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celebrating every child




To provide children 6 weeks to 12 years with an educationally structured, comfortable, nurturing, and loving environment that will help even the smallest child exceed their emotional, physical, social, and creative potential.

Parent Handbook

2010

Children are our future and as we teach, nurture, and guide each child, the staff of Bright Futures Early Learning makes it their priority that each child not only gets what they need, but is in an environment in which they can excel as an independent person. We celebrate the individual curiosity of each child, and encourage their thoughts into our curriculum. The children play, but the daily structure of our center is like a school day with the flexibility that is a must when caring for any young child. Creating a comfortable daily learning environment where children can learn through play and structured instruction is an environment where creative possibilities of any child are endless. At Bright Futures, we take those possibilities and celebrate every child and their ideas. 

Programs Offered
Infant Program: 6 weeks- 2  years

Introductory Preschool: 2 -3 years & Preschool Program 3 years- 5 years

Before and After School Care: 5 yrs- 12 yrs

Kindergarten Enhancement 

Infant Program 

The infant program will provide a comfortable, nurturing, and loving environment that allows flexibility for each individual infant. Each infant will have a primary caregiver and use infant sign language. 
Introductory Preschool 

The toddler program will provide a comfortable, nurturing and loving environment that will begin to introduce structure and independence into their daily growth and learning. The children will be introduced to activities that encourage their exploration, their physical growth, as well as encourage their language development. 

Preschool Program

The preschool will provide a comfortable, nurturing, and loving environment that will begin to introduce early academic concepts, independent discoveries, as well as creative growth. Children’s ideas are embraced and the staff begins to build upon their interst to excite them about learning. 
Kindergarten Enhancement

Children who are enrolled in AM/PM Kindergarten may get bussed to Bright Futures and participate in an educational, caring and fun afternoon. Lunch and Snack will be provided.  

Before/After School Care

Children who attend Whitehall Public Schools can be bussed to and from Bright Futures for educationally supportive care before and after school. Snack will be provided.

Admission Policy

 Enrollment may take place once parents and child have completed the following:


~ Have a tour of the building and discussion with the director


~ Have completed an Early Learning Child Application


~ Have a filled out emergency card


~ Have paid a $30 application fee 

Once the child is enrolled they have 30 days to get a physical signed by a physician.

Non Discriminatory Policy

In accordance with Federal law and U.S. Department of Agriculture policy, this institution is prohibited from discriminating on the basis of race, color, religion, political party, national origin, sex, age, or disability.
Medical Form & Immunization Records

Families have 30 days from enrollment to have had a physician fill out the Health Appraisal These records must be in the children’s file on site at the center. Immunization records are due on the 1st day of child’s care or prior. 
Terms of Dismissal/Withdrawal Policies

Parent/Guardian Withdrawal

In the case of the parent or guardian removing their child from care for any circumstances they must give Bright Futures two week’s notice before removing your child. If you remove your child before the two week period is up the tuition for those two weeks is still due and will be billed to you.

Terms of Dismissal

When you have been informed that you child will be dismissed you will be given two weeks to take your child out of care.


Causes of dismissal:



~unpaid balance of 2 weeks or more



~behavior problem (after written warning)



~Frequent late pick-ups



~Failure to comply with the terms of the Early Learning Parent Handbook

Health Policies and Ill Children

Children are not allowed in care if they have the following:


~ A fever greater than 100 degrees


~ They have been vomiting and/or excessive diarrhea


~ They have been diagnosed with a communicable disease



Not limited to:
Strep throat, Rotavirus, chicken pox, mumps, meningitis, influenza, measles, hand, foot and mouth, and head lice. The child may return to care with doctor permission.
If symptoms arise while the child is in care the parent or guardian will be notified to come and pick up the child. The staff will keep the child comfortable and move him/her away from other children. Children must be fever free for 24 hrs without medication before returning to care.

Medication Policies
In order to give medication to your child we must have a complete medicine form filled out and signed by the parent/guardian. If the medication is a prescription we also need a copy of the doctor prescription form. The medication must come in the original container, in a zip-lock baggy with name of child, dose, and how many times labeled on the bag.

Emergency Procedures

Medical Emergency

If the case of a medical emergency a staff member will stay with a child while the other contacts emergency services, the staff will then contact the parents and let them know of the situation. In the case of ambulance transportation a staff member will ride with the child and a new replacement staff will be brought into the center. 

Fire/Tornado

In the case of a fire or tornado the center will follow the evacuation or shelter procedures posted on site. The parents will then be notified and asked to pick up their children.
Injuries

Any injuries that may occur will be documented by the staff on the injury report form. A copy of the injury report form will be sent home with the child as well as well as a face to face conversation at pick up time. If for some reason the parent or staff who witnessed is not present a phone call will be made to the family before the next day the child is in attendance.  

Discipline Policies

The environment establishes boundaries for the children. If a child has behaviors that endanger other children or themselves, there will be a consequence. With the guidelines given from the program Parenting with Love and Logic, the child is first shown empathy, and then given consequences to their actions. Sometimes, the child will give themselves consequences such as child A kicked Child B, the teacher approaches I am really sorry that you made the choice to kick what do you think should happen now? The child would make the decision to apologize and tell the teacher a good use for our feet.  In severe situations the child will be removed from the situation and invited an area where he/she can think about their actions while taking part in a solitary activity such as a puzzles, game etc. Staff will then discuss with the child ways for the child to properly interact with other children in that particular situation. The staff controls the children’s behavior by establishing guidelines, and creating a planned environment. If behavior becomes an issue the lead teacher and director will schedule a meeting with parents to discuss a behavior plan. If the behavior continues a written warning will be issued and if the behavior still persists the child may be dismissed from the program. 

Meals

Meals provided are Breakfast for children arriving before 8 am, Morning Snack, and Afternoon Snack. All meals and snack are nutritionally balanced and meet USDA’s dietary guidelines. We strive to provide whole foods and use fresh fruit and vegetables when available. Lunch is brought in by the children and staff will assist children with anything that may need to be heated before serving. Outside snacks for the entire group are only permitted on child’s birthday due to licensing regulations.
Staff Qualifications

All staff is Infant/Child First Aid Certified, as well as trained in Blood Bourne Pathogens. All Staff have had a criminal background check and has been physically approved by their family physician to be in good care, as well as have a negative TB test. All lead teachers have a minimum of an associate’s degree in early childhood education or equivalent. Assistant teachers must be 18 years old, have a high school diploma and have credits towards an educational degree. 

Hours of Operation
7:00 a.m. – 6:00 p.m.

Monday – Friday

Preschool Programs

8:30 a.m. – 12:00 p.m.

Monday –Thursday

Beginning the week after Labor Day to the end of May.

Closings

Holiday Closings (paid holidays)

Independence Day

Labor Day

Thanksgiving Day and the Friday after

Christmas Eve and Christmas Day

New Years Eve and New Years Day

Memorial Day

Weather Closings

Bright Futures Early Learning wants to accommodate all families. We try to stay open in all conditions; however some are just too severe. Please watch the local news stations to check if we are closed. If the public schools are closed that does NOT mean we are closed.

Late Pick-Up

Bright Futures works hard to allow convenient and proper hours for the working family. We understand that it can be a challenge sometimes. However, we ask that you work hard to respect our staff and their families by promptly picking your children up on time. If late picking up your child past 6:00 p.m. a fee of $5 will be charged for each 10 minutes the child remains in care. The fee will be billed to you and must be paid by the time you pay your next tuition payment. 

Sick Day and Vacation Policies

Each child enrolled in 2 or more full-days will receive 2 sick days per year.

Each child enrolled in 4 or more full-days will receive 5 vacation days per year.

Preschool Only, Before/After school Care, and Kindergarten Enhancement are not eligible for sick or vacation days.

Application fee $30 – Due at time of enrollment holds your spot and goes towards snacks and supplies, fee is only charge to you once when enrolled. 
Resting Policies

All children with the exception of school age children will be required to have a resting period. It is important for a young child to rest their bodies and minds for healthy growth. Each rest time will begin with a story read by a staff member, time for the children to look at books independently, and then resting time with soft music. They will have their own cot with a blanket brought from home that may be stored at the center. If a child does not fall asleep after a reasonable rest period they may find a quiet activity away from the sleeping children. 

Outdoor Policies

Outdoors can be another learning environment, and we are thankful to have such a great outdoor play area. The children will have two opportunities per day outside, once in the morning for a half hour to forty-five minutes, than again in the afternoon for about an hour. All children will be brought outside at least once a day during the winter months. All children must provide appropriate clothing for the current weather conditions. If it is below 12 degrees the children will stay inside and participate in a gross motor activity. 
Infant Policies

Feeding 
Bottles, breast milk, formula, jar food, and any other form of nutrition an infant may need shall be provided by the parent/guardian. There will be a cubby for each infant to leave a supply of formula and food on location. The staff will have the resources and training in the proper way to heat and prepare the infants bottles and food. All infants will be held when bottle fed by a staff member.  When the child has reached the age to be given table food, staff will send home a written consent form to switch the infant over to the food that will be provided on site. This will not be done without the consent of the parent/guardian. 
Resting 

Infants up to age two will have a flexible schedule where they will rest in a crib with no loose blankets and be carefully observed. Infants are on a flexible schedule and may rest anytime that they need to. When a child has reached between 14-18 months the transition from a crib to a resting cot will be discussed with the parents and implemented. At this point the children will have reached a pretty consistent resting schedule however, flexibility is still a priority and if the child needs another accommodation the staff will make that accommodation. 

Diapering/Toilet Training

All diapers and wipes will be supplied by the parents and kept in the child’s cubby for their own use. Staff will use a changing table to change each child, and will dispose of the diaper in sealed container away from the children. Staff members will also wash their hands and the hands of the child before returning to other children. Children will not be left unattended on the changing table and proper interaction while diapering will take place. When the staff or the parents believe that toilet training is an appropriate transition for the child, a toilet training plan will be put in place between the staff and the parents.
Additional Health Policies and Practices

PERSONAL BELONGINGS

· Toys and money should not be brought to the center unless it is requested for a special occasion.

· All parents are asked to bring an extra set of seasonal clothing for your child to be left in the cubby.

· The extra clothes should include top clothes, socks and underclothes. (Note: When a child is being potty trained, several pairs of training pants should be brought to the center on a daily basis. Please be considerate of the type of bottoms your child wears during training. Clothes should be easy to remove by the child & the teacher.

·  Please put your child’s name or initials in all items left at the Center.
Hand Washing - the following procedures will be used:

• Moisten hands with water (temperature between 60 and 120 degrees F) and apply soap rub hands vigorously until a soapy lather appears, continuing for 10 seconds, rub areas between fingers, around nail beds, under fingernails, jewelry and back of hands

• Rinse hands under running water until free of soap and dirt. Water will remain running while

drying hands. Hands are dried with clean, disposable paper or single-use cloth towel.  Dispose of the single service towel in a lined trash container

Handling Children’s Bodily Fluids 

 Center shall use precautions when handling potential exposure to blood, including blood containing body fluids and tissue discharges, and when handling other potentially infectious

fluids. 

· The Children will be removed from the area and another staff member will be called in to assist. 
· Use of disposable gloves (waterproof barrier)

· Placing soiled objects in biohazard bags

·  Cleaning and sanitizing areas and articles by scrubbing surfaces with a cleaner or for carpets sprinkling with Vo Ban and than vacuuming followed by spraying with waters and scrubbed with a cloth rag. All cloths rags are place in a plastic bag for disposal.
· If a child is involved they are cared for by following all health and injury polices. 

 Cleaning and Sanitizing – the following procedures will be used:

Bedding/Cots

· Bedding and cot sheet is stored in a bag in a closed cupboard and sent home to be washed weekly. 

· Cots are disinfected daily after use.

Tables/Highchairs/Chairs

All surfaces are cleaned after each use using a three step process. 

1. Wash with soapy water, rinse with Clearwater, and than sanitized.

Materials/Toys

Materials and toys are washed and sanitized as often as need when mouth or done at the end of each week. 
Additional Health Policies and Practices Continued

Health Resources


Muskegon County Health Department 231-724-6246


Red Cross


                231-726-3555


North Ottawa Community Hospital
   616-842-3600


Lakeshore Community Hospital
    231-861-2156


Mercy General Health Partners

Campus Main Numbers:
Hackley Campus: (231) 726-3511 or Toll Free 1-800-825-4677
Lakeshore Campus: (231)861-2156
Mercy and Muskegon General: (231) 672-2000 or Toll Free 1-800-368-4125
TTY (phone for the deaf): (231) 672-6750

Crisis Management Plans


All staff will follow the Issue and Crisis Management Guideline Handbook. This is located on the bulletin board as well as next to each phone in the center.  This includes steps to handle intruders, bomb threats, missing children and many more. 

The Whole Child Approach

Bright Futures Early Learning Center focuses on the child as a whole and provides the guidance, materials, and environment for the child to grow socially, emotionally, physically, academically, and creatively. We also work towards making sure every child is healthy, safe, engaged, supported, and challenged in his/her individual growth and development.


Children must be HEALTHY
Research has shown that children that are healthy both physically and mentally are better learners. Providing a positive environment along with properly balanced meals, hygiene education, and physical activities is Bright Futures way of creating healthy learners.


Children must be SAFE
Safety is important and therefore the environment the children are in is regularly inspected and kept clean and in good repair. Also, clear rules and expectations are developed with the parents and children. Daily schedules are routine as well as flexible and all staff is trained in CPR, Blood Bourne Pathogens, and has had a criminal background check. Infant/toddler teachers are trained in SIDS and Shaken Baby Syndrome.


Children must be ENGAGED
Engaged children are interested children and interested children are intelligent children. Activities that are provided are hands on and active learning. It is our goal to provide an experience that will not only introduce the topic but allow the children to see it, touch it, and discover it for themselves. Independent discovery, as well as teacher inspired learning is our goal at Bright Futures.


Children must be SUPPORTED & CHALLENGED
All children grow and learn at different levels and paces. At Bright Futures Early Learning Center we want to move at the individual child’s pace, fostering their individual learning as they grow. Each child will have individual activities that will challenge and support them to reach their top potential. 

Supporting the whole child means moving forward in a child’s growth and working towards…

· Independence and problem solving

· The enjoyment of learning

· The development of order, concentration, and coordination

· Skills in oral communication

· Respect for oneself, other people, and the planet

· Responsible group membership

