
Inwood Day School Child Care

2820 Inwood Road Dallas, Texas 75235


(214) 352-4073 ***** (214) 352-0136 fax

OPERATING POLICIES AND PROCEDURES
 1.
Inwood Day School offers child-care for children 6 weeks of age to 5 years old and after school care for children ages 6 through 12.

 2.
Teachers are on duty from 6:30 A.M. to 6:00 P.M.  Anyone arriving after 6:00 P.M. will pay a late fee of $10.00 per each 15 minutes late. This fee is to be paid at the time the child is picked up.

 3.
We are open 5 days per week Monday through Friday.

 4.
We are closed on the following holidays: New Year's Day, Martin Luther King's Birthday, Memorial Day, July 4th, Labor Day, Thanksgiving, Day after Thanksgiving, Christmas, and Good Friday.

 5.
Enrollment forms must be completed prior to school admission.

 6.
An annual non-refundable fee of $75.00 must accompany each enrollment application.  This fee goes for insurance costs.  There will also be a small supply fee twice a year.

 7.
We have the capacity for 96 children.

 8.
In accordance with the State of Texas medical information must be renewed yearly for each child enrolled at our school.

 9.
No child will be admitted to the school when ill.

10.
Any child showing symptoms of illness will be isolated and a parent or designated person will be notified in order to have the sick child taken home from school.           

11.
Children must be comfortably dressed in play clothes.

12.
ALL ITEMS OF CLOTHING MUST BE MARKED WITH THE CHILD'S NAME.

13.
An EXTRA SET of clean clothes must be kept at school.

14.
Out of health and safety considerations, all children must wear shoes and socks.  Closed shoes are better protection for feet.

15.
All infants (6 weeks to 18 months) must bring 10 disposable diapers per day.  All toddlers (18 months to 35 months) not yet potty trained must bring 4 or 5 disposable diapers per day.

16.
Toddlers who are toilet trained must bring 4 pairs of training pants with the child's name clearly marked on them.

17.
Toddlers in the process of training must bring 6 pairs of training pants with the child's name clearly marked on them.

18.
Medication ordered by the doctor must come with a prescription labeled bottle containing instructions & child's name.  PLASTIC BOTTLES ONLY.

19.
Specific health problems or allergies must be noted by you on the enrollment form and brought to the attention of the director.

20.
Formula must be prepared in PLASTIC BOTTLES.

21.
Fees are listed on separate sheet in the packet.

22.
If possible, all personal possessions such as toys, blankets, food, etc., should be left at home.  However, if your child needs the comfort of a familiar article from home, we understand.

23.
Food for older infants, toddlers & pre-school children consists of a nutritious lunch & snacks as well as breakfast provided the child arrives by 8:30 a.m.  Baby food (strained and junior) must be provided by the parents.

24.
Alternatives to physical punishment will be pursued.

25.
We accept all children without regard to race or religion.

26.
We accept all children with special needs as long as we can provide the care needed with our existing staff-child ratio.

27.
We will provide a wholesome environment.

28.
We will provide age appropriate learning and creative activities.

29.
We will provide a clean and safe atmosphere that promotes play and learning.

30.
All activities will be adequately supervised.

31.
Menus are posted weekly.

32.
Screening programs to test aspects of your child's development will be explained to parents and not administered without parent permission.

33.
Parents will be kept posted on school activities and your child's progress periodically.

34.
Only authorized persons as designated on the enrollment form can pick up children at the school.

35.
WE ARE NOT RESPONSIBLE FOR LOST ARTICLES.  MARK YOUR CHILD'S NAME IN ALL CLOTHING YOUR CHILD WEARS.  (Shoes, jackets, shirts, pants, gloves, & hats etc.)


FEE POLICY
REGISTRATION FEE:  A fee of $75.00 will be paid upon registration.  This annual fee is non-refundable and is applied toward insurance for all children enrolled at our school.  There will also be a small supply fee twice a year.

TUITION FEE:   This fee is payable in advance and is due on Monday of each week or you may pay monthly.  A late charge will be made on payments made after Tuesday, unless prior arrangements have been made with the director.  THERE IS "NO FREE TIME".  THE FULL WEEKLY TUITION IS DUE EACH MONDAY.

RETURNED CHECKS:  A $30.00 charge will be made for all returned checks.

No place can be held for a child unless the director is notified by the parents and the tuition is PAID IN ADVANCE.   Tuition can be paid by cash, check or money order.

The weekly fees are as follows:

CLASSIFICATION

       PER WEEK
Annual registration fee………………………………………………….……..$75.00

6 wks to 18 mos.


$125.00

18 mos. to 3 yrs.


$115.00

3 yrs. to 5 yrs.



$105.00

After school care  
 

$80.00

Summer Camp


$95.00

When after school children are in our care for a full day, a charge of $7. 00 will be added for each full day. 

** No REFUNDS are given due to your child being absence.

Our full day program includes:                                          

Breakfast, lunch, snacks, arts & crafts, music, dance time, and many other fun activities.


MAKING IT EASIER
Ideally a slow integration into a new situation is the easiest for both parent and child...however, because of time, job demands, and expense factors this is virtually impossible.  The following suggestions will help make the transition into our day-care center easier in view of the impossibility of having an ideal situation.

1.
Make certain that you feel comfortable and secure with your choice of a day-care center for your child. If you have doubts about the setting into which you are placing your child, your child will not make a good adjustment to the situation and neither will you.

2.
Be patient.  Expect at least a two week period of child unrest.  Your child must have time to develop a sense of trust.  He/she will build this sense of trust having experienced the fact that you do return for him/her every day at the same time.  A sense of trust in regard to the day-care center will build with the repeated good experiences he/she will have.

3.
Understand that somewhere in the period from 8 months to 3 years (peaking at the age of 2) all children normally gain understanding of what it means to be "left" and they develop a certain wariness of people other than their parents.  If your child seems unusually upset upon his arrival at our center, it probably is because the child is in this particular point of development and doing what most children do during this difficult period.

4.
Visit the center with your child (babies included) if at all possible prior to the regular stay.

5.
If your child is old enough to walk, do not carry your child into the day-care center.

6.
Since separation is difficult, Don't prolong it.  Stay long enough to kiss, hug, and tell your child that you will return at 5:00 to pick them up (babies too!).

7.
Always be very positive about the day-care center in your discussions.

For example:
Do not tell your child how bad you feel about leaving him/her at the center.  Rather tell your child you must go to work and he/she must go to school where there are toys, other children, and nice people who will take good care of them until you finish work and return to pick them up.

8.
Special Instructions (Re: medication, etc.) should be written down so that when your child is brought into the center the teacher need not be distracted and attention can be centered on making your child comfortable and integrating your child into the group.

9.
A child who needs a security blanket or toy should be permitted to bring it to the day-care center.  However, you should make certain that a substitute is available at home if the security item is left or temporarily misplaced at the day-care center.

10.
Don't pull toys, food, etc. away from your child as your approach the school.  Things that can't be brought into the school should be left at home.  Anything that causes added tears and upset your child upon arrival should be carefully avoided.

11.
Relax.  Do not feel guilty if your child cries.  Your child will be treated with care and respect and will soon look forward to spending his/her day at Inwood Day School.  Be confident in knowing you have made the best possible decision under the circumstances.

SOME FACTS ABOUT COLDS,MEDICATIONS, & RELATED ILLNESS

1.
Colds are caused by germs and not by cold weather.

2.
Inadequate clothing causing the body to chill lowers resistance to cold germs.

3.
Hot dry heat dries the mucous membranes lowering resistance to cold germs.

4.
Drastic changes in temperature from outdoors to indoors also lower body resistance to cold germs, so don't keep your house too hot.

5.
Repeated use of antibiotics for a common cold makes them ineffective when they are needed to combat infections. 
6.
Antibiotics also destroy bacteria needed by the body resulting in side effects such as diarrhea and yeast infections.  Use them sparingly.

7.
When children who have a tendency towards ear infections get a common cold, the use of an over-the-counter antihistamine (Triaminec Decongestant; Robutussin) might prevent ear involvement.


8.
When children who have a tendency towards chest and bronchial congestion get a common cold, the use of an over-the-counter expectorant might help prevent chest involvement.  (Triaminec Decongestant: Robutussin)

9.
The use of vaporizers while the child sleeps is also a help when children get colds.

10.
Keep your child at home if he/she is running a temperature or has a cold severe enough to curtail activities.  Plenty of fluids and rest will greatly help.

OUTDOOR PLAY
All licensed day-care centers are required to have infants and older children play outdoors as long as the weather is dry.  We will be going outdoors as long as the temperature is above 41. Vigorous outdoors play helps expand the lungs.  It is good for children unless a child is sick.

Parents must send the proper clothing in order for us to comply with this requirement.  Since Texas weather changes very quickly, make certain your child is protected.  Hoods on coats are not effective enough and we suggest hats that cover the ears.

IF YOUR CHILD HAS A COLD SEVERE ENOUGH TO CURTAIL OUTDOOR PLAY, KEEP YOUR CHILD AT HOME TO PREVENT MORE SERIOUS ILLNESS AND THE SPREAD OF YOUR CHILD'S COLD TO OTHER CHILDREN.

Special Reminders:

1.
Children in the process of potty training should have an extra set of clothes.

2.
MARK ALL OUTDOOR CLOTHES WITH YOUR CHILD'S NAME.

3.
Security Code Numbers: The security code numbers are given to each parent for the protection of their own children.  Each person listed on your application with parental authorization to pick up your child must have the correct security code number or the child will not be released.  No child will be released to any one if the child's parent dose not contact Inwood Day School with the correct security code number and the name of the person who will be picking up their child.  This person must be listed on your application.  This policy is designed to protect the children at our center.  

YOUR SECURITY CODE NUMBER IS: _________________

Please protect this number.

4.
Parents must contact Inwood Day School when their child will not be in school that day.  If your child is absent for three consecutive days without parental notification, your child will be dropped automatically from our center.  New enrollment fees will be applied if your child is re-enrolled in our center.

5.
Our Parent/Staff "Suggestion-Concern" box is located in the front office.  Suggestion-Concern forms are also located in the front office.  Your inputs are very important to us.

6.
Parent conferences are available.  Parent/Staff meetings take place once each month.  The schedule is posted in the front office.


OUR PROGRAM PHILOSOPHY FOLLOWS THE 

“NETWORKING FOR LIFE” MODEL


Our curriculum foundation is built on the principles of “Networking For the Life of your child”. We believe in working with children from the age of 6 weeks until they retire from working. We offer a lifetime commitment to your family whenever you need assistance with anything. We are here to serve you in any way we can.

Monthly Curriculum Focus

· January
Student Achievement

· February
Family Eating Menus & Times

· March

Family Finance Best Practices

· April

What’s Important To Parents

· May

Family Vacation Planning

· June

Family Dentist & Physicals Check-ups

· July

Parent Achievement (Better Salaries)

· August

Student Achievement

· September
Dependency Reduction Activities

· October
Community Development Activities

· November
Family Appreciation & Recognition

· December
Understanding & Hope For Next Year

INFANT SCHEDULE
7:00 - 8:30
Breakfast  (free play time)

8:30 - 9:00
Special Young Infant Stimulation (6 months to 11 months)

9:00 - 9:30
Special Developmental Activities (11 months to 18 months).

9:00 - 11:00
Nap time (6 months to 11 months, as needed)

9:30 - 10:30
Outdoor Play (weather permitting)

10:30 - 11:00
Preparation For Lunch

11:00 - 12:30
Lunch and Free Play

12:30 - 1:00
Outdoor Play (weather permitting)

1:00 - 3:00
Nap time (11 months to 18 months, as needed).  Playtime and bottle feedings for infants 6 weeks to 11 months.

3:00 - 3:30
Snack Time

3:30 - 5:30
Dressing Time, Free Play, and Music Time.

TODDLER SCHEDULE
6:30 - 7:30
Arrival and Free Play.

7:30 - 8:15
Puzzles and Manipulative Toys (fine motor development).

8:15 - 8:30
Washing and Pick-up Time in Preparation For Breakfast.

8:30 - 8:45
Breakfast Time.

8:45 - 9:45
Special Developmental and Creative Activities (structured activities guide posted).

9:45 - 10:00
Clean and Pick-up Time In Preparation For Going Outdoors (weather permitting).

10:00 - 11:00
Large Motor Development.

11:00 -11:30
Washing and Cleaning Up For Lunch.  Musical Creative Movement and/or Story Time.

11:30 - 12:00
Lunch Time and Washing/Toileting For Nap Time.

12:00 - 2:30
Nap Time.

2:30 - 2:45
Wake Up Time.

2:45 

Snack Time.

3:00 - 3:30
Large Motor Development.

3:30 - 4:00
Washing/Toileting In Preparation For Going Home.

4:00 - 5:00
Creative Activities/Story Time.

5:00 - 6:00
Sesame Street, Free Time, and Preparing For Going Home.

PRE-SCHOOL SCHEDULE
6:30 - 7:30
Arrival and Sesame Street.

7:30 - 8:30
Free Play.

8:30 - 8:45
Clean-up Time and Washing In Preparation For Breakfast.

8:45 - 9:00
Breakfast Time.

9:00 - 10:00
Learning Time (structured activities posted weekly).

10:00 - 10:45
Activities (all toys and games are available for all children).

10:45 -11:30
Free Play - Outdoors (weather permitting).

11:30 - 11:45
Washing For Lunch Time.

11:45: - 12:00
Story Time ( when there are two groups for lunch, the 1st group will have story time after lunch).

12:00 - 2:30
Nap Time.

2:30 - 2:45 
Preparation For Afternoon Activities (folding mats, tying shoes, washing faces, etc.).

2:45

Snack Time.

3:00 - 3:45
Activities (all toys and games are available for all children).

3:45 - 4:55
Free Play - Outdoors (weather permitting).

4:55 - 5:15
Washing Up In Preparation For Going Home.

5:15 - 6:00
Sesame Street and Going Home.

GENERAL INFORMATION

Free play activities are structured activities from which the children can choose their favorites.  Everyone is required to participate in clean-up time, which follows most activities.  Children take turns setting the table.  Everyone folds mats, sheets, and help stack them after naps.  Children are expected to put on shoes, coats, and sweaters.  At the appropriate age, they are taught to tie, button, and snap & hook. Everyone hangs up their on coats.  We emphasize learning and then make learning fun for everyone.

Sponsored by Networking For Life “ A Student Achievement Awareness 501 (C)(3) Organization





www.networkingforlife.org
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