Established in 1995, Willow Woods Learning Center is a Not-for-Profit Corporation.  As a Not-for-Profit Corporation, Willow Woods Learning Center is overseen by a volunteer Board of Directors and managed by an on-site Director and Assistant Director.  The Board of Directors consists of a Board President, Vice-President, Treasurer, Secretary, and up to 5 additional Board Members.  The most current list of board members can be obtained through the Center Director.  Because Willow Woods is a Not-for-Profit Center, all money received goes directly back into the Center in the form of overhead expenses, staff salaries, staff development, enhancing curriculum, supplies, etc…

Mission & Vision Statement

Our Mission

We provide a place to learn, a place to grow and ensure a quality learning center environment for children that paves the way for success in life.

Our Vision

To be the leader in quality early education in our Community.

****

We will provide a safe, healthy, nurturing and joyful environment 
where children have the opportunity to grow and develop to
their fullest potential.

We believe children learn best while they are having fun.  We will provide a program geared toward the developmental needs of
each individual child – physically, socially and emotionally.

We will provide comprehensive childcare within the framework
of highest quality developmental standards, while building a sense
of community for all children and families. 

Our goal is to enhance each child’s self-concept and esteem.  We will provide
developmentally appropriate experiences, which provide
opportunities for independent decision making and social
interaction while challenging both physical and cognitive skills.

Program

It is the philosophy of this learning Center that early childhood should be a time of fun, warmth, security, exploring and discovery.  The program strives to nurture and encourage the creativity and receptiveness in the child.

The Center’s purpose is to provide an atmosphere that encourages social, emotional, physical and intellectual growth and development as a whole.

Planned within the framework of philosophy and purpose, the curriculum includes sharing and conversation time; stories, songs and fingerplays; creative art activities and crafts; games and large muscle activities; field trips throughout the community; food preparation; science and nature activities; exposure to shapes, colors, numbers and letters; and celebration of birthdays and holidays.

Willow Woods Learning Center also offers a Summer Program for school age children.  The program consists of a variety of learning opportunities, including field trips to local events/exhibits and swimming.

Affirmative Action Statement

Willow Woods Learning Center advertises for business in the public media in order to make openings known to all.  Children are admitted regardless of race, creed, color, sex, national origin, religion or handicapped condition.

Admissions

Children from 6 weeks old up to 12 years are eligible to enroll in the learning Center.  Admission requirements and enrollment procedures are as follows:

· Classes are filled on a first-come/first-served basis.


· If the classes are full when a parent calls, the child’s name will be put on a waiting list to fill vacancies as they occur once a deposit has been paid (see Page 4 – Waiting List Deposit).


· As vacancies occur during the year, they will be filled from the waiting list or from new registrations according to the above procedures.

· If your child is enrolled as Part-Time there is a possibility that your child’s spot could be given to a Full-Time child depending on the Capacity of the Classroom.  You will have a choice to start your child as Full Time or leave the center until another spot becomes available.
· No child over the age of 4 who is not fully potty trained without a medical diagnosis will be admitted into the Center (see page 8-Medical Diagnoses).

Days and Hours of Operation

The Center is open from 6:00 am to 6:00 pm, Monday through Friday.  The Center observes the following holidays and the Center is closed:

· New Years Day

· Memorial Day

· Independence Day

· Labor Day

· Thanksgiving Day

· Friday after Thanksgiving

· Christmas Eve 
· Christmas Day (should Christmas fall on a weekend, the center will close either the Friday before or the Monday after)


Please note, even though the Center is closed, you are still required to pay for childcare for that day unless you opt to use one of your vacation days (see Page 7 - Vacation).

Center Closing & Inclement Weather Policy

WWLC will make every effort to remain open on all scheduled business days.  In the event of the building becoming nonfunctional or unsafe it may be necessary to close the center in order to ensure the safety of Willow Woods children and staff until normal operating conditions can be restored.  Some example causes may include but are not limited to:


-power outage


-no running water


-no heat or air conditioning


-significant structural damage to building


-severe ice storm


-business phone not working (Missouri Dept. of Health, licensing rule) 


-flood or water damage


-fire damage

-COVID Outbreak
The decision to close the center will be made by the director and assistant director.  If either is unavailable the board president or other officer will act as an alternate.  Parents will be responsible for calling the center as early as 5:30am to see if there is a late start or school closing.  You can also be notified by tuning into NBC Action News or radio stations such as KMBZ 980am, KXTR 1660am, Sports 610am, WDAF 106.5fm, KY 99.7fm, KUDL 98.1fm, The Rock 98.9.  
Please be sure that you inform Willow Woods if any of your contact information changes.  Parents are also responsible for ensuring that the center has current emergency contact information.  We encourage parents to keep themselves informed of local weather conditions and have an alternate childcare plan in place.

In order to protect the safety of Willow Woods families and staff it may be necessary to alter or business hours during inclement weather situations.  The decision to alter our business hours will be based on weather information from local news and road condition from the Missouri Highway Patrol or Transportation Department.  This decision will be made by the director and assistant director.  If either is unavailable the board president or other officer will act as an alternate.

Late start: Center will open 2 hours late.  Parents will be notified by phone by 5:00am.  Notice will also be on WWLC answering machine.
Early closing: If severe weather situation develops during the course of the business day it may be necessary to close the center early.  Parents will be notified by phone with 3 hour notice provided.  Please be sure that the center has current contact information and a list of individuals who are authorized to pick up your child.  If you have any concerns regarding any conditions of the Willow Woods facility, including sidewalks and parking lot, please let one of the directors know immediately so that it can be addressed.  

Pick-Up and Delivery of Child

No child is to be dropped off before 6:00 am, nor picked up after 6:00 pm.  If a child is left beyond 6:00 pm with no arrangements made, a fee of $1.00 per minute will be assessed and added to your next week’s tuition.

For the child’s safety, the child must never be left without direct transfer to an adult; therefore, the child must always be brought directly into the building and be left with a staff member.  

Drop-In Policy

Drop-In care will be on a first come basis provided there is availability.  All appropriate paperwork must be completed before your child is left for care.  Advanced notice is required and payment is due before your child left for care.  Rates are as follows:

· Infant


$60.00/per day
· Toddler


$55.00/per day
· 2s, 3s, 4s/Pre-K
$50.00/per day
· School Age

$30.00/per day
Referral Program

WWLC offers a referral program for families that refer children into the Center.  If a currently enrolled family, refers a new family into the Center, the referring family will receive a $25.00 tuition credit if:

· The family referred is still enrolled in the Center after 6 months
· The referring family is still enrolled in the Center after 6 months
· The referring family’s account with the Center is paid up-to-date.
Fees

Waiting List Deposit

For the parent wanting to fill a vacancy, a non-refundable deposit of $100.00 per child will reserve/hold the vacant spot for that child for up to 2 weeks after an agreed upon date. 
If the child starts attending the Center within the agreed upon date the deposit will be applied to your account as the enrollment fee. (see Page 7 – Enrollment Fee).  

If the child has not started attending the learning Center after the two weeks of the agreed upon date, the deposit will be forfeited, and the vacant spot will be made available for another child. 

Extended Absences

If you are planning an extended absence, please speak with the office staff.  Extended absences are not guaranteed.  We will try to accommodate all families, but due to the waiting list it may not be possible.

If your child will be absent for the duration or the summer vacation (while area school districts are out of session), a non-refundable fee amounting in one week’s tuition will be assessed to reserve your child’s spot.

The child’s enrollment date will change to their return date after the extended absence.  Any previous vacation will be lost if not used.  Vacation days will begin after 90 days of new enrollment date.  An enrollment fee will be collected based on the month that you return.

All other extended absences (I.e. a portion of the summer months) must be paid in-full each week or the child should be disenrolled, placed on a waiting list, and re-enrolled accordingly. 

Tuition and Late Fees

Tuition is charged on a weekly basis and is due on Monday for that week.  Accounts may be paid weekly, biweekly or monthly.  Payment is considered late at 6:00pm on Wednesday for that week and a $20.00 late fee will be assessed.  

If payment is not received for two weeks, the child will be refused admission to the Center and further action will be taken to collect the debt.

For children who are enrolled in the before and after school program: In the event that school is canceled or there is a scheduled day off and your child attends the Center for the day, there is an additional charge of $10.00 per day to the weekly fee.  If school is dismissed early for some reason and your child attends the Center there is an additional charge of $5.00 for that day.

Current tuition rates are as follows:

· Infant & Toddler Rooms
$325.50 per week

· 2-4 year old Rooms

$250.00 per week

· Pre-K Room


$240.00 per week

· School Age Room 

· Before and After Care
$ 85.00 per week

· Before or After Care

$ 70.00 per week

· Summer program for Pre-K Room:

· $125.00 Activity Fee (to cover cost of field trips & gas)

· $250.00 per week

· Summer Program for School Age Room:

· $150.00 Activity Fee (to cover cost of field trips & gas)

· $150.00 per week

There is a Family Discount of 5% for the oldest child for those families with multiple children enrolled in the Center. 

Willow Woods Learning Center accepts DFS payments; please see director for DFS policy.

For schoolers, parents that do not notify the Center that their child will not be returning to the Center on the school bus will be charged a $5.00 fee for the staffing required to locate the child.
Enrollment Fee
A non-refundable $75.00 enrollment fee will be assessed at time of enrollment per child.
Vacation

After 90 days of enrollment, each child will receive 5 days of vacation per “anniversary” year (from the date of enrollment to the date of enrollment the following year).  The vacation time must be used within that “anniversary” year and cannot be carried over.  This time can be used for illness, vacation or personal time.  When earned vacation is taken, the parent must fill out a vacation request form.
Fundraisers

Because Willow Woods is a not-for-profit Center, we have only 1 fundraiser per year which is our Open House in the Fall.  The funds from this fundraiser are used for classroom supplies, new equipment, staff development, etc.  The Center would not be able to operate without the income generated by fundraising efforts; hence all families are encouraged to participate.

*Classroom wish lists are posted periodically for parents to purchase specific items that the classrooms are in need of.  Participation and donations are greatly appreciated. Tax Donation forms are available upon request.
Immunizations

All children are required to be fully immunized unless parents provide a parental exemption form. Parents may ask at any time if there are children enrolled in our center who are not immunized. Names will not be provided as family information is confidential.

Medication/Illness

Medications will be given only upon the order of a physician and/or the written permission of the parent.  A Medication Authorization Form must be filled out with the name of the medication, amount to be given, times it is to be administered, with a Parent signature.  Should the child show signs of illness, he or she will be separated from the other children in a quiet area and the parent will be contacted immediately.  Arrangements must be made to pick the child up from the Center within one hour of being contacted due to the possible spread of the illness and safety of the ill child.

The local health authority must be notified of communicable diseases.  If your child has been ill with a bacterial diarrhea infection, infectious hepatitis, infectious mononucleosis, strep infection, staph infection, or COVID-19 he/she must have a doctor’s permission to return to the Center.

Medical Diagnoses and Confidentiality of Student Records

A child who has a special physical, developmental, or behavioral need must have on file an individualized plan for specialized care from a professionally qualified source.  The center requires these forms to be on file within 30 days of enrollment and must be updated annually by parents/guardians.  Willow Woods Learning Center also requires that within 30 days following admission of each infant, toddler, or preschool child a medical examination report shall be signed by a licensed physician or registered nurse who is under the supervision of a licensed physician and completed not more than twelve months prior to admission.

If the Center does not receive the Medical examination report or Medical Diagnoses within the allotted 30 days your child will be disenrolled from Willow Woods Learning Center.

*A child’s record is open only to appropriate staff, the Director, an authorized employee of the licensing agency (State of Missouri), and the child’s parent or legal guardian.
	Conditions for Exclusions from the Center
	Conditions for Returning to the Center

	1. Axillary Temperature (armpit temperature) of 99.6o F (37.6 o C) or higher.

2. Axillary Temperature (armpit temperature) of over 100.4o F 
	1. Free of fever for 24 hours (without use of fever-reducing medication).

2. See COVID-19 Policy

	3. Cough, severe, where child gets red or blue in face or makes high-pitched, “croup” or “whooping” sounds after coughing
	3. Symptom free or physician’s written approval to return. 

(See also COVID-19 Policy)

	4. Breathing (labored, rapid and/or wheezing)
	4. Symptom free or physician’s written approval to return.

(See also COVID-19 Policy)

	5. Diarrhea (maximum of two watery stools in a 4 hour period).
	5. Free of diarrhea (watery stools) for 24 hours.

	6. Vomiting, upset stomach with more than unusual infant “spitting up” (maximum of two episodes in a 4 hour period).
	6. Free of upset stomach and vomiting for 24 hours and able to take food.

	7. Yellowish tint to skin or eyes and/or unusually dark, tea-colored urine.
	7. Symptom free or physician’s written approval to return.

	8. Infected areas of skin with crusty, yellow, gummy, dray area or rash, i.e.: impetigo, ringworm, chicken pox
	8. Skin sores are healed or 24 hours after treatment or physician’s written approval to return.

	9. Severe itching of body or scalp and/or constant scratching hair, i.e.; lice, scabies
	9. After treatment, including free of lice and nits.

	10. Fainting or seizures (other than pre-existing conditions) or general signs or listlessness, weakness, drowsiness, flushed face, headache or stiff neck.
	10. Symptom free or physician’s written approval to return.

	11. Unusual behavior (cranky, listlessness, crying more than usual, obvious general discomfort, loss of appetite.
	11. Symptom free.


Discipline

Acceptable behavior is encouraged by giving the child positive verbal rewards.  This reinforces a child’s good feeling about his or her behavior and serves as an example to the other children to act in such a way as to receive this praise.  Asking a child to stop and think about his/her unpleasant behavior enables that child to work at self-control.

For a child not cooperating in a group listening situation, the child is reminded by a teacher about acceptable behavior. 

Removal from the group for a period of “time-out” is the next tactic used for a child who continually demonstrates unacceptable behavior.  This time-out is not a punishment, but rather a time when the child may calm down, remember what behavior the teacher is asking for, and decide for him- or herself when he/she is ready to rejoin the group with appropriate behavior. Our Center does not withhold active play times when a child is misbehaving.
Corporal punishment is not an acceptable method of dealing with young children’s behavior.  Children will not be hit, slapped, or spanked in any manner while attending this Center.

If behavior problems persist, the parent is asked to confer with the teacher to discuss what may be helpful in motivating their child to behave in an acceptable way, or if reasonable modifications exist that may benefit the child.

If a child becomes uncontrollably detrimental to others by harming his- or herself, other children, staff, or property the parent will be immediately notified and will be asked to remove the child from the facility for the remainder of that day.  When and if this behavior becomes persistent the child will be discharged from the Facility (see Disenrollment/Discharge, below).

Disenrollment/Discharge

To disenroll your child for any reason, a two-week written notice is required.  Failure to give the proper notice may result in monetary penalty equivalent to two weeks tuition.

After attempts have been made to meet a child’s individual needs, any child who demonstrates an inability to benefit from the care offered by the Center or whose presence is detrimental to others, by harming his- or herself, others or property, may be discharged from the facility.

Willow Woods Learning Center requires that a child must be toilet trained between the ages of three and four and may not be enrolled into our 3’s & 4’s classroom until then.  If a child is not fully potty trained by the age of four (4) that child will be disenrolled from the Center due to the absence of a diaper changing facility in the classroom.

A child may also be discharged if the Center personnel and the parent or parents cannot establish a mutually satisfactory working relationship.

The following steps will be followed:

1. Verbal discussion with parent or parents

2. Written notification to parent or parents

3. Discharge of child

Toilet Training

No effort shall be made to toilet train a child until the parent(s) and the Center agree on when to begin.  The routine for toilet training shall be discussed with the parent(s) so the same method will be used at the Facility and the child’s home.

During the time that a child is potty training all the necessary clothing must be provided by the parent.  If a child does not have the necessary clothing the parent will be notified and asked to either bring clothing in for the child or remove the child from the Center for that day.

Communications

There is a folder for each family at the Sign-In/Out Desk, which will be used as a mailbox.  Please check your mailbox daily, so you don’t miss important information.

Parents are informed of activities of the Center through monthly newsletters.  The Newsletter will include monthly unit topics, class activities, field trips and other topics for the month.

There are daily schedules posted in each of the classrooms.  Each child will have his/her own cubby where his/her daily work will be stored. You can take advantage of his/her daily work and the bulletin boards posted in the classroom to promote effective communication such as “tell me about what you did”, “who did you play with today”, or “what is your favorite activity this week”. Due to COVID-19 parents will not be able to enter the child’s classroom. Artwork and other papers will be sent home on Fridays with your child’s bedding.
There is a bulletin board posted above the Sign-In/Out Desk which displays information such as monthly lunch menus, other parent notices, etc.  

Research tells us that attitudes and involvement of parents play a big role in a child’s education.  Parents are encouraged to take time during arrival or pickup time to confer with the teachers.  

Parents are encouraged to call the Center at anytime.

Communication Book

A Communication Book/tablet is located on the Sign In/Out Desk and should be used to inform the staff about a special need, change in routine, or any other information that will be helpful in caring for your child.  Please notify the Center as soon as possible when your child will not be in attendance.

Telephone Calls/Visits

Please feel free to call and talk to your child’s teacher, the Director or Board of Director members at any time during the day.  Due to COVID-19 parents will not be able to come and visit the child’s class until further notice.

Dress

Children are required to wear play clothes and tennis shoes.  Daily activities include active and messy play, and the children should feel comfortable enough to enjoy themselves without worrying about their clothes.  Their clothing should be dry and layered for warmth in cold weather.  

For the older children, the Center will be developing self-help skills with your child.  Consequently, we encourage that you please dress your child in clothing that your child can fasten and unfasten independently.  

Please make sure that there is a proper change of clothes placed in your child’s cubby in his/her classroom.

Nutrition & Physical Activity Policy

This policy was created to improve the health and wellness of our children and families. We know that our teachers and learning center environment have a huge influence on your child’s life. By making small steps we can give your children and families the knowledge about healthy habits.
Beverages

· Drinking water is available at all times, children are required to bring in a water bottle to leave in the classroom
· 100% juice is offered twice a week

· Only 1% milk is served to children age 2 or older

· Soda and vending machines are not allowed on-site

Menus

· Willow Woods cycles menus every 4 weeks

· Entrée are repeated minimally

· Menus explore food from other cultures

Mealtime Environment

· Staff members allow children to decide how much to eat within the CACFP eat smart guidelines

· Children are encouraged to try new foods

· Children are never forced to eat

· Children are able to serve themselves through Family Style Dining

· Staff members do not use food as a reward for good behavior
· Staff are encouraged to join children at the table to eat meals and snacks
· Portions are served according to eat smart guidelines

· We display pictures and posters to support healthy eating

Willow Woods Garden

· Staff and Children help create and maintain a Garden for all families to enjoy throughout the Summer and into the Fall months

Foods From Outside the Facility

· The center has guidelines for prohibiting outside food

· Parents are encouraged to supply healthy foods and snacks for Holidays and Celebrations

Nutrition Education
· Staff members receive training on Nutrition and Food Program Guidelines throughout the year

· Nutrition opportunities are offered to parents throughout the year

· Nutrition education is incorporated in to the classroom activities and curriculum

Active Play and Inactive Play

· Children have 120 minutes or more of active play each day

· Children participate in structured (Teacher Lead) activities as part of daily curriculum

· Active play time is not withheld as punishment

· Use of tablets and computers for children are strictly limited to 30 minutes a day. 
· TV screen time is limited to once a month or less. 
· There will be no screen time for children under the age of 2.
Play Environment

· Willow Woods offers a variety of play equipment which is available to meet the needs of all children

· A wide variety of portable play equipment is available for children to use at the same time

Supporting Physical Activity

· Staff members encourage children to be active and join children in active play

· We display pictures and posters that promote physical activity throughout the year

· Staff members receive training on physical activity throughout the year

Children will be provided with breakfast when they arrive at the Center before 8:30am.  Snacks are served mid-afternoon and a nutritionally balanced lunch is served each day; lunch menus are posted for a week in advance.

*The State Food Program does not allow outside food to be brought into the Center.  Due to these regulations foods brought in from the outside will not be allowed.
Parties

Holidays and Special days such as birthdays may be celebrated with healthy snacks provided by the center & Families.  Please make arrangements with your child’s teacher prior to the special day so that it can be planned in the routine for the day. 

Here at Willow Woods we strive to make every child feel included. We do not want any child to feel left out. Please do not send invitations for parties that will be held away from the Center unless there is an invitation for EVERY child in the class. Also please do not bring in gifts for other children (birthday, Christmas, etc.) You will need to make arrangements with the other children’s parents outside of the center to exchange gifts. If you need assistance with names, please see either the teacher or one of the Directors.

Blankets and Buddies

Your child will need a blanket and crib sheet for naptime.  The blanket and crib sheet must be taken home on Friday to be laundered and returned on Monday.

Your child is welcome to bring a “naptime buddy” – A soft toy or stuffed animal, blankie, or pillow. 

Infants under 12 Months do NOT get blankets or anything else in their cribs (see Safe Sleep Policy)

Labeling Possessions

It is helpful if your child’s personal possessions, such as coat, hat, blanket, etc., are labeled with your child’s name.
Field Trips

Children 3 years and older may go on various field trips with their class throughout the year.  Parents will be notified by the classroom’s teachers of the dates and times.  It is a privilege to go on field trips and if for any reason a child is continuously misbehaving the day of a field trip that child will not be allowed to attend the trip.
Bus Policy
The Platte City Public School Bus picks up and delivers children to Willow Woods Learning Center.  For children enrolled in the before and/or after school program, the following bus policy applies:

· Children riding the bus from the Center to school should arrive by 8:00am.

· A staff member will put all school-age children on the bus.
· A staff member will be waiting outside for the arrival of the bus in the afternoon.

· The staff will have a list of all students expected to return to the Center that day and will check off their names upon their arrival.

· If a child is unaccounted for:

· The staff member will notify the Director immediately.

· The Director will call the school first and then the parent in order to find the missing child.

· It is the parent’s responsibility to notify the Center if the child will not be riding the bus from school to the Center.

· The staff will do everything possibly to ensure a safe departure and arrival for your school-age child.

· The Center will not be held responsible for your child boarding the bus at school or the actual bus trip.

We are very happy that you are sharing your child with us.

~Willow Woods Learning Center

Willow Woods Learning Center

Tuition Agreement & Parent Handbook Acknowledgement
Tuition Payment Procedure:

Tuition is charged on a weekly basis.  If you have more than one child attending the Center, the oldest child will receive a tuition discount of 5%.  If your child is enrolled in the before and/or after school program, there will be an additional charge of $10.00 per day and $5.00 per half day of school when the school is not in session and your child attends the Center that day.  Payment is to be made in full on Monday of each week.  If the tuition is not paid by Wednesday, it is considered late.   There will be a $20.00 late fee assessed.

To disenroll your child, a two-week notice is required.  Failure to give notice will result in a penalty equivalent to two weeks tuition.

Vacation/Sick Day Procedure:

Once your child has completed 90 days of enrollment, they are entitled to vacation/sick days.  If your child becomes ill and cannot attend the Center, you may use the accrued days of vacation so you will not be charged tuition for those days.  Please complete the appropriate form located at the front desk or contact the Director.

See further details in the Parent’s Handbook.

All fees listed in this Handbook are subject to change.  Parents will be notified, in advance, if such changes occur.

Parent’s Handbook Acknowledgement

My child, ____________________________, is enrolled at the Willow Woods Learning Center.  I have received the Parent’s Handbook, have read and understand the above agreement and agree to abide by the procedures.

________________________________

_________________

          (Parent or Guardian Signature)



   Date
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