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Welcome both Children and Parents
Welcome to The Devine School, where children learn and grow through structured developmental curriculums refined to keep your child’s mind active and creative.  This handbook is designed to inform you of all the information needed in order to make a successful transition for both you and your child into our program.  Childhood is a time like no other – it’s a time for exploring, creating, learning and developing into a strong and thoughtful human being.  We hope here at The Devine School we can be an integral part of that development.  The goal is to create a positive, proactive learning environment for your child to grow and develop at his/her own pace.  Our school is a warm and loving environment yet structured to educate and motivate your child to learn and explore the world around them.  

Mission Statement
The mission of The Devine School is to be the premier child care facility in the Lehigh Valley.  Through our educational curriculum, community presence, and continued education of the staff, we strive to always place our children’s welfare and development first and foremost. We pride ourselves in communication between staff & parent to create a positive and productive environment for your child.

Our Staff
The owner of The Devine School, Christine Devine, is an onsite owner who is active and involved in both the administration of and all the day to day activities at the center.  Also on site is our Director, Nancy Oswald, who is involved in the curriculum and the day to day educational areas.   Feel free to discuss any issues or concerns you may have about the center.  Our staff are experienced and trained childcare professionals who continue to receive training in early child development and safety issues concerning your child.  All staff members have completed criminal and child abuse background checks, annual health assessments, references, experience and education verifications.  In addition, our teachers are certified in pediatric first aid.   Our staff is carefully selected through a series of interviews, personal/professional references and observation in our classrooms in order to ensure that they truly love children and are a fit for our positive & team oriented environment.

Nap Time
There is a rest period during the day for all children.  Each child is assigned their own mat or cot to sleep on and is welcome to bring in a favorite blanket or “cuddly".  We do not force a child to nap, they may choose a quiet activity so they do not disturb their sleeping classmates.  We will not force a child to stay awake during rest time, it is vital for a child to have a rest period mid day to rest and refresh themselves.

Daily Reports & Assessments
Daily reports are prepared by our staff so you are informed about your child’s activities ( i.e., nap, eating, diapering, disposition) and all educational activities your child participated in through out the day.   We also complete a 45 day new child assessment and continuous quarterly progress reports.  With both assessments, parent conferences are also offered to parents.  Should you have questions or concerns, please speak to your child’s teacher to continue dialogue that ensures your child’s success.

Discipline
At The Devine School, will use re-direction and distraction for behavior modification in a situation where the child may be behaving inappropriately.  The time out method will be used when the above methods have failed or they may be a danger to themselves, another child or staff.   We also keep an open line of communication between the teachers and parents, in the hopes of resolving any problems that may arise.  If your child is having difficulty adjusting to our program, it may be necessary to determine whether or not your child will achieve success at The Devine School.  If we believe your child would be best served in another program, we will inform you and the child will be dismissed from the school. 

Emergency Contact Forms
Every 6 months you will be required to update your child’s Emergency Contact Form.  Should any of the information change during the 6 month period, you must notify us immediately.   We will ask you to review the form and return it to us as soon as possible.  As always, a copy of your child’s form will be kept in the administration office, your child's classroom and along with your child on any activities where he/she will leave the school.

Clothing & Personal Belongings
Two extra outfits should be brought to the center for your child to wear in the event of an accident.  The change of clothes should be in a zip lock bag and each piece of clothing labeled with your child’s name - including all outerwear and extra socks for children who are potty training.  In addition, please provide outerwear for our adventures outdoors.  Since we cannot be responsible for lost or broken toys and personal items, we ask that your child’s personal items remain at home.  Your child’s teacher will let you know when show and tell will be held and your child may bring an item with him/her at that time.  You can assure your child that we have many toys to play with and that he/she will have fun.

Meals
Good eating habits and a positive attitude toward food should be established at an early age.  For young children it is essential to have a nutritionally balanced diet for healthy growth and development.  The Devine School menus have been designed to include items from each of the four basic food groups with an emphasis on fresh fruits and vegetables.  Milk (vitamin D fortified) is provided with all lunches.  A variety of snacks are served with water  twice daily, including fresh fruit for AM snack. Please advise your child’s teacher in writing of any food allergies or intolerance so they may be posted in both the classroom and in the kitchen.  

Inclement Weather
In the event of inclement weather, the center will make every attempt to open.  If we are forced to close due to weather, we will notify local radio stations and Channel 69 News as early as possible.  Please listen for any announcements from The Devine School when the stations read their cancellation lists.

Transferring Records
In time, your child will leave The Devine School to move on to another facility whether it be another center or elementary school.  The process to request records is as follows.  The parent must request in writing (signature required) the exact forms they are requesting and to whom they would like them transferred.  This signed request will be filed into the child's permanent file at The Devine School.  The transfer will be completed within five business days.

Open Door Policy
At The Devine School, we believe in working closely with parents to keep them informed of their child’s developmental and social progress.  We invite parents to visit the school without prior notification to us.  You may visit your child’s classroom at anytime, however, if your child becomes upset upon your departure, we may ask you to give your child a hug and a kiss and let them know you will return later and then leave the classroom.  You may then follow up with a telephone call to check on your child to make sure he or she has adjusted to the classroom.  Your child will soon realize that you will return after leaving them in our care.

Non-discrimination Policy
At The Devine School we believe in teaching diversity and offering a multi-cultural environment.  No person or child will ever be discriminated against because of their race, ethnicity, religion, sex, or physical/mental capabilities.  If at any time you believe your child or yourself have been discriminated against, please notify the owner or Director immediately.  We will investigate the complaint and provide you with our findings as soon as possible.  

Hours of Operation & Holidays
The Devine School is open from 6:30 a.m. to 6:00 p.m., Monday through Friday throughout the year.  We are closed the following major holidays: New Years Day, Memorial Day, July 4th, Labor Day, Thanksgiving, Black Friday  and Christmas.  We will also close at 12:30 PM on Christmas Eve.  If a holiday falls on a Saturday, the center will be closed the preceding Friday.  If the holiday falls on a Sunday, the center will be closed the following Monday.  Holidays are included with your weekly fee. 

Accidents at School
For minor injuries, cuts and scrapes, an accident report will be sent home with your child.   If accidents occur that involve injury to the head, mouth, teeth, eyes, bleeding, or severe bruising/swelling, you will be called immediately.  If you cannot be reached, the emergency number(s) indicated on the Emergency Contact Sheet will be called.  If a serious accident occurs, your child will be accompanied by a Devine School staff member and taken to the hospital by an ambulance.  The Devine School will not transfer your child by car at anytime.

Tuition Policy
There is a $40.00 non-refundable registration fee. Tuition may be paid on a monthly or weekly basis.   All tuition is due on the first business day of each month or Monday of each week.  Tuition is still due in full, according to your fee schedule, regardless of attendance, unless an allotted free day is used.  This is done for budgeting reasons since the expenses remain the same regardless of your child's attendance.  When registering at The Devine School, you’re purchasing a "slot" for your child to attend our school.   The hours and days contracted for your child to be at The Devine School are arranged at your enrollment meeting.  Any changes MUST be reported to the owner or Director to ensure proper staffing.  A $5.00 per day late fee will be assessed on late payments received after the second business day of the week.  A $25.00 fee will be assessed for returned checks and you may be required to make future payments in cash.  There is a late charge of $1.00 per child per minute when pick up is after 6:00 PM.  Should your child permanently withdraw from the school, a two week notice is required or refund of tuition or deposit will not be given.  A return to The Devine School would require payment of a re-registration fee.  

Arrival and Departure
 An adult must accompany each child into their classroom in the presence of a teacher employed by The Devine School.  Do not leave your child unattended in the center!  When you are present, you are responsible for your child.  Please do not allow him/her to wander around the school without you.  Please call if your child will be late or absent.  The school must be notified if you will be delayed in picking up your child.  At departure, please remember that you are in charge of your child even when staff members are visible.  A child may not be in care at our facility for more than 10 hours.  If you are unable to pick up your child, please notify us as soon as possible.   The person picking up the child will need to be documented on the emergency contact sheet and will need to show a photo ID to verify their identity.  Your child will not be released into the custody of this individual without prior notification and identification!

IEP or IFSP
If your child has an IEP or an IFSP, we are willing to review and adapt where necessary for your child.  Our staff works very hard so we can adapt to a child's special needs.  Please discuss any special needs will us during the enrollment process or as needs develop.

Free Days
Each full time child will receive two free weeks (10 days) based on a calendar year to use at the parent's discretion.  Each part time child will have one free week (5 days).   If the child does not attend school the parent may elect to use a "free day".  By using a free day, tuition will not have to be paid for that day and the weekly tuition will be reduced accordingly.  Example - if your child attends five days a week, when taking one free day, the tuition will be reduced by one-fifth.   Free days will not transfer from one calendar year to another.  A child must be enrolled at The Devine School for 6 full months before free days may be used.  Free days may not be used for the last two weeks of attendance. 

Health & Medications
At The Devine School, we pride ourselves on a clean and healthy environment, which can not be done without your help.  If your child is too ill to participate, please refraining from bringing your child to the school that day.  Remember, we must think of the health and well being of both the children and the staff, so please keep your child at home until the condition clears up or until your child is prescribed with the appropriate medication.  If at any time your child is too ill to remain at school, you will be called to pick him/her up.  You will be called for any of the following conditions:    

· Fevers over 101 - may return if fever is not present for 24 hrs. 
· Unexplained Rashes
· Diarrhea * twice in a day
· Nausea / projectile vomiting
· Heavy/Persistent cough, mucus (green, yellow)
· Symptoms of a contagious illness
· Child is unable to function in the classroom

Your child must be clear of all possible contagious conditions before returning to school.  The Director may request a doctor's note in order to return if symptoms of a contagious illness are present.  If your child needs to be medicated, please complete the medication log and alert your child's teacher.  Please place the medicine into the medicine box located in each room along with the first aid kit.   Medicine must be labeled with your child’s name, dosage and must be in the original container.  ALL medications must be taken home each night.
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