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COMMITMENT TO CARE

Greenway Learning Center-GLC is committed to providing a positive, stimulating environment 

for your child’s emotional, cognitive, and physical development.  Our staff is highly trained and experienced in early childhood education.

Specifically, the staff at GLC is committed to providing a warm and nurturing environment with plenty of hugs as well as attention to individual emotional needs.  Children are encouraged to play together, help one another, and develop caring relationships with each other and with the staff.

Plenty of opportunity is provided for play, both free, unstructured play time, and coordinated group activities.  Children love to play and it is their major mechanism for learning about the world and how they fit into it.

Positive, gentle and respectful guidance form the basis for discipline.  Children learn how to interact with others for the well being of all the children.

GLC is committed to making the most of a child’s first five years by creating an early childhood environment that supports the needs of young children.

We believe…

CHILDREN NEED TO BE CHILDREN                 

Growing up comes all too soon.

We value children’s need to play, explore and create in their own way, 

at their own pace.

CHILDREN ARE ACTIVE 

              LEARNERS

Children learn by doing.

They use all their senses when interacting with the mysteries around them.

CHILDREN NEED TO FEEL 

 SECURE

Consistency fosters security.  

This in turn establishes a firm foundation from which a child feels confident in taking risks, accepting a challenge or daring to grow.
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Child care must provide ample time for children to use play as an enriching experience with a variety of materials that are chosen, arranged and displayed according to the needs and abilities of each age group.

Child care must provide curriculum materials that capitalize on children’s natural curiosity of the world, motivating them to learn on their own with guidance from certified early childhood professionals.

Child care centers must be staffed by teams of consistent caregivers who implement programming and routines that are appropriate to the needs of young children.

ENROLLING YOUR CHILD

ADMISSION POLICY

Greenway Learning Center welcomes any child regardless of race, religion, ancestry or national origin.  We believe in providing equal care and attention to all children.

Children with special needs will be considered for admission when the Director and licensing agencies determine that the Center can meet the needs of the child without affecting the quality of care for the rest of the children.

ADMISSION PROCEDURE

It takes approximately one hour to enroll your child.  Simply follow the steps below:

1.  
Complete the Registration Form, Infant Background Form, Emergency Card

and any other form(s) enclosed in this folder.

2.
Have your child’s pediatrician fill out the Immunization Record, Health Inventory, and Lead Screening Forms.

3.
Contact the Center Director and make an appointment.  Plan to bring your child  to the interview.  The Registration and Financial Agreement forms will be completed at this time.

4.
A one hundred dollar ($100) fee will be charged at the time of registration.  

Ninety dollars ($90) is a nonrefundable registration fee and the remaining ten dollars is a membership fee that includes your family as a part of the cooperative.

5.
An amount equal to a half month’s tuition will be collected as deposit and returned upon termination of the contract with two weeks notice.

Filling out all the paperwork may seem time consuming and unnecessary, but it enables our staff to help your child make an easy transition and insure a positive, secure experience in the Greenway Learning Center.

ORGANIZATION

The Greenway Learning Center operates as a non-profit, tax-exempt, parent/corporate cooperative.

When you enroll your child, you become a member of the cooperative.  This entitles you to a vote in electing the Board of Directors and allows you to run for Board membership should you desire.  Three of the five voting members of the Board are parents with children enrolled in the Center.  The Board of directors has full policy-making power.  Parents are asked, on an elective basis to perform tasks for the center.  We look forward to working together with you.
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FEES AND SERVICES

HOURS OF OPERATION

GLC operates on a schedule that reflects the needs of the parents.   GLC opens at 7:30 a.m. and closes at 6:00 p.m.

GLC will be open year-round, Monday through Friday, with the exception of the following days:


New Year’s Day
Labor Day


Memorial day

Thanksgiving Day


Independence Day
The Day after Thanksgiving


                   Christmas Day

Two Announced In-Service Days:



 Friday before Memorial Day and Columbus Day (Monday)


Will close at Noon on Christmas Eve and New Year’s Eve

Full-Time Care
Children who attend the program five days a week are considered




Full-time.  Full-time children on the waiting list receive priority




as space becomes available.

Drop-In Care

When space allows, children may be left at the Center on an 

as-needed basis when prior arrangement is made with the Director.

CHILDREN SERVED

GLC provides care to children between the ages of eight weeks through five years.  The classrooms are divided by age according to the following age and staff/child ratio breakdown:

Program 
        Age

Staff/Child Ratio
Group Size

________________________________________________________________________

   Infant I
     8 weeks to 16 months
1:3

        6

   Toddler
    16 to 24 months
            1:3

       6
   Toddler
    24 to 36 months

1:6

       12

   Pre-School
    36 to 60 months

1:10

       20

________________________________________________________________________








           TOTAL       44
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TUITION

Payment will be due on the 1st and 15th day of each month and may be deposited in the designated box outside the Director’s office.

If payment is late, parents have five days to make payment.  If a payment is not made on the fifth day the child will not be admitted to the Center.  Parents have an additional five days to make total payment.  If payment is not received by the 10th day, the child’s space is terminated.  Repeated offenses of late payments will result in the loss of the grace period.  If payment is made beyond the fifth day more than two times in a three-month period, parents will be required to make payment on the 1st and 15th or the child will not be admitted without payment on the 2nd and 16th.  Payments received more than five days late will be assessed a late fee of $10.00.

A 10% discount is offered to families with more than one child enrolled.  The discount will apply to the older child.

Tuition is based on a semi-monthly rate and varies according to age.  Payment is made on the 1st and 15th day of each month.  The figure is determined by multiplying the weekly rate by 52 weeks and dividing that amount by 24 equal payments.

REGISTRATION FEE

A non-refundable fee of $90 is charged to all new applicants at the time of registration.

MEMBERSHP FEE

A $10 cooperative membership fee is assessed at the time of registration.  This is charged as a one-time fee, and will ensure your membership in the cooperative, which gives you one vote at the time of the election of the Board of Directors.

WITHDRAWAL

A two-week written notice must be given to the Director when a child is withdrawn from the Center.  Failure to give adequate notice shall result in a forfeiture of the deposit. 

Tuition is due through the last day of attendance and any outstanding payments will be deducted from the deposit.  The deposit will be returned by mail.

LATE PICK UP

Late pick up of children beyond the scheduled closing time will result in a charge of $15.00 for any part of the period 6:05 p.m. to 6:15 p.m. and $5.00 for any part of each 15 minute increment beyond that time.  The clock in the Director’s office will be the determining clock.  Payment is due at the time of pick-up.
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CHECK CHARGE

Parents will be charged a fee of $25 if a check is returned for insufficient funds.  If more than two checks are returned during the year, cash payment, certified check or money order will be required to cover the amount of the dishonored check and fee.  If more than two checks are returned during the year, this method of payment may be required for the remainder of the year.

PICK UP AND DROP OFF

Parents are required to come into the Center each morning with their child and inform the staff that the child has arrived.  In the afternoon parents must notify staff that they are leaving with their child.

Parents are asked to inform staff of schedule changes such as late arrival or early pick-up so they can accommodate the change into the schedule.

Written or telephone notification must accompany any individual who picks up your child and is not listed on the Emergency Card.  Your child will not be released to anyone without proper verification.

Parents must sign your child in at time of arrival and sign them out at time of departure.

LEAVE OF ABSENCE

Payment is due regardless of whether the child attends the Center or not, unless the parent applies for a leave of absence.

A two-week written notification must be given to the Director prior to planned leave.  Parents who wish to withdraw their child for a temporary leave of absence for more than three weeks have three options:

1.
Parents may stop sending the child, but continue to pay 75% of the tuition rate 

to guarantee re-enrollment on a specified date.  A slot will be guaranteed for a maximum of three months.

2.
After giving the Center Director a two-week written notice of intent to temporarily withdraw their child, parents may discontinue payment.  The child’s space will be offered to another family, but the child’s name will remain on the top of the waiting list for re-enrollment on a pre-specified date.

3.
If the family can find another child to fill the space during the leave of absence,  

a time-sharing arrangement can be accommodated.
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All parents must sign a Leave of Absence Agreement form prior to the date of withdrawal in order to re-enroll their child.

Every child is accepted into Greenway Learning Center on a trial basis.  If the Center determines that a child cannot adjust to the program, she/he can be removed from the Center with a two-week notice.

Failure to comply with the policies and procedures established by the GLC may result in termination of care.

6

YOUR CHILD’S DAY

INTRODUCTION

GLC welcomes parents at any time.  It is essential that teachers 

and parents communicate daily.  Each child is unique and both teachers and parents can support each other as they interchange their experiences of how they react and handle a child.  Many parents are first-time parents and can benefit from the accumulated knowledge and experience of teachers.

Each child, under the age of two, will have a clipboard where parents and teachers daily should write relevant information concerning how the child slept, how she/he ate and what mood the child was in, and any additional pertinent details.

Child care is a new experience for many parents, and among many of the difficult adjustments to make is that your child is among other children and will share the attention of the teacher.  Your child will receive one-to-one interaction many times during the day, no matter what age.

Parents should expect a reaction from children upon entering a child care center.  Infants under 10 months, usually accept their new environment.  At 10 months, children realize that Mom and Dad are separate beings from him/herself, and they will find it difficult saying good-bye, as they are afraid of losing you.  With time, all children learn that Mom/Dad are coming back.  The loss of separation anxiety enables the children to enjoy the child care center to its fullest.  You need to support your child through this adjustment.  Plan also to get support for yourself, as parents can have an even more difficult time adjusting than the child.  Use the teacher and Director as a support system.  They can give you many tips on how to get through this difficult period.

CLOTHING

Children will be actively involved in their day, meaning food might be spilled or puddles might be splashed through.  Durable, washable clothes are a must, for we would rather see a child freely explore than worry about getting dirty.

Elastic waistbands and simple fasteners on clothes make toileting easier and children learn independence when they can use the toilet without assistance.

We go out almost daily.  We recommend that children have rain pants and boots in the fall, winter and spring seasons. 

Each child must have an extra change of clothes in case of an accident.  These clothes must be labeled and brought in to be stored in the cubbies or in your child’s individual 
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changing table basket.  Any outerwear must be labeled to avoid confusion.  Soiled clothes will be returned in a plastic bag at the end of the day.

Infant Rooms

1. Bring all formula or breast milk you expect your infant to consume during the day.  You should prepare a bottle for each feeding.  If you use ready-to-feed cans you may leave the cans with empty bottles.  Children may not use bottles when they are old enough to go into the toddler class.

2. Solid foods should be brought in by the parent.  We will prepare the amount of solid foods you indicate on the daily information sheet.  Once the child is able to eat table food, they can then be served the center’s snacks.  Please confer with the teacher about this.

3. Make sure that all foods, bottles, bottle caps and rings, and other items are labeled with your child’s name.  Children may not walk around with bottles.  They will be seated at a table or on a teacher’s lap.  A few children use the bottle to go to sleep.  We suggest that water be used instead of milk.

4. Please send two bibs and three “sippy cups” every day.  Sippy cups are great for children 10-19 months old, when they can leave the bottle but are not capable of handling a paper cup.  We may not sanitize these cups at the Center because of health regulations.  Therefore, please bring three clean cups from home every day.

Toddler, Two’s and Pre-School Room

5. Lunch should be brought in by the parents.  Lunch bags and any containers used should be clearly labeled.  The staff will be able to use the microwave to heat your child’s lunch when necessary.  Please store your child’s lunch in the refrigerator.  Milk will be served for lunch and morning snack, and juice will 

be served for afternoon snack.

6. Children will receive a nutritionally balanced morning and afternoon snack.  Menus are posted on the parent bulletin board.  Children with special diets will 

be accommodated into the program when a physician’s note detailing the food sensitivities is given to the Director.  Dietary restrictions based on religious or philosophical belief will be honored with a written statement from the parent.
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7. We believe that mealtime is an important part of the day.  Children help in the preparation and serving of food and are encouraged to taste new things.  Staff 

eat with the children in a family-style setting.  Parents are invited to join their children at any time or take them out to lunch.

8. Parents are asked not to send any kind of food (except lunch), candy or gum into the Center unless it is for a special celebration when prior arrangement is made with the classroom teacher.

DIAPPERS

Send at least one diaper for each hour your child will be at the Center.  Large boxes of diapers will be accepted.  Also bring a box of wipes each month.  For use of creams and powders, the Center will need a physician’s medication administration permission form.  Again, please label all of your child’s belongings.

TOILET TRAINING

Toilet training is a continuing process.  The two-year-old room will introduce the child 

to the potty/toilet.  A child is usually first ready to take the diaper off between two and a half and three years of age.  At this time, if the child is interested in using the toilet/potty, and is able to express his/her need before sitting on the toilet and is able to control the bladder function, then teachers and parents should meet and decide together 

if the child is prepared to go without a diaper during waking hours at home and at the Center.  After you have made the decision, use diapers only during naptime and otherwise expect “accidents.”  Keep some extra clothes at the Center at this time.

NAPTIME

Young infants will sleep in cribs.  Once they transfer to the toddler room, they will sleep on cots.  A favorite toy, stuffed animal or pacifier (infants only) may be brought in from home to make the child more comfortable during naptime.  At approximately 12 months of age children will slowly be urged, instead of taking two or three naps a day, to take one afternoon nap.  Cot sheets will be laundered weekly by the Center.  Infant cot sheets are laundered daily.  Parents shall provide a blanket  which must be taken home each Friday, laundered and returned each Monday.

SNOW POLICY
The Center will follow the University of Maryland, College Park inclement weather policy.  Closing and delays can be found on the University’s web site at www.umd.edu 

or on their inclement weather line, 301-405-SNOW (7669).  Please call the Center for a recorded, up-to-date status or check the Center website when it snows.
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CONFERENCES

Reports will be sent home daily informing parents of their child’s day.  Parents may also arrange conferences with staff at any time during the year by contacting staff at the Center and setting up an appointment.

VISITATION

Parents may visit the program at any time.  If you would like to join your child for lunch or arrange a nursing schedule, please inform your child’s teacher.  Children may also be taken for walks or to lunch by parents.  Simply inform your child’s teacher and sign your child out.  If you wish to include a playmate, you will need a note from the child’s parent.

BIRTHDAYS

Birthdays are special days.  We like to be in on the fun.  We only ask that you check with the classroom teacher prior to the birthday regarding the amount of sweets that you bring in.  We have a special program to teach sharing and promote the value of reading.  We ask parents to donate a book in your child’s honor.  Ask your child’s teacher for suggested titles.

OUTDOOR PLAY

Part of every day is spent outside except in inclement weather.  Children should  be dressed appropriately so they can stay warm and enjoy being outside.  If a child is too ill to go outside she/he is probably not well enough to be in the Center and would be more comfortable at home.

DISCIPLINE

The emerging self of a young child results in experimenting with limits and with styles 

of expression.  Staff will be able to support the child’s growth while teaching the skills necessary to becoming a social being.  We believe the best method of discipline is prevention and practice.  Staff are alert to recognizing warning signals of potential problems and intercede whenever necessary.  Children are encouraged to work together rather than use their hands or teeth and staff are always nearby to help work through difficulties.  Our philosophy is that social skills must be practiced.  The staff will 

demonstrate appropriate behavior to other adults and to the children.  They are prepared to keep reminding and practicing good manners with the children as often as is necessary.  The staff is not permitted to physically reprimand (slap or hit) a child, nor are they permitted to verbally demean or threaten a child.
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FIELD TRIPS

The Two-year-olds and Preschool classes frequently take field trips to local destinations such as Greenbelt Park, the National Zoo, the B&O Train Museum, etc.  Parent participation is essential for the safety and success of each trip.  Permission slips will 

be issued for each parent to sign granting permission for the child to participate.  Also, sign up sheets will be posted for parents who are available to drive and chaperon trips.  

If at all possible, please attend, not only to do your part, but also to have a great time.

PROBLEM CHILD

Occasionally it becomes evident that a child is not adjusting to the Center or has a developmental delay which makes it difficult for the child to interact fully in the Center’s activities.  While any child can have problematic periods with behavioral difficulties, it occasionally becomes clear that a child has a specific, recurrent problem.  The staff and director will bring their concerns to the attention of the parent.  The Center will work closely with parents to help resolve difficulties as they arise.  If there is a question of developmental delay, the parent will be provided with a formal evaluation of the child’s abilities.  This evaluation can be used by the child’s pediatrician in the further evaluation and resolution of the problem.  If the child’s behavior places other children at risk, the director has the right to request that the parents find alternative child care.
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HEALTH AND SAFETY

ACCIDENT OR INJURY

If a child is injured during the day and medical attention is required, the parent will be notified to come pick up their child.  If the situation is an emergency, the parent will be asked to meet the staff member and the child at Doctors Community Hospital.  It is vital for parents to keep emergency information up to date and inform staff of temporary or permanent changes of address, phone numbers, emergency contact people and immunizations.

ILLNESS

A healthy environment is an important factor, as children are happier and more open to learning when they feel alert and energetic.  One of our chief concerns is the spread of illness and infection.  Although the staff is trained in hygienic procedures, we still need your cooperation in ensuring maximum level of health in the center.  Therefore, our policy on infant health is as follows:

1.
Minimize the introduction of germs by washing your hands before playing or

 
interacting with children.

2.
Children must remain at home if they exhibit any of the following systems:

a. Rectal temperature of above 100.5 in the preceding 24 hours.  Children must  

      be fever free for 24 hours prior to return to the Center.

b. Conjunctivitis or “pink eye” – red, bleary appearance to the eye with thick, yellow discharge.  

c.  Bronchitis – hoarse, dry cough with slight temperature.

d.  Unexplained rashes.

e.  Impetigo – red pimples that eventually become small vesicles surrounded by  

       inflamed area.  These blisters are most likely to occur in the creases of the  

       neck, groin, underarm, hands, face or edge of diaper.

f.  Diarrhea that is extreme and unrelated to possible food sensitivity.

g.  Vomiting (more than the usual “spitting up”).

h.  Severe cold with fever, sneezing, cough and runny nose.
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i.  Any symptoms that indicate the onset of illness – pale skin tone, lethargy,

       irritability, disinterest in surroundings.  

j.  Any of the following, but not limited to, childhood diseases:

measles
mumps

chicken pox

roseola

head lice
strep

3.
Children who have been placed on a prescribed antibiotic should not be brought to the Center until 24 hours after the onset of medication.

4.
Children taking any new medication should be started on the medication at home at least 12 hours before coming to the Center so parents can monitor the child for possible reaction.

5.
Any medication brought to the Center must be accompanied by a physician’s medication administration permission form.  (The Center has these forms on file.  Be sure to take one with you when you go to the doctor.)  Parents must complete this form and sign it before staff  are allowed to administer medication.

6.
Any child who has been absent from the Center for more than two days due to illness will not be admitted back into the Center without a physician’s note declaring the child infection free.

7.
Any child who develops any of the above mentioned symptoms during the day will be placed in isolation.  The parents will be notified to pick up their child as quickly as possible.

8.
Children sent home with a temperature above 100.5 must be fever free for 24 hours before returning to the Center.

9.
Your cooperation in these policies will protect your child as well as others.  Please be sure to have a back-up babysitter or caregiver in the event that your baby becomes ill and you cannot stay with him/her.  Likewise, if you know you will not be at your regular phone, please leave an alternative number.

INSURANCE

The Center is fully insured.  Each child is covered with a student accident policy for injuries received while at the Center.

ABSENTEEISM

Parents are asked to call the Center by 10:00 a.m. on days their child will not attend.  Parents are still responsible for payment even if the child does not attend.
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APPENDIX A

REMINDER LIST

PLEASE BRING DAILY
INFANTS/TODDLERS
 

TWO-YEAR-OLDS/PRE-SCHOOLERS
________________________________________________________________________

.  Diapers and wipes



.  Diapers and wipes (if necessary)

.  Appropriate outdoor wear


.  Appropriate outdoor wear

.  Rain pants and boots


.  Rain pants and boots

.  Extra change of clothes


.  Extra change of clothes

.  Formula and food



.  Lunch box

.  Bibs





.  Blanket

.  Sippy cups

.  Blanket

________________________________________________________________________

Medication permission form if needed

TUITION CHECKS are due on the 1st and 15th
Call in by 10:00 a.m. if your child is not coming

PLEASE LABEL EVERYTING!!!!!!!!

Like us on FACEBOOK at Greenway Learning Center for Infants and Children
Revised April 2010
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