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Philosophy

 “LEARNING THROUGH PLAY IN A NURTURING ENVIRONMENT”
Sonlight Child Development Center (SCDC) was opened in September, 2008, and is a ministry of Mequon United Methodist Church (MUMC). Sonlight Center’s Philosophy Statement: Development of the whole child, helping each child grow in spirit, mind, body, and relationships through support, education and resources for the entire family. 
Sonlight Center provides children and families a safe and nurturing learning environment that includes:

• Caring, experienced and well-trained lead and assistant teachers

• Planned activities that meet the individual needs of all children

• Opportunities for children to learn through exploring materials in their environment

• Participation in large and small group activities
• Weekly Computer Tots (2½ yrs & up), monthly nature and music programs
• Nature explorations on nature trails and a safe outdoor playground

• Age and developmentally appropriate and culturally diverse activities and materials in the classrooms

• Development of each child’s fine and gross motor, social, cognitive, self-help, problem solving, communication and language skills

• Encouragement of each child’s creativity and curiosity

• Nutritious and fresh lunch are catered daily, and Sonlight provides appropriate morning and afternoon snacks
 

Our Mission
To provide a positive environment, influenced by Christian sensibilities, where children can develop respect for self and others, a lasting love of and desire for learning, and a relationship with God.
Enrollment
Sonlight Child Development Center is licensed by the state of Wisconsin for 59 children ages six weeks through five years. The Center is open year round from 7:00 a.m. until 6:00 p.m., Monday through Friday.  Sonlight admits children regardless of race, national origin or religion. There is a minimum of 2 half-days or more per week enrollment so that the student has two separate days in which he/she attends Sonlight. This is for more continuity for the child, rather than a week of separation from the Center.
Sonlight Child Development Center welcomes children with special needs as a part of our regular program. Our teachers have experience in this area and are willing to work with children of all backgrounds to provide the best program possible, as long as our program can meet your child’s needs. Integration of special needs children into the program requires development of a strong relationship between parents and staff in order to assist the child.
Upon acceptance, and the completion of all forms, your child may begin. For newly enrolled children, there is a 2 week trial period during which time either party can withdraw and the parent only pays for the days used. After the two-week trial period, a two-week notice must be given before changing the amount of care or withdrawing from the program.

All children must have the following documents turned in prior to their first day (or within 1 month, as noted):


1. Child Care Enrollment Form

2. Health History and Emergency Care Plan 

3. Child Health Report (within 1 month)

4. Day Care Immunization Record (within 1 month)

5. Infant/Toddler intake form for children under 2, updated every 3 months

6. Parent Agreement

Program Fees
A registration fee of $50.00 per family plus the first week’s program fees are due at the time of enrollment. Current weekly program fees are listed in a separate document, Program Fees, which can be accessed through our website www.sonlightcdc.org. Parents are responsible for submitting program fees, which are due each week on the morning of your child’s first day of attendance for that week. There is a $5.00 late fee for each day the payment is late. Also there is a $25.00 NSF charge for any returned checks. A late pick-up fee of $10.00 will be charged every 10 minutes (or part thereof) for pick-up after 6:00 PM. If the Center is asked to care for a child for more than 10 hours per day, there will be an additional charge per hour, as well as the parent providing an additional meal. If you have two or more children enrolled a comparable amount of time each week at our Center, you pay full tuition for the youngest child and receive a 10% discount for any other child(ren).
Please understand that your weekly program fee is a flat rate for your child care needs – it does not change unless you are turning in a vacation voucher for credit, on weeks when there is a Holiday, or the level of service changes. (Please refer to Holidays/Vacation/Sick Days.) If you need to make a change to your child’s permanent schedule, this must be turned in at least 2 weeks in advance of that change. (Refer to Schedule Changes.) We do not bill weekly. Monthly and yearly statements will be issued upon request for tax purposes.
Parental Involvement and Information
We believe parents are the most important educators of their children. We encourage parents to come and visit and spend some time with their child at our Center. Parents may visit and observe at any time during the Center’s hours of operation, unless access is prohibited or restricted by court order. Parents can be involved in a variety of activities including helping in the classroom, chaperoning on-site field trips, making treats for special days, and participating in special activities. In addition, we would like to become a partner with you and work together to achieve the best for your child. Parent/teacher conferences are held upon request, although parents are encouraged to meet with their child’s teacher at any time. Progress reports are sent home twice a year. Please check children’s cubbies daily for important information. Daily take-home reports (or teacher’s report posted on the 3½ - 5 Year Old Preschool parent communication board) explain the activities the children participated in throughout the day. Monthly Sonlight Center and individual classroom newsletters inform the parents about classroom information and upcoming events and activities. Refer to the parent information board outside of the office for important licensing information such as capacity, hours and days of operation, licensing visits and any non-compliance notices.  

Intakes

Before a child starts in the program, or moves to a new classroom, the parents will have an opportunity to meet with their child’s teacher. This allows parents to learn about their child’s new classroom, and it allows the teacher to ask questions about the child. For children ages 6 weeks to 2 years, an infant/toddler Intake Form will be filled out that includes information about the child’s sleeping, eating and diapering routines, the child’s way of communicating, and techniques that help to comfort the child. This form will be kept in the child’s classroom and will be updated and signed by the parent every three months.
Grievance Procedure

If a parent/family has a grievance with any aspect of the school, he/she should speak with the Director as soon as possible. If further help is needed or the issue is not resolved, the parent/family should contact the Pastor.

Guidance and Discipline
Sonlight Child Development Center strives to provide a stimulating, happy, enjoyable environment for all children. Appropriate ways to help manage crying, fussing or distraught children/infants includes: holding, rocking, changing, feeding, stroller ride, singing to, placing in the swing, music/movement, or putting them to sleep. Appropriate techniques to manage transitions such as waiting in line or waiting for their turn: have them choose another activity, sing a song, or play a guessing game, such as “I Spy.”
We will guide children’s behavior by setting clear limits. We will talk with children about expected behaviors and model those behaviors consistently for them. Children will be given a wide range of age-appropriate activities to choose from and will be given the attention they need before they demand it. Behavior management will be for the purpose of helping children develop self control, self esteem and respect for the rights of others. Undesirable behavior, such as biting, hitting or pushing, will be redirected to another activity. If a child continues to exhibit unacceptable behavior, we will request a conference with the parents to consider how to deal with the behavior. If the behavior continues, the next steps may include referrals to appropriate community resources, and/or discharge of the child from the Center.

In accordance with the Wisconsin Administration Code for Licensing Rules for Day Care Centers (DCF 251), actions that are aversive, cruel or humiliating and actions that may be psychologically, emotionally or physically painful, discomforting, dangerous or potentially injurious are prohibited. Prohibited actions include spanking, hitting, pinching, shaking, slapping, twisting or inflicting any other form of corporal punishment on the child; verbal abuse, threats or derogatory remarks about the child or the child’s family; physical restraint, binding or tying the child to restrict movement, enclosing the child in a confined space such as a closet, locked room, box or similar cubicle; withholding or forcing meals, snacks or naps; or punishing a child for lapses in toilet training. These forms of punishment will never be used, even at a parent’s request.

Discharge Policy

A child may be discharged from the Center for reasons such as, but not limited to:


• Failure to pay fees on time (grounds for immediate termination)


• Lack of parental cooperation or communication

• Inability of Center to meet the needs of the child


• Repeated failure to pick up the child at scheduled time


• Failure to keep files and forms up to date

      • Negative child behavior

Termination from either party requires a minimum of a two-week written notice. Prior to termination, the Center will make every effort to resolve any issues with the family.
Health and Safety Policies
Observation

Upon arrival, each child shall be observed for symptoms of illness. Any evidence of unusual bruises, contusions, lacerations or burns shall be noted on the child’s record and reported immediately to the Director. This will then be documented in the classroom’s medical log book. Children’s specific allergies shall be made known to all staff members.
Sick Children

Sick children should be kept at home until well enough to attend school and participate in all activities. Please call the school to alert us to the fact that your child will not be attending that day. If, during the day, a child displays the following symptoms, they shall be isolated:

• Sore throat

• Inflammation of the eyes

• Fever over 101
• Lice
• Rash
• Vomiting

• Diarrhea
• Or other illness

We will contact the child’s family. You will have one hour to pick up your child. Your child will be isolated from the other children in an area of the classroom (or isolated in the office, if staff is available) and will be able to rest on their cot. If your child is not picked up you will be charged $12.00 per hour to cover the cost of individual care of your child. 
Communicable Disease

When a sick child is suspected of having a communicable disease such as but not limited to chicken pox, German measles, infectious hepatitis, measles, mumps, whooping cough, diphtheria or meningitis, the Ozaukee County Community Health Nursing Service and the State Licensing Specialist shall be notified. When a diagnosis is made, the exposed children shall be watched for symptoms and the parents will be notified. After a communicable disease, a child may be readmitted without a statement from a physician if the child has been absent for the period of time designated by the Department of Health and Social Services. 
Medications

Center staff may dispense medication if the “Authorization to Medicate” form is signed and on file. All medication must be in the original container with child’s name, dosage, directions for administering and expiration date clearly marked on the label. Prescription medicine should also bear the name of the pharmacy.  No medication may be kept at the Center without a current “Authorization to Medicate” form on file. A written record including type of medication given, time, date and name of the person administering shall be made in the medications and injury log book on the same day that the medication is administered.  Medication will be stored out of reach of children in a container marked “Medication”. Those needing refrigeration will be stored in the refrigerator in a container marked “Medication”. All topical solutions such as but not limited to sun block, insect repellant, powder, gels, ointments and lotions must also have written permission before they can be applied to a child. The brand and strength of sun block must be indicated on the permission form.
Hand Washing Routine

The following hand washing routine will be used by both children and staff: 
1. Turn water on to a warm, comfortable temperature.

2. Get hands wet and apply soap.

3. Work soap into a lather for at least 15 to 20 seconds making sure to get the areas between the fingers, under nails, and on the backs of your hands.

4. Rinse well under running water.

5. Dry hands with a disposable paper towel.

6. Use the same towel to turn the water off.

7. Use lotion to prevent hands from becoming dry or cracked.

Personal Cleanliness

1. Children’s hands shall be washed with soap and water upon arrival to the Center, after using the toilet, before and after eating, and other times as needed.

2. Persons working with children shall wash their hands with soap and water before handling food, and after assisting with toileting and wiping bodily fluids.

3. Single use disposable gloves shall be worn if there is contact with fluids containing blood or tissue discharge. Hands shall be washed with soap and water and gloves shall be discarded in plastic bags.

4. Bodily secretions such as runny noses, eye drainage and coughed-up matter shall be wiped with a disposable tissue used once and placed in a plastic lined container. Whoever does the wiping shall wash their hands immediately.
5. Bodily secretions on surfaces shall be washed with soap and water and disinfected with a bleach solution of one tablespoon bleach to one quart of water made fresh daily. Hands shall be washed immediately.

6. Diapering shall be done in a designated area in the classroom on a plastic lined changing table. Soiled diapers will be disposed of immediately in garbage can using foot to lift the lid. Changing table will be cleaned immediately with soap and water and then bleach solution. The adult changing the diaper will wash their hands immediately with soap and running water. The child’s hands will be washed immediately with soap and running water as well.
7. Clothing that becomes soiled will be changed and the clothes will be placed into a plastic bag and put into the child’s cubby to be taken home and cleaned. If the child has an accident during nap time, their clothing, cot sheet and blanket will be sent home in a plastic bag.
8. Children will use the bathroom as needed (doors are always propped open). Children will wash their hands with soap and water when finished, before leaving the bathroom. If an adult assisted in any way they will wash their hands with soap and water as well.

Sanitation of Toys and Equipment

All furnishings and toys will be washed and cleaned at least weekly in upper level classrooms and more frequently in the infant and toddler classrooms. Toys that are mouthed will be placed in a bin that is inaccessible to children until the toys are cleaned and sanitized.  Eating surfaces will be washed and sanitized before and after each use. Crib sheets will be sent home to be washed and sanitized each week, and cots will be wiped down with soap and water and then sprayed with a bleach and water solution. Cribs will be sprayed and wiped down at the end of each week with a bleach and water solution. All toys in use will be sprayed with a bleach and water solution daily/weekly, depending on the level of use in each individual classroom.
Accident or Injury Procedure

1. For a minor injury, individuals in charge shall handle routine treatment. Superficial wounds shall be cleaned with soap and water only and protected with bandages. Ice packs will be applied to minor injuries. The Center will provide bandages, tape and soap. Parents will be informed when they pick up their child.

2. In a more severe injury where emergency medical care is needed, 911 will be called and the child will be taken to St. Mary’s Hospital Ozaukee. Parents will also be contacted immediately by using the emergency numbers on file. 
3. If an injury occurs off-site, the child will be taken to the nearest emergency medical Center and parents will be contacted immediately.

4. A record of accident or injury shall be sent home with a copy kept in the child’s permanent file, as well as written in the classroom medical log.

Parent Notification
Parents shall be notified:
1. By a teacher’s written note when their child has been exposed to a communicable disease, which has been diagnosed or suspected.

2. By immediate telephone communication when their child has fallen ill or suffered serious injury.

3. By the teacher when the child is picked up from the Center if the child suffered a minor injury.

4. By immediate telephone communication from the Director when their child has suffered suspected child abuse by a teacher, staff member or another child.

5. By immediate telephone communication from the Director if their child is missing. Police will also be called.

Medical Log

A daily record of injuries shall be kept in each classroom’s medical and injury log book. Records of injuries shall be reviewed by the Director with the staff at least twice a year in order to determine that all possible preventive measures are being taken. There shall be documentation in the log book that reviews have taken place. All injuries to a child and first aid administered will be documented in the Center medical log. All injury sustained outside of the Center and marked change of behavior will also be documented in the medical log. All medications administered to a child while in the Center’s care will also be documented in the medical log. All documentation shall be done by the person who observed the injury or the person who administered the medication.
Special Health or Dietary Needs

It is important for all caregivers to know about the special needs of all children in the room where they are working. To insure that this information is available to all staff members, health history sheets will be kept in the sign in/out binders in each classroom. Staff will review these health history sheets whenever they come into a new classroom. A blue sheet with the health and dietary needs will be posted on the inside of the cabinets in each classroom. Additional information for special needs children will be shared with all staff, including specific health care requirements as well as any physical, emotional, social, or cognitive disabilities, including IEP if available.
Sudden Infant Death Syndrome

To reduce the risk of Sudden Infant Death Syndrome, children less than 12 months olds will be placed on their backs in cribs that have a tight fitting mattress to sleep. Infants that are non-mobile shall have time when they are awake to spend on their stomachs. 

All mattress coverings shall be tight fitting and blankets used to cover the infant will be tucked tightly under the mattress and kept away from the child’s nose and mouth. Soft materials including sheepskins, thick blankets, pillows, stuffed animals, and bumper pads are not allowed in the cribs. Children will be placed on their backs to sleep unless another sleep position is specified in writing by the child’s physician. The child will be allowed to assume the most comfortable sleep position when they are able to roll over independently. Children that fall asleep somewhere other than their crib shall be moved to their crib and placed on their back to sleep. The temperature in the infant room will be kept at a comfortable level so that thick blankets or comforters are not needed. 
If an infant is found to be unresponsive the caregiver shall:
1. Start CPR

2. Dial 911

3. Calm the other children and remove them from the area

4. Call the child’s parents and then the other children’s parents 

5. Call the licensing agency

6. Leave the room as is, do not clean things up

7. Contact the local SIDS organization for support materials
Evacuation Procedures
Tornado Evacuation

1. Director or church secretary shall signal with a whistle on both floors.

2. Lead and Assistant Teacher will assemble children in single file line and count heads as the children line up. In the infant room, the children will be placed into 2 cribs, 4 infants per crib, with wheels and the teacher and assistant teacher will push the cribs. The Lead or Assistant Teacher will bring the sign in/out binders with the children’s emergency contact information. 

3. Teachers and children in the classrooms on the second floor shall proceed down the hall toward the back (West) of the building, down the stairs to the first floor. All children shall sit against the wall in the North/South hallway directly to the West of the Sonlight Office. Infant cribs will be rolled into the North/South hallway directly outside of the Infant Room. They will remain there until the all clear is announced. Teachers will count heads one more time.

4. Additional teachers/helpers will make sure all children are out of the classrooms and bathrooms and if time permits close windows and doors.

5. Procedure will be practiced once a month from April through October.

6. Emergency kit containing the following items will be in the Sonlight Office:

a. Flashlight and extra batteries

b. Radio and extra batteries

c. Puzzles, crayons and various activities
Fire Evacuation

1. Director or church secretary automatically signals the Fire Department by pulling the fire alarm.

2. Lead and Assistant Teachers will assemble children in single file line and count children as they line up. In the infant rooms, the children will be placed into 2 cribs with wheels, 4 infants per crib, and the teachers will push the cribs out of the building. The Lead or Assistant Teacher will bring the sign in/out binder with the children’s emergency contact information.

3. Teachers will direct children towards one of the two exits from the building, alternating each month.

4. Teachers take another head count as soon as they are outside.

5. Additional teachers/helpers will make sure all children are out of the classrooms and bathrooms.

7. Procedure will be practiced once a month.

Flash Flood

Children will stay in the second floor classrooms if there is danger of flash flood. Infants and toddlers will be brought to the second floor classrooms. Emergency kit, containing items as noted above, is taken to the second floor.
Emergency Contact Person

When only one adult is at Sonlight Child Development Center there will be a second emergency contact person available within 5 minutes. The list of emergency contacts is available by the phones in the Center Office and each classroom.
Other Emergency Procedures

The inside temperature of the classrooms may not be less that 67 degrees F. If the inside temperature exceeds 80 degrees F, Sonlight shall provide for air circulation with fans and room air conditioners. In the event of building service loss such as no water, electricity, etc. classes will be cancelled until the situation is resolved. If a situation arises during a session, parents will be notified, and children will be kept safe at a location within the church building.

Child Abuse/Neglect
Any employee or volunteer working for Sonlight that knows or has reasonable cause to suspect that a child has been abused or neglected shall immediately contact the Director. Upon this report the Director or teacher shall immediately contact the county department of social services, human services, or a local law enforcement agency. Employees will receive training every two years regarding child abuse and neglect laws, recognizing children who may have been abused or neglected, and the process for reporting suspected cases. This training will be documented in the staff file.
Confidentiality of Records
Persons having access to children’s records (employees and volunteers) shall not discuss or disclose personal information regarding the children and facts learned about the children and their families. This does not apply to the parent or a person authorized in writing by the parent to receive the information, agencies assisting in planning for the child when informed written parental consent has been given, or authorized agencies. A parent upon request has access to all records and reports maintained on his or her child. All records required by the Department of Health and Family Services must be available to the licensing representatives.
Children’s Health Requirements

Examination

Each child shall have an initial examination not more than six months prior to, or three months after, admission to Sonlight Child Development Center. Evidence of current physical examination shall be provided by a report signed and dated by a physician licensed in the state where the examination was done. A follow-up physical examination shall be supplied every 6 months after admission for children under 2 years of age, or every 2 years after admission for children 2 years of age and older.

Immunization

Each child shall have on file an immunization history which states that the child has been immunized against diphtheria, tetanus, poliomyelitis, measles, rubella, hepatitis B, pneumococcal pneumonia, and chicken pox, as well as the month and year each dose was administered. A written statement shall be on file at Sonlight prior to the child’s admission or one of the following compliance alternatives shall be met prior to the child’s admission:

1. A physician’s written, signed and dated statement that in the opinion of the physician, a particular immunization requirement is or may be detrimental to the health of a particular child. In this case the requirement for that particular immunization shall be waived for this child until it is certified by that physician, or another physician chosen by the parent, that the particular immunization is no longer detrimental to the health of the child.

2. A parent’s written, signed and dated statement shall be on file stating that a particular child is an adherent of a religious belief, which precludes immunization. In this case, the immunization requirements shall be waived for this child.
Staff Health Requirements
1. Teachers shall have a health examination within 12 months prior to beginning work at    Sonlight or within 30 days after beginning work at Sonlight.  The results of the examination shall be signed by a licensed physician, physician’s assistant or health care provider. The report shall indicate that the teacher is free from any communicable disease which presents a safety or health risk to children. This includes tuberculosis and other communicable diseases which are transmitted through normal contact. The report will also indicate that the teacher is physically able to work with young children. This health requirement does not apply to a teacher who requests from the Department of Health and Family Services in writing an exemption based upon adherence to religious belief in exclusive use of prayer or spiritual means for healing in accordance with a bona fide religious sect or denomination.
2. No person with symptoms of serious illness or a communicable disease transmitted through normal contact which presents a safety risk to children may be on the premises. Anyone who has regular contact with the children and shows behaviors that give reasonable concern for the safety of children may be required to submit to an examination by a licensed mental health professional as a condition of licensure or employment.
3. No person with a health history of typhoid, paratyphoid, dysentery or any other diarrheal disease may work in a Center until it is determined by appropriate tests that the person is not a carrier of the disease.
Program Guidelines

It is our mission to provide a positive environment where children will develop respect for self and others and a lasting love and desire for learning. This embodies our main goal of educating the whole child, and helping them grow in spirit, mind and body. The children will be engaged in hands-on activities and guided discovery in a positive atmosphere where every child succeeds. Activities are planned which emphasize the process rather than the product, fostering a sense of accomplishment and pride.
Our curriculum consists of the following areas:

1. Developing self-esteem and a positive self-image

2. Opportunities for positive social interaction

3. Self expression and communication

4. Large and small muscle development

5. Intellectual growth

6. Art, music, movement and creative expression

7. Christian sensibilities that represent positive, age appropriate values

To enhance our curriculum we will utilize:

1. Large and small group activities

2. Freedom of choices and learning through play

3. Daily outdoor activities 

4. Exploration in onsite nature area 

5. Activities that are developmentally appropriate for each age group—infants, toddlers, twos, threes, and fours/fives.

6. Quiet time

7. Culturally diverse materials and activities
Infant Rooms
Sonlight Center has 2 infant rooms. The “Cubbies” Room is for infants 6 weeks to approximately 10 or 11 months, or crawling and becoming more mobile. The “Kitties” Room is for older babies, 10-11 months thru 15-17 months, or until the infant is ready physically, developmentally and emotionally to transition to the toddler room. Teachers in the infant rooms will be committed to forming a strong bond with the infants while taking care of the infant’s daily needs. Parents fill out the top half of the infant’s daily report, with the caregiver completing detailed information about the child’s diapering, feeding, sleeping and other daily activities. Regular communication between parents and caregivers is encouraged to help make this a smooth transition into our program. Each infant will be on their own sleeping, eating and diapering schedule. In the infant rooms, infants will be working on all areas of development. A weekly lesson plan will be written for each infant room, taking into account their developmental level.  The most significant growth during the infant stage is physical development. As their muscles develop, infants will gain head and trunk control, roll over, sit upright, crawl, creep, stand and take their first steps. Teachers will help children develop these skills through play and opportunities for movement in open areas. Infants will also have opportunities to develop their fine motor skills such as grasping and picking up objects through games, toys, songs, and self feeding. Language development is also an important milestone during the infant stage. Teachers will encourage language development by responding to infant’s verbal and nonverbal communications. Sign language will be taught and used regularly with each infant to help them express needs and wants. Teachers will interact and talk with children throughout the day and during routines such as feeding and diapering. Books and songs will also be used in the infant rooms. Infant’s cognitive development will be enhanced through interactions with their teachers, stimulating toys that generate curiosity, games, exploration of the classroom, outdoor walks, and opportunities to interact with other infants. 
Toddler Room

Children with a minimum age of 15 months through 24 months will be in the toddler room. Teachers in the toddler room will create a safe environment that allows this active age group to explore, learn, create and interact with other children. A single lesson plan will be written each week that takes into account the individual interests and developmental levels of each child. Children in the toddler room will have daily opportunities to participate in group, individual, movement, art, and sensory activities. These activities will encourage growth in a toddler’s physical, cognitive, language, and help-self development.

2 Year Old Preschool
Children in the Two’s room are beginning to gain more independence and are continuing to work on their communication skills. Teachers will work with parents to start toilet training and will be ready to help the independent two-year old when necessary. Single lesson plans will be written that take into account the individual needs of all children. The lesson plans will be similar to the preschool lesson plans in that they will include group, outdoor, center, and art time in the mornings. There will be opportunities for children to work in groups, one-on-one with a teacher and alone as well as opportunities to choose activities. Throughout the day, children will be developing their physical, cognitive, language, self-help, and social skills.
2½ - 3½ Year Old Preschool

Children in this preschool room are exerting their independence and learning important self help skills. Teachers will support children as they learn to “do things on their own”. A single lesson plan will be written that addresses the needs of all children in the classroom. Mornings in this room will include group time, center activities that include math, science, writing and art, and outside time. Activities will be provided to help children develop their cognitive, social, physical, self-help, and language skills. Teachers will encourage children’s curiosity and provide activities that children can do individually as well as in a group.

3½ - 5 Year Old Preschool

Children in this preschool room are continuing to build the school readiness skills that they will need in Kindergarten. Teachers will help children build math, early reading, self-help, social, and language skills through motivating activities. Children will choose which activities to participate in during center time. There will also be morning and afternoon group, outdoor activities, and art time. The children in this room will continue to build the social skills of cooperating, sharing, and self-control. 

Routines
Arrival/Departure

All children will be signed in and out during arrival and departure times by the parent or lead or assistant teacher. Upon arrival and departure the parent will initial and write the time the child arrives or departs on the attendance sheet. If someone is picking up the child who is not authorized, Sonlight Child Development Center must have a signed note from the parent stating who will be picking up the child, as well as a photo I.D. of the adult picking up the child. Please call the school as soon as possible if your child will not be attending on his/her scheduled day, or if you will be arriving more than 30 minutes before or after your scheduled arrival time. If we do not hear from you within 30 minutes of your child’s start time, we will call your home and/or place of employment. The lead teacher keeps a daily list of those children who are in his/her care. At least every hour the teacher will do a HEAD COUNT and ATTENDANCE CHECK, as well as before and after transitions.
Typical Classroom Schedule:
7:00 – 9:00  
Arrival – Free Choice/Centers

9:00 – 9:30 
Snack/Bathroom Break

9:30 – 10:00 
Story-Time/Flannel Board/Rhymes

10:00 – 10:30
Music/Games/Art

10:30 – 10:45 
Bathroom Break

10:45 – 11:30
Outside/Indoor Gym/Computer Tots

11:30 – 12:30
Lunch/Bathroom Break

12:30 – 2:30
Nap/Rest Time

2:30 – 3:00
Snack/Bathroom Break

3:00 – 6:00
Departure – Free Choice Outside/Indoor Gym
Outdoor Activities

Our curriculum encourages daily outdoor activities. We will utilize the nature trails, outdoor play area and surrounding areas for free play and environmental activities. Please dress your child appropriately for outdoor weather. For children ages 2-5 we will go outside when the wind chill is above 25 degrees F and less than 90 degrees F. For children under 2, we will go outside if the wind chill is above 30 degrees F and less than 90 degrees F. Please label and send snow pants, boots, hat, mittens and a warm jacket during the winter, when the snow brings on a fun group of activities. Children wear a hat and sunscreen if provided during the summer, when swimming activities are enjoyed by all on the warm days.
Early Morning and Late Afternoon Care
1. Children that arrive early may bring breakfast.
2. The children shall have an outdoor play time in the morning and afternoon.
3. Activities in the early morning and late afternoon will not duplicate materials or activities planned for the major part of the program. To ensure that activities are not duplicated, a container of toys will be set aside for use only during the early morning and late afternoon hours. 
Field Trips

The current curriculum does not include off-site field trips. Children may participate in on-site, walking field trips through the nature area. All children will be assigned to a teacher, assistant teacher or another responsible adult. The adults in charge must track the whereabouts of the children at all times. This includes a head count as they leave the building, regularly while in the nature area, and again as they arrive back at the building. Emergency information will be kept with the teachers at all times. 
School Age Transportation

Parents must provide transportation to and from their child’s school to Sonlight Child Development Center.
Apparel

Our curriculum encourages play, free choices and lots of creative projects. Your child will have daily opportunities to participate in art activities. Please dress your children in comfortable clothes that you do not mind if they get dirty or into a little paint. Also, please remember to dress your child in clothes that they can quickly un-do to use the bathroom with ease. 
Nutrition
As part of our mission, healthy, well-balanced meals and snacks will be served. We are contracted with Wagner’s Catering for lunch for children ages 1-5 years old. The morning and afternoon snacks will be provided by Sonlight Child Development Center. Menus will be available on our website, and will follow the Wisconsin licensing regulations based on USDA guidelines. If it is your child’s birthday, you may bring in a birthday snack for the class. Children will wash their hands with soap and water before and after every snack or meal. Snack and meal times are planned for eating and socialization. A variety of foods will be served and the children will be encouraged - but never forced - to try them, and food will not be withheld from a child.  An adult will sit at the table with the children. Snacks and meals are planned so that no child will go without food for more than three hours. Children with special diets (vegetarian, kosher, medical) will be accommodated with special meals that are provided by the parent. All allergies will be posted and children will be provided substitutions for any foods they may be allergic to. If parents provide the food for their children they must also follow the USDA Guidelines.

Infant Nutrition
Infants will be fed on their own schedule as determined by their parents and teacher. The parents must provide formula or breast milk (or milk substitute at the written direction of the child’s physician) for children less than 1 year. All bottles must be labeled, dated and refrigerated if necessary. If breast milk is being used, the time the milk was expressed must also be included. (Parents are asked to provide backup formula and breast milk – which we will store in the freezer.) Breast milk or formula that has been prepared and used will be discarded after two hours. Any leftover milk or formula will be discarded after each feeding, and the bottles will be rinsed and placed in the child’s cubby to be taken home and cleaned. Parents will provide baby food for infants. Commercial baby food containers that are opened will be covered, dated, labeled and refrigerated. If the baby food is not used within 36 hours it will be discarded. Teachers will not feed infants directly from commercial baby food containers. Infants too young to sit in a high chair shall be held during feeding and their bottles will not be propped up. All other infants will use high chairs. Self feeding with hands or spoons will be encouraged. 
Items Children Bring From Home

Infants - *PLEASE LABEL ALL ITEMS*

     • Two small sized crib sheets.


     • Blanket.

 • Diapers, wipes, and creams or powders needed for diapering with a signed         permission sheet. There must be enough for the child’s daily needs.

 • Bottles that are premixed and labeled with name and date, or pre-measured formula and bottles with water.

 • Baby Food labeled with name and date.

 • 2 changes of clothes.

 • Pacifiers or any other items necessary for your infant’s care.
 • Appropriate outerwear.

1-5 year olds - *PLEASE LABEL ALL ITEMS*

     • 2 standard sized crib sheets labeled with the child’s name.


     • Blanket. 


     • One small stuffed animal is allowed for nap time.

• Diapers, wipes, and creams or powders needed for diapering with a signed        permission sheet. There must be enough for the child’s daily needs.

     • 2 changes of clothes.

     • Appropriate outerwear.
Photography

The children may be photographed or videotaped while at Sonlight Child Development Center. Parents will be asked to sign a permission slip to allow us to take pictures of your child. If these photos are to be used for any purpose other than within the school or church, parents will be notified. Occasionally students or teachers from another school may visit to observe our classrooms for educational purposes. Please let us know if you do not want your child photographed, videotaped or observed. Images may be printed, posted on our website, or added to the Center’s Facebook page.
Pets

Parents will receive written notification prior to any pets being added to a classroom. Children’s interactions with pets will be closely monitored by the classroom staff.
Religion
Sonlight Child Development Center is affiliated with Mequon United Methodist Church. Age-appropriate Christian sensibilities such as kindness, patience, and truth-telling will be taught in the classrooms as well as a basic understanding of God's love for all creation. Prayers will be said before snacks and mealtimes. Classroom materials may include religious items such as Bible stories, puzzles and games along with general educational materials. Parents are welcome to review the materials used.

Rest Periods

All children that are in attendance in the afternoon session will have a quiet rest time for at least 30 minutes. The children will rest or quietly look at books. After 30 minutes children that are not asleep will be allowed to get up and participate in quiet activities away from the sleeping children. Each child will bring his/her own blanket and crib sheet and will be provided a cot. The blankets and cot sheets will be stored on each child’s cot, and blankets and sheets will be sent home on the last day of each child’s week for cleaning. (For children with schedules of 2-3 days per week, blankets and sheets may go home every other week.)
Holidays/Vacation/Sick Days
We will be closed during the following holidays:
    • New Years Day

    • Memorial Day

    • Independence Day

    • Labor Day

    • Thanksgiving Day

    • Day after Thanksgiving

    • Christmas Eve

    • Christmas Day 

Families will receive a credit for the holiday that we are closed only if it is a day on which your child is scheduled to attend the Center. For days surrounding a holiday, a sign up sheet will be available for parents to indicate whether your child will be attending. We reserve the right to have additional closed days due to low enrollment. 
Each child in the child care program will be allotted vacation vouchers to be used for vacations. If your child is enrolled five days per week you will receive 5 vacation vouchers per year, if your child is enrolled 4 days per week you will receive 4 vouchers, etc. For children who enroll after April 1, we will pro-rate your vacation vouchers accordingly. (There are no vacation vouchers for children in the preschool program.) Vacation vouchers must be used during the fiscal year, which runs from September 1 through August 31. Vouchers cannot be carried over. Please submit a Vacation Request Form for approval at least two weeks prior to being gone. The credit you will receive for a holiday or vacation day will be based on your calculated 1-day rate. (For example: if you pay $200/week for a 4-day week, your 1-day rate is $50.)
Schedule Changes

Sonlight’s children have a regularly set schedule when they begin at the Center. If there are schedule changes, we ask that parents contact the Director to fill out a Schedule Change form. This must be done at least two weeks prior to the proposed schedule change. You will not receive credit for sick or missed days. You may not switch scheduled days to accommodate sick or missed days, but you may add a temporary additional day. To add a temporary additional day, parents need to fill out an Additional Day Request Form for approval as soon as possible. The cost of an additional day will be calculated based on your calculated 1-day rate. (For example: if you pay $200/week for a 4-day week, your 1-day rate is $50.)
Inclement Weather

It is Sonlight’s intention to remain open at all times that the Center is scheduled to be open. If Sonlight closes on a day due to inclement weather, we will advertise the closing on Channel 6 and issue a credit for the day only if it is a day on which your child is scheduled to attend.
State Licensing Information

Sonlight is a state licensed child care center. A book containing the above policies and all state regulations, including licensing visits and any non-compliance notices, is available for your review outside the Center Office. Please contact the Director with any questions you may have.
Special Bonus to Sonlight Parents
Word of mouth is our best advertising! As parents of Sonlight Child Development Center, you will receive a $50 bonus, to be applied toward your child’s tuition for every new Sonlight family you recruit. The new family must mention your name when enrolling. You will receive your bonus after the new family has been here for four weeks. Please pick up some brochures and spread the word!
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