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PHILOSOPHY

The quality program at Little Miss Mag is developmentally appropriate – reflecting children’s basic patterns of physical, social, emotional, and cognitive growth.  We strive to provide an environment, daily routines, and activities that meet the needs of children at their stage of development.  We accept each child as an individual and help him/her cultivate a positive self-image in a safe, loving, and cheerful environment.

All children need the opportunity to play and the freedom to explore their environments; therefore, we provide play environments both in the classroom and outside.  

All that we expect of the child is for him to come to school and be himself.  What we expect of the parents is that you read the operating procedures in this handbook and in supplemental notes and newsletters, and also that you feel free to be a part of the school, offering suggestions, comments, and constructive criticism, as well as financial and moral support.

All staff members participate in an ongoing program of in-service education in order to keep abreast of the findings of current research and remain alert to the ever-changing needs of today’s families.  In addition, all full-time teachers are members in local professional early childhood associations:  CAEYC, TAEYC and NAEYC.

We hope your child’s stay here will be a magic time: a time to grow, a time to explore, a time to experiment, a time to discover, a time to play, and a time to be a child!  Take ample time to appreciate fully each stage of development as your child matures.

HISTORY

Little Miss Mag Child Care Center is a private, non-profit United Way Agency and is licensed by the Tennessee Department of Human Services.

Founded at the mayor’s request by Mrs. Henry Ewing in 1917, Little Miss Mag was one of the first day care centers for children of working mothers in Chattanooga.  Mrs. Garnett Andrews, Sr. was elected the first president of the Board of Directors, and the Center was named for her daughter, Margaret, who lost her life in a tragic accident.  In 1958, the Center moved to its present location on Walnut Street.  The building was completely remodeled in 1975 and a new playground was added in 1978 with funds donated by the Benwood Foundation.  The playground is dedicated to the memory of George Thomas Hunter.

MISSION STATEMENT

Empowering families by providing affordable early childhood education for our changing community.

Little Miss Mag Child Care Center is a non-profit, downtown childcare center that nurtures the preschool child of working parents at an affordable cost.  The program is designed to develop the young child’s potential in a positive and caring environment.

INTRODUCTION

Dear Parent:

Good beginnings never end!  The right start in early years is an invaluable aid to the continuous unfolding of a child’s potential.

We are pleased to be partners with you in the care and education of your children.  We invite you to visit at any time.

This Parent Policy Handbook is printed and published by Little Miss Mag in January 2003.  This replaces all previous parent manuals and Little Miss Mag reserves the right to revise this policy booklet as needed.

ARRIVALS AND DEPARTURES

To insure the best care for your child, we ask your cooperation in the following:

1. Bring your child into the center in the morning (preferably by 9:30 a.m.) and complete appropriate part of the attendance sheet provided in his/her classroom.  Inform the teacher that your child has arrived.

2. When your child is picked up in the afternoon, complete the daily attendance sheet and let the teacher know that you are leaving.  For safety reasons, please do not allow your child to leave the classroom or the building ahead of you.

3. If an adult other than yourself is to pick up the child, let us know in advance, and tell us how to identify this person; otherwise we will not permit the child to leave until we have contacted you.  We will not allow a child to leave with an older child.

We will be happy at any time to schedule a conference at your request.  Semi-annual conferences are regularly held in the Fall and Spring to update you on your child’s progress.  Parents are always welcome to visit any time, but please remember that the teachers are not able to accept telephone calls during class time since their responsibilities are to the classroom first.  Calls are acceptable from 12:30 to 2:30 p.m.  Feel free to call the office at any time.

The Center operates five days per week, Monday through Friday.  Repeated 

absences, without good reason, would indicate that you do not need regular day care.  Therefore, we may ask your withdrawal to make room for a child on the waiting list. 

Parent volunteers are always welcome at the school. If you have ideas, talents, or time to share, please let the director know.  You are also able to volunteer your time with the Parent Advisory Board which consists of three parents from each class and meets every other month to discuss issues and assist with fundraising and other activities.  Child Care is provided for your child(ren) during meeting times.

We want you to know, to understand, and to discuss with us our goals for your child.  We want you to look often into our busy, happy, noisy, creative classrooms and see your child at play.  We want you to realize the validity of that play and the importance of what he/she is learning.  Parents and teachers together can help your child develop his/her full potential.

GENERAL POLICIES

ENROLLMENT

The Center is licensed to accept children 18 months to 5 years of age whose parents work or are students.  With the above limitations, school is open to all children regardless of race, nationality, creed or sex, whom we might appropriately serve.

An enrollment interview with the parents is conducted by the director and is required prior to admission.  Also, for your child’s safety and to comply with state regulations, the following forms must be completed prior to enrollment:

1. An application form

2. A D.H.S. immunization form must be completed by your pediatrician or the Health Department

3. Health History form

4. A Child Care Food Program form (reviewed annually by October 1)

5. Income verification

6. Payment and Policy Agreement form

7. Secondary Evacuation form

It is necessary that all records be kept current.  Please notify the director immediately of any changes in address, telephone number, employment or other pertinent information.

Children entering the Center should have a chance to visit their new school at least once, preferabl7y several times.  Separation is somewhat easier if the child is familiar with his/her new surroundings.

Age groupings are generally based on a child’s age as of September 30 each year.  A child may be moved from one group to another to meet a special need, but normally he/she will remain in the assigned classroom until September 1st of the following year.

Age groupings are as follows:

         18 months to 3 year olds – Bunnies


3 and 4 year olds – Bluebirds


4 and 5 year olds – Redbirds

This agency gives priority to families it has served previously.  This agency gives priority to serving siblings of currently enrolled children.

This agency will not discriminate against a child with a handicapping condition solely on the basis of the handicap.  This agency serves children with special needs and handicapping conditions whenever possible.  Any eligible applicant with special needs or handicapping conditions will be enrolled in the program if 1) after careful evaluation of the child’s care needs and the agency’s capabilities to meet these needs, it is felt that the child can participate in and benefit from the program/services this agency offers, and 2) the current staff are capable of providing safe and appropriate care to this child as well as to the other enrolled children should this child be enrolled.

WITHDRAWAL

This agency reserves the right to request the withdrawal of a child if one or more of the following conditions exist: 1) the child is not participating in or not benefiting from the program; 2) the staff cannot provide adequate or safe care for this child; 3) the staff cannot provide adequate or safe care to other enrolled children due to the care needs of this child; and 4) payment of fees is delinquent.

FINANCIAL POLICIES

Individual fees are established within a sliding fee scale by the Director at the time of the child’s admission, and are calculated utilizing the gross family income and the total number of people in the family.  A copy of this sliding fee scale is available in the office.  Payroll check stubs or other similar evidence of income must be presented.  Discounts are given for a second or third child in the same family.  Fees are reviewed and adjusted at any time family income increases or decreases, and new income verification is required annually in January.  Presently fees range from $55.00 to $115.00 per week. 

Payment of the assigned fee is required each week with no credit for absences, scheduled holidays, or school closings during inclement weather.  Each child is granted one free week each calendar year (January through December). The full parent weekly fees are to be paid whether the center closes for in-service training, conference seminars, etc.

There is no registration fee at the time of enrollment.  There is, however, a re-entry fee of $25 should you withdraw your child and later decide to re-enroll him/her.  Please give one (1) week notice if you plan to withdraw your child.

Regular and full payment by the parent or legal guardian of fees for childcare service is required.  Failure to do so is grounds for termination.

Payment of fees may be made by cash, personal check, cashier’s check or money order.  If a check is returned, it will not be reprocessed, and that amount must be paid in cash.  Parents are required to pay weekly fees by 5:30 p.m. each Friday.  If they do not do so, a fine of $5.00 for each late payment will be imposed.  Any time there is not a “zero” balance, an additional $5.00 will be charged.

Parents are required to pick up children by 5:30 p.m. every day.  Failure to do so will result in the following penalties:

LATE FEES

Pick-up from 5:31 p.m. to 5:45 p.m.…………$5.00 late charge

Pick-up from 5:45 p.m. to 6:00 p.m.…………$15.00 late charge

Pick-up after 6:00 p.m.…………………………..The Board will reconsider the 

                                                               
enrollment of the child.

HEALTH/SAFETY

We know it isn’t practical or realistic to expect parents to keep children home every time they have a runny nose.  But with SOME symptoms a child may endanger his or her own health and the health of the other children and staff by being at the Center when he is sick.  PLEASE keep your child at home if he has a fever or develops symptoms of disease that may endanger the health of the other children.  Such diseases as pinkeye, rashes (chicken pox) diarrhea or fever may be considered as contagious.  Your child will be sent home if he appears to have symptoms of illness during the day. 

 Please inform the Center each time your child will be absent.  There are no deductions for time missed due to illness. It is our practice to take the children outside each day that it is not raining.  We do not have adequate staff to keep a child inside when the others in his group are going out.  If your child is too ill to be outside, he probably is too ill to be at school.

The Center is authorized to administer PRESCRIPTION medications only.  NO over-the-counter medications will be dispensed.  A medical form also must be filled out and a calibrated medicine dispenser must accompany each container of medicine.  The prescription must show the doctor’s name, child’s name, and the dosage.

A medicine log is maintained showing who administered the medication and when.  All medicines are kept in a locked cabinet away from the children.  

A child must be immunized in accordance with state laws which should include the following by age 2:the 4th DPT, 3rd Polio vaccine, one MMR and Hib.  Children under 30 months are required to have a physical examination.

In the event of a medical emergency, every effort will be made to contact the child’s parents, or, if they cannot be reached, the person authorized to act in an emergency.  If no one is reached, the Center will use the release form on the application, call 911 and utilize Children’s Hospital.

We urge parents to communicate any changes or unusual events that are occurring in your child’s life so that the teachers may better understand and deal with any changes in behavior or attitude that your child might experience. 

DISCIPLINE

One of the Center’s primary goals is to teach the children self-control and to encourage them to develop appropriate age-level maturity.  It is important to the center staff that the children do not hurt themselves or others as they learn self-control.

One of the policies of the Center is to use NO physical punishment or any discipline, which is shamming, humiliating, or frightening to your child.  Please do not ask us to spank or threaten your child.

ACCIDENTS

In spite of our best efforts, accidents may be happen at the Center; and sometimes, injuries may result.  The staff will respond promptly according to the nature of the injury.  You will be advised of all known injuries your child may incur while attending the center.  In the event that your child needs emergency treatment, the Center will notify the parents, 911 and Children’s Hospital.

Minor injuries, such as normal scrapes and bumps, will be brought to your attention when you pick up your child, via an accident report which we will ask you to sign and which will be kept in your child’s file at LMM.

A serious injury will require the immediate attention of the Center and the parent/guardian of the injured child.  You will be notified immediately in the event of a serious accident and shall be expected to assume direct responsibility for you child as quickly as possible.  

EVACUATION

An evacuation plan in case of fire has been posted in each classroom along with tornado/severe weather instructions.  Our fire detection system is monitored through our security system at Sonitrol.  A weather radio is monitored in the office.  Fire drills are held on a monthly basis.  In case the building must be vacated for safety reasons, Provident Cafeteria is our secondary evacuation site.

FOOD

The Center participates in the Child and Adult Care Food Program (CACFP) and a CACFP application must be filled out for each child.  These are updated yearly prior to October 1.  This application allows the center to obtain reimbursement for a portion of tour food cost.

As part of the Child and Adult Care Food Program, we are required to serve certain components and certain amounts at each meal.  We carefully maintain these specific requirements as set out by the CACFP.  Copies of the exact requirements are available in the office, and weekly menus are posted on the bulletin board in the front entry, including breakfast, lunch and snack items.

Each child should be here by 8:00 am if he is to have breakfast.  NO FOOD may be brought to the center except for birthday parties.  No chewing gum is allowed.  

PARTIES

Birthday parties or other special events must be schedule in advance with the office.  It is preferred that these parties are scheduled at snack time (2:30 p.m.);  however, they may be celebrated at lunchtime.

Being a year older is a milestone in a young child’s world, and we are happy to help celebrate this important occasion if the parents wish us to.  The party can be as simple or as elaborate as the parents want.

The Board sponsors Holiday parties at Christmas, Valentine’s Day, Easter and Halloween.  The Christmas Party is an open house with a program in the evening to which everyone is invited.  There will be an open house for parents in September and two other parent programs are offered during the year in conjunction with other United Way Child Care Centers.

CLOTHING AND PERSONAL BELONGINGS

Your child needs to feel free to get dirty! Simple clothing that is comfortable and washable is recommended to facilitate your child’s participation in all the Center’s activities. It is important that you purchase clothes which are easy to take off and put on for bathroom purposes.

Outdoor physical activity is part of our daily schedule, except when it is raining, so be sure to include appropriate clothing, ie. Sweater, jacket, hat, mittens, etc. for winter weather.  Shoes should also be suitable for outdoor activities ( i.e., running, climbing etc…)

One complete change of seasonably appropriate clothing should be kept in a bag in the child’s locker at all times.  Please LABEL each article to assist us in returning these to you.  We can not replace lost articles.

As the Center is equipped with many toys, we ask that you leave your child’s toys at home or in your car.  If you have a book or tape that may be of interest to all the children, you are welcome to share these with the class.  Other items such as food, chewing gum, or money should be left at home at all times.  Children may bring their favorite security item for naptime (ie., blanket or stuffed animal).

CLIENT GRIEVANCE POLICY

In the event of complaint or dissatisfaction on the part of the parent or legal guardian, they may initiate action by the following Grievance Policy:

1. Contact the Center Director with your complaint in writing.  You will receive written action within ten days.

2. If you are dissatisfied with the action taken within this ten-day period, the parent or legal guardian may then request a hearing before the board of Directors by contacting the Chairman of the board.  The Center will give you the necessary information to do this.  The board of Directors or their representative will meet with you within thirty days of receipt of your notice to the chairman and will take action on the matter within ten days.

PROCEDURES FOR CHILD ABUSE INVESTIGATIONS INVOLVONG CHILD CARE AGENCIES

(The following statement has been provided by the Department of Human Services)

The Tennessee Department of Human Services has the responsibility for investigation of child abuse reports.  State law says that all persons – whether parents, childcare personnel, or others – have a legal responsibility to report suspected child abuse.  This statement will address parental and child care agency concerns.

Suspected child abuse is to be reported directly to the local county Department of Human Services Office (look for “ Child Abuse” in the phone book) or to law enforcement.  DHS will conduct an investigation in cooperation with local law enforcement authorities and the district attorney to determine the validity of the report and a decision regarding further action.
In the initial stage of an investigation, the law allows DHS counselors to talk with children without prior parental permission (when it is believed to necessary) and without child care ( or school) personnel or parents present (when that procedure is necessary). 

At the appropriate time or if child care personnel are suspected perpetrators of abuse, parents will be consulted.  The child’s best interest is the first consideration.

Questions or concerns about this procedure should be addressed to the local Department of Human Services.
SCHEDULE AND HOURS OF OPERATION

The Center does not open before 6:30 a.m. and closes promptly at 5:30 p.m.  Although we are open 11 hours each day, we ask that your child stay no more than nine (9) hours each day.  Please try to have your child at the Center by 9:00 a.m. so that he/she will receive maximum benefits from the program offered.  As stated previously, have your child at the center by 8:00 a.m. in order to be served breakfast.

Each classroom determines its own activity schedule, but everyone observes the following:



8:00 ………………………………..
Breakfast



11:30  ……………………………. 
Lunch



12:30 – 2:30 ……………………
Naptime



2:30 ………………………………
Snack



5:30 ………………………………
Closing time

We offer a well-rounded program which includes music, art, language development, small and large muscle development and opportunities for social development as well as practical life skills.  Each class will have a posted schedule and activity list for the week.  A review of this when you pick up your child could serve to guide you in discussing the day’s activities.

After lunch, a nap period is scheduled.  We provide each child with his own cot, sheets, and blanket which are washed weekly.  Your child may bring a special pillow or blanket for naptime if he/she wishes.

We would appreciate your notifying us when your child will be absent.

ENRICHMENT PROGRAMS

Throughout the year many enrichment programs and visitors are scheduled for the center such as musicians, Community Service workers, a Library representative, various animals, hearing & speech screening, Tricycle Safety and many others.  

Field trips are offered periodically with prior notice of date, place, and mode of transportation given, along with a permission form to be signed by the parent.  Please provide a car seat for these trips if your child is less than four years of age.

NEWSLETTER

A monthly newsletter is published to give our families pertinent information, an overview of the month’s activities in the classroom and parent advice from educational resources.

HOLIDAYS

The center is closed on the following holidays:



New Year’s Day


Thanksgiving Day







Memorial Day


Day after Thanksgiving



July 4th



Christmas Eve



Labor Day



Christmas Day


In addition to above holidays the center will be closed two days at the beginning of each school year for teacher in-service training.

ADDITIONAL POLICIES

INCLEMENT WEATHER

School closings during inclement weather are based on the Hamilton County School System.  Listen to your local radio stations and watch your local television stations to follow school closings.
       ACCREDITATION

Early childhood programs accredited by the National Academy of Early Childhood Programs have voluntarily undergone a comprehensive process of internal self-study, invited external professional review to verify compliance with the Academy’s Criteria For High Quality Early Childhood Programs, and been found to be in substantial compliance with the Criteria.  A copy of the Criteria can be obtained from the Academy.

A high quality early childhood program provides a safe and nurturing environment while promoting the physical, social, emotional, and intellectual development of young children.

In accredited programs, you will see

.  frequent, positive, warm interactions among adults and children

.  planned learning activities appropriate to children’s age and development,   

    such as block building, painting, reading stories, dress-up, and active  

    outdoor play

.  specially trained teachers

.  enough adults to respond to individual children

.  may varied age-appropriate materials

.  a healthy and safe environment for children

.  nutritious meals and/or snacks

.  regular communication with parents who are welcome visitors at all times

.  effective administration

.  ongoing, systematic evaluation

