents upon arrival and departure.  If there has been a special or unusual situation during the day, that information will be passed on verbally or in a written note.  
An authorized adult must sign his/her child in or out on a daily attendance sheet upon arrival and departure. The attendance sheet will be located at the entrance of the classroom.  If you want to authorize another adult to drop-off or pick-up your child, you may fill out an Authorization Sheet or speak with the Director.  The person given authorization must show an official form of identification before the child can be released into their care. 
Your child must be dropped off in the presence of a Peapod Learning Center staff member. No child should ever be left unattended in a classroom or parked vehicle.  Please let staff know if you need help.  Children must remain in immediate care of their parents as they enter and exit the building onto the parking lot.  Peapod does not provide transportation to other sites.
Behavior Management
Peapod Learning Center provides a safe and respectful environment for children though the integration of Love and Logic in the classroom.  Love and Logic is a program that is based on positive teacher-student and student-student relationships.  It allows children to take responsibility for their choices and the natural consequences of them.  Our curriculum, Project Construct, focuses on social development as well.  The staff at Peapod integrates these social skills into the daily activities. 
Peapod staff will help students develop the conflict resolution skills needed to solve their own problems and disagreements.  In an effort to help children grow in self-control, and self-esteem, teachers will set reasonable limits in the classroom.

Staff will be alert, and acknowledge potential situations before they turn in to a problem by redirecting the child. Teachers will help students reflect on their choices.

· Help children express and recognize their choices.

· Help children evaluate their actions, discuss alternatives, and think about the perspective of others.

· Help children learn to accept the natural consequences of their actions with teacher guidance and support. 

If discipline is required, we will offer the child time to reflect on their behavior in a quiet area of the classroom.  A conversation will be had about strategies that will make the child more successful next time. If difficult behavior continues, we will work with parents to develop an individual plan of action to meet the child’s needs. 
· In compliance with Missouri State Licensing regulations we do not use any kind of physical discipline and ask that you also respect these rules while on the property. As a state licensed facility physical discipline is not allowed on the property by parents or employees. 

Should disciple problems develop that cannot be successfully handled within the classroom, the parents or legal guardians will be contacted immediately.  All reasonable attempts will be made to work with the child and family to settle the differences.  A conference will be held to determine a plan of action and discuss possible community resources available.  Permission from the parents will be needed to work with community resources.  Failure on the part of the family to work with staff members and community resource persons called in for assistance will constitute grounds for dismissal from Peapod.

Enrollment will be terminated if the child’s placement in the classroom compromises the heath, safety and well being of the other children or staff members in the program.

Should problems come up that cannot be resolved through normal channels (e.g., conferences, behavior plan), an ad-hoc committee will be convened to help in negotiating the differences.  This committee will be made up of community resources. A plan of action will be created and a date for re-evaluation will be determined at that time.  
Medications

A guardian will sign a release allowing both prescription and non-prescription medication to be given at school. Non-prescription includes medications such as Tylenol, diaper/antibacterial ointment, and sunscreen.
Prescription Drugs- Labeled with name of child, physician, prescription number, date, name of medication, dosage and frequency.

Non-prescription drugs must be in the original container and labeled with the child’s name and instructions for administering.  Include the times and amounts for dosage. May only be administered according to the recommended dosage and ages listed. 

Action Plan for Identifying Special Needs Children

· Children exhibiting signs of the need for additional assistance are observed and data is collected defining strengths and weaknesses.

· Parents are contacted to discuss concerns they and the teacher may have. Strategies are brainstormed to help with weaknesses or refer for further evaluation.

· Data is collected on defined strategies.
· If further evaluation is needed, parents are referred to the Parents as Teachers program for a screening or other community resources.

· Teachers attend Individual Education Plan meetings and work with parents and professionals to develop appropriate education plan for the child.

Health 

As a mandated reporter, we are obligated to report any cases of suspected child abuse or neglect. Our day begins with a well child check when children arrive and continues with a daily sheet to keep parents informed on your child’s day if they are not able to verbally communicate.  Please alert us when you arrive if your child has been experiencing any unusual symptoms or behaviors, as well as of any injuries sustained from home.  
Diapering 

Peapod Learning Center provides hypoallergenic wipes. Parents are responsible for bringing diapers and/or pull-ups. Please mark container with your child’s name. We will notify you when your child is running low on diapers. Extra diapers are kept on site in the event that a child runs out. In the event that your child runs out of diapers a diaper restocking fee of .25 cents per diaper may apply. 
Potty Training
Toileting readiness skills are different for each child. When you and your child are ready to begin toilet learning, we will work together to create an appropriate plan to meet your child’s needs. Incentive systems will be tailored to the needs and interests of the individual child. Food as an incentive is not allowed for sanitation, wellness of the child, and in fairness to the other children. Non food incentives are permissible, but please discuss any planned incentives prior to bringing them to school.  Children will never be punished or demeaned for toileting accidents.  Please provide extra clothing during this process.
Sleeping
Nap time is an important time for children to re-energize. 

Infants and toddlers sleep on demand. We will work with parents to establish a comfortable sleep routine. We provide sheets and bedding. Babies are put on their backs to go to sleep in accordance with child care licensing regulations to reduce the possibility of Sudden Infant Death Syndrome (SIDS).
Infant Safe Sleep Policy
Purpose: The purpose of the Safe Sleep Policy is to maintain a safe sleep environment that reduces the risk of sudden infant death syndrome (SIDS) and sudden unexpected infant deaths (SUIDS) in children less than one year of age. Missouri law (210.223.1, RSMo.) requires all licensed child care facilities that provide care for children less than one year of age to implement and maintain a written safe sleep policy in accordance with the most recent safe sleep recommendations of the American Academy or Pediatrics (AAP). Missouri child care licensing rules require licensed child care facilities to provide parent(s) and/or guardian(s) who have infants in care be provided a copy of the facility’s safe sleep policy.
Sudden infant death syndrome is the sudden death of an infant less than one year of age that cannot be explained after a thorough investigation has been conducted, including a complete autopsy, an examination of the death scene, and a review of the clinical history. 

Sudden unexpected infant death is the sudden and unexpected death of an infant less than one year of age in which the manner and cause of death are not immediately obvious prior to investigation. Causes of sudden unexpected infant death include, but are not limited to, metabolic disorders, hypothermia or hyperthermia, neglect or homicide, poisoning, and accidental suffocation. 
Child care providers can maintain safer sleep environments for infants that help lower the chances of SIDS. Our goal is to take proactive steps to reduce the risk of SIDS in child care and to work with parents to keep infants safer while they sleep. To do so, this facility will practice the following safe sleep policy:
Safe sleep practices
1.Infants will always be placed on their backs to sleep. When, in the opinion of the infant’s licensed health care provider, an infant requires alternative sleep positions or special sleeping arrangements, the provider must have on file at the facility written instructions, signed by the infant’s licensed health care provider, detailing the alternative sleep positions or special sleeping arrangements. Caregivers will put the infant to sleep as specified in the written instructions. 

2. When infants can easily turn from their stomachs to their backs and from their backs to their stomachs, they shall be initially placed on their backs, but shall be allowed to adopt whatever positions they prefer for sleep. The American Academy of Pediatrics recommends that infants are placed on their back to sleep, but when infants can easily turn over from their back to their stomach, they may adopt whatever position they prefer for sleep. We will follow this recommendation by the American Academy of Pediatrics. 
3. Sleeping infants shall have a supervised nap period. The caregiver shall check on the infant frequently during napping or sleeping and shall remain in close proximity to the infant in order to hear and see them if they have difficulty during napping or when they awaken. 

4. Steps will be taken to keep infants from overheating by regulating the room temperature, avoiding excess bedding, and not over-dressing or over-wrapping the infant. Infants should be dressed appropriately for the environment, with no more than one (1) layer more than an adult would wear to be comfortable in that environment. 

5. All caregivers will receive in-person or online training on infant safe sleep based on AAP safe sleep recommendations. This training must be completed within 30 days of employment or volunteering and will be completed every three years. 

Safe Sleep Environment 

1. Room temperature will be kept at no less than 68 degrees F and no more than 85 degrees F when measured two feet from the floor. Infants are supervised to ensure they are not overheated or chilled. 
2. Infants’ heads and face will not be covered during sleep. Infants’ cribs will not have blankets or bedding hanging on the sides of the crib. We may use sleep clothing (i.e. sleep sack, sleepers) that is designed to keep an infant warm without the possible hazard of covering the head or face during sleep/nap time. 
3. No blankets, loose bedding, comforters, pillows, bumper pads, or any object that can increase the risk of entrapment, suffocation or strangulation will be used in cribs, playpens or other sleeping equipment. 

4. Toys and stuffed animals will be removed from the crib, portable crib, or playpen with a firm mattress and tight-fitting sheet will be used for infant napping or sleeping. 

5.Only an individually-assigned safety-approved crib, portable crib, or playpen with a firm mattress and tight-fitting sheet will be used for infant napping or sleeping.

6. Only one infant may occupy a crib or playpen at one time.

6. Sitting devices such as car safety seats, strollers, swings, infant carriers, infant slings, and other sitting devices will not be used for sleep/nap time. Infants who fall asleep anywhere other than a crib, portable crib, or playpen must be placed in the crib or playpen for the remainder of their sleep or nap time. 
7. No person shall smoke or otherwise use tobacco products in any area of the childcare facility during the period of time when children cared for under the license are present.
8. Home monitors or commercial devices marketed to reduce the risk of Sudden Infant Death Syndrome (SIDS) shall not be used in place of supervision while the children are napping and sleeping. 

9. All parents/guardians of infants shall be informed of the facility’s written Safe Sleep Policy at enrollment. 

10. To promote healthy development, infants who are awake will be given supervised “tummy time” for exercise and for play. 


Toddlers begin to transition to one nap per day around the age of 18-24 months. We will make every effort to follow the requested schedule from home as much as possible when you determine that your child is ready for this transition. If your child is unusually fussy or tired, they may still require two naps and will be given the opportunity to sleep as needed.
Children in the Preschool classroom will be given the opportunity to nap/rest after lunch. All preschoolers are required to rest on their cots for at least 30 minutes.  After this designated time, they will be given a quiet activity to do at their cot, while others rest. 

A cot sheet/crib sheet and laundry bag will be provided to each family. Cot sheets/crib sheets, and all other bedding, go home in laundry bags each week for laundering by the parents, and should be returned and checked in with your child's teacher. If a sheet is lost or not returned, a restocking fee of $10.99 will be charged for replacement of the sheet, and laundry bag replacement cost is $15.00.
Clothing

As outdoor play is a crucial piece to our learning, parents should be aware of weather conditions and dress their child accordingly.  We encourage children to be dressed in play clothes that are washable, comfortable and designed for both indoor and outdoor play. Closed-toe, rubber-sole shoes are a simple way to prevent falling and slipping.
Based on the season, each child needs to have at least one set of additional clothing kept at school. Clothing should be contained and labeled with child’s name in a gallon ziplock baggie. 

Feeding/Snacks and Meals 
We strive to provide a high level of nutritious food for our young learners to help them establish healthy eating habits early in life.  This includes serving more fresh fruits and vegetables, more whole grains, and less sugar, salt and processed foods. A calendar of meals/snacks can be viewed in our classrooms and on our website through viewing our newsletter, Peapod Tattler. 
We encourage parents to consider our healthy guidelines for snacks and meals when wishing to bring food into the classroom. Outside snacks for classes must be store bought, in original packaging with listed ingredients, or must be prepared in a commercially inspected kitchen to ensure food safety procedures have been followed and allergenic ingredients are accounted for.

Peapod is a NUT FREE CENTER, thus any meal replacements from home must not contain nuts or nut products for the safety of all of our children. See attached document for a list of healthy snacks that adhere to the nut free guidelines. We need your cooperation to keep all children safe from potential allergens.    

If your child's dietary restrictions prevent them from eating all of or portions of the provided meals, please bring a meal replacement from home and alert your child's teacher in advance. Dietary restrictions must be documented on the child medical exam form detailing what the dietary need is and a list of excluded foods. Peapod may request a list of approved items signed by the physician if it is not detailed in the child medical examination form or it is something we need clarification on. Any special instructions also need to be included (special food preparation or handling instructions, medications, and Epi Pens.)

Students with severe allergies must also have an allergy form on file (please see administration for a copy of this form and to go over your child's specific needs in parent orientation). 

· Infants eat on demand. Formula and baby food are provided under the Child Care Food Guidelines. Peapod provides Member’s Mark formula (regular and gentle, equivalent to Enfamil, purchased from Sam’s). We purchase whole milk for children 1-2 years of age, and skim milk after 2 years of age. Should you wish to provide an alternate from home, for example organic milk or a milk alternative, or specialized formula, or meals from home you are free to do so as long as the alternate meets the meal requirements as put forth by the CCFP guidelines. A list of meal components will be provided at your request. Any deviation from the guidelines requires a note from your physician and instructions on the alternates to be offered (for example, a milk allergy). 
· Toddlers above the age of 1 eat breakfast between 8-9 a.m. as they arrive, lunch from 11 a.m.-12 p.m., and afternoon snack from 3-3:30p.m. If your child is arriving after 9 a.m. we ask that you please provide them with breakfast before their arrival. 
· Children in the Preschool classroom will be provided breakfast from 7:30-8:15 a.m., Lunch from 11:00-11:30 a.m., and a snack in the afternoon.  

Physical Examination and Immunizations
Licensing requires that each child provide a documented physical examination. The “Child Medical Exam Form” included in your enrollment packet must be signed by a licensed physician and placed in the child’s permanent record prior to the student’s first day in attendance.  Child medical exam forms must be renewed annually. A complete immunization record is also required by the first day of attendance. Immunizations must follow the recommended guidelines for administration by the American Academy of Pediatrics. Any deviation from this immunization schedule requires a physician’s statement and plan of remediation to get the child back on schedule.  In accordance with Section 210.003.7 RSMo, the parent or guardian of a chid enrollled in or attending Peapod Preschool .  
NOTICE TO PARENTS REGARDING IMMUNIZATIONS
On August 28, 2015, a new law regarding immunizations went into effect. Section 210.003.7, RSMo. States, “All public, private, and parochial day care centers, preschools, and nursery schools stall notify the parent or guardian of each child at the time of initial enrollment I or attendance at the facility that the parent of guardian may request notice of whether there are children currently enrolled in or attending the facility for whom an immunization exemption has been filed. Beginning December 1, 2015, all public, private, and parochial day care centers, preschool, or nursery school shall notiy the parent or guardian of a chld enrolled in or attending the facility, upon request, of whether there are children currently enrolled in or attending the facility for whom an immunization exemption has been filed.”

In accordance with Section 210.003.7, RSMo., the parent or guardian of a child enrolled in or attending Peapod Learning Center may request notice of whether there are any children enrolled at our facility with an immunization exemption on file. If you would like to request this information, please contact Carly Walton and the information will be provided to you. Please note, the name or names of individual children are confidential and will not be released. Our response will be limited to whether or not there are children enrolled at our facility with an immunization exemption on file. 
Communicable Diseases

If a child contracts or is exposed to a communicable disease, it is required that this information be shared with the director.  This information will be passed on to the families of those who might possibly have been exposed. 
Adult Health

All staff who work with children at Peapod will be required to submit a tuberculin test and physical examination prior to working. 
Child Abuse/Neglect

Individuals working with children are required by law to report a case in which they have reasonable cause to suspect a child is suffering from abuse or neglect.

The following steps must be taken by teachers and staff to report suspected abuse or neglect:

· Notify the director immediately.

· A written report is submitted to director with details of incident, including date, time, names of those involved, child’s name, age, address of parents and nature and extent of the injuries, abuse or neglect.

· The director and reporting teacher observe the child and a decision is made about a formal report.

· Counsel may be consulted when necessary.

The director, along with the teacher, will be responsible for making the report.  Missouri law requires that any person suspecting child abuse or neglect must report the incident.  The toll free number is 1-800-392-3738. Complete confidentiality is required regarding any report.

Wellness Policy
· Children who have been ill cannot return until they have been fever and symptom free for 24 hours without the aid of fever reducing medication to avoid spreading illness to others. Prepare a backup plan for care when your child is sick.

· Temperatures: Children will be excluded from care if they exhibit a fever over 100°F (or temperature of 99 under the arm). Temperatures are taken in the presence of two witnesses, notated on the child’s daily sheet and in the well log. Temperatures are signed off on by the teacher who took the temperature for accuracy and documentation purposes. Infant/Toddler temperatures are taken rectally as recommended for accuracy by the American Academy of Pediatrics. When a child is potty trained we begin to take the temperature under the arm. In the event that your child is in the transitional potty training stage both methods may be used to ensure accuracy. Children will be excluded from care for the following: 
1. Severe Coughing- The child gets red or blue in the face or makes high pitched croupy or whooping sound.
2. Respiration- Difficulty or rapid breathing especially important in infants under 6 months of age.
3. Congestion- Severe yellow and/or green discharge.
4. Vomiting-More than one episode, or accompanied by other symptoms.
5. Diarrhea- More than one episode of loose, watery stools or accompanied by other symptoms.
6. Sore throat or trouble swallowing

7. Headache and stiff neck

8. Rash-Unusual spots or rashes

9. Yellowish skin or eyes

10. Unusually dark, tea-colored urine

11. Chicken Pox-If child has skin eruptions that are not yet scabbed over and possibly fever.
12. Grey or white stools

13. Pink Eye- Tears, redness of eyelid lining, irritation, followed by swelling or discharge of puss.
14. Infected Skin Patch-Crusty, bright yellow, dry or gummy areas of skin.
15. Lice-The child may return after he/she has been treated and is free of lice and nits.

16. Scabies-Red, itchy areas in finger webbing, on the wrist or under the armpit. May return after treatment begins.

17. Measles- If child has rash accompanied by flu symptoms.

18. Pinworm and/or Ringworm- If child is itching in rectal area (pinworm), or has a raised itchy spot resembling a hoop (ringworm).

19. Behavior-Child can’t seem to function, wants to sleep most of the time, doesn’t want to eat, is crying, and overall acting miserable.

· The ill child will be isolated if necessary from other children. A cot will be provided to make your child as comfortable as possible.  

· If you are notified that your child is ill, please pick him/her up as soon as possible (within 1 hour maximum). Please designate an alternate person to pick up your child in case you are unable to do so, on your emergency contact list. If parents cannot be reached within 30 minutes, emergency contacts will be called to pick up your child. 
· Should a child get seriously injured during care and require medical treatment, I will notify the parent as soon as possible. In life-threatening situations, I will first call 911 and then notify the parent as soon as possible. If the parent cannot be reached, I will provide the signed Medical Authorization Form to medical personnel. 
Allergy Policy

Children who experience severe/life-threatening allergies that may require Peapod staff to administer emergency treatment, must have the following documents on file at the time of enrollment:

1. A signed copy of Peapod’s Authorization for Emergency Care for Children With Severe Allergies.  This form must be filled out completely by the child’s physician and parent(s)/guardians(s) and must be updated every six months.

2. A signed copy of Peapod’s Release Waiver of Liability for Administering Emergency Treatment to Children With Severe Allergies. 

Forms are available at each location upon request. 

Staff is trained in procedures for emergency treatment.

Injury

If an injury occurs with a child, the following actions will be taken:

Minor (bruise or scrape that does not break skin)

· Use basic first aid, assess injury.
· Wash with soap/water or just water.

· Apply cold compress if needed.

· Apply Band-Aid if needed.

· Comfort child.

· Fill out accident report.

· The original report and a copy are put in the child’s folder.  The original must be signed by a parent and put back in folder, and the copy is sent home.  

Major (injury that breaks the skin and/or produces unusual swelling, loss of consciousness, or unexplained pain)

· Use basic first aid, assess injury.

· Contact Department of Public Safety.

· Ask other staff member for help and contact director.

· Keep child calm and comfortable.

· Contact parent for instructions.

· Call 911, if needed.

Staff is certified in CPR and Basic First Aid. 

Babysitting outside of Peapod Learning Center
Many parents enjoy the convenience of using the teachers that currently or in the past have worked at Peapod. Childcare contracted off site is a private agreement between an individual and parents. Fees for childcare, activities, hours, meals, and all other aspects of care are to be arranged and discussed in advance with teachers, and cannot interfere with their regularly scheduled hours at Peapod. Peapod is not responsible for any accidents or incidents occurring as a result of use of current or former teachers. As childcare workers at all times, we are still mandated reporters. 

The Peapod Learning Centers adhere to the National Association for the Education of Young Children professional code of ethics:

We shall not engage in or support exploitation of families.  We shall not use our relationship with a family for private advantage for personal gain, or enter into relationships with family members that might impair our effectiveness in working with children.

Confidentiality 
The Peapod Learning Centers adhere to the Family Education Right to Privacy Act.  Personal information about children in my care and their families is strictly confidential. Please do not ask us to reveal information about children other than your own. Families have the right to obtain information about their child treated in a confidential manner.  You may not exchange information regarding any other child.  No one is permitted to take photographs or videos of the children without first getting written permission from the parents and verbal permission from either the director or lead teacher.  
If you need access to your child’s personal file, please contact Carly (Director) and she will make it available to you. The File Dessimination recorn must be filled out prior to accessing the information. 
Problem-Solving or Concerns

Peapod is open to building relationships with families built on trust and respect. Feel free to discuss concerns or any problems you may have with the director. To minimize disruption of the school day and maintain confidentiality of students and parents it is best to set up a time to privately discuss questions/concerns. If you have any questions for our licensing representative, you can find her number below or posted on our parent communication board. Our licensing compliance reports can be found online at https://webapp01.dhss.mo.gov/childcaresearch/searchengine.aspx. 
Director:  Carly Walton

Email: carlypeapodppk@gmail.com
Phone: 417-887-6012

Section for Childcare Regulation

149 Park Central Square, Suite 116

Springfield MO 65806

Phone: 417-895-6541

Childcare licensing inspections and laws/regulations can be found here: http://health.mo.gov/safety/childcare/lawsregs.php
2016-2017 Calendar of Events

August 4, Meet the Teacher/Spaghetti Dinner, 5-7pm
August 10, 2015 Fall Academic Calendar Begins
September 7, Labor Day, Peapod Closed
September 11, Thank-you for your Service! 430-6pm
September 13, Grandparent’s Day 
September 17, Fall School Portraits 
October 12, Columbus Day (Peapod Open)
October 19-23 Parent Teacher Conference Week
October 19-23 School Book Fair!
October 30 Happy Halloween! Class Parties
November 11, Veteran’s Day (Peapod Open)
November 20, Thanksgiving Potluck Lunch, 12-130pm
November 26-27, Thanksgiving Holiday, Peapod Closed
December 4, Pancake Breakfast with Santa, 7-9am
December 11, Christmas Program, 5-6pm
December 24-26, Christmas Holiday, Peapod Closed
January 1, 2016, New Year’s Day, Peapod Closed
January 18, Martin Luther King Jr. Day, Peapod Closed
February 13, Valentine’s Day! Class Parties 
February 15, President’s Day, Peapod Closed
March 2, Dr. Seuss’s Birthday! Breakfast with Cat and the Hat! 7-9am
March 17, St. Patrick’s Day! Class Parties 
Spring School Portraits TBA
March 24, Easter Eggstravaganza! 4-530 pm
March 27, Easter Sunday
April 1, April Fool’s Day! Class Parties
April 18-22 Spring Parent Teacher Conference Week
April 18-22 School Book Fair
April 22 Earth Day Birthday Party 430-6pm
April 29 Arbor Day! Class Parties
May 6, Mother’s Day Tea, 4-530pm
May 30, Memorial Day, Peapod Closed
June 2, Preschool Graduation, 4-530pm
June 14, Flag Day! Class Parties
June 16, Father’s Day BBQ, 4-530pm
July 4, Independence Day, Peapod Closed
August 2, Meet the Teacher/Spaghetti Dinner 5-7pm
August 8, 2016 Fall Academic Calendar Starts


Federal law (5 U.S.C. 6103) establishes the above public holidays for Federal and state employees. State Licensed daycares and public schools also observe these paid holidays. There is no reduction in tuition for holidays should they fall on a day your child is regularly scheduled for care, as per the contract. 
Carly S. Walton, Owner
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