Ball Camp Baptist Church Preschool and Parent’s Day Out Handbook
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Mission: 

The mission of the Ball Camp Baptist Parent's Day Out/ Preschool is to provide quality childcare in a safe and healthy Christian learning environment that promotes social, emotional, physical and spiritual development. Through the use of a developmentally appropriate curriculum, we strive to create learning experiences that will be meaningful to all students, which fosters mental and physical development. 

Philosophy & Goals: 

The philosophy of our program is to create an environment that is caring, respectful and free of bias. We recognize that each child learns differently and that it is our responsibility to adapt to each child's individual needs. 

The goals of our program are to: 

1. Teach children about God's love for us. 

2. Provide an environment that is fun, caring, and respectful. 

3. Provide developmentally appropriate activities. 

4. Provide many real-life experiences from which the children can learn. 

5. Allow children to do thing for themselves. 

6. Know students and their individual needs and base classroom instruction on those needs. 

Proverbs 22:6 "Train up a child in the way he should go and when he is old, he will not depart from it." 

Curriculum: The Creative Curriculum by Diane Triston Dodge 

We know that all children develop differently. Because of this we work at developing skills at each individual child's development. The skills we concentrate on are: Cognitive, Language, Self-help and Social Skills, Math, Science, Gross and Fine Motor. 

The curriculum is designed to increase a child's imagination through real life experiences and play. The children will be involved in developmentally appropriate activities and will express their creativity. The curriculum is child-centered and flexible. We will use informal and formal assessments to track children's progress. 

Bible Curriculum: Hands On Bible Curriculum
 The Hands-On Bible Curriculum engages children through their senses in an interactive format that develops their relationship with Jesus. The curriculum uses unique games, snacks and crafts to help kids learn about God, because kids retain more by interacting with a lesson instead of just hearing it.
Schedule: Tuesdays and Thursdays- 9:00 am to 2:00 pm. 

Classes:

(Ages as of September 30, 2011)  

Infants [6 months to 12 months] & Ones

Twos 

Threes

Four & Pre-K

Tuition and Fees: 

 Registration fee (Non-refundable) Parents Day Out / Preschool- $100.00

Tuition 

Parents Day Out/ Preschool- $130.00 per month

Activity fee- $25.00

Tuition will be due on the first school day of each month. Late tuition will result in a $25.00 late fee that will be added to your account after the 10th of the month. If tuition is not received by the first of the next month, your child will be subject to being dropped from the program. 

Payments- Please make checks payable to Ball Camp Baptist Church. There is a box marked "tuition" in hallway outside of director's office or you may personally give check to the director. 

Change of Enrollment Status 

Enrollment in the program is for one school year. If you drop from the program, we require a 2 week notice. You may receive a tuition refund if you drop early in the month. The $100.00 registration fee is non-refundable. 

Deductions- Since we operate the Parent's Day Out Preschool on funds provided by tuition fees, we cannot make deductions for sickness or absences of any kind. Months with holidays will have the same rates as any other month. There is a $15.00 deduction per child for having more than one child in the program. 

Early or Late Care- We will be offering early or late care for parents that have a need to drop children off before 8:50 or pick them up later than 2 pm. The cost is $5.00 per day for one and $10.00 extra per day for both. This will be done on an as needed basis. Parents need to contact director if they have a need for early or late care. 

Late Pick Up- If you are not enrolled in early or late care, your child should be picked up by 2:00 pm. If your child is picked up later than 2:00, there will be a $1.00 fee for every five minutes that you are late. Your child will need to be picked up in the director's office and fees will be paid, when you pick up your child. 

If your child is enrolled in early or late care, we will not accept children before 8:00 am and children should promptly be picked up at 3:00 pm. The same fee applies to late pick up from extended care. 

Opening and Closings 

We follow the Knox County School System for all holidays, breaks and snow schedules. We will send home monthly calendars of all holidays and breaks. During inclement weather season, please pay attention to you local television or radio stations for changes in Knox County School schedules. Example: If Knox County is on a one hour delay, Ball Camp Preschool will be also. If the Knox County School System is closed we will be as well. 

Hours of Operation 

Tuesdays and Thursdays- 9:00 am to 2:00 pm 

Early Care- 8:00 am - 9:00 am 

Late Care- 2:00 pm - 3:00 pm 

Arrival and Departure 

Arrival- Children should be dropped off no earlier than 8:55 am (unless your child is in early care). This is the teacher's time to plan and prepare for the day. All parents must enter the building and escort their child to the appropriate classroom. Each parent will be responsible for signing their child in and leaving a contact number for that day. 

Departure- Children should be picked up promptly at 2:00 pm (with the exception of children in late care). A parent must come into the classroom and sign their child out. If someone other than a parent picks up a child, we must have a note from the parent stating that they are allowing us to release their child to that adult. The note should have included on it, the date for which someone else is picking up their child, the reason and their signature. The adult who is picking the child up must bring a photo ID for the teacher to look at to make sure they are who they say they are. This is for the safety of your child. A child will not be released to an adult, other than the parent or guardian, without signed permission and a photo ID. 

Divorce or Separation 

The program cannot legally refuse either parent access to their child unless we have legal documentation from the court. This documentation should be given to the director ASAP if this need arises. 

Lunch and Snack information 

Snacks- We will provide one nutritious snack during the school day. We will provide a mid morning snack. If your child has food allergies, please report those immediately to the classroom teacher so we may provide appropriate snacks. 

Lunch- Lunches must be packed and sent in with the child from home. Please label your child's lunch box with first and last names. Feel free to pack whatever your child likes. Finger foods are usually best. We cannot microwave or refrigerate meals. We cannot prepare foods for children either. Please make sure to have foods cut up and ready for children to eat. Please make sure to include a drink as well. No soft drinks are allowed. *Reminder: Ball Camp Preschool is a peanut-free environment.  No peanut butter sandwiches or crackers, please.   

Absences/Illness 

Please send your child to school everyday he/she is well. This is important for establishing routines and getting them use to being in the classroom. If your child is sick, please call the office to let us know of your child’s absence. 

If your child is sick please keep them at home. We do not want to risk making the other children or teachers sick as well. 
When to keep my child home: 

 1.Fever within the last 24 hours 

      2.Vomiting or Diarrhea within the last 24 hours 

 3. Sore throat 

 4. Croup 

      5. Any symptoms of usual childhood diseases (scarlet fever, chicken 

  pox, etc.) 

 6. Any unexplained rash 

 7. Any skin infection (ringworm, boils, etc.) 

 8. Pink eye 

*If your child becomes ill at school, you will be contacted immediately. Please make sure to leave a daily contact so you may be reached quickly. 

Medications 

We are not allowed to give any type of medications. Medications should be given before or after school. If meds are to be administered during school hours, parents must return to administer medication to children. 

Immunization Forms- Before your child can enter the Parent's Day Program, we must have a current, up-to-date copy of their immunization record on file. You may obtain this from your pediatrician or local health department. 

Guidance/Discipline 

Guidance consists of direct and indirect actions used by the adults to help children develop socially acceptable behavior. Effective, positive guidance maintains the child's self esteem and produces growth and desired changes in the child's behavior. The long-term goal of guidance is inner-self control. Teachers provide a respectful, supportive environment in which children are helped to make their own decisions, observe the consequences of their actions and take responsibility for their own behavior. 

Bringing Things to School

Children need to leave personal toys at home. If a child needs a “security” item (such as blanket or stuffed animal) it must fit into a cubby. Children are asked to keep that item in their cubby during school hours. Arrangements can be made with the teacher to share items from a special trip or of special cultural relevance.

Clothing 

Please allow your child to wear old, comfortable play clothes. We will be painting and playing outside. Also make sure to send in an extra change of clothes for your child. Make sure to put it in a bag labeled with the child's first and last name on the bag. 

Diapers 

If your child is in diapers or pull-ups, we ask that you send in a full pack to keep at school. Be sure to write the child's first and last name on them. 

Potty Training 

Potty training is an important step in a child's developmental process. We want to work with you and your child during this process to help things go more smoothly for your child. Please discuss potty training suggestions and schedules with your child's teacher so that we too can help during this process. 

Abuse reporting 

All staff members are instructed by law to report any suspected cases of neglect or abuse to the Department of Children's Services. This information will be reported to DCS and their investigation procedures will be followed. 

Emergency Contact Information 

Each parent will be asked to fill out an emergency contact sheet. We ask that you give contact information for three people that will be able to pick up your child if we cannot contact you. This will only be utilized for emergencies. For day-to-day pick ups, parents need to send in a note with the following information: The parent giving permission for another adult to pick up the child, the date and their signature. If it is a grandparent please make a blanket note that will cover from the first of the school year until the end. This is for the safety of your child. If a note is not given to the teacher we will contact you to make sure you have authorized the pick up or we will not release the child. 

Emergency! Disaster Plans 

Fire- Monthly fire drills will be practiced. Staff and children will become very familiar with procedures of both primary and secondary evacuation plans. Students and teachers will develop a meeting place and a system to account for all students. 

Tornado- In the event of a tornado, children will be taken to the basement of the building. Children will sit on knees, bent over, with their hands over their heads. They will stay there until it is safe to leave.

Bomb Threat- Students will be taken outside away from the building. The church office will contact the police department. A calling tree will be put into place and all parents will be notified and will pick up children at the designated location. 

Intruder- Teachers will be notified by a code word and they will immediately lock their doors, cover their windows and take children to a safe place in the room away from doors and windows. 

Flood- All children will be taken to second level of the building away from water. 

DHS Licensing 

Our program is not currently licensed through the Department of Human Services. This is not required since no children are in our care for more than 12 hours per week. We do however closely comply with the policies and procedures of the TN Department of Human Services 

Open Door Policy 

We love to have our families come in and help out in the classrooms. You are always welcome. We just ask for the first couple of weeks, as the children are getting used to routines and schedules, that you bring them in to their classrooms and tell them good-bye. This will help them get adjusted to their classroom environment. 

From The Pastor/Director:

I would like to take this opportunity to personally thank-you for joining us here at Ball Camp Pre-school Parent's Day Out Program. I look forward to getting to know all of you and your children. If you have any questions or comments or there is something that I did not address, feel free to contact me.

Danielle Smith
Preschool Director and Pastor to Children & Their Families
2412 Ball Camp-Byington Rd.

Knoxville, TN 37931

Phone- Office: 693-1641 

Cell: 603-0983 [call or text anytime]
Please sign and return after reading all policies and procedures.

I have read and agree to comply with all stated policies and procedures of Ball Camp Baptist Church.

Child’s Name: ___________________________________________

Parent’s Name: __________________________________________

Date: __________________________________________________

