Albemarle School

“Inspiring excellence and character in a nurturing environment™

2025202 Enrodiment Condract

In consideration of having your child enolied in Albemarle Preschocl, the undarsigned jointly ane separately promise
to pey Albermnarks Praschool the sum hereinafter stated.

Preschool Programs
$150.00 Weekly Rate

Annual Enroliment and Materials Fag; $100.00

The Annual Enrollment and Materials Fes is charged at the time of enrollment and ranewed on August 30th of
adch yaar,

“Albemaria Preschool does not offer pant-time care Tuition will not be prorated for absences, facility clogings, weathar
closings. hofidays, vacations, sicknesses, or any other foreseen reasons. In the event of 8 closing, the child's apot wil
©a held until we recpen again bul your tuiion balance must be paid up to date In arder to maintain the child's
enraliment. A calendar of holiday closings is provided to pasents upon enrolimant. Our parant handbook hag furthear
Infarmation about financial responsibliiies. We do charge extra fees for late pick ups, late paymente and declined

cradil cands.

Mame af Child; Cata of Birth;

Printed Narme of Parent/Guardian Paren! Social Securlty ®  Parant Date of Beth

Maliing Address City Siate Zip Code
Parent'Guardian Cell Phone # ParentiGuardian Cell Phona # Email Address

Albemarle Preschosl provides breskfast, lunch, and eflernoon snacks included in your tuition,

By signing below, | am agresing to the fellewing: Each payment is dus on the first day of the wesk unlil tha chiid is
witheirawn by submitting a writhen bwo-week nolice of wihdrawai, Monthly peyments are also acceptable and should
be made at tha baginning of each menth. Accounts past due over 3 weeks will be subject to dismissal, Re-anraliment
will only be allowsd If space is available and financial obligations hava been met. Acoounts in defaull of payment are
subject le ecffaction action. Credit cards that are put on flle must be snrolled In automatic payments. Cash or
check ara also options. If you are signed up for automatic payments, and the above amount is diffesant fram the
amount we are already charging you each wesk, we reserva the night 1o change the sutomatic payment amount to
reflect the most up to date confract. Parents are responsible for keeping the most up to date card on file to
avold declining cards.

Parent Signatura: Drata:

1210 US. Highway 17 Sauth « Elizobaeth City, N.C, 27909 . (257) 336-0883 « Fox (252) 338-1222
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CHILD'S APPLICATION FOR ENROLLMENT
To b complatid, signed, and piaced on e in e fscMy an ihe frst day and undated 5 changes occur and &t least annually
CHILD INFORMATION: Dale of Birthc —
Full Marne:

Lasl Frst Iiddia Micknarma
Child's Physical
Address:
FABILY INFORMATION: Child Ives wilth:

Father'Guardian's Name Homa Phane
Address (F difarent drom child's) Zip Code

Wiork Phong___ Cell Phone

MalheriGuardian's Nama Home Phane
Aﬂeﬁﬁﬁfdiﬁermlﬁm chikd's) Zip Code
‘Work Phone Call Phone

CONTACTS:
Chiid will be raleasad oaly 1o the parentsiquardians listed above The child can also be refeased 1o he Fllowing indhviduals, a5 authorzed by the

person who signs this apglication. In the event of an amergency. If the parentsiguardians cannol be reached, fhe facilty has permission fo condacl
the following individuals.

Kame Relationship Address Phane Mumber
Name Relzticnship Address Phane Number
Name Relationshp Address Phana Number
— C—— e ———
HEALTH CARE NEEDS:

FﬂranychwnﬂﬂMaMEmnmﬁMasawﬁ.asm.wmhw;ﬂtm-ﬂﬁsmmmmﬂﬂmmmm;ammmm
pian shall be afiached i the appicalion The medical action plan musf be compléted by Mhe child's parenl or health care professional. [s lhere 3
medical actian plan altached? Yes [ Ne]

List any aflergies and the symptoms and type of response required for allergic reactions.

List army health care needs of concarns, symploms of and lype of response for ihese health care needs or concems

List army parficular fears or unique behavior characlerlsics the chiki has

List arry lypes of medication taken for health care needs
Share any oiher information that has a direct bearing on assuring salie medical Ireaiment fr your child

e R e r—— ———
EMERGENCY MEDICAL CARE INFORMATION:
Hame af health care professional ifice Phong
Hospital praference Phone

1, as Ihe parensiguardian, aulhorlze the center o colain medical attantion for my child in an emergency.

Sipnature of Parent/Guardian Date

1, as the operator, do agree i provide ransportation bo an appropriate medical resource in the event of emergency. I an emergency situalien,
ather children in e facility will be supenisad by a responsiole adull, | wil nat adminisier any drug of any medicatian wihout spacilfic Instructions
fram the physician of he child's parent, quardian, of full-time cuslodian.

Signature of Admintsiratar Date

Revined 1002075



1299 Children’s Medical Report

Mame af Child Birthdae
Name of Parent or Guardian
Address of Parent of Guardian

A, Medical History (May be completed by parent)
1. I3 child allergic to anything? No___ Yes_  [fyes, what?

2. Is child currently under a doctor's care? No__ Yes  [If yes, for what reason?

. 15 the child on any continuous medication? Mo__ Yes___ If yes, what?

. Any previous hospitalizations or operations? No___ Yes___ [f yes, when and for what?

. Any history of significant previous diseases or recurrent illness? No___ Yes _ : diabetes No__ Yes
convulsions Mo Yes  ; hearttrouble Mo Yes  ;asthmaNo__ Yes__.
[f others, what‘when?

. Does the child have any physical disebilities: No__ Yes [T yes, please describe:

Any mental disabilities? No___ Yes_ [f yes, please descnbe:

Signature of Parent or Guardian

B. Physical Examination: This examination must be completed and signed by a licensed physician, his authorzed
agent currently approved by the N. C. Board of Medical Examiners (or & comparable board from bordering
states), 4 certified nurse practitioner, or a public health nurse meeting DHHS standards for EPSDT program.

Height % Weight b

Head _ Eyes Ears_ Mose Teeth Thraat
Black Heart Chest AbdAGL _Ext
Neurological System I __Skin __Vision __ Hearing

Reaults of Tuberenlin Test, if given: Type dare Hw;lh_ﬁhnunnnl ___followap

Developmental Evaluation: delayed nge appropriate
If delay, note significance and special cane nesded;

Should activities be limited? MNo__ Yes  If yes, explain:
Any other recommendations:

—

[Date of Examination

Signature of authorized examiner/title




Albemarie School

“Inspiring excellence and character in a nurturing environment” 2

Emergency Medical Attention Authorization

|, as the parentiguardian, authiorize the center to obtain medical attenbion for my child in an
amergency.

Signature Parent/Guardian: Date:

|, as the operator, do agree to provide transportation to an appropriate madical resource
in the event of an emergency. In an emergency situation, other childran in the faciity will
be suparvised by a responsible adult. | will not administer any drug or medication without

specific instructions from the physician or the child’s parent, guardian, or full-time
custodian.

Date;

Signature of Administrator:

Albemarle Preschool Photo Relsase

| understand that my child may be photographed and/or videotaped while at preschool. These
photosivideo clips can be used for placing photos of children within the classroom or in arts and
erafts hung on doors, in the hallways, etc. | aiso give my permission for Albemarle Preschool
and their associates to use photographsivideos of my child for the purpose of:

Please check all that apply:
Promotional purposes, on our preschool websile, on flyers.

On our Albemarle School Faceboak page.
To create a video collage or DVD for families of enrolied children (end of the year

remembrance video)
For school grants and grant requests.
For newsletiers to be dispersed to currently enrolled families.

| also understand that if | change my mind, | must request to fill out another photo ralease form.

Namae of Child:

Date:

Signature of PEFEHU'GUE“:'L&H:-

1210 LS. Highway 17 Seuth « Elizabath City, NC. 27909 « (257) 338-0883 - Fox (252) 338-1222



Albemarie School

“lnspiring excellence and character in a nurturing environment”

Albemarle Preschool Toilet Training Policy

Effective August 31st 2023 and Revised May 20, 2024

hildren interested in enrolling for Albemarle Preschool must be tailet trained before attending. Children must be
wearing gnderweas, not pull-ups or diapers. A child having accidents daily would not be considered toilet trained.

Why are we requiring children to be toilst rained before beginning preschool’

1. There are strict state requirements for diaper changing that invelves the disper changing pracedure to take
up to § minutes or mare per child. This means it takes over an hour to change all 14 students during cach

round of changes.
2, When a teacher is busy changing a child it removes one adult from the direct supervision of the other
students, It is also taking awsy from instructional time and interaction with the other children.

W understand that toilet trained children can still have accidents and we will help the child change their clothes
while also encourtging & much independence as possible. By definition, “accidents™ are unusual incidents and
should happen infrequently,

A toilet trained child is a child who can do the following:

- Communicate 1o the teacher that he/she has to use the bathroom

- Alert him/erself 1o stop what they are doing and go use the bathroorm

- Pull down his'her clothes and pull them back up without assistance

- Wipe him/herself after using the toilet {minimal assistance for 3 year olds and up}
« (Gt on'off the toilet by himherself

- ‘Wagh and dry hamds
Postpone from going if they must wait on someone else to come oul of We Are ool near & bathroom

- Wake up during nap time if they have to use the bathroodm

Your child will be asked many times throughout the day if they have to use the bathroom. There are scheduled
bathroom times before and after meals, before and after nap, and before going outside.

Children who are fully potty trzined will sometimes have small setbacks when placed in a new eqvirgnment, our
beam is fully aware of this and will help snyway we can. We will give the child 4 weeks to adjust, if the child is still
having accidents after week 4 2 mesting will be set up with the director and the parents 15 discuss further options

and develop a plan of action.,

Please understand that this policy was put in place so that the teachers can focus on safely supervising and teaching
the children in their care. It was also established to provide a secure and bappy leaming environment for the children
and our 1eam,

Thank you for your cooperation and your understanding.

By signing below, you indicate that you have reviewed and understand this policy. A copy will be placed in your
childs file.

Child's Name:

Farents/Guardian Signature: Drate:

1210 LS. Highway 17 South - Elizabeth City, N.C. 27907 - {252) 338-0883 « Fox {252) 33B-1222



Albemarle School

“Inspiring excellence and character in a nurturing en vironment™

Albemarle Preschool Acknowledgament of Receipt of Policies and Information

MName of Child:

Date of Enrallmant:

I the parent or guardian of the child named above, confirm by my signature that the following documents
have been provided to me and raviewsd with me (an electronic copy is acceplatie). | understand that |
will receive nofice at least 14 days bafore ehanges made to these documents go into effect. Please initial

besides each item bealow.

Parent Handbook

_ Discussion of Parent Participation Plan {located in the handbook]

___ Summary of NC Childcara Law

____ Discipline Policy

_____ Palicy for Shaken Baby Syndrome and Abusive Head Trauma {up ta 5 vears old)

______1am aware that my child may be transported by a personal vehicle of an employas in the case of
an extreme emergency. | will not hold Albemarle School or the driver(s) of the vehicle responsible for any

damage or injuries, which may ocour as the result of any unforesean accident.

| am aware that smoking, the use of tobacco products, or other products such as g-cigarattes is
prohibited on the premises, which includes cars in the parking lot.

Name of Parent/Guardian:

Signature: Data:

Playing outside of fenced areas:

We sometimes offer activities that require leaving the fenced-in play area. Examples include taking a
nalure walk around the premises, visiting a fire truck in the parking lot, anc playing in the back soccer
fislds. During this time, we maintain close supervision and required stafiichild ratios al all times.

*Please note that during fire and other emergency drills, or real emergency situations, we are raguired to
gafely evacuate children outside the fenced area.

| will allow my child listed above, to parficipate in activities outside the fenced araa,

OR
| will not allow my child, listed above, lo participate in activiies outside of the fenced play area.

Signature: Date;

1210 U.S. Highway 17 Seuth « Elizabeth City, M.C. 27909 « |252) 338-0883 » Fox (252) 338-1222
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Prevention of Shaken Baby Syndrome And Abusive Head Trauma

Bellef Statement

We, Albemarie Preschool and Child Care Center, believe that preventing, recognizing,
responding to, and reparting shaken baby syndrome and abusive head trauma (SBS/AHT) is an
important function of keeping children safe, protecting their healthy development, providing quality
child care, and educating familias.

Background

SBS/AHT Is the name given to a farm of physical child abuse that occurs when an infant or
small child Is violently shaken and/or there is trauma to the head. Shaking may last only a few
seconds but can result in severe injury or even death’. According to North Carolina Child Care Rule
{child care centers, 10A NCAC 09 0608, family child care homes, 104 NCAC 09 .1726), each child
care facility licensed to care for children up to five years of age shall develap and adopt a policy 1o
prevent SBS/AHT.

Procedure
JPractice
Recognizing:

»  Children are abserved for signs of abusive head trauma including irritability and,for high
pitched crying, difficulty staying awake/lethargy or loss of consciousness, difficulty breathing,
inability to lift the head, seizures, lack of appetite, vomiting, bruises, poor feeding/sucking, no
smiling or vocalization, inability of the eyes to track and/or decreased muscle tone. Bruises
may be found on the upper arms, rib cage, or head resulting from gripping or from hitting the
head,

Responding to:
If SBSSABT is suspected, staff will;
Call 911 immediately upon suspecting SBS/AHT and infarm the director, o
= Call the parents/guardians.
« |f the child has stopped breathing, trained staff will begin pediatric CPR.
Reporting:
= Instances of suspected child maltreatment in child care are reported to Division of Child
Development and
Early Education {DCDEE) by calling 1-800-855-0829 or by emailing

webmasterded @dhhs negov.
= Instances of suspected child maltregtment in the home are reported to the county
Department of Social Services. Phone number: (252) 338-2126



Pravention strategies to assist staff* in coping with a crying, fussing, or distraught child
Staff first determine if the child has any physical needs such as being hungry, tired, sick, or in
need of a diaper change. If no physical need s identified, staff will attempt one or more of the
following strategies:
*  Rock the child, hald the child close, or walk with the child,
= Stand up, hold the child close, and repeatediy bend knees,
*  Sing or talk to the child in a soothing vaice,
=  Gently rub or stroke the child's back, chest, or tumnmy.
= Offer a pacifier or try to distract the child with a rattle or toy.
= Take the child for a ride in a straller.
= Turn on music or white noise.
I addition, the facility:
«  Allows for staff who feel they may lose control to have a short, but relatively immediate break
away from the children,

*  Provides support when parents/guardians are trying to calm a crying child and ancourage
parents to take a calming break if needed.

Prohibited behaviors
Behaviors that are prohibited include (but are not limited to):
= shaking or jerking a child
= tossing a child into the air or into a crib, chair, or car seat
= pushing a child into walls, doors, or furniture

Strategies to assist staff members understand how to care for infants
Staff reviews and discusses:
=  The five goals and developmental indicators in the 2013 North Carolina Foundations for Early
Learning and Development, ncchildeare.ne.gov/PDF_forms/NC_Foundations pdf
=  How to Care for Infants and Toddlers in Groups, the National Eent#_r for Infants, Tnddlers and
Families, wow ; 2 - ra ’ ers-1n-p
* Incleding Relationship-Based Care Fracu::es i |ﬂﬁ-|’|t—Tﬂdd|Er Care: Impilcmuns for Practice
and Policy, the Metwork of Infant/Toddler Researchers, pages 7-3,
wwewe. achhhs povfsibes fdefa | ra/nitr_inguire may 2016 0 b50&compliant.pd

f

Strategies to ensure staff members understand the brain development of children up to five
years of age

All staff take training on SBS/AHT within the first two weeks of employment. Training includes
recognizing, responding to, and reporting child abuse, neglect, or maltreatment as well as the brain
development of children up to five years of age, Staff review and discuss:

*  Brain Development from Birth video, the National Center fnr Infants, Teddlers and Families,




*  The Science of Early Childhood Development, Center on the Developing Child,
ur inbriaf- -oif-

Resources
List resources such as a staff person designated to provide support or a local
county/community resource:

« The Director, Cheyanne Walters, will provide support to staff and families when needed.

Parant web resources
*  The American Academy of Pediatrics:

www. healthychildren. org/English/safety-prevention/athome/Fages/Abusive-Head-Trauma-5h
aken-Baby-Syndrome.aspx

* The Mational Center on Shaken Baby Syndrome: http://dontshake. org/family-résources

= The Period of Purple Crying: http://purplecrying.info/

Facility web resources
= Caring for Our Children, Standard 3.4.4.3 Preventing and |dentifying Shaken Baby

Syndrome/Abusive Head Trauma,
I n L= = =4
*  Preventing Shaken Baby Syndrome, the Centers for Disease Control and Prevention,
entarfarchildwelfare fmbiusfe P nting SB5 5

*  Early Development & Well-Being, Zero to Three, wwwzerotothree org/early-development

References
1. The Mational Center on Shaken Baby Syndrome, wywww.dontshake org

. NC DCDEE, ncchildeare dhhs state.nc.us/general/mb_ccrulespublic.asg
3. Shaken baby Egl'l'ldlDI'I'IE the Ma'.rn Cllnh:

6. Caring for Our Ch;ldren Standard 1.7.0. 5 Stress hnn,ﬂ{;ﬁg;.nrdlds.n[g /StandardView,/1.7.0.5

Application
This policy applies to children up to five years of age and their families, operators, early

educators, substitute providers, and uncompensated providers.



Communication
Staff

= Within 30 days of adopting this palicy, the child care facility shall review the policy with all
staff who provide care for children up to five years of age.

= Al current staff members and newly hired staff will be trained in SBS/AHT before providing
care for children up to five years of age.

= Staff will sign an acknowledgement form that includes the individual's name, the date the
center's policy was given and explained to the individual, the individual's signature, and the
date the individual signed the acknowledgment

*  The child care facility shall keep the SBS/AHT staff acknowledgement form in the staff
member's file,
ParentsfGuardians

= Within 30 days of adopting this policy, the child care facility shall review the policy with
parents/guardians of currently enrolled children up to five years of age.

= Acopy of the policy will be given and explained to the parents/guardians of newly enrolled
children up to five years of age on or before the first day the child recelves care at the facility.

= Parents/guardians will sign an acknowledgament form that includes the child’s name, date
the child first attended the facility, date the operator’s policy was given and explained to the
parent, parent’s name, parent's signature, and the date the parent signed the
acknowledgement

*  The child care facility shall keep the SBSAHT parent acknowledgement form in the child’s
file.

* For purposes of this policy, "staff" includes the operator and other administration staff who may be
counted in ratio, additional caregivers, substitute providers, and uncompensated providers.
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Purposes and Objectives of the Program

Albemarle Praschool is here to provide ennched learming experiances to individual children within a group care
sefting. We alm to help children improve and expand their ability to think, reason and speak clearly about aach
day's activities. 'We are here to help children become competent individuals and to naturally experience learning
thraugh play as they seek to satisfy thair natural curiosity. We are to heip children form relationships with adults in
a setting that fosters respect and develops good healthy habits,

Educational Programs
We have chosen to base our lesson plans and classroem ideas on the Kaplan Learn Every Day curriculum. The

curriculum 1% a research based, year round program that incorporates play into learning to enhance a child's growth
and development. Research shows that high quality instructian and high guality play do not have to compete for
time in the classreom, doing both well makes each one richer,

Enrpllment
The following must be completed and submitted to the Director in order to enroll your child into the program:
Mlbemarle Preschool Application
Child's Infarmation Form
Physical Examination Report
Immunization Reeord
Signed Discipline Staterment
' Signed Permission for Field Trips
Emargendy Inforrmation
Authorized Pick up Farm
Signed receipt of Summary of NC Laws
Signed receipt af Parent Handbook
Emergancy Action Plan [Asthma, Diabetic, Allergic Reaction)

Annual Enroliment Fee and Tuitioa: A non-refundable enroliment fee is charged o cover the paper work and other
costs involved in enrofling each child, each year. The current goawel enrollment fee i $100.00, and is due in August
fizr the upcoming school year.

Tuition is billed on a weekly basis and includes breakfast, lunch, and an afternoon snack, The tuithan is as follows:

Child’s Age [Room} Available Hours Weekly Tuition Rate
3 (Purple) B30 AR-600 PR 5150
485 [Green) B:30 AR-6:00 P 5150
455 (Red) 6:30 AM-6:00 PM L1500

Enrofiment fees and tuition will be reviewed on an annual basls. Current enrollees will be given a 30 day notice of
any Increase in annual registration fees andfor weekly tulnon.
*Please note that the prices for enroliment will net change if you choose to opt out of our meal program.



Childcore Services and Poyment Contract: The billing period is from Monday to Friday; billing is compheted on
Monday for the current week. Payment is expected in full on Monday. Mo reminders will be sent home. It payment

is not received in full by Friday, the child will be dischanged from the program until payment |5 received. Children on
the walting list will be given tha appertunity to fill the spot at that time. There will be a Late fee of 520 charged on

Friday. There is a 525 fee if the card on file declines as of July 17 2021

Payrent far weeks in which holidays occur will remain the same as all other weeks, so please plan accordingly and

pay in advance if needed. We will ahways notify you in advance of any board-approved change to weekly tultien
rates and you will be asked to sign a new enrollment contract. if you are signed up for automatic payments from
wour debit or credit account when your eontract amount changes, we will automatically adjust the billing amount

o your card.,

Discharge Policy: Your child may be discharged if:

e # problem continues which negatively affects other children in attendance at Albemarle Preschoal.
There has been no payment for the current week by close on that Wednesday
Fallure to meet Albemarle Preschool palicias
Continuows late drop off or late pick up

Withdrewal: If you desire to cancel enrollment you must give two-weeks written notice to the Director or the
finance departrment located In the main office. If @ notice is not given as described, you will be charged for
two-weaks af fees, based on average waek or at the Director's discration.

Waiting List: In an event that an age group should be full at any tima, the child’s name would be placed on a
walting list. As vacandies ocour, pre-registered chifdran would have first priority

ChifdyStaff Ratios: The following child/staff ratios are used at Albemarle Preschocd:

Age of Children Minlmum Staff/Child Ratio
H ANY ehild in the room s 2 110

If ANY child in the room i 3 1/15

4 1o 5 Years 1/20

Days and Hours of Operatien

Albernarle Preschool Is open year round Monday through Friday from 6:30 a.m. to 6200 p.m. We will plan to close
for holidays, ane full week in the summer and one full week far Christmas. We will release a calendar each year
announcing those days in advance. Families are still financially responsible for their weeky tuition, and tulton will
rat be prorated for holidays.

Children must be picked up from the preschool by 6:00 pom, Dur operational state license dictates that we must
legally close at that ime. A late fee is applied on all cccasions beginning at 6:01 p.m. and is $5.00 for every 5
minutes past 6:00 p.m. Late fees must be paid within 2 business days of the late pick-up or you will be asked to
keep vour ehild home until vou are able to pay the late pick-up fee. If you excessively pick up your child after 6:00
p.m. a meeting will be held with the Director and your child may be dismissed from the program.



Inclement Weather Policy

Weather cancellations and delays will use the FACTS calling system for official announcements for school
cancellationsfearly closing. Teachers will also send our Remind messages. The absence of an announcemeant means
that school will open a3 usual. Please remember your personal safety when making a decision to come to schood IF
the schoal does make a decision to close, families are still responsible for child care costs. Tuition will not be
prarated for any reason,

Health and Weallbeing
The State of North Carolima requires that there be a medical form in your child's file. Medical examinations must b

signed and dated by your physician. The Albemarle Preschool Medical History report must be completed, updated,
and signed by the physician and parent. These forms are intended to protect your child, and we appreciate your
cooperatien n keeping them currant,
filness: We strive to prevent the spread of iliness and ask that you keep your child home if he/she is experiencing
any af the fallowing sympioms:

A fever of 100° F or greater before child care, accompanied by bahavior changes or other signs or symptoms
of illness-until medical evaluation Indicates inclusion in the Preschoal.

Symptoms or signs of possible severe llness, such as; uncontrolled coughing, irritability. persistent crying,
unusual lethargy, wheezing, or ather unusual signs
' Strep throat until 24 hours after an antibiotic started

Dizrrhea; runny, watery, or bloody stools within the last 12 hours

Yomiting in the last 34 hours
: Rash with fever ar behavior change

4cabies or other infestations

Impetigo 24 hours after treatment has began

Chicken pox 57 days afver blisters appear

Pertussis, mumps, rubella, shingles, herpetic ginglvostomatitis

Hepatitis A- untl 1 week after onset

Sore throat with fever

Eye discharge (white or yellow) or pink eye; until 24 hours after starting treatment; if treatment I5 not sought
then when the discharge clears
' Child is irritable, contineously crying or reguires more attention from a caregiver than what they can provide
without hurting the health and safety of ather attending children

Respiratory illness-Rev- until 1 week after diagnosed
Your cooperation is greatly appreciated! Please be aware that if you are asked to pick up your chikd because we feel
that they are sick or uncharacteristically Irritable and require more attention than we can realistically and safely
provide, it is a requirement that you do so. This judgment call is left to the Director.

Yowrr child may return when:

L The above suggestions are met.

b Hefshe is fever aor symptam free far at least 24 hours before returning to preschool.
N He/she has been treated by a doctor or 2 doctor permits them to return ta preschool.

We ask that our parents provide the doctor's release to the Director as soon as possible. If your child becomnes ill
whike 8t the center, then you will be called to pick up your child within 2 hours, Exposure e communicable
diseases and any infectious iliness should be reported promptly to the center, so our stalf ean look for any early
symptoms. The center will notify parents when a child has been exposed to an infectious disease.



Head Lice: Albemarle Preschool has a no nit palicy. No exceptions will be made, Head lice are difficult to prevent
and control In settings where children and thelr persanal [tems have such close contact. The ages of the chifdren
we care for make it necessary for the staff to have very close physical contact with children. Head checks will be
dane any e the staff feels nacessary.

Any child feund to have lve lice or nits Is to leave Albemarle Preschool immediately. The child's parents will be
informed and asked to pick up thelr child immediately. The staff member who detects the lice or nits will attempt
to provide the parent or autharized person who picks up the child with proof of the lice or nits found,

If a parent finds the lice o nits please inform the director and take your child te seek treatment immadiately,
Chitdren who have been fownd ta have lice and/or nits must be treated and be pit free before they may return to
Albemarle Praschonl. A& doctor's written note or evidence of treatment must be given to the director before your
chikd may return to Albemarle Preschool.

Any time lice or nits are detected, the classroom wiil be thoroughly cleaned and toys that could harbor fice will be
sealed |n plastic bags for at least 24 hours.

Medical evaluation and apiniens will be considered; however, Albernarle Preschool Administration has the final
gay regarding when your chitd can return,

Student s Medication:
The Albemarie Preschool DOES NOT administer ANY medication, EXCEPT for EMERGENCY medications, which we
are required to by low,
|. Procedures for to apply over-the-counter, topical ointments, gels, lotions, creams, or powders:
1 To apply over-the-counter, topical ointments, gels, lotions, or creams, such as sunscreen, insect repelfant,
when needed.
i.  Valid for as long a3 the child ks enrclled:

Standing authorization to administer an over-the-counter to apply over-the-counter, topical cintments, gets,
lotions, creams, or powders to be used as directed on permission form by the parent or guardian. This parmission
will include a statement that the authorization is valid until withdrawn by the parent/guardian in writing.

W, At any time;
1, A parent/guardian may withdraw his or her written authorization for the administration of applying
over-the-counter, topécal olntments, gels, lotions, creams, of powders at any time in writing.
s 21l medications brought into the center will be given to the Director for review and approval. if the
Director is unavailable, the medications can be given to the Front Offfce,
b. Medication will be stored at the temperature recornmended for thet type of medication,
d. Emergency medication may be left unlocked so long as it is stored out of the reach of children at least 5
feet above the floor
e Non-prescription over-the-counter, topical ointments, gels, lotions, creams, or powders shall be stored aut

of reach of children at least 5 feet above the floor, but not required to be in locked storage.

L [ocumentation:
a No documentation shall be regulred when over-the-cownter, topical intments, gels, creams, such s
sunscreen, or insect repallents- are applied to children. No areale cans will be allowed in the classrooms,



Child Accidents and Incidents

Child Accident Forms: Our s1aff makes every effort to ensure the safety of your child, Unfortunately, accidents do
occur In case of that event, an accident form will be completed by Albemarle Preschool staff for every detected
injury that occurs, A copy with your signature will be retained for your child's file. A child coming into the program
with injuries may require an accident form, so that both the parent and stalf are aware that they did not ocour at
the Preschool.

Parents will be notified immediately in case of o serious accident., If you connot be reached, Albemarle Preschool
will attempt to notify the physician listed on the emergency information form. In the case that the physician
cannot be reached, an assigned member of the stoff will secure the medical attention they deem necessary in
gccordance with the Albemaorle Preschool Emergency Medical Plan.

Behavior Form: A behaviar form will be completed by Albemarle Preschool staff if your child exhibits behavior that
is not acceptable and does not adhere to the classroom discipline policy. A copy of this form with your signature
will also be kept in wour child’s file.

Biting Policy: Here at the Aloemarle Preschool we work to redirect the behavior of biting and figure out whit the
trigger is for the biting. However, If the biting persists there will be 8 meeting with the parents, director and
teachers. Following the meeting, a child who bites twice will be sent homae for the day. We will try this technique
for 2 weeks, and if the biting continues a two-week notice for dismissal will be given,

Dress Code and Persenal Belongings

Diress your child in appropriate clothing so that they feel free to participate in all activities. We are not responsible
for damaged chothing. We alss ask that parents provide an extra set of clothing, Including shoes for their child that
will remain at the facility, Should a child damege their shoes during an aceldent, and another set of shoes 1
unavailable, parents will be natified 1o pick up their child, Clothing should be marked with the child’s name.
Chikdren should wear shoes that are comfortabie, yet sturdy. Mo flip-flops or open toed shoes are allowed. Parents
are asked to provide a crib size ftted sheet, blanket and pillow or small stuffed toy for naptime. These linens are to
be taken home on Friday, launderad and returned the following Monday. Ne toys should be brought from home
a5 this can bacome a liability.

Emergency Plans
Emergency plans for fire are posted in each classroom and are practiced monthly, $o that your child is familiar with

the drill and not alarmed In case of a real emergency. In case of an actual fire, the children will be escorted out of
the building according to the Emergency Action Plan and parents will be contacted immediately, if phone lines are
operable.

Emergency plans for tornado and Intruder are practiced quarterly, sa that your child is familiar with the drill and
nat alarmed in case of a real emergency. In case of an actual tornado or intruder, the children will remain in place
until released by administration. Parents will be contacted immediately, and will be able to pick up their children
wihen it i safe to do so.

In the case of a medical or dental emergency the parent of the child will be notified,



Tornado Procedures
Tornado Watch: All classes will be notified in persen ar over the intercom of the tornado watch. School will
be dismissed at the normal dme in the regular manmer.

Tarnada Warning: The tornado warning signal will be the repeated sounding of a sound producing device
[ball, air harn, ete.) or intarcom, if we still have power. Teachess are to take their classes to the designated shefter
areas and have their students assume the protective, curled position and cover their heads and eyes. There should
be absclutely NO TALKING so that important information can be passed efficiently and effectvely 1o everyone, on
the premises.

A tornado is sighted, approaching school, NO WARNING| If time permits, go to an interior hallway. If ime
does mot permit, g to the inside wall farthest awsy from doors and windows. Get out of places with WIDE,
FREE-SPAN ROOFS. Get under any heavy furniture. Assume the protective, curled pesition and cover your head and

Eyis.

- Tornade Shelkter Plan: Go to the main hallway fazing interior walls, two rows deep in & protective curled
persiticen,

- Anystudent or stoff member shouid go to the clasest avoitable shefter if they are nat in their reguior iooation,

Bomb Threat Procedures
With tme- checklist personaily delivered and picked up by the Headmaster or designee,

- Mo time- evacuation-fire drill route/plan EXCEPT mewve to aress at least 300 feet from the bulidings.
Toachers will see that windows are gpened and the doar is left opened.
Teachers will take roll and notify the Headmaster/Director if someane is missing.

L If someone is missing, the Headmaster/Director will immediately organize a search among classes outside the
bullding DMLY and will notify the on-scens law enforcement commandaer immediately.

; students and staff will ¥OT return to the bullding until it has been declared safe by competent police
authority.

Lockdown Procedures
. If you hear, “We are in Lockdown" over the Intercom or an administrator announces this quote in person:

Everyone IS to stay where thay ara.
Classroom teachers are to:
§ Quickly glance outside the room to direct any student or staff member in the hall into your room immediately.
§ Lock your door
§ Lower of eloe aivy blinds
§ Place students against the wall, so that the intruder cannot see them. Look for the “Safe Comer”
§ Turn out lights and computar monitors,
§ Keep students quiet
Albemarle Preschool will practice Fire Drills, Tornado Drills, and Lockdown Drills throughout the year.



Arriving and Leaving the Center
Attendance: Children will not be able to attend preschool for the day if they are not dropped off by 3:00 a.m. If

your child has an appointment and will be later than 2:00 a.m., the Director must be notfied at least one day in
advance., Due to classroom schedules, children who are dropped off after 300 a.m. may not be included in meal
counts, and are disruptive during naptime, Lunch is served at 11:15 a.m. and when children arrive after 3:00 a.m
they are not hungry for lunch, we may not have made enough food, and thay may have excess enargy that they
would not have been able to use before nap, Also, due to ratio counts, students need to be counted present to
ensure the correct number of staff are In each room.

Arrival: & parent or other authorized adult must take the child inside the classroom daily and sign in. & child should
arrive no later than 9:00 a.m.

This allows the child to take part in preschood activities and the preschool curriculum. If Later arrival is indicated,
please contact the rector.

Autherizing Individuals to pick up your Child: On the enrollment form, you will find a line asking for the names of
the individuals who are authorized to pick up your child. You may authorize as many individeals as you wish in
writing on your form. You must leave a2 written note in the morning if 3 situation arises that requires someone not
authorized on the list to pick up your child, For the safety and protection of your child they will not be allowed to
leave with an unauthorized persan. This §s for the safety and protection of your child. We will check the D of the
person listed to pick up your child, so pleass make sure that the name you provide us with on paper will match the
driver's license of the person picking up the child. Please remernber to keep this form updated with your current
phone number and address changes.

Checking in and Out: It is required that all children be escorted inside the center and the arrival ime is recorded on
the attendance sheet in your child’s classroom. When picking up your child please communicate with a staff person
and record the departure time on the attendance sheet. Please notify the center before 9:00 a.m. if your child will
nat be ceming for the day.

A parent or authorized adult must notify the teacher before taking the child from the Preschool, A child will anly be
released to those authorized by written permission from the parent, Parents must notify the center if anyone other
than themselves will be picking up their child, The center will require a picture 10 of anyone picking up a child othar
than the parents.

Late Fee Policy: Children must be picked up from the preschool by §:00 p.m, A late fee is applied on all occasions
This will begin immediately at 601 p.m. and is 51.00 for every minute past 5:00 p.m. late fees need to be paid in
cash to the teachars on staff that day at the time of pick up. If you excessively pick up your child after 6:00 pm. a
meeting will be held with the Director. If a child has not been picked up by 7:00 p.m., the child will be considered
abandoned. A child protective services worker will then be notified to pick up your child, If an emergancy occurs
and you anticipate a problem with pscking up your child, please notify the center immediately.

Meals
mierius will be posted in each of the classrooms. All meals served at the Preschool meet the nutritional gukdelines

sot by the Department of Human Services. We follow specific requirements for the kinds of foods served and the
way they are serwad, Breakfast, lunch, and snacks are provided daily far your student and included in their tuitian.



I§ your student has speclal meal needs or requirements and a note from your physician on file you may bring your
students meals. Meals from home must be labeled with the student’s name and date. Meals from home may enly
be eaten during scheduled eating times. Please do not send anything that needs to be refrigerated or reheated, as
students do not have sccess 1o 3 refrigerator or microwave. Albamarie Preschood does not allow any restaurant
outside foods {i.e. fast foods) and we do not allow sodas or candies to be eaten during the school day. If your child
wiil be arriving after 9:00 a.m., please notify the Director. Special treats (birthday parties and special halidays) are
allewed and need to be scheduled prior to an upcoming avent.

In¥olvemant
Parent & Staff Communicotion;: Albemarle Preschool strives for open communication between parents and staff,

The teaching staff will be available 1o greet the children and parents upon arrival daily, as well as visit with parents
at the end of tha day. Parents are encouraged to share information about their child with the teacher and to feel
free to discuss and ask questions. Motes, letters, notices and newsletters will be sent to parents to keep them
up-to-date about what is happening in the center and with their child, Parents should check their child’s folder

daily.

Volunteers (Parent Participation Plan): Albemarle Preschool encourages volunteers! Volunteers are important and
can aften serve 35 a mentor in your child's [ife. All volunteers are required to have a criminal records check. On
pecasions there are students who are in need of training for required courses. These students will be
supplementing your child’s learning day with activities such as reading stories, art activities, and helping with your
child’s develaprment, We waleome parents and grandparents to observe at any time. They may even share an
interest with the children such as a habby or a book.

Fundraisers: From time to time Albemarle Preschool may do fundraisers to raise money for needed toys, supplies,
and educabional materials. These fundralsers are a positive way to show community and family support for early
childhood education.

Transgortation
Albemarie Preschool does not provide transportation to and from school, In the case of an emergency, a licensed

staff member will transport children, Children will only be transportad with the written consent of the parent or
legal guardian.

Held Trips
Field trips are at the discretion of the director. One parent must accompany thelr student on any field trip taken
throughout the year. A parent/student form must be signed and returned in a timely manner before the field trip.

Prosegdures for Resolving Classroom Concerns

During the school year, Situations may oocur where concerns regarding classroom procedures, instruction,
curriculurm, discipling, ete. may arise. In order to facilitate 3 rational and measured resolution, the following
steps/procedures will be followed:

Sehedule & discussion with your student's teacher to talk about specific concerns. Please have available dates,
times, and specific instances regarding your concerns so the teacher can address them and relate them o class
activities and procedures,

. If a conference with your student’s teacher does not resohne your comcemn, then schedule a conference with
the Director to discuss the arginal concern and evidence that the ariginal eoncern was not satisfactorily resofved
Please provide all documentation of your origingl concern and notes from the teacher conference.



If, after having met with the Director the concern is not resolved, the Director will, at the request of the
parent/legal guardian, schedule a meeting with the Headmaster of Albamarle Schoal.
' If having met with the Headmaster the concern Is not resolved, the Headmaster will, at the request of the
parent/legal guardian, schedube a meeting with the Albemarle School Board, Requests will be made in writing and
addressed to the Chair of the Afbernarle School Board of Directors, The decision of the Albemarie School Board of
Directors Is final.

Classroams
Bailoons: Out of concemn for the safety of our children, the center does not permit balloons and they may not be a
part of party bags brought for specal occasions.

Items to be provided by parents:
& (Crib-sized sheet
& Blanket
& 2 Extra sats of clothing
s Optonally, you may provide a small stuffed animal eomfort ftemn for your child to use a1 nap time as long

s It fits in their cubbies.
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Albemarle Preschool Discipline and Behavior Management Policy

Pralse and positive reinforcement are highly effective methods of behavior managament with
young children. When children receive positive, non-violent, and understanding Interactions
from adults and others they develop good self concepts, problem solving abilities, and
self-discipline. Based on this belief of how children learn and develop values, this facility will
practice the following discipline and behavior management palicy:

W il Werwil HOT:

o Pralse, reward, and encourags the childran o Spank, shake, bite, pinch, pull, shap, or otherwise

o Roason with end set limits fer the childran phrysloally punish the ehiidran

¢ Model appropriate bebavior for the ohildren o Meke fun of, yell a1, theeaten, maks Frcastic

@ Modiy the classreom environmant to bltempt o remarks shout, use prafanity, or otherwise
prevent problemns befare they ooour yarbally abiise the children

o Providealternatives for the Insppropriate behavior o Shame ar punish children when bathraom
1a the chilcren apchdents accur

o Provige the chisdren with raturad and boglcsl o Denyfood or nest as punishmant
conasquEntes o thair behavions o Felate discipline to-esatirg, resting, or sleeping

o  Treat the children &3 pecole and respect thelr o Leawe the chilldren alonia, unattended, or without
needs, deslres, and feslngs supenatslon

o lgnore minar mishehavion o Place the children in lacked rooms, closets, or

o Edplain things to chitdren.on their kvl bowes a5 punishment

o Use short, suparyised pariods of time gut sparingfy o Allow disdpline of children by children

o Stayeonsitent i olr behssior mansgement o Criticize, make fun of, or otherwls= befittle
prajgram childran’s parents, familles, or sthnle groups

g Usze effective guidance and behasior managoment
techhlgues that foeus an a chiid's devetapmant

“Time out" is the removal of a child for a short period of ime (1 minute for aach year of the
child’s age) from a situation in which the child is misbehaving and has not responded 1o other
discipline techniques. This "time out' space, usually a chalr, Is located away from classroom
activity, but within the teacher’s sight. During time out, the child has a chance to think about the
misbehavior which led to hisiher removal from the group while they attempt to calm their body
and mind. After that brief time, the teacher discusses the incldent and appropriate behavior with
the child. When the child returns to the group, the incident is over and the child is treated with
the same affection and respect shown to other children.

1210 U.5. Highway 17 South - Elizabsth City, M.C. 27909 « (252) 338-0883 « Fax (232 338-1222
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Prevention of Shaken Baby Syndrome and Abusive Head Trauma

Parent or guardian acknowledgement form

|, the parent or guardian of

Child's Name

acknowledge that | have read and received a copy of the facility's Shaken Baby
Syndrome/Abusive Head Trauma Policy.

Date policy givelexplained 1o the parent/guardian Date of child's enroliment

Print name of parent/guardian

Signature of parent/guardian

1210 U5, Highway 17 South « Elizabeth City, M.C. 2790% - (252} 338-0883 - Fax (252) 338-1222
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Prevention of Shaken Baby Syndrome and Abusive Head Trauma

|_20al
Effective Date
This policy was approved by: _ ML (\n €\ Lhﬂﬁ'w_l‘ 1| 'l?]l‘-l—
_ Owner/Director {rebc{mmﬂnded] Date
et 18124
Director’s Sigrfa‘llure Date
DCDEE Child Care Consultant (recommended) Date
Childcare Health Consultant (recommended) Date
2la1las  Alarlay
‘?ﬁ . Annual Review Dates

1210 US. Highway 7 South « Elizabeth City, N.C. 27709 - [252) 338-0B83 - Fax (252) 338-1222
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Hello Parents,

Handwashing is a big deal here at The Albemarle Preschool. Here in preschool we wash our
hands several times a day.

When entering the classroom in the morning.
After each time using the restroom

After outside play

Before and after breakfast, lunch, and snack
When we blow or wipe our noses

If we are putting our hands in or near our mouths

in an effort to have all the children learn the STATES handwashing procedure we are asking all
parents to practice this at home with their students. Below you will find a step by step list of our

handwashing procedure. Thank you.

Handwashing Procedure:

1. Turn on water and wet hands

2. Put soap on your hands
3. Wash hands for 20 seconds OUTSIDE of the water (sing ABC's or another song you

know). Wash palms, tops of hands, in-between fingers, "scratch” finger nails on palms
gently to clean under mails, then rub your hands together in a circle,
Naote: This is sometimes difficult because the students want to place their hands under
the water right after they place the soap on their hands. They must wash their hands
with the soap outside of the water for 20 seconds, not under the water.

4. Rinse off your hands (do not turn off water until the last step]

5. Get a paper towel and dry off your hands.
6. Use the paper towel that you used to dry off your hands to turn off the faucet and throw

it away. {Do not re-dry hands with the paper towe| after you have touched the faucet
with it. Get a new paper towel if your hands still feel wet.)

Albemarle Preschool teachers are thankful for your help in this learning process as it can take a
long tHime for our students to retain these handwashing steps. When we all work together we
can laarn this procedure a bit quicker and have a cleaner environment for all of us.

Thank you for aiding us in this process for our new school year,

The Albemarle Praschool Team &

1210 U5, Highway 17 South - Elizabeth City, N.C, 27909 + [252) 338-0883 » Fax (252] 338-1222
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Albemarle Preschool
Transltion Plan at Time of Enroliment

Upan enroliiment at Albamarie Preschool, parents and students are offered a scheduled preschool tour
and enroliment interview, The tour includes visits to the classrooms, bathrooms, lunchroom. gyrm.
courtyard, and playground. This process allows familiss to become familiar with the gehool ervirenmant
and provides an opporiunity to share imporant information and ask Initial questions.

Families anmiling at the beginning of the school year are invited o attend a cne-hour Open Housa,
During this time, parenis and students may meet teachers and classmales, explore the clasaroom, and
engage in cenier-based play activities. Parents ane also given ample time to ask guestions and discuss
any additional information not covered during the anrcliment process.

Families who enroll after the school year has already begun, and therefore are unable to attend an Open
House, are offered one hour of interactive cassroam time prior to the studentl’s first day af schaal. This

vigit helps ease the child's transition and supports a posilive starl.
Transition Batwaan Preschool Classrooms

When siudents transition to a new praschool classroom at the beginning of a school year, families are
offered the same Open House opporiunities described above. If a student transilions to a new Glassroam
after the school year has already started, the student will be cffered one hour aof mteractive time in tha
new classroom prior to thelr first day. This transition period may include up to five days of one-hour visits
during the weak leading up to the classroom change, 85 appropriate.

Transition from Preschool to Kindargarten

As children prepare i fransition from preschool to kindergarten, they are assessed thresa times
throughout the school year to ensure readiness for kindergarten. Parents are encowraged 1o attand
seheduled conferences 1o discuss their child's academic and emational development, as well as ta set

goals for the upcoming school year,

Each rising kindergartanar is invited 1o participate in the Albemarle Preschool graduation caremany. This
calebration marks the completion of their preschoal experience and helps children recognize and feel
canfident about moving on o the next stage of their scademic journey. Families are also encouraged o
attend their child's kindergarien Open House at the schoal they will be attending to support a smooth and
familiar transion.

Family Feadback and Individual Neads

Families are provided an opportunity to offer feedback on Albemarie Preschool’s transition plans and 1o
share infarmation related to their child's individual needs. While accommodations cannot be guaranieed,
we will make avery effort to support each student's successful transition whenaver possible.

1210 .5, Highway 7 South « Elizabeth City, MC. 27707 . [252) 338-0883 - Fax (252) 338-1222



