PELHAM ROAD

BAPTIST CHURCH

Child Development Center
2017 -2018

Parent Handbook

Welcome to your child’s
place on Pelham Road!

We are excited about being a special part of your child’s life
and are dedicated to the mental, physical, emotional, social
and spiritual development of each child. Our prayer for your
child is that he/she grows as Jesus grew; he “increased in wis-
dom and stature and in favor with God and man.” (Luke 2:52)
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MISSION: The mission of the Child Development Center is to
provide full-day developmentally appropriate quality early child-
hood education to children ages 6 weeks to 5 years-old in a
Christ-centered environment.

EDUCATIONAL PHILOSOPHY: All chil-
dren are uniquely and wonderfully
made. They do not learn the same
way, and their individual growth and
development is a process, not an
event. The learning process must be
consistent with the individual child’s
God-given abilities and talents. By using “interest areas” (blocks,
home living, literacy, art, science, math, toys and the out of
doors) children are encouraged in a concrete and developmen-
tally appropriate way to explore the world. As teachers we in-
clude the academics each day and we focus on the child’s social
and emotional development. We want them to succeed in life
and school.

CENTER CREDENTIALS: The Child Development Center is a Li-
censed Facility (#23353) with the South Carolina Department of
Social Services. We are in compliance with all provisions of the
Code of Laws of South Carolina and the regulations applicable for
a licensed childcare facility. The state license is renewed every
two years after inspections by the Fire Marshal and DHEC. Our
center was last evaluated in December 2016. A licensing special-
ist from DSS also inspects us on a regular basis during each
school year.

Our teacher ratio is in compliance with the State standard. All
teachers have a minimum of a high school diploma and some
have college credits or degrees. All full-time teachers must be 21
years old in order to work at the CDC. All teachers are encour-
aged to take an early childhood education course at Greenville
Tech in order to improve their knowledge of child development
and developmentally appropriate activities and materials. All full
-time CDC teachers are required to have 20 hours of Department
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of Social Services approved continuing education in early child-
hood education each year.

THE CDC DIRECTOR: The Director is a full-time administrator
who oversees the daily operations of the CDC and supervises all
staff to ensure the well-being of the children. It is the Director’s
responsibility to uphold recommendations and regulations of the
state and to implement age-appropriate curriculum for the chil-
dren. If the Director is not on site a designated staff member will
be available for questions or emergencies.

2017-2018 WELCOME: we look forward to helping your child grow and devel-
op during this coming school year. The teachers and | are looking forward to our annu-
al Open House in August, the All Saints Day Parade in October and our Christmas Pro-
gram in December. We hope that you will be able to attend these events and those in
the second semester also. We will need parent help throughout the year to provide
gift cards for the staff, help man the Scholastic Book Sale in September, and to serve
on the CDC Committee.

We will care for your child with love and respect. Your child is important to us and we
want this to be his or her best day every day. We will share the love of God and Jesus
with them and help them to learn the importance of prayer in even their young lives.
We will offer you and your child opportunities to help others within the community
through our annual canned food drive and our fundraising for Greenville Health Sys-
tem’s Children’s Hospital.

Please know that | am here to help you and your child. If you have any questions or
concerns, please feel free to contact me by email (susan@pelhamroad.org), phone
(864-288-7674), or drop in and see me when you pick up in the afternoon. We have a
lending library for parents to help with the different stages of growth and develop-

ment plus child discipline.
Thank you for choosing Pelham Road Baptist Church Child Develop-
ment Center for the education of your young child. We appreciate

your trust and support.

SusanDHeaeaerct or

ADMISSION: We accept children without re-
gard to race, sex, or religious beliefs. Children
are admitted on a first-come basis. Siblings of currently enrolled
children and members of Pelham Road Baptist Church are given
priority and a weekly tuition discount.


mailto:susan@pelhamroad.org
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WAIT LIST: A “Request for Enrollment” is completed when a par-
ent tours the facility. If space is not available, children are placed
on a wait list. You will be notified as openings occur. You will
then have 24 hours to secure the spot by paying the yearly regis-
tration fee. You may be called periodically to see if you’re inter-
ested in remaining on the wait list. If our call is not returned your
request fo.r enrollment will be removed . %'N —
from our file.

Upon enrollment acceptance, an annual,
non-refundable registration fee with a ( ';,.
completed and signed registration form =

including a medical release and Tuition &""\ j ; —
Express form is required within 24 hours. N e

All parents of enrolled children will pay P
tuition from the beginning date of the A
school year until the child is physically pre- P Pl
sent. We do not hold placements with only

the registration fee.

¢
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If you are expecting a child before the 2017-18 year begins but
who would enter the CDC after Aug. 17, 2017, you must begin
paying tuition for that child on Aug. 11, 2017 when the new
school year starts. If you become pregnant during 2017-2018
and want to enroll the child in 2017-18, you must begin paying
for your child’s spot when the spot becomes available in order to
keep the spot until you are ready to place your child here full
time. Once the child is six weeks old they can come for drop —in
care until you are ready to use the spot full-time.

REGISTRATION: All children will need to have on file a copy of
the CDC registration form, a Parent Orientation & Contract form,
a current SC General Record and Statement of Child’s Health for
Admission to Child Care Facility (DSS Form 2900), and a Tuition
Express form if you are enrolling this child for the first time. All
forms are located on the web site: www.pelhamroad.org on the
childcare page.
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When you first enroll and set up your Tuition Express account,
you must turn in a hard copy of the Tuition Express form and a
voided check or a printed bank form listing your account number
and routing number. The registration fee will be charged to your
account by Tuition Express if your child is currently enrolled in
the CDC.

IMMUNIZATIONS: The South Carolina Certificate of Immuniza-
tion must be submitted within 30 days of enrollment. This form
can be obtained from your child’s pediatrician or the Health De-
partment (ask for the Daycare form). You must request a new,
updated form each time your child receives immunizations. If
you have chosen a religious waiver from immunizations you will
need to submit a copy of the white formtittedCer t f cat e o
gi ous E whichryputcam get at the Health Department.
The CDC requires that all children get immunized, but families
may delay or spread out the shots. This form is also required
within 30 days of enrollment. We will send out reminders if your
child’s record needs to be updated.

These are the only options available for children at the CDC.
DHEC has informed us that the unim-
munized child is the child at risk. We
are privileged to live in a country
where deadly illnesses such as the
flu, whooping cough, and measles
can be prevented or at least lessened
through vaccines. Those children who
are immunized will have the better
protection if such an illness is in the
community. If you choose to use a
religious waiver you will be responsible for weekly tuition even if
your child must stay at home for a communicable illness such as
whooping cough (5 days at home) or measles (21 days at home).
We do not pro-rate for illness, in-service work days, or weather
as stated in other sections of the handbook.
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WITHDRAWAL: Parents may withdraw a child’s enrollment by
giving two weeks’ notice in writing to the CDC Director. This al-
lows the center time to fill the vacancy. Failure to give advance
notice of withdrawal will result in a charge of $340 to cover two
week’s tuition. Withdrawal is not prorated, a full two week’s tui-
tion is required.

RECORDS UPDATE: Please remember to keep the CDC office and
teachers informed of changes in home, work or emergency
phone numbers and/or contact persons, and current email and
home addresses. The CDC staff must be able to reach parents or
guardians in the event of an emergency. You will also be re-
quired to complete new registration paperwork each year, usual-
ly in January. The forms are online.

CONFIDENTIALITY: All teachers and other staff of the CDC will
keep all records, parent conferences, and classroom behavior in
confidence. Teachers and staff are required not to repeat to any-
one the information found in the children’s forms, told to them
by parents in conversation or conferences, or any behavior is-
sues during the school day with
other classroom teachers, other
parents, or their own family and : [ !
friends. Teachers and staff may : o ©Y
discuss these issues with the Di- f
rector and with those approved
by the Director.

S
. 3
« ¥
Parents and teachers are asked

not to name children in their comments on social media sites.
Our Facebook page does not allow any photos to be tagged.

CURRICULUM: The Cr e at v eimgleméented irceach u m
classroom from the Nest to the Tree House rooms. This is a cur-
riculum used by many quality centers. It focuses on learning

through constructive, hands-on play. Each classroom is divided

into interest areas such as art, blocks, toys, music, home living,
science, literacy, and math. Our curriculum incorporates learning
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through the interest areas of the
room, enabling our teachers to
encourage each child’s total
growth and development. For in-
fants we provide opportunities for
practicing the next developmental
milestone. We supplement T h e
Creat ve @ihmBible swried andnelevant or seasonal
material. Our teachers take seriously their responsibilities to
choose age appropriate activities to balance their classroom’s
individual and group needs. A curriculum plan or weekly class-
room calendar is sent home.

ITERS/ECERS: ITERS/ECERS is used to evaluate the quality of an
early childhood program. ITERS stands for Infant Toddler Envi-
ronmental Rating Scale and ECERS stands for Early Childhood En-
vironmental Rating Scale. They were developed by the Frank Por-
ter Graham Child Development Institute at UNC-Chapel Hill in
North Carolina. ITERS and ECERS utilizes a broad range of re-
search—based, developmentally appropriate criteria to guide
practice. The scales are used throughout the United States and
the world for self-assessment by staff, to prepare for accredita-
tion, or as part of voluntary improvement efforts by licensing
agencies. As their names indicate, both scales measure the quali-
ty of the overall care and learning “environment” created by a
particular early childhood program. Specific criteria are used to
determine the quality for key aspects of a program’s space and
furnishings, personal care routines, language and reasoning, ac-
tivities, interactions, program, structure, and provision for par-
ents and staff.

SCHEDULE: Each classroom has its own posted schedule with
planned activities carefully selected to meet the needs of all the
children in the room. Please be sensitive to the schedule for your
child’s classroom and whenever possible plan arrival and depar-
ture times that do not conflict with the classroom activities,
meals, or naptime. Your child should arrive ahead of time in or-
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der to participate fully in the daily program and mealtimes. Please
respect naptime and try to schedule appointments and drop-off and
pick-up at a different time.

CHILD’S PROGRESS: Teachers and families work together positively
and communicate any discipline problems, issues or concerns re-
garding the child. Parent conferences will be scheduled during the
Fall and Spring of each school year. Each age group will have a differ-
ent week for conferences so please check with your child’s teacher.
You will be invited 2 weeks before you scheduled conference week
on Sign-up Genius to select a day and time for your conference.
Please do this in advance of your scheduled week so that we can cov-
er the teacher’s time. Teachers will screen every child using Ages
and Stages Questionnaire (ASQ-3) and parents will also fill out the
guestionnaire for comparison at the parent conferences.

N

o Ages & Stages
cr ( &6 Questionnaires
aoeboo es

TADPOLES: A paperless software program that is used for attend-
ance, lesson plans, and communication. Each classroom has an | Pad
which the teachers take with them wherever they go with the chil-
dren. Parents are encouraged to get the Tadpoles App in order to
receive daily sheets, lessons plans, and communications from the
teachers and the CDC.

TUITION EXPRESS: TE is an automatic withdrawal (draft) from your
checking account. Payment is due prior to childcare services. All tui-
tion is processed on Friday for the upcoming week, but it will not
appear in your bank account balance until the following Monday or
Tuesday. During holiday weeks we will notify families when Tuition
Express will be charged on a day other than Friday. Rates are subject
to adjustment as determined by the CDC Committee. All families
must use Tuition Express or pay in cash weekly , in advance.
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TUITIION RECEIPTS: After your TE account is approved you can
request a personal registration number which will allow you to
access your TE account and print receipts for Flex Accounts Please
contact the office to receive your personal registration

number. The initial Tuition Express application

is found on the web site: www.pelhamroad.org T U | t | on
on the childcare page. ‘
All families must use Tuition Express. Any oth- E X p ress
er payment option must be approved by the ——

Director prior to the start of each school year.

Tuition rates are not adjusted for holidays, inclement weather,
weather delays, illness, or in-service days. Each child enrolled in
the CDC is responsible for payment for 52 weeks of the year. Be-
cause our program is non-profit, we depend on regularly collect-
ed tuition fees to keep us in operation. Thank you for making pay-
ment a priority.

DISCOUNTS: a $10.00 deduction per week per child for the sec-
ond (and each subsequent) child will be given to families enrolled
in the CDC. A $10.00 per week deduction is also given to Pelham

Road Baptist Church members.

TUITION RECEIPTS: After your TE account is approved you can
request a personal registration number from the CDC office which
will allow you to access your TE account and print receipts for
Flex Accounts and Income Tax. The initial Tuition Express applica-
tion is with the registration forms on the church web site:
www.pelhamroad.org on the childcare page. All CDC families
from Tuition Express by email when you register at
www.tuitionexpress.com. Other receipts may be requested from
the CDC office.

DELINQUENT TUITION: When payment for a child is two weeks
past due, the child WILL BE removed from our enrollment and not
allowed to return until arrangements have been made with the


http://www.pelhamroad.org
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CDC Director. If a child is removed from enrollment, he/she may re-
enroll when all outstanding fees are paid.

LATE FEE: A late fee of $5.00 per child per minute will be assessed if the
children are picked up later than 6:00 PM. This fee can be paid within 24
hours or it will be added to the next Tuition Express billing.

SUMMER: Weekly tuition payment is expected during the summer in
order to hold a place for the following school year. You are able to use
the placement during the summer as you wish— full or part-time, but the
fee will remain the same for either (5170 per week). If you want to re-
move your child for the summer and another family can use that particu-
lar placement your family will be excused from making weekly tuition
payments and the placement will remain secure for the following school
year. These arrangements must be made by the Director.

TUITION FEES: 2017-2018
Infants—4 Year old $170 per week
Registration Fee $125, once yearly, non-refundable fee

Dog/Cat and Tree House Room Fees: 4/5 year-old fees

$10Tee shirt for field trips
$1®&Handwriting Wi thout Tears Wor
$10Graduation fee

Payment expected for t-shirt and workbook before end of August 2017.
Graduation fee due by March1, 2018. These fees may be paid by cash,
check, or Tuition Express.

INCLEMENT WEATHER POLICY: In the event of severe weather, these

guidelines are used to determine the daily operating schedule:

1 If Greenville County Schools are delayed, we will open one hour later
than they are scheduled to open so our staff can get their children to
school

If Greenville County Schools are closed, we will open no earlier than

10:00 AM. We will determine the need to close all day based on
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Whether there is enough staff available to op- F7F
erate. DSS requires that two teachers must be |

in the building in order to open.

This information will be posted on WYFF4 and
sent via Tadpoles. Please make sure that we
have your current email address before a storm comes.

This information will be communicated by WYFF4 and Tadpoles.
Please make sure your contact information is up to date.

Should it be necessary to close the CDC after the children have ar-
rived, parents will be contacted via Tadpoles. Two staff members
will remain with the children until all children have been picked
up. A message will be placed on the CDC voicemail and WYFF4.

Tuiton wil/ not be prosar\weidcd od:
for early c¢closings, or | ate ope

TRANSITIONS: Parents should consider when brining their child to
the center for the first time to bring them for part of the day and
work up by the end of the first week to a whole day. Please let the
teacher know your plans so they can work with your child to un-
derstand that you will return and when.

During the last week of July each year the rising 2s, 3s, and 4s will
go to their new classrooms for 2 morn-
ings. They will have circle time, do an art
~ project, go outside, and eat lunch with

s their new friends and teachers. After
lunch they will return to their current
rooms for naps. Please send a bag lunch
those days and have your child here no
later than 9:00 AM in order to partici-
pate fully. This does not apply to infants
or to rising toddlers.
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SCHOOL SAFETY

ARRIVAL AND DEPARTURE: The CDC is open from 7:00 AM until
6:00 PM, Monday through Friday. The Center cannot be opened
until there are two staff members who meet all of the DSS qualifi-
cations for employment on site.

Under no circumstances should any child, regardless of age, enter
the building without an adult. Upon arrival, the adult must place
the child under direct supervision of a staff member by signing the
child in using Tadpoles and speaking with the teacher in charge of
the classroom. When parents return to take the child home, we
ask them to be sure to speak to the staff member in charge of the
classroom and to sign their child out on Tadpoles. These practices
are of special concern when children are on the playground or

PARKING LOT PRACTICES: Our entrance and exit are designed for
one-way traffic only. Please use the driveway nearest Windstone
Drive when entering the property and the driveway beside the
playground next to the fire station when exiting. The exit has
space for a left —turning and a right-turning lane. Do not use the
“circle area” in front of the Sanctuary or the driveway near the
big playground for drop off or pick up. This is a fire lane for the
buildings and children cannot be seen coming out from between
parked cars. The first row of parking places is reserved for CDC
families.

REMEMBER TO KEEP YOUR SPEED TO 5 MPH OR LESS WHEN
DRIVING ON CDC/CHURCH PROPERTY

e

A REMINDER: Please do not leave valua- i
bles in your car. Thieves target parking lots |
of childcare centers because they know
there will be a lot of people coming and
going who may not know each other and
because many people leave their purses in
the car when they are just running in to
get their child. Also, please do not leave
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your car running or leave any children (regardless of age) un-
attended in the car while you drop off or pick up.

PICK UP PROCEDURE: All persons authorized to pick-up children
should have a copy of their driver’s license number on file in the
office (it is required information on the registration form). Par-
ents must give written consent to the office for anyone other
than themselves to pick up their child. This is done by listing
them on the registration form. If someone other than the parent
is picking up, please ask the pick-up person to be prepared to
show a picture ID. The pick-up person will be given a copy to give
to the teacher in the classroom so that the teacher will release
the child. In addition, parents may use a code word when some-
one other than the parent is picking up the child. Without notifi-
cation from the parent no one may pick up the child without ver-
bal communication from the parent. The Director or her design-
ee will call the parent to receive verbal permission for the person
to pick up. That person will have to present a photo ID before
they will be admitted to the CDC. Children must have a car seat
in each car in which they travel.

If custody is an issue with a family, papers from the court must
be on file in the CDC office. Without those papers, we cannot
legally prohibit parents from picking up their child.

TRACKING PROCEDURE: Teachers are responsible for making
sure that each child is signed in and out daily on the classroom |
Pad. Teachers are also required to sign children in and out as
they move through the day to enrichment programs, doctor vis-
its, or field trips.

NEWSLETTERS: A monthly newsletter is sent via Tadpoles to all
registered families. The newsletter contains the monthly calen-
dar of events, articles about policy and procedures.

FIELD TRIP POLICY: Children learn through doing, so planned
field trips are used to enhance classroom learning. Only children
who are in the Robin, Rainbow, Dog & Cat, and Tree House
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rooms will go on field trips using the PRBC-CDC buses. Two year-
olds may take a walking field trip to the fire station next door in
the fall and ride the buses in the summer when they have turned
3 to the zoo. All other children will go in PRBC-CDC buses unless
riding with their parents. All children will wear seat belts. All chil-
dren will be counted and checked off a bus list each time when
entering and leaving the bus at all stops. Teachers, bus drivers,
and extra staff will also go on the field trip. the children on all
field trips. Parents are invited to accompany their children on all
field trips. Teachers will have a first aid kit and all contact infor-
mation for the children with them on the field trip. Please make
sure you leave a number where you can be contacted on field
trip day on your permission form.

Separate permission forms will be sent home in advance of each
field trip and will include items to bring and cost per child. The
permission forms are to be returned to the classroom teacher
who also collects any fees. If you cannot afford the field trip fees,
please see the Director. The center will provide water for any
lunches away from the center. Parents are asked to send food in
disposable containers. Please do not send candy, soda, or glass
containers on field trips.

ACCIDENTS/INJURIES

If a child is injured while at the CDC the teacher will write an acci-
dent form. The parent will sign the form when they pick up the
child and they will be given a copy of the form .

If a head injury is involved, the teacher will call the parent . The
parent can decide to come and see the child and whether to take
the child home, to the doctor, or to leave them at the center un-
til the end of the day.

No accident reports or bite reports will be sent via Tadpoles. All
forms will be given to the parent or person picking up the child
so that the CDC has a parental signature on file for the injury. If
your child has caused an injury to another child a heart report
will written. We ask that you sign this form and you will be given
a copy for your records.
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BITING

Although it is a developmental action, the CDC does not approve
of biting. When a child is bitten a note is sent home to the parent
telling them that the child was bitten and the biter also gets a
note sent home letting the parents know that their child bit
someone. No names are ever used. If this action continues, the
director and teachers will formulate a plan and will work to end
the cycle of biting. No bite reports will be sent home by Tad-
poles .

EMERGENCY PLAN
The following are the plans that our teachers

will follow in an emergency. EVACU.A'"ON

FIRE ALARM SOUNDS (DRILL OR NOT): | Pad k
with parent emergency contact numbers. PROCEDURES

Teachers and children will not return to the \. "

building until told to do so by the Director or

Designated Staff Person.

Rooms 100, 101, 104, 105, 102, & 103: Out the rear classroom
door and across front parking lot to far corner near the field.
Rooms 107, 109, 108, 110, & 106: Out the rear classroom door
and to the far end of the big playground by the fence or to the
lot behind the fire station.

CHEMICAL LEAK: STAFF PERSON WILL NOTIFY EACH ROOM:
Children are to be kept engaged in regular activities. Duct tape is
used to seal the outside door and staff will wait for further in-
structions. If the children are outside, proceed immediately to
the classroom.

POSSIBLE INTRUDER FROM OUTSIDE: STAFF PERSON WILL NO-
TIFY EACH ROOM: Teacher will close all curtains and shades.
Teacher and children will maintain normal classroom schedule.
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INSIDE INTRUDER: STAFF PERSON WILL NOTIFY EACH ROOM:
Children will be gathered into the inside corner or the room.
Teachers will make sure that curtains and shades are open.
Teachers will block off the bathroom and hall doorways with fur-
niture. Teachers will engage the children in literacy

until the emergency has passed.

TORNADO: AIR HORN SOUNDS: Children will be taken to the
center of the CDC hallway by the teachers and all will remain
sheltered in place until the emergency has passed.

EMERGENCY EVACUATION PLAN: In the event of an emergency
where we cannot remain in the building, all of our children and
staff will be relocated to Pelham Road Elementary School parking
lot. You will be notified by Tadpoles if we have to evacuate and a
message will be left on the CDC voicemail.

CHILDREN’S DISCIPLINE
DISCIPLINE POLICY: Teaching, directing, and redirecting is our
form of discipline. It is our goal that Christian love will be at the
heart of our teaching and we aim to build self-discipline, respon-
sibility, and respect for others. It is important that children learn
self-control and good citizenship from the earliest age. Teachers
will encourage positive behavior by using these methods:
Consistent, clear rules

Acknowledging positive behavior

Giving children choices when possible

Using logical consequences when appropriate

Redirecting the child to a different activity

Removing the child from the group or situation if they cannot
control themselves (This form of “time-out” will
be used if a child might hurt themselves or oth-
ers). The child is encouraged to play quietly un-
til they can return to the group.

E




19

WE HAVE 3 RULES AT THE CDC

You cannot hurt yourself

You cannot hurt a friend or teacher

You cannot hurt our toys/equipment
UNDER NO CIRCUMSTANCE IS CORPORAL OR PHYSICAL
PUNISHMENT TO BE USED IN OUR CENTER BY
TEACHERS OR PARENTS.

Heart Report: Parents will sign and get a copy of each heart re-
port. These reports are records of behavior by a child that do not
reflect typical normal child behavior for a young child. Teachers
will fill out the report and sign it and will procure a parent signa-
ture before the child and parent leave that day. This will allow a
parent to have notice of behavior that is not typical and can be
disruptive for the classroom and even harmful to the other chil-
dren and/or teacher.

CHILD PROTECTION ACT OF 1977: This Act requires any staff
member to report all suspected incidents of child abuse and/or
neglect to the Greenville County Department of Social Services
(Abuse & Neglect — 864-467-7700/After-hours 864-467-7750)
and to OHAN (Out of Home Abuse and Neglect)(803) 898-7669.

CHANGES AT HOME: Parents are asked to notify the teacher of
any situation that may affect a child’s behavior. Guests, travel,
moving, new baby, other family issues and undue stress are gen-
erally things that upset children. We cannot help them if we are
not aware of the changes at home.

DISMISSAL OF A CHILD: Pelham Road Baptist Church CDC re-
serves the right to dismiss a child at any time. Some causes lead-
ing to dismissal may include but are not limited to discipline
problems, children becoming a threat to themselves or others,
non-payment of fees, continual late pick-up, need for one-on-
one care, and/or failure to follow CDC'’s policies. Dismissal is



20

never done quickly or without consultation with parents and
teachers to make changes to help the child. The CDC is not
equipped to handle the needs of some children and the welfare
of all the children in the classroom/center must be taken into
account. The CDC will refer a child for behavioral intervention if
the family will agree.

CLOTHING AND PERSONAL ITEMS

WHAT TO WEAR: Please dress your child in comfortable cloth-
ing appropriate for activities such as outdoor play and art. WE
PLAY DIRTY! The center is not responsible for items that get dirty
due to regular daily activities.

The only approved tvype of shoe
t er ar e t enni Bpenstdesh@s(sudvastaiddalss 0 ¢ k

are a safety hazard and we want your child to be safe all day.
ALL CLOTHING ITEMS SHOULD BE LABELED
WITH CHILD’S FIRST AND LAST NAME.

WHAT TO BRING: All personal items (including child’s clothing,
lunch items, blanket, “lovey”, outer-wear, specials, etc.) should
include their first and last names. The CDC is not responsible for
lost, damaged, or stolen items. Please restrict the bringing of
personal toys to show-and-share days only. Even show-and-
share items should be labeled with child’s name. Encourage chil-
dren to leave toys in the car, or put them in their bag in the hall
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immediately upon arrival. Young children have a hard time
when their toys are in the classroom because they do not want
to share and others want to play with them.

WHAT NOT TO BRING: Small toys, coins, latex balloons, or
jewelry are a choking hazard for a
young child and should not be
brought to the center by any child.
Babies, Toddlers, and 2s should not
wear hoop earrings if their ears are
pierced. Young children will grab any
thing that is shiny and may hurt your
baby’s ears.

Toys that promote aggressive behav-
ior such as guns, knives, wrestling
gear, and soldiers/action figures ARE
NOT ALLOWED in the center. Please
do not let children bring any hand-
held devices, phones, or cameras. The center will not be re-
sponsible for damage or loss.

Glass containers or bottles ARE NOT ALLOWED in the CDC for
safety of the children and the staff. Glass baby bottles are ac-
ceptable in the Infant Rooms.

Also please remove all strings from hats, coats, and mittens/
gloves. These strings become a danger on the playground
when they get caught on the play equipment.

Flip flops and Crocs ARE NOT ALLOWED in the center.

ITEMS NEEDED DAILY:

9 Pacifier, “lovey”, special, or blanket for napping*

9 Crib sheet or sleep roll for those sleeping on mats/cots*

I Extra clothes—appropriate for the season. Please send 5 or
more outfits when teething or toilet learning.+

9 Bottles with caps, food/cereal or daily lunch (Tuesday,
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Wednesday, Thursday) - no glass, please except baby bottles
9 Diapers, training pants, wipes

*May remain at the center and be stored in child’s cubby, but
must be taken home Friday for washing over the weekend

+In order to prevent the spread of germs, soiled training pants or
clothes cannot be washed or rinsed at the center. The soiled items
will be placed in a plastic bag and put in the child's bag in the hall
or over the crib to be taken home at the end of the day.

I The center cannot rinse or wash bottles, bowls, utensils or sippy
cups and re-use them during the day. Please review
our “Lunch and snacks” as well as our “Bottle and

Sippy Cups” policies. Lhé“{e“

greenville

OUTSIDE PLAY: Children play outside daily, except

when it is rainy, extremely hot (100 or above) or very

cold (below 32). Please send sweaters, coats, jackets, gloves and/
or mittens as well as sunscreen and hats for outdoor play. Do not
leave strings on hats or hoods and gloves/mittens so we can keep
the children safe from choking hazards while on the playground.
Please label sunscreen or bug spray with the child’s name and fill
out a medication form which can be found on the parent bulletin
board outside the Director’s office.

PLAYGROUND GUIDELINES: The play-
ground will be used by the children twice
every day, weather permitting. If the tem-
perature is below 32 degrees the children
in the Sunshine, Chipmunk, Robin, Rain-
bow, Cat & Dog, and Tree House rooms
may go to the gym for their playground
time. Same is true if the temperature is 100 degrees or higher or if
the air quality is poor and children are advised to stay indoors.
Children in the Nest, Bee Hive, Butterfly, Owl, and Turtle room
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may not go to the Family Life Center gym because of the fire
code unless they are in a stroller or crib.

If the temperature is over 90 degrees the children will sit down
every 15 minutes and be given a cup of water from the coolers
on the playground.

Please make sure that your child has the proper clothes to wear
outside for 45 minutes twice each day.

IF A CHILD IS TOO SICK TO GO OUTSIDE, THEY ARE TOO SICK TO
COME TO THE CENTER. WE HAVE NO ONE TO WATCH CHILDREN
WHO DO NOT GO OUTSIDE WITH THEIR CLASS.

LUNCHES AND SNACKS:

Lunch is served Monday and Friday and breakfast is served in

the morning before 8:30 AM and snack is served
after naps.

Parents provide lunch Tuesday, Wednesday, and
Thursday.

Beverages are supplied by the CDC. Milk and wa-
ter, are

served at the CDC—whole milk for those under 2 years of

age and skim milk for those over the age of 2. Parents

supply lunch Tuesdays, Wednesdays and Thursdays.

THE CDC IS NOT A PEANUT/NUT FREE ENVRIONMENT

If a child has an allergy and cannot be in an environment where

peanuts/nuts and peanut butter are served or eaten, then this is

not the center for them. We can recommend several centers

that are nut free.

ALLERGIES

If a child does have any allergy, food, latex, medication, or insect,
please notify the CDC office so that we can make accommoda-
tions if possible. It is important for the child that all people work-
ing with the child are informed of their allergies and/or medical
conditions.
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PARENTS ARE ASKED TO SEND THE FOLLOWING FOR SNACKS/
LUNCHES ANY TIME THE CHILD DOES NOT EAT CDC FOOD:

A protein for each snack or lunch—may be low fat dairy

A vegetable or fruit for each snack or lunch

Whole grain item for snack or lunch

No carbonated drinks, candy, gum, or junk food.

No Lunchables, chips, or other high calorie foods.

Please label you child’s lunchbox and all the containers with the
child’s name. It is helpful if the lunchbox has a =
cool pack for items that need cooling. Cold _
items should be in separate containers from =
items needing warming. Do not send any glass
containers.

We serve nutritious, child-favored food for 18
months-old through 5 years of age. We use a

four week rotating menu which is always subject to change
based on availability of food items from our provider. Lunch,
breakfast, and snack menus are posted in the classroom and on
the bulletin board outside the Director’s office. The cost of
lunches and snacks in included in the weekly tuition fee. Please
bring your child before the scheduled lunch or snack time for the
classroom. It helps to keep everyone on schedule for the day.

Forgot Lunch? The CDC will provide lunch if it is forgotten. The
CDC will serve your child a peanut butter and jelly sandwich, ap-
plesauce, another available fruit, and milk. $5.00 will be charged
to your Tuition Account.

PREPARING LUNCHES: Because preparing lunches for many chil-

dren is time-consuming, we have adopted the following:

f  Maximum cook-time for heat-ups is 2 minutes (this includes
frozen dinners)

f Meals are to be sent in microwave-proof containers, ready for
heating

1 Allfood is to be cut or prepared and ready-to-eat



25

1 All food should be in a container or on a plate ready to serve—cold
items should be separate from items to be heated
1 No glass containers are allowed in the CDC except baby bottles

PLEASE DO NOT SEND: For children under the age of 2:

*  Whole grapes unless cut in half or smaller

*  Whole hot dogs unless pieces are cut into quarters

*  Nuts

*  Popcorn

*  Thickly-spread peanut butter

*  Strawberries (unless you have tried these at home without
incident)

*  QOranges, citrus fruit, mandarin oranges (unless you have
tried these at home without incident)

We provide milk and water for those children no longer needing

formula. Parents do not need to send a beverage unless allergic

or on a special diet. We also provide plates, cups, and spoons.

PARTIES: Birthdays are an important event in a young child’s life
and we look forward to celebrating with your child. Parents are
welcome to bring store bought food for the class to share at
afternoon snack. You may bring cupcakes, cookies, muffins and
in addition a healthy choice such as a fruit/vegetable and yogurt
option must be offered to every child. We ask that you coordi-
nate with the classroom teacher and check for allergies before
making plans. This is also necessary so that the teachers can no-
tify parents of a change in the routine. If invitations are sent for a
party away from the center, please include all the children in the
class. This will alleviate hurt feelings.

BOTTLE AND SIPPY CUP POLICY: Due to DHEC regulations, a
clean (sanitized) sippy-sup or bottle must be used for each meal
or snack. In order to be in compliance, the following is our proce-
dure:

Infants—

R All bottles must be made at home and the bottles labeled,
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including the tops with labels from Applied Labels

Older Infants & Toddlers—

R After a child turns one they will be introduced to sippy cups.
By the time they turn 2 they will be introduced to small regu-
lar drinking cups. The CDC supplies the sippy cups and regu-
lar cups.

All other Rooms—

R Will use small cups for all meals and snacks. Sippy cups will
not be used in these classrooms.

R Small paper cups will be used when children are offered wa-
ter while playing outside on hot days.

PARENTAL INVOLVEMENT: There are many ways in which par-
ents can be involved in our center. They have the opportunity to
go on field trips, help out with parties, participate in Center
workdays, participate with book drives/sales, and by donating
toys or other items for special projects. It is important that par-
ents become involved in their child’s childcare experience. It
helps them to build a relationship with the teachers and other
parents. These relationships are invaluable to our program and
help the child realize that their parent thinks that they are im-
portant. There are several functions during the year which we
would like to have chaired by a parent. If interested, please con-
tact the Director.

CHILD DEVELOPMENT CENTER
COMMITTEE: A committee com-
prised of Pelham Road Baptist
Church members elected by the
church and two non-church mem-
bers who are CDC parents select-
ed by the Director to work with
the Director to develop policies
for the Child Development Center. Parents serve a two year
term. The committee meetings are scheduled for the third
Wednesday of each month at 6:15 PM in the Resource Room of
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the CDC.

PARENT SURVEYS: Parent surveys are emailed yearly to obtain
formal feedback about continuous improvements and parent
satisfaction.

SICKNESS POLICY: Because sick children require special atten-
tion, we are unable to give them the care they need. We will
NOT ACCOMMODATE SICK CHILDREN AT THE CDC in order to
keep the other children and our staff
well. We appreciate your cooperation
when you find alternative care for them
during times of sickness and we appreci-
ate when you pick them up promptly
once notified that they are too sick to
stay at the CDC.

CHILDREN MAY RETURN 24 HOURS AF-

TER THE SYMPTOMS ARE GONE OR WITH A DOCTOR’S NOTE
STATING THAT THE CHILD IS NOT CONTAGIOUS.

X

-
AR

4

There is help for families who do not have someone they can call
when their child is ill. Go to www.care.com which provides
sitters for sick children as well as regular babysitting services. It is
helpful to have an account set up and to have the person come
and stay or at least meet the child before you use the service
when the child is sick.

PLEASE NOTIFY THE CENTER IMMEDIATELY if your child has
been diagnosed with a communicable disease, such as chicken
pox, RSV, pneumonia, pink eye, thrush, Fifths disease, hand-foot-
mouth, measles, whooping cough, etc. We have a responsibility
to share this information with other parents and teachers in the
center. Additional sanitizing is usually required. Your child may
return when they are no longer contagious. The center policy is
not to reimburse for absences due to illness.
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SICK CHILD PICK-UP: A parent or authorized person will be
called to pick-up the child from the center within an hour if any
one or more of the following symptoms are present:

RASH: If our staff notices an unusual rash, the parent will be no-

tified. If it cannot be explained, the parent must come pick-up

the child within an hour. He/she may return with a doctor’s note
stating that the child is not contagious.

— _

COLDS: The center understands that a children get
runny noses from teething and illnesses, however if it
v‘\‘, | ¥ affects their participation including outside time we
 #0 will call the parent and expect the child to be picked
up within an hour. The child may return if they have no other
symptoms and can fully participate in the school day.

NOSE RUNNING GREEN AND THICK, HEAVY CONGESTION,
HEAVY COUGH: The parent will be called and the child must be
picked up within an hour. The child may return with a doctor’s
note stating that the child is not contagious.

FEVER: If a child has a fever of 101 or higher, the parent will be
called and the child must be picked up within an hour. The child
may return when his/her temperature has been normal for 24
hours, without the aid of medication, i.e. Motrin or Tylenol, or if
they have a doctor’s note stating the fever is caused by an ear
infection or teething. Children with non-contagious illnesses may
still not feel well and should remain at home if at all possible un-
til they can resume participation in the classroom activities. A

p ar e n tsnetewatystating at what time /date the fever
broke.

RING WORM INFECTION: If a teacher suspects a ring worm in-
fection the parent will be called and the child can return the next
day if treatment has been started. The infection will need to be
covered by a hat at all times if on the scalp. If it is on the body
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the parent will be called and the CDC requests that treatment be
started and that all areas are covered by clothing or band aids as
appropriate. A medical note is needed for

a ring worm infection.

DIARRHEA: If a child has three or more

loose bowel movements in 24 hours they

should not come to the center. If it happens at the center, the
parent will be called and the child must be picked up within an
hour. A parent will also be called if the stool comes out of the
diaper even once. She/he may return to the center 24 hours
after the symptoms subside and the child is eating normally and
has resumed usual physical activity. The child may not be on any
medication for diarrhea when they return and a parent note is
necessary stating when the last bowel movement occurred. If
the child is taken to a doctor they may return with a medical
note stating that the diarrhea was caused by an antibiotic or
teething.

VOMITING: If a child vomits at the center, the parent will be
called and is expected to pick up the child within an hour. If a
child vomits before coming to the center please do not bring
them in. The child needs to stay at home for at least 24 hours
after the vomiting stops, the child is eating normally again, and
can fully participate in all activities at the center. A parent note is
necessary stating the time that the child last vomited. A medi-
cal note is needed to allow the child to come back to the center
before 24 hours has passed.

Our policy regarding diarrhea and vomiting is strict because in-
fection can spread so quickly to other children and staff. We try
to be reasonable regarding antibiotics, ear infections, and teeth-
ing.

Children who cannot play outside for whatever reason must re-
main at home until they are able to participate fully. We have no
one to care for them. If your child is not acting like their regular
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self we may call you to come and pick them up as this is usually a
symptom of something. Teachers will give courtesy calls if the
child’s temperature is rising or if they become listless after nap
or if they become clinging. We do this so you can get in to see
the doctor before they close or before a weekend or holiday.

CHILD’S ABSENCE: We ask parents to let the teachers know in
advance if a child is going to be absent. This is helpful for staffing
and for curriculum planning. We also ask parents to use the fea-
ture on Tadpoles that let’s you notify the teacher if their child is
home ill as we care about your child and we want to make sure
that they have not been left in an unattended car.

MEDICATION: Should a child require medication while at the
center, a medication form must be completed and signed by the
parent. The forms are kept on the bulletin board outside the Di-
rector’s office. Give the form and the labeled medication to the
child’s teacher. We must have this form for all medications
whether prescription or over the counter (OTC). Diaper cream,
sunscreen, bug repellent, Tylenol, Motrin are all OTC medica-
tions that need a medication form. If we are to give a child Ty-
lenol, Motrin or any other OTC medication internally, a doctor’s
prescription listing the child’s name, the

L= amount to be taken, and for how long
Emergency - we can administer this medication and
____) signed by a medical professional must
accompany the medication and CDC
medication form. Parents are responsi-
ble for showing the teachers how to administer medication, tube
feedings, Epi Pens, and breathing treatments.

The following is a list of guidelines we must follow to give medi-

cation:

1 The medicine form dosage must match the label

1 The medicine bottle must have the child’s name printed on
the label if it is a prescribed medication. Siblings cannot
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share medication unless both names are on the bottle.

1  We will not administer expired medication

1 Non-prescription medications must have your child’s weight
and age on the dosage label. All OTC medications that are
taking internally must be accompanied by a medical note
stating the child’s name, dosage, and length of time for the
medication signed by a medical professional.

f The child’s age and
weight must corre-
spond to the age and
weight listed on the
medication.

EMERGENCY CARE: In case
of an incident requiring :
immediate medical atten-

tion we will make every L‘ | 108
effort to reach the parent.

If we cannot contact the parent, we will call the emergency con-
tact person listed on the registration forms. If necessary, we will
call paramedics or an ambulance as appropriate. Your child will
be transported to the hospital that you specified on the registra-
tion form by emergency personnel.

Until arrival of a parent, the physician, ambulance/paramedic, or
CDC Director will be responsible for making all decisions con-
cerning the care of the child. You will be expected to assume
responsibility for any expenses involved in the above situations.
The CDC will maintain signed parent consent form which are part
of the yearly registration form.

REST/NAP TIME: It is required since we are a full-day program
to provide a mid-day nap or rest for all children. Each child will
be provided his/her own mat, cot, or crib. Children may bring a
small comforting doll or stuffed animal, lovey, special, blanket, or
pacifier to be used at naptime. Parents must limit the number of
items that each child brings as storage space is limited in the
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PHOTOS/VIDEO TAPING: Enrollment of the child in the CDC
grants us permission to photograph the child in the CDC and at
CDC sponsored events. Pictures of children enrolled in the CDC
may be used on the CDC Facebook page and other social media,
however names will not be used and no photo may be tagged.
These photos and videos may also be used in advertising or doc-
umentation used for or in the CDC and Pelham Road Baptist
Church.

MUSIC: Richard Morris (Musical Kidz) comes each Monday
afternoon and provides live music in all the classrooms. The chil-
dren use musical instruments, scarves, and are able to partici-
pate with their friends in making music. Children’s music is
sometimes played in the classroom, especially at nap time.
Around the Christmas holidays teachers may play Christmas
music on the classroom radio.

TELEVISION: No child under the age of 2 may watch TV at the
CDC. Older children may watch a pre-approved G rated movie
during holiday times at the CDC. At no time will a child watch TV
for more than 20 minutes at a time and there will be a reason
the particular movie is being shown.

WELCOME PACKET: Each year a welcome packet will be sent
home the Monday of the last week in July. In the welcome pack-
et will be a list of items that the child needs to start school, the
class schedule, and needed forms. Also included will be the
classroom email address and a CDC t-shirt order form. Please
returnthe A | | A bfarra tb the\Parent Cook-out and Open
House which is held on the Friday before school starts.

HOLIDAY CLOSURES:

The holiday closures are listed on the next several pages in the
CDC Calendar. The CDC does not prorate for holidays, inclement
weather, or in-service work days.
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2017-2018 CDC Calendar:

LAST 2016-2017 DAY FOR ALL CHILDREN

August 14, 15, 16,2017 CDC Closed for Teacher In-service Days**

August 16
August 17

September 4
September 8
September 11-15

October 2-31
October 9-13
October 16-20
October 23
October 31
October 23-27
October 30-Nov. 3

November 1
November 6
November 6-10
November 10

November 23-24

December 1
December 2

December 8

December 25 & 26

Family Supper & Open House at 5:00 PM FLC
First Day of the 2017-2018 School Year

CDC Closed Labor Day Holiday
Grandparent/Special Person Ice Cream Social

Scholastic Book Sale, FLC Gym—Parent Support

Canned Food Drive Help us fill the grocery cart!
Nest & Bee Hive RoomsParent Conferences
Butterfly/Owl / Turtle Rooms Parent Conferences
CDC Classroom Door Decorating Contest

All Saints Day Parade & Picnic Family Invited
Sunshine/Chipmunk Rooms Parent Conferences

Robin/Rainbow Rooms Parent Conferences

Tolbert the Turkey Feathers Go Home

Tolbert the Turkey Feathers Return for Display
Dog & Cat/Tree House Rooms Parent Conferences
Dog & Cat/Tree House Classroom Feast

CDC Closed Thanksgiving Holiday

Door Decorating Contest
CDC Staff Training & Christmas Luncheon

Christmas Program — Butterfly/Owl/Turtle video,
Sunshine/Chipmunk/Robin/Rainbow/Dog & Cat/
Tree House Rooms Perform— Nest & Bee Hive Art
in Narthex 6”30 PM Sanctuary

CDC Closed Christmas Holiday



December 29

January 1, 2018
January 2
January 31
February 1
February 12-16
February 14

March 5-9
March 12-16
March 19-23
March 17

March 30

April 1
April 9-13
April 16-20
April 22-27
April 22
April 23
April 25

April 27

May 11

May 28

June 1

July 3
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CDC Closed New Year Holiday

CDC Closed New Year Holiday

2018-2019 Registration starts for CDC & Church Families
Registration ends for CDC & Church Families
Registration Opens for Greenville Community

Love of Reading Book Drive—Parent Support

Treats for the Teachers—Parent Support

Nest & Bee Hive Rooms Parent Conferences
Butterfly/Owl/Turtle Rooms Parent Conferences
Sunshine/Chipmunk Rooms Parent Conferences

Spring Program—Butterfly/Owl / Turtle video, Sunshine/
Chipmunk/Robin/Rainbow Rooms Perform, Nest
& Bee Hive Art Show in Narthex 6:30 PM Sanctuary

CDC Closed for Good Friday

Easter

Robin/Rainbow Rooms Parent Conferences

Dog & Cat and Tree House Rooms Parent Conferences
Week of the Young Child

CDC Recognition Sunday at Pelham Rd. Baptist Church
Teacher Appreciation Luncheon—Parent Support

Picnic in the Park —Robin/Rainbow/Dog & Cat &
Tree House Rooms participate (No Enrichment)

GHS Children’s Hospital Play-a-thon —Parent Support
For those Who Love Us—Sanctuary Lobby 7-9 AM
Treats for Parents

CDC Closed Memorial Day Holiday

Graduation for Dog & Cat and Tree House Rooms
Sanctuary, 6:00 PM

4th of July Parade & Family Activity



July 4

August 6

August 7

August 10
August 13, 14, 15
August 15

August 16
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CDC Closed 4th of July Holiday

Music Man & Center-wide Activity

Art Extravaganza Day (NO Enrichment)

LAST DAY of 2017-2018 School Year For All Children
CDC Closed for In-Service Days

CDC Family Open House & Cookout—
Enrichment Programs— 5:00 PM Family Life Center
2018-2019 School Year Begins

Subject to the Greenville County Public School Calendar published in January 2017

Holidays, Last/First Days and In-Service Days 2017-2018:
Last Day of 2016-2017 Fri., August 11, 2017+

Staff In-service Days
First Day of School
Labor Day Holiday

**Mon.—Wed. , Aug. 14, 15, 16, 2017
Thursday, August 17, 2017
Mon, Sept. 4, 2017

Thanksgiving Holiday Thurs & Fri, Nov. 23-24, 2017

Christmas Holiday
New Year’s Holiday

New Year’s Holiday

Mon. & Tues., Dec. 25 & 26, 2017
Fri., Dec. 29, 2017
Mon., Jan 1, 2018

Good Friday Holiday Fri, March 30, 2018

Memorial Day Holiday Mon, May 28 2018

Independence Day Holiday Wed., July 4, 2018

Last Day of 2017-2018 Fri., August 10, 2018+

Staff In-Service Day **Mon.—Wed., Aug 13, 14, 15, 2018

First day of School Thurs., Aug 16, 2018
+FOR ALL CDC CHILDREN

** During our teacher in-service days in August, the staff attends training as a group
where they are trained in CPR/ First Aid, Curriculum Development, Classroom Man-
agement, and various other required elements of working in childcare. This allows
our teachers to be well prepared for the new school year. Also during this thime the
floors will be waxed and the rugs cleaned which takes 3 days.
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CDC Contact Information:

Director:
Susan Kear, M.S.
susan@pelhamroad.org
864-288-7674 CDC Office

Assistant Director:
Rachel Cernogorsky
rachel@pelhamroad.org
864-288-7674 CDC Office

Morning Manager
Susy Tobon
Owl Room - Room 105
owlroom105@gmail.com

Afternoon Manager
Tiffany Butler
Chipmunk Room—Room 109
chipmunkroom@gmail.com

Mailing/Street Address:
1108 B Pelham Road
Greenville, SC 29615

Fax Number:
864-288-3250
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