WELCOME

Dear Parents/Guardians:

Welcome to the Beaufort County Child Development Center!  The staff and I are excited about the new relationship we hope to have with you and your child.  By using a family approach, we are able to increase the lines of communication with families to benefit the entire child.

In addition to the family approach, we use a team approach in creating developmental goals for each child.  All the areas of development, social/emotional, motor skills, language, self-help, and reasoning are addressed on a daily basis.  Each child will receive a developmental assessment and along with information provided by you, this will give us a developmental baseline to create goals and monitor progress.  Our five classrooms utilize the Creative Curriculum, which emphasizes individualism, so each child learns at their own pace.

Each and every child has much to offer.  Through our inclusive program, each child and family will have the opportunity to learn about individual similarities and differences.  Our hope is to provide healthy interactions that will develop friendships that will last.

This handbook is provided for you with information to help keep you aware and informed of our goals, policies, and plans for the benefit of your child.  You will want to read it, use the information, and keep the handbook in an easy-to-reach location so you can refer to it all year.  It is not a complete listing of all school policies.  For further information or answers to questions not addressed in this handbook, please feel free to contact me.

Thank you for allowing the Child Development Center to be a part of your family.

Sincerely,

Elena Gilmore Cameron

Chief Executive Officer
Child Development Center Staff 

Elena Gilmore Cameron---------------------------------------------BCDC’s CEO/Interim Manager
Michelle McCollum------------------------------------------------------------Administrative Assistant
Bernita Shepard----------------------------------------------------------------------------------------Cook
Infant/1-year old Classroom
Vicky Smith -----------------------------------------------------------------------------------Lead Teacher
2-year-old Classroom
Darnell Woods-------------------------------------------------------------------------------Lead Teacher
Kayla Bryant---------------------------------------------------------------------Teaching Associate I
Preschool Classroom
Sheri Barber--------------------------------------------------------------------------------Lead Teacher
Jeanette Peartree--------------------------------------------------------------------Teaching Associate I
J’mya Colvin--------------------------------------------------------------------------Teaching Associate I
School-age Classroom

Mona Hardison-------------------------------------------------------------------------------Lead Teacher

Shafreda Wilkinson-----------------------------------------------------------------Teaching Associate I
Nicole Mack---------------------------------------------------------------------------Teaching Associate I
Floaters

ShaJuan Barnes ----------------------------------------------------------------------------------PT Floater
Laquisha Moore----------------------------------------------------------------------------------PT Floater
Danielle Price--------------------------------------------------------------------------------------PT Floater

Angel Van Staalduinen--------------------------------------------------------------------------PT Floater

The 4-year-old staff also works with the school-age children.

NOTE: Please check with your child’s Lead Teacher if Ms. Cameron is unavailable for any program matters.
All teaching staff is certified annually in Infant, Child and Adult CPR and every 3 years in First Aide. All Lead Teachers are required to have a minimum of an Associate Degree in Early Childhood Development or be actively working to fulfill the requirement. The Preschool Lead Teachers are required to have a bachelor’s degree and have a NC Teaching license in Birth – Kindergarten. All teacher assistants are required to work towards an Associate Degree in Early Childhood. Annual training in the field is required. 
New staff is required to receive extensive orientation to the program’s policies and procedures, state regulations, center practices, abuse and neglect reporting, developmentally appropriate practices, and children with special needs.

COVID-19
Beaufort County Developmental Center is following safe practices to ensure the health and safety of all our children, staff, and parents. We follow the state-mandated guidelines for childcare along with recommendations from our physician consultant. Only perspective parents are allowed in the building at this time. We ask that all parents follow the safe guidelines set forth by the state when bringing your child to the facility. Activities and gatherings are suspended at this time and meals are now plated with single-service items only. Those items are currently marked thru in this handbook.

Thank you for your cooperation and patience.
Beaufort County Developmental Center, Inc.

The Child Development Center (CDC) is just one part of Beaufort County Developmental Center, Inc. (BCDC).  BCDC serves persons with and without developmental disabilities in the following areas:

· Child Development Center (CDC)
· Public School Services

· Innovations Waiver Services 
· Adult Developmental Vocational Program (ADVP)

· Day Activity

· Apartment Living

· Group Homes (2)

· Supported Employment

· Transportation (BATS)

· Developmental Day

Each program provides unique, inclusive services to individuals of all ages.

BCDC started in 1972 as a special project at the Beaufort County Community College.  In 1974 the BCDC advisory board formed a non-profit corporation to assume responsibility for the programs.

The Child Development Center is a 5-star licensed center through the Division of Child Development and Early Education. The center also follows standards and procedures set by the Department of Human Resources, Department of Public Instruction, Department of Environment, Health and Natural Resources and the North Carolina Child Care Food Program.

MISSION STATEMENT

To provide an inclusive setting that promotes acceptance of differences, a healthy expression of strengths and needs, and support to parents for the growth and proper development of their children by providing opportunities for:

Independence

Readiness

Interactions

Challenges
PROGRAM PHILOSOPHY

The Beaufort County Child Development Center is committed to providing a stimulating, learning environment to all children regardless of race, religion, or ability.  The children are served in an inclusive setting to encourage learning from one another.  Combining children with and without disabilities provides modeling opportunities for appropriate behavior and to break down attitudinal barriers against the developmentally challenged.  Our hope is to promote healthy interaction, which occurs when children are able to develop and use their strengths.  We encourage the development of acceptance and an understanding of the value of differences, independence, and interdependency through respect and caring for others.

PROGRAM GOALS

1. To assist each child to make the best possible mental, physical, emotional, and social adjustment to his/her environment through a daily training program based upon individualized objectives.

2. To provide parental assistance through training, support, and appropriate referrals for additional information and assistance.

3. To work cooperatively with other professionals to assist the individual children served.

4. To promote a smooth transition of the child into the public school system.  To provide the support and consultation needed when necessary.

5. To provide training for parents and interested people in dealing with children’s needs.

6. To promote interaction between peers to break down barriers of acceptance.

7. To provide opportunities for self-expression.

CONFIDENTIALITY

The staff of the Child Development Center is aware of matters of confidentiality regarding information pertaining to your child. Information will not be released or discussed without written consent unless it involves matters of health and safety. Please make sure that you have signed a Consent for Release of Information to those individuals you would like the staff to talk to about the health and progress of your child. If that information is not on file, we will not communicate any information. Confidentiality is addressed with all staff members yearly.  If you would like a copy of the confidendtiality standards we use, please let us know.

CURRICULUM

The Beaufort County Child Development Center uses a Developmentally Appropriate Curriculum as recommended by the National Association for the Education of Young Children (NAEYC).  Developmentally Appropriate Practices (DAP) result from the process of professionals making decisions about the well-being and education of children based on at least three important kinds of information or knowledge:

1. What is known about how children develop and learn,
2. What is known about the strengths, interests, and needs of each individual child in the group,
3. Knowledge of the social and cultural contexts in which children live.
DAP guidelines require that teachers integrate the many areas of learning.  They must know about child development and what it tells them about what to teach and when.  They must know how to assess what children have learned, and how to adapt curriculum and instruction to meet children’s individual strengths, needs and interests.

The CDC uses the Creative Curriculum and Foundations models that stress age and individual appropriateness. Classrooms are divided into interest areas that encourage exploration, problem solving and to select things that they show interest in. The infant room is a shoe-free zone that decreases the level of germs on the floor due to the children spending most of their time on the floor to promote gross motor development and exploration. The 1 yr old and 2 yr old classes are set up with a variety of interest areas: dramatic play, block area, fine motor/manipulatives, sand/water area, music area, and the library area. Children in the 1 yr old room are exposed to art activities by teacher-directed and open expression activities. The 2 yr old room has an art area for free expression. The 3 yr. old and 4-5 yr. old classes have a discovery/science area and an art area. The 4-5-year-old class serves school-age children after school.
Lesson plans are posted weekly to outline activities and learning environments that the children will be exposed to. Lesson plans, activities, and themes are determined by the interest of the children or things that are going on in the environment. A classroom schedule is posted in the classroom to outline time frames for free and teacher-directed activities, meals, outside play, and routines.

The classrooms are inclusively integrated, meaning children with and without developmental disabilities are in the same environment.  In this type of setting, all children are exposed to a more natural environment and each learns different skills through their interactions with each other.

After the first 2 weeks of enrollment, your child will receive a developmental assessment and will have a profile completed to assist with establishing skills, to get to know your child better and provide guidance on how to set goals for your child and the classroom. These tools help to document your child’s learning. Items assessed are reasoning skills, language, fine and gross motor skills, self-help, and social/emotional development. The Lead Teacher will meet with you after the assessments are completed to review the findings and to gather additional information about your family’s values, beliefs, learning approaches, and cultural background. This will allow the teacher to make adaptations within the environment to incorporate your values and background so that all children can learn differences among their peers. Developmental screenings will be updated at least monthly or as a goal is accomplished.
In the event your child is showing delays in one or more areas, the Lead Teacher and Children’s Services Manager will meet with you to discuss how to plan for the future. Referrals to specialized services may occur with your consent to gather more information from formalized evaluations.
Parent/Teacher conferences will be held a minimum of 3 times per year to update you on your child’s progress, to discuss any concerns that you may have, and to plan for the future. Copies of all conferences will be given to you at the conclusion of the conference.

Children served through public school services will also receive 9-week progress reports based on your child’s IEP goals and progress.

ADMISSION PROCEDURE

For Childcare

The Beaufort County Child Development Center will provide childcare services to children birth to 12 years of age.  Classroom licensing may determine who is accepted into the program.  All children will be charged the current Childcare fee set by BCDC, Inc.  If a slot is available, the Children’s Services Manager will meet with the family to complete an in-take packet.  The child will be observed in the classroom two times before admission.
The following documents must be completed prior to admission:

1. Application

2. Food Program Eligibility Application

3. Permission for Treatment

4. Emergency Contact Information

5. Discipline Policy

6. Attendance Procedures

7. Childcare Rules and Regulations

8. Permission for Baby Wipes and Powder (if applicable)

9. Infant feeding schedule/Consent form (if applicable)

10. Blanket Permission Form

11. Publicity Release (optional)

12. Health Care Policy

13. Fee Schedule

14. Infant/Toddler Safe Sleep Policy (if applicable)
15. Consents for natural support and emergency contacts

16. Consent for the Child Care Consultant for health-related concerns

17. Prevention of Shaken Baby Syndrome/Head Trauma

18. Tobacco-Free Policy
A medical report signed by a physician and current immunization information, and permission to administer over-the-counter medication is required before the date of admission.  The North Carolina Division of Child Development and Early Education requires that these documents be on file within 30 days of admission.

The Children’s Services Manager and Lead Teacher will determine if the child is appropriate for the programs offered. All placements are based on a 30-day trial.  At the end of the 30 days, the Children’s Services Manager and Lead Teacher will determine continued placement. If the child displays violent behavior and presents a threat or risk of injury to other children or staff, the child will not be served.  The Children’s Services Manger will notify the parent by phone or letter to set up a conference.

Arrangements for payment must be made prior to admission.  If the family is receiving assistance from the Department of Social Services, a childcare voucher must be presented to the Children’s Services Manager prior to admission.

ADMISSION PROCEDURE

For the Developmental Programs 

The CDC will provide services to children based on the child’s need for services without regard to religion, race, color, creed, national origin, or sex.

1. Eligibility Criteria

Ages served – birth to 5 for day placement.
Children may be referred by the Greenville CDSA or Public School system due to delays in development, at-risk factors and/or atypical behavior.  

A referral will be made to the Children’s Services Manager based on parental consent.  The CDSA Service Coordinator, Preschool Coordinator for Beaufort County and Pitt County Schools, will assist the parent(s) with arranging a tour of the facility.  
2. Screening

A. Initial Interview – a discussion with you about your child’s needs and the Center’s services.  The following information is requested: age of child, developmental milestones, physical limitations, and other information to determine appropriate placement.

B. Interaction with the child – The Program Manager and/or Teacher will work with your child for a period of time to determine his/her skill level.  All placements must be presented for approval to BCDC’s Admissions and Discharge Committee.  This committee has the authority to approve or deny placements.  You will be notified of their decision immediately following their meeting.  If approved the Manager will contact, you to set up a day and time for an in-take.
3. Completion and Return of Required Forms

1. Application

2. Medical Exam with Immunization Record

3. Parent/Center Contract

4. Emergency Information

5. Food Service Application

6. Permission Forms

7. Discipline Statement

8. Attendance Statement

9. Publicity Consent or Denial

10. Permission for Baby Wipes and Powders (if applicable)

11. Health Care Policy

12. Permission to Administer Over-the-Counter Medication

13. Fee Schedule

14. Childcare Rules and Regulations

15. Infant Feeding Schedule (if applicable)

16. Signed Consent for Release of Information for natural supports and emergency contacts.
17. Infant/Toddler Safe Sleep Policy (if applicable)
18. Consent for the Childcare Health Consult for health-related concerns

19. Prevention of Shaken Baby Syndrome/Head Trauma

20. Tobacco-Free Policy

TERMINATION

You have the right to terminate services at any time.  Prior notification is requested if available.

The Child Development Center reserves the right to discharge on the grounds of inappropriate placement due to violent behavior or poor attendance.  You will be called in for a conference to discuss alternate services and discharge.  The center will provide you with a 2-week notice.  Immediate discharge may occur if your child poses immediate threat to himself or others.  The Children’s Services Manger will work with you until appropriate, alternate services can be obtained.  

It is important that your child attends the center on a regular basis.  If your child is absent for more than 5 days without notification of vacation, illness or emergency, your child’s slot will become inactive.  If an additional five days of absences occur, your child will be removed from the role and the slot will become vacant.  Your child may be put on the waiting list for re-admission according to availability.

SUSPENSION

Reasons for temporary suspension from the Center are:

1. Failure to have physical exam completed within 30 days of admission or by the anniversary date after two written notices.

2. Failure to provide necessary medication for the child after two written notices.

3. Failure to provide clothing/personal care items after two written notices.

4. Display of violent behavior to include destruction of property, injury to another child, continued disruption of classroom operations, injury to a staff member, and behavior that causes high risk of injury to others and self.
5. Failure to attend the center on a regular basis.

OPERATIONAL POLICY

The CDC operates twelve months of the year.  Hours of operation are Monday through Friday; from 6:30 am to 6:00 pm for childcare services only.  The Developmental Day (public school) operates Monday through Friday, from 8:00 am to 3:00 pm.  If your child is sponsored by the public school only, the public-school schedule will be followed, and parents will be provided with a copy of the school schedule.  Keep in mind that when the public school system is closed, there is an out-of-pocket expense for attending if pre-approved by the Manager.
Certain holidays are observed.  A schedule is enclosed.

ORIENTATION FOR PARENTS

After completion of enrollment, the center asks that you become more familiar with the program.  You will be asked to eat lunch with your child during the first week.  In addition, you will be asked if you can volunteer any of your time by eating lunch with the children, attending events and parties, and assisting with field trips.

You will be informed of the various forms of communication: brochures and pamphlets are available at the reception area, use of the lending library that includes books and videos on child development, behavior, nutrition and intellectual disabilities, daily parent notes, classroom and entrance bulletin boards, monthly center newsletters, progress reports, parent conferences, face-to-face communication with teachers, phone conversations, etc.
There are many ways that parents can become more involved with the center:

· Training opportunities will be distributed.
· Represent the center on the agency Board of Directors.
· Donate household items to the arts and crafts room.
· Donate items to the playground loose parts bins.
· Offer suggestions and tips to the center’s newsletter.
· Attend parent dinners / classroom activities.
· Participate in the Parent/Staff group.
· Complete center surveys.
· Donate to the clothing swap box.
· Donate coupons to the swap coupon box.
· Volunteer in the classroom.
· Attend parent/teacher conferences.
· Use of the suggestion box.
· Review and approve changes to procedures/policy.
DELAYED OPENINGS/CLOSINGS

In the event of a delayed opening or closing of the Center for an unexpected reason, the CEO will notify you by text. You may also call or text the CEO’s cell phone at 252-945-3549 for additional information. It will be posted on WITN and WNCT’s website and new station.
In the event of an early closing, all attempts will be made to contact parents or emergency contact people by telephone. A text will be sent to all parents who have cell phone access. Please ensure that all contact information remains current with the center.
DISCIPLINE 

It is the policy of Beaufort County Developmental Center, Inc. to reinforce positive behavior and to ignore inappropriate behavior when possible.  Children thrive on praise and attention.  

At times it is impossible to ignore undesirable behavior.  When it is necessary to address this behavior, the following procedures are used:

1.  Two oral warnings are given.

2. If the second warning is not heeded, the child is removed from the group to another area of the classroom to receive a time away from the group to be redirected.

3. At the conclusion of the child’s time away from the group, they will be asked if they are ready to return.  If the child displays appropriate behavior every attempt will be made to re-engage their play.

4. The child may be taken to the Children’s Services Manager to receive additional verbal intervention.  There are times when children receive too much stimulation and need to move to a quiet area to talk things through.  At the completion of the conversation and an agreement has been made with the child and Manager, the child will decide when they are ready to return to their activity.

When an undesirable behavior with a child 3 years of age and older occurs frequently, and is disruptive and detrimental to the child’s performance, or to that of the other children, a parent conference will be called to discuss a behavioral plan.  This plan will be written with the goal of elimination the behavior entirely.  If the child is receiving public school services, the LEA will be called to attend the conference.  Each program will vary according to the individual needs of the child.  In the event the plan is unsuccessful, and the child displays aggression towards adults, the parent will be called to come and speak with the child in an attempt to extinguish the behavior.  If the child is so disruptive during the day that no form of intervention is successful, the parent will be called to pick up their child and they must remain home for the rest of the day.  An incident report will be completed and forwarded to the Admissions and Discharge and Client Rights and Responsibilities Committees for review and determination of continued services.

With very young children, two years of age and younger, it is usually only necessary to display dissatisfaction with their inappropriate behavior by shaking the head no or establishing a firm facial expression.  This child will be told the behavior is unacceptable and will be steered to more appropriate behavior.  If the inappropriate behavior continues, the child will be turned away from the activity for a few seconds, then allowed to return. If the behavior continues, the activity will be removed from the child.  The CDC does not restrain, seclude, or isolate children.  Parents are free to request a conference with the staff to discuss these issues.

IMMUNIZATION OF CHILDREN

N.C. General Statue 130-A-152 requires that all children be immunized against infectious childhood diseases:  polio, measles, rubella, diphtheria, whooping cough, tetanus, and chicken pox.

Recommended Immunization Schedule


Birth 

Hep B


2 months
DtaP, Hib, IPV, Hep B, PCV7


4 months
DtaP, Hib, IPV, PCV7


6 months
DtaP, Hib, Hep B, PCV7


12 months
Hib, IPV, MMR, Var, PCV7


15 months
DtaP


4-6 years
DtaP, IPV, MMR

Parents or guardians with legal custody of a child are responsible for getting this protection.  You can have your child immunized by a private physician or free of charge at your local health department.

Your child will be required to have a medical report completed annually with an updated immunization record.  Failure to do so will result in suspension of services until the requirements are met.

A child who has not received minimum immunizations may legally continue at the center only when the youngster is on a medically approved schedule of immunizations.  A medically approved schedule must be certified in writing by a physician or local health department, and such certification is to be administered.

If a parent does not want their child immunized because of religious beliefs, then the center will provide you with a medical waiver form to be kept in the child’s file.

When a child’s immunization record is lost, “cannot be located”, and proof of immunization is missing, the North Carolina Division of Health Services recommends that the child be re-immunized.

If you have any questions about immunizations, please call the local health department at 946-1902 or call 1-800-CHOOSE-1.

MEDICATION POLICY

Each child is required to have an Over the Counter or Prescription Medication form completed by a physician before any type of medicine may be administered.  In addition, parents are required to complete a Permission to Administer Medication form.  Generic forms of medicines must be indicated and approved by the physician.  Failure to comply will result in the denial of the request.
Medication prescribed by a physician should have the following information on the container label:




Child’s Name




Date issued or refilled




Directions for administering




Medication name and strength




Name, address, and telephone number of dispensing site




Prescriber’s name




Ancillary cautionary label




Copy of the Drug Interaction Warnings

Non-prescription (over the counter) medication furnished by parents will be stored and dispensed according to the parent directions on the Permission Form.  A physician must complete an over-the-counter form giving permission to use the medications indicated.  We are unable to administer non-prescription medications without permission from a doctor.  At no time will a medicine be administered above the recommended dose.

Medications cannot be administered as needed.  All medications must have a specific time to be administered indicated on the Permission Form and must be completed by the parent or legal guardian, no exceptions.  All medications are stored in a locked cabinet – specifically used for medications. Exceptions are 

Epi-pens or emergency inhalers. A Child Care Individual Health Plan must be in place before the staff can administer. 
All staff that administers medication receives annual training by a medical professional.  No medication will be given by any staff member without written authorization from the parent.  All medications must be sent in the original container with current dates, or it will not be accepted.
Asthma forms must be completed, and a must be accompanied by the Asthma Action Plan from the child’s pediatrician. Emergency Inhalers will not be administered without the Plan. 

We do not administer any medication that is prescribed twice daily.  Under no circumstances will we administer medication without the parent’s written consent.

ILLNESS

Children who show signs of illness or a contagious condition should not be sent to school.  If your child arrives at the center and the staff determines that he/she should not remain at school, they will not be permitted to class.  If your child’s temperature is 101 or greater, 2 or more diarrheas, vomiting or signs of contagious condition, you, or emergency contact, will be notified of the symptoms or complaints and requested to pick up your child immediately.  If your child is sick, they may not return to the center the next day.  (A mandatory 24 hours after the illness has ended without medication intervention), unless cleared by a doctor to return.  If your child leaves with a contagious condition, they may not return without permission from a physician.

If your child becomes ill at the center, he/she will be isolated from the other children, allowed to lie down and rest in the Children’s Services Manager’s office. This will allow for others to not be exposed to any potential contagious condition.
If the center staff determines the illness requires immediate medical attention, the child will be transported to the Beaufort Co. Hospital or the Washington Rescue Squad will be requested to transport the child to the hospital of preference.  You will be notified immediately, and a staff member will accompany the child.

Parents are obligated to notify the Children’s Services Manager when their child contracts a communicable illness.  North Carolina law requires that a physician indicate in writing when a child can safely return to school when an infectious disease is found.

In the event a child in the center has any form of a communicable illness, the Children’s Services Manager will issue a statement with precautions and warning signs. This may include head lice, ring worm, strep throat, pink eye, etc.  At no time will any parent be given information concerning the name of the child.

GUIDELINES FOR CHILDREN’S CELEBRATIONS

Children’s celebrations are always welcome.  However, due to regulations and safety issues some materials are not allowed.  Please use the following guidelines when planning / participating in celebrations:

· Baked Goods must be purchased from a licensed bakery (includes Wal-Mart, Piggly Wiggly, etc.)

· Snack items must be in the original container
· No Balloons 

· No Candy

· No Lit Candles

· No Toy Weapons

· No Nuts

· No Popcorn

· Other foods considered as a choking hazard.
SAFETY PRECAUTIONS

The staff at the CDC plans very carefully to provide a safe learning environment.  We need your cooperation in following these safety precautions:

· Shoes must be worn at all times.  Make sure shoelaces are in good repair and that shoes fit properly.  Flip-flops, slides, or Crocs are not approved.  We request for all children to wear a closed shoe to assist with balance and coordination. 
· The staff will not be responsible for children’s hair bows, beads, or barrettes.  We recommend secure rubber bands.  Bows, beads, and barrettes are choking hazards.

· Do not allow your child to bring spending money to the CDC.
· We encourage the use of disposable diaper and pull ups.

· Ensure that your child comes to school clean, with clean hair and dressed in clean clothes. In addition, clothing needs to be appropriate for the weather.
· Avoid dressing your child in clothes that are torn, with seams split, or with broken zippers or snaps.  Child’s clothing that is too big or too little hinders the child’s ability to move adequately and work on motor skills.

· Please keep emergency contact information current.

· Please do not send anyone other than a previously authorized person to pick up your child.  Minor children are not permitted to come and get a child from the building.

· Please do not send toys with your child.  The CDC will not be held responsible for damage or loss.
· If you bring other children in the building, you are responsible for their supervision.  The staff is unable to care for additional children.
· Please keep fingernails trimmed to prevent injury to self or others.

· Please do not send candy with your child.  It is a choking hazard and there is not enough to go around for each child to have some.  Candy brought into the center either opened or packaged will be discarded.

· The center is required by the Division of Child Development and Early Education to go outside every day unless there are weather advisories for cold or heat or environmental safety reasons (poor air quality), etc. This applies to all age groups. We ask that you send appropriate clothing for cold weather to include toboggans, mittens, and heavy coats.  We will not go out if the wind chill is below 30 degrees. If the weather is cold, we will go out for fresh air, which kills germs and so the children can move freely.
When it is raining and the temperature is warm, the CDC would like for the children to experience outside play. Please send in a raincoat and shoes that can get wet. This provides excellent learning opportunities to see what water can do for the trees, grass, flowers, birds, etc. For the younger classes, we will use the play porch or hallway for alternate gross motor activities.
· Parents are encouraged to send sunscreen during the warm months. We recommended SPF 30 or higher. We must receive written permission along with consent from your child’s pediatrician before it can be applied to your child.
· Parents are encouraged to send in insect repellant due to the high rate of mosquitoes during wet months. The staff will apply it one time per day. If your child’s class does not go out a second time due to heat, the staff will use a baby wipe to clean the repellent off the applied areas. NOTE:  Please do not use repellent for infants under the age of 2 months. The center recommends using DEET. The CDC will forward any recommendations issued by the local health authorities concerning high level alerts.
· If your child has a sore on their hand, they will not be able to participate with the group’s water play. A separate container will be provided to give them an opportunity to explore.

· All children will have the opportunity to brush their teeth and gums during the day. Classroom schedules may vary.
· Please do not smoke in the parking lot while dropping your child off or drop spent cigarettes in the parking lot.

Child Passenger Safety Guidelines

	
	Infants
	Toddlers
	Young Children



	Weight
	Birth to 1 year at least 20-22 lbs.


	Over 1 year and 

Over 20 lbs. – 40 lbs.
	Over 40 lbs.

Ages 4-8, unless 4’9”

	Type of Seat
	Infant only or rear-facing convertible


	Convertible / Forward- facing
	Belt positioning booster seat

	Seat Position
	Rear-facing only


	Forward-facing
	Forward-facing

	Always make sure
	Children to one year and at least 20 lbs. In rear-facing seats.

Harness straps at or below shoulder level.


	Harness straps should be at or above shoulders.

Most seats require top slot for forward-facing
	Belt positioning booster seats must be used with both lap and shoulder belt.  

Make sure the lap belt fits low and tight across the lap/upper thigh area and the shoulder belt fits snug across the chest and shoulder to avoid abdominal injuries.

	Warning
	All children age 12 and under should ride in the back seat.
	All children age 12 and under should ride in the back seat.
	All children age 12 and under should ride in the back seat.


For more information about child safety seats and seat belts, call the UNC Highway Research Center at 1-800-672-4527 or the N.C. Department of Insurance at 1-877-363-2405.  

NUTRITION

The CDC participates in the Child and Adult Care Food Program and food is prepared, served, and stored according to their guidelines. Children 1 year of age are served whole milk and children 2 and older are served 1% milk. Soy milk is provided to those children who have documented food allergies. The meals and snacks provided by the CDC meet 1/3 to 1/2 the daily nutritional needs of a child. Water is provided during all meals and throughout the day.
You must notify the Program Manager of any known or suspected food allergy, or known problems associated with any kind of food substance.

Breakfast – served at 8:20 a.m.
Your child must be in attendance by 8:30 a.m. to receive breakfast.  If your child arrives after 8:30 am, you will be required to furnish the meal.  Your child will not be able to stay if breakfast has not been provided. A bread or grain, fruit and milk will be served.
Lunch – served at 11:30 a.m.
You must notify the center by 10:30 am if your child will be arriving late to receive lunch.  Children arriving late will be required to have already received lunch if no notification is made.  Your child will not be allowed to stay at the center without having food provided. A meat, vegetable, fruit, bread, and milk will be served. The program does allow for 2 vegetables to be served during the same meal.
Snack – served at 2:30 p.m.  This meal consists of a grain or fruit, milk and/or water.
A menu is posted on the bulletin board in the kitchen; monthly menus are posted on the entrance bulletin board, and in each classroom.  In addition, a copy is sent home monthly.

Staff will document the item and quantity of consumed food on daily notes for all children.

Special diets – If children are on special diets, parents are required to provide a physician’s statement indicating foods, (which should be avoided, and those allowed as a replacement).  This includes milk allergies. The CDC requests that a Child Care Health Plan be developed with our Child Care Nurse Consultant to outline precautions in the event of exposure and/or digestion of a non-approved substance. If you are sending in food items for your child, please make sure that they are labeled with your child’s name and the date they were brought in. Items containing peanuts will not be allowed. Foods will be stored in the refrigerator until served. The CDC will provide supplements for special dietary needs.
Baby Bottles – Should be labeled as follows:  Name and Date.  Baby bottles must arrive with lids for sanitary reasons.  Bottles will be sent home daily.  Please make sure bottles are cleaned and sanitized before using again.  The CDC furnishes Gerber Good Start Gentle formula and all baby food and infant cereal.  You are required to complete a feeding schedule upon enrollment and maintain updates until your child is 15 months of age. Infants will not be given whole milk until they turn 1 year of age.
Infants are held during bottle feeding. Under no circumstance is a child allowed to walk around the room, be in a crib or in a bouncer seat with a bottle. Those children who are spoon fed baby food are seated in highchairs with tabletops. When the child shows the ability to sit up in a stable position, they will be transitioned to the table to finger feed themselves snacks and other approved foods. Foods or liquids are not allowed in the carpeted area unless being bottle fed. Sippy cups will be introduced with your permission after agreement with teacher.
Nursing mothers are provided a space in the classroom or in an office depending on personal preference. Parents will need to coordinate this with the Infant Lead Teacher. Stored breast milk can be stored for 48 hours if not previously frozen. If it has been frozen, the CDC will discard the milk after 24 hours. Each bag will need to be labeled with the child’s name and date.
You are required to complete a CACFP Food Program Application upon enrollment and update information annually.

The CDC serves meals family-style which encourages children to make decisions about their choices. The staff does encourage children to try foods that they normally do not eat. The older children are encouraged to serve themselves their own portion of selected foods and have the option to pass on the ones they do not like.
ACCIDENTS

If an accident occurs at the CDC or on field trips, basic first aide will be administered.  All staff is trained annually in Infant/Child/Adult CPR and every three years for First Aide.  
Small wounds will be cleaned with water and a bandage will be applied if needed.  

Staff will call and notify you of the injury and seek your advice for further care. The Child Care Health Consultant may also be called for assistance.
If immediate emergency medical treatment is indicated, the Children’s Services Manager or designee will contact you and transport your child to the Beaufort County Medical Center or contact the Washington Rescue Squad.  
NOTE: The Washington Rescue Squad will not transport your child to Pitt Memorial if you have them listed as your child’s hospital preference.

CLOTHING AND PERSONAL ITEMS

Each child must keep two complete sets of clothing at the Center in case of accidents.  Sets of clothing consist of shirts, pants, undergarments, and socks.  If the center sends clothing home, we need another set the following day.  This clothing will need to be seasonally appropriate.  All items of clothing should be labeled with a permanent marker or masking tape.  If items arrive at the center not labeled, the staff will write the child’s name on the label.

Due to sanitation regulations, the CDC is unable to wash clothing that has urine, feces, or vomit on it.  We will wash clothes that have dirt, food, or drink on them; when time permits. Please keep in mind that children play outside and play with art supplies.  We supply smocks but there are times when a child’s clothing will get dirty.  Please send an old T-shirt for messy activities and meals.

Diapers, baby wipes, powders, insect repellant, sunscreen, and ointments must be supplied by the family.

Any item that is sent to school (book bags, car seats, coats) should be clearly marked.

The CDC staff request that your child has their own book bag so that items can be sent home and returned daily.

Each child will be provided a cubby to keep personal items.  If you would like to provide personal items for nap such as: blankets, stuffed animals, or pillows, feel free.
Please keep in mind that jackets or hooded sweatshirts with draw strings may be a choking hazard while on the playground.
ABUSE AND NEGLECT

The staff of the CDC is aware of the high incidence of child abuse and neglect which is apt to occur in families with increased stressful situations.  The CDC assumes the role of advocate for every child served and as a support system for each family.  The staff will attempt to refer and/or secure services as needed to relieve known stress within the home.

Should the Child Development Center staff become concerned regarding suspected problems occurring within a family, assistance to the family will be offered by the Children’s Services Manager.  Documentation of problems or incidences will be made in the child’s record, as well as proposed methods or solutions to known problems and the results of discussion with family members.  If confirmation is received or actual indications of abuse and neglect are noted, the Beaufort County Department of Social Services will be notified as mandated by N.C. Law; the CDC will provide support and assistance to the child and his/her family while problems are resolved.

The following procedures will be followed if abuse or neglect is suspected:

1. Staff will report concerns directly to the Children’s Services Manager.

2. The Children’s Services Manager will notify:

A. Beaufort County Department of Social Services, Child Protective Services

B. Beaufort County Developmental Center’s CEO
3. Findings and subsequent action will be documented and placed in the     

child’s file.  All information is kept confidential.

4. The Program Manager will secure a report of their actions from the Beaufort County Department of Social Services.
REPORTING STAFF ABUSE/NEGLECT

Child abuse and neglect occurs when a caregiver injures or allows another to injure a child physically and/or emotionally.  It may also occur if a caregiver puts a child in situations of risk.  Neglect may occur when a child does not receive proper care or supervision.

When a parent/guardian suspects any form of child abuse and/or neglect, notify the incident to the Children’s Services Manager immediately.  You may also notify Beaufort County Department of Social Services, Child Protective Services Division at (252) 975-5500.  In addition, you may call the Division of Child Development and Early Education at (919) 622-4527 or 1-800-859-0829.  Reports can be made anonymously.  A person will not be held liable if the report is made in good faith.

PARENTAL COMPLAINTS

If there is a complaint of services or with a staff member, the parent is encouraged to notify the Children’s Services Manager (CEO is acting Manager) as soon as possible.  The Children’s Services Manager will immediately request an interview to gather necessary information.  An investigation will occur if the Children’s Services Manger is unaware of the incident.  The parent/guardian will be notified whether the issue is substantiated.  However, the parent will not be privileged to the actions taken in the form of discipline.

If the Children’s Services Manager is unavailable, the parent may notify the staff member in charge of the complaint/concern.  If there is an emergency, staff will call the Children’s Services Manager for notification.

If the complaint/concern is with the Children’s Services Manager of the Child Development Center or the parent is not satisfied with the Children’s Services Manager’s actions with a filed complaint, the parent is encouraged to notify Beaufort County Developmental Center’s Chief Executive Officer (Elena Cameron) at (252) 945-3549.  An investigation will follow.

If the Child Development Center is not providing adequate services to the children, please notify the Division of Child Development and Early Education at (919) 622-4527 or 1-800-859-0829.

FEE SCHEDULE

EFFECTIVE 07/06/2009
The Beaufort County Child Development Center charges the following fees for service:


Age:



       Discount Rate

Full Rate


Birth-2 years



$145.00


$152.00


2-year-olds



$137.00


$144.00


3–5-year-olds



 $128.00

$135.00


Before/After School


$ 79.00


$86.00


School Age (Summer)


$119.00


$126.00


Fees are subject to change.

Financial supports are available through the Department of Social Services for those families who qualify.

Payment is due every Monday prior to services being rendered.  You may receive a discount for early payment. A late fee of $5.00 per day will be assessed to late payments.  Services will be discontinued if payment is late more than once in a 30-day period.  Full payment, including late fees, must be paid in cash prior to the child returning.  Insufficient funds fee of $25 on all returned checks.  We reserve the right to refuse future payments in the form of a check.
If you receive financial assistance from the Department of Social Services, the monthly fee is due by the 15th of the month. If the 15th falls on a weekend it is due the next business day. DSS determines the hours your child may attend, and we honor those hours only. If you exceed the voucher hours you will be charged additional fees. Prior approval is required. 

To insure consistent and adequate resources for each child, fees are due regardless 


of whether a child attends.  With at least 7-calendar days’ notice, each family

can take advantage of a 5 day “vacation week” without charge. The 12-month period for the vacation week starts on your child’s enrollment day. Under no circumstance will more than one week be granted without charge.

A two-week notice is required if you need to terminate services.
If you receive financial assistance from the Department of Social Services, the monthly fee is due by the 15th of the month.  If payment is not made within 3 days of the due date a late charge of $5.00 per day will be added.  DSS determines the hours your child may attend, and we honor those hours.

To ensure mutual understanding of the terms and conditions of enrollment for your child/children, an agreement will be signed by you and the CDC Director.
Child Care Attendance Policy

Regular Daily Operation:  Arrival and Dismissal

The Beaufort County Child Development Center operates from 6:30 a.m. to 6:00 p.m., Monday through Friday.  National holidays are observed.

Breakfast is served from 8:20 a.m. and 8:40 a.m.  Children should be in attendance by 8:30 a.m. to be served breakfast.  Please make sure to provide breakfast prior to bringing your child in late; we do not serve late meals.

Please notify the center if your child will be arriving late.  

Absences require a written excuse or verbal explanation to the Children’s Services Manager or Lead Teacher.  Attendance is required at the CDC.  Poor attendance will result in termination of the childcare slot.  If your child is sick, please notify the center so your child's slot can remain open.  Five days of unexcused absences or non notification, will result in immediate termination of services.

When tardy, the parent or authorized person must accompany the child into the building by the main entrance and deliver the child to the Lead Teacher.  Do not open the door and let the child in without talking with a staff member.  Failure to follow these guidelines may result in the child's suspension.

The facility closes at 6:00 pm, therefore your child needs to be picked up prior to that time to allow for interactions with staff and to pick up daily items. Late charges will be applied for late pick-up.
When picking up a child, the parent or authorized person must come into the building, notify the staff member that they are here to pick up their child, and accompany the child from the building.  Please do not send a minor into the building to retrieve your child.  The staff will not release the child in their care. Parents are responsible to supervise all children they bring in the building who do not attend the center.
If you authorize an adult to pick up your child, please make sure their name is on the emergency contact list. During their first visit they will need to provide a valid picture identification card for our records.  Please note that if the individual is not on the contact list and/or cannot produce identification, we will not release the child in their care. In addition, please make prior arrangements for proper safety seats. 
Developmental Services Attendance Policy

Regular Daily Operation:  Arrival and Dismissal

The Beaufort County Child Development Center operates from 8:00 a.m. to 3:00 p.m., Monday through Friday. Public school services operate from 8:00-2:30 and departure starts at 2:30. National holidays are observed.

Breakfast is served from 8:20 a.m. and 8:40 a.m.  Children should be in attendance by 8:30 a.m. to be served breakfast.  Please make sure to provide breakfast prior to bringing your child in late; we do not serve late meals.

Please notify the center if your child will be arriving late.  

Absences require a written excuse or verbal explanation to the Children’s Services Manager or Lead Teacher is required at the CDC.  Poor attendance will result in termination of the childcare slot.  If your child is sick, please notify the Director so that the slot will remain open. Five days of unexcused absences or non notification, will result in immediate termination of services.

When tardy, the parent or authorized person must accompany the child into the building and deliver him/her to the Lead Teacher.  Do not open the door and let the child in without talking with a staff member.  Children are not allowed to enter the building without an adult. Failure to follow these guidelines may result in the child's suspension.

Children should be picked up no later than 3:00 p.m.  Late charges will be applied for late pick-up. If you need your child to remain at the center after 3:00 p.m., you will be responsible for after-school childcare charges (see current childcare rates).

When picking up a child, the parent or authorized person must come into the building, notify the staff member that they are here to pick up their child, and accompany the child from the building.  Please do not send a minor into the building to retrieve your child; the staff will not release the child in their care.

If you authorize an adult to pick up your child, please make sure their name is on the emergency contact list; and during their first visit, they will need to produce picture identification for our records.  Please note that if the individual is not on the contact list and/or cannot produce identification, we will not release the child in their care.

SCHEDULE OF CENTER CLOSINGS

NEW YEAR’S DAY

MARTIN LUTHER KING JR.’S BIRTHDAY

EASTER MONDAY
MEMORIAL DAY

INDEPENDENCE DAY

LABOR DAY

VETERAN’S DAY

THANKSGIVING – USUALLY TWO DAYS

CHRISTMAS EVE & CHRISTMAS DAY

In addition to holidays, the CDC reserves the right to close for teacher workdays and/or trainings.  Advanced notice will be given for these occasions.

Reminders are sent home prior to scheduled closings.
BCDC BOARD OF DIRECTORS

Charles Edwards Jr. (Chair)

Allen Pittman (Vice Chair)

Dennis Seiler (Secretary/Treasurer)

Marvin E. Alligood
Judy Meier Jennette

Lisa Roberts
Mitch St. Clair

Eltha Booth

Jessica Green (parent)

Elena Gilmore Cameron, (Chief Executive Officer)


                     Phone # (252) 946-1938, (252) 946-0151 ext. 1206



 Cell Phone – (252) 945-3549

                      Email – ecameron@bcdcsolutions.org
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