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Wee Lad & Lassie
 RESOLUTION


                                                              March 31, 1987


     Wee Lad & Lassie Early Learning Center & A Child’s Garden admit students without regard to race, color, religious creed, ancestry, sex, or national origin to all the rights, privileges, programs and activities generally accorded or made available to students at the center.  The center does not discriminate on the basis of race, religious creed, ancestry, sex, or national origin in the administration of its educational policies, admission policies, and other center administered programs.  This same statement of policy also applies to employees. 








   Lisa Herbst, M.Ed.


                                 



 Magic Years, Inc. 










 Pearl Education, Inc.

Dear Parent, 

     It is a pleasure to welcome you to A Child’s Garden & Wee Lad & Lassie where your child or children will receive the very best in early childhood education and top quality childcare.  We are delighted that you have chosen to enroll your child in the stimulating and creative early learning educational programs offered by our center. 

     The administration and staff of A Child’s Garden & Wee Lad & Lassie Early Learning Center strive to provide positive learning experiences that will foster a love of learning and will lay the foundation for your child’s academic career.  It is our sincere hope that you will find this handbook helpful in discovering more about our programs and in answering any question you might have. 

     Please feel free to call upon our Director and Administrator if you have additional questions, concerns or suggestions, which might make our center a better place for your child.  We are looking forward to an enjoyable relationship that will be a benefit to your child and the family unit as a whole. 

Our History 

      Wee Lad & Lassie has been providing a Pre-Kindergarten program and quality childcare to the Arnold area since 1969.  The facility completed a substantial expansion in the summer of 1985.  This gave Wee Lad & Lassie a licensed capacity of 35 children.  In the fall of 1987, Wee Lad & Lassie was granted approval by the Maryland State Board of Education to operate a nursery school program and kindergarten program within the licensed group childcare center.  This approval was granted upon verification that the teaching staff and the instructional curriculum met Maryland State Department of Education requirements.  In the summer of 1997, Wee Lad & Lassie completed another expansion to include a full day Kindergarten program as well as administrative offices.  

     In March 2001, our sister school, A Child’s Garden, was added as our 2nd campus. The program at A Child’s Garden is designed to meet the specific needs of the very young learner. We now are able to offer programs for children ages 18 months through the 3 year old preschool year in this building.  Students then graduate to the Wee Lad & Lassie site to complete their Pre-Kindergarten and Kindergarten years. 
Licensure & Accreditation

     Both locations are fully licensed under the Maryland State Department of Education administered by the Office of Childcare.  

     Wee Lad & Lassie also holds a Certificate of Approval from the Maryland State Board of Education as a non-public school.

       Both of our locations received the Maryland State Department of Education Early Childhood Accreditation in 2005 and were re-accredited in 2008. This accreditation certifies our programs meet the standards for quality early childhood programs and recognizes our dedications to maintaining educational excellence in the early learning years. 
       Wee Lad & Lassie and A Child’s Garden follow the Maryland State Department of Education required ratio of students to teachers at a minimum. However, we typically exceed this ratio as we believe small groups provide the best learning environment for young children.
Hours of Operation

     Wee Lad & Lassie is open from 7:00 a.m. to 6:00 p.m. Monday through Friday.  The telephone numbers are (410) 647-2178 (office) and (410) 647-9037 (fax).  

      A Child’s Garden is also open from 7:00 to 6:00 Monday through Friday.  The telephone number  (410) 647-2300 (office & fax). 

      A late pick-up fee will be assessed for children who are picked up after 6:00 p.m.

Personnel

     Our staff is carefully chosen; being sure he/she meets or exceeds the requirements set by the State of MD.  Additionally, we provide an orientation meeting as well as a staff manual on policy and procedures in order to insure quality training.  All staff members must have completed a recent medical exam, a criminal background check, and a personnel information form, all of which are submitted to Childcare Administration.  Our administration, teachers, and senior staff must attend workshops and seminars annually so that we can keep abreast of the latest developments in the field of child development and practices.  In addition, our staff is trained in First Aid and CPR classes.      

  We are very fortunate to have staff members who have been with us for many years. Please make a point to establish a relationship with your child’s teacher to enhance your child’s experiences here. 

Wee Lad & Lassie Staff: 
Lisa Herbst: Owner and Administrator of Preschools since 1985, with Wee Lad & 

Lassie since 1989, B.S., Penn State University, Masters of Education in Early Childhood, Towson University
Laurie Cloud: Assistant Director; with Wee Lad & Lassie since 1999

Kelly Cann: Pre-K Teacher; with Wee Lad & Lassie since 2011; B.S. in Early Childhood            
                 Education

Sue Mead: Preschool 3 Teacher; with Wee Lad & Lassie since 2011; B.A. in 

                 Psychology, Masters of Science in Human Environmental Sciences 

Linda Lee: Preschool 3 Assistant: B.A. in Communications; with Wee Lad & Lassie 

                  since 2011.

Kerry McKeldin: Kindergarten/Pre-K Plus Teacher; with Wee Lad & Lassie since 2011;            

                           B.A. in Early Childhood Education

Linda Cronin: Assistant with Pre-K; with Wee Lad & Lassie since 2011
Cindy Grant: Teacher with Pre-K; with Wee Lad & Lassie since 2011; B.A. in Early  
                     Childhood Education

Gloria Starr: Senior Staff, extended care; with Wee Lad & Lassie since 2008; Child  

                      Development Associate (CDA)
Kaitlin Harper: Assistant, extended care, with Wee Lad & Lassie since 2011
A Child’s Garden Staff: 
Lisa Herbst: Owner and Administrator of Preschools since 1985, with Wee Lad & 

Lassie since 1989; B.S., Penn State University; Masters of Education in Early Childhood, Towson University

Sara Jones: Assistant Director; began working at Wee Lad & Lassie in 1993, with A 

Child’s Garden since 2001.

Nancy McClure: Teacher of Young 2’s; began at Wee Lad & Lassie in 1998, with A 

                    Child’s Garden since 2001; Anne Arundel Community College A.A. in

                    Education (candidate)

Anita Morgan: Senior Staff with Young 2’s; with A Child’s Garden since 2008. 

Greg McClure: Senior Staff Young 2’s and extended care, with A Child’s Garden since 2001

Sonja Bolotin: Teacher of 3’s; with A Child’s Garden since 2001, diploma in 

                       Elementary Ed. from Boland College of Education in South Africa 

Gloria Starr: Senior Staff with 3 year olds; Extended care; with A Child’s Garden 

                      since 2008; Child  Development Associate (CDA)
Audra Sires: Assistant with 3 year olds, with A Child’s Garden since 2011; B.S. degree in Business and an A.A. in Early Childhood Education with Honors.
Angel Hubbard: Teacher of Older 2’s; began with A Child’s Garden as a sub in 2008 & 

                         as a teacher in 2010. Anne Arundel Community College A.A. Education 

                         (candidate)

Darcel Tano: Senior Staff with Older 2’s; with A Child’s Garden since 2009. 

Susie Horman: Assistant; extended care, with A Child’s Garden since 2011.
Enrollment & Registration
     Currently enrolled students and their siblings are given enrollment priority for the following school year.  Re-enrollment is offered on a first-come, first-serve basis.  Regular enrollment occurs on a revolving basis throughout the year as space is available.  At the time of enrollment, parents are required to complete an application accompanied by a non-refundable payment for registration and a non-refundable deposit for two-weeks of your child’s tuition. An insurance fee will be billed to your account yearly and an activity fee will be billed semi-annually.  These fees are recurring for each school year. 

Upon enrollment, the parent will receive a packet of paperwork or may download them from our website. They must be completed before a student’s first day.  These forms include: 

1. Health Inventory- to be completed by parent and child’s physician

2. Emergency Information Card- to be completed by parent

3. Permission slip

4. Any other required forms 
     Please be sure to keep your child’s emergency card current.  It provides us with phone numbers and names of people who are authorized to pick up your child. 

     If your child will stay for naptime, the purchase price of a cot sheet will be added to your account.  A tote bag should be brought to school with a small blanket, pillow, and completed change of clothes.  Tote bags shall be taken home weekly to have the bedding laundered. Please keep a complete change of clothes appropriate to the season at school.  A complete change includes a shirt, pants or dress, underpants and socks.  

     We hold an Open House annually and will enroll new students after current students have been given the chance to re-enroll. 
Tuition Policies 

    Your child’s tuition bill will be placed in his/her cubby by the 1st of each month. Tuition is due by the 5th of each month.  A late payment fee of $25.00 will be added to any tuition bill not paid on time.  Please pay your tuition with a personal check or cash.  There will be $25.00 fee added for checks returned from your bank.   Special tuition payment plans are available upon request. 

Withdrawal from the school

     As per your application agreement, you must give a two-week notice of your intent to withdraw your child from our school.  If you do not give us a two-week notice, you will continue to be charged tuition.  If your child is withdrawn before the end of the school year, you forfeit the two-week deposit you paid at the time of enrollment.  

Health and Safety Policies

     For the physical safety of your child and of the other children enrolled in the center, the following safety and health policies will be enforced: 

1. Parents are required to bring children into the building and are to make certain a staff member is present before leaving.
2. Children will not be released until a parent (or other person who is authorized by the parent to pick up the child) comes to the center and signs the child out. 
3. An Emergency Evacuation Procedure as required by the Anne Arundel County Fire Department is posted the each classroom.  Parents, teachers and aides should become familiar with this evacuation procedure.  The center is protected by a smoke and fire alarm system.  Smoke or fire in any part of the building will be alarmed throughout the center.  There is a no smoking policy on the school property.  This is a requirement of the Fire Marshall.  

4. Parents agree that in the event of an emergency illness, the center has 
    permission to secure medical aid for your child.  All medical expenses, if any, are 
    the responsibility of the parent(s) or guardian(s).  
5. No medicines will be administered by the center to your child unless a medication form is signed by a physician and is brought to the center along with the medicine. The form should state when and how the medicine is to be administered.  These forms are available in the office. All medicines must be in its original packaging with a pharmacy label affixed. All medicines are to be brought to the office with the appropriate paperwork. No non-prescription medicines will be administered without a note from the doctor.  The medicines are store in a box either on top of the refrigerator or in the refrigerator 
    depending on the requirement of the medicine.  If possible, send in only the amount of medicine needed for the duration of time we are to administer it to the child. 

Illness Policy

     In general, we define three reasons to exclude sick children: 

           1.  The child does not feel well enough to participate comfortably in routine  

               activities

           2. The child requires more care than the staff is able to provide without 

               compromising the health and safety of the other children

           3. The illness is on the list of diagnosed symptoms or conditions for which   

              exclusion is recommended (see below) usually because of the chance of 

              spreading

     The National Centers for Disease Control and Prevention recommends that children with the following symptoms should be excluded from child care/preschool either to reduce the risk of spreading the infection, or to allow children time to recover to the point where they can be safely cared for: 

*Change in temperature accompanied by behavior change.

*Lethargy, uncontrolled coughing, unexplained irritability or crying, difficulty    

  breathing, wheezing or other unusual signs of severe illness.

*Blood in stools.

*Diarrhea (watery, less formed, frequent stools) not explained by diet change or     

  medication and that poses a risk to others because it cannot/may not be managed 

  successfully by diapers or toilet use.

*Vomiting two or more times in a 24-hour period                                                                                          

*Persistent abdominal pain.

*Mouth sores in a drooling child.

*Rash with fever or behavior change.

*Pus coming from the eyes (purulent conjunctivitis).

*Persistent honey-colored crusts (impetigo) on face or body.

*Chicken pox, even in a vaccinated child.

*Scabies or head lice until treated

In addition, children who have been medically diagnosed with certain conditions are excluded, and a note from the medical provider is required before a child is allowed to return.  Common diagnoses that are in this category include: 

*Strep throat



*Hepatitis A

*Tuberculosis



*Measles

*Whooping cough (pertussis)

*Rubella

*Mumps




*Herpes Simplex

If a child becomes ill during the day, we will contact parents, and if unable to reach you, the people designated as emergency contacts will be called.  Your child may be brought back to school when he/she is free of fever or other symptoms listed above for 24 hours.  If your child visits his/her pediatrician and is deemed not contagious, he/she may return before 24 hours has elapsed provided we have a doctor’s note. 

For those emergencies requiring immediate medical attention, your child will be taken  

to the nearest emergency hospital in the company of a staff member.  Every effort will be made to contact parents, guardians and the child’s physician. 

Dr. Ginsburg, Pediatrician, is the physician on call for our schools.  She is located at 844 Ritchie Hwy. Suite 206, Severna Park, MD Phone: 410 647-8300  Parents may designate the physician of their choice, but we retain the right to consult or call Dr. Ginsburg in the event that the family physician is not available. 

Medication

 Prescription medication may only be administered under the following     

 circumstances:

A. Prior written authorization from the child’s parent;

Authorization includes:

1. Child’s name

2. Parent’s signature and date signed

3. Identification of medication and dosage for the child

4. Dates on which the medication is to be administered

5. Time to administer the medication or conditions for which the medication is to be administered

B. Prescriptions must be labeled by the pharmacy with:

1. Child’s name

2. Expiration date that indicates the medication is still usable

C. At least one dose has been given at home

D. Amount, date and time of administration and who administered the medication to the child is recorded on the child’s personal record 

E. Medication must be administered according to Health practitioner’s written     

          instruction(s) on the label.

Resources & Referrals

Should the need arise; below are resources for parents in need of specialists in the medical field.

Maryland Infant-Toddler Program

Maryland State Dept. of Education

200 West Baltimore Street

Baltimore, MD 21201

410 767-0261

Prevention Initiatives and Early Childhood
Division of Special Education/Early Intervention Services

200 West Baltimore Street
410 767-0261

BEST Program

Anne Arundel Community College

410-777-2159

Arundel Childcare Connections

77 West Street

Annapolis, MD 21401

410 222-1712
Millersville Psychological Services
1110 Benfield Boulevard

Millersville, MD

410 987-3448

Psychological Resource Associates

Dr. Joyce Cooper-Kahn

479 Jumpers Hole Rd

Severna Park, MD 

410 647-8840

Brenda Insalaco, M.A.C.C.C.-SLP
Speech Language Pathologist

Brenda3SLP@yahoo.com
Paulette P. Forbes, M.A. Ed. 

Child Development Specialist

Pediatric – Ages Birth to Six

410 757-7321
1443 Middle Way

Arnold, MD 21012

TOT’s Line
1-877-817-8687
Network of Care

1 Harry S. Truman Parkway

Suite 103

Annapolis, MD 21401 

1 800 485-0041

Holidays and closings

     Please refer to your school year calendar for a list of holiday and other closings. 

Inclement Weather/ Emergency closings

      In general, we follow Anne Arundel County Public School’s decisions, with some exceptions:  On the first day of inclement weather, we will close if Anne Arundel county schools close.  On subsequent days, we will make our own decision concerning closing.  You should check our website, check your email, or call our voicemail to hear of our decision; either closed, opening late, or opening on time. 

     If the snow begins late in the day, we appreciate the prompt pickup of your child to enable our staff to get home safely.  We are allowing for four (4) snow/emergency days during the school year.   If the number of closings exceeds four, we will offer makeup days for the days missed. 

Communication

     As you are taken on your guided tour through the school, the parent bulletin boards, logs, parent mailboxes, etc. will be pointed out to you.  A business card is also provided to you in your information packet with our points of contacts listed. These, as well as those mentioned below, are available to you in order to facilitate ease of communication. 
     We are here to be of service to you and your children.  Please help us keep the lines of communication open by calling us if your child will be absent.  If you have a 
concern, problem, or question, please come to the office to discuss it with us. If you have a change of address or telephone number at work or at home, please notify the center so we can update our records and keep the channels of communication open. 

     You will receive a newsletter/calendar each month, which outlines our themes and special activities. It is important to read it thoroughly!  Please check your child’s bulletin board for specifics about his/her day.  The staff will also leave notes periodically in your child’s cubby. Please check it daily.  
Besides those mentioned above, we may choose to communicate through: 

Letters

Website 

Planned meetings/conferences 

Voice mail 

Our email addresses are achildsgarden2@verizon.net & weeladandlassie@verizon.net.  

Family Support and Involvement
     Wee Lad & Lassie and A Child’s Garden have a commitment to support and respond to the needs of children and their families.  Our family-friendly supports include: 
· Children’s book lending library

· Family resource library

· School related social functions for families: field trips, class parties, etc.

· Child care during parent conferences and meetings

· Parent information nights

· Tuition scholarships

· Information and referral to child and family support services

Food Services/food allergies

     Please note:  we are a peanut/nut free facility.  Please let the director and your child’s teacher know if your child has any food allergies.  Together, we will develop a plan to meet your child’s needs.  

Our policy is that the sandwich or main course must be finished before “treats” can be eaten.   Please do not send foods that must be heated.  Putting heated foods in a thermos is a good way to serve a warm food for lunch.  Please send a drink for your child to have with lunch. The school will provide a morning and an afternoon snack with a drink.  Our menu can be found in our upstairs kitchen, posted on the refrigerator. 
Birthdays

     Birthdays are very special times for children.  Many parents like to provide a special treat to celebrate the day.  We ask that you remember that we are a peanut-free facility when selecting your child’s birthday treat. A list of foods which are appropriate and safe is available in the office or you may choose from the suggestions listed below.  We suggest that parents let their child’s teacher know when and what kind of item they plan to share.  You may also desire to help celebrate your birthday by donating a book to the center’s library collection.  

Jello Snacks




Starbursts (peanut/nut free type)
Jello Pudding Snacks



Smarties
Rice Krispie Treats



Skittles
Ice Cream cups



Utz pretzels
Ice Cream Sandwiches 


Most popsicles




Field trips

     You will receive and must sign a field trip permission slip upon enrollment.  Whenever a child rides in the car of a parent or teacher, you will be asked to sign a special permission slip.  Parents will be notified in advance of all field trips and their cost. Whenever possible we will seek to obtain special group rates, etc. to minimize additional costs for field trips. 

     Children under six years old or under 60 pounds by MD law, must be in a car seat/booster seat.  It is the responsibility of parents to leave a car seat for their child on field trip days if applicable.  All children will be in seat belts when riding in vehicles on center sponsored field trips, with the exception of school buses.

     Our monthly newsletter will serve as a means of notification.  Please note these dates so your child will be prepared to participate on field trip days!  The success of our field trips depends upon adequate supervision of the children.  If you can drive/chaperone for field trips, please let us know.  

Behavior and Discipline

     Limit setting is undeniably necessary, both in the classroom and at home.  We believe that discipline should help children develop their own problem-solving and choice-making skills.  Under no circumstances are punitive discipline practices used.  Our aim is to convey, through the disciplinary methods used, such basic human values as respect, trust, honesty, and caring for others. Our goal is to set standards for appropriate behavior, while valuing a child, and preserving his/her self esteem. 

     We encourage open communication between our staff and parents.  You will be notified of any problem we may be having, or any dramatic change in your child’s behavior.  We value your input, and appreciate your support.  Please let us know what is happening at home.  We are better able to understand a child’s behavior when we have this information.
     The following are procedures that your child’s teacher will use to solve common problems.  
     Our staff will speak to a child about an inappropriate behavior, often many times; making sure the child understands the problem.  We will focus on the undesirable behavior, not the child himself!  
     We will try to remove the child from a difficult situation, or distract him/her to a more appropriate activity. We will offer alternatives.  
     If necessary, we will remove him/her to “time out” for a few minutes (one minute for each year of a child’s age).  A parent conference to discuss solutions to the 
problem may be a necessary step if we find that a problem continues despite the efforts of our staff outlined above.  By continuing to maintain a balance between loving understanding and behavioral limit setting, the center, in conjunction with the parents, will promote the development of the child as a whole person in preparation for his/her life role in society. 

Progress reports/ parent teacher conference

     Comprehensive student progress reports are issued for each child in November, March, and June.  Parent/teacher conferences will be scheduled according to our school year calendar.  

     You may request an additional conference with your child’s teacher at any time during the year.  

Program Evaluation

    The center will be evaluated annually using the Hartman Assessment Tool.

The program review will be distributed each spring to families, staff and administration.  We ask for your help in improving our program by giving us your honest feedback on the evaluation form.   We will use your feedback for program improvement!
Clothing

     Parents are urged to dress their children in comfortable clothes that they can manipulate themselves.  Children should wear shoes suitable for running and climbing (we do not allow jellies, sandals without straps, or flip flops).  Every effort will be make to prevent clothes from becoming stained, however, accidents sometimes happen so please do not send your child to the center in his/her best attire. Children should have an extra set of clothes at the center in case of an accident that would soil their clothes. Extra garments should be labeled with the child’s name. Please make certain that your child’s outer garments are warm enough for outdoor play.  Please remember to send mittens, hats and boots during the winter months. The children all go outside every day for a period of time unless the weather is very bad.  All coats, sweaters, raincoats and boots should be clearly labeled with your child’s name. 

Equipment

     All playground equipment, educational and recreational toys are carefully inspected on a regular basis to insure the safety of your children.  Should parents become aware of any potential health or accident hazard they are requested to please draw such a hazard to the attention of a staff member.  

Family Visiting Policy
       We believe a partnership between families and the preschool is vital in supporting children’s optimal growth and development.  We welcome family members to visit our programs and classrooms at any time.  Our open-door policy extends to all aspects of children’s activities and events including daily classroom activities, meal and snack time, recess, holiday events, field trips, etc. 
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