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WELCOME TO FIRST UNITED
METHODIST CHURCH DAY SCHOOL

Dear Families,

Welcome to the First United Methodist Church Day School of Florence, Alabama. Choosing a
preschool or childcare center for your child is one of the most important decisions you will make. We

are both honored and blessed you have chosen our program for your most precious blessings, your
child/children.

Here at FUMC Day School, we recognize parents as their child’s first and most important teachers, and
we are here to partner with you. We will support your child/children as they grow and develop
socially, emotionally, academically, and spiritually and will guide them on their early childhood
education journey.

Adjusting to a childcare setting is a big change for your child and for you. The period of adjustment
will vary depending on your child’s age and prior experiences. Our administrators and teachers will
work with you to make this transition as smooth as possible. They are available to answer any
questions and to make suggestions to ease the transition for your family. Your children will be in the
care of highly trained and dedicated staff every day, and the Day School will become their home away
from home.

In this handbook, you will find policies and procedures for families that govern our ministry. Please
read the handbook carefully and come to us with any questions. Your suggestions and feedback are
important to us. We look forward to getting to know you better and to making your time at FUMC Day
School a memorable experience.

In closing, we share our Day School prayer, and may God bless you and your family.

FUMC Day School Prayer:

Dear Jesus, Son of God, thank you for today.
Help me to have KINDNESS as we learn and play.
Thank you for my school family;

In your name we pray.

Amen!
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First United Methodist Church
Day School
Office: 256.766.2472

Day School Director: Courtney Rohling

dayschool@fumcflo.org

Day School Assistant Director: Brittney Solomon

dayschool@fumcflo.org

Senior Minister: Rev. Dale Cohen

dcohen(@umcna.org

The Day School office is open Monday through Friday from 7:30 a.m. until 5:15 p.m. If the Director, Courtney
Rohling, is not in the building, the person in charge is the Assistant Director, Brittney Solomon.



ABOUT US

First United Methodist Church of Florence operates a Day School which is an integral part of our total
ministry to love God, love others, and serve the world. Over a period of many years, the congregation of
First United Methodist Church had seen the need and heard the call of God to provide quality, affordable
preschool, and childcare for parents and children who live and work in the Shoals area. Founded in 1967 by
congregation members, Janice Sandlin and Doris Butler, our preschool has continuously served children
with the same Christ centered commitment to children our founders shared. Our Christian staff has a deep
concern for the total development of each child and for the wellbeing of the family of each child. Well-
trained and dedicated teachers, enthusiastic and cooperative parents, and the committed support of First
United Methodist Church of Florence are the necessary ingredients for our outstanding program.

It is with great humility and thanksgiving to God that First United Methodist Church of Florence has been
privileged to help so many young children grow in spirit and intellect as they have experienced God's love
and grace through our programs. We are blessed with a dedicated, committed, well-trained, and caring
administration and staff. Our directors will welcome your questions concerning any aspect of our ministry.
The First United Methodist Church of Florence maintains licensing in good standing from the Alabama
Department of Human Resources. We pledge to meet or exceed all standards set forth by the Department.
We offer our services to you in the assurance of God’s promises and the gift of God’s grace.

REGISTRATION

Each year, in early spring, we will facilitate the process of enrollment for our summer program and the
upcoming school year. These will be two separate processes with two separate forms. A registration fee is
required for each child upon enrollment and yearly thereafter and is not prorated or refundable. If you
enroll your child for the summer program but they are NOT returning for the upcoming school year, their
last day of attendance is the date of the last day for the summer program. Priority registration for each
school year as well as our summer enrichment program begins in early spring for children who are
currently enrolled in First United Methodist Church of Florence Day School, their siblings, and active
congregation members of First United Methodist Church. Registration opens to the public two weeks after
priority registration opens. Families wishing to enroll a preschool age student for the summer enrichment
program only may do so beginning May 1* if space remains. Once a class becomes full interested parties
may add their child’s name to our wait list. Wait lists are kept until May of each school year. Placement on
the wait list does not guarantee enrollment. If placement becomes available for a wait list child, the
potential new family may schedule a tour and enrollment meeting. Tours of the Day School are not offered
prior to enrollment. For the protection of our currently enrolled students, tours will not be given in a space
where children are playing and learning.

It is very exciting when a Day School family is expecting a new baby. If you need childcare for your new
baby, you must get on the waiting list as soon as possible. Siblings are enrolled as a priority, if we have
space in the classroom, your new baby would be enrolled.

ENROLLMENT REQUIREMENTS

Ages served: First United Methodist Church of Florence Day School has classes for children age six
weeks through age six years during the academic school year. During our summer session, the day
school allows children age six weeks through twelve years.

The registration fee is non-refundable and must be paid at the time of registration. All required forms must
be completed and returned to the director, along with the registration and supply fees, prior to the child's
first day of attendance.




Forms to be returned include the following:

*Registration Form and Registration Fee

*Child’s Preadmission Record (DHR-CDC-739)

*Current Certificate of Immunization (obtained from your child’s physician)

*Medical Alert Form (if applicable)

*First United Methodist Church of Florence Day School Parent Handbook and Policy Manual
Acknowledgment Form

*First United Methodist Church of Florence Day School Health Policy Acknowledgment Form*Tuition
Express Payment Authorization

*Student Information / Medical History Form
*Media Release Form

A parent may withdraw their child at any time. Parents must give a written two week advance notice
of withdrawal to the director in order not to be responsible for the next month's tuition. Tuition will
not be prorated for partial month's attendance. The Day School reserves the right at any time to
suspend or permanently expel a child from enrollment.

IMMUNIZATIONS

The Alabama Department of Health requires that all enrolled children have an up-to-date record of
immunization on file at the Day School. The Alabama Department of Human Resources monitors student
immunization records. The Day School will track expiration dates of immunization certificates and will
remind parents to collect a current immunization certificate from their child’s physician when necessary.
First United Methodist Church Day School does not accept religious exemptions in lieu of a certificate
of immunization. We will not accept families unwilling to adhere to these immunization schedules.

TEACHER to CHILD RATIOS
Nursery Class- Six weeks through twelve months is one teacher to every four children-maximum of twelve
children per classroom. (DHR 1:5)

One-Year-Old Class- Twelve months to twenty-four months is one teacher to every five children-maximum
of fifteen children per classroom. (DHR 1:7)

Two-Year-Old Class- Twenty-four months to thirty-six months is one teacher to every six children-
maximum of twelve children per classroom (DHR 1:8)

Three-years-Old Class- Thirty-six months to forty eight months is one teacher to every eight children-
maximum of sixteen children per classroom. (DHR 1:11)

Pre-K Class- Students must be four-years-old on September 1* of the school year. Forty eight months and
older is one teacher to every nine children- maximum of eighteen children per classroom. (DHR 1:18)

TK Class- Students must be five-years-old on September 1* of the school year. Sixty months and older is
one teacher to every sixteen children- maximum of sixteen children per classroom. (DHR 1:18)

Elementary Summer Class (completed Kindergarten)- is one teacher to every eighteen children- maximum
of twenty four children per classroom. (DHR 1:22)



STAFF QUALIFICATIONS

Qualifications for a staff position shall include demonstrated competence and skill for the specific
position to be filled. First consideration is given to individuals with college degrees in early childhood
education. A lead teacher must be at least twenty-one years of age, have a high school diploma (or
GED) and one of the following; Bachelors of Science in Education, Associate degree in Early
Childhood Education, or at least five years of experience working in an early childhood educational
program as a lead teacher, associate teacher, or director.

The director must be at least twenty-one years of age and hold a bachelor’s degree. Preference is given
to applicants who also have previous experience as a director of a pre-school or child development
center and/or office administration.

An associate teacher must be at least twenty-one years of age and have a high school diploma or a
GED. All other staff members, to include Early Bird staff, Stay and Play staff, and assistant to the
director are required to be at least nineteen years of age and have a high school diploma or GED.
Substitute teachers must be at least nineteen years of age and have a high school diploma or a GED.
The following things will also be required of any employee of The First United Methodist Church of
Florence Day School and these things shall be maintained in the employee’s file:

* Alabama Criminal Suitability letter through the Department of Human Resources
*Child Abuse and Neglect Clearance

*A copy of the employment application/resume

*Medical/TB history report

*Three references contacted by the director

*CPR Training verification

*Written verification of training and/or degrees earned

*Verification of performance standards

CURRICULUM

It is our goal at First United Methodist Church of Florence Day School to provide a safe and nurturing
Christian environment. We believe that children develop best when they feel safe, secure, and valued. We
want to provide young children with a program that is developmentally appropriate. Children learn best
through exploration at their own pace. The program is designed to meet their cognitive, physical, social,
emotional, and spiritual needs through a balance of structure and discovery. Children need opportunities to
explore their environment and to be guided by teachers who understand child development.

The First United Methodist Church of Florence Day School curriculum works to serve the needs of all our
students. School wide we utilize a developmentally appropriate curriculum. Our students will not engage
in drilled or rote instruction. Instead our teachers will use the Creative Curriculum published by Teaching
Strategies in conjunction with Frog Street Press. Students in Pre-K and TK will also use

the Heggerty program as a bridge to reading, writing, and phonemic awareness. Children are immersed in
learning through purposeful play-based experiences on topics they’re familiar with from their everyday
lives. Children find opportunities for rigorous skill development like counting, measurement, and language
comprehension while also developing positive relationships, gross-motor skills, and problem solving
abilities. We focus on developmentally appropriate goals and objectives for children within four main
categories of interest: social/emotional, physical, cognitive and language. We recognize that the physical,
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social, emotional, spiritual, and cognitive developments of each child are all important and interrelated.
Learning experiences are organized in ways that encourage children to develop optimally in all areas with
meaningful connections across these domains.

The classroom schedule reflects a balance between structure and choice, as well as active and quiet times.
The staff works together to plan developmentally appropriate activities that are both fun and rewarding.

It is our strong belief that children learn best through active exploration. New experiences during playtime
reshape, expand, and reorganize mental structures. Through play, a child can learn to deal with emotions, to
interact with others, to resolve conflicts, and to gain a sense of competence. Play also develops a child's
imagination and creativity.

Along with letter and number recognition, literacy, colors, and shapes, our program also considers
mealtime, outside time, and rest time as parts of the curriculum, Opportunities for learning happen when
children interact with each other, use their imaginations, complete a task, follow directions, and use good
manners. Learning happens all day, every day in many ways. We want the children to be fully engaged in
their world by asking questions and sharing their thoughts and ideas in a safe nurturing environment.

A partnership for the benefit of the child incorporates mutual respect between parents and staff. The
director and staff invite you to ask questions, to review your child's progress, and to address all concerns.

RELIGIOUS TEACHINGS
The First United Methodist Church of Florence Day School provides an introduction to the basic tenants of

the Christian faith through Bible stories in every class and weekly chapel services for preschool students.
All classroom and chapel teaching will be in accordance with the theology of the United Methodist Church.

Classroom: Children ages six weeks through twelve years will receive religious teaching in the classroom
during the school year and summer session. The Day School staff attends many Christian denominations;
however, Christian teaching within the classrooms will provide a foundation in Bible Stories of the Old and
New Testament through story and song.

Chapel Services: Children in preschool, Pre-K, and TK will participate in weekly chapel services during the
school year. The summer session does not include chapel services as a part of the curriculum. Chapel
services are conducted by Pastors of First United Methodist Church of Florence. Chapel services will
introduce Christian concepts such as love, grace, and forgiveness.

ASSESSMENT

All children are assessed through observations of peer interactions and play, developmental checklist, and
portfolios of their work. The teachers will use the Ages and Stages Questionnaire, the 3rd edition (ASQ-3)
to screen all the students in their classroom bi-yearly. The ASQ-3 has been used for more than 20 years to
make sure children are developing well across all areas of child development. We at First United Methodist
Church Day School are firmly committed to developing the whole child. The ASQ-3 is called a
developmental screener because it looks at how children are developing in the important areas of:
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communication, gross motor, fine motor, problem solving, and personal-social. The ASQ-3 can help
identify your child’s strengths as well as any areas where your child may need support.

This information is shared during parent/teacher’s conferences. We hope reviewing your child’s ASQ-3
results will give you a broad picture of your child’s total development and you’ll find this screener
insightful. Please know that no child is judged by their results on this screener. It is simply a tool to help
teachers determine what skills and concepts your child has mastered as well as those that are emerging.

Occasionally despite our teachers’ best efforts and training we find that we are not able to offer the least
restrictive learning environment for a child. A meeting will then be scheduled with the family to share the
concern in an honest and supportive manner. The Day School administration will suggest future steps and
assist the family by providing information and resources for further assessments. If we are unable to meet
your child’s developmental needs we will work with the family in providing resources and information of
other centers in our area that will best fit the child.

INFANT PROGRAM

It is our goal to provide children with the feeling that this is their “home away from home.” Each child
will be provided personalized learning and growth activities to assure their development. They will be

provided with a variety of toys and time for freedom of movement outside their cribs. In addition, each
child will be held, rocked, talked to, sung to, and taken on walks. Please provide several extra changes

of clothes to be kept in your child’s cubby at school,

We will gladly work with families to coordinate feeding times according to your baby’s schedule.
Parents will supply ready to feed formula or breastmilk in sanitary non-glass bottles and/or baby food
in factory sealed containers. If formula is provided by the parent(s)/guardian(s), it shall be sent

ready to feed and labeled with the child's name and stored in the nursery refrigerator. Bottles may not
contain solid food unless the child’s physician supplies written instructions and a medical reason. All
bottles will be refrigerated in the designated area labeled with your child’s name. Bottles will be sent
home at the end of each day.

Bottles will be warmed in bottle warmers. Microwaves will not be used. Teachers will discard any
formula or breast milk that has not been consumed after one hour. All infants will be held for bottle
feedings. Bottles will never be propped. Infants will be introduced to fluids in a sippy cup at a time
agreed upon by the parents and teachers. No previously opened jars of baby/toddler food shall be
accepted. All containers of food may be stored in your child’s cubby. All opened jars/containers shall
discarded at the end of the meal.

Each infant has their own crib for nap time. Sheets are changed daily or when soiled. Infants will be
given naps based on each infant’s individual schedule. In accordance with recommendations from the
American Academy of Pediatrics, soft materials are prohibited in the infant’s sleeping environment
(younger than 12 months) including:
¢ Soft materials or objects, such as pillows, quilts, comforters, or sheepskins, shall not be placed
under a sleeping infant.

e Soft objects, such as pillows, quilts, comforters, bumper pads, sheepskins, stuffed toys, and
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other gas-trapping objects shall be kept out of the infant’s sleeping environment.
e No infant shall be put to sleep on a soft surface.

BREASTFEEDING

Breastfeeding is encouraged. The Day School will accept, store, and serve breastmilk for feedings. If
you would like to come nurse during the day, we will be happy to provide a quiet place for you and
your baby. The church has several private areas where you may breastfeed your baby. Expressed
human milk should be sent in a bottle or container that is properly labeled with the infant’s full name,
number of ounces and date

Breast milk must be in a ready to feed, sanitary, non-glass bottle and be labeled with the infant’s name
and date or submitted in properly labeled breastmilk storage containers/bags. Breast milk may be
stored in a refrigerator for no longer than 48 hours or for no more than 24 hours if the breast milk was
previously frozen. Breast milk may be stored in appropriate bags in a freezer for no longer than six
months. It is recommended that you send extra milk in case of accidental spills.

ARRIVAL and DEPARTURE

It is a DHR regulation that children are both signed in AND out each day they are in attendance. Children
will be signed in/out daily on the class clipboard. Everyone authorized to pick up a child must be entered
on the Child’s Preadmission Record with their name, relationship to the child, address and phone number.

We will not release children to a person who is visibly impaired due to a suspected medical condition,
alcohol consumption, substance abuse, prescription drugs or other causes. In the event the parent or legal
guardian is impaired, the Director will call someone designated on the release form.

ATTENDANCE

The Day School does not adhere to an attendance policy except in our Alabama First Class Pre-K
classroom. Students registered in the Alabama First Class Pre-K must not have excessive tardiness or
absences and must submit a written parent/doctor excuse to the child’s teacher for every absence.

PAYMENT OF TUITION and FEES

Each month, parents will receive a statement showing the amount due. Each charge will be itemized on
your bill. Automatic withdrawal is available through Tuition Express. Payment will be withdrawn from
your bank account, Visa or MasterCard on the 10th or the 20™ of each month (according to which day you
signed up for). The amount withdrawn will be the amount shown on your statement. Additional services,
such as lunch, Early Bird, Stay & Play, field trips, and any additional fees, will be posted at the end of the
month and will be included on the following month’s statement. You may choose not to participate in
Tuition Express, and payment will be accepted in either cash, check, Visa or MasterCard. There is a 2.7%
credit card usage fee each month you choose to use your credit card. The credit card company sets these
fees not the Day School. To avoid paying extra fees we suggest using the free ACH method of payment via
your checking/savings account or paying with cash or check. Families who have three declined payments
during the school year will be required to pay tuition in cash each month.

SUPPLY FEES and REGISTRATION FEES

Supply fees are due in August and January and will be noted on your bill. The supply fee for the nursery,
one, two, and three-year-old classes is $100/semester. The supply fee for TK is $150/semester. Pre-K and
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TK students will not pay additional fees for class field trips. There is a registration fee for the school year
program and a separate registration fee for the summer enrichment program.

LATE FEES

Payments are due on the 10™ of each month. If you choose not to participate in Tuition Express and you
have not paid your bill by the 20" of the month, a late fee of $25.00 will be assessed. Tuition Express
participants will be charged a late fee only if withdrawal is refused for insufficient funds. Past due accounts
may result in the removal of your child from the program. All accounts must be current for your child to
order a catered lunch, attend a field trip, or utilize Early Bird or Stay & Play services.

DROP-IN FEES

Children who are not enrolled for five days per week may use the drop-in on days they do not normally
come for a fee of $30.00 from 8:00-12:00. To use drop-in, the child’s class must not be full and the
parent needs to obtain permission from the director at least 24 hours in advance. Drop-in is not
available for nursery or Pre-K classrooms. You may not swap days to accommodate a schedule

change.

EXTENDED CARE PROGRAMS

The Day School’s Extended Day Program serves enrolled Day School children in the 1-year-old classes
and older. The full-day Extended Care Program offers care during the hours of 7:30 a.m. until 5: 15 p.m.,
Monday through Friday. Our nursery classes are full time and self-contained classrooms for infants and young
toddlers ages 6 weeks through 13-months-old on September 1* each school year. Children in the nursery may be
dropped off as early as 7:30 am and may be picked up as late as 5:15 pm. Nursery students are registered for
full time care only. There is no half day option in the nursery classroom. Early Bird and Stay and Play
charges do not apply to the nursery classes. You must pick your child up before 5:15 PM. The late charge of
$1.00 per minute after the 5: 15 pick-up is strictly enforced. If a child has not been picked up after closing
and we have not heard from you, attempts will be made to contact you and the contacts listed as Emergency
Contacts. Provisions will be made for someone to stay with your child as long as possible, but if after one
hour we have not been able to reach you or a person listed as an Emergency Contact, we will call the
Department of Human Resources for the child to be collected by officials.

EARLY BIRD

Our early morning program, Early Bird, is available Monday through Friday mornings from 7:30 a.m. until
8:00 a.m. The fee for Early Bird is $2.50 per day. This fee is separate from your monthly tuition and will be
billed to you the following month.

STAY & PLAY

An afternoon program is available Monday through Friday from 12:00 p.m. until 5:15 p.m. Space in Stay &
Play is limited and based on staffing. If a family needs to extend their child’s designated afternoon pick up
time, please contact the Day School office to determine if space is available. Not all extensions can be
accommodated. Snacks will be provided for Stay & Play students remaining after 2:00 PM.

The fee for Stay & Play from 12:00-5:00 PM is $5.00 per hour for each child. The Stay & Play fee(s) are
separate from your monthly tuition and will be billed to you the following month.
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ENRICHMENT CLASSES

First United Methodist Church of Florence Day School offers enrichment classes for children three-years-
old and older. The fees for these programs are paid directly to the vendors. If you would like to register
your child for the enrichment programs, please contact the Day School office.

Allegro Dance Arts ~ Wednesdays
TOTs Basketball ~ Thursdays

FIELD TRIPS
Field trips are primarily planned to correspond with the units of study and provide an opportunity for learning
experiences outside of the classroom.

e A permission box is included on the child’s preadmission record for activities away from the facility
and transportation. Your child will not be included in field trips if “yes” is not circled and accompanied
by a parent/guardian’s signature.

e  Our staff urges parents to share some of these experiences with the children. During these trips, parents
are expected to take an active part in chaperoning children; therefore, please do not bring siblings on
these trips.

e Transportation will be provided by First United Methodist Church of Florence on the church busses for
students requiring transportation.

¢ Parents may always elect to provide their own transportation for their student
Proper procedures to insure the safety of all children will be followed by the staff and parents
accompanying children on these field trips.

CLOTHING

Children should wear washable, comfortable clothing each day. Clothing should be easy for the child to get on
and off independently. Children are encouraged to learn self-help skills as much as they are able. Please
choose clothing that will not require the child to be concerned about getting dirty during activities such as
painting, outdoor play, water, or sand play. Tennis shoes are best for play and safety. Footwear such as flip-
flops, sandals, boots, Crocs, etc., can be uncomfortable and dangerous and are discouraged. Children must
wear non-marking soled tennis shoes. If your child is in one of our nursery rooms, they do not need to wear
closed-toed shoes until they are walking. When the infants in the nursery classroom are walking, they will
be going to the playground each day, and the closed-toed shoes will help with keeping them safe. Children
must have at least one complete change of appropriate seasonable clothing that remains at the Day School
for emergencies and/or accidents. This should include underwear, top, pants, and socks. Label all clothing,
coats, and other belongings to help ensure their safe return. All children will play outside each day that
weather permits, so dress them accordingly including outerwear in cooler months

DIAPERING

Disposable diapers are provided by the parents. Diapers should have refastening side. This means the
diaper can be opened and resealed when necessary without having to completely undress a child from the
waist down to change the diaper. (Please do not purchase Pampers 360 Cruisers brand for use at school.)
You will be notified by the teachers when additional diapers are needed. Teachers will wear fresh gloves
each time your child is changed and will document diaper changes for nursery and toddler classes on the
daily report.
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If diaper cream is used, send the product in original container. No homemade creams or ointments may be
sent in. A doctor’s order and medical authorization form must be completed for use. All items must be
labeled with your child’s full name. Diapers are changed approximately every two hours unless a child is
sleeping or is soiled before two hours. :

POTTY TRAINING

The most important factor in making the toilet learning experience successful and as low-stress as possible
is a family/teacher partnership that supports the child. Research indicates that children cannot successfully
learn how to use the toilet until they are physically, psychologically, and emotionally ready. Many
pediatricians say that most children under 24 months of age are not physically capable of regulating bladder
and bowel muscles. Most positive toilet training occurs only after children show signs of physical control
or awareness of their bodily functions and when they demonstrate an interest or curiosity in the process. It
is for these reasons the Day School does not require students in 2-year-old or 3-year-old classes to be potty
trained and students in these classes will not be “sent home to potty tain”.

We are committed to working with you to make sure that toilet learning is carried out in a manner that is
consistent with your child’s physical and emotional abilities and your family’s concerns. The staff shall
begin toilet training only when the child is able to communicate his/her needs to use the toilet. The staff
shall work together with parents to determine when to initiate toilet training procedures and to ensure a
consistent and relaxed toilet training process.

For sanitation purposes while your child is in the process of potty training we will require they wear pull
ups until they are fully potty trained. The Day School considers a child fully potty trained when they are 2
weeks accident free (both urine and BM). They may begin wearing underpants at school sooner if the
teacher determines it is time. Until they are potty trained we request tab side pull ups be used. This means
the pull up can be opened and resealed when necessary without having to completely undress a child from
the waist down to change the pull up. (Please do not purchase Pampers Easy Ups brand for use at school.)
Any preschooler can regress for a short time because of life changes, emotional concerns, or physical
problems. If a child that we know has been successfully potty trained begins to have accidents, we will
work with the parents to help the child find success again.

Please note children do need to be fully potty-trained to attend our Pre-K or TK programs.

LUNCH and SNACK

Students should enjoy breakfast at home before coming to school. The school provides a morning snack
and water for the children. An afternoon snack is offered children who are in Stay & Play after 2:00 PM.
All children should bring a labeled and spill proof cup that your child can easily open each day. Cups will
be refilled by teachers as needed with water.

Your student may bring a lunch from home or order a catered lunch. We ask that you try to make lunches

as healthy as possible. Please see the USDA meal pattern listed below for age appropriate suggestions. All

foods need to be cut in pieces small enough to prevent choking prior to being sent to school. When sending

a sandwich please cut it in fourths or half so they can handle it easily. No glass containers are allowed in
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the classroom. Plan for your child’s lunch to be easily opened by your child. Practice with your child what
goes back home and what is ok to throw away. For preschool and older, we encourage them to clean up
after themselves. Please label everything. Make sure your child’s name is clearly marked on their lunch box
and each container. The Day School is not responsible for any lost items.

Caregivers will have the opportunity to order a lunch when signing in their student in for the day. When
ordering a catered lunch for your child, it must be ordered each by 8:30. If your child is arriving after 8:30
a.m. and will be eating a school lunch, you must call or email to notify the office. If your child arrives after
8:30 a.m. and no lunch has been ordered that day, please bring a lunch for your child when you drop him or
her off at school. Catered lunches from local restaurants are ordered every school day and are available for
$5.00 each. Catered lunches will be served with fluid milk. A monthly lunch calendar will be provided to
families each month. The restaurants that provide First United Methodist Church of Florence Day School’s
catered lunches are all inspected by the Health Department. The Day School maintains a category 2 catering
permit and is subject to regular inspections by the Lauderdale County Health Department.

If your child is arriving after 11:15 AM please feed them lunch before they arrive at school. Lunch
time ends by 11:30.

USDA NUTRITION STANDARDS

ﬁz“;:;’(’;“i‘t’::;‘fs Ages 1-2 Ages 3-5 Ages 6-12
s 4 fluid 6 fluid ‘ 8 fluid
Fluid Milk ounces ounces * ' ounces
Meats/meat alternates | 1 ounce i /4roumce TR
equivalent equivalents equivalents
Vegetables Y cup Y% cup V2 cup |
Fruits Y cup Ya cup Y cup
Grains | ¥ ounce Y ounce 1 ounce
| equivalent -equivalent equivalent
ALLERGIES

Parents must provide written documentation from a physician indicating food allergies and an individual
care plan in the event of an allergic reaction. As part of the care plan parents will provide instructions
regarding the food(s) to which the child is allergic and the steps to be taken to avoid that food. In the case
of a student with an anaphylactic allergy in a classroom, families will be notified of the allergen and asked
to refrain from sending it to school. We ask if a classroom must be peanut free and you elect to use a peanut
butter substitute, it must be labeled otherwise it will be assumed it is peanut butter.

The Day School will notify the parents/guardians immediately of any suspected allergic reactions, as well
as the ingestion of or contact with the problem food, even if a reaction did not occur. The school will
contact the emergency medical services system immediately whenever epinephrine (epi-pen) has been
administered.
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NAP/REST TIME

DHR requires the center to have a designated 1 hours nap or rest time each day. The child does not have to
sleep, however they are required to rest and remain on their cot. Cots will be provided by the Day School
with a fitted and top sheet for each child staying for Stay & Play. Please do not send additional nap mats.
Children may bring a special lovey for nap time. Children are required to keep their shoes on during naps
for quick exit if an emergency arises. The teacher will work closely with your student to transition to this
rest time at school. If a student continues to stuggle during this rest time (i.e. not staying on cot or being
disruptive to sleeping classmets) the parents may be contacted to pick up the student and alternate
arrangements may be necessary during rest time. Nap time for the 1-year-old, 2-year-old, and 3-year-old
classes is 12:00pm — 2:00pm daily. Drop offs and pick up is not available during nap time.

Infant nap times are on an individual schedule to meet their needs. Unless written authorization is provided
by a physician, infants are placed on their backs to sleep. Infants under the age of 12 months may not have
any additional blankets, pillows or bedding in their cribs. Infants are not allowed to be swaddled but may
use a sleep sack for naps.

PHYSICAL ACTIVITY

Children will have an opportunity for the appropriate amount of active play each day. All children shall
spend time outdoors each day when weather permits. When the weather does not permit outdoor activity,
active play shall take place in the gym.

1 years and older — at least 90 minutes per 8-hour day

Infants to 12 months — Shall be taken outside two-three times per day as tolerated. Teachers shall make
provisions for the promotion of physical development daily, including varied activities appropriate to each
child’s development.

SCREEN TIME

Screen time is the use of television, videos, smart boards, tablets and computers.
Screen time shall be:

* Limited to no more than 15-minute increments

* Prohibited during meal or snack time

* Prohibited for children younger than 2 years

TOYS/PERSONAL BELONGINGS

The Day School provides appropriate toys, learning materials and equipment for each child. Please do not
bring toys from home except on special designated occasions. On the occasion that an item may be brought
from home (ex. show and tell day) items should be labeled with the child’s name. Children are not
permitted to bring toy weapons or any item that promotes violence or conflict. If personal items are brought
to school they will be kept in the Director’s office until the parent can pick it up. The Day School is not
responsible for any personal item that is lost or damaged.

BIRTHDAYS

Each child's birthday is recognized in his or her classroom.

Parents are welcome to bring a special birthday treat to share with the class. Please talk with your child’s
teachers prior to the special day to coordinate the best time to celebrate. The special snack will be served at
morning snack or at lunch. (No afternoon special treats). Please follow the procedures below to ensure that
all children can participate:

* Ask the teacher if there are any children with food allergies in the class.
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* Snack should be kept simple — mini cupcakes, doughnut holes, etc..
* Food containing nuts or hard candies should be avoided.

Invitations to parties outside First United Methodist Church of Florence Day School may be distributed
here only if all children in your child's class are included or at least every child of the same gender.

Please watch your child's calendar for other special holidays and celebrations.

COMMUNICATION

Each child is to bring their full-size backpack to school each day along with their folder to carry art papers,
notes, etc. Daily reports are utilized each day in our nursery and toddler classrooms. The report will be sent
home in the student’s folder each day. The teachers will send home a monthly calendar containing specific
class information and important dates.

Our teachers will always do their best to speak with parents/guardians each day at drop off and pick up.
Since staff days are devoted to caring for children, it is usually not feasible to have a long discussion during
drop-off and pick-up. If a situation requires a longer discussion, kindly arrange for an appointment.

Any questions or concerns a parent has about his/her child should be directed to the child’s teachers first
and then, if necessary, to the director.

The best way to communicate with the administration is by calling the Day School office at 256-766-2472
or emailing dayschool@/fumcflo.org. You may call during program hours with any questions or concerns.
If you leave a message after hours, it will be returned the next school day after 9:30am. If you send an
email to the Day School office after 4:00pm it will not be answered until after 9:30am on the next school
day. If you send a message on the weekends or over holiday breaks, it will not be answered until after
9:30am on the day students return to school.

PARENT/STAFF RELATIONS

The role of the Day School is to supplement the primary role of the parents in providing care for their
children. It is our goal to establish and maintain open and ongoing communication with families to ensure
that we enhance the development of the children in our care. We provide a program to help give children a
strong foundation to build self-esteem and to develop a love of learning.

Parents are a child’s first teachers. Parents understand their child’s needs, interests, fears, likes, and
dislikes. Teachers know what children can do at various stages of growth and development and how to help
children develop at their own rate. Together, parents and teachers can provide endless opportunities for a
child’s success.

CONFIDENTIALITY
Separate and secure files are maintained on each child and kept in strict confidence. All children’s records
are available to the parents or legal guardian, teachers, administration, and regulatory agencies (Department
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of Health, Department of Human Resources). Additional access may be given with written parent/guardian
permission. Records are kept in a cabinet in the Director’s office.

It is also very important that parents do not share information about or discuss other children in our
program with other parents.

DIVORCE OF PARENTS

When divorce is an issue, please indicate on your student information form the name of the custodial
parent. The custodial parent must give us a copy of the divorce decree, which will be kept confidential in
your child’s file. If you have an order of protection or restraining order that pertains to your child’s
protection, please notify us immediately and provide a copy of the legal document.

DISCIPLINE POLICY

First United Methodist Church of Florence Day School uses positive discipline, based on modeling desirable
behavior and founded on God's love and respect for the rights of others. Rules and limits are established at the
beginning of the year so that the children will understand what is expected of them. Adult assistance and
guidance is offered to help the children develop self-control in their physical and emotional growth.

Sometimes it may be necessary to separate a child from the other children, redirect his/her attention to another
activity, or simply have a teacher move closer to an area to help control student behavior. For unacceptable
behavior (biting, kicking, hitting, etc.) a "Calm Down" area may be used briefly to calm a child. Parents will be
contacted concerning unacceptable behavior.

A child's behavior is affected by changes, problems, etc., at home. Parents should keep the teacher and director
informed of any changes at home so that our staff can be more sensitive to the child's needs during this time. All
personal information is kept strictly confidential.

a. Discipline shall be appropriate to the age and developmental level of each child.

b. Disciplinary practices, including but not limited to the following, are prohibited:

(1) The use of corporal or physical punishment is prohibited, including but not limited to: spanking; shaking;
slapping; kicking; pushing; biting; pinching; hitting; thumping; hair pulling; ear pulling;

(2) The use of verbal abuse is prohibited, including but not limited to: yelling; shouting; name calling; shaming;
making derogatory remarks about a child or a child's family; using language that is inappropriate, offensive,
threatens, humiliates, or frightens a child;

(3) The use of discipline associated with food, naps, or bathroom procedures is prohibited, including but not
limited to: withholding food as punishment; use of food such as hot sauce, lemon juice, vinegar, etc., or soap, as
punishment; punishment for lapses in toilet training; punishment for not sleeping during nap/rest time;

(4) The use of physical restraint as punishment is prohibited,;

(5) Punishment administered by another child is prohibited.

(6) Rough or harsh handling of children, whether associated with discipline or not, is prohibited, including but
not limited to: shaking; lifting or jerking by one or both arms; pushing; pulling; forcing or restricting movement;
lifting or moving by grasping clothing; covering a child's head; etc.

(7) Physical activity/outdoor time taken away as punishment is prohibited.

HITTING/ROUGH PLAY
No child should ever be afraid to come to school because he/she fears another child. Each child deserves to
be treated with respect by their teachers and peers. When a child becomes verbally or physically
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aggressive, we intervene immediately to protect all the children. Our usual approach to helping children
with challenging behaviors is to show them how to solve problems using appropriate interactions.

During the day if a child has been corrected 3 times for hitting or playing roughly, they will then be
removed from class and taken to the office. After the child returns to class if the behavior continues the
parents will be contacted. When a child continues to struggle with behaviors that hurt other children the
parents will meet with the teacher and administrators to develop a plan and goals for the child’s behavior.

If a child’s behavior/circumstance is of concern, communication will begin with the parents as the first step
to understanding the child’s individual needs and challenges. We will work together to evaluate these needs
in the context of our program.

On rare occasions, despite our teachers’ best efforts a child’s behavior may warrant the need to find a more
suitable setting for care. Examples of such instances include:

e A child appears to be a danger to others.

e Continued care could be harmful to or not in the best interest of the child as determined by medical,
psychological, or social service personnel.

e Undue the burden on our resources for the child’s accommodations for success and participation.

A meeting will then be scheduled with the family to share the concern in an honest and supportive manner.
The Day School administration will suggest future steps and assist the family by providing information and
resources. If it is determined we cannot accommodate your child we will work with the family in providing
resources and information of other centers in our area that will best fit the needs of the child.

BITING

Biting is a normal stage of development that is common among infants and toddlers. Biting is typical for
children who are not yet verbal. It is something that most young children will try at least once.

In the case of biting, every effort is made to ensure the safety of every child. When biting occurs, our
response will be to care for and help the child who was bitten and to help the child who bit to learn more
appropriate behavior. An incident report will be provided to the parent of the child that was bitten. A bite
notification will be provided to the parent of the child who bit. If the bite breaks the skin, the parents of
both students will be immediately notified.

Our focus will not be on punishment for biting but on effective behaviors that address the specific reason
for biting. We will work together with the families of a child who continues to bite classmates to keep them
informed and to develop strategies for change.

If the biting persists, we will then have a mandatory conference with the parents to determine if there are
additional outside support services the child may benefit from. If the biting continues after this, it will be at
the discretion of the Director but may result in suspension or dismissal of the child.

HEALTH POLICY

In order to keep our children as healthy as possible and to help prevent the spread of illness, disease, or
infections, First United Methodist Church of Florence Day School requires adherence to the policies found
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in the First United Methodist Church Day School Health Policy Handbook The health policy in alignment
with current CDC recommendations for the most common childhood illnesses.

Small children who are cared for in out-of-home group settings are at a greater risk of acquiring and
spreading a contagious disease. Small children are highly susceptible to contagious diseases since most of
them have not been exposed to many of the most common germs and therefore do not have any immunity
to them. Young children also have certain habits (e.g., putting their fingers and other objects in their
mouths) that can easily spread germs. Even though contagious diseases/conditions will occur in a child care
setting, the child care provider should do everything he or she can to prevent and control the spread of
disease. Also, making sure that staff and children are up to date on their immunizations helps to lessen the
risk of exposure to contagious diseases.

¢ Each child must have a current Certificate of Immunization and a Student Information / Medical
History Form on file in the Day School office prior to attendance.

e All parents must submit a Child’s Preadmission Record (DHR-CDC-739) and must keep all
information current. No child will be released to an individual not listed on this form. Photo
identification will be verified.

¢ Children must not come to school if they have any symptoms of illness, including, but not limited
to, the following:

e Allergic reaction: Students requiring medical intervention (EpiPen, Benadryl) for an allergic
reaction must remain home for 24 hours for observation of a more serious and possibly life
threatening complications.

e Fever: Defined as 99.4°F or higher taken under the arm (axillary) or 100.4°F when taken orally.
Children must be free of fever without Tylenol or other fever— reducing medication for 24 hours
before returning to school.

e Foreign object lodged in body: A foreign object left inside a patient's body can result in significant
physical injuries, infections, illnesses, pain and suffering, or even death. Students are not permitted
to attend with foreign objects lodged in body.

e Diarrhea: Two or more episodes of diarrhea per day, that is runny, watery, or bloody.

Vomiting: One or more times per day

e Rash: Body rash of unknown origin. A continuing rash will require a note from your child’s
physician to return to school.

e Severe coughing: The child gets red or blue in the face, induces gagging or vomiting, or makes a
high-pitched whooping sound after coughing. Persistent coughing that prevents the child from
engaging in normal daily activity.

e Eye discharge: Thick mucus or pus draining from the eye may be accompanied by redness.
Jaundice: Yellow eyes and skin
Irritability: Continuous irritability and inconsolable crying

*Additional criteria for exclusion can be found in the complete Health Policy Handbook.

Parents will be notified to pick up their child immediately if signs of illness occur during the day. Children
may not return to school after diagnosis of a communicable disease until the doctor has released the child
and/or all symptoms have disappeared. In the event of an accident or illness requiring emergency attention,
a child's parents or guardian will be called immediately. When the family of an ill child is notified, we
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ask that arrangements be made to pick-up the child within 20 minutes. We do not have the ability to
offer respite care for sick children. If we cannot reach the parent or guardian, we will attempt to reach
additional emergency contacts. If a parent or guardian is unable to pick up within 20 minutes, the student’s
family must arrange pick up with another authorized adult. In the event that your child needs emergency
treatment, your child will be transported to North Alabama Medical Center via ambulance. It is extremely
important that you keep current emergency numbers and the name of your child's doctor on file. Parents are
responsible for any and all medical expenses incurred for the treatment of their child's injury or illness by
medical professionals, including the cost of treatment by paramedics and transportation by ambulance.

Parents will be notified of minor injuries in a timely manner and receive an Injury Report Form (DHR-
CDC-1950) at pick—up. Should a minor injury occur, teachers will take necessary action, including
cleaning the injured area with soap and water, applying band-aids and/or applying ice, if necessary, and
provide comfort and TLC.

o Please report any illness or exposure to communicable diseases to the director and teachers so that other
parents can be alerted. Likewise, we will inform parents when their child has been exposed to a
communicable disease at First United Methodist Church of Florence Day School.

A child may return to school ...

e 24 hours after being free from symptoms (fever, discolored nasal discharge, vomiting, diarrhea, etc.).
Children must be free of fever without Tylenol or other fever reducing medication for 24 hours before
returning to school.

24 hours after antibiotic or other treatment has been initiated (for sinus infection, strep throat, etc.).

e After exam and approval of re-admission is given by a physician.

1t is the desire of First United Methodist Church Day School to provide a nurturing and educational
Christian environment for all students. If your child has special needs of any kind (including IFSPs or
IEPs) please let the director know upon enrollment, or upon qualifying for services. The Day School will
determine if your child’s needs can be met at FUMC Day School.

ADMINISTRATION of MEDICATION

In accordance with the Baby Douglass Law, medications may not be administered without a doctor’s
prescription AND a Parent/Guardian Authorization for Administering Medication Form (DHR-CDC-1949).
This includes all prescription and over the counter medications including but not limited to: Tylenol,
Motrin, Benadryl, all diaper creams, Vaseline, Aquaphor, sunscreens, lip balm, etc. We encourage parents
of children who frequently require medications (example: diaper creams) to contact their child’s physician
and request a “School Medication Prescription” for their child. The doctor’s medication form will need to
specify which diaper cream or other medication your child uses. NO blanket forms will be accepted (i.e.
“diaper ointment”). This form will be good for 12 months. Once we have this form on file you will be able
to submit your child’s medication/diaper cream for use with a Parent/Guardian Authorization for
Administering Medication Form (DHR-CDC-1949). Medications must be in original packaging and
prescription medications must have the prescription sticker on the medication container (for EpiPens,
Albuterol inhalers, etc.). No “homemade” medications can be administered. The Parent/Guardian
Authorization for Administering Medication Form (DHR-CDC-1949) can be found at the end of the Health
Policy Manual for those who may need it. The Parent/Guardian Authorization for Administer Medication
Form (DHR-CDC-1949) is valid for 7 days from the date it is signed. If the student requires ongoing
administration of medication (example: diaper cream) the signed and dated form (DHR-CDC-1949) must
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be resubmitted to the child’s teacher every 7 days.

We also need to ask that parents not leave any medications in their child’s backpack. We suggest
designating your child’s backpack for “school only” versus used as a diaper bag so no medications are
accidentally left in the backpack. If medications come to school in the backpack they will need to be picked
up immediately or disposed of.

Medications can NOT be added to children’s bottles or sippy cups. Parents should not add medication to
their child’s bottle or sippy cup then bring those items to school.

We recognize the extra work this creates for our Day School families and appreciate your understanding
that we must adhere to the guidelines set forth by our licensing body. These guidelines are made to protect
children in preschool settings. NO EXCEPTIONS WILL BE MADE!

INCLEMENT WEATHER

e  First United Methodist Church of Florence Day School follows the inclement weather policy of the
Florence City Schools. If the Florence City Schools are closed, First United Methodist Church of Florence
Day School will be closed. We will close early if the Florence City Schools close early.

e If Florence City is delayed 2 hours we will open at 9:30. Early Bird will not be available. Parents must
bring their child a lunch. We will not be ordering lunches on days of school being delayed. Please check
local news outlets or social media platforms for information regarding Florence City Schools delaying.

e  Please be alert to rapidly changing weather conditions. If Florence City Schools closes during the day the
Day School will also dismiss early. Families will be notified of early closure times.

e IfFlorence City Schools cancels all after-school activities due to inclement weather, the Day School will
close at 3:00 PM.

e If Florence City Schools switches to an eLearning day due to inclement weather the Day School will be
closed.

e If Florence City Schools is not in session when inclement weather occurs or is predicted, the Day School
administrators will decide whether the school will open, open late, close early, or close for the day.

o Ifthe national weather service announces a tornado warning for our area, we will take the children to a
specially designated room in the basement where they will be kept until the dangerous weather has past.
This room has been approved by the Emergency Management Agency.

o If we must be closed for random inclement weather, medical reasons, facility reasons or any other
unscheduled or scheduled days there will be NO CHANGE IN TUITION AND DAYS WILL NOT
BE MADE UP. For example: we must be closed on a Monday and that is your regularly scheduled
day so you cannot send your child on Tuesday to make up that day.

UTILITY FAILURE

Utility failure is the loss or interruption of electrical power, natural gas, water, or sewage services to the
school. If power or other utilities cannot be restored in a timely manner and a level of care cannot be
achieved, then the parents will be notified to pick up their child.

MANDATED REPORTERS

Day School staff members are mandated to report any suspected child abuse or neglect as stated in the
Alabama Performance Standards for Day Cares. All staff members are trained in recognizing and reporting
suspected child abuse and or neglect.
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CHILD ABUSE/NEGLECT POLICY

If a staff member is accused of child abuse or neglect, the staff member will be removed immediately from
the classroom and the parents of the child and DHR will be notified. The staff member will be placed on
administrative leave while an investigation is completed. While on leave, the staff member is not to have
any contact with other staff members or families.

Upon the completion of the investigation, the staff member will be notified of the results. If the results
indicate that a child was abused or neglected under the staff member’s care, the staff member will be
terminated. If the results showed no wrongdoing, the staff member will return to work as scheduled.
Additional training may be required.

SAFETY

The Day School follows all health and safety policies and procedures required by the Alabama Department
of Human Resources and the Lauderdale County Department of Health.

BUILDING SECURITY
For the safety of our children, First United Methodist Church of Florence is securely locked through the
school week. Closed circuit cameras monitor all entrances to the Day School. If a family needs to enter the

building please come to the door on N. Seminary Street marked “Welcome Center” and press the buzzer to
be admitted.

FIREARMS & WEAPONS POLICY

A dangerous weapon is a gun, knife, razor, or any other object, by the manner it is used or intended to be
used, capable of inflicting bodily harm. Families, children, staff, or guests (other than law enforcement
officers) possessing a dangerous weapon will not be permitted onto the premises.

In cases that clearly involve a gun or any other weapon on our premises, the police will be called, and the
individual(s) involved will be immediately removed from the premises. This policy applies to visible or
concealed weapons.

No firearms are allowed on the campus of the Day School unless you are a member of the police
department.

SMOKING POLICY & PROHIBITED SUBSTANCES

The poison in secondhand smoke is especially harmful to infants and young children’s developing bodies;
therefore, the indoor and outdoor center environment are always nonsmoking areas. Smoking is prohibited:
* At all times in the Day School, including before and after hours of operation

* Within 10 feet of any entrance or exit.

* In any vehicle use by centers to transport children
* Within sight of the children

The use of alcohol or illegal drugs is prohibited on the center’s premises. Possession of illegal substances
or unauthorized potentially toxic substances is prohibited.

SOLICITATION

The Day School may not be used as a setting for solicitation.

PARKING
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Parking is available on Seminary Street, in the medical clinic parking lot, or in the parking lot behind
the old Zodiac Theater. Please do not park in the alley or PNC Bank parking lot.

PARENT CONCERNS/GRIEVANCE POLICY

If a parent has any concerns or grievances these should first be discussed with the child’s teacher. If a
parent is not satisfied with the results of their conversation with the teacher, then they should meet with the
Director.

Thank you for reading and complying with the policies set forth in this
handbook. If you have any questions or concerns, please feel free to
discuss them with the director at any time.
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DAY SCHOOL

Love God. Love odters.
Serve 4te World.

Acknowledgement of Receipt

FUMC Day School Parent Handbook

Please sign this acknowledgment, detach it from the handbook, and return it to the
center upon enrollment.

This handbook may be updated from time to time, and notice will be provided as
updates are implemented.

Thank you for your acknowledging the policies and procedures we have established for
the safety and welfare of all children in our care. We look forward to getting to know
you and your family.

I acknowledge that I have received a copy of the First United Methodist Church of
Florence Day School’s parent handbook. I further acknowledge that I have completely
read the parent handbook and agree to abide by the policy set forth herein.

(Print Child’s Name)

Parent/Guardian’s Signature Date
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