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WELCOME TO MAPLE HILL

We are happy you have chosen Maple Hill for your child’s early learning experience.  We look forward to getting to know both you and your child.

The Maple Hill Philosophy

At Maple Hill we believe children learn through a variety of experiences and mediums.  A child should feel safe and nurtured and be free to explore their environment.  We as adults should be prepared to provide whatever is necessary to help the child develop socially, emotionally, physically as well as cognitively.  At Maple Hill play is the foundation for all learning.  We know each child will grow and learn at his/her own pace therefore we will provide a wide gamete of experiences and activities to meet each level of development and interest.

Center Information

Maple Hill is owned and operated by Elaine and Marc Remillard.  The Rhode Island Department of Children Youth and Families as well as The Rhode Island Department of Education license the center.  Maple Hill Provides care for children 3 years to 6 years of age. Our hours of operation are 7:00 a.m. to 5:30 p.m. Monday through Friday.

Maple Hill does not discriminate on the basis of race, religion, cultural heritage, national origin, political beliefs, disability, marital status, or sexual orientation

Supervision of Children

Children will be supervised by teaching staff at all times while at the center.

The Maple Hill Staff

The quality of a program depends on the quality of the teaching staff.  Maple Hill hires only those who meet our high standards of education, experience and understanding of early childhood development. All our staff meets, or exceeds the required qualifications determined by the State.  New staff will take part in a formal orientation, which will include state regulations as well as center policies. All staff will complete a minimum of twenty hours per year of professional development.

Privacy Policy

Your child’s records will remain confidential.  Only staff directly involved in your child’s care will have access to his/her file.  You may add or change information in your child’s record at any time.  Information concerning children will be shared only when a release form is filled out and signed by parent.

Parent Involvement

We know that time is precious to everyone, yet parent involvement will be key to both your child’s success as well as the quality of our program.  Here are some ways to become connected and involved in your child’s early learning experience.

· The most important form of involvement is to form a relationship with your child’s teacher.  Keep an open communication between home and school. Inform staff of any changes in your home environment such as deaths, births, separations, moving, or traumatic events.  This information will help the teachers better meet your child’s individual needs.

· Throughout the year various family events will be planned.  We welcome your help and ideas, but most importantly we encourage you to attend.

· Parent workshops are offered throughout the year on a variety of topics.  Please let us know if there is an area you would like to learn more about.

· Volunteering in the classroom is another way to become involved.   You may have a special skill you would like to share with the children such as cooking or gardening or an occupation with equipment or a uniform you could share. Reading a book, playing a game, singing a song or joining us on a field trip are some other ideas. Volunteering in the classroom is not for everyone. Some children may have difficulty having their parent in the classroom. Talk to your child’s teacher about the best ways to proceed.

· Please be sure to read and fill out any paperwork that is sent home. 
Evaluation

From time to time we will send home center evaluations. Please take the time to complete them. We need your input to maintain a quality program.
Open Door Policy

Any parent or legal guardian shall have access to the center when their child is in attendance.
Enrolling At The Center

To be enrolled at Maple Hill a child must be between 3 years and 6 years of age and be toilet trained.  Prior to admission each parent and child should visit the center and meet the staff.  The next step is a meeting to fill out the enrollment application including Emergency Treatment Form and Authorization For Release Form and review the centers policies. 

Before beginning at the center we must have your child’s up to date immunization record, proof of a physical examination, and record of lead screening. Please remember to give us any new immunization or physical records as they occur throughout the year. All enrollment forms will be updated annually.

Beginning At The Center

For some children and parents this may be the first time they have been separated.  Please remember everyone will handle it in a different way and all will need time to adjust.  Each child may behave differently.  Some children may seem overly excited or extremely tired when they get home.  Others may have accidents even though they have been toilet trained for some time.  And still others may not seem to react at all.  Approaching this new adventure in a positive way will be best for everyone.  Please feel free to call as often as necessary to find out how your child is doing. Every parent and child will have his or her own individual separation ritual, but keep in mind the quicker the goodbye the better.  Your child’s teachers will be there to comfort your child if they become upset.  Most children stop crying within a few minutes, but if your child continues to be distressed and we are unable to calm him/her we will call you. To help with the transition your child may want to bring a special stuffed animal, blanket, or picture of a parent or pet with them to school.  In most cases children will quickly realize that Maple Hill is a fun, exciting, and safe place to be.  They will soon form friendships with other children and bonds with their teachers as well as an ownership to their classroom.  They are embarking on the first of many learning experiences and Maple Hill will make it a wonderful one. 

Arrival At The Center

When dropping your child off at the center sign your name by your child’s name in the main attendance book.  Be sure to make contact with the teacher in the classroom.  This will ensure the teacher knows your child has arrived and also give her the opportunity to relay any important information to you. 

Full day program – Please be sure your child arrives by 9:00 a.m.  The start of our day is very important.  It provides an important bonding and sharing time as well as an overview of the day to come.

Part day program – Please be prompt when bringing in your child.  The program has a tight schedule and must start on time.
Departure

The safety of you child is very important to us.  We will adhere to our release policy at all times.  Please sign your name next to your child’s name as you did at drop off.  Be sure to make contact with your child’s teacher before taking your child.  If someone else will be picking up your child please follow these guidelines.

· Inform staff in writing of who will be picking up your child.

· Be sure this person is listed on your child’s enrollment forms in the permission to pick up or emergency pick up sections. *These forms must be updated annually*
· Remind this person to have photo identification with them.  We will ask for it.

· If you must call us with different pick up information we will ask you the code word you chose at enrollment.  

· Make this code very simple so you do not forget it.

· Any documentation of custody, guardianship or restraining order must be in the child’s file.

Late Pick Up

The center closes at 5:30 p.m. Please respect our staff, which like all of us has families and other commitments outside of work.  If you are running late or an emergency occurs please call us immediately.  If at all possible, ask someone else to pick up your child.  In the event we haven’t heard from you we will follow these steps.


1. We will try to contact you.


2. We will begin calling the people listed on your child’s emergency pick up form.


3. If we are unable to reach anyone to pick up your child we will contact the Department of Children Youth and Families.

*A late fee will be charged for pick ups after 5:30 pm*

($5.00 for each 10 minutes)
Snacks And Lunch

Maple Hill provides a mid morning and mid afternoon snack in both its full and part day programs.  This snack may include pretzels, gold fish, trail mix, crackers, fruit or a treat the children baked themselves.  We will serve cold water with morning snack and juice with afternoon snack. Water is a very important component of a child’s diet that often is overlooked.  Water will also be available to the children throughout the day.

The center will provide milk with lunch.  Parents should pack their child’s lunch.  The following are the nutritional guidelines for a child between 3 and 6 years of age as determined by the Bureau of Nutrition.

Protein


1.5 0z.
(beef, chicken, fish, cheese, egg, yogurt, peanut butter [3 Tbs.] )
Vegetable/Fruit

½ cup

Bread/Grain

½ slice or equivalent
   (bread, crackers, pasta, rice cakes, muffins, etc.) 

Rest Time

Our full day program will have a rest time each afternoon after lunch.  The center will provide cots for the children. Cots will not be shared; each child will have his/her own.  We encourage children to bring in a small blanket, pillow or stuffed toy to make their rest more comfortable.  Please remember that space is limited so smaller is better.  Rest time will last approximately 2 hours.  An area will be set aside for quiet play for children who do not nap.  

Toileting

Children may use the bathrooms at any time.  Although a child is toilet trained accidents still happen.  We will handle these situations very discretely and matter of fact.  Please be sure your child has a complete set of extra clothes in his/her cubby (shirt, pants, underwear, and socks).  We will follow the following procedure if a child has wet or soiled clothing.

1. Reassure the child that accidents happen and that we will help him/her get changed.

2. Retrieve the child’s extra clothes from his/her cubby.

3. Supply the child with 2 plastic bags, baby wipes and a clean sheet of paper (for sitting on)

4. Verbally encourage and physically help child if needed, to remove their wet clothing and place it in one plastic bag.

5. Verbally encourage children to use the wipes to clean themselves and place used wipes in the second plastic bag.

6. Direct child to wash his/her hands.

7. Verbally encourage and physical help child if needed, to dress into clean clothing.

If your child has had an accident you will find a card in your parent mailbox.  The soiled clothing will be in a labeled bag in the plastic container found outside the office.

Clothing

When your child comes to Maple Hill they will be encouraged to play, explore, create and use their bodies in a large number of ways many of which can be wet, sticky, smelly and just plan messy.  Please dress your child accordingly.  Remember we will go outdoors everyday, weather permitting, so be sure your child has all the right outdoor accessories needed for the particular season.  Sneakers or other rubber- soled shoes are the safest and most comfortable for you child.

Field Trips

Occasionally a field trip is planned to enhance our curriculum.  Trips may include a visit to the children’s museum, apple orchard, pumpkin picking or the zoo.  When a trip is planned you will receive a permission slip with all the necessary information.

Illnesses

You should keep your child home if he/she has a contagious disease, fever or has had one during the last 24 hours, diarrhea, vomiting, infectious or unknown rash or persistent cough.  If your child has a cold or allergies they may attend school unless they have excessive nasal discharge or if he/she is not able to participate in classroom activities. If your child becomes ill while at the center, we will contact you to pick them up. If we are unable to reach you we will begin calling the people listed as emergency contacts.  While waiting for you to arrive, your child will be resting as comfortably as possible in a quiet space away from the other children. Please notify the center if your child has a communicable disease and the center will notify you if your child has been exposed to such a disease.

Medication

Medication should be given at home whenever possible. In the event that your child needs medication while at the center please follow this procedure.

· Be sure to hand the medication to the teacher. Do not send it in your child’s backpack or lunch box.

· Always keep medication in its original container.

· Completely fill out a medication authorization form.

Injury Reports

All Maple Hill staff is trained in first aid and CPR. In the event your child has a minor injury at the center, they will be treated and a written report will be filled out. We will ask you to sign this report when you pick up your child. You will be given a copy and a copy will be kept in your child’s file. In the event your child has an accident, which requires medical attention (but not an emergency) you will be notified to pick up your child.

Emergencies

 If your child requires immediate medical attention due to illness or injury Emergency Medical Services (911) will be called immediately.

Inclement Weather

For everyone’s safety we will make the following changes in bad weather conditions. If the Lincoln School System cancels or delays school, our full day program will open one hour later (8:00), and our part day program will be cancelled. In the event of severe weather the center will close. Notification of closure will be listed on WJAR Television. If weather worsens as the day progresses the center may close early and parents will be notified. 

Holidays

The center will be closed on the following major holidays.

New Years Day

Memorial Day

July 4th
Labor Day


Columbus Day



Thanksgiving and the Day After

Christmas and the Day After

The Part Day program will follow the Lincoln School System calendar.

Parent/Teacher Conferences

A Parent conference will be held after the first eight weeks your child has been enrolled at Maple Hill. Conferences will then be held every 6 months or upon request of parents or teachers. The purpose of the conference is to discuss your child’s accomplishments and voice any questions or concerns you may have. 

Toys From Home

Except for rest time stuffed animals and books we ask that your child does not bring toys from home to the center. When a child first begins school it may be necessary for him or her to bring a comforting item from home. If an item is brought to school, we cannot be responsible for it. 

Fee Policy

Weekly fees are due on Friday for the following week. Monthly payments are accepted and appreciated. Full payment is due regardless of attendance and holidays. When payments are late, parents will be notified and formal arrangements for payment will be made. Failure to pay tuition or consistent late payments may result in termination from the program. 

Parent Complaints

We hope to foster a positive relationship between the center and all the families we serve. If an issue or conflict should arise which jeopardizes this relationship we ask that you speak to the director immediately. A conference will be scheduled between yourself, the director and any staff involved. Unresolved issues are detrimental to any relationship. Your comments and criticisms are essential in maintaining the quality program Maple Hill demands.
Leaving The Center

When you are no longer in need of our program we request that you give us at least two weeks notice. We will use this time to provide an opportunity for good-byes to be said, which is a healthy way to help children learn and deal with transitions. Unfortunately there are some instances when termination from the program is initiated by the center. These instances are as follows:

· Severe behavior which cannot be controlled and endanger the child, other children or the staff.

· Behavior that requires constant one on one attention.

· Parents that do not cooperate with staff or follow center policies.

· Child is not toilet trained.

· Failure to pay tuition.

· Failure to provide required health forms and other enrollment paperwork.

Behavior Management Policy

Maple Hill has developed its behavior policy based in accordance with state regulations. It is important to remember that every behavior situation is different depending on the circumstances. A teacher decides how to handle a situation based on her knowledge of the child as well as her sense of what is going on. We refrain from judging children and at all times are sure we are making the distinction that it is the behavior we dislike not the child. We will use phrases such as “right choice”, “wrong choice” and “unsafe choice” instead of good, bad or naughty. Teachers will explain their reasoning when discussing behaviors with a child. For example, if a child hits another child the teacher may say, “When you hit, it hurts people.” Teachers help children identify their emotions and ways to express them. For example,”It looks like your angry at Johnny, can you use words to tell him how you feel?”

Children will never be made to apologize. Instead they will be encouraged to help the child they hurt or repair the damage they have made.

Clear limits and rules are set that the children understand and contribute to.

Expectations of children will be developmentally appropriate and vary with the needs of each child.

Redirection will be used to move a child away from an inappropriate action. The focus will be on what the child can do rather than what they cannot. For example, “Dave, you are not being safe with the wooden blocks. Let’s find you another area to play in.

Relaxing time is used when redirection has not helped or if a child has endangered himself or herself or another child. Relaxing time is just what it seems, a time for your child to calm down and discuss the situation with their teacher. Often children’s emotions run high during these times and sitting away from the other children gives them the space, time and privacy to move on from the situation. This is not intended to humiliate your child and is done discretely as possible. The teacher may suggest an area or the child may choose his or her own space. If a child is very upset and cannot calm down showing such behavior as screaming, showing aggression towards other children or staff, or attempting to hurt themselves, they will be removed from the classroom. They will be brought to the director’s office with a staff member until they are feeling better. The child will be brought back to the classroom as soon as possible. If a child cannot calm down within a reasonable amount of time, a parent will be called to pick up the child. A conference must be held between the director and the child’s parent before the child may return to the center.

Corporal punishment, humiliation or verbal abuse will never be used. Children will not be deprived of food as a form of punishment. Children will never be punished for soiling or wetting their clothing.
All classrooms will use the I Care Cat curriculum as a behavior management tool.
Child Protection Policy

Any suspected case of child abuse and/or neglect shall be reported to the Department of Children, Youth and Families in accordance with state law. 1-800-RICHILD
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