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Where Every Child is Special and Learning is Fun!!

Preschool Handbook
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Carmella’s Kids Learning Center        Phone: 410-629-1630

9028 Worcester Highway                 Fax:   410-629-0879 
Berlin, MD 21811
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Dear parents,

Thank you so much for your interest in our learning center!!  We love children of all ages and are very excited for the opportunity to care for your child.  Our center has five classrooms, each designed for a specific age group.  We currently have two infant and toddler classrooms, two two-year old classrooms, one large three to five year old classroom and a Pre-K classroom.  We also have an amazing indoor jungle gym, an outdoor playground area and a before and after-school area.     


Your child will participate in daily activities that fit the needs of their age and ability.  Some of the daily activities include; music and movement, stories, art projects, learning centers, manipulatives, letter and number experiences, practice with colors and shapes and gym time, both indoors and outdoors.  We cannot wait for the chance to share our many different learning opportunities with you and your child!   

Sincerely,

The staff at Carmella’s Kids

Parents

Open Communication between parent and teacher is an imperative part of any program.  You are more than welcome to participate in activity throughout the day or to stop in at any time.  If you wish to speak to the director and the teacher about your child’s progress, please set up an appointment.  In this handbook you will find all of the rules and regulations that we follow at our center.  By signing the Enrollment Agreement, you are stating that you received and reviewed all of the information in this handbook and agree to follow the rules and regulations.  Any changes in the handbook will be posted and given to you in writing two weeks prior to the change being implemented.

Mission Statement


Our goal at Carmella’s Kids is to help every child learn and grow through developmentally appropriate activities while providing quality care. 
Schedule


Our learning center is open Monday through Friday, from 7: oo am – 6:00 pm.  You may drop your child off and pick your child up any time between those hours.  When picking up your child, please allow enough time so that you are out of the center at 6:00.  If you are not out of the building by 6:00 pm, a late fee of $5.00 per minute, per child will apply.  We are open for our regular hours during inclement weather (fog delays, snow delays, and snow day’s ECT.).  We are closed during STATE OF EMERGENCY and if the weather is extremely bad.  Our closing will be announced on the TV channel WBOC.

Enrollment


We offer part-time and full-time enrollment, to fit the needs of you and your child.  Your child may participate any number of days per week, but the days must be the same each week.  You may not switch days (come Monday instead of Thursday), but days can be added as needed for an additional fee.  We also offer a half-day program.  We provide transportation to local elementary schools for children participating in the Pre-K program for an additional fee. 

Initial Enrollment Procedure


There are a few things you must do in order to reserve a spot in our program for your child.  The first it to fill out the steps for acceptance paper, which gives all the initial information we need to enroll your child in our center.  The spot will be reserved for your child when the following fees are paid: $25.00 non-refundable registration fee, $25 non-refundable art fee and a non-refundable deposit equal to the amount of one week’s tuition.  If there are no openings available at that time, your child to be placed on the waiting list and you will be notified as soon as a spot becomes available.  When an opening becomes available for your child all of the other required paperwork is due within one week of your child’s start date.  If paperwork is not turned in within one week, your child will not be able to return until all paperwork is returned.

Trial Period


When your child is enrolled in our learning, there is a two-week trial period to ensure our program is the right fit for your child.  If we see reoccurring behaviors that are harmful to the other students, the staff or your child, we reserve the right to terminate your enrollment agreement.  These behaviors could be both physical and/or mental.

Tuition Rates


Your tuition is based on the number of days and hours your child will attend.  By signing the Enrollment Agreement, you agree to pay the specified amount every Monday.  Tuition rate is subject to change.  A one-month notice will be given prior to a change in the tuition rates being implemented.

Additional Days


Additional days may be added with pre-approval of the director.  An additional fee of the cost of an extra day will be added to your tuition.  Switching of days is not allowed.  The rate of the additional day will not exceed the amount of full-time tuition.  If a field trip occurs on a day that your child is not normally scheduled, you child is more then welcome to come if there is an opening.  You will need to speak with the director for pre-approval and pay the cost of an additional day.  If you are accompanying your child on a field trip, you are still responsible for paying the extra day fee.

Vacations and Holidays


If your child is absent due to vacation, illness or a holiday, you are still responsible for paying their tuition during the absence.  This is necessary so that your child’s spot will be available when they return.  We are closed for the following holidays; New Years Day, Good Friday, Memorial Day, Fourth of July (Monday or Friday), Labor Day, Thanksgiving, Black Friday, Christmas Eve (Monday or Friday), Christmas Day, New Years Eve (Monday or Friday).  You will be reminded two weeks ahead of time of the closings.  

Tuition Payment Policy


Please do not make us the “bad guys” concerning tuition.  Your tuition payment is the amount agreed upon and stated in your Enrollment Agreement.  Tuition is due on Monday for the current week.  We accept check, cash and credit cards.  If your payment is not received by Monday at 5:00 pm, a $15.00 late payment fee will apply.  If payment is not received by Wednesday, your child will not be able to return until your late tuition, and the $15.00 late fee are paid.  If you are not caught up in payments by the following Wednesday, you will forfeit your deposit, your child’s spot will be forfeited and you will be responsible for paying your past due balance, your late fees, and the following two weeks tuition (2 week notice). If your balance is not paid one month from the last day payment was made, your account will go to Delmarva Collections.   Please, please, please do not let it come to this!  There is also a $35.00 bounced check fee plus any additional late fees caused because tuition was not received by Monday at 5:00 pm.  After two bounced checks, you may only pay in cash. 

Parental Withdrawal


If you decide to leave our center, a written two-week notice must be given.  This allows us to apply your deposit toward your last week’s tuition.  If you do not give a two-week written notice, your deposit will be forfeited and you will be responsible for paying your last two week’s tuition.  If you wish to make a change to your enrollment agreement, we ask that you do so in writing.  All changes must be pre-approved by the director. The change will come into effect two weeks after notice of the change is given.

Purchase of Care Policy


We gladly accept Purchase of Care (POC) assistance from the state.  Our policy is that until we receive the first payment for your child from the state, you are responsible for paying their tuition in full.  This ensures that the tuition for your child is always paid on time.  When we begin receiving payment from the state, your account will be credited the difference.  We do not refund the difference in cash; it is credited towards future tuition payments.  POC covers only your tuition rate; you are responsible for paying all other fees (snow days, missed lunches, ECT.).  If you miss more then five days in any month, POC will not pay for those days.  You are responsible for paying the additional day fee for any number of days missed over five.

Additional Fees


Here is a list additional charges that may be added to your weekly tuition:

Registration Fee: There is a $25.00 non-refundable annual registration fee.

Art Fee: There is an annual $25.00 art fee.  This will cover the cost of paints, paper and tons of other supplies for our numerous art projects.
Diapering Fee: There is a weekly $10.00 diapering fee for children ages 3 and above in diapers.
Gymnastics Fee: You may add gymnastics classes to your child’s day at Carmella’s Kids for only $10.00 per week.  Your child will take two one-hour classes per week.  All you have to do is fill out the gymnastics form and add $10.00 per week to your tuition.   
Daily Fees: If we must provide your child with the following services, a $5.00 a day/use fee will apply: diapers, wipes, linens, lunch, spare clothes.  (If we provide your child with linens or clothes, please wash and return)

Extra Fees: We love doing special things for our children!  We plan many activities that may require some extra fees for the parents.  Some of these activities are optional, and some are mandatory, but all of the activities are exciting and special for your children!

Dropping Off and Picking Up


When picking up and dropping off your child, please sign them in and out on our attendance sheets with the time and your initials.  Please check your child’s mailbox daily.  It is full of important information and your child’s daily work.  The classrooms open and close at different times depending on the number of children that is present in their age group. Please don’t be surprised if you drop your child off in one room and pick them up in another.  The children will spend the most part of their day in their classroom with their teachers.  
Child’s Health


Please call and let us know if you are keeping your child home due to illness.  We go to extensive measures to keep our center germ and illness free.  We ask that you please keep your child at home if they have a temperature above 100 degrees, are vomiting or have diarrhea.   If any of these things occur during the day, you will be called to pick your child up.  Your child may return to the center when they have been fever and/or illness free for 24 hours.  If your child shows symptoms of ringworm, lice, pink eye, or any other communicable diseases, you will be called immediately to pick your child up.  Your child may return 24 hours after treatment has been started and/or a doctor states that the disease is no longer contagious.  

Diapering and Potty Training Policy


We welcome all children to our learning center, even if they are not potty trained.  If your child is in diapers, please supply side-fastening diapers and wipes labeled with your child’s name.  Diapers are changed regularly and throughout the day as needed.  A reminder will be sent home when your child is getting low on diapers and/or wipes.  If your child runs out of diapers or wipes we will gladly supply some at an additional cost each day.  When your child is ready to begin potty training we will work with you and your child.  Please send in several changes of clothes in case of accidents.  In order for your child to be considered potty trained they must be accident free, both at home and at school, for at least two weeks.  They must also be able to tell us when they need to use the bathroom.  Please continue to use pull ups ECT. until this time.  The director will then inform you when you no longer need to pay the diapering fee

Meals


We provide a nutritious morning and afternoon snack and milk/juice daily.  We ask that you provide your child with a nutritious lunch.  We provide whole milk with lunch, so it is not necessary for you to pack a drink for your child.  This includes sippy cups and juice boxes.  Please label your child’s lunch box on the outside where it is easily visible.  Also, please label all containers and utensils.  They will be washed and returned daily in your child’s lunch box.  If your child does not bring a lunch, we will gladly provide a nutritious lunch for an additional fee each day.  If your child has a food allergy, please meet with the director to discuss what foods will fit the needs of your child.  

Naptime


Our centers’ naptime is from 1:00 pm – 3:00 pm daily.  Please provide your child with a crib sheet and a blanket in a zippered bag (no plastic bags please).  The bag should be small enough to fit in your child’s cubby.  You may also bring a blankie, stuffed animal, or small pillow.  All naptime items must stay in the child’s cubby until naptime.  Please make sure that you label all of your child’s naptime items.  If your child does not have linens, we will supply some for an additional cost per day.  Also, if possible, please let us know if you are picking your child up during naptime.  This will help us to have all of your child’s things together so not to disturb the other children who are resting.
Biting


When children are in the age group of 1-3 then biting is an age appropriate problem.  The teachers always try to prevent the problem as much as possible but sometimes it will happen.  If your child is bitten then the teacher will let you know and have you sign the accident report log.  If your child is the biter the teacher will have a talk with you about the problem.  If it is an ongoing problem then you will be required to have a conference with the teacher and the director.   

Inclement Weather

We are open during inclement weather.  If it is extremely bad, our closing will be announced on TV channel WBOC.  We are closed during state of emergencies.
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 Two-Year Old Program


Our center has two classrooms specifically designed for two-year old children.  Both classrooms are full of learning centers and toys to spark the children’s imagination while focusing on their different developmental needs.  In each of these classrooms there are no more than six children with one teacher.  

All of the daily activities are developmental appropriate and focus on various concepts such as letters, numbers, colors and shapes.  The children will also learn to recognize and spell their names.  The daily schedule allows for the children to learn through numerous types of activities daily including free play, group and independent learning activities, arts and crafts, dramatic play, music and movement and much much more.

Two-Year Old Daily Schedule

7:00-8:45: Large group free play

8:45-9:00: Bathrooms

9:00-9:30: Morning snack

9:30-10:00: Circle time/Music and Movement

10:00-10:30: Learning Centers/Free Play

10:30-10:45: Learning Activities/Arts & Crafts

10:45-11:00: Bathrooms

11:00-11:30: Lunch

11:30-12:30: Outside play/Free play

12:30-12:45: Bathrooms

12:45-1:00: Make cots/Story time
1:00-3:00: Nap time

3:00-3:15: Bathrooms

3:15-3:30: Snack

3:30-4:30: Outside play

4:30-4:45: Bathrooms

4:45-6:00: Large group free play


           
Three to Five Year Old Program

Our three to five year old program is designed to help your children develop the skills that are necessary for school.  The children will learn these skills through various exciting hands on activities.  They will also learn to interact with others and adults in a positive manner.  

The daily activities promote growth of each child’s social, emotional, and physical development.  They will be provided with various exciting learning opportunities daily in the form of music and movement, small and whole group instruction, learning centers and manipulative's.  Their fine and gross motor skills will also be given ample opportunities to develop on our indoor and outdoor play areas.
Three to Five Year Old Daily Schedule
7:00-8:45: Large group free play
8:45-9:00: Bathrooms
9:00-9:30: Morning snack

9:30-10:00: Circle time/Music and Movement

10:00-11:00: Learning Time (Centers, Small and       Large Group Instruction)

11:00-11:15: Bathrooms

11:15-11:45: Outside Play

11:45-12:00: Bathrooms

12:00-12:30: Lunch

12:30-12:45: Bathrooms

12:45-1:00: Make cots/Story time
1:00-3:00: Nap time

3:00-3:15: Bathrooms

3:15-3:30: Snack

3:30-4:30: Outside play

4:30-4:45: Bathrooms

4:45-6:00: Large group free play

 

Learning Center

2010 Closings
· 
New Years Day
· 
Good Friday 
· 
Memorial Day
· 
Labor Day 
· Thanksgiving 
· Black Friday 

· Christmas Eve 

· Christmas Day
· New Years Eve 
Please remember that all calendar schedule holidays are paid at regular tuition for the week.  We do not prorate tuition for this week or change regular scheduled days of care.  Thanks! 
Carmella’s Kids Learning Center

9028 Worcester Hwy

Berlin, MD  21811

Full Day Enrollment Agreement Age ____

I, __________________________ hereby agree to enroll my child ________________________ in Carmella’s Kids Learning Center program.  I also agree to adhere to the tuition rate and fees as stated below.

DAYS ENROLLED




TUITION RATE

Monday            _________                                                 1 Day   7am – 6pm   _______

Tuesday            _________                                                 2 Days 7am – 6pm   _______

Wednesday       _________                                                 3 Days 7am – 6pm   _______

Thursday          _________                                                 4 Days 7am – 6pm    _______

Friday               _________                                                 5 Days  7am – 6pm   _______ 

WEEKLY TUITION RATE                  ________________________________

WEEKLY DIAPERING FEE                ________________________________

GYMNASTICS CLASS TUITION      ________________________________

TOTAL WEEKLY TUITION                ________________________________ 

I agree to pay on the above weekly tuition even if my child is absent due to vacation, holidays or illness.  I agree to adhere to the hours stated above.  I understand that Carmella’s Kids closes at 6pm; therefore, I agree to pay $5.00 per minute after 6pm.  If my child is not potty trained, I agree to pay $10.00 weekly diapering fee until my child is potty trained.  If my child does not bring lunch, linens, or diapers, I agree to pay $5.00 per day/per item.  For every pre-approved additional day I agree to pay the rate of the total days that week. I agree that I cannot switch days only add.   I agree to pay my weekly tuition by Monday at 5pm for the full week’s tuition.  I agree that if I pay tuition after 5pm on Monday that I will pay the additional late fee of $15.00.  I also agree to pay an additional $15.00 late payment fee if my child’s full tuition is not received by 12pm Friday.  I agree that my child may not return until the tuition, late fees and current week’s tuition are paid in full.  I agree to give two weeks written notice before terminating this agreement.  I agree that without two weeks written notice I forfeit my deposit and agree to pay for the following two weeks after my child has withdrawn.  I agree to pay a $25.00 annual registration fee and $25.00 annual art fee.  I agree to pay for all Carmella’s Kids scheduled closings.  I agree to hold Carmella’s Kids, Twisters Inc, director and staff harmless of any accident.  I agree to have read the parent handbook and will adhere to all of the rules as stated in the Handbook.

__________________________________                               _____________________

Parent/Guardian Signature                                                       Date

__________________________________                                
Carmella’s Kid’s Learning Center

9028 Worcester Hwy.

Berlin, MD 21811

410-629-1630

410-629-0879 (fax)
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Welcome to Carmella’s Kids Learning Center

STEPS FOR ACCEPTANCE INTO OUR PROGRAM

Now that you have decided to enroll your child please complete the following:

· Meet with the Director to discuss number of days and weekly tuition amount

· Complete the bottom portion of this form and attach a check for one week’s deposit and $25 registration fee.

· Once check and forms are received your child will be placed on a waiting list (if necessary)

· Once there is an opening the Director will give you the required forms to be completed by the parent and the pediatrician.

· Once the forms are returned your child may begin.

Please complete the following:

Child’s Name: ____________________________________________ DOB ___________________

Day’s needed ________________________________________ Times needed _______________

Parents Name ____________________________________________________________________

Address __________________________________________________________________________

Phone Number ________________________________________________________________









PAGE  
13

