GEORGE COTTAGE AT ST. MARTIN’S

POLICIES AND PROCEDURES PARENT HANDBOOK 
2009-2010
The Policies and Procedures of George Cottage at St. Martin’s are provided in written form to all parents and guardians and are for the benefit of all enrolled children. Each parent or guardian is required to sign the Enrollment Agreement acknowledging receipt and understanding of these policies. These policies are subject to change and may be modified from time to time by The Cottage.  

MISSION STATEMENT:

George Cottage provides toddlers (12 month old),  two- and three-year-old children with a safe, enriched environment using developmentally appropriate practices to foster the well-being of the whole child.

PHILOSOPHY:

The charge of George Cottage is to provide an activity-oriented preschool program that will stimulate and challenge the whole child, by providing development in the areas of cognitive, language, physical, self and social domains.

GOALS:

1. Cognitive and Language Development

a. Develop a love of learning

b. Learn to solve problems, take risks and make decisions

c. Develop thinking and readiness skills

d. Develop expressive and receptive language skills

e. Develop language skills by encouraging reading, writing, speaking and listening

f. Learn through the use of all five senses

g. Develop intellectual skills through hands-on experiences

h. Observe their environment, ask questions and think critically

2. Gross and Fine Motor Skill Development

a. Develop use of large muscles through large motor activity

b. Develop small muscles through small motor activity

3. Development of Self

a. Develop positive self-esteem

b. Develop independence and initiative

c. Develop self-help skills and good health habits

d. Develop self-expression and creativity through materials, music, movement and language

4. Social Development

a. Enjoy school and have fun

b. Respect themselves and others

c. Develop social skills through interactions with peers and younger children and a variety of adults and cultures

d. Learn to play cooperatively with peers

e. Learn the skills of group participation

f. Appreciate differences in people, cultures and the natural world

g. Learn the responsibility of cooperating in a community

HISTORY:

George Cottage at St. Martin’s was established in 2004, 57 years after the founding of St. Martin’s Episcopal School. The name is reminiscent of the school’s beginnings when two-room classes were referred to as “cottages.”

ACCREDITATION:

George Cottage is licensed by the State of Louisiana Department of Social Services and complies with all standards put forth by that department and licensed by the State Board of Health and the State Fire Marshall.

ADMISSION POLICY:

George Cottage is open to children ages 12 months, two- and three-year-olds by August 31 of that year regardless of race, color, religion, national or ethnic origin. Priority is given to members of the St. Martin’s community, including children of faculty, staff, alumni and current St. Martin’s parents. George Cottage is committed to placing each child in the environment which best supports the child’s level of development at the time of entry. Handicapped children will be accommodated if we can adequately meet their needs.

When vacancies in each age group have been filled, qualified candidates will be placed in a waiting pool and accepted throughout the year as openings occur.

APPLICATION PROCEDURES:

Parents/guardians must provide an application for enrollment and participate in a personal interview if contacted.

ENROLLMENT PROCEDURES:

Children are admitted based on the school receiving all necessary admission documents and depending on space availability. Upon enrollment, parents/guardians must provide:

1. Completed Enrollment Agreement

2. $200 Registration Fee

3. Copy of birth certificate

4. Immunization records and health form

5. Completed emergency information to be kept on file

PERMANENT RECORDS:

Each child’s records must be kept up-to-date and include the following:

1. Work and home addresses and phone numbers

2. Authorized persons for emergencies or pick-up including phone numbers for work and home

3. Current immunization records

4. Allergies, personal situations, etc., that may affect the child  

CONFIDENTIALITY OF FILES:

George Cottage shall maintain confidentiality of all children’s records. They are the property of the school and are kept secure and confidential. Access to files is limited to those who have a legal or professional need to consult such records.

TUITION – ENROLLMENT/FINANCIAL POLICIES:

ANNUAL REGISTRATION FEE:  

George Cottage has an annual, non-refundable registration fee of $200. This fee does not apply against tuition.

TUITION:  

Tuition for George Cottage totals $8,200 for the 10-month program. This is an all-inclusive fee covering tuition from 7:00 a.m. until 6:00 p.m., activity and instructional supplies, snacks and lunch.  

A late fee of $2.00 per minute will be assessed if your child is picked up after 6:00 p.m.

We ask that parents/guardians make a commitment for the full 10-month session. If unforeseen circumstances require withdrawal, a 30-day written note is required. Any withdrawal during the year is subject to a penalty equal to one month’s tuition. There is no refund for any unused portion of a month or school year.

PAYMENT POLICIES:  

Enrollment is conducted each February for the upcoming session. The $200 registration fee is payable upon enrollment and secures a place for the child in the program.

Tuition is payable in advance as follows: Payment is due on the 20th of the month prior to the month of service. Ten equal payments are due July 20 through April 20. The Direct Payment Plan through Electronic Fund Transfer (EFT) is encouraged and forms will be provided. There will be no billing in arrears. Each month a statement will be mailed detailing charges and payments.

Payment will be made to the Business Office on the 20th of each month. On the 5th of the following month, the Program Director will inform any parent with an overdue balance that his/her child may not attend the program. The privileges of the school will be denied to any student whose parents/guardians fail in their financial obligations. The school reserves the right to deny attendance to students whose accounts include overdue balances.  

Bank financing, the Tuition Refund Plan and financial assistance are not available for George Cottage. The Tuition Remission policies of St. Martin’s Episcopal School apply to children of employees who are enrolled in grades PK-12 and do not apply to George Cottage.

STUDENT ACCIDENT INSURANCE:

SCHOOL TIME ACCIDENT INSURANCE PROTECTION:  

Any expense for medical or dental care for an enrolled student is the responsibility of the parent or guardian. George Cottage purchases School Time Accident Insurance Protection for each enrolled student. This coverage is in effect for the hours and days when school is in session while attending school-sponsored and supervised activities on the school premises. This policy provides payment for usual and customary medical expenses incurred for treatment of injury caused by a covered accident subject to the maximums and conditions stated in the policy. Any expenses for accident or injury not covered by the School Time Accident Insurance Protection are specifically the responsibility of the parent/guardian.

SCHOOL CALENDAR:

This is a 10-month program running from the beginning of August until the end of May of each year. The June and July programs will be operated separately under the auspices of the St. Martin’s Summer Camp Program.

HOURS OF OPERATION:

7:00 a.m.–6:00 p.m. Monday through Friday  

COTTAGE HOLIDAYS:

A list of holidays will be published each year prior to August 1. For the 2008-09 session the following holidays will be observed:

Fall Professional Day
TBD

for faculty

September 7

Labor Day

November 26, 27 
Thanksgiving and the day after

December 24 

Christmas Eve

December 25

Christmas Day 

December 31

New Year’s Eve

January 1

New Year’s Day

January 19

Martin Luther King Day

February 16

Mardi Gras

April 2


Good Friday

Spring Professional
TBD
Day for faculty
If it becomes necessary to close George Cottage for any other days in a non-emergency situation, advance notice will be given. In the case of severe weather or other unforeseen emergencies, please refer to the section on Emergency Procedures on page 5.

ARRIVAL AND DISMISSAL PROCEDURES:

George Cottage opens daily at 7:00 a.m. and closes at 6:00 p.m. Because young children thrive on routine, it may be in the best interest of your child to maintain a regular drop-off and pick-up schedule. Please refrain from bringing older children into George Cottage during arrival and dismissal. At the end of the day, plan to arrive by 5:45 p.m. to ensure you have enough time to gather your child’s belongings. Late fees of $2.00 per minute will be charged after 6:00 p.m.  
SIGN IN AND SIGN OUT:

Parents should sign in their child in the designated attendance record form upon arrival. Please give the teacher any pertinent information in writing regarding the child’s diet or condition.

Parents should sign out the child in the designated attendance record form before leaving. Parents should check the child’s cubby for soiled clothing, papers or any pertinent information regarding the child’s needs. 

AUTHORIZED PICK-UP:

A child can only be released to those persons authorized and listed on the emergency card. Parents are required to keep current a list of the names and phone numbers of those authorized for pick-up, or parents must notify the office in writing if a person other than those authorized will be picking up the child on that day. A picture I.D. is required of all persons picking up a child who are not known to attending staff members.

PARKING AND SAFETY:

Please park in the Adkerson Gymnasium lot located on Green Acres and walk your child in to George Cottage. There are several parking spaces designated for George Cottage drop off and pick up. This parking location provides safety and direct access to the entrance of George Cottage. Be aware that St. Martin’s Episcopal School is a busy place, especially during carpool times. Traffic is heaviest from 7:45-8:05 a.m. and from 3:00-3:45 p.m. The school has an established traffic flow pattern during these times, essentially making Green Acres and Haring Roads one-way streets. Parents drive north on Green Acres and south on Haring Road during these peak times. You will want to observe this pattern if your drop-off or pick-up times coincide with peak campus traffic times. A map is included to explain the flow. 

EMERGENCY PROCEDURES:

SAFETY:

Maintaining a safe environment for students, faculty and families is a priority at George Cottage. The school has enacted a number of excellent measures and guidelines to ensure safety. In the case that an evacuation will be necessary, the children will be transported via school bus. Fire drills will be conducted monthly.

WEATHER AND EMERGENCY CLOSINGS:

When the school administration decides to close the school due to extreme weather or other emergency situations, the school notifies WWL-TV Channel 4 and WWL-AM radio. Parents are requested to tune in to these stations to receive the school’s decision. We also record a message on the school’s Special Events Infoline, 736-9956. St. Martin’s has an emergency telephone notification system which is updated each fall. Given sufficient time and warning of an impending problem, this system is utilized.

If the school closes during regular school hours, emergency numbers are called to notify parents. Should a parent or guardian not be reached, the school maintains staff to support the student(s) until contact and a plan of reunification have been established.

CURRICULUM:

The curriculum for the toddler, two- and three-year-old program provides a broad array of activities designed to foster growth in all areas of development (intellectual, social, emotional and physical). By providing an environment that is interesting, stimulating and secure, the children begin to develop important school-readiness skills through exploration and social interaction. Classroom experiences emphasize manipulative, language and outdoor activities. The program also offers instruction in music, science, art, religion, library and Spanish.

DAILY SCHEDULE:  

Toddlers, two- and three-year-old students follow a structured daily routine which includes the following activities: story time, language development, math concepts, centers, practical life, art, music, free play both inside and outside of the classroom, lunch, snacks and potty time. Activities are tailored for each age level and a more detailed schedule is posted in each classroom.

MEALS:

George Cottage provides nourishing food for all students. Breakfast, consisting of milk, cereal and juice, is available until 8:15 a.m. After 8:15. a.m. no breakfast can be served. Snacks are provided in both the morning and afternoon. Lunch is prepared daily by the St. Martin’s dining hall staff. Except for prearranged birthday and holiday refreshments, children are not allowed to bring food into George Cottage.

TOILET TRAINING:
Toilet training will be a cooperative effort between your family and George Cottage. As your child begins potty training at home, reinforcement is provided at George Cottage. Parents are responsible for sending diapers. See the personal items list on page 8.

NAPPING:
The schedule for the toddler, two-year-old and three-year-old programs provides for a nap period each afternoon. 

George Cottage provides a nap mat for each child. Parents must purchase a mat cover to be sent home on a weekly basis or as needed to be laundered.

FIRST AID:

Incidents, injuries and accidents will be documented. Documentation will include the name of child, date and time of the incident, location where the incident took place, description of how the incident occurred, part of the body involved in the incident, and any actions taken. Documentation shall also include the time of parental notification and the signature of the person notifying the parent. The parent or designated person shall be notified immediately in the following situations:

· Blood not contained in an adhesive strip

· Head injury

· Any human bite that breaks the skin

· Any animal bite

· An impaled object

· Broken or dislodged teeth

· Any injury requiring professional medical attention

BITING POLICY:

A child who bites another child will be removed from the group.  Upon their removal appropriate choices will be discussed with the child i.e. “We do not bite our friends.  We bite our food. “A note will be sent home to the parents and the incident will be documented. The child who was bitten will receive immediate attention in treating the bite. If the skin is not broken an ice bag will be applied and a note will be sent home. If the skin has been broken we will apply a wet towel and ice bag to the bite, and the parents will be called. If the child continues to bite, the teacher and Program Director will assess the situation and work with the parents to redirect the child’s behavior. Excessive biting will not be tolerated and can constitute the removal of the child from George Cottage.

DISCIPLINE/ BEHAVIOR:

The staff at George Cottage believes in using positive techniques to redirect inappropriate behaviors. When a child demonstrates a behavior that is disruptive or dangerous he/she will be removed from the group for a short explanation of why the behavior was unacceptable. If the child continues to be disruptive he/she will be removed again for a short period of time and brought to the Program Director.  The parent will be contacted if the child does not respond to the techniques used by the teacher so that the parent and teacher may work together to guide the student towards more appropriate behaviors. In cases of severe disruptions or if the child is impeding the safety and learning of those around him/her the parents may be called to pick up the child.

DISCIPLINE GUIDELINES:


No child shall be subject to physical punishment, corporal punishment, verbal abuse or threats.


Cruel, severe, unusual, or unnecessary punishment shall not be inflicted upon children.


Derogatory remarks shall not be made in the presence of children about family members of children in care or about the children themselves.


No child or group of children shall be allowed to discipline another child.


When a child is removed from the group for disciplinary reason, he shall never be out of sight of a staff member.


No child shall be deprived of meals or snacks or any part thereof for disciplinary reasons.

ABUSE AND NEGLECT:


As mandated reporters, all George Cottage staff shall report any suspected abuse and/or neglect of a child in accordance with LA R.S. 14:403 to the local child protection agency.  The Child Protection Services telephone numbers are: 680-9000 and 680-9001.

SEVERE BEHAVIOR:

Severe behavior that results in injuries to self, other children or the staff will not be tolerated. The teacher will document any behaviors of this type and inform the Program Director and parents. If the same type of behavior occurs again, the above procedures will be followed and the parents will be asked to have a conference with the teacher to attempt to remedy the situation. If the behaviors still continue and it is in the opinion of the teacher and the Program Director that the child is a detriment to the safety and learning of the other children, the parents may be asked to find another placement for the child.

HEALTH REQUIREMENTS AND POLICIES:

Your child’s health is our first concern. We need the cooperation of all parents to safeguard the health of every child in the group. A yearly health form, signed by the doctor MUST be on file.

A child should be kept at home if he/she seems to show any signs of illness. If a child becomes ill at school, parents will be notified to pick him/her up. Should he/she have a contagious disease, the parents should let the center know at once so other parents can be notified. A child who has been absent because of a contagious disease must bring a written statement from his/her doctor upon returning to school. 

Please do not send your child to school if he/she has:

· Running nose with yellow or green discharge

· Nausea or vomiting

· Contagious cough

· Flushed face or fever

· Skin rash

· Pink eye or inflamed eyes

· Chills

· Sore throat

· Diarrhea

· Ear ache

· Any contagious condition

MEDICATION:

No medication of any type (prescription, non-prescription) or special medical procedure will be administered by the staff unless authorized in writing by the parent. Authorization will include:

· Child’s name

· Name of the medication

· Date(s) to be administered

· Special instructions, if applicable

· Side effects

· Signature of parent and date of signature

· Circumstances for administering “as needed” medication

All medication sent to George Cottage shall be in its original container, shall not have an expired date and shall be clearly labeled with the child’s name to ensure that medication is for individual use only.

If medication label reads “to consult physician,” a written physician authorization with child’s name, date, medication name and dosage must be on file in order to administer the medication in addition to the parental authorization.

George Cottage cannot apply topical ointments/sprays/creams (i.e. sunscreen, insect repellant, diaper rash ointment, etc.) without a written one-time authorization signed and dated from the parent, unless changes occur.

DRESS CODE:

Children are to dress in comfortable play clothes appropriate for outdoor play and indoor art activities. Sweaters and jackets should be marked with the child’s name. Tennis shoes or tie up shoes are required at all times. 

TOYS:
Toys should not be brought to school. Parents will be notified, in writing, of special exceptions.

PERSONAL ITEMS SUPPLIED BY PARENT OR GUARDIAN:

All personal items should be labeled with your child’s full name (i.e. coats, blankets, clothing)

· Disposable diapers (5-6 per day)

· Wipes

· Ointments

· Extra pants if potty trained

· Two changes of clothing (keep seasons in mind)

· One light blanket (exchange as needed)

· Bibsters (disposable bibs)
· Hairbrush

· Mat cover

PARENT PARTICIPATION:

You are encouraged to visit your child’s class at any time. However, it would be best to make an appointment with your child’s teacher. We strongly recommend that you allow the child the first month to adjust to his/her new surroundings. Parent volunteers may be asked to assist with special events. Parents are encouraged to share life experiences with children. Therefore, there will be times when we welcome you to share a special talent, custom, costume from other lands, cooking experiences and work experiences with the class. If you are willing to participate in this sharing, please contact your child’s teacher.  

TEACHER CONFERENCES:
If you have concerns about your child, please request a conference with his/her teacher. If you plan to call your child’s teacher at home, please notify her at school so he/she can expect your call. It is also possible to e-mail questions to your child’s teacher.

PARTIES: 

Your child’s birthday may be celebrated at school. Please make arrangements with the Program Director in advance and keep the birthday treats simple. Invitations to parties can only be sent home when the entire class receives one. Holiday parties will be held in class. Your child’s teacher will contact you with the details.

BABYSITTING:
We appreciate your confidence in our staff members and understand your desire to have them baby-sit. However, St. Martin’s cannot be responsible for outside arrangements made with staff members. It is also our policy that staff members not receive personal calls while at work. All such arrangements must be made in advance (the day or night before) to avoid interrupting staff at work. St. Martin’s cannot be responsible for messages left on voice mail regarding babysitting. Please note: any individual arrangements are strictly between the parent and the individual outside of the confines of George Cottage. St. Martin’s Episcopal School and/or George Cottage at St. Martin’s are not responsible in any way for these individual agreements.  

COMMUNICATION:
Good communication between home and school is a fundamental component of a partnership that ensures a successful and rewarding educational experience for your child. We request that written communication be used to keep us posted of any changes or concerns. If your child is to be picked up at a different time or by a different person, please give a note stating that to the teacher. Staff members will be happy to respond in writing or on the phone to any concerns or questions you may have. Your child’s teacher will explain his/her system for sending and receiving daily messages.

Conferences may be arranged anytime, so that staff and parents can work together.  

NONDISCRIMINATORY POLICY AND SPECIAL NEEDS:

George Cottage at St. Martin’s is a co-ed, toddler, two- and three-year-old program that does not discriminate on the basis of race, color, gender, disability, religion, national or ethnic origin. Handicapped children will not be barred provided we can adequately meet the child’s needs.

SMOKING:  

The entire 18-acre campus of St. Martin’s Episcopal School, which includes George Cottage, is a tobacco-free campus. 

COMPLAINT PROCEDURE:


Parents shall be advised of the licensing authority of the Bureau along with the current telephone number and address – Department of Social Services, 627 N. Fourth Street, Baton Rouge, LA, 70802; 225-342-0286.  Parents shall be advised that they may call or write the Bureau should they have a significant, unresolved licensing complaint.  

OPEN DOOR POLICY:


Parents are welcome to visit the center anytime during regular hours of operation (Monday-Friday, 7:00 a.m.-6:00 p.m.).
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