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Intergenerational Daycare




Child Care, Pre-School and Adult Care

808 South Emerald Road

Greenwood, SC  29646

(864) 227-3600

PARENT HANDBOOK

FOR

CHILD CARE & PRE-SCHOOL

Open Monday – Friday

6:30 A.M. Until 6:00 P.M.

Operated by:

Piedmont Agency on Aging

Dear Parents,

     We would like to welcome you to South Carolina’s only Intergenerational Daycare Center for children and adults.  This program is sponsored by Piedmont Agency on Aging and offers this area an exciting alternative to traditional daycare.  

      Our facility houses a full-commercial childcare center and an adult senior congregate program.  Each program occupies separate, physical space in our center, but allows each group to come together for structured, staff supervised activities.  Both the children and adults will benefit from this time together.  Studies have shown the following benefits for both age groups:

· In the presence of adults, children are more trusting, gain confidence, exhibit caring and respect for adults.

· Children thrive on attention, get emotional support, hugs and form relationships with older adults.

· Children become more aware of and sensitive to the needs and abilities of seniors.

· Adults are happier & open up more around children. 

· When children are present, the atmosphere in the Adult Day Program improves.

· Adults express more interest & demonstrate more energy & enthusiasm when children are present.

     We have adopted the following policies and procedures so that we can provide you and your child the attention and protection you deserve.  Please keep your copy for future reference.

     Since we are constantly improving at Lifetime Discoveries, changes may sometimes need to be made.  In the event of such changes, a notice will either be sent home or posted in the reception area.

     The staff believes in parent – teacher communication.  Please do not hesitate to share any questions, concerns, comments, or problem areas that will help us meet your child’s needs.

     We feel privileged in serving you and your children.  If we can ever be of help in any way, please let us know.  We look forward to working with you and your child and being a part of your extended family.

                                                                     Sincerely,

Lifetime Discoveries Daycare Director

WHAT MAKES LIFETIME DISCOVERIES DIFFERENT 
FROM OTHER DAY CARE FACILITIES?

· The Children will interact with seniors through the Senior Center which brings many benefits for both ages.  Intergenerational activities will be offered regularly, such as art, gardening, exercise, music, etc.

· The building is beautifully decorated with a homelike atmosphere, making the transition from home to daycare a little easier for your child/children.

· Observation windows in classrooms

· The building offers lots of windows & skylights, which brings the natural sunlight indoors.

· The classrooms are spacious with 9-foot ceilings.

· The hallways and rooms are painted in bright, cheerful colors. 

· The playground is spacious with lots of safe equipment for all ages.

· A mini bus is provided for transportation.  They exceed current state regulations and provide a higher level of safety for your children.

· The drivers will be trained in First Aid, CPR & Defensive Driving.

· The staff is trained in First Aid, Child/Infant CPR, Child Growth & Development, Curriculum Activities and others.
· Our curriculum encourages creativity and learning. Children are exposed to a variety of opportunities through structured, educational activities that promote self-confidence and a respect for others, as well as their environment.

· The Piedmont Agency on Aging, Nutrition Center, prepares healthy, delicious meals that are reviewed and approved by a Certified Dietitian.

· We provide healthy snacks, such as fruit, cheese, muffins, etc.  The children will be introduced to the importance of a healthy diet at a young age. 

· Our center is under the Adult Child and Food Program which require us to serve these healthy snacks and meals. 

· We offer weekly gymnastics and a bi-weekly visit from the Greenwood County Library Book Mobile.

Admission and Enrollment

Lifetime Discoveries accepts children ages 6 weeks to 12 years of age.  In addition to childcare & adult care, we have an excellent Pre-School Program and After-School Program.

An annual registration fee is due with application for admission and is due annually thereafter.  You will receive a notice when the fee is renewable, usually in March/April.  Registration fees are not refundable.

Infants – Afterschool……………………………..…. $50.00

Enrollment of your child/children begins with the Director.  It is important that the Director becomes acquainted with the parents and child/children, and answers any questions they may have.

Parents are required to complete all registration materials before the first day of enrollment.
Waiting List
Depending on availability, our services are a first-come first-serve basis. If there is not availability, parents will be given an option to put their child(ren) on a waiting list. Parents will be given prompt notice once there is availability. 

Once the parent notifies the director that they are interested in the spot, they will confirm a start date for their child(ren), fill out enrollment papers, and pay the required registration fee. Please be aware that tuition charges will begin on the confirmed start date and will be due at that time. 
Should you need to change the start date to a later date, we only allow a 10 day period before the charges would start. If your start date exceeds the 10 days, you can retain the spot by starting tuition payments or your spot will be forfeited to the next recipient. 
Arrival and Departure Procedures

Lifetime Discoveries is open from 6:30 a.m. until 6:00 p.m. Monday through Friday. Our office closes promptly at 6:00 p.m. daily.  A fee of $1.00 per minute, for every minute late, will be charged for late pick-ups.  Late pick-up charges must be paid promptly.  Lifetime Discoveries reserves the right to terminate services after five late pick-ups per calendar year.  

Any person other than the parent who picks up the child at Lifetime Discoveries must be listed on the child’s registration form.  The parent must also notify the daycare of who will be picking up the child.  It is preferable that this notice be given in writing.  Verification through a picture I.D. is required.  The policy will be strictly enforced for your child’s protection.

We request that each parent accompany his/her child into the child’s room. Good communication is important at “Lifetime Discoveries”.  Each classroom has a system of communicating with parents.  It is the parents responsibility to read material issued from your child’s classroom and the daycare director.

Parents should park in the first two rows in the daycare parking lot.  Please do not leave your vehicle running unattended.  Keep your child with you at all times when arriving and departing.  Traffic is heavy during arrival and departure times.  Supervision of children, before entering and after departure of the daycare, is the responsibility of the parent(s). 

Schedules and Holidays

The Center will open from 6:30 a.m. – 6:00 p.m. each day Monday through Friday.  The Center will be closed on the following holidays:

· New Year’s Day

· Memorial Day

· Independence Day

· Labor Day

· Thanksgiving Day

· Day after Thanksgiving

· Christmas Eve

· Christmas Day

If the holiday falls on a weekend, the Center will close the Friday before the holiday or the Monday after the holiday.  The Director will post in advance the closing date.  There will be a reduction made in tuition for holidays. 

On snow days every attempt will be made to open the center with at least minimum staff levels.  If opening is impossible or delayed, announcements will be made on local radio stations as early as possible.  There will not be a reduction in fees for that week. (You are welcome to use a vacation day should the daycare close for inclement weather)

Vacation Days

You receive five (5) vacation days per child for a full calendar year.  After being enrolled for a 3 month period, you may use your days when your child is absent for sickness or vacation.  Vacation days may not be used if your child attends the center.   These days are given on a calendar year basis and cannot be carried over to the following year. 

The first year of enrolling your child, vacation days cumulative are as follows:

Month enrolled:

# of vacation days given:
90 days into the following month:

January



5



April

February



5



May

March




4



June

April




4



July

May




3



August

June




3



September

July




2



October

August




2



November

Sept./Oct./Nov./Dec.


0



none for current year.

Parents are required to give the Daycare Director the vacation days in writing by using our vacation day forms.  This will enable us to post your vacation days correctly on your account.  Without completing these forms, your fees will not be reduced for that week.

Meals and Snack
Breakfast will be served each morning from 7:30 a.m. – 8:30 a.m. for those children who wish to eat.  We can not serve your child after 8:30 a.m. as it may disrupt the classes’ daily activities. 

Lunch will be served each day between 11:00 a.m. – 12:00 noon.  Mid-afternoon snack will also be provided.  A menu will be posted each month, which will include all breakfast, snacks and lunches.  All meals and snacks are included in the weekly fee.  If your child can not eat these foods for medical or religious reasons, you will need to speak with the director immediately.

Teachers
Each classroom has a Lead Teacher and Assistant Teacher. Typically, your child’s Lead Teacher works from 7:30am until 1:00pm and the Assistant Teacher works from 1:00pm until 6:00pm. 
All teachers undergo a Federal and Sled Background Check*, are cleared of being on the Central Registry of Child Abuse and Neglect, and receive DSS training credit hours. Our staff is also CPR and First Aid certified.

*Upon hire, Lifetime uses a Sled Catch based on employee’s name and date of birth for the purpose of provisional employment until a favorable criminal background check and FBI fingerprint are returned.
Curriculum
Our curriculum encourages creativity and learning.  Children are exposed to a variety of opportunities through structured and unstructured educational activities that promote self-confidence and respect for others, as well as their environment.

We introduce each child to developmental appropriate materials, which include numbers, shapes, colors, and the alphabet.  Reading is an important part of our curriculum.  There will be plenty of time for art, music, and playing in the learning centers.  The children will play outside on the playground each day, weather permitting.  Please dress your child/children in comfortable play clothes.

We will have planned activities monthly with the Senior Center, such as music, painting, story time, etc.  All intergenerational activities are staff supervised and carefully planned by our staff.  

Health and Safety

We must have a copy of each child’s immunization record as required by DEHEC on the DEHEC Form 2900.  We can not accept pink immunization cards.  

We provide a constant front desk staff to monitor all traffic coming in/out of our lobby. To protect your child and supervise all pick-ups from the center, the Director or Front Desk Staff must be notified if anyone other than an individual authorized on the application form is to pick up your child/children.  A picture ID such as a licensee must be given at time of pick up.  If we do not have notification, we cannot release your child. 

Child Confidentiality
The confidentiality of the records for each child enrolled will be maintained at all times.
Attendance
Each teacher will carry out appropriate procedures to account for the presence of each child. Attendance rolls are kept for each child as they enter or exit the premises as well as when they enter and exit our transportation vehicles. When moving to a new location in or around the center, the teacher keeps a head count of the children.
Fire Drills and Tornado Drills

Fire drills will be monthly as required by the State Fire Marshall.  A tornado drill is held during the months of March & June.
Transportation
Lifetime Discoveries makes every effort possible to see that your child is safe while being transported on field trips, and to and from school.  All children and drivers are required to wear seatbelts at all times.  Our Drivers are required to have the same background checks as our teachers.

Payment Policy

Payment is due on Monday prior to services being rendered.  If payments are not made by 6:00 p.m. on Wednesday, a $25.00 late fee will be added to your weekly tuition rate.

Lifetime Discoveries does not allow accounts to carry a past due balance.  
Reserving your child’s place is dependent upon prompt payment of fees.

Bi-weekly or monthly payments are acceptable, but must be paid in advance.

Returned Checks

There will be a $25.00 service charge on all returned checks.  After you have had two returned checks, all payments will have to be in cash or money order.
Tax Statements

All statements are printed for distribution by the last day of January.  Parents can receive their copy if the family account is in current standing.  There is no charge for the first copy and each additional copy is $2.50.
Withdrawal from our center

A week’s notice of intent to withdraw a child from Lifetime Discoveries is required in writing.   If proper notice is not given, an additional week’s tuition will be charged to your account.  If you are considering withdrawing your child from Lifetime Discoveries, please discuss the circumstances with the Day Care Director. 
Nap Time
Naptime will be observed daily after lunch for all ages through 4-K.  The children will be required to lie down quietly, but are not required to go to sleep.  Naptime is usually from 12:00 noon until 2:00 p.m.  Cots will be supplied by the center. (These will be sanitized weekly)  Your child may bring a small pillow, blanket and “bedtime pal”.  These items must be small enough to fit in cubbies.  Please put your child’s name on these items and take them home each week to be cleaned.

Free & Full Access

Free and full access is granted to parents of children enrolled unless court order stipulates otherwise. The visit must not disrupt instructional activities or classroom routines.

Visitors

All visitors are requested to stop in the office and show proper identification.   A parent must notify the office that a visitor is picking up their child/children before your child/children are allowed to leave the center with that visitor.  The protection of your child/children is our top priority.  

Parents are encouraged to visit and are welcome at Lifetime Discoveries at anytime.

Discipline

We believe that discipline is necessary to insure each child’s well being and establish an orderly environment for all.  We feel that discipline is a guidance, which corrects, strengthens, improves, and helps the child control his own actions.

It is the policy of Lifetime Discoveries not to administer corporal punishment.  Please do not ask any member or our staff to administer corporal punishment.  The following will be used for unacceptable behaviors:

· Arrange environment to reduce behavior difficulties

· Appropriate rules stated with explanation of reason

· Tell child what she/he can do, show or instruct appropriate behavior

· Give child choices when possible

· Recognize “good” behavior

· Redirect child’s behavior

· Use listening techniques to help child express feelings and solve problems

· Remove child from group when child is not in control of own actions and until child is ready to rejoin class

· Physically hold child if necessary to prevent child from hurting self, others or property

In case of extreme or consistent disruptive behavior, the parent will be contacted and asked to help resolve the problem.  If a child’s behavior is such that the safety or well being of other children is threatened, or the center’s program is hampered, the center may refuse to continue services to that child.  In your admission packet, you will sign our discipline policy stating you understand it.

Clothing and Appearance

All children must be fully dressed before entering the Center.  We encourage you to dress your child/children in comfortable play clothes and play shoes. Please send one or more change of clothes.  If your child is in the toilet training phase, he/she will need two (2) changes of outer clothing and extra training pants.  Please put your child’s name in clothing.

Emergencies and First Aid

If your child needs emergency care, you will be contacted immediately.  If you cannot be reached, we will contact person/s who you listed on your emergency release form.  In the event that treatment is serious and immediate care is needed and person/s cannot be reached, EMS will be contacted and your child will be taken to the nearest hospital (Self Regional Healthcare Center).  Please be aware that at any time your child should become unconscientiously, 911 will be called. We have CPR and First Aid trained staff who will administer the care at that time if you are not present. When EMS arrives, the director or one of the center’s assistants will accompany your child with their records to the hospital until you can arrive.
Medications

A medication consent form must be completed and signed by the parent before childcare staff can administer any medications to your child.  All medication must be in the original container and labeled with child’s name, date and dosage instructions.  

Medicine will not be administered if it is “out of date” or an adult formula/dosage.  All medicine will be kept in a locked box.  

Over the counter medications must have a label stating appropriate dosage for the child.  Parents must ask a pharmacist for a printed label on medication that does not have specified dosage on the manufacture’s label. Lifetime employees are not able to give your child an over the counter medication if the medication states on the bottle under a certain age that the doctor needs to be consulted. For example, an infant’s Tylenol bottle reads “Under 24 months, consult a physician” or “children under 6 years of age: ask a doctor”.

We may give your child an over the counter medication if:

   
*If your child is over the age required for a physician’s consultation, then we can administer the medication.


 *A doctor’s prescription is on the box or bottle of medication
Over the counter medications will be given for no more than two days.  To continue over the counter medicines longer than two days, a doctor’s note must be provided.

You may get medical forms from the director or your child’s teacher.
Illnesses

A child displaying signs of illness should be kept at home until all signs of illness have disappeared.  We realize this may impose a hardship on the parent; however, a sick child will not be able to fully participate in the daily activities and may infect others in attendance.

The following list is a guide to help parents assess and make a judgment regarding attendance:

· a fever of 100 degrees F axially or 101 degrees F orally (or above)

· a skin rash that has not been identified by a physician in writing

· diarrhea and/or Vomiting two or more times in a day

· evidence of head lice or other parasites

· severe coughing

· discharge of the Ears or Eyes

· rapid or difficult breathing

· yellowish skin or eyes

· conjunctivitis

· unusually dark urine and/or gray or white stool

· sore throat or difficulty swallowing

· stiff neck

· infected skin patches

· complaint of pain which interferes with normal activity

· evidence of infection

· excessive fatigue

· ring worm

Children may be readmitted:

a. With a physician’s statement that the child is free from communicable disease and that returning poses no risk to the child himself/herself or to others.

b. If the child is visibly free from communicable disease/illness, fever free for 24 hours, and free of vomiting/diarrhea for 24 hours while on a normal diet.

Children who become ill while at the center will be removed from the group and taken to the director’s office.  You will be notified immediately and asked to come for your child. 

If your child is out of the center due to illness, please call the office and let us know your child’s condition and day of return.

Birthday Parties
We encourage recognition of your child’s birthday.  If you would like to give your child a birthday party, please let us know at least one-week in advance to avoid schedule conflicts.
Parents are invited to bring refreshments on birthdays.  Please coordinate with your child’s teacher.
Infant
Lifetime Discoveries has created a special environment for all children, particularly our babies.

Infants will be accepted at the age of six weeks if all health requirements are meet.  Rooms are equipped with baby cribs, refrigerator, wash/change area, swings, and rockers. 

Parents are expected to provide the following items:

· Diapers and wipes

· Two (2) changes of clothing

· (Optional)  Teething toys, rattles, pacifiers, powder, etc.

· Blankets 

Please label all items with child’s name if at all possible.

A daily schedule of your child’s feeding, bowel movements, etc., will be posted daily for parent’s information.

If you are breastfeeding your baby and would like to come by during your lunch break to feed your baby, we will provide you with a private area. 

After School Program

Lifetime Discoveries will provide morning drop off and after school pick up at the local schools. 

A nutritional snack will be provided each afternoon.  Homework supervision will be provided with parents’ permission only.  Cooperation with homework is expected by the student.

We believe that our After Schoolers need some unstructured playtime after a long day at school.  Weather permitting, After Schoolers will have access to the playground area.  Inside, After Schoolers will have access to games and other recreational activities.

Summer:  CAMP DISCOVERY

When school is out of session in the summer, Camp Discovery will be offered for all school age children (ages 5 – 12).  Camp Discovery will include field trips, picnics, experimental projects, weekly character focus guest, our nutritious meals, and many other fun activities.

Camp Discovery is a full-day program.  Because camp enrollment is on a “per-week basis” weekly camp tuition is required and must be paid the Thursday prior the week they will attend.  A $25.00 late fee will be given if not paid in advance.  

Leadership Program

Lifetime Discoveries recognizes the “gap” in childcare service to middle and highschool age children (13-15).  A limited enrollment is available for our leadership Program.  Students will have an opportunity to work on site in the following areas:  Teacher’s Assistant, Adult Senior Assistant, Activity Assistant, and Office Assistant.  The students that are accepted into this program will be trained for specific service projects and will also enjoy a full calendar of field trips and fun.   The children will pay an enrollment fee along with a daily fee for meals only.  A new enrollee will undergo an interview with the Director and selection will be made based on maturity.  Lifetime Discoveries reserves the right to terminate the enrollment of a student at any time.

General Information

The Director of Lifetime Discoveries welcomes a phone call or a personal conference with you whenever you have questions, anxieties or suggestions.  It is our sincere desire that the Center will be a happy, creative place for your child/children and that they experience a warm, loving, homelike atmosphere, developing mentally, emotionally and physically.  The first qualification of our staff is a basic love and understanding for children and adults.

Communication is a vital part of a good relationship.  We will do our part to make sure you have information in a timely manner.  Please watch for “notices to parents” which are posted periodically at the parent information center or in your child’s/children’s cubbies.

Parents are encouraged to visit and are welcome at Lifetime Discoveries at anytime. 
Confidentiality for our children shall be maintained at all times.  Employees shall not discuss children information with anyone other than the appropriate agency staff.

Sponsoring Agency

Lifetime Discoveries is a project of Piedmont Agency on Aging, a private, non-profit organization which enables seniors to remain independent in their home for as long as possible.  We offer programs such as Meals-On-Wheels, Transportation Services, and many more.  

All proceeds generated by Lifetime Discoveries will go back into our programs and services.  
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Pre-school & Childcare Fees

Registration Fee

Non-Refundable / Annual Registration Fee………………………………… $50.00

Full-Time / Five Day Fees

Babies…..……………………………………………………………………$145.00
Toddlers- 1 year olds………………………………………………...$130.00 
2 year olds……..………………………………………………………$125.00
Preschool 3K & 4K……………………………………………………. $120.00
After School Pick-Up (Kindergarten-Grade 5)…….……………………….……$67.00

Morning Drop-Off & After School Pick-Up…………………………..……………. $87.00
Morning Drop-Off Only…………………………………………………………………………$20.00
· A multi-child discount of $10 is given for 2 full-time children (Infant – 4 year class)

· A multi-child discount of $10 is given for 1 full-time child and 2 After school children
· A multi-child discount of $15 is given for 3 full-time children (Infant – 4 year class)

Prices include Breakfast, lunch, & afternoon snack.  Breakfast is served 
between 7:30 a.m. and 8:30 a.m.  Lunch is served between 11:00 a.m. – 12 Noon  

Childcare should be paid on Monday before services are rendered.  A $25.00 late fee will be added if payment is not made by 6:00p.m. on Wednesday.

*There is a $10 price reduction for 2 Afterschool children; during extended stays such as summer, winter and spring breaks.  This discount is offered only when full-time enrollment is charged.  See the above rates as they apply.  This also applies for in-service days.

Full-time tuition is required for Afterschool children only if they attend during these breaks and in-service days.  Otherwise, only their normal fee for that day is required.  If your child attends the center any during that day, full tuition is required.
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