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MISSION STATEMENT 
Today’s Learning Childcare & Education Academy provides your child with a safe and healthy environment, which will promote growth and learning. Your child will be exposed to different learning experiences, interacting with others, and to providing developmentally appropriate activities in all areas of development. 
LICENSES AND AFFILATE AGENCIES 
TLC is licensed by the Department of Human Services (DHS) and affiliated with the Pennsylvania Keys in the STARS program currently holding a STAR 4.  We also our affiliated with Childcare works and Early Learning Resource Center for qualifying tuition assistance.
OPERATIONAL HOURS 
TLC is open Monday through Friday 6AM to 6PM.  TLC is closed 15 days per calendar year for Holidays and Staff In-Service days. Tuition costs are built into these closing days per year.  Weather Closings and delays are also factored into the tuition costs if needed. 
NON-DISCRIMINATION 
In compliance with TITLE VI of the Federal Civil Rights Act and the PA Human Relation Act, let it be known that it Is the policy of Today’s Learning Childcare & Education Academy to enroll all children and hire all staff to the people of the surrounding communities without regard to race, creed, color, religion, sex, age, national origin, or those who maybe handicap. 
INCULUSION 
TLC believes that children of all abilities are entitled to the same opportunities for participation, acceptance and belonging in quality childcare. We will make every reasonable accommodation to encourage full and active participation of all children in our program based on their individual capabilities and needs. TLC reserves the right to ask for further evaluations and support if needed to provide the best care in our environment. If family resists help and willingness to help get support services can be suspended or terminated if care becomes one on one and takes the environment nonfunctioning for care for the entire class. If your child has an IFSP or IEP, please share the most updated plan with us. This helps staff provide the best needs for the child and helps support goals, it is shared with the Director and classroom teachers for assessment goals, as well as their support that is welcomed into the classroom. 
AGE GROUPS SERVICED 
Infants- 6 weeks to 12 months 
Young/Older Toddlers-12 months to 36 months 
Preschool/Pre-K- ages 3 to 5 years 
School Age- Kindergarten to age 12 or beginning of middle school year

STAFF QUALIFICATIONS
All staff are required to maintain 4 clearances (FBI, Pa Criminal, Child Abuse and National Sex offender registry), mandated reporting, CPR and First Aid, Fire Safety and 6-hour new staff health and safety training that includes training on SIDs, Shaken Baby , Abusive head trauma, child maltreatment and Purple crying signs and ways to cope as a team. Annually required to take a minimum of 12 hours of Professional Development training on interactions, communication, social and emotional development, curriculum and screening and assessment and anything else pertaining to age groups worked with.  Staff will not be permitted to be alone with children until CPR, mandated reporting and health and safety training are met.
ENGLISH LANGUAGE LEARNERS
Children and families learning the English language will be given materials, assessments and paperwork in their native language to the best of the center’s ability. Children will be taught English through daily conversation, lessons and activities while using their native language to help understand lessons better. 
CURRIUCULM, SCREENINGS AND ASSESSMENTS
Developmentally appropriate curriculum and activities are created weekly using “Creative Curriculum” approved STAR 4 and Pennsylvania approved curriculum for Infants, toddlers, preschool and Pre-K ages.  All lesson plans align with the PA Learning Standards. Religious themes may be emphasized without bias particularly around holidays (Christmas, Easter, Hanukkah and Chinese New Year, etc.).   Classroom parties to celebrate that are permitted including Halloween, Thanksgiving, Christmas, New Years, Valentines Day, St Patrick’s day, and Easter.  Preschool and Pre-K classrooms have monthly newsletters and activities or events happening in the classroom for the month. We also plan optional fundraisers throughout the year; these funds are used to replace things in the facility or something new may not fit into our yearly budget. 
ASSESSMENTS 
Assessments for the children in our Center our used to algin with our curriculum through Teaching Strategies GOLD which is an approved platform through STARS program. Assessments are completed three times throughout the school year: October, February and May. In older classrooms other assessments to see letter and number recognition. A fall and Spring parent teacher phone conference is offered each school year. These conferences are completely optional to the parents.  On occasion, a teacher and or Director may request a phone or in person conference. Parent conferences are available to discuss children’s development, behavior and any general concerns with the teachers directly. 
DEVELOPMENTAL SCREENINGS 
TLC uses “Ages and Stages “ASQ and ASQ-SE (social and emotional) screening tool to observe children within the first 45 days of care.  These screenings are used to see where the child is developmentally based on their age. We only screen what we see and share with families. If there are any concerns after screens, we may ask the family to complete one as well, to get the best understanding of the child. If families also have concerns, we do have resources through Early Interventions and the Intermediate Unit in Westmoreland County. 
FIELD TRIPS 
Our Young Preschool and Preschool and Pre-K children will be taking anywhere from 1-4 trips per school, based on class. Parents are notified and given a written permission slip. Parents will be asked if they would like to help and chaperone. If your child’s class attends a field trip and you choose not to send your child, you may be responsible for finding childcare for that portion of the day as all classroom teachers attend the trips. 
Our school age summer camp takes several trips throughout the summer including swimming. We do not take parent chaperones in school age camp. All school age families will receive a Transportation and Swimming permission slip as well as individual permission slips for each trip.  All field trips prices per child are factored by the price of admission and then a reasonable amount to help towards busing costs, the remaining portion of bus costs and teachers cost is covered by TLC. 
TRANSPORTATION AND TRANSFER OF CARE FOR SCHOOL AGE CHILDREN
During the school year if children enrolled in before and after school program will always be supervised by staff based on the Child to Teacher school age ratio from childcare to bus for school and from school bus to childcare.  No child will be permitted to walk alone from bus stop to childcare and vs versa from childcare to bus stop.  A signed acknowledgement of this transfer of care policy will be signed by parents and kept in child’s file for kindergarten to 5th grade stating the child’s Elementary school and time frames of transfers for busing to school and returning to childcare. 
REGISTRATION AND ENROLLMENT AND HOLDING FEES 
REGISTRATION
TLC enrollment is 2-5 days per week. Children’s schedules are noted at enrollment and may not rotate or change week to week, schedule must remain the same weekly. Drop off and pick up times are between 6 AM to 6 PM, after 10 full hours any children using after 10 hours of care will have a separate charge for longer than 10 hours of care. This separate fee will be charged at end of month, and not eligible for early pay. School age families will be charged for what their child is enrolled for. If school is closed and you are not using our all-day service, you will not be charged for those days’ sessions. A 2-day requirement is minimum for regular infant care through Preschool, and school age.  A 3-day minimum is required from September to May for Pre-K classroom. 
A $75 registration fee is required for initial enrollment and $25 additional children enrolled. This fee is charged only once a year, as each year typically beginning of school year is billed again for enrollment. A $75 enrollment fee is per child for summer camp for our school age summer camp June through August.  
Holding fees apply to families waiting for initial space in our program which is a $180 fee that will be held for up to 6 months. This holding fee is in addition to regular tuition, as this fee is to hold your planned designated planned time. We do our best to accommodate holding timeframes, but when enrollments are high, waiting lists may take longer than expected. These are put in order when a family places the holding. 
A holding fee of $200 for children pulling out for summer months June-August. This holding fee saves their child’s current space in the classroom. A drop holding fee of $100 is charged for families who drop enrollment days but intend within three months to return to regular enrollment. Anyone chooses not to place these holdings, your child’s space is not reserved, and enrollment may not be available if you change plans. 
ENROLLMENT INFORMATION
At enrollment you will be required to provide TLC with a completed Emergency contact form, all areas completed, an agreement form you will receive from the Director that includes days of enrollment, tuition fees, times enrolled, and authorized release people.  These forms will be asked to review and updated if needed every 6 months.  You will also receive a Getting to know you from this helps teachers get to know your child in our care, medication needs, or allergy plans. You will also receive a Child Health assessment form required within 60 days of enrollment. All children for 6 weeks to 2 years MUST provide an updated and completed form every 6 months.  Children 2 years to 12 years MUST provide us with this health report yearly.  All families also must provide a statement if their child will not receive vaccinations such as Influenza (flu) or Covid.  This includes any other vaccinations you do not wish to give your children that is recommended. 
TRANSITIONS 
TLC makes every attempt to move children to the next age groups, this is based on birthday timeframe, enrollment and staffing. When your child transitions to the next class, or a slow transition, a form will be sent home to share the next classes daily schedule and expectations of development and activities.  This may include different snack and lunch times and different rest times.  
When a child is ready to transition to Elementary school for kindergarten or any other education setting, information is shared with families from TLC for when districts have registrations to special transition opportunities for events at the schools. TLC partners with Hempfield Area, Greensburg Salem and Greater Latrobe for Kindergarten transition and kindergarten readiness. 
In spring a transition final conference is offered to Pre-K families to discuss readiness or concerns for not transitioning. This is optional as well, but all teachers will be more than willing to discuss needs anytime throughout the year.
A Graduation ceremony is held for our Pre-K class yearly; this is at a separate location that TLC will use and allow families to enjoy this special moment for ending their time at TLC. 
ELRC /CHILDCARE WORKS FAMILIES
ELRC covers initial $75 registration for all children approved in program. Annual enrollment fees or summer camp fees are not included with ELRC, they are to be paid by the parents separately. If family has a Co-pay weekly it will be billed accordingly to the weeks in each month. If Co-pays are not received a written note or message will be sent out prior to report of delinquency to ELRC. School age families on ELRC if during the school year September to May school is not in session and you use our all-day service a $20 fee is applied and not covered under the ELRC.  All day care is not guaranteed if it is not planned on the districts we served calendar, such as snow days or unplanned closings. 
PAYMENT /TUITION PLANS
EARLY PAY
Early Payment plan is a plan due on the first of every month for the following month and a 10% discount is applied. This plan is not permitted with school age tuition during school year from September to May. There will not be any exceptions to extend time early payments are due. This payment plan is the responsibility of the family to make on time, checks and cash are permitted as well as online payments. 


MONTHLY PLAYMENTS 
All regular monthly payments are due each month by the 15th of each month. If payment is not made at the end of the month a $5 fee will be applied daily to account. 
SEMI MONTHLY PAYMENTS 
2 payments either due 1st and 3rd week or 2nd and 4th, payments not made by the end of the month a $5 fee will be applied daily to account. 
WEEKLY PAYMENTS 
Tuition will be broken into weekly payments each week to make payments on. This plan is at request for families and ELRC families with weekly co-payments. 
If payments exceed 30 days, enrollment can be suspended till account is in good standing. If you need a payment plan made for any reason, please reach out directly to the Director. 
ALL HOLIDAYS AND CLOSINGS ARE FACTORED INTO MONTHLY TUITION COSTS

LATE PICK UP FEES / EARLY DROP OFF FEES 
Late fees for picking up after 6 PM is $1 per minute, will be billed on account.  Fees for picking up child after agreement time are $5 every additional 15 minutes, this is also for dropping off in the morning prior to agreement time, and every 15 minutes $5.  Agreement times are used to plan staff schedules, when it is abused in the AM enough staff could not be available and when picking up late is putting staff past their scheduled end times, and possible overtime. 

SIBLING DISCOUNTS 
Families with multiple children receive 5% for 2–4-day enrollment, and 10% for 5-day enrollment off total tuition cost.  Sibling discounts do not apply to ELRC families on co-pays. 


VACATION POLICY 
All families enrolled for a full year or more will be pro-rated the month of December, a vacation week. Vacations taken throughout the year will still require regular tuition payment. Vacation weeks are only offered to children 6 weeks to pre-K, school age children are not eligible for vacation pro-rated discount. 
SICK DAY POLICY 
All families enrolled for a full year, or more are eligible for one sick day per child per year, they will accumulate during your time if not used. You must request the Director to apply to account. It is a $40 sick day credit. 
REFERAL BONUS
If a current TLC directly refers to a new family to our center, we want to reward and thank you for continued support of our growth! After new family is enrolled for 6 months a bonus credit is applied to your account. Credit is as follows: new family enrolled 2-4 days per week a $100 credit is applied; a new family enrolled 5 days per week a $200 credit is applied. When the new family enrolls, we put the referral name on their agreement so when the first time to update their paperwork, we know to apply the bonus credit to our family who referred. 
CLOTHING REQUIREMENTS
Please send your child to school/daycare in comfortable clothing. During the day they may participate in messy play, outdoor play. In addition, we may use a variety of non-toxic paints or materials and don’t want to ruin anyones clothing. 
At least one change of clothing (shirt, bottoms, underwear and socks) that is weather appropriate, is needed for each child.  Children potty training we recommend shoes as well. 
All children 12 months and older must have shoes, FLIP FLOPS for children 5 and under are NOT permitted as they can be a safety hazard. Please wear shoes with backs. Open-toed shoes are at own parents and child’s risks. 
During summer months during water play comfortable water shoes/crocks are permitted, children are not permitted out barefoot to play. 

OUTSIDE 
All children are given at least two times per day weather permitting to go outside to play or take a walk. We have three fenced in play areas for children under two and then under three and children preschool to school age.  Our regulation for outside play is 25 -90 degrees. Please have appropriate covering for chilly days or winter weather. During the summer we will apply sunscreen and face sticks to protect the children from sunburn, a permission slip and labeled sunscreen and stick will be provided by the child’s family.  Our summer camp that attends pool trips TLC purchases universal sunscreen for reapplying on hot days for swimming. Permission for this is required as well with brand, if children cannot wear this, we will take individual provided sunscreen. 
During summer months we ask for a drawstring bag with bathing suit and appropriate shoes and labeled towel for any time we can play with water outdoors (sprinklers and water tables) 
MEALS/SNACKS
Breakfast – 6 AM to 8:30 AM. Families provide breakfast for their child. TLC provides whole milk for children under 2 and 2% children 2 to 12.  We purchase all our milk through Marburgers Dairy farm. You are welcome to leave breakfast food labeled for your child (cereal, waffles, pancakes, oatmeal etc.). If items expire or run out, we will let you know. During the school year we do keep a backup cereal for children who are hungry before school and don’t bring in something.  
If your child is allergic or intolerant to cow’s milk you are permitted to bring in own milk(s), but we do have to follow expiration dates strictly.  This goes for snacks as well if they have a special diet or allergy keeping extra snacks in classrooms is recommended. 
Snacks- we provide two snacks per day, a morning snack and a PM snack. We provide healthy snacks, but still items we find the children enjoy.  We encourage them to try food, but if you have a picky eater a back up snack is always helpful to keep in the classroom. 

Lunch- Lunches are served between 11 AM to 1230 PM for all classrooms. Lunch is the responsibility of the family. TLC will provide bowls, plates, and utensils. All lunches will be kept refrigerated in the classrooms or kitchen area in the main building. Lunchboxes or bento boxes MUST be labeled. Please do not send in cans of soup or spaghetti O’s, they can be put into a container, and we can serve. We also ask for no Easy Mac containers and Roman noodle packets to be sent in, the time it takes to make and cool down, isn’t feasible in childcare.  We also will provide milk for lunchtime.  In the bento boxes, please separate cold items or hot items for us to properly heat up and things aren’t all warm or cold. Please consider the bento inserts so everything doesn’t mix. 
If for any reason you forget your child’s lunch we will contact you, and if you are unable, we will either find something we have (not always available) or charge a $5 fee to get them a happy meal or something. 
DONATED TREATS FOR PARTIES /BIRTHDAYS 
We welcome children to celebrate their birthday with their class, and or celebrate party days and holidays.  We also ask to send in ingredients with any class snack so we can check for allergies. If it is a homemade snack, please be transparent with ingredients as well. Every classroom has an allergy list for teachers to check for snacks for any children with any food allergies. 
If you are planning birthday parties, we ask so no feelings are hurt to invite entire class or just girls or boys or private parents reach out to each other.
REST/NAP TIMES 
 Rest time is between 11:30 AM to 3 PM for classrooms based on ages. A fitted crib sheet and blanket is recommended for all children 1 year to 5 years of age. Children 6 weeks to 12 months are NOT permitted blankets at rest times. All labeled items brought in each week will be sent home to launder. Please do not send in large pillows and sleeping bags as we have limited storage spaces for separating all children’s bedding items. As a developmental need for rest for children we encourage them to rest, not all children will sleep, classroom teachers will provide quiet activities for them to sit on cot/mats during rest times. 

ACCESS DOOR CODES 
To provide safe security for our families, children and staff TLC doors have codes for access to classrooms. Only parents and guardians are given this code at enrollment and notifications when it changes. We ask all people picking up that are not parent, or guardians have ID to have identified and permitted them to be in the facility and take the child from our care.  Door access codes are changed periodically or if Director feels security can be breached.  
DROP OFF & PICK UP PROCEDURES 
When dropping off or picking up children at TLC it is a STATE LAW to turn off your vehicles and not leave any children under 18 unsupervised. 
Please do not leave children unattended in hallways or classrooms without staff, older siblings are not permitted unless they are over the age of 18 to take children from our care. Children are not to be dropped off outside to enter alone, parents or guardians need to bring them to classroom or main building to actual staff.  If someone other than parents or guardians or authorized pick up persons on emergency contacts parents or guardians must let Director or Classroom teacher or Office chat on the ProCare App becomes a verbal release, and they must have ID to take child from our care. 
It is the responsibility of the parent or guardian to inform DIRECTOR of any special custodial issues or concerns so that we can provide a safe environment for your child. We will request you to have in child’s file copy of court orders, PFA’s and our custody orders if there are issues for the safety of the child and our staff and other children in our care. 
Persons appearing to be impaired by drugs/alcohol at pick up is a safety concern for the children in care, if TLC feels as mandated reporters that a person is impaired will contact the local police if needed or another custodial parent or guardian. We want to transfer care to home safely for the child. If that would mean denying pick up, we have the best interest in the child. 


If a parent or guardian is opening the coded doors and do not recognize person trying to come in behind them, PLEASE feel free to shut the door and say, “I’m sorry I do not recognize you”.  This helps keep our center safe and safety against a potential intruder.  Staff are told a word that will trigger other staff if they see anything suspicious outside the building or entering.  This is something that is included in our emergency preparedness plan. 
EMERGENCY PREPAREDNESS PLAN 
TLC has planned for the safety of your children during an emergency such as severe storms, utility disruption, fire, tornado, intruder or any other reason to evacuate or lock down or shelter in place. Depending on the type of emergency, the Director and staff will determine whether to evacuate or lock down or shelter in place with the children safely. 
Every 60 days we have planned fire drills, and yearly we practice one shelter in place (tornado drill) and one lock down (intruder or active shooter drill) as we are a childcare center we do not tell children anything negative and just say we practice a “quiet stay still drill “. We must prepare to move from possible dangerous spaces.  We always will communicate with families during emergency times; we have our app as well as Directors or assistant Directors cell if needed.  If we must evacuate our center and get to our safe location, we will let all families know as soon as possible for you. 
Evacuation locations are located to one of our buildings if one needs evacuation, if both need evacuation, we will use the Westmoreland Gymnastics location until safe to return or let families pick up. If evacuation needs to be relocated away from the area, we will work with local authorities for a safe location TBA and follow transportation plan if applicable. 
A copy of the Emergency plan is given annually by the Public Safety of Westmoreland County, the South Greensburg fire and police department and our safe location business Westmoreland Gymnastics. 
A copy is posted in the main building in hallway on parent information board and at the entrance of school age and pre-k entry ways. 


EMERGENCY INFORMATION
Please notify us if there has been a change in your phone number, email address, change of address, employment changes, and changes in picking up authorized people.  Every 6 months you will review your child’s emergency contact form, and this is also a time to update your information. 
MEDICATION 
All medications to be administered to your child by TLC MUST be supplied in the original container and labeled with your child’s name. If it is an over-the-counter medication, it must also be in the original container labeled. 
All medications to be administered must also have a signed medication log in your child’s classroom. You must supply the dispenser or cup to administer and the proper dosing on the medication log. If we do not have a signed medication log, we cannot administer medication. 
We will not administer any cold and flu and cough syrup medications. Please give those types of medication only at home, as well as vitamins.
If medications say on container and or box that it is for a specific age range and your child is not that age, we will not administer this medication either without a doctor note with child’s name and dosage permitted. (example children’s Tylenol or Motrin but says 2- 3 years and up, if your child is under this age, it is not permitted without the doctor note with child’s name and dosage). 
TLC will not give over the counter medications to a child more than three times in one week. If this is the case your child should see their medical professional. 
HEALTH & MEDICAL CONDITIONS
If your child has a special medical condition or severe allergy, this is something that needs discussed and a medical plan for the child. This plan states the exact extent of the condition and the procedure for care to protect your child.  If your child has an epi-pen it is a regulation we have the original script with the box with your child’s name on it. It also must not have expired.  If it is expired, we will request a new one immediately for your child’s safety. 


ILLNESSES 
If your child has an unexplained rash, sore throat (Strep), excessive cough, fever of 101.5 or higher, experiencing vomiting or diarrhea or any kind of discharge coming from eyes within the last 24 hours PLEASE keep your child at home. If these symptoms occur after dropping off your child, we will call you to come take your child home and stay out of care for a full 24 hours free of any of these symptoms. 
We strictly adhere to this policy so that your child may receive prompt medical treatment and protect the other children from possible exposures, as well as our teaching staff. If we see your child struggling to participate or needs one-on-one care (sleeping in classroom, when not rest time) we will call to pick up for the day. 
Please keep the following information in mind
FEVER- if your child develops a fever of 101.5 or higher you will be contacted to make arrangements to pick up within the hour. Return free after a full 24 hours. 
STREP THROAT- If your child has this infection keep them out of care till, they have been taking antibiotics for 24 hours and have seen a medical professional.
IMPETIGO-Your child may not return to the center until drainage from the sore/rash is no longer present and is not considered contagious by a medical professional. 
CONJUNTIVTIS (Pink Eye)- Your child may not return until they have been seen by a medical professional and been administered 24 hours of medication.
LICE- Your child may not return until all nits and live bugs are out of hair and treatments have been done. (if you are unfamiliar with how to treat seek medical professionals).
SCABIES- Your child may not return until after treatment recommended by medical professional and doctor note to return to care. 
CHICKEN POX- Your child may not return to care from at least 6 days of diagnosis or until pustules become dry and scabbed. A doctor’s note is required to return to care. (if your child is not vaccinated and a child exposed your child, we may temporarily excuse your child from care).
 For a complete list of all illnesses and when a child may be excluded form childcare, please refer to our reference guide titled “Managing Infectious Diseases in Childcare and schools”, also the newest edition of “Caring for our children”. These reference guides are in the Directors office. 
Anytime your child is sent home with an illness, we ask that they be picked up within the hour. This helps decrease the number of germs spread throughout the classroom. You will be asked to sign a sending home agreement form if your child is not able to attend care for 24 hours or till see medical professional. A doctor’s note required to return is at the discretion by the director or advised of the above illnesses or of the reference guides we use to control infectious diseases.  If your child is ill and does not attend childcare, please communicate with us so we, if needed, can be transparent with other families to watch out for similar symptoms, especially something contagious so we can post and begin sanitizing more than already on a regular basis. All postings are confidential, and personal information is not directly shared, just general information. If your child is out of care for a longer period such as an entire week or out for a medical procedure, PLEASE notify Director. 

DISMISSAL FROM PROGRAM 
A suspension and expulsion policy will be signed by all families at enrollment. The Director may terminate childcare services if there is an unwillingness to help with a corrective plan and support from an outside agency. If behavior becomes unsafe and harmful to themselves, other children and teachers will have no choice if care is required one on one, and care can be expelled.
Our staff has experience through working and professional development and or College level education in child development and related fields and is understanding in working with unruly children, however TLC reserves the right to dismiss any children for continued uncontrollable and harmful behaviors, if care becomes one on one and staff are taken away from class to only support one child due to behaviors will dismiss. 
STEP 1- Teachers will have a private meeting to discuss behaviors in classroom, Director may be a part of this meeting. Time to discuss different resources in community to possibly help support the classroom.  During this time the teachers of the class will keep as much documentation as possible on the behaviors in the classroom. 
STEP 2- Referrals for support by the Director, if parents are following getting us the support will continue care the best we can, may even suspend care till support is in place to support the child in the classroom. 
STEP 3- A final meeting or phone conference will take place with family, Director a classroom teacher and if there is any support in place to discuss if this environment is not suitable for child and whether child projects unsafe behavior on teachers and other children. Currently, we decide if TLC is not the best place for care as we can no longer meet the special needs and one on one support the child requires. 
ANTI BULLYING POLICY 
TLC enforces a NO BULLYING POLICY, TLC staff encourages anti-bullying rules 
· We will not bully others. 
· We will try to help students’ problem solve on how to communicate together.
· We will help and encourage others to interact with others who feel left out. 
· We will not let others use profanity, label or make a child feel isolated from making friends.

WITHDRAWL FROM CHILCARE SERVICES 
If you are terminating your services with TLC, we require a 2-week notice to be given to the Director. Your payment for the last 2 weeks must accompany this notice. If notice and 2-week payment is not received, we will not consider services terminated and you will be responsible for full tuition amounts. Our late fee policy will apply and subject to collections. 



Dismissal from childcare services is at the Owners/Directors discretion and can occur for the following reasons: 
· failure to pay tuition 
· failure to comply with regulation of providing up to date child health assessments 
· Unwilling to participate in behavioral correction plans for child
· Any violent actions or derogatory comments to staff or Director from parents/guardians

FAMILY ENGAGMENT 
TLC welcome all parents’ guardians with involvement in the center, from chaperoning field trips, to donating supplies, to bringing in own specialties to the classroom.
Annual surveys may be sent out to give feedback on our services and provide ideas for improvement to our center. 
HOLIDAYS 
A list of closings for the calendar year are given out at enrollment and yearly when TLC updates them. ALL tuition is factored into these Holiday closings. Typical closings yearly are: New Years Day, Good Friday, Easter Monday, Memorial Day, Fourth of July, Thanksgiving Day and the day after, Christmas Eve, Christmas Day and day after. We also have three in service days per year, one in February on Presidents Day and two in August a Friday and Monday before the beginning of the school year.  All staff are paid Holidays as well, why this is also factored into the cost of tuition for the year. 
CENTER DELAYS AND CLOSINGS
The center may have to close or be delayed due to inclement weather or power failure or no running water. If center closes or delays, we will message on ProCare App as soon as possible for all families.  If the center closes early, we will notify them as well using the ProCare App as soon as possible for families to make arrangements.  If you arrive at the center on a day when there is inclement weather, but no delay or closing has been issued and no staff have arrived, please be patient as staff try to make their way into work. 
All closings and delays are factored into overall tuition costs and will be responsible for. 
REFERALS TO SERVICES 
If the Director or teachers request a conference by phone or in person to discuss behavior or concerns with any area of delayed development, we will help refer families to the local agency in Westmoreland County, such as Early Intervention for children birth to 3, or the Intermediate unit for 3–5-year-olds.  We cannot force a family into receiving services but if we have unsupported behaviors suspension of care without support. TLC goal is to help children and families get the best help needed for children served. We allow these agencies into our center to regularly help children needing different supports. 
MISCELLANEOUS 
It is our intention to provide a safe and wholesome environment, and for these reasons the following are not permitted:
· No weapons or toy weapons 
· No profanity 
· No gum in classrooms for children
· No toys from home, unless requested from teachers in classrooms
· No smoking or vaping on TLC property 
TLC will not be responsible for lost or damaged property, this includes money, toys, lunch boxes, eyeglasses, blankets, shoes, blankets and clothing, water bottles, or anything else from home.  CLEARLY LABEL ALL CHILD’S BELONGINGS 

CHANGES TO PARENT HANDBOOK If the Director makes any changes to the parent handbook or policies at TLC, all families will be notified in writing. 
