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Who We Are

McFarlin Children’s Day Out changes lives that change the world by providing a safe, nurturing, and
Christian environment that promotes the spiritual, physical, socio-emotional, and intellectual well-being of
each child as anindividual. By combining Christian principles with teacher assisted activities, children are
encouraged to be independent thinkers andlife- long learners. It is a privilege to partner with families for
their child’s care and Spiritual development.

Expectations Child

Each child enrolled in Children’s Day Out is expected to:
v Observe all rules in the classroom and facility
v Respect staff and other children in words and actions
v Respect facilities and equipment
v Participate in scheduled activities

Parents

Each parent whose child is enrolled in Children’s Day Out is expected to adhereand cooperate with the
following:
v+ Respect and abide by class schedules (drop off and pick up times, rest time)
v+ Bring all necessary supplies labeled with child’s name each day
+  Observe rules and policies of the program
»  Communicate with staff
v Child’s needs
» Changes at home
v Bereceptive to communication from staff
»  Notify director/staff of child’s illness and/or absence; running late/picking upearly (see illness
policy on p.9)
»  Pay tuition on time (see tuition on p.5)
v Read communications including daily sheet, newsletter, emails, website
v+ Perform a health check (mood, fever, etc.) prior to drop off each day (seeillness policy on p.9)
v+ Provide all paperwork including updated immunization records (see enrolimentp.4)
v Work with staff to help children reach developmental goals
v Respect staff in words and actions
v Arrive on time with child dressed appropriately and ready for the day



Teachers/Staff

Each teacher/staff will cooperate and adhere to thefollowing:
v Be educated in developmentally appropriate expectation and practices
v Provide positive guidance and discipline
v Be certified in first aid and CPR
v Complete a background check with fingerprinting
v Keep the classroom safe
» Engagein learning and play
v+ Encourage each child’s individuality and creativity
v Provide appropriate care including diapers, food, rest, etc.
v Create a warm and inviting classroom
»  Model Christ-like behaviors
» Age appropriate actions
v Kind and fair treatment of others
» Honesty
»  Respect
v Communicate daily with families (both in verbal and written form)
v Share observations with parent and director
v+ Provide structured activities
»  Respect child and parents in words and actions
v Learn from the children

Director

The director will cooperate and adhere to thefollowing:
v Involved in daily operations
+  Provide a welcoming environment
»  Know parents and children
v Mediate and resolve conflicts
v Listen and incorporate parent feedback
v Respect children, parents, and staff in words and actions
v Equip staff to know their roles and responsibilities through providing resourcesand trainings
»  Notify parents of emergencies and changes in policies
v Report suspected abuse to proper authorities

Enrollment Procedures

The following is required at the time ofenrollment:
+  Enrollment Form
+  Current immunization record; you can fax it to the attention of CDO at 321-3498
v Non-refundable enrollment and supply fee ($50 summer session and $100 school-year session)

If a spot is not currently available, a $25.00 non-refundable wait list fee is requiredalong with an
enrollment form and current shot record. The wait list fee will be applied towards your first month'’s
tuition once a spot becomesavailable.



Tuition & Payment Procedures

Tuition: $100/Month (per day)*
This price is for 1 day per week. 2 days per week would be $200/month, etc.

Tuition is based on a 9-month schedule, during the school year, and a 2-month
schedule, during summer session. The monthly fee is required even for those
months when school is dismissed for holidays, weather, etc. There is no price
reduction for days absent from school or for more than one child enrolled in the
program.

Upon enrolling, please select the days you would like your child to attend Children’s Day Out. Once your
child is placed, he/she will have a reserved space and we will staff accordingly. Therefore, you will be
required to pay for each day that your child isenrolled whether or not your child attends. All future tuition
invoices will be emailed before the 1st of each month. All tuition is due by the 1st of the month. Tuition is
late after the 10th ofeach month. A late fee of $10.00 will apply on the 11th of each month and accounts
not paid by the 15th will result in a consultation with the director. Failure to pay tuition may resultin
removal of your child from the program. If you enroll in the middle of the month, your account will be pro-
rated accordingly and the first month’s tuition will be due upon enrollment. A $25.00 fee will apply to all
returned checks. We require 14 days written notice if you wish to reducethe number of days your child is
enrolled or withdraw from ourprogram. If 14 days written notice is not received, you will be billed a two-
week cancellation fee. Please contactthe director with any questions regarding tuition or payment
procedures.

Hours of Operation

2021 Summer Session

We will have an individual summer session, separate from our school-year enrollment. Our summer session
will be offered from 9:00 to 2:00 Monday through Friday beginning the first week in June and ending the
first week of August. A calendar will be provided atthe time of enrollment as there are some holidays
included during thistime.

2021/2022 School Year Session

During the school year, Children’s Day Out follows the Norman Public School calendar. We are open
Monday through Friday from 9:00 am until 2:00 pm. The Norman Public School calendar can be
viewed at www.norman.k12.ok.us. The Children’s Day Out staff will arrive before the children to
prepare for the day. We ask that you respect thisplanning time. Therefore, children may not be
dropped off before 9:00 am. Due to licensing requirements and other church activities, it is essential
that your child be picked upon time. A late fee of $1.00 per minute will begin to incur at 2:05. Parents
will have a consultation with the director on the 2nd occurrence and a 3rd occurrence may resultin
removal from our program.



Pick Up Procedures

If someone other than a parent will be picking up your child, please notify the directorin person. No child
will be released to a person not listed on the enrollmentform. All new persons picking up children will be
required to present identification. All persons picking up children MUSTbe adults. Minors/children are not
permitted to pick up children from the program. Please inform the director of specific custody
arrangements. Parents are responsible for theirchild once they have picked up from the teacher. Please
keep your children with you at alltimes.

Curriculum

Our primary purpose at Children’s Day Out is to help your child grow socially, intellectually, and spiritually
while providing the highest quality of care. This goal will be met through a Christian curriculum that
addresses gross and fine motor skills, literacy skills, math skills, sensory exploration, social opportunities,
problem solving and creative exploration.Children will have opportunity for group activities as well as
individual free choice activities. Each class has a rest time during the day so that each child can recharge.
Children willalso participate in service projects aimed at teaching young children about giving and helping
others. Each month parents will receive a newsletter that highlights themes and activities and a schedule of
daily activities will be posted in each room. We hope our newsletterand daily sheets will provide resources
that foster child and parent conversations in the carand at home. We hope our activities will carry over into
your homes, offering moreopportunities for you and your child to engage.

Weather Policy

General Policies

We believe that outdoor play is very important, as is the safety of your child. Outdoorplay will be provided
daily unless the temperature and heat index is higher than 98 degrees inthe summer and/or the
temperature and wind chill is colder than 37 degrees in the winter. Inthe event that outdoor play is not
permitted due to weather, gross motor play will be offered inside.

Inclement Weather

Children’s Day Out will be closed when Norman Public Schools are closed forbad weather. Please check a
local news station or the NPS website, http://www.norman.k12.ok.us/, to see if Norman Public Schools are
closed. We will notlist our program’s closing separately. You can also check our website for additional
information http://www.mcfarlinumc.org If Norman Public Schools open a day that was previously closed,
CDO will also open.




Emergency Protocol

Serious Injuries
Notify parents, emergency personnel, and DHS

Serious lllnesses
Notify parents, emergency personnel and DHS

Poison Exposure
Contact poison control hotline, parents and DHS

Outbreaks of Communicable Diseases
Notify health department, parents and DHS

Fire

We have fire drills each month to ensure that each staff person and child are familiarwith our emergency
routes and procedures in the event of an emergency. All classes willexit classrooms as quickly as possible.
Meeting locations are the playground and the gazebo. Children under 2, or who need special
accommodations, will be transported with strollers or moveablecribs.

Tornado

In the event of severe weather while we are in session, each classroom has anemergency plan. These routes
are posted in each classroom. Children will be relocated to rooms 103, 105, 106. Emergency kits are stocked
in these rooms. Children under 2, or who need special accommodations, will be transported with strollers
and moveable cribs. We have monthly drills to practice these procedures in order to make sure everyone is
aware and ready during severe weather season.

Floods
Relocate to the 2" and 3" floors, notify parents and notify DHS

Blizzards & Ice Storms

In anticipation of blizzards, our Business Administrator and Executive Minister willmonitor the weather and
cancel all programming prior to the arrival of such a storm. Parents willbe notified accordingly.

Man-made Disasters (chemical and industrial accidents)
Notify parents, follow evacuation protocols and contact DHS

Human Threats

Notify personnel, designate safe locations, and encourage children to remain calm andquiet; secure
building entrances, and prevent entrance of unauthorizedpersonnel.

Lost or Abducted Children
Notify parents, emergency personnel and DHS

Utility Disruption



Notify parents, and DHS worker, close facility if necessary

Structural Damage
Notify parents, and DHS worker, close facility if necessary

Evacuation
Notify parents, emergency personnel and DHS, relocate if necessary

Relocation
Staff will transport children by foot, stroller or crib to First Christian Church orFirst Presbyterian Church.

Accounting for Children
To make sure all children are present, staff will count the children and check names onthe roll sheets.

Disabilities
If there is a child with disabilities, a staff will help them get to the properlocation.

Adjustment & Participation

We understand that this may be the first time your child has ever been away from you foran extended
period of time. Although it is difficult to leave an upset child, most childrenwill calm down after the parent
leaves. If your child continues to be upset, we will contactyou and explore some ideas together to help
your child. If you have specific instructions for your child, please provide a hand-written note to your
child’s teacher when you drop off your child. This will limit delayed departures and confusion during this
part of your child’s day. If you would like to check on your child during the day, feel free to contact the
Children’sDay Out director, Michelle, at 321-3484 x124. While at Children’s Day Out, we hope thatyour child
will participate in all of our activities.

What to Bring each Day

1. Lunch (labeled with your child’s name): We ask that your child’s lunch is ready for them to eat
(Example: cut into bite sized pieces and pre-warmed in a compartmentalized container with

lid.) Please do not send candy, pop or items containing peanuts/peanut butter.

A complete change of clothes, even if your child is potty trained (labeled with your child’s name).
Diapers and/or Pull Ups if your child is not potty trained (labeled with your child’s name).

Bottles, sippy cup or water bottle (labeled with your child’s name).

A clean blanket for rest time (labeled with your child’s name).

Sunscreen (labeled with your child’s name)
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Clothing

Please dress your child in play clothes when sending them to Children’s Day Out. Our program includes
activities that can be messy. Please also include an extra change of seasonally appropriate clothing for these
occasions. Our program also includes outdoorplay when the weather permits, so please send the
appropriate coat or jacket labeled withyour child’s name.



Potty Training

If your child is potty training, please communicate with your child’s teacher regardingyour schedule at
home so that we can work with your child in a consistent manner. Please send plenty of extra clothing
during this training time. Because weknow that potty training is very individualized, children are not
required to be potty trained bya certain age to participate in our program. Accidents will be handled in a
supportive manner. Any wet or soiled items will be returned in a moisture-proof, sealed, labeled bag at the
end of the day. Children ages 3 years and up (and those moving into the 3 years and up classrooms) must be
actively potty training athome.

Outside Play

CDO has the opportunity to enjoy a large, age appropriate playground. Children willhave outdoor play time
each day they are in our program, as long as weather permits. Timespent outdoors helps children to
develop gross motor skills, learn about God’s world, and benefit from fresh air. Please dress children
accordingly and apply sunscreen beforearriving.

lliness Policy

In an effort to keep children and our staff healthy, please keep your child home if theyhave had any of the
following within the last 24 hours or if they have any type of contagious illness:
v Fever over 100 degrees
»  Vomiting two or more times
v Diarrhea, defined as runny or watery stools with increased frequency of loose stools
+  Eye discharge, defined as thick mucus or pus draining from the eye orconjunctivitis (pink eye)
without evidence of an allergic reaction
v Yellowish skin or eyes
» Rash that is determined by a physician to not be allergy related
»  Severe and/or persistent coughing, where a child gets red or blue in the face, makesa high-pitched
whooping sound after coughing, or coughs to the point of vomiting
v Appears to be severely ill from an unexplained cause, such as extremelethargy, irritability,
persistent crying, difficulty breathing, or any other unusual signs

If your child becomes ill at Children’s Day Out, your child will be separated from theother children per
discretion of the director. You will be notified, and your child will need tobe picked up within the hour.

Medication Policy

If medication needs to be administered while in care at CDO, all prescription medicine must be in the
original bottle with your child’s name and dosage on the label. Over thecounter medication must be in the
original bottle and labeled with your child’s name andappropriate dosage. For safety reasons, please give
all medications to the lead teacher upon arrival. Any and all medication must be accompanied by a
medication form. Medication forms may be found in each classroom. All medicine administered will be



documented andapproved with signature. Medicines will be returned at the end of theday.

Phone Calls

You are welcome to call the director (321-3484 x124) to check on your child or withany questions or
concerns. Please be advised that the director is not alwaysimmediately available to answer the phone and
you may leave a message. These messages will be returned as soon as possible. Messages received during
non-school hours will not be returned until the next day. It is not appropriate for teachers to receive phone
calls ontheir cell phones regarding CDO. Please call our directline.

Photo/Social Media/Website

Photos and/or videos of your children will not be used by McFarlin Memorial United Methodist Church for
the purpose of identification, education or promotion in both internal/external publications including
Facebook and the website without yourconsent. Parents may only take pictures of their own children while
in Children’s Day Out. This includes class parties, programs, birthdays, etc.

Discipline
At McFarlin, we celebrate childhood and understand that children will display age- appropriate behavior
and will explore boundaries. Through positive leadership, we will guide the children in acquiring
appropriate interpersonal, social and academic skills. Because we value community, staff, parents and
child, will work together towards the child’s success. Out of respect for the uniqueness of every child, we
will address eachsituation individually, but will follow these general guidelines. Not all steps may be
necessary,and ultimately all decisions will be at the director’sdiscretion.
v Clear age-appropriate expectations displayed and communicated in the classroomand handbook
v Age-appropriate environment and activities planned
v+ Ifan inappropriate behavior is displayed, we will:
v Redirect
v Verbally correct and teach appropriate behaviors
v Verbally remind
v Ask child to “Take a Break” which will include a one-on-one conversation with teacher as
well as a cooling off period for the child
v Provide written documentation
+  Director will intervene with child
v+ Consultation with family and staff/director on the phone or in person
+ Depending on the severity of the situation, unsafe, disruptive, inappropriate,or recurrent
behaviors directed towards children, staff or property may resultin suspension, temporary
dismissal, or permanent dismissal from the program.

Biting

Unfortunately, a biting incident may occur at some point while your child is in our care. This happens more
frequently in the toddler classrooms when young children do not have the verbal skills necessary to
communicate their feelings, and often lash out at thenearest person, whether that person is the cause of



frustration or not. Biting can be a scaryincident and every effort is made by teachers to watch children
carefully so that biting doesnot occur. Hopefully, this will be a short, passing phase and only warrants
concern if it continues. When a biting incident occurs, we will follow our behavior guidelines as stated
above, except when skin is broken and/or the bite is on the face. In these cases, aparent will be called and
the child will go home immediately. If a bite where skin is brokenand/or the bite is on the face happens
again, the child will be sent home and will not be allowedto return until a parent conference is scheduled
and a planis in place. All biting incidents will be handled individually and at the director’s discretion.

Bullying

McFarlin defines bullying as the intentional harassment, intimidation, humiliation, ridicule, defamation, or
threat or incitement of violence by a student against another student or staff member by a verbal or
physical act that causes or creates clear and present danger. Inthe early childhood ages it is defined as
consistently and intentionally targeting the same child. Children are learning social behaviors at this age. It
is normal for them to test boundaries and make mistakes. In Romans 3:23-24, the Bible says, “For there isno
distinction, since all have sinned and fall short of the glory of God; they are now justified by his grace as a
gift, through the redemption that is in Christ Jesus...” We will work withyou to encourage your child to
have positive social skills. Although it is rare in the early childhood ages for bullying to occur, we have zero
tolerance for bullying. We will handle it by following our behavior guidelines and at the director’s
discretion.

Conclusion

This information has been provided to assist in a pleasant experience with our Children’s Day Out program.
Please let me know of any issues you feel need to be addressed and we will work with the staff to help
better any situation! Your children are very special to us.We want them to feel safe and secure while with us
and for you as a parent to know theyare receiving excellent care and education.

Michelle Dykes

Director of Children’s Day Out
405.321.3484x124
mdykes@mcfarlinumc.org




