BOMBECK FAMILY LEARNING CENTER SUMMARY OF POLICIES
PLEASE SIGN AND RETURN THAT YOU HAVE RECEIVED AND READ THIS NOTICE.  THANK YOU!!!!
I have received and read the summary of Bombeck Family Learning Center polices.

Child(ren)’s name: ____________________________________________________________________

Parent Signature: _______________________________________________ Date:__________________
​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​
  The following is a summary of some of the policies that impact daily life at the center.  Complete information can be found in the Parent Handbook which we encourage you to read and keep on hand for reference.  Please address questions or concerned to the director, Diana Smith, at 229-5381.

Attendance

A parent should notify the Center by 9:00 AM when a child will not be attending on a scheduled day.  This procedure also applies to those children who attend half day kindergarten.

Drop Off –Pick Up 

Children must be brought to and picked up inside the child’s classroom.  A Child Release Form must be on file in the office for anyone other than a parent or guardian to pick up a child.  Picture ID is required.  Children may be dropped off at any time during the day except lunch and naptime.  
 Illness/Sick Policy

As a Center licensed by the State of Ohio, we are required to strictly follow procedures concerning communicable diseases to protect the children and staff at the Center.  The parent will be expected to pick up the child immediately if a child exhibits the following symptoms:


Temperature of at least 100 degrees Fahrenheit – or less if accompanied by another symptom of illness

2 or more bouts of diarrhea


Severe coughing


Difficult or rapid breathing


Yellowish skin or eyes


Redness, discharge, burning, itching of the eye


Infected skin patches, spots or rashes


Dark urine or gray or white stool


Stiff neck with elevated temperature


Lice, scabies or other parasitic infestation


Vomiting one or more times, or if accompanied by another symptom of illness
The child or staff member will not be readmitted to the center until s/he is symptom free for a period of 24 hours, or until a physician’s written permission verifies that there is no risk of contagion.
Medications

“Administration of Medication by the Center Personnel” form must accompany any medication, prescription or over-the-counter drugs to be administered to a child.  The child’s name and specific times and dosage must be written on the form provided in the classroom each day. “As needed” is insufficient information.

Administration of medication by a person other than a center staff member and other than the parent, requires written permission signed by the parent. Name of the person, date, time and dosage should be included.

Payment of Tuition

Tuition payments are to be paid one full week in advance.  If payment is not received on time a $25.00 late charge will be added to the balance.  

Tuition payments and late charges not paid by the following week are cause for withdrawal of service by the center

Late Pick Up Fees

A late fee will be charged for children left at the Center after 6:00 PM.  Late fees are charged as follows: (center clock used as basis).  Calls ahead do not negate late charges. 

6:01-6:30 – one dollar per minute 


6:31 – on is five dollars per minute

Back Up Plan

Please have a back-up plan in place for medical exclusions or emergency closings.

Parent Participation, Visitors and Custody

Any custodial parent, custodian, or guardian of a child enrolled at the Center is welcome to visit at any time. 

Visitors to the center are required to sign in and out of the building at the front desk.

When custody rights or visitation of a child has been determined by a court or other legal entity, a copy of the order must be provided to the Center.
Medical Emergencies

The center’s staff is trained in First Aid procedures.  If a serious medical emergency should arise, a call to the University Public Safety Department would summon an emergency vehicle staffed with EMT’s who would evaluate the situation and transport to an area hospital if necessary.  Parents will be notified immediately and a staff member will stay with the child until parents arrive.  The child’s emergency transport, health and medical records will accompany them.  A child safety seat is available if needed.
Accidents

In case of accidents, a staff member will complete an incident report that is given to the parent on the day of the occurrence, which must be signed and returned to the teacher.

Child Abuse

If any abuse or neglect is seen or suspected involving a child enrolled at the Bombeck Center, the situation must be reported to the Children’s Services Board in the county in which the child resides.

Discipline

Discipline is not punishment.  If conflicts occur, staff members strive to help children find alternative modes of behavior and explain why inappropriate behavior is not acceptable.  The Center strictly adheres to the discipline guidelines set forth by the Ohio Childcare Licensing Code.

Emergency Closings

The Bombeck Center will make every effort to remain open in the event of inclement weather.  However, if weather conditions warrant closing, the center will follow the University’s directions for the closure.  Please check your local television broadcast of school closing or call the University’s Public Safety Department at 937-229-2121.

Vacations

Families are entitled to five vacation days annually.  One week advance notice is requested.  Vacation request forms may be picked up at the front desk

Grievance Procedures

In the event that a problem or complain should arise, the following are suggested procedures for resolution:


It is strongly encouraged the issue be resolved with the staff member involved.

If the issue is not resolved at that level, the issue should be brought to the attention of the director who will counsel with all individuals involved in order to resolve the issue in a positive way.
Use of Video Tapes and Photographs

The parent of every child enrolled at the Center must sign a “Permission to Videotape and Photograph Form”  University students may be required to periodically videotape or photograph the children as they participate in classroom activities. The university photographer also takes photographs at the Bombeck Center.

