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Parent Handbook
Owner/Teacher:  Tina Smith

I.  Teacher and Staff Information
North Whidbey Kid’s Academy requires that every staff member/volunteer must have CPR and First Aid training, HIV/AIDS education, Tuberculosis testing and experience in working with children. We are also required to perform background checks through the WSP on employees and volunteers.  

	Center Information

	1. Address: 297 NE Harvest Drive   Oak Harbor, WA 98277
2. Telephone Number: 360-929-4705.  
3. Web Address: http://northwhidbeykidsac.wixsite.com/mysite
4. Email Address: northwhidbeykidsacademy1@comcast.net
5. Facebook:  https://www.facebook.com/home.php#!/pages/North-Whidbey-Kids-Academy/103395821218
6. Family Accounts Manager: All financial matters are handled by our Program Director—Tina Smith. If you need a special receipt for tax or business purposes or if you have questions about your receipt or tax forms, please telephone our Program Director at between 4:00 p.m. and 6:00 p.m.  
7. The federal tax identification number is 20-477-2651
8. UBI #602 574 264




II. School Philosophy & Mission
In accordance with the National Academy of Early Childhood Programs, North Whidbey Kid’s Academy advocates developmentally appropriate activities for children.  These activities promote success for young children because they are geared to developmental stages, ability, and interest.  Our curriculum is aimed to:

· Develop a positive sense of identity, self-image and emotional well-being 

· Enhance social skills

· Engage in age-appropriate social, physical, language and literacy skills 

· Promote language development

· Use hands-on learning experiences to build upon each child’s background knowledge

· Develop thinking, initiative, decision-making, reasoning, questioning skills

· Work toward self-sufficiency and independence

· Develop problem solving skills

· Express self control

· Successfully communicate their thoughts, feelings and ideas

· Be exposes to the arts and encourage creative expression 

· Demonstrate proper health, safety and nutritional practices 

· Respect gender, age and cultural diversity

· Enhance physical development 

· Have FUN and enjoy “school”

It is a mission of North Whidbey Kids Academy to provide a fully integrated program to foster the child's social and emotional growth as well as their physical and mental development. Each day is scheduled to promote these skills.  Through the cognitive constructionist approach and thematic teaching approach, we integrate content learning and process learning.  The academy has overall monthly themes, and weekly mini themes for the teachers to form their lesson plans and daily structured schedules, which is developmentally appropriate to their age group.  We also focus on the Common Core Standards for each grade level.  The Common Core State Standards provide a consistent, clear understanding of what students are expected to learn, so teachers and parents know what they need to do to help them. The standards are designed to be robust and relevant to the real world, reflecting the knowledge and skills that our young people need for success in future grade levels.  http://www.corestandards.org/
The goal of the academy is to guide children in the growth of their total personality. Areas related to physical, mental, emotional, and social development are all given equal attention when preparing a curriculum to fit the needs of each child. A child's self expression, creativity and analytical thinking are worked out in play. Through on-going authentic assessments (i.e., observations, anecdotal notes, portfolios, journals, rubrics, continuums) the teacher may help a child succeed in areas where they do not excel. The teachers strive to aid each child in developing a positive image of them self.  It is our goal to provide high-quality developmentally appropriate educational activities in a warm, loving, positive learning environment.

III. Program Information/Curriculum
Statement of Purpose 

North Whidbey Kids Academy’s purpose is to educate young children in an atmosphere designed to build self-esteem, confidence, and personal achievement while promoting respect for other people and the environment. Children's natural love of learning will be used as the motivation for the development of group and individual learning situations. 

North Whidbey Kids Academy curriculum gives each individual child the opportunity to move through specially designed learning centers of his or her own level of interest and ability. The curriculum focuses on learning basic reading, writing, math, science, social studies, concepts, and skills the thematic teaching approach and with hands-on experiences and activities. Some centers are designed to develop large and small motor skills while others are more academically oriented.  

Studies show that learning a second language comes easily and naturally during the ages of 1-8 years.  At no other time in our lives are we as eager and capable of learning at a high rate of speed than during these early years.  Therefore, North Whidbey Kids Academy focuses on beginning Spanish and Sign-Language during calendar time.  Daily calendar time is a suitable place to teach letters, numbers, and everyday vocabulary in Spanish and in basic American Sign Language signs. 

North Whidbey Kids Academy also provides scheduled time periods throughout the day that permit creativity, socializing, discovering, pretending, dancing, singing, moving, sharing, expressing, and resting.  Through our program, each child is given the tools needed to encourage the growth of the whole child.  

North Whidbey Kids Academy philosophy, curriculum, and classroom practices are based on findings from professional resources and research in the field of early childhood development and education.  We continually evaluate and revise our practices to reflect what is currently known about children. 

Educational Policy 

1. Essential Program Qualifications 

Children develop in similar sequences but at varying rates. Children have an inborn desire to learn through an exploration of their intellectual and physical environment. Opportunities for learning will be offered on an individual, small and large group basis. Hands-on learning will be the heart of our program. 

At North Whidbey Kids Academy, LLC, children’s natural curiosity will be used as the basis for curriculum development. Opportunities for learning concepts related to math, natural plant and animal science, social studies, reading, writing, language, music and movement, drama, and art will be provided. 

Exposure to high quality literature (both prose and poetry) by a variety of authors/illustrators will be a daily event at North Whidbey Kids Academy, LLC. Each month, classroom teachers select one popular children's author to study and enjoy with the children. Carefully selected, age-appropriate books will enhance children's knowledge of their world -- past, present, and future. Thematic units, chosen by an observation of children's interests, will guide the selection of specific books. Other books will be chosen to enhance children's self esteem and build a positive self-image. Multi-cultural literature is incorporated into the literature program. 

Daily, all North Whidbey Kids Academy children are encouraged to interact with the print in books. For example, North Whidbey Kids Academy large collection of Big Books is used throughout the year in each classroom to introduce children to the beauty of the language is a part of the children's verbal repertoire. For some children, small versions of the Big Books will be used to encourage pairs or small groups of children to ''read'' together, mimicking the text. ‘‘Pretend reading'' has been shown to play a positive role in children's literacy development once they begin receiving instruction in the primary grades. 

Daily opportunities to observe and participate in the writing process will be offered. Watching adults create writing (experience charts, lists, notes, etc.) offers children opportunities to learn about the writing process without direct or pressured instruction. The key to developing literacy (both reading and writing) is exposure to meaningful print and gentle encouragement to create meaningful print. For very young learners, scribbling and drawing simple letter/number-like shapes are real and necessary writing stages. Next, children begin to name letters and use them to represent meaning. At this point, adult encouragement, and information about ''how to write'' begins to reap benefits. All activities planned for use in North Whidbey Kids Academy will be developmentally appropriate given the level of individual children enrolled. 

2. Self Esteem/Positive Self-Image 

Self-esteem and a positive attitude are important to children's development. At North Whidbey Kids Academy, LLC, each child will have multiple opportunities to work toward goals; achievements will be recognized and celebrated. Examples include: 

· Completing an assigned job such as washing/sanitizing the tables. 

· Remembering to hang coat on hook or place shoes neatly in the coat racks. 

· Finishing a puzzle and sharing the results with peers or teachers. 

· Celebrating an artwork or piece of writing by having it displayed. 

· Role playing adults in the housekeeping, medical or other play / work centers. 

· Having an adult recognize a child's ideas/contributions as worthy. 

To respect each child's self-image, the phrase, ''Praise publicly and reprimand privately'', will be a key to discipline in our center. Children suffer humiliation when scolded publicly and humiliation destroys self-esteem.

3. Social Interaction 

Children will interact with one another and adults throughout the day. This interaction will allow them to learn to accept alternative viewpoints and to experience and celebrate individual differences. Peer interaction will be encouraged in a myriad of ways. For example, children will have ample opportunities for small group interactions as they build with large blocks, construct at the Lego table, play with toys, role-play in the doll corner, explore in the science center, or study together in the outdoor nature center. Games, music, dance, and outdoor recesses offer children opportunities to interact. Teachers will interact with the children throughout the session as they serve as coaches and demonstrators. A teacher/coach may encourage a child who is attempting to put together a difficult puzzle or create a painting with peers. A teacher/demonstrator may model “how to make the letter “a”. Snack or other dining times provide ample opportunities for children and teachers to converse. 

4. Self- Expression and Communication Skills 

Children will be encouraged to use and expand their language skills as they work and play together. Casual language development will occur as children use the language skill they have brought into the classroom. For example, language use will occur when children interact together in the various learning centers, as they converse with one another and teachers in play-time activities, and as they observe and discuss ''happenings'' in the nature center. Respect for individual ideas will be promoted at North Whidbey Kids Academy. Children will be encouraged to solve problems and settle differences through discussions. 

Opportunities for language growth and development will occur daily. Children learn natural language by hearing and responding to language in their environment. Therefore, a classroom must be a rich, thriving linguistic environment. Language knowledge grows as children hear stories and poems read to them, hear new words used to describe an experience, sing new words in a song, or see words posted around their classroom. Language play provides a base for children to use as they begin developing literacy skills. Rhyming games, auditory discrimination word games, labeling classroom objects, simple spelling games, and word-guessing games are examples of activities that promote readiness for learning reading. ''Inventing'' spellings for words (i.e., guessing the letters based on the sounds they hear) is an activity that promotes readiness for writing. A beginner, for example, may suggest ''B'' to spell ''Boy''. A wise teacher will celebrate this spelling and record it on a chart or chalkboard cognizant of the fact that young children begin spelling words by recording a letter that represents the first sound they hear in a word. 

5. Creative Expression 

Creative expression is central to our program at North Whidbey Kids Academy, LLC. Children's ideas will be respected and celebrated. Each day children will be encouraged to express themselves as they play, sing, dance, draw, role-play, write, build with blocks and wood, and work on self-directed projects. Problem solving activities will be presented to encourage creative thought processes. 

A variety of tools, materials, processes, and techniques will be used at North Whidbey Kid’s Academy to involve children in explorations of line, shape, color and texture. Consumable materials such as crayons, paper, paste and glue, paint, clay and play dough, finger paint, and collage materials will be provided. Necessary and appropriate non-consumable accessories, such as paintbrushes, scissors, sponge, etc. will also be provided insufficient quantities. Children's work will be displayed around the classroom and samples may be included in our parent newsletter. Children will have frequent opportunities to describe their work/play projects to adults and peers. It is crucial that North Whidbey Kid’s Academy teachers recognize children's accomplishments so that all children’s self-esteem increases in a positive manner.  In turn this encourages the freedom necessary for continued creative expression. 

6. Large and Small Muscle Development 

Large (gross) and small (fine) muscle development will occur as children participate in activities and use indoor and outdoor play equipment at North Whidbey Kid’s Academy. Climbing, jumping, skipping, hopping, swinging, and dancing to music are all examples of activities that will offer children the chance to develop large muscle control. Sensory-motor integration will also occur during these activities. Small muscle development will occur as children create art projects, build with Legos, play with toys, create with peg and lacing boards, cut with scissors, and put puzzles together. 

7. Intellectual Growth 

Intellectual growth occurs naturally when children are exposed to their world, warmly accepted, and encouraged, and invited to participate in meaningful activities. Stimulation to respond intellectually will be pervasive throughout the center. Some representative activities include science experiments, sensory experiences, literature circle, math activities, housekeeping duties, problem solving, art, and dance. Language communication ability will grow as children learn new ways to express ideas related to the concepts they are learning. 

8. Program Schedule 

Sample Schedules Include: 
DAILY SCHEDULE FOR MORNING: 

 9:15 – 10:00  
Learning Centers

45 Minutes in Main Classroom (K, 1st, 2nd graders are working on Morning Work Journal, Number of the Day Journals, and their Daily Writing Journal)
                           


9:15-10:00   
Writing:



    




Monday--Weekend Story



    




Tuesday--Free Write Journal



    




Wednesday--Poems for Home 



    




Thursday--Handwriting Journal (Kinder)

Reading Response Journal (1st/2nd)



    




Friday--Parent Letter Journal/Literacy Project

45 Minutes in Playroom (Preschool Students)
                           

45 Minutes in Indoor Math Room (Preschool Students)
10:00-10:15  
Calendar
10:15-10:30 
Read-Aloud (Morning---Author of the Month)

10:30-10:45
Music and Movement

10:45-11:00
Writing---Whole Group Instruction (Preschool students can choose to go into Playroom or  Math Room)
11:00-11:20
Learning Centers

20 Minutes in Main Classroom (Preschool working on Project/1st grade I pads/2nd  grade Chromebooks)
                           

20 Minutes in Playroom (Kindergarten)
                           

20 Minutes in Math Room (Kindergarten)
When students are in the Main Classroom they are working one-on-one or in a small group with the teacher.  They will be working on writing journals, handwriting journals, a math activity, reading exercise, art activity, or an activity that corresponds with the theme of the week or letter of the week.  From 10:45-11:15 students will take turns eating their snack and have bathroom reminders.

11:20-11:50  
Theme Study (Science/Social Studies/Art)

11:50-12:15
Indoor Recess or Outdoor Activity
12:15——Morning Children Dismissed

DAILY SCHEDULE FOR AFTERNOON: 

12:30-12:45  
Chapter Book Read-Aloud (Same book that the “Chapter Book Reading Group” reads)
12:45-1:45
Reading Groups




-Reading Group 1:  Works w/ Partner and then with Ms. Tina in Small Group




-Reading Group 2:  Works w/Partner and then with Ms. Tina in Small Group




-Reading Group 3:  Works in Small Group Together




-Chapter Book Reading Group:  Works in Small Group Together



Tuesday/Thursday------K, 1st, 2nd graders will rotate through a 30 minute PE DVD
*When kids complete their Reading Group Activities, they work in their “Math Timing Folders” independently.

1:45-2:05
Whole Group Math Instruction
2:05-2:20
Independent Math Work

2:20-2:30
Read Aloud (Afternoon----Author of the Month) 

2:30-3:10             Social Studies (Monday/Wednesday) 

              Science (Tuesday/Thursday) 

              Art (Friday 2:20-3:10)
3:10-3:30
Indoor Recess/Outdoor Activity

3:30--------Afternoon Children Dismissed

9. Transitions 

Routines such as toileting, eating, and shifting activities will be planned to avoid keeping children waiting in lines or assembled in large groups during transitional periods. Toileting will be suggested before groups go outside to play, before any group activity such as creative movement or story time, and before and after snack or lunchtime. Hand washing will be emphasized as well. 

10. Cultural Diversity 

Cultural diversity will be celebrated at North Whidbey Kid’s Academy, LLC. The first or second language each child brings to the center will be respected. Children's cultures will be celebrated as they talk about special family traditions/holiday celebrations. Art, music, and dance unique to specific cultures will be recognized and celebrated. Cultural diversity will be celebrated in literature selections on a regular basis. Good selections of multicultural children’s literature, especially authentic literature written by minority authors, provide an opportunity for children to learn to recognize and respect diversity in lifestyle, habits, and language. Every attempt will be made to offer a culturally inclusive environment. 

IV. Parent Involvement/Communication Policy
North Whidbey Kid’s Academy, LLC, believes it takes the entire community to educate a child.  Our goal is to provide an educational environment that will instill a life-long passion for learning and will help students find confidence and pleasure in relationships with others.  We believe that the community as whole, adults as well as children, learn and thrive together.

Daily contact between the parent and the teacher is an important part of our program. By sharing information concerning your child's welfare, we can work together to meet his/her needs. A parent information board contains information on licensing regulations, school events and newsletters. The classroom board will have information about daily happenings, weekly lessons and schedules, field trip information and newsletters. The academy will distribute a monthly newsletter about the events happening in their classrooms. Our website provides updates to keep parents and the community aware of daily and special events. 

Parent/teacher conferences will be held twice a year (October/March). North Whidbey Kid’s Academy teachers will post schedules for parents to sign up. The purpose of these conferences is to establish understanding, cooperation, and consistency between the home and North Whidbey Kid’s Academy, and for parents to gain information on the progress of their child, developmentally, socially, and emotionally. ''Parent/Teacher Conversations'' are held in October to discuss your child's adjustment to the academy and to jointly establish goals for the rest of the year. Please feel free to set up meetings with the teachers whenever a concern arises about activities, discipline, or questions about your child's development. Arrangements will be made to be sure you have time to visit with your child's teacher. 

Volunteers 
If you would wish to volunteer in the classroom, you must have CPR and First Aid training, HIV/AIDS education, Tuberculosis testing and experience in working with children. We are also required to perform background checks through the WSP on employees and volunteers.  This all must be documented, and the academy will have to have copies of requirement to be placed in the volunteer’s file.
North Whidbey Kid’s Academy believes that communication with parents is critical to success in our preschool programs. Parents are encouraged to take their questions and concerns about school policy, class routine, curriculum, student progress, etc. directly to the classroom teacher or division head. We are unable to respond to your concerns and suggestions unless you bring them to our attention. Please be assured that no concern is too small to share with us.

V.  Classroom/Behavior Management Policy
Behavior Management---Proactive Measures!!
I think it is very important for me to create a caring classroom community—one that provides a warm, safe environment for young children to learn and grow.  Abraham Maslow’s “Hierarchy of Needs” states that having one’s basic needs met are the foundation for building “higher levels” of understanding. For young children to become successful learners, their basic needs for “safety” and “belonging” must be met.  In a caring classroom setting, children will be able to experience a positive and productive sense of their own power to learn, grow, and contribute to the lives of others. The classroom community enables children to maintain positive interactions, which promotes resilience as well as cognitive learning.  Providing a variety of pleasant, welcoming, yet challenging play/work activities for children encourages them to become active, productive, self-controlled members of their classroom. Given a well-designed atmosphere, children need to be allowed the freedom to make many decisions on their own, within acceptable limits. Adult guidance and association with children in the center will be unobtrusive, but always available to direct children who need assistance in selecting learning activities, self-control or interpersonal problem solving. As children work and play together, they gain self-respect for themselves as a valued member of the group, develop self-control, and learn to respect others. Listed below are “Proactive Measures” that I implement within the classroom community.

*PRAISE! PRAISE! PRAISE!!!!
Some children are disruptive because of the attention their disruption receives, whether the attention is from you or from other kids. Attention can often be in the form of reminders (e.g., "Please stay in your seat and be quiet while I am reading with the Batman reading group"). It can also be in the form of more negative comments (e.g., "Johnny, how many times have I told you not to throw your pencil at Bryan").  The teacher's/parent's attention often follows the disruptive behavior. Making a comment about the disruptive behavior only seems to reinforce such behavior.  Much of the acting out behavior reflects a need for power or attention. 

When a child is disruptive, I try to ignore the disruptive behavior (unless the nature of the behavior cannot be ignored).  When I witness an individual child is being disruptive, I try to withhold my attention from that child. I, instead, praise the appropriate behavior of children who are adjacent to the child. I attempt to give as little emotional response as possible to inappropriate behavior and make responses to appropriate behavior obviously animated and positive. For example, "I like the way Johnny and Susan are doing their work. Ashley, you are sitting so nicely." I try to divert my attention to behavior that is appropriate and not to the specific incident of disruptive behavior. However, if the child is severely disruptive, I do remove him or her from the general area for a short period of time so that the disruption does not continue to disturb other students.  I find it very crucial to “catch them being good”.  Everyone loves to receive positive acknowledgement and praise!

*Arrange furniture to meet social/emotional and instructional/organizational needs.
*Adjust schedules to provide a balance between highly structured periods and more stimulating activities.

*Establish a group behavior management plan that incorporates individual needs.

*Provide direct instruction and programmed learning and precision teaching lessons. This will build students' self-confidence while establishing a knowledge base from which to expand problem-solving and higher-level thinking skills, as students demonstrate readiness for learning experiences that require less external structure.

*Provide group-building opportunities that move students from an "I" to a "We" orientation without over stimulating or threatening them. 

*Be aware of how individual needs affect group dynamics. 

*Always show empathy/unconditional regard , but especially when students are in the midst of a crisis.
Classroom Rules
Teachers offer guidance, whenever it is needed, to help children get along with their friends. 

I-CARE Rules
1. We listen to each other.
2. Hands are for helping, not hurting.
3. We use I-Care language.
4. We care about each other's feelings.
5. We are responsible for what we do and speak.
Playground Rules
Students observe the following rules during the school day. Children may not engage in play that involves hitting, kicking, pushing, tripping, or general fighting.  There will also be know picking up of gravel rocks, sticks or other unsafe objects that can be thrown or used as a sword.  These items “stay on the ground and are not toys to play with”.  Playground equipment is to be shared fairly.  School toys and play equipment must remain in the fenced play area.  Children should seek help from a teacher when they have problems they can't handle alone. Our school playground is a favorite spot! Many times, it is used after dismissal to give children opportunities to play with their friends and to provide a place for parents to talk and visit with one another. We are pleased to know that families want to extend their school experiences beyond the academic day. Please do not allow your children to climb on the grass ledge that is outside of the outdoor playground.  Also, please keep your children off of the large rock in the front of the yard.
Biting Policy
As with any behavior, how biting is dealt with depends upon the ages of the children involved, the reason for the biting (if it can be determined), frequency of the biting and many other specific circumstances. General guidelines for biting include: 

· Helping the bitten child feel better or providing appropriate first aid, if warranted. 

· Completing an “Accident Report” for the parent of the bitten child. 

· Discussing the situation with the biter's parent. 

Depending on the ages and circumstances involved, additional actions might include:

· Discussing a better solution with all children involved. 

· Separation of involved children. 

· Ensuring that the environment provides enough challenging activities. 

· Carefully observing the involved child to identify precipitating events/prevent recurrences. 

· Maintaining a log to track when the behavior occurs. 

· Conferences with parents to discuss the child's actions at home, parental discipline techniques, search for outside resources, etc. 

Just as any other behavior issue regarding a child is confidential, the name of the child that has bitten is also confidential, to ensure the privacy of the child and family and prevent bias from others enrolled in the center. We will keep you informed as to what steps are being taken and if bites are from the same or a different child. Informative handouts are given to parents regarding biting.

Children who hit/kick/bite and/or display other inappropriate behavior more than three times in the same day will be sent home. Students will not be able to return to school for 5 school days if he/she continues to hit/kick/bite/and or display other inappropriate behavior. This 5-day suspension will be at the discretion of the teacher.
Inappropriate Language/Foul Language 

All students, employees and students on North Whidbey Kid’s Academy school property must refrain from using inappropriate or foul language. Students will be terminated from the program if he/she uses inappropriate language more than 3 times in a week.  Staff will document such act.  Adults using foul language will be asked to leave the premises. 

Drug/Alcohol/Tobacco/Weapon Policy
North Whidbey Kid’s Academy prohibits students, employees, and other persons from using, possessing, selling, or distributing controlled substances, including tobacco, at school, on school premises, in a school owned or approved vehicle, or at any school-sponsored or school-approved activity. Please always refrain from smoking on school property.
North Whidbey Kid’s Academy prohibits students, employees, and other persons from carrying, exhibiting, displaying, drawing, or storing (for example, on a gun rack or in a trunk) any weapon of any kind on school property, at school-sponsored functions, or in school-owned vehicles. Students violating the policy will be deemed to have committed an act of exceptional misconduct and will be subject to termination of enrollment.  Any student carrying, exhibiting, displaying, drawing or storing a firearm will be terminated from the program.  Any adults carrying, exhibiting, displaying, drawing or storing a firearm will be asked to leave the school property.

Termination of Enrollment
In certain circumstances, it may be necessary for the Program Director to decide to discontinue a child's attendance. The Program Director can at any time…. terminate a student and family from the program. Such a decision would be based on whether it is in the best interest of that child. No refund of any tuition paid will be given to the terminated child and/or family. If tuition was paid in full for the entire year, North Whidbey Kid’s Academy will keep the next 2 months tuition to ensure enough time to find a family to replace the terminated student’s spot.  Every effort will be made to correct a problematic situation before a final decision is made. Termination of enrollment may be the result of the following:

· Abuse of other children, staff or property 

· Disruptive or dangerous behavior 

· Excessive use of foul language

· Using, possessing, selling, or distributing controlled substances, including tobacco, at school, on school premises
· carrying, exhibiting, displaying, drawing or storing a firearm or any other weapon
VI. Enrollment and Admission Requirements
Annual Application Fee
Families will pay an annual non-refundable application fee of $100.00 per child.  Also, one month’s tuition, which will apply to the first month of the child’s enrollment at North Whidbey Kid’s Academy, is required.  These deposits are NON-REFUNDABLE.  

Tuition Policy North Whidbey Kid’s Academy yearly tuition is based on a 38-week period or 1,020 instructional hours for full time kindergarten-second grade.  This 38-week period runs from the months of September through June—which is 10 months.  A child’s yearly tuition can be divided into 10-month payment periods or paid in full at the beginning of the year.  Some families also choose to split the YEARLY TUITION into 20 payments and pay on the 1st of the month and the 15th of the month.  If you choose not to pay the YEARLY tuition at the beginning of the year…… the monthly tuition is the same no matter how many days/weeks your child attends school for a month.  For example, during the month of December North Whidbey Kid’s Academy is opened for three out of the four weeks.  The tuition will still be the same monthly tuition.  During the month of April, North Whidbey Kid’s Academy will be closed for spring break---your child’s tuition will still be the same for that month.  The last month of school, June, North Whidbey Kid’s Academy will only be opened for two or more weeks—your child’s monthly tuition will still be the same. Tuition is due and payable on the first of the month and must reach us by the first. A service charge of $50.00 will be added to your account for tuition received after the fifth.  Dishonored/returned/bounced checks may be assessed an additional fee of $50.00.  An additional service charge of $50.00 will be added to your account if the balance is not paid by the 10th of the month and service will be terminated until balance is paid in full. Enrollment will be terminated at the discretion of the school for non-payment of tuition.

Fees   
	Yearly Tuition (Half-Day Programs)

9:15 am—12:15 pm or 12:30 pm—3:30 pm
	Yearly Tuition Cost

	5 Days a Week 

   or 10 monthly payments of $400.00
	$4,000.00

	4 Days a Week    

    or 10 monthly payments of $350.00
	$3,500.00

	3 Days a Week  

    or 10 monthly payments of $300.00
	$3,000.00

	2 Days a Week  


    or 10 monthly payments of $250.00
	$2,500.00

	Yearly Tuition (K, 1st & 2nd Grade Program)

9:15 to 3:30
	$7,000.00


Fees are due by the first of each month and will be considered late after the fifth of each month.  A late fee of $50.00 will be charged to your account if fees are not paid by the fifth.  The monthly fees are due whether your child is absent due to sickness, vacation, snow days, family vacations, holidays, or other absences.  Failure to pay such fees or repeated late payments of fees will result in termination of services for your child. If for any reason during that time we feel the child will not function well in our environment we will inform the parent. We also reserve the right to terminate a family if they refuse to follow policies of North Whidbey Kid’s Academy. No tuition refund will be given at any time when a child and/or family are terminated from North Whidbey Kid’s Academy.
Late Enrollment 

Families who enroll their child after the first two weeks of the school year will pay a pro-rated tuition to take into consideration the late starting date. 

Additional Fees 

Fees for field trips, special events, and/or occasional supplies for projects may be collected in addition to the tuition fee. Advance notices of such fees will be provided to families and charges for the fees will be added to the monthly tuition bill. 

North Whidbey Kid’s Academy will provide a written notice when planning a field trip.  This notice will include trip location, transportation, date and time, and parent signature for attending trip. The academy will bring these items on the trip:  Emergency information on each child, Medical release for each child, First Aid kit, incident report cards and a cell phone. There will be a certified CPR and First Aid person on every field trip.
Fees for Picking up Your Child Late
North Whidbey Kid’s Academy closes at 3:30 p.m.  You must be at North Whidbey Kid’s Academy and be responsible for your child at 3:30 p.m.  After 3:40 p.m. you will be charged a $50 late fee for the first 15-minute time period that you are late and $10.00 per minute after the first 15 minutes.  North Whidbey Kid’s Academy reserves the right to call the local police department to pick up your child if you are more than 30 minutes late (after 4:00 p.m.).

Morning kids must be picked up at 11:45 or 12:15 to alleviate the disruptions during mid-day pick-up and drop off. If your child is not picked up by 12:00 or 12:20…you will be assessed at $20 late fee.  If your child is not picked up by 12:25…there will be a $50 late fee added to your account.

If your child is an afternoon only student…. please do not drop them off before 12:30.  

Notice of Withdrawal
A two-month written notice is required to withdraw your child from North Whidbey Kid’s Academy.  You will be charged two full months tuition fee to ensure enough time to find a family to replace the terminated student’s spot.
In certain circumstances, it may be necessary for the Program Director to decide to discontinue a child's attendance. The Program Director can at any time…. terminate a student and family from the program. Such a decision would be based on whether it is in the best interest of that child. No refund of any tuition paid will be given to the terminated child and/or family. If tuition was paid in full for the entire year, North Whidbey Kid’s Academy will keep the next 2 months tuition to ensure enough time to find a family to replace the terminated student’s spot.  Every effort will be made to correct a problematic situation before a final decision is made. Termination of enrollment may be the result of the following: Abuse of other children, staff, or property. 

· Disruptive or dangerous behavior 

· Excessive use of foul language

· Using, possessing, selling, or distributing controlled substances, including tobacco, at school, on school premises
· carrying, exhibiting, displaying, drawing, or storing a firearm or any other weapon
Refund Policy 

The $10/0 Registration Fees (Regular School Year and Summer Programs) are NON-REFUNDABLE.  There will be no refunds of monthly tuition or any money exchange when a family decides at the last minute that their child will not be attending the academy.
In certain circumstances, it may be necessary for the Program Director to decide to discontinue a child's attendance. The Program Director can at any time…. terminate a student and family from the program. Such a decision would be based on whether it is in the best interest of that child. No refund of any tuition paid will be given to the terminated child and/or family. If tuition was paid in full for the entire year, North Whidbey Kid’s Academy will keep the next 2 months tuition to ensure enough time to find a family to replace the terminated student’s spot.  Every effort will be made to correct a problematic situation before a final decision is made. Termination of enrollment may be the result of the following:

· Abuse of other children, staff, or property 

· Disruptive or dangerous behavior 

· Excessive use of foul language

· Using, possessing, selling, or distributing controlled substances, including tobacco, at school, on school premises
· carrying, exhibiting, displaying, drawing, or storing a firearm or any other weapon
Vacation Policy 

The school year is 38 weeks long, excluding winter, spring and summer vacation, and other holidays posted on our calendar. Vacation times follow quite closely to Oak Harbor School District’s calendar. No tuition credit will be given for family vacations or times when a child is home due to illness. North Whidbey Kid’s Academy is closed on the following holidays/staff development days:

· New Years Eve/New Years Day 

· Martin Luther King Jr. Day 

· February Parent/Teacher/Student Conferences

· Presidents Day 

· April Parent/Teacher/Student Conferences

· Last week in March—Spring Break

· Memorial Day and Independence Day 

· Labor Day 

· Veterans Day 

· Thanksgiving Day/Day After Thanksgiving 

· 2 Weeks in December for Christmas/Winter Break  

· Up to 2-4 days throughout the year for teacher doctor appointment days

Possible Rate Changes 

In our industry, rate changes usually occur at the beginning of the fall semester and remain in effect for the academic school year Fluctuations in rates, however, may reflect an increase in the costs of maintaining the academy.  We want parents to be aware of these potential changes in advance of the conditions becoming policy and would inform parents of any other policy changes that may occur. 

Change of Schedule 

If an even change or reduction is made in the number of days a child attends school, a $50.00 charge will be added to the next month's invoice. A four-week notice must be given to reduce a schedule. No charge will be assessed if days are added to the child's schedule. To add days, a family must allow no less than three school days notice. 

Required Forms
The following forms are required and will need to be on file on or before the first day of attendance: 

· North Whidbey Kid’s Academy Application and Enrollment Agreement

· Student Personal Profile

· Parent Fee Agreement

· Emergency Contact Information

· Immunization Record 

· Medical and Health Record

· Emergency First Aid and CPR Authorization Form

· Emergency Treatment Authorization Form (medical, surgical, and hospital care)

· Emergency Transportation Authorization Form

· Syrup of Ipecac Authorization Form

· Name/Release/Website Release form

· Signed Parent Handbook Form

· Registration Fee and Tuition

Children's records are confidential. 

VII. Attendance Policy

Arrivals and Departures
When you bring your child/pick up your child, please:

1. No one other than those noted in your file (with I.D.) will be allowed to pick up your child without prior permission.  This will require a signed permission note from the parent the day before or a phone call if the person picking up is already on the “pick-up list” which is indicated in the child’s file.

2. Tell one of the staff members that your child has arrived/leaving.

Tardiness
Our class session starts promptly at 9:15 a.m. and 12:30 for the afternoon. It is important that your child not be tardy as it is very disruptive to the class. We have found that any child who is brought in late takes longer to adjust.  Please call/text if your child will be late or absent. 
Absences
Please notify the academy if your child will be absent.  Please notify us as early as possible.  The monthly fee is due when your child is absent, regardless of the reason for the absence. 

*Those enrolled in the K-2nd grade program will have to bring in an excused note for being tardy or absent to school. If no note is present students will be given a tardy or unexcused absent notification. This notification is documented and given to OSPI at the end of the school year. If absent more than 3 consecutive days…a doctor’s note will need to be presented before coming back to school.
Visiting
Visitors to the school must enter through the main door—located in the back of the building.  Parents are always welcome and have free access during operational hours.  To avoid disrupting the children’s schedule, we ask that you try to check with your child’s teachers before you visit.  Please do not sit and “socialize” in the parking lot from the times of 12:15 to 12:45……. parking is limited!
Parking
North Whidbey Kid’s Academy is committed to keeping traffic in the neighborhood to a minimum.  We encourage families to carpool, walk, or park at Koetji Park to help alleviate parking problems.  Please use caution when driving through our parking lot. Parking is limited. Please be sure to hold your child's hand to and from the front door. Remember that our behavior sets an example for our children.  Do not allow your child to climb the large rock in the front of the yard.  When you come through the gates to our play yard, please be sure to close them behind you.  The children’s safety and welfare depend upon your cooperation and careful attention.

Snow Days 

The Program Director will email and/or text you regarding snow and school closures.
Teacher Sick or Emergency School Closure
If Tina Smith (Lead Teacher) becomes too ill to attend school, Mrs. Smith will call a substitute to take her place for the day.  The substitute will have completed the appropriate documents to be able to work at the academy.  Mrs. Smith will still be on the premises for she lives in the building.  If there is no substitute available during an emergency when North Whidbey Kid’s Academy must be closed………a make-up day will be scheduled for that missed day.
VIII. Food Handling and Nutrition Policy

Snacks
Good eating habits and positive attitudes toward food should be established at an early age. Please provide a well-balanced snack that contains protein, fruit, vegetable and bread groups, and very little sugar.  
· Protein sources, such as meat, poultry, fish, eggs, cooked dried peas or beans, cheese, or peanut butter
· 2 vegetables or 1 vegetable and 1 fruit, or 2 fruits. 

· Cereal, or whole grain or enriched bread products. 

· Grade A vitamin D milk.

Please be sure to supply a drink for your child. If you choose to supply juice, also include a dairy food in your child's snack. Your child's snack will be stored in the classroom, so please put an ice pack in your child's lunch box. Hot food should be placed in a thermos since time does not allow staff to heat snack items. All snacks should be labeled with the child's name.  Remember that this is not a lunch…. students only have 15 minutes to eat their snack. Please pack only 1-2 items and a drink.
Those students attending the K-2nd grade full day program are to bring a lunch & 1 snack.
If you wish to send a treat for snack time on your child’s birthday, holiday, or your child’s last day at North Whidbey Kid’s Academy, please consult the Program Director.

Children will be seated at child-size tables and chairs for lunches and snacks. Staff will join the children for meals/snacks to promote good table manners, sanitary habits, conversation/social skills, and to supervise the children. 

Food Allergies
Health information cards will be checked to note food allergies of individual children. Appropriate staff members will be made aware of any allergies present in the children for whom they are responsible. An alternative snack will be made available to those children. When a physician has written instructions for nutrient concentrates and supplements, this document will be reviewed by the Program Director and appropriate staff members and followed exactly as written.  Enrollment forms will be checked to determine food preferences listed by parents (i.e., vegetarian habits, parental wishes regarding special snacks/holiday and birthday treats, etc.).  

We currently have no food allergies at North Whidbey Kid’s Academy.
IV. HEALTH CARE POLICIES AND PROCEDURES

Cleaning and Sanitizing Procedures

Cleaning is the removal of physical debris. Sanitizing is the killing of disease-causing organisms. Both are important in preventing illness. North Whidbey Kid’s Academy will use an approved chemical sanitizer to kill bacteria. North Whidbey Kid’s Academy will use Clorox Disinfecting Wipes which contains the active ingredients of: Dimethyl Benzyl Ammonium Chlorine and Ethyl benzyl Ammonium Chloride as well as other ingredients.  For deep cleaning jobs, we will dilute bleach because it is readily available and inexpensive. North Whidbey Kid’s Academy will read and follow the instructions for diluting with water and contact time. We will never mix bleach with cleaners containing ammonia; they combine to form harmful vapors.

Handling Body Fluids – Some germs are spread through body fluids. Intestinal tract infections are spread through the stool. Respiratory tract infections spread through coughs, sneeze, and runny noses. Therefore, it is important to handle body fluids in a way which prevents the spread of illness. Individuals with an illness do not always show signs of sickness. North Whidbey Kid’s Academy assumes that all individuals are potential carriers of a communicable disease. Our policies are established for staff to follow to ensure that body fluids are handled in the most safe and sanitary fashion. North Whidbey Kid’s Academy has four steps that will be followed to prevent contact with and the spread of disease-causing organisms when cleaning up blood, vomit, or other body fluids. These steps include wearing gloves and blot up the spill; disinfect the area with a sanitizing solution of ¼ cup bleach to 1 gallon of water; disinfect any items used during the sanitizing process (brushes, mops, pails etc.); dispose of gloves and rags that were used and wash hands.

Environmental Cleaning –Surfaces will be cleaned between use or daily, depending on the item. 

Toys and Play Equipment –Toys and play equipment may be shared by many children and the potential for transmitting infections is obvious. Toys are especially challenging because of the varying materials and textures involved. Our policy is to sanitize toys on a weekly basis in a high temperature dishwasher or by washing them with soap and water and then rinsing the toys in a dilute (1:10 to 1:100) bleach solution. The toys will be air dried.
Hand Washing and Germ Plan
The implementation of appropriate hand washing polices and education of staff and children on the relationship between hand washing and germs can reduce the incidence of colds in the staff and child population of a childcare facility. All personnel working for North Whidbey Kid’s Academy will receive specific training and ongoing supervision regarding infection control. 

The concepts outlined below will be modeled, taught, monitored, modeled, taught, and monitored constantly and consistently (

1.  Concept:  Washing hands get rid of germs.  Hands should be washed after using the toilet, before and after eating, after outdoor play, before cooking activities and water play and after playing with pets.  Germs can be on your hands even if hands don't look dirty. 

Specific objective:  The children will discuss when, why and how they wash their hands.  The children will wash their hands using the 4 steps of hand washing. 

2.  Concept:  Thoroughly washing, rinsing, and drying hands will get the germs off hands.  The use of warm running water, soap and scrubbing motion with lots of bubbles will help clean hands.  Warm water is mixing cold water and hot water together.  Germs are everywhere.

3.  Concept:  "Give your cough the elbow" so germs are not spread by hands.  Germs are easily spread.  Germs can make us sick. 

Specific objective:  The children will discuss how germs are spread around the center.  The children will demonstrate how to "give your cough the elbow.”
Illness
Colds, flu, and other contagious diseases seem to occur frequently and spread easily among children. To help protect your own child's health and to minimize the possibility of contagion at school, please keep your child at home if you observe any of the following symptoms:

· Nasal discharge that is green or yellow 

· Complaints of ear pain 

· Productive cough 

· Severe sore throat 

· Eyes that are pink, burning or itching or producing discharge

· Diarrhea or vomiting 

· Fever 

If these symptoms of possibly contagious conditions are observed in your child during the day, you will be called to come and pick up your child immediately.

When your child has a fever, please keep him/her at home an additional 24 hours after the temperature returns to normal WITHOUT the assistance of medication such as Tylenol. This will help to ensure that the illness has passed and that your child will be well enough to resume school activities.

North Whidbey Kid’s Academy will notify parents and guardians when their children may have been exposed to a communicable disease or condition (other than the common cold) and provide them with information about that disease or condition. The director will notify parents and guardians of possible exposure by emails, written notice, meetings, or calls if it is necessary.  Since each case may be different, the director will inform all parents and guardians of the potential severity of the case and will decide based on the information given.  The director has the right to be proactive by exclude any child from the school for time she feels needed to help stop the spread and exposure of the disease and/or illness within the preschool.  The director will seek the advice of the Island County Health Department regarding potential communicable disease or conditions (other than the common cold).  Furthermore, the director will implement the directive of the Island County Health Department over the recommendations of family physicians.  No family will be reimbursed tuition for time their child has stayed home due to a potential outbreak and/or an outbreak of a virus, infection, or disease of any kind.
Communicable Disease Reporting Requirements
If a student develops measles, mumps, chicken pox or strep, a written notice will be sent home to the families of the other students. The notice will cite the communicable disease, list possible symptoms, and suggest a course of action. 
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Head Lice
This is a very common occurrence in young children. This has nothing to do with cleanliness. They are very easily transmitted by leaning back in an upholstered chair where someone had previously sat who had head lice, sharing caps or helmets, hair accessories, brushes, combs, even sitting close and touching heads. Random lice checks are conducted. If head lice are found on a child, the following steps are taken:

· Parents are notified and child must be picked up from school. 

· That child's head must be treated with a product formulated to remove head lice. 

· Nits must be removed with a special nit comb included in product. 

· The child will be excluded from school the following day. 

· Upon returning to school state health laws require examination of hair and scalp by office personal before returning to school 

· A handout of additional information regarding lice is given to parents at the time of pick-up.

To avoid infestation, it is important to inspect all family members for two weeks and treat if infected. Nits on the scalp may be seen more easily on the hair at the back of the neck and above the ears.

Please be assured that we will do everything possible to prevent infestation in our center. With your support, we will stop the lice from spreading.

Medical and Emergency Forms
Each child must have on file at North Whidbey Kid’s Academy a medical form signed by the child’s physician, and emergency forms indicating where parents or other responsible persons can be reached in case of an emergency, as well as a medical release for emergency treatment.  The physician’s form must be updated yearly.  Please be sure the center has a phone number where at least one parent can always be reached. 

Minor Injuries
Parents or emergency contacts will be notified if a child becomes ill at school. Parents will also be notified if their child incurs any injury, including minor injuries, at school.  An “Accident Report” will be completed, and a parent/guardian will have to sign the report so that North Whidbey Kid’s Academy can keep documentation of any injuries that occur at school.  All employees hold a current First Aid/CPR card and have received safety training to include child/sexual abuse recognition and reporting and the handling of blood born pathogens. 

First Aid/Medical Emergencies
Should the Program Director or other staff members appointed by the director decide that a child needs immediate medical attention; we will first attempt to reach the parents.  If neither can be reached, we will follow the instructions on the emergency sheet specifying a doctor or clinic, or take the child based on the staff member’s judgment, immediately to the Emergency Room at Whidbey General Hospital.  The parents are responsible for the cost of any emergency treatment.

If a life-threatening emergency to a child occurs, we will take the following actions: 

• provide first aid according to the recommendations of the American Red Cross. 

• contact the Emergency Medical System (911) and will... 

-Describe the situation 

-State the physical location of the emergency 

-Give the phone number and stay on the line until told to hang up. 

• contact the parent or, if the parent cannot be reached, the child's alternate emergency contact person. 

An “Accident Report” form will be completed as soon as possible after the incident.  The parent will sign the form. Copies will be given to the parents on request and will also be kept on file at the school.  

Emergency numbers will be posted in each room and on the inside of the First Aid Kits. 

FIRE, POLICE, MEDICAL 911                                       LOCAL HEALTH DEPARTMENT 679-7351 

Medication
As a service to our parents, the staff will administer medication prescribed by your physician. Medication must be in the original container with the child's name on the label, as well as the prescription number, name of the medication, dosage, and expiration dates. A permission to administer medication form can be found in the handbook and it must accompany the medication. The form will be applicable for no more than 10 days.  All medications will be stored in a locked cabinet out of the student's reach, unless they need to be refrigerated then they will be stored in a locked box inside the refrigerator. North Whidbey Kid’s Academy will provide documentation of the date and the time medication was given. 

Medication will be sent home when it is no longer needed. 
Immunization Policy
You must present, on or before your child's first day of school, proof of: 1) full immunization, or 2) initiation of the schedule of immunization, or 3) a certificate of exemption (religious, personal, or medical). Proof constitutes completion of the Certificate of Immunizations Status Form and your signature. 

Minimum immunization requirements are: 

· 4 or more doses (for entry level students, K-5 grade) of DPT-DT-Td with the last dose on or after the 4th birthday. 

· 3 or more doses of POLIO vaccine with the last dose on or after the 4th birthday. 

· 2 doses MMR. First dose on or after 1st birthday 
· 3 doses Hepatitis B for kindergarten entry only. 

Immunization requirements are waived upon signature of the parent that the child should not be immunized for personal or religious reasons. 

Immunization requirements may also be waived upon signature of a physician that the child should not be immunized for health reasons. 

Children who have not received subsequent doses of vaccine appropriate to their age must receive such subsequent doses within one year of the first day of attendance and must notify the academy in writing as each dose is received.  When children are in the process of being immunized (i.e., the child has received some DPT and Polio doses but not all that are required for the child's age), the academy will request a note from the child's health care provider that the child is on schedule for the immunizations and the respective date for the next scheduled dosage. This note will be attached to the child's immunization record. A follow up on this scheduled immunization will be done using the academy’s health bookkeeping system. The Program Director is responsible for follow-up on the maintenance of immunization records. 

As required by Washington law and administrative rule, the district attorney will be notified that a child has failed to comply with immunization requirements, when the following conditions exist: 

· Children who do not submit an immunization record within 30 school days (six weeks) of admission. 

· Children whose record, at 30 school days after admission, indicates that they do not have at least the first dose of each required vaccine; and 

· Children who fall behind schedule (i.e., do not obtain an immunization which their health care provider has indicated is due on a certain date).

Child Abuse Reporting:  Law Requirements
North Whidbey Kid’s Academy is obligated by law to report any observed evidence or suspicion of child abuse, neglect, or abandonment to the local police or child protective services. If bruises, abrasions, unusual behavior, or other problems have been observed, it will be brought to your attention.  Please inform us immediately if your child is recovering from an injury, emotional upset, or unusual medical situation. 

X. Disaster Preparedness
	The staff of North Whidbey Kid’s Academy is prepared to continue caring for the children enrolled in the school 

through any disaster that might befall them.  Descriptions of Fire Evacuation Routes have been posted 

in every classroom and office.  Copies of the Emergency Disaster Instructions have also been posted in 

the classrooms and offices.

Emergency Information Cards on each staff member and student are kept in the office.

In case of damage to the school building, everyone will evacuate the building and go to the 

“Emergency Area”.  Parents would be able to find their children in the declared “Emergency Area” 

at school or we will leave a large poster of our relocation place.


Staff members at North Whidbey Kid’s Academy are First Aid and CPR certified and prepared to handle an emergency.  In the case of a natural disaster, we will follow the correct procedures. To ensure this we will have monthly fire drills, earthquake drills, and children will be taught about safety.  North Whidbey Kid’s Academy has prepared the facilities so that the staff and students will be able to live without running water, electricity and/or gas, and telephones -- for at least one day following a disaster. To do so, North Whidbey Kid’s Academy will keep on hand in a central location the following: 

· Food. Enough for 24 hours
· Water. Enough so each person has a half-gallon for 24 hours. The water will be stored in airtight containers and replaced every six months. We will store disinfectants such as iodine tablets or chlorine bleach, eight drops per gallon, to purify water if necessary. 
· First aid kit. North Whidbey Kid’s Academy will make sure the First Aid Kit is well stocked, especially with bandages and disinfectants. 
· Fire extinguisher. The fire extinguishers will be suitable for all types of fires. All staff members will be trained on how to use it. 
· Flashlights with extra batteries.  Flashlights will be kept in every room and in several other locations. North Whidbey Kid’s Academy WILL NOT use matches or candles after an earthquake until we are certain there are no gas leaks. 
· Portable radio with extra batteries. Most telephones will be out of order or limited to emergency use. The radio will be our best source of information. 
· Extra blankets, clothing, shoes, and money. 

· Alternate cooking sources. Store a barbecue or camping stove for outdoor camping. CAUTION: A staff member will ensure there are no gas leaks before using any kind of fire as a cooking source and will not use charcoal indoors. 
· Tools. Have an adjustable or pipe wrench for turning off gas and water. 

“POWER OUTAGES”
In case of windstorms and power outages North Whidbey Kid’s Academy will:

· Contact Puget Power at 1-800-321-4123 to determine the anticipated length of the outage and for other information.

· Be sure that there are working flashlights in every room.

· Be sure that there is a working radio (with working batteries) in the “Emergency Kit”.

· Turn off/unplug all computer equipment and will not start until power has been fully restored.

“FIRE IN OR NEAR SCHOOL BUILDING”
In case of a fire in or near the school building North Whidbey Kid’s Academy will have:

· Battery - powered smoke detectors installed in all rooms.

· A large capacity fire extinguisher located in the administrated area and the kitchen.

· When an alarm is activated, everyone will immediately evacuate the area.

· If we must exit through smoke, we will crouch and move quickly to safety.

· At least two ways of escape from the establishment.

· Staff will account for all students and maintain control of students a safe distance away from the school.

· An “Emergency Area” located outside of North Whidbey Kid’s Academy where everyone would meet after escaping (on the walkway toward Koetji Park…behind the school).  Staff will account for all students and staff at this safe location.

· Once we are out of the building, we will stay out until authorities authorize our safe return.

· The local Fire Department will immediately be summoned to the home upon detection of fire or smoke.

· Parents will be notified as soon as possible. Emergency transportation of the children to parents will be arranged as quickly as is reasonably possible.

“EARTHQUAKE”
During an actual earthquake North Whidbey Kid’s Academy will:

· If indoors, everyone will stay indoors and crawl under sturdy furniture and hold on to legs.

· If outdoors, stay in the open.  Keep away from building, trees, and electrical wires.

· Make sure no one runs through or near building where debris could fall.

· Not use flames, matches or any open flames.

After the shaking North Whidbey Kid’s Academy will:

· Children will be checked for injuries and first aid given as needed. 911 may be called for additional help.

· No one will attempt to move the seriously injured unless they are in immediate danger or further injury.  A staff member will stay with any injured students if the building is evacuated.

· Inspect the building structural damage.  If the building is weakened in any respect, North Whidbey Kid’s Academy will dismiss classes one at a time carefully through exits judged most safe and go to the “Emergency Area”.  All staff members will keep students in groups and under control.  Staff members will also take roll and make sure no one is missing.

· Shut off all utilities.  Check for any electrical, gas, water leaks, etc.  If gas is leaking, staff members will open doors and windows to ventilate rooms in areas near leak.  A staff member will report all leaks to utility companies.  Everyone will stay out of the building until the gas utility officials indicate it is safe to return.

· Have a disaster-supplies kit has been assembled and stored in building.

· Listen to local radio stations for further information on the earthquake damage.

· Notify parents of the situation as soon as possible as is reasonably possible. Emergency transportation of children to parents will be arranged as soon as possible if needed.

· Be prepared for after-shocks.

Other Emergencies
If it should become impractical or impossible to keep North Whidbey Kid’s Academy open due to an emergency, we will first notify parents, if possible.  If we must close the center and relocate the children, we will tell the Oak Harbor Police Department where your child has been taken and will also post this information on the door of the center.

XI. Other Policies and Procedures
Clothing
Children must be fully dressed when they arrive at school. Because play activity is such an important part of the curriculum, clothing should be practical and comfortable. Due to our weather—please make sure your child comes to school with a coat/hat/gloves on cold days for we do go outside and play.  No open toed shoes: sandals, jellies or cowboy boots are permitted. Little toes are easily hurt, and children have a difficult time on the playground. We also prefer that children do not wear jewelry. Every child is required to always have a complete change of clothing including socks and underwear. If your child has changed clothing during the day, please take home the soiled items and replace them the next day. All clothing items must be labeled with the child's full name.

Lost and Found
Please mark all items of personal property. We will make every attempt to locate and return lost items. This task is much easier if your child's name is on the items. We cannot be responsible for any personal items that your child may bring to school.

Toys
North Whidbey Kid’s Academy prefers that your child leave all toys and possessions other than clothes at home.  It is the parents’ responsibility to retrieve any toys or things that child brings to North Whidbey Kid’s Academy ---unless the items correspond with lessons/activities that are taught in the classroom and the teacher specifically asks for the item(s) to be brought to school.  We will try to put your child’s possessions in his/her cubby, but we cannot be responsible for toys or other articles brought from home by your child.

Field Trips
Preschoolers, toddlers, and young children are always learning. When they observe, touch, see and smell-they are learning. It is a never-ending part of their young lives. This ‘learning’ fact is a big reason why it is important for children to experience new things and new environments. We believe field trips are an important component of our school program. There are a variety of places or activities (field trips) that we participate in. For example, we take the kids to the pumpkin patch, fire station, various children museums, the local bowling alley, library, parks, beach, etc.

These field trips will be scheduled on the school year calendar.  All students are invited to participate in every field trip…. even though it is on a day he/she does not attend school.  However, it is your responsibility to get your child to/from the field trip.  The school has 4 spots in the vehicle to take children who attend school on the day of the field trip.  These 4 spots are on a first come first serve basis.  Ms. Smith will not reserve these spots for the entire year.  In most cases, there will not be school on the day of the field trips. 
There may be additional costs to attend each field trip.  If you choose not to attend a field trip or field trips that is your decision.   However, you will not be reimbursed for any of the monthly tuition that you have paid or will be paying since field trips are part of the “program”.  When signing up to be a part of North Whidbey Kid’s Academy each family was given the yearly calendar (which has the days field trips will be held on). The field trip days are scheduled at the beginning of the year to give ample amount of time for families to plan for their own schedules.  North Whidbey Kid’s Academy is not held responsible for any inconveniences your family may encounter if the school is not in session due to a field trip.
Again, field trips are a part of the North Whidbey Kid’s Academy Program and this is discussed at the beginning of the year Parent Meeting, it is stated in the Parent Handbook and the field trip days are prescheduled on the yearly calendar for families to make prior arrangements.  We hold NO responsibility in reimbursing money or “time” in school if you choose not to have your child attend the field trip(s)…even if your child is scheduled to attend “regular school” that day.

Pet Handling Procedures
All staff and children who handle animals of any kind will wash hands before and after contact. The cleaning of animal habitats will be the responsibility of staff members (only) during non-operational hours. The staff will also do feeding of pets.

Toilet Training
North Whidbey Kid’s Academy has a potty-trained requirement for all children attending the program. North Whidbey Kid’s Academy defines potty trained as children able to control both urination and bowel movements and can use the toilet with no assistance when they feel the need. (Children in pull-ups are not fully potty trained.) An occasional accident happens for all children. However, if a child has accidents regularly (once per week or more), they are not considered fully potty trained and do not meet the potty-trained requirement.  These children will be asked to remain at home until they can meet this requirement. Children are given a five-day attendance grace period for adjusting to the new environment before they are held to the potty-trained policy. North Whidbey Kid’s Academy staff understands that this is a sensitive process for children and their families. Parents are welcome to pay the regular tuition fee to hold their child's slot if not fully potty trained when school begins. Otherwise, you may contact us when your child is accident free at home. We will do our best to find a space for children who have been accepted into the program but need to wait until being fully potty trained. 

Nondiscrimination
All children and staff will be accepted into programs and activities without regard to race, color, national origin, creed, Religion, sex, age, or disability.

Website/Internet Policy
North Whidbey Kid’s Academy Classroom Website

http://northwhidbeykidsacademy.com  our informational website and Facebook site  https://www.facebook.com/North-Whidbey-Kids-Academy-103395821218/, is designed to keep parents abreast of classroom activities, featured events, and daily schedules. A photo gallery is included to help parents learn more about what goes on at North Whidbey Kid’s Academy, LLC.  For safety reasons, no child’s name will be posted next to any pictures. 

Custody Issues 

Children of parents who are divorced or separated must be legally released to the non-custodial parents according to Washington statutes. This also means that we must release information to the non-custodial parent. The only way we can decide not to do so is if we have a signed court document in the child's file stating otherwise. If you anticipate any problems in this area, please see the Program Director. 

Children Listing More Than One Residence 

If your family needs more than one copy of information from North Whidbey Kid’s Academy, LLC, please let us know. We will be happy to send multiple copies of information to all parents/guardians of enrolled children. 

Parent Handbook
Please initial each line when you have reviewed or completed each item: 

_____

Teacher and Staff Information






_____

School Philosophy








_____

Program Information/Curriculum






_____

Educational Policy








_____

Parent Involvement Policy







_____

Classroom/Behavior Management Policy








-Behavior Sticker Chart (Classroom Management)



 

-Biting Policy










-Termination of Enrollment






_____

Enrollment and Admission Requirements








-Application Fee/Tuitions










-Late Enrollment/Fees for Picking up Your Child Late




-Notice of Withdrawal




-Refund Policy




-Vacation Policy/List of Vacations—No School




-Possible Rate Changes/Change of Schedule

_____

Required Forms









_____

Policies and Procedures











-Arrivals and Departures/Tardiness/Absences







-Visiting/Parking/Gates










-Snacks/Lunch 









-Clothing/Lost and Found/Toys









-Toilet Training/Hand-Washing Germ Plan





-Illness/Head Lice








-Medication/Medical & Emergency Forms/Emergencies

-Immunization Policy






-Disaster Preparedness Policy






-Child Abuse Reporting Laws






-Nondiscrimination Policy





-Website/Internet Policy







_____

Miscellaneous Information




-Field Trips



-Custody Issues



-Snow Days



-Inappropriate Language



-Drug/Alcohol/Tobacco Policy

I have read, understand, and agree to abide by the rules and policies of the academy.

Parent Signature/Date


______________________________
          Program Director Signature/Date 
______________________________                                               
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