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        2011-2012
This handbook is provided to familiarize you with the policies of the RAYITO DE SOL Spanish Immersion Early Learning Center and to inform you of the services available.  Please read this handbook carefully and submit the Acknowledgement Form to the Director. Failure to follow these policies may result in termination of childcare service.  If you have any questions or concerns during your child's enrollment, please do not hesitate to contact the Director.

* Please note this handbook does not constitute a contract to provide childcare services.
OUR MISSION STATEMENT
The mission of RAYITO DE SOL Spanish Immersion Early Learning Center (RDS) is to provide students in the immersion program with knowledge, skills, goals, and work habits that will enable them to become productive members of society.  We work to create a warm and caring atmosphere, where everyone is nurtured and stimulated to learn.  We establish and maintain an environment with high expectations, multicultural awareness and sensitivity to one another.
OUR VISION
• The responsibilities of teaching the Spanish Language and helping our communities to have a better understanding of the Latin-American culture. RDS is a bridge of two cultures.

• Fulfill our foremost responsibility of providing the highest quality care and services to the children, families and communities we serve, by enriching the lives of the children entrusted to us through the care and the multicultural education we provide.

• Expand our leadership in the childcare industry.  We are the only Spanish Immersion Preschool in the Twin Cities area and the only Spanish Immersion Program that operates on a full-time basis, recognizing that our success depends on the quality of our program, services and people.
OUR PHILOSOPHY
RDS’s program is designated to foster self-esteem, self-confidence and competence in self-help skills and language abilities necessary for effective social interaction.  We stress the process of learning and discovery rather than just the end product.  We encourage children to feel good about themselves as a consequence of their own achievements.  RDS provides more than just Spanish classes. We believe in the unlimited potential of every child and we are confident that our program will bring out the best in your child’s abilities and creativity; as well as create a positive self-image, positive social and emotional growth, and literacy and language recognition as children explore the Latin American culture through art, dance, music and literature. By learning another language and being exposed to another culture, students develop respect for human dignity, cultural and linguistic diversion, and the rights of others.
OUR GOALS
• We provide high quality and developmentally appropriate education.  We stress the process of learning and discovery rather than just the end product.

• We provide a healthy, safe, nurturing environment that encourages emotional, social, physical and intellectual development.

• We encourage the development of a positive self-image for each child.

• We provide learning experiences through discovery, exploration and hands-on activities fun and memorable.

• We encourage Spanish Language development and an appreciation of the Latin culture. 
• Children will develop a respect for cultural diversity by being exposed to the differences in various Latin cultures and the Spanish language.

• We will form a cooperative partnership with parents in order to work together to meet the needs of each child.

• RDS strives to promote academic excellence for the children in our care.  As an enhancement to our curriculum, children receive exposure to music, yoga, Latin dance, Zumba kids (fitness), etc. 

ORGANIZATION
• RDS operates year-round at our Downtown location. Operating hours are from 6:30 am to 6:30 pm Monday through Friday during the school year (September-May) and from 7:00 am to 5:30 pm Monday through Friday during the summer months (June-August). 

• RDS operates year-round at our Burnsville location. Operating hours are from 7:00 am to 6:00 pm Monday through Friday during the school year (September-May), and from 7:00 am to 5:30 pm Monday through Friday during the summer months (June-August). 
• RDS operates year-round at our Richfield location. Operating hours are from 7:00 am to 5:30pm Monday through Friday during the school year (September-May), and from 7:00 am to 5:30 pm Monday through Friday during the summer months (June-August). 

• Refer to our yearly calendar for holidays and other activities.
• RDS is licensed by the Minnesota Department of Human Services.
• RDS operates under the following legal business names:

-WaynaPichu LLC DBA as Rayito de Sol 
Location: Richfield. MN

School Year Hours (M-F 6:30 am to 5:30 pm From September – June 10th)
Summer Hours (M-F 7:00am to 5:30 pm From June 10th to Labor day)
  -MachuPicchu7 LLC DBA as Rayito de Sol
Location: Downtown Minneapolis
School Year Hours (M-F6:30 am to 6:00 pm From September – June 10th) 
Summer Hours (M-F 7:00am to 5:30 pm From June 10th to Labor day)
I) EMERGENCY PROCEDURES
All staff members are trained in first aid and emergency procedures. In the event of an accident that creates a need for medical attention, we will proceed as follows:
-If the accident requires immediate emergency treatment, we will proceed by calling 911 and transporting the child to the nearest emergency care unit. 

-If the situation is less serious, the staff would administer the necessary first aid and contact the parent or guardian so that the child can be taken to the family physician for medical treatment.

-The parent or guardian is responsible for keeping the child’s emergency card information up-to-date.  This information includes: parent names, current work, home, and cell phone numbers and the names and phone numbers of two people authorized to act on your behalf should we be unable to reach you.  

-An accident/incident report will be completed for all injuries.  A copy will be given to the parents, including information describing what incident/injury occurred and the first-aid treatment and follow-up that was provided.
1) Fire Evacuation Plan

-Children will leave the building immediately after the fire alarm rings.
-The teachers are responsible for closing doors and windows in their classrooms and ensuring the children exit the building safely. The director will check the bathrooms and hallways and will be the last person to leave the center. 

-In case of inclement weather, the children will be put into staff cars immediately. 

-Fire drills will be completed as required to ensure staff, teachers and children are familiar with what to do if there is a fire in the building.
2) Tornado / Blizzards
-In the event of a tornado warning, the children will be moved to the lowest floor of the building in an area that provides the best protection away from windows and doors. The director and/or teachers will be responsible for deciding when to use this procedure and when to safely return the children to their normal activities.
-The director or lead teacher will also be responsible for ensuring the center has a working radio, flashlight and any other necessary and/or required emergency equipment. 
-Tornado drills will be completed as required to ensure staff, teachers and children are familiar with what to do if there is a tornado watch, warning or tornado touchdown.

-If RDS is to be closed because of hazardous weather conditions (e.g. blizzards), RDS will provide information via WCCO and at our website: www.rayitodesol.net 
3) Missing Child or Parent/Guardian

-If a child is reported missing while at RDS, the director and staff will conduct a thorough search of the area (building and grounds). The police and then the parents/guardian will be notified if we are unable to locate the child.  If possible, a staff person will accompany the police to help identify the child.

-If a parent/guardian has not picked up their child by their regularly scheduled time and/or by the time the center is scheduled to close, center staff will attempt to contact them at home, work and/or on their telephone numbers listed on file.
-If we are unable to contact the parents/guardians, we will call the emergency contacts listed in the child’s file. If we are unable to reach the emergency contacts listed after 30 minutes of close time, the police will be notified to pick up the child.

II) HEALTH AND SAFETY POLICIES
It is necessary to follow all center policies for the health and safety of our children and staff at RDS. 
RDS and the Minnesota Department of Human Services have established exclusion guidelines to protect your child, other children, and our teaching staff.  If your child needs to be excluded, it is your responsibility to find alternative care.  If your child is at RDS, it is our expectation that he or she is well enough to participate in all activities, including those outdoors.  
1) Criteria for Excluding an Ill or Infected Child from RDS
-Illness: Any child with a reportable illness or condition as specified by the health department that is contagious and a physician determines that the child has not had sufficient treatment to reduce health risks to others.

-Fever: Temperatures of 100.0 degrees or greater without fever reducing medication. In the event of a fever, the child must stay home for 24 hours fever free.  The child may return to the center with a written note from a physician stating that the fever is not the result of a contagious illness and the child is well enough to return to the center.
-Signs of Possible Severe Illness: Including unusual lethargy, irritability, persistent crying, difficulty breathing and/or uncontrolled coughing. The child may return to the center with a note from a physician stating the illness is not contagious and is well enough to return to the center.-Uncontrolled Diarrhea: Defined as an increased number of bowel movements (three or more compounded with the child's normal pattern) that are excessively watery evacuations of fecal material. The child must stay home for 24 hours symptoms free and may return with a written note from a physician stating that the child is not contagious and is well enough to return to the center.
-Vomiting: Two or more times within the previous 24 hours unless the vomiting is determined to be due to a non-communicable condition and the child is not in danger of dehydration. The child must stay home for 24 hours symptom free or return with a written note from a physician stating that the child is not contagious and is well enough to return to the center.

-Mouth Sores:  Children with mouth sores accompanied by drooling must stay home unless the child's physician provides a written statement that the child is child is not contagious and is well enough to return to the center.

-Rash:  A child with a skin rash or visible skin irritation or sores may attend the center with a written note from a physician stating that the rash and/or sores are not the result of a contagious illness and the child is well enough to attend.

-Conjunctivitis (Pink Eye): Symptoms usually include matted eyelids after sleep, and include eye pain or redness of the eyelids at the skin surrounding the eye.  Children must see a physician and cannot return to the center until 24 hours after treatment begins.  Parents must provide a written statement from the physician that notes the date treatment began and the date the child is able to return to the center.

-Lice Infestation: Children with lice cannot return to the center until the child has been treated for lice and all lice and lice eggs have been removed from their hair, skin, clothing, etc.   

-Tuberculosis (TB): TB is a highly contagious disease and can be potentially fatal if not treated. Treatment consists of antibiotics prescribed by a physician.  Children who contract TB cannot return to the center until the child's physician provides a written statement that the child has been treated is not contagious and is able to return to the center.

-Impetigo: Crusted, itchy sores that usually appear around the nose, arms, legs, or mouth. Children with impetigo cannot return to the center until 24 hours after treatment begins.   Parents must provide a written statement from the physician that notes the date treatment began and the date the child is able to return to the center.

-Chicken pox: Chicken pox is a rash illness caused by a virus that is transmitted in the air. Once a person is exposed to the virus, it takes between 2 and 3 weeks before the symptoms appear. Children with chicken pox may return to the center when they have no fever and all sores are crusted over.

-Ringworm: Ringworm is a fungus infection that causes severe itching, redness, irritation and unsightly skin flaking and scarring.  Children who contract Ringworm cannot return to the center until after treatment has been administered and effected area has been bandaged/covered.

-Hepatitis A: Children who contract Hepatitis A cannot return to the center until 1 week after the onset of the illness or until after immune serum globulin has been given to appropriate children and staff in the program.

-Measles, Mumps or Rubella: Measles is a viral infection that is accompanied by a rash that is red, blotchy and occurs on the forehead and face, then neck and trunk, working down to the feet over three days. The rash tends to last about three days in each site. It is contagious until 10 days after the rash began. Mumps is a viral infection, which typically causes enlargement of the two salivary glands in the cheeks at the angle of the jaw.  It is infectious from 2 or 3 days before the swelling appears until 8 or 10 days after that day. If the pain is severe you should consult your doctor. For measles and mumps the child must be excluded for at least 6 days after a rash appears, and mumps for 9 days after onset of parotid gland swelling.  The child's physician must provide a written statement that the child is not contagious and is well enough to return to the center.

-Whooping cough: Whooping cough or pertussis is an infection of the respiratory system caused by bacteria. The first symptoms of whooping cough are similar to those of a common cold; runny nose, sneezing, mild cough &low-grade fever. After 1-2 weeks, the dry, irritating cough evolves into coughing spells that can last for more than a minute. During a coughing spell the child may turn red or purple. At the end of a spell, the child may make a characteristic whooping sound when breathing in; or may vomit. Between spells, the child usually feels well. Children diagnosed with whooping cough cannot return to the center until 5 days after treatment has been completed. The child's physician must provide a written statement that the child is not contagious and is well enough to return to the center.

-Scabies: Scabies is an infestation of the skin by a microscopic mite known as “Sarcoptes Scabby”. Scabies spreads rapidly under crowded conditions where there is frequent skin-to-skin contact between people such as in hospitals, institutions, child-care facilities, and nursing homes. The child cannot return to the center until after treatment has been administered and the child's physician must provide a written statement that the child is not contagious and is well enough to return to the center.

-Influenza: Please note that young children are especially susceptible to catching influenza. The virus concentration in respiratory secretions is usually highest 2 to 3 days before a person develops symptoms of illness. Viruses continue to be present in respiratory secretions for 2 to 3 days after symptoms begin. 

-Cold: You should use your best judgment before sending your child to the center with a cold. Children who are visibly ill may not be left in class. It is each parent's responsibility to assist in helping us keep all of our students and staff healthy. Disregard for this policy may result in termination of childcare services.

-Once a staff member has notified you that your child is ill and that he/she needs to be removed from the center, your child needs to be picked up within one (1) hour after notification. We do realize that it is often hard to get one's affairs in order in such a short period, but our priority continues to be the health and safety of all our children. Therefore, it is important to minimize the exposure of any contagious viruses.  After one hour has elapsed, you will be fined according to our late pick-up procedure. For your child's protection, the above-described illness policies will be firmly enforced. We appreciate parental cooperation and understanding in this very important matter. 

-Communicable illnesses will be reported to all parents the same day the information is received and confirmed. Staff will post a notice in a prominent area reporting the communicable illness and when it was confirmed. 

-The center will notify the Public Health Department and their health consultant within 24 hours should an occurrence of a reportable disease take place.

Additionally, reason(s) for exclusion from the program may include:  
· Any child who is not able to participate in childcare program activities with reasonable comfort.
· Any child who requires more care than the program staff can provide without compromising the   health and safety of other children in care.
-In the event a child becomes ill at the center we will:

· Isolate the child;

· Attempt to reach a parent or guardian to come and pick up the child; 
· Contact an authorized person to come pick up the child if attempts to reach the parent or guardian are unsuccessful.  

2) Medicine

-No medication will be given without a doctor’s prescription or written authorization from the doctor for an over-the-counter medication requiring medical consent. For any medication to be administered, the center must have the Consent for Medication Form signed by the parents and the physician. The pharmacy label must indicate the physician's instructions. Medication Authorization Forms are available in the office.

-All medicine must be kept in its original container and have a legible label that notes the child's first and last name and current prescription information (if applicable).

-Prescription Medication: The center will follow written instructions from a licensed physician or dentist when administering prescription medication. Medication Authorization Forms signed by the parent/guardian and physician are required. The medicine container must be labeled with the child's name, current prescription information and administration instructions.

-Non-prescription Medication: Written permission from the child's parent and physician is required before administering any non-prescription medication. Non-prescription medicines, diapering products, sunscreens, and insect repellents must be administered according to the manufacturer’s instructions unless there are written instructions for their use by a licensed physician or dentist.

- RDS will help parents and families with the administration of nebulization medication. Parents and staff members will work together in this matter. Parents must provide a written note from the doctor and must sign Consent for Medication Form weekly. (You may get a consent form at the school office)
3) Staff Illness

-When staff members are ill they are required to call the director prior to the start of their shift. The director will be responsible for securing substitute staff to ensure that staff-to-child ratios are met and the center continues to operate during normal scheduled hours of operation.

III) DISCIPLINE POLICY

-RDS will provide positive guidance, re-direction, and set clear limits designed to help each child develop self-control, self-esteem, and respect for others. These shall be fair, consistently applied, timely, and appropriate to the age of the child.

-The staff will use direct positive guidance to help or lead a child by showing or telling them what they can do. Affective guidance will be used to influence the child's behavior with smiles, hugs, and positive verbal interaction. Indirect guidance will include, arranging the environment and schedule to encourage positive behavior.

-At no time will punishment that is humiliating or frightening to a child be used. This would include, but is not limited to; hitting, slapping, shaking, striking with an instrument, pinching, or inflicting any other form of corporal discipline. Mental or emotional punishment, chemical or physical restraints are all prohibited.

-The center will not accept parental permission to use any of the forms of punishment listed above and cannot allow parents to use these on the premises.
IV) BEHAVIOR POLICY

-Child care services may be discontinued if the director determines that a child’s behavior:

· Poses a safety risk to other children or RDS staff.
· Repeatedly disrupts normal classroom activities despite efforts by teachers to correct the behavior. In discontinuing services, the director will first attempt to meet with the child’s parents or guardian to alert the parent to the problem, discuss possible methods of correcting the behavior, and notify the parents that child care services will be discontinued if the behavior is not promptly corrected. If the disruptive or inappropriate behavior endangers the safety and well being of center children, staff, or visitors, the Director may take all actions necessary to immediately protect center children, staff, and visitors.
V) NON-DISCRIMINATORY POLICY-RDS admits children without regards to or consider of their race, color, creed, gender, religion or national origin. The center will not discriminate against children with disabilities and will offer reasonable accommodation as required.  
VI) STAFF-CHILD RATIOS -RDS follows staff-to-child guidelines established by the Minnesota Department of Human Services.
VII) CURRICULUM Our customized curriculum is based on the integration of four components:
1) The Physical Environment Each classroom is designed to offer the children a number of opportunities to experience learning based on flexibility and choice:
· Manipulative: Children learn best through active participation with their physical world. Some of the most popular items include toys, blocks, etc. 
· Dramatic Play: Imaginations develop in this area by arranging the environment to resemble various everyday living experiences.

· Creative Expression: Through art, music and movement we introduce an appreciation for artistic expression.

· Language Arts: The library is a space where a child can have a quiet time and learn with our multicultural books.
2) Play We understand the value of play for young children and encourage their imagination through this process of spontaneous choice while having fun.
Outdoor Activities: Our playground is designed to provide countless opportunities for large muscle development through physical activity.
3) Curriculum Planning We are continuously planning and updating our curriculum and restructuring daily activities to ensure that the individual needs of each child are met. Themes are developed from conversations, observations and interactions with the children. Weekly lesson plans be will posted on the parent’s bulletin board and are available at anytime for review and discussion with the center’s director.
4) The Role of the Parents Your support is critical to our program. Effective communication with parents is a top priority. Through general conversation with our staff, written notes and bulletin board messages, you will receive the most up-to-date information regarding your child's daily experience at RDS. 
VIII) ENROLLMENT AND WITHDRAWAL:
-We enroll children from the ages 6 weeks to school age (some locations).
-Enrollment continues throughout the year based on available spaces in each classroom. The application and all paperwork must be completed prior to the child start at RDS along with submitting a non-refundable registration fee of $100.00 and $200.00 deposit fee.  This deposit fee will go towards the last week of tuition.

-A Non-refundable Fee of $100.00 is required to register your child at the center and is due every September.

-Waiting List: In the event that the center is full and we are unable to enroll your child at the time you submit your forms and completed paperwork, your child will be placed on a waiting list.  The center’s director will contact you once an opening becomes available.
-Withdrawal: We ask that the center be given at least two weeks written notice should you make a decision to withdraw your child from RDS.  Parents will remain responsible for the payment of tuition through the last day of the two-week notice period whether or not the child attends the center.
-Termination of Enrollment: The center reserves the right to terminate a child's enrollment from the center if any of the following conditions arise:
· The center staff believes that a child's behavior threatens the physical or mental health of other children in the center.

· The center is unable to meet the developmental or special needs of a child.
· Parents fail to abide by the written policies and guidelines stated in the Parent’s Handbook.
· Parents fail to pay the applicable tuition fees and/or registration fee.

-RDS reserves the right to deny an enrollment or to terminate enrollment at any time for any reason.

-Health Care Summary: Your child must have a physical examination by a licensed physician prior to your child's first day of attendance at the center. The completed health report is part of the pre-enrollment package and must be submitted to the center. 

-Immunizations: At the time of enrollment, your child must obtain all age-appropriate immunizations as required by State of Minnesota. Please see your child's pediatrician for a schedule of required immunizations.
IX) DIAPERING / TOILET TRAINING
-RDS follows the diapering policies established by the Department of Health.  Children with diapers are checked hourly and diapers are changed as needed.  Both the staff’s and the child’s hands are washed after every diaper change. All surfaces used for diapering are disinfected before and after each use.

-Our toilet training procedures stress cooperation with the parents.  We do not initiate toilet training, but will respond to your child’s interest in such training.  Parents are asked to share toilet training expectations with the staff to ensure consistency for the child.  Children are also guided in their toileting and hand washing to promote healthy practices.  

X) CHILD ABUSE REPORT
-Our employees are mandated reporters of suspected child abuse. Staff members who suspect possible abuse of a child are responsible for reporting it to the local police department for follow up. Every early childhood professional engaged in the practice of child care “who knows” or has reason to believe a child is being neglected or physically or sexually abused, shall immediately report the information to the local welfare agency, police department, or the county sheriff. The staff member who suspects abuse within RDS or in any of the child’s other environments, is responsible for reporting it to the local child protection unit, police, or sheriff.  

XI) ARRIVAL & DEPARTURE
-Parents or authorized adults must accompany children into the center. Parents cannot leave their children unless they are under the supervision of an appropriate staff member. With proper notification, previously authorized persons will be allowed to pick up children from the center. Photo identification will be required.

XII) UNAUTHORIZED / INCAPACITATED PERSON PICK UP -No unauthorized person will be allowed to take a child from the center. An emergency card must be filled out by the parent/guardian with the names of the individuals who will be given permission to remove their child from the center.
-In the event that the person picking up the child is considered incapacitated by the staff member responsible for the child, the staff will ask for a name and number of someone who can transport them safely and will contact the emergency contacts listed in the child’s file. If the person resists, staff will call the police.
XIII) CUSTODY ARRANGEMENTS -When parents do not reside in one household, the parent or guardian listed on the registration form will be considered the child’s primary parent.  The center will communicate directly with the primary parent.  RDS will only release the child’s information to the parent listed on the registration form, if both parents share the child custody both parents must to sign the enrollment forms.  Requests for releasing a child’s records must be made in writing; $500.00 deposit fee by the petitioner parent must be made at the time of the request, RDS will charge and administration fee of $75.00 per hour and will be subtracted from the deposit fee.  All subpoenas, court orders, etc. received by RDS in child custody issues must be reviewed by Rayito de Sol attorney, any legal fees incurred by the school/center in these custody matters will be billed to petitioner parents (S).
RDS Parents handbook will be available to both parents and must be sign for each parent who has the joint custody. RDS will reserve the rights of non-communication and /or deny the access to our premises until all forms are signed for both parts and returned to our office. Parents will have 5 business days to submit their forms signed.
XIV) PARENT COMMUNICATION-The program director, operations coordinator, and teaching staff are available at any time during the day to communicate with parents.  Should a parent need to inform the center of a change in their daily schedule, attendance, or pick-up time, the communication should be given in advance and preferably in writing.  
-Our staff believes that a cooperative relationship is essential between the center and parents. We are eager to work with you so that a quality program is provided for your child. We will keep you informed about your child's activities and development through various methods of communication, meetings and activities.
-Regularly scheduled conferences are offered twice a year.  The program director, operations coordinator, and/or teachers are available by appointment for a conference at any time.  Written parent reports will be provided.
-The enrollment information you provide will be handled confidentially to protect your privacy.  Limited access is available to employees in order to provide the best care possible.  Records are also available to the following agencies for effective supervision and operation of the center: Department of Human Services (DHS) or appropriate government agency, USDA Child and Adult Care Food Program and local county community services/agencies.
-All enrollment information is required by the DHS or the appropriate government agency and is necessary to provide care for your child under state guidelines.  Failure to give this information will prevent your child from attending our child care program.  

XV) MEALS / SNACKS/ GUM / CANDY -A nutritious afternoon snack will be served. Parents are responsible for providing a nutritious bag lunch. 
-Peanut butter will not be accepted as an item on the menu for any child.
-Please do not bring your child candy or chewing gum. It is not fair to the other children who have none. For this reason, there is no gum or candy allowed.  The only exceptions will be party treats, and piñata parties when children will bring their “prize bag” home.  Parents can then decide if children may have treats at home or not.

XVI) PERSONAL BELONGINGS-All children must bring at least one change of clothing (pants, shirt, underwear and socks) and a blanket for naptime at the center. All personal belongings should be clearly labeled with the child’s full name.
XVII) APPROPRIATE DRESS -Your child will actively participate in many activities at the RDS. There will be occasions when clothing will become soiled. It is important that your child be dressed in a manner that enables the freedom to experiment and enjoy the many opportunities for learning and play. Comfortable tennis shoes will make active play safer and more enjoyable in the gym and playground.
XVIII) OUTDOOR PLAY-Play is of vital importance to the total health of a child.  The general cold weather guideline is that it must be at least 10 degrees or warmer in order for children of preschool age to go outside. 
-All children who are well enough to be at the center will be expected to participate in this activity.
XIX) FIELD TRIPS-Parents must fill out permission forms before the center is allowed to take a child on a field trip. We will inform parents of the hours, transportation and destination of the field trip. Permission forms will be kept on file from one licensing review to the next. Staff will take up-to-date emergency cards and a first aid kit on all field trips.
XX) VISITORS For security purposes and to insure the safety of students, all visitors, including parents and guardians, are to report first to the school office. Visits to the school to observe classroom instruction are welcome. However, it is necessary that we minimize classroom interruptions, so please make arrangements with the office prior to visits. Conferences with teachers must be arranged in advance, also. Activities such as having lunch with your child should be arranged in advance, also. These prior arrangements allow us to make the conference and/or visit worthwhile and enjoyable for all concerned. Other activities such as birthday parties should be arranged at least 2 days in advance. Only parents or their designated representatives are allowed on school grounds unless the individual is on official business.
XXI SPECIAL CELEBRATIONS AND ACTIVITIES
A child's birthday is another important occasion for celebrating. We celebrate birthdays the last Friday of the month with a piñata party. The school will provide the piñata. Parents may send a bag of soft candies and/or little surprise toys every month to fill the piñata. 
If parents or guardians would like to celebrate a birthday (other than the last Friday of the month) the following guidelines apply:

· Any food items brought to the center from home must be purchased from a store and brought to the center in the original wrapper or container.

· No peanut products.
-RDS is host to 3 shows per year where all children at school perform and parents and families are invited.
-RDS continually looks for ways to make life easier and more enjoyable for our families.  We know how precious time is with your child.  You will see this commitment through time-saving conveniences and parenting seminars offered at various times throughout the year.  

-At times, RDS may partner with outside agencies to research or experiment with new trends in the early childcare and education field which will involve the children.  Any time our center participates in a relationship with an outside resource, parent permission will be obtained.  

XXII) PUBLICITY AND PHOTO POLICY
-Rayito de Sol is making a concentrated effort to promote our program and the positive activities of our staff and children that participate in our programs. This includes working with the local media, newspapers, radio, and television stations and also developing our own visual print publications, promotions and communications. These publications include information, likenesses, and images, which may appear on our company web site, on our social media sites as well as in other type of written or visual publication.  

-There will also be opportunities for various participants’ images to be published and potentially identified by name and classroom. We understand that some parents may prefer that we do not identify their child (ren). If that is the case please complete a Publicity and Photo Release form to properly instruct us of your wishes regarding publicity.
Please note, however, that your child’s image or likeness may appear in occasional candid photos without any type of name identification and the use of these candid photos of your child is permissible. 

This photo release form does not apply to photographs taken during “extra-curricular activities” or events that occur outside of normal business hours. Program participants who attend extracurricular activities forfeit their rights to retain authority over the publication of photos taken at that time.
XXIII) NAP / REST TIME
-Children at RDS experience an active, structured day that includes interaction with their peers.  Nap or rest time allows a child quiet time alone or one-on-one time to share with a member of our teaching staff.  A 30-minute rest period is required by the Department of Human Services.  Each child will be supplied with his or her own cot.  A pillow or blanket from home may be kept in the child’s locker/cubby for use during nap time.  Quiet activities are available for children after their rest period.  All crib bedding is provided by RDS.
XXIV) TUITION POLICY
-Our tuition schedule has been established to provide your children the best possible care at the most reasonable cost to you. As a small business we count on the fact that you are on time with your monthly payments in order to keep the operation of RDS running smoothly.

-Tuition is payable per the Tuition and Enrollment Agreement and is not subject to proration for illness, holidays, or emergency closures of the center. Full tuition is required for weeks with holidays. Refunds or credits will not be given for absences, illnesses, holidays or vacations, weather-related closings, or spring and/or winter break.

-Tuition is due upon receipt of the monthly statement and no later than the 5th of the month. Accounts are subject to a $10.00 late fee billed at close of business day on the 5th and each week thereafter until paid. Your tuition will be billed based on the fee outlined in the Terms and Conditions of Enrollment. Your child may attend on an alternative day if classroom occupancy allows. Your account will reflect the additional day charges.

-Alternative tuition schedules may apply to payments made after that date. Repeated failure to pay tuition by the day due may result in termination of service. Only money orders and cashier’s checks will be accepted as forms of payment for your account in the event that the bank returns two check payments to RDS as unpaid.

-Accounts are subject to a $10.00 late fee billed at close of business day on the 5th and each week thereafter until paid.  For your convenience we accept Visa and MasterCard.
-Tuition schedules are subject to increases based on the demands of the business and financial needs of our operation to fully service the children in our program.  Tuition schedule changes are subject to increases during the month of September each year. Families will be advised accordingly should any increase be applied to their tuition expenses.
XXV VACATION POLICY 

A child enrolled YEAR AROUND/FULL YEAR program will get one week (five consecutive days) of unpaid vacation per calendar year.  
- No vacation benefit will be provided if a child is enrolled in the program for  the school year (September-June) or less, or if your child is sign on a part-time basis or if your child is on any type of scholarship.
-Parents are required to provide written notice two week in advance to the director in the event that a child is going on vacation in order to receive a credit.

XXVI) LATE PICK UP FEE-The late pick up fee is a penalty and does not constitute an agreement to provide after-hours services, nor will the late fee be applied toward tuition. The late pick up fee is payable along with the next tuition payment. A late pick up fee will be charged in the amount of $20.00 for the first 15 minutes when the parent or legal guardian is late and $1.00 per minute thereafter. 
-Chronic lateness at closing time may be grounds for disenrollment. If the parent/guardian fails to pick up their child or contact the center, and no emergency contact  person can be reached within (30) minutes after closing time, in accordance with state licensing regulations, center staff may release that child to the custody of child protective service or local authorities.

-At RDS’s option, any account balance that includes unpaid tuition may be pursued for payment.  In conjunction with RDS’s collection policies, you will be responsible for reimbursing all of RDS’s costs associated with the collection process.  
XXVII) EMPLOYEE / AFTER-HOURS DISCLAIMER

-We will not authorize any member of our staff to work with families of RDS as a “baby sitter”. We would like to advice parents who choose to engage RDS employees to baby-sit that RDS is not responsible for their actions outside the center environment.  RDS respectfully requests that our families refrain from soliciting our employees for any position that would conflict with their normal work schedule, or cause them to give up their position with RDS.  
XXVIII) 
PET AND ANIMALS From time to time, classrooms will have safe, “live” animals such as gerbils, hamsters’ guinea pigs, tropical/gold fish, snails, frogs, tadpoles, spiders. In accordance with licensing regulations, children and staff will practice good hygiene and hand washing when pets or their accessories are handled. Children in the school may not have direct contact with chickens, ducks, reptiles (turtles, lizards, snakes), or amphibians (frogs, toads). Children may not bring their live pets from home into the school.


Our School Pet “Nola” or “Chacha” a pocket beagle will be visiting our locations from time to time.
XXIX)  HOLIDAYS: RDS will remain closed observing the following holidays: Labor Day, Thanksgivings, Christmas, New Year, Martin Luther King Jr, President Day, Eastern, Memorial Day and Independence Day. We provide parents a yearly calendar of activities at the time of registration.
XXX) GRIEVANCE PROCEDURES
-Contact the director immediately if there are any types of grievance related to the childcare program or our procedures.  A formal complaint should be made in writing.  Please allow two days for a response.

-The director will handle the grievance personally. The director will be responsible for ensuring that the grievance is handled properly and that the situation is resolved as soon as possible.
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(*Please return this form to RDS before your child starts our program.)







   



                                 PARENT’S HANDBOOK 
    ACKNOWLEDGEMENT FORM

I understand that RDS Parent Handbook describes important information about the center. I have received a copy of the handbook and I understand that it is my responsibility to read and comply with the policies contained within and any revisions made to it. I understand that I should contact the director regarding any questions, which are not answered in the handbook.

I understand that the programs, policies and procedures explained in this handbook may change from time to time and that RDS may implement changes to its policies without any prior notice.

I understand that either RDS or I may terminate my child's enrollment for any reason and at any time, subject to the notice provisions described herein.

BY SIGNING BELOW, I ACKNOWLEDGE THAT I HAVE READ THE HANDBOOK, UNDERSTAND THE POLICIES AND PROCEDURES DESCRIBED HEREIN AND AGREE TO ABIDE BY THESE POLICIES AND PROCEDURES WHILE MY CHILD IS ENROLLED IN RAYITO DE SOL.
	
	
	

	Print Name

	
	

	


	
	

	
	
	

	Signature Parent/Guardian # 1

	
	Date

	
	
	

	
	
	

	
	
	

	
	
	

	Print Name

	
	

	


	
	

	
	
	

	Signature Parent/Guardian # 2

	
	Date


(*Please return this form to RDS before your child starts our program.)
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