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EARLY LEARNING CENTER
National Association for the Education of Young Children (NAEYC) Accredited 

123 Progress Drive

Wethersfield, CT 06109

Telephone: (860) 529-4260

Fax: (860) 257-8500
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TABLE OF CONTENTS

STATEMENT OF PHILOSOPHY





2

ELIGIBILITY








4

ADMISSION PROCEDURES





4-5
HOURS OF OPERATION






6
CALENDAR OF OPERATION





6
ABSENCES








6
SCHOOL CLOSING FOR SNOW DAYS




7





DELAYED OPENINGS






7
EARLY DISMISSAL







7
ARRIVAL & DEPARTURE FOR CHILDREN 

TRANSPORTED BY PARENTS





8
HEALTH & SAFETY






9

Hygiene







9
Health Records






9

Illness & Staying Home





9
EMERGENCY PROCEDURES

WHEN A PARENT CANNOT BE CONTACTED



10
REPORTING SUSPECTED ABUSE & NEGLEC
T


10
COMMUNICATIVE ILLNESSES





11
ADMINISTRATION OF MEDICATION




11
PARENT VISITS & HOME-SCHOOL COMMUNICATION

12
TOYS FROM HOME






12

SNACKS & CELEBRATIONS





13 

DISCLAIMER







13
PROGRAM PHILOSOPHY


The CREC Soundbridge Early Learning Center is committed to providing an environment that fosters 

· optimal development of each child’s communicative competence
· age-appropriate physical, social-emotional, self-help and readiness abilities, and
· confidence and joy in learning. 
In the Early Learning Center, children have the opportunity to grow and learn alongside peers who have special needs, as well as special strengths.  We believe that young children who learn to respect, understand and accept individual differences and diversity are quite likely to grow into adults who do the same.

OUR PROGRAM IS….

Developmentally appropriate

We provide a developmentally appropriate program in accordance with the National Association for the Education of Young Children Principles (NAEYC 1986), gaining accreditation from NAEYC in 2001.  Learning in the preschool centers around activities that are enticing to young children such as blocks, books, painting, play dough, dress-up, singing and rhymes, nature, animals and cooking.  The teachers’ role is to create an environment in which the children can make discoveries and solve problems using a rich variety of materials.  Teachers plan around a sequence of high interest themes.  The theme of the moment is the topic of circle time talk, and is expanded through a variety of learning centers that may include art activities, books, blocks, dress up clothes, dramatic play, and/or small manipulatives.  Children make choices about which activities they will do and negotiate turns at particular centers when the area is full.  Much important learning that occurs in preschool has to do with learning how to interact with other children, and with learning to express thoughts and needs in socially acceptable ways.  This social development is closely linked to the development of language and cognition, and provides many repeated and rich learning opportunities.

Integrated


Our classes are integrated.  They include a combined group of youngsters with hearing impairments and other special needs and youngsters without disabilities.  In each classroom group, approximately half of the children have hearing impairments and other disabilities.  The remaining are children without special needs. Enrollment within each class is selective to maintain balanced grouping of children so that all can learn optimally.  Each such class (or “constellation”) of children is jointly taught by professionals in Early Childhood, Hearing Impairment, and Special Education, with the help of teaching assistants.  Our very favorable staff/child ratio is essential for the amount of individualized attention and interaction we provide for each child.

Enriching

Teacher thought, care, and time are devoted to creating an enriching environment where each child’s growth and development are fostered in ways which are appropriate for that child.  Any theme, any game, any art activity, any conversational exchange can become a vehicle for learning – and can be adjusted to fit a particular child’s needs and abilities at that moment in time.  It is the teachers’ ingenuity which creates an enriched environment through the design of activities which will attract the children, promote their discoveries and problem solving, encourage them to interact and talk with each other and be just plain fun!  The teachers’ role in such an environment is to be a facilitator of the children’s learning and interacting.

ELIGIBILITY

The CREC Soundbridge Early Learning Center has been designed to provide a preschool environment that will support and promote the listening and spoken language development of young children with hearing impairments.  This can be best accomplished when there are other children participating in daily activities who can model age-appropriate language and behavior. 

Admission decisions will take into account the need to maintain balanced classroom groupings and to ensure that staff ratios are sufficient to meet individual needs.

ADMISSION PROCEDURES

To pursue admission, please contact the Soundbridge Student Services Coordinator at (860) 529-4260 ext. 48 to visit the program and/or make an appointment for an admissions visit. 
1. Children with disabilities who have been referred by their school system will have already moved through the admission process.  The child’s Individualized Educational Plan (IEP) will already have been planned at a Planning and Placement meeting (PPT). An admissions visit will not be necessary.
2. All other potential enrollees should call the Student Services Coordinator, Mrs. Kelly-Ann Clark, to visit the program and/or make an appointment for a 30 – 40 minute admissions visit.  At that visit, you and your child will meet with Mrs. Mary Ann Dayton-Fitzgerald, Director of the Early Learning Center.  Either at that visit or later, your child will be given a short screening to confirm that your child’s speech, language skills and behavior are age appropriate.
3. Should your child not meet the criteria on the screening measures, our program will not be appropriate to meet your child’s needs.  We will be happy to refer you to your local school system personnel for assistance in planning an appropriate program for your child.
ADMISSION PROCEDURES Continued
4. Upon acceptance into the ELC parents will receive a registration package which includes a State of Connecticut medical form that must be completely filled out and signed by a physician.  These forms must be returned to Student Services Coordinator prior to the child’s first day of school.
5. Parents of children not referred by their school systems will select their preferred enrollment option of full day or half day of programming, and sign a contract.  A deposit of $100.00 toward the first month’s tuition is required to hold a place for the next school year.
6. The Soundbridge Early Learning Center may not be an appropriate preschool setting for every child.  Our staffing ratios assume that the typically-developing children do not have identified behavior problems or developmental disabilities.  We do the admissions screening in order to try to be sure that the children’s development really does fall into the rather wide typically-developing range.  However, the admission screening provides only a brief snapshot of your child’s language, speech and behavior in a situation that is very different from the preschool classroom.  After your child has attended the preschool for a period of time, the teachers may have concerns about some part of your child’s development.  If this should happen, we will consult with you, and refer you to appropriate services elsewhere, so that you will be able to better meet your child’s needs as quickly as possible.
HOURS OF OPERATION
	Session Times
	Children Transported by School Bus
	Children Transported by Parents

	Morning
	8:45 AM – 11:15 AM
	8:30 AM – 11:15 AM

	Afternoon
	12:30 PM – 3:00 PM
	12:15 PM – 3:00 PM

	Full Day Program
	8:45 AM – 3:00 PM
	8:30 AM – 3:00 PM

	KinderPlus – AM
	
	8:30 AM – 12:30 PM

	KinderPlus – PM
	
	11:40 AM – 3:00 PM

	Before School Care
	
	7:30 AM – 8:30 AM

	After School Care
	
	3:00 PM – 4:00 PM


CALENDAR OF OPERATION


Our program follows the Soundbridge School Calendar.  A school calendar will be distributed to you upon enrollment in our program
· Soundbridge will not be in session on public holidays or on the day after Thanksgiving.
· Soundbridge will not be in session when Wethersfield schools are closed for full day Professional Development.
· Soundbridge will not be in session during December, February or April Vacations.
· On scheduled early dismissal days, the children who ride buses will go home at 1:10 PM.
All other children will attend as follows:



AM Attendees – 8:30AM – 10:30AM




PM Attendees – 11:00AM – 1:00PM




Full Day Attendees – 8:30AM – 1:00 PM
**On early dismissal days there is not After School Care

ABSENCES

If your child is not coming to school, please call the office at 529-4260 so that we will know not to expect him/her that day. If your child is absent because of a communicable illness, please tell us so that we can alert other parents of the possible exposure.  For more information regarding communicable illnesses please see our Health and Safety policies on page 9.

SCHOOL CLOSING FOR SNOW DAYS


The Early Learning Center closes completely for inclement weather when Wethersfield Public Schools are closed.


Starting at 5:30 AM school closings are announced on local radio and TV stations (e.g.: WTIC, WDRC, WFSB and WVIT).  Listen and/or watch for Wethersfield Public School information.

DELAYED OPENINGS


In the event of a Wethersfield Public School Delayed Opening, the Soundbridge Early Learning Center will follow the Wethersfield directives regarding opening times.  All children should arrive at the time specified by the delayed opening announcement for Wethersfield Public Schools.

EARLY DISMISSAL

In the event of a Wethersfield Public Schools Early Dismissal the Soundbridge Early Learning Center will follow the Wethersfield directives regarding closing times.  The afternoon session will be cancelled and children in the Early Learning Center who attend full day session should be picked up by 1:00 PM.
If you have any questions regarding the above policies, please contact the Student Services Coordinator at (860) 529-4260 ext. 48.
ARRIVAL & DEPARTURE

 FOR CHILDREN TRANSPORTED BY PARENTS

1. In the morning, school starts at 8:30 AM for children who do not ride the school bus.  Parents may bring their child(ren) to the Multi-Purpose room a few minutes early and then wait with their child until the teacher arrives to take the class to the room.  Afternoon attendees should arrive at 12:15 PM and go directly to the classroom.
2. To ease your child’s transition from home to school, we strongly encourage you to go with your child to greet a staff member and make sure your child is engaged before you leave.
3. You are welcome to use our large parking lot or the outer circle nearest the road for any time of arrival.  The inner circle drive is for school buses and vans only.  Please park in the large lot or outer circle and then accompany your child(ren) to and from the building.
4. To ensure the safety of your child, you should provide us with written notice if you want us to release your child to an adult other than a parent/guardian.  The written notice must contain the name of the person who will be picking up the child.  We will ask them for photo identification before the child will be released.  In an emergency, such as the child becoming ill at school, we will accept verbal notification from the parent that a relative or friend is authorized to pick up the child.  Again, photo identification will be requested to confirm that person’s identity.
5. Parents of those children who use our Before & After School Enrichment Program must sign their child in & out daily.

HEALTH AND SAFETY

Soundbridge is committed to maintaining a safe and healthy environment for children and staff.

HYGIENE
  In order to prevent illnesses in teachers and children, we engage in the following hygiene practices:

· Children are taught and assisted with proper handwashing techniques.

· Children and staff wash their hands after toileting and before eating and serving snack.

· Toys are washed and disinfected regularly.

HEALTH RECORDS


Children may attend Soundbridge only after a State of Connecticut medical form has been completely filled out and signed by a physician.  The form must include a record of immunizations.  Medical records must be kept current.  WHEN A CHILD RECEIVES A PHYSICAL, SOUNDBRIDGE MUST ALSO RECEIVE A COPY OF THE EXAMINATION FOR OUR RECORDS.  A child will not be allowed to enter Soundbridge without current medical information.

ILLNESS AND STAYING HOME

Children in group settings often become ill.  It is not uncommon for children to have 8 – 10 illnesses a year. As appropriate, working parents are strongly encouraged to arrange back-up care for those inevitable days when their children are too ill to participate in our program.  Please keep in mind that your child will get over illnesses more quickly if he or she has the chance to rest.  Furthermore, you will be helping us decrease the spread of illness by not allowing your sick child to be in school.


When a child becomes ill, we remove them from group activity and create a comfortable space for them to rest.  If a child is in extreme discomfort, we will contact the parent to pick up the child immediately.

You will be telephoned to come and pick up you child if he or she has any of the following:

· A temperature of 100( or higher

· One or more episodes of vomiting or diarrhea

· Obvious symptoms of a communicable illness such as Chicken Pox, Head Lice, Conjunctivitis (Pink Eye).

· Behavior indicating pain or distress

When an illness such as diarrhea, vomiting or fever requires removal from Soundbridge, we require children to remain home until they have been symptom -free for 24 hours.  In the case of diagnosed infection, the child must be on an antibiotic for 24 hours before returning to Soundbridge.

EMERGENCY PROCEDURES

WHEN A PARENT CANNOT BE CONTACTED

Please keep us up-to-date with telephone numbers where you can be contacted in an emergency.  In an emergency or if you are very late in picking up your child and we have not heard from you, every attempt will be made to contact family members or emergency contacts.  If we are not successful, then we will ask for assistance from the local police to help us find you.

REPORTING SUSPECTED ABUSE AND NEGLECT

Connecticut State law requires that all teachers and school personnel report suspected abuse or neglect to the Department of Children and Families (DCF).  All Soundbridge staff are mandated reporters.  If there is any doubt about reporting a situation it is resolved in favor of the child and a report is made.  We want to protect all children from harm.


Should you at anytime of your child’s enrollment have any questions or concerns about your child’s care or safety, please speak immediately to the Student Services Coordinator or the Director of the Early Learning Center.

COMMUNICABLE ILLNESSES

Please notify Soundbridge immediately if your child has been diagnosed with a communicable illness such as chicken pox, Fifth Disease, or Conjunctivitis.  We need to inform other parents and staff so that they will be able to be alert for symptoms, and take proper measures to keep everyone healthy.
ADMINISTRATION OF MEDICATION

If your physician feels it is absolutely necessary for your child to receive medication during Soundbridge program hours, the following procedures must be followed and forms completed prior to our trained staff member administering the medication. 

· Medicine Permission Forms must be filled out completely and signed by the child’s PHYSICIAN, as well as the parent, and be on file at Soundbridge.  Please see Kelly-Ann Clark for forms.  The permission form must be completely filled out.
· Medicine must be provided to Soundbridge in the original container by the parent.  The name of the medication, expiration date, and child’s name must be clearly displayed.  Date of birth and strength of medication must by clearly labeled on the prescription container.

· Soundbridge will not administer the first dosage of any medication.  The first dosage of medication should be administered by the parent/guardian in the home environment to evaluate the effectiveness and observe possible side effects.  Directions for administration of medication will be clearly labeled.

· Children may not be in possession of any medicines.  Medicines must be directly handed to the teacher or program staff member by the parent/guardian. 

· Medications will be locked in the Nurse’s Office or in a locked box in the PTO Kitchen refrigerator.

· All unused medication shall be returned to the parent/guardian or flushed with at least one witness if not picked up within one week following termination of the medication order.

PARENT VISITS & HOME-SCHOOL COMMUNICATION

Parents are very welcome to visit and participate in their child’s class.  Experience and research tell us that the children who are most successful in school are those children whose parents are actively involved in their education.  However, to make certain that the building is a safe place, we ask that all visitors stop at the receptionist’s desk to announce their arrival.  Prior arrangements for visits are much appreciated.

We encourage reciprocal communication between teachers and parents about their child.  Feel free to write notes or call with messages for your child’s teacher.  The teacher may not be free to talk at the time of your call but will receive the message and call back later, if necessary.

Frequent newsletters from the teacher will inform you of the themes and activities being planned and implemented.  This will enable you to provide enriching experiences in the home setting to reinforce concepts.  Informational and parent support meetings are held throughout the year, as well as social activities and outings.  Everyone is encouraged to participate.

TOYS FROM HOME

Please feel free to send a stuffed animal (clearly marked with your child’s name) to school if your child would like to have it for rest time.  However, we encourage you to have your child leave other toys at home.  Preschoolers find it very difficult to share “Home Toys” with other children at school; also, we cannot be responsible for loss or damage of toys from home.
SNACKS AND CELEBRATIONS

Morning and afternoon snacks are provided by Soundbridge.  We strive to provide healthy snacks for the children who attend.  We provide 100% pure juice and snacks that are low in fat, sugar and salt.  Fruits and raw vegetables are sometimes served as well.  

Our hands-on-curriculum often includes cooking activities that provide the snack for that day.  Because of the variety of foods that your child will have the opportunity to sample, it is vital that we are informed of any food allergies or religious preferences regarding diet.

Soundbridge does not provide meals for the children.  However, children who spend the full day at Soundbridge may take advantage of the lunch service provided by the town of Wethersfield. Full day children, if not participating in Wethersfield’s lunch program, should bring a balanced lunch that does not require heating.  Candy and items with high sugar contents are discouraged.  Children should have a meal prior to arriving at Soundbridge. 

We are happy to celebrate birthdays, but ask that your birthday treats minimize the sugar content.  We also acknowledge children’s interest in a variety of other traditional cultural holidays, such as Halloween and Valentine’s Day.  Parents often take turns providing refreshments for these parties, as children take pride in having the opportunity to be the party providers.  Parents are welcome at all our parties.

CONTRACT AND PAYMENT POLICIES

Soundbridge contracts are based on a 36-week school calendar, with tuition paid by the 10th of each month for the following month.  In order to hold a place for the next school year, a deposit of $100 is required which will be applied toward the first month’s tuition. 

TUITION PAYMENTS

· Tuition payments are due by the 10th of the month prior to the child attending school.  (i.e.  Payment for September is due by August 10th.)

· All payments made by check or money order should be mailed to the Student Services Coordinator and must be postmarked by the 10th of the month.

· Credit card payments will be accepted.  Please ask the Student Services Coordinator for the forms to fill out.  These must be returned to Soundbridge and on file with CREC Business Services Division.

There will be no credit for days when your child is sick or for unused days.
SIBLING DISCOUNT

When two or more children from the same family are enrolled at Soundbridge Early Learning Center, a 10% discount is given to the second and subsequent children.  Please contact the Student Services Coordinator for more information.

LATE PAYMENT

· A $25.00 late fee will be charged when tuition is not received by the 10th day of the month. If the tuition-plus-late-fee is not received by the 1st of the following month, your child will not be able to return to Soundbridge on the next school day.

· When the tuition balance has been paid in full, your child may return, providing space is still available.

WITHDRAWAL

We realize that sometimes parents may need to withdraw their children.  We want you to understand our policy on withdrawals for children whose parents are paying tuition.

Withdrawals between July 1st and December 31st will result in one additional month's tuition from the date of the withdrawal.  For example, if the child's last day is November 10th, tuition is due up to December 10th.  

Between January 1st and June 30th, parents will be responsible for the remainder of the year's tuition.
However, parents will be excused from the above payments if we are able to subsequently and completely fill the vacancy, or if the parents have moved out of the county as a result of a job change.

If during the course of the year, it appears that the program is not suited to your child’s needs we will inform you and assist you in making other arrangements.
LATE PICK-UP POLICY

If you are unable to arrive by your contracted pick up time, please notify Soundbridge staff so that we can reassure your child, as well as inform staff. Late pick up is determined by the clock located in the classroom your child is in at that time. Picking up your child on time is a courtesy to your child, the teachers, and other parents.
Late pick up fees are $5.00 per child for the first 5 minutes or part thereof.  For example, if the child is to be picked up at 4:00 PM, and the parent actually picks up the child at 4:11 PM, then the late fee would be $15.00.  Late fees should be paid to the Student Services Coordinator within 24 hours of the late pick up.

If a parent is late three times over a ten-month period, Soundbridge reserves the right to discontinue services for the family.

DISCLAIMER

All policies and procedures outlined are subject to change.
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