LEGENDS LEARNING CENTER 

AT LITTLE UNION
OUR HISTORY THEN AND NOW


As parents enter into the world of work, they find themselves in need of a nurturing and educationally stimulating environment in which to leave their children during working hours.   Dr.  C.  E. McLain, the visionary pastor of Little Union Baptist Church recognized this need and began laying the foundation for the church to develop a ministry that would meet the needs of working families more effectively.   Even though Little Union Daycare/Learning Center opened for business in 1994, it had to close its doors for a brief period in 2019.   The family friendly ministry reopened in 2020 as Legend’s Learning Center at Little Union and strives to continue providing quality care to children of all denominations and races.

The director and staff continually engage in educational development in order to learn new ways in which to help every child reach his or her potential while making Legends Learning Center at Little Union a beacon that lets its light shine in the Shreveport-Bossier community. 

Legends Learning Center at Little Union
1846 MILAM STREET

SHREVEPORT, LA   71103

PARENT HANDBOOK

                                    (2020)

Dear Parent:


We are delighted that you have chosen to enroll your child/children in our program.  Legend’s Learning Center at Little Union is a faith based early childcare and education provider located at 1846 Milam Street in the Allendale division of SHREVEPORT. We take pride in providing high quality service to you and your child/children.


The preschool years of young children are magical and wonderful. We understand that you, as a parent, want your child to grow to his/her fullest potential. Through our educational program, we can help you realize this goal and build a solid foundation for a lifetime learning.

 It is our goal to provide quality care and enriching learning experiences in a Christian environment with a strong foundation for social and academic development.  We are parents as well as educators, and we know how important it is for you to know that your child is being well taken care of during the working hours of your day.  Our motto is to provide “Quality Care For All at All Times”.  We pledge to strive for excellence

in the care of your child, and to do our best to meet his/her needs.


In addition to your child’s intellectual development his/her health and safety are two of the primary concerns.  Legend’s Learning Center at Little Union provides nutritionally balanced meals for breakfast, lunch and afternoon snack each day.  Menus are posted weekly.  Regular safety inspections are conducted along with fire and severe weather/disaster drills.


Since our business is to provide you and your child with the best available childcare, your involvement is important.  We recognize the trust and confidence you have placed in us and offer you an opportunity to share in the joy of childhood at Legend’s Learning Center at Little Union.


Your participation as a partner in your child’s early learning experience is important to us.  This handbook will help answer many of the questions you might have about childcare.  Please feel comfortable enough to talk with me regarding any further information or any concerns you have regarding our care of your child.  The school staff and I look forward to serving you.


Please read all policies and procedures, sign and date the Agreement
sheet and return to our Center immediately.  The state mandates that we 

have proof that you are informed of all policies and procedures.


Thanks for your love, prayers, and support. We look forward to serving you and your family.
















Sincerely,

 





         Director
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An important part of the Center’s philosophy is to permit parents and teachers to work in a supportive partnership for the benefit of the children.
PARENT  INVOLVEMENT POLICY


Parental Involvement in the program at Legend’s Learning Center at Little Union is strongly encouraged, whether it is through volunteering, class visits, attending programs or field trips or classroom parties, etc.


We want you to be involved in every phase of your child’s development and progress.  We depend on your cooperation and encouragement in helping your child grow and develop into a well-adjusted person with a love for learning. 



A few suggestions for parental involvement include:


1.  Reading to the children


2.  Observe and/or help with a classroom activity

3.  Helping on field trips

4.  Assisting with special projects


If you are interested in participating in your child’s activity, classroom, or helping the Center with special projects, please contact the Director.

WAYS PARENTS CAN HELP
1.  Help your child by regular attendance, except when he/she is ill.

2.  Teach him/her to put on, take off, and hang up his/her coat, to put

     away his/her toys, to eat regularly and properly, and to establish

     regular toilet habits, sleeping habits, and hand washing habits.

3.  Confer with the teacher about your child, but refrain from         

     discussing the child in the child’s presence.

4.  Take time to observe your child’s artwork and accomplishments in

     the classroom.  Check his/her cubby daily for notes from the office

     and the teacher.

5.  Know your child’s teacher.  Work with her/him concerning any
     problem that may arise.

6.  Take time to listen to your child’s daily experiences and discuss 

     them with real interest.

7.  Report any upsetting experiences which you think will help the

     teacher understand your child better.
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Emergency Information

It is essential that you keep all records current.  If your business

or home phone numbers change, or if you change jobs or move to a new address, please make sure that the information is given to us to change on your child’s records.

Inclement Weather/ Unplanned closure

To keep you up-to-date about center schedules, news, and unplanned closures, the center has signed up for “REMIND”. Remind is a free service that lets the center send one way messages via SMS, push notifications or email to everyone involved with the center. Remind will keep our phone numbers private, while making it a lot easier to stay in tough about the center. Signing up for messages on Remind is a quick and easy process



Text Message




Step 1: Simply text this code: @littleu to 318-300-1441




Step 2: Reply to the message from the Remind team 




with your first and last name, and you’re in!

Remind messages will be the primary way for us to keep in touch about the center schedule/closure changes.

· There are no open replies to messages on Remind.

· Your personal contact information is never seen by staff or by school.

· Messages from the center will be sent straight to your phone or email account.

· The alternate means of notification will be via local tele media news station 

Philosophy and Program Goals

(Child Development and Guidance)


The philosophy of Legend’s Learning Center at Little Union is based on the concept that young children learn best in a setting that provides developmentally appropriate curriculum and hands on activities.  Children learn by doing, and here at Legend’s Learning Center they will be given the opportunity to explore, to experiment, and to enjoy God’s beautiful world around them.  The goal of the early childcare experience at the Center is to help each child develop to his/her fullest potential in every area:  physical, intellectual, emotional, social and spiritual (PIES).
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To that end, our goal is to develop a lifelong enjoyment of

learning . . .

Physically  -  By providing experiences that promote good health, safe  

habits, development of motor skills, and gaining an under-standing of proper nutrition.

Intellectually  -  By developing the ability to think, reason, communicate,
          listen, solve problems, ask and answer questions, and


understand the differences in people and cultures.

Emotionally  -  By providing activities to help children express feelings
          in socially acceptable ways and develop a positive self-


concept.

Socially  -  By providing opportunities for working in group situations
          or independently, and situations for sharing, listening,         


speaking and respecting the rights and property of others.

Spiritually  -  By providing activities that promote and encourage 

children to learn lessons (general concepts) they can apply to their    

daily lives to help them grow in grace and in the knowledge of God.

POLICIES
Admission

The Learning Center accepts children 8 weeks-12 years.

The Center will accept special needs children who have a trained

and qualified care giver to assist the classroom teacher.


The Center accepts children on special diets (including milk pro-

ducts) provided they have a written statement from the Primary Care

Physician (PCP).


Admission of children includes an interview with the parents or

guardian to secure necessary information about the child (See Enrollment Form and Parent Information Packet), and to provide pertinent

information about the Center’s programs and policies.


Current immunization record, appropriate for child’s age, is required for every child. These documents will be a part of the child’s records.


Enrollment application must be completed, signed, returned to the office and a one time registration fee paid before any child is admitted.


When environmentally permissible without any legal restrictions, we suggest on a couple of days that you visit the school with your child. He/she can stay for a short period as a guest during the week prior to the start date. This will provide him/her with a secure base from which to move.
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Confidentiality & Security of Files


The Learning Center shall secure and maintain all children’s 

records.  Records shall be the property of the Center, and the Director, as custodian, shall secure records against loss, tampering, or unauthorized use.

Disclosure of Information

Notice to Parents: How to Request Information on Licensing Compliance. At the conclusion of each licensing visit when an area of non-compliance with the licensing regulations is noted, a Statement of Deficiencies is given to your child care provider. The Statement of deficiencies may be found on the Department of Education’s Web site at www.louisianabelieves.com. A hard copy of the Statement of Deficiencies may be obtained by submitting a request to:


         Department of Education

Division of Education

Post Office Box 4249

Baton Rouge, La 70821

FAX: (225) 342-2498

If you would like additional information on how to review or obtain copies of the statement of deficiencies, please contact the office of Division of Licensing at (225) 342-9905.

Withdrawal

A two (2) week written notice is required prior to withdrawal of

your child.    This notice should be given to the Director.   Parents
wishing to withdraw their child, but who fail to provide a “two week

notice” will still be liable for the last two (2) weeks of tuition rate and

all late fees accrued.
Release of Children

Parent shall sign agreement with the Center listing persons 

authorized to pick up child(ren).   A child shall never be released to

anyone unless authorized in writing by the Parent, or listed on the

enrollment form. Sign in and sign out of children is required daily by families or noted authorized person at time of drop off and pick up from center.
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Open Door  
When environmentally permissible and legally unrestricted,

Parents are welcome to visit the Center at any time during the

hours of operation as long as the visit does not interfere with the

normal operation of the Center.  (Nap time is 12 Noon – 2:00 PM and not an appropriate time to visit for observation of activities). The Center is open Monday through Friday from 6:30 AM – 5:30 PM.

Conferences

Parents may request a conference to discuss their child’s prog-

ress by contacting the Director’s office.  If you have complaints,

please make them to the Director.  Please keep in mind that our

teachers are busy with their students during school hours and cannot

take time away from them for personal or telephone conferences.

Children come first. The teachers will be happy to schedule a time 

to meet with you.

Water Activities

Wading pool/swimming pool and sprinklers at the Legend’s Learning Center at Little Union are supervised by certified personnel trained in Infant/childcare/adult CPR and Pediatric First Aid by the American Red Cross.


Off-site water activity will not be a part of activities experienced at the Center. 

Off-Site Activities

Whenever scheduled, off-site activities, i.e., field trips, shall require at least two staff in attendance and accessible to children at all times and to have documented current certification/training in Infant/Child/Adult CPR and Pediatric First Aid.

Dismissal

The Center has the right to dismiss any student when the child 
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or the child’s parent seem unable to accept routines and procedures

at our Center.   Every effort will be made to resolve problems in a

manner that is satisfactory to both the Center and the Parent.

Non-Discrimination

In accordance with Federal civil rights law and the U.S. Department of Agriculture (USDA) civil rights regulations and policies, the USDA, its Agencies, offices, and employees, and institutions participating in or administering USD programs are prohibited from discriminating based on race, color, national origin, religion, sex, gender identity (including gender expression), sexual orientation, disability, age, marital status, family/parental status, income derived from public assistance program, political beliefs,  or reprisal or retaliation for prior civil rights activity, in any program or activity conducted or funded by USDA (not all bases apply to all programs). Remedies and complaint filing deadlines vary by program or incident.

Persons with disabilities who require alternative means of communication for program information (e.g., Braille, large print, audiotape, American sign language, etc.) should contact the responsible Agency or USDA’s TARGET Center at (202) 720-2600 (voice and TTY) or contact USDA through the Federal Relay Service at (800) 877-8339. Additionally, program information made be made available in languages other than English.

To file a program discrimination complaint, complete the USDA Program Discrimination Complaint Form, AD-3027, found online at How to File a Program Discrimination Complaint and at any USDA office or write a letter addressed to USDA and provide in the letter all of the information requested in the form. To request a copy of the complaint form, call (866) 632-9992. Submit your completed form or letter to USDA by: (1) mail: U.S. Department of Agriculture, Office of the Assistant Secretary for Civil Rights, 1400 Independence Avenue, SW, Washington, D.C. 20250-9410; (2) fax: (202) 690-7442; or (3) email: program.intake@usda.gov.

USDA is an equal opportunity provider, employer, and lender.

         This institution is an equal opportunity provider.
Outside Food

Children are not allowed to bring food into the Center except

under the following circumstances:

* When a child requires a special diet - A written statement from a 

medical authority or representative on company stationery must be on 
                                              6

file.

* When a child has food allergies/intolerance - A written statement on 

         company stationery from medical authority must be on file. 
* When a child requires a modified diet for religious reasons - A written


statement to that effect from the child’s parent must be on file.

Discipline/ Behavior Management


Every child is entitled to an education which will be offered in an orderly, healthy atmosphere, both physically and emotionally, and to firm, fair treatment in all matters pertaining to school life.


Each teacher at the Learning Center is responsible for providing an environment that will bring about effective learning, thus enabling each child to achieve his maximum potential.


The home shares responsibility in the education of children and the attitude of the home towards school is reflected by the child.

Discipline is what you do to help the child control him/herself. Our discipline policy is a positive approach to help children learn to be responsible for their behavior and at the same time not injure other children.

1.   Acceptable behavior is encouraged by giving positive verbal rewards.

2.   When undesirable behavior occurs the child will be removed from the situation and placed in a time-out area within the room or redirected to another interest/activity area. This separation will be brief and supervised.  Time out is one minute per year of age. Time out does not apply to ages 1 and 2. For children over age six, a time out may be extended beyond 1 minute per year of age if a signed and dated statement including a maximum time limit from the parent granting such permission is on file at the center.

3.   If behavior problems persist, the Director will talk with the parent to discuss helpful motivation methods to encourage acceptable behavior.

4.   If a child cannot conform, Parents will be asked to come pick up the child. Continuation of inappropriate behavior will result in dismissal of the child from the Center.

5.   No child shall be subjected to physical punishment which includes but is not limited to yelling, slapping, spanking, yanking, shaking, pinching, exposure to extreme temperature or other measures producing physical pain putting anything in the mouth of a child requiring a child to exercise or placing a child in an uncomfortable position. No child shall be subjected to verbal abuse which includes but is not limited to using offensive or profane language, telling a child to “shut up” or making derogatory remarks about children or family members of children in the presence of children. No child should be subjected to threats even if there is no intent to follow through with the threat. No child shall be restrained by devices such as highchairs or feeding tables for disciplinary purposes. The staff at Legend’s Learning Center at Little Union will not administer corporal punishment. Cruel, severe, unusual or unnecessary punishment will not be inflicted upon children.  Derogatory remarks will not be made in the presence of the children about family members of children in our care or about children themselves.

6.   No child or group of children shall be allowed to discipline another child, nor allowed to   
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bully another child.

7.   No child shall be deprived of meals or any part of meals for disciplinary reasons, nor restrained by any device.

8.   In accordance with LA R.S. 14:403, the Center will report any suspected abuse and/or neglect of any child in this Center to the local child Protection Agency.

Any form of punishment that violates the spirit of this standard
of discipline, even though it may not be specifically mentioned, is 

prohibited.

Learning Center staff will:
1.   Make sure all children understand the rules.

2.   Discuss infractions with child(ren) by telling him/her what he/she did 

      Wrong.
3.   Provide “time out” for child at least 3 years of age (1 minute per year of age) where child may be isolated from the group, but not out of sight of the staff.

4.   Call Parent for conference after 3 time outs.  (Parents 

      are not allowed to physically discipline child on school property).
5.   Ask the Parent to withdraw child from the Center in extreme

      cases of disciplinary problems.

Supervision
1.   Children shall be supervised at all times.  Enrolled children shall


never be left alone in any room or outdoors at any time without


an adult present.

2.   While on duty with a group of children, childcare staff members 


shall devote their entire time in supervision of the children and


in participation with them in their activities.

Transportation

When transportation is included in the Center's license, Center buses will be used for the transportation of school age students from school to the Center during the school session and for all enrollees to and from field trips, during operational hours whenever scheduled.  No transportation will be provided to/from a child’s home.   Children shall not be transported in the back of a pick-up truck.

1.   The Director will ensure that transportation arrangements con-


form to state laws, including seat belts and child restraints.

2.   The driver will be covered by liability insurance and hold a valid,
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appropriate Louisiana driver’s license with a satisfactory


driving record.

3.   The driver will not leave the vehicle unattended at any time while


transporting children.

4.   The driver/staff attendant will see that:

a)  Each child boards or leaves the vehicle from the curb side


     of the street and/or is safely conducted across the street.


b)  A responsible person is present when the child is delivered


      to the Center.


c)  Good order is maintained on the vehicle.


d)  A Daily Attendance Record and a Visual Check Record for the


     vehicle be maintained.

5.   The vehicle will be maintained in good repair.

6.   Vehicles will be equipped with communication devices.

7.   Driver and/or bus attendant will be certified in CPR & Pediatric     

First Aid.  Buses will be equipped with first aid supplies.

8.  No tobacco use, alcohol or toxic substances, firearms, pellets, or


bb guns are allowed on the vehicle at any time.

Medication

It is the policy of Legend’s Learning Center at Little Union that 
designated/certified staff personnel administer medications on site.
1.   All medication (prescribed and over the counter) must have a 

      prescription label on the container.  If you wish to have over the

      counter medication given at the Center, ask your pharmacist to 

      place a prescription label on the medication container when you

      buy it.

2.   Medication brought to the Center without a label will not be

      administered.

3.   Medicine must be in its original container.

4.   Medication will only be given to the child for which it is prescribed.

5.   Medication forms - all medication left at the Center must be 

      signed in daily.  Please familiarize yourself with the medication

      form.  Medication cannot be given until this form is properly   

      completed. The form must be filled out completely and legibly.
6.   Medication storage  - all medications should be given to the

      Administrative staff for proper storage.  No medication should be 
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taken to any classroom nor left in a child’s bag.
7.   Any unused medication left at the Center for two (2) weeks will be  

     discarded.

8.   All food allergies must be documented on prescription pad or 

      physician letterhead and signed by a doctor.

Photography

The Center shall obtain written consent from the Parent prior to

releasing any information or photographs from which the child might

be identified, except for authorized state and federal agencies.   Parents may photograph or video parties.  No pictures taken can be sold for profit.  The Center will post group shots of children with no written means of identifying children.

Complaint

The goal of Legend’s Learning Center at Little Union goal is the physical, emotional, social and spiritual (PIES) growth of young children. If there is ever a complaint against the Center that cannot be resolved by the Director, you have the right to file a complaint with:


Department of Education


Division of Education


P. O. Box 4249


Baton Rouge, LA  70821-3078

Phone: (225) 342-9905  or  Fax: (225) 342-2498

Abuse And/Or Neglect

Any suspected abuse and/or neglect of a child in the Learning

Center will be reported in accordance with LA R.S. 14:03 to the 

local child protection agency:  Local Child Protection Hot Line – 

(318) 676-7622 or Louisiana Child Protection Statement Hotline 1-855-4LA KIDS (1-855-452-5437)
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Program/Learning Activities/Physical Activity


The curriculum at Legend’s Learning Center at Little Union is designed to

provide positive social and emotional development, age appropriate physical activity for development of both fine and gross motor skills, along with a strong academic foundation. Physical Activity includes play with a purpose. Our primary curriculum is the FROGSTREET.  The FROG STREET contains comprehensive, integrated and thematic activities for development of skills in language, literacy, numbers, as well as development, cognitively, socially, emotionally and physically. 

· Physical Activity - children under age two shall be provided time and space for age appropriate physical activity both indoor and outdoor weather permitting for minimum of 60 minutes per day.

· Children age two and older shall be provided a minimum of 60 minutes of physical activity both indoor and outdoor weather permitting per day that includes a combination of both teacher led and free play.

Each class is taught and given excellent care by a qualified staff member.  Extracurricular activities are offered when available.   The staff will provide a variety of enriched teaching and learning activities to facilitate each child’s developmental needs

Our effort is to create an academically challenging structure

in which the child is a happy, enthusiastic participant. Our program incorporates individual attention, small classes with dynamic, loving and caring teachers. General curriculum goals and objectives at a glance for each domain can be found near the back of this handbook.  

Electronic Devices


All activities involving electronic devices, including but not limited to television, movies, games, videos, computers and hand held electronic devices shall adhere to the following limitations:

· Electronic device activities for children under age two are prohibited.

· Time allowed for electronic device activities for children ages 2 and above shall not exceed 2 hours per day.

· Programs, movies and video games with violent or adult content, including but not limited to soap operas, television news, and sports programs aired at audiences other than children should not be permitted in the presence of children.

· All television, video, DVD, or other programming shall be suitable for the youngest child present.

· Only “G” programming or its television equivalent shall be shown to children under age 5.

· “PG” programming shall be only viewed by children age 5 and above and shall require written parental consent.

· Any programming with a rating more restrictive than “PG” is prohibited.

· All video games shall be suitable for the youngest child with access to the games.

· “T” and “M” rated games are prohibited.

· “E10+” rated games shall be permitted for children ages 10 years and older.
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· COMPUTERS that allow internet access by children shall be equipped with monitoring or filtering software that limits access by children to inappropriate websites, email, and instant messaging.

Transition Policy

As children grow, they are always learning new things.  Every child develops at his or her own pace.  Therefore, your child may reach milestones slightly before or after other children at the same age.  For the transition of children, from one age level classroom to another, the Director or designee will discuss individual needs of children with parents. 


Classrooms are divided into several age groups. As the children grow older, their promotion to the next age group is needed. In this case, when environmentally permissible without any legal restrictions, a few weeks before the child transition, he/she will visit the next age group for a few hours a day. During this time, teachers and administrative staff will observe the child in the new age group to see how he/she fits into the group. Parents of child are informed ahead of time about the transition. The child will be promoted permanently when the staff realizes the child is comfortable in the new age group. 

Special concerns, questions, and special needs can be referred to Caddo School Board Special Program, when initiated by parents.  Information about magnet school testing is given to parents.  When appropriate, staff discusses upcoming changes with the children.

Fees/Payment Policy

FEES:
2 months to 23 months  
             
       -$140.00 weekly



2 years (if potted trained) – 4 years 
       -$125.00 weekly


Registration Fee (nonrefundable)                  - $ 25.00
                 After- School Care (5 years – 12 years)           -$  75.00 weekly
                  Registration Fee School Age                           -$ 15.00                               

A 15% discount for weekly service will be honored for each multiple enrollee in the same family. Late Pick Up fee is $5.00 per minute and will be billed along with your weekly fee. All fees should be paid via check or money order or credit card.
· Fee for full-day service is due weekly by 9 AM on Monday.

· Fee for afterschool service is due weekly on Monday at pick up time of child from the Center.

· Payments made after specified time above is considered late and a $25 late payment fee will be assessed. Failure to make timely payments weekly, as specified above, will result in no provider service and loss of reserved space.
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· Weekly fees are due regardless of your child’s attendance. Tuition is based on annual enrollment. Credit cannot be given for missed days due to sickness or vacations. Payment is for the spot reserved for your child/children. 
· WRITTEN NOTIFICATION OF YOUR INTENT TO WITHDRAW IS DUE AT LEAST TWO (2) WEEKS IN ADVANCE.

· A $35 service fee will be assessed for all NSF/ returned checks.
· BIWEEKLY AND MONTHLY PAYMENTS WILL BE ACCEPTED IF AND ONLY IF PAID IN ADVANCE OF SERVICE RATHER THAN IN THE REAR.
· NON-PAYMENT
· PAYMENTS ARE DUE WEEKLY. BI-WEEKLY AND MONTHLY PAYMENTS ARE ACCEPTED IF PAID IN ADVANCE. IN THE EVENT THAT PAYMENTS ARE IN THE REAR OF MORE THAN $220.00 (2 WEEKS), LEGEND’S LEARNING CENTER @ LITTLE UNION WILL IMMEDIATELY SUSPEND SERVICES UNTIL ACCOUNT IS PAID IN FULL. PLEASE NOTE THAT THERE WILL BE A NO ADMIT LIST POSTED THURSDAY OF EVERY WEEK.

All parents receiving childcare assistance from the Office of Child Care Assistance Program should see the Director to discuss your co-pay for the weekly fees. Full rate for childcare is due every Monday until we receive an award letter (CCAP 12) from the office of Child Care Assistance Program.   All fees paid, by you, prior to the award letter are non- refundable but will be applied to future fees. You are responsible for the DIFFERENCE in the amount that child care actually pays and the fees we charge. Failure to make timely weekly payments will result in no provider service and written notification will be sent to CCAP office of your failure to pay co-payment amount.

Weekly fees for Afterschool care will be $60 and is due every Monday at time of pickup of your child from the center.


With the exception of when the public schools are CLOSED for breaks (Fall, Thanksgiving, Christmas/New Year’s, Spring), TOTAL fees are due whether children do or do not come to the Center.   If school age students receive full day service when public schools are Closed, there is a daily fee of $23.00. The number of children we enroll is limited and is based upon our licensed capacity.  WE MUST BE NOTIFIED IN WRITING AT LEAST TWO WEEKS IN ADVANCE OF WITHDRAWAL.  Such notification will not only prevent accumulation of weekly fees and late payment fees to your account but allow us an opportunity to fill each slot as soon as space becomes available.  
SCHEDULE/OPERATING HOURS


The Center will be open Monday – Friday from 6:30 AM to 

5:30 PM in accordance with State Licensing except for noted holidays/

closure days.  Late Pick up fee is $5.00 per minute and will be billed along with your weekly tuition fee.
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All children must arrive at center by 9:00 A.M. Please notify the office when your child will arrive late because of a doctor visit and bring written documentation of visit on medical letterhead at the time of return to center. Daily arrival cut off time (9:00AM) will be beneficial for children to experience all our planned educational and enrichment activities.

STANDARD SCHOOL CLOSING DAYS

January………………………………………New Year’s Day Holiday







Martin Luther King Holiday

April…………………………………………Good Friday

May…………………………………………Memorial Day

Staff Vacation(1 week) no tuition charge this week 
July……………………………………….Independence Day Celebration

September…………………………….Labor Day

November……………………………..Thanksgiving Holiday






    (Thursday and Friday)

December…………………………….Christmas Day Holiday

(closure day before or day after holidays possible and varies per year)






DRESS POLICY

Children’s learning involves active play.   This means that your child will be playing in sand and creating with paint, markers, glue, etc.   Appropriate “play clothes” will help your child enjoy these activities without the worry of getting “messy”. 


All enrolled children should wear clothes that they can get in and out of EASILY for restroom purposes.   Pants with elastic waist bands are preferred.   

    
Boys should NOT wear:


Girls should NOT wear:

jewelry, earrings, bracelets, 

expensive jewelry, chains, loop

chains, sagging pants, or anything

earrings, belts, sagging pants,
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 that may result in any form of 

bracelets, and sandals. Only small

 discomfort or unpleasantness for          stud earrings are allowed.

the child or disrupts the learning

process in the classroom.


The center is not responsible for lost or damaged personal items brought from home. Please do not send your child with special items or jewelry.
Uniforms

Children at our Center are required to wear uniforms each day during the regular school session.  During the summer months, we stress comfort and ease. (Uniforms are not required during the summer, but shoes with closed in heel and closed in toe are required all year).

                 Boys                                                          Girls

Red polo, navy or white sport


Red polo, navy or white 

shirt, pull on navy shorts or



blouse, pull on navy shorts,

long navy pants.





skorts, skirts, or long navy









pants, red/navy plaid dress









with white blouse.

Plaid uniforms can be found at Shreveport Gymnastics and Sports World. Solid colored uniforms can be found at any department store such as Wal-Mart, Target or your favorite place to shop.

Recording Policy


Legend’s Learning Center @ Little Union utilizes recordings and/or taping of children such as digital recordings, videotaping, audio recordings, web cam while in the center for observation/security purposes. Parents of enrollees will receive personal login information for classroom and playground surveillance.
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       SAMPLE DAILY SCHEDULE

6:30 – 8:30 AM

-
Receive children, free play

8:30 – 9:00 AM
-
Breakfast – Dental care  - Restroom – wash 







up

9:00 – 10:00 AM

-
Language development & math readiness






Table games


Story time






Music development

counting






Clay Modeling


Comparing






Legos



Recognizing








   Puzzles

10:00 – 10:30 AM
-
Free Play or Guided Play

10:30 – 10:45 AM
-
Reading

10:45 – 11:00 AM
-
Restroom break

11:00 – 11:30 AM
-
Language Development & Math readiness






continued

11:30 – 12:00 Noon
-
Restroom break  -  LUNCH  

12:00 – 12:30 PM
-
Dental care  -  NAP Preparation

12:30 – 2:00 PM

-
NAP

2:00 – 2:30 pm

-
Wake Up  -  Restroom, snack, dental care

2:30 – 3:30 PM

-
Story time, videos, free play, guided for 






toddlers and preschoolers 

3:30 – 3:45 PM

-
After school children arrive, snack

3:45 – 4:45 PM

-
Homework assistance

4:45 – 5:20 PM

-
Read, free play, videos, computer lab

5:30 PM


-
CENTER   CLOSES
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Monitoring Policy for 

Provisionally Employed Staff Members

Provisional Staff Members may be on the premises of Legend’s Learning Center at Little Union as long as they are being monitored by a staff who has been determined by licensing to be ELIGIBLE for child care purposes.

Monitoring shall start upon the arrival of the provisional employed staff and a log shall be maintained every 30 minutes on form 1811.D.3. This form found in the Licensing Library includes:

1. Name of provisionally employed staff 

2. Times of the visual observations

3. Signature of staff monitoring provisionally employed staff

4. Date being monitored

5. Provisionally employed staff hours of work

6. Job title of the provisionally employed staff and the monitor

Child Care Criminal Background Check

Policy

No person who has been found by the Department of Licensing to be INELIGIBLE for Child Care Purposes

1. Shall own, operate or participate in the severance of Legend’s Learning Center at Little Union.

2. Shall be employed by Legend’s Learning Center at Little Union as a volunteer, staff member, employee or independent contractor of any kind

3. Shall be employed as an employee or contract worker to provide services in the Center when children are present if employed by an entity identified in regulation 1809.
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    STAFF DEVELOPMENT

Within one week of employment and prior to having sole responsibility for a group of children, each staff member, including substitutes, shall receive orientation training which will include:

a.
Center policies and practices including health and safety


`procedures

b.
Emergency and evacuation plan

c.
Supervision of children

d.
Discipline policy

e.
Job description

f.
Individual needs of the children enrolled

g.
Detecting and reporting suspected child abuse and neglect

h.
Current State Licensing regulations (Bulletin 137)
i.
Confidentiality of information regarding children and their


families


This training shall be followed by four days of supervised work with children.  Documentation shall consist of a statement/check list in the employee’s record signed and dated by the employee and Director attesting to having received such orientation training and four days of supervised work with children.


The Director shall conduct one staff training session per quarter.  Documentation shall consist of dated minutes of the training sessions including training topics and signatures of all staff in attendance.


The staff is trained and certified in compliance with state requirements.  This includes CPR/First Aide training, annual early childhood Continuing Education training, health, and background screening.
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EMERGENCY  &  EVACUATION  PROCEDURES  AND  PLANS

The Director shall notify the Bureau and document within 24 hours or the next work day the following reportable critical incidents:

a.
any death of a child in the care of the Center

b.
any serious illness or injury requiring hospitalization or pro-


fessional medical attention other than first aid of a child while


in the care of the Center

c.
any fire

d.
any structural disaster

e.
any emergency situation that requires temporarily relocating


children

f.
any unusual situation which would affect the care of the child-


ren, i.e. extended loss of power, water service, gas, etc.


Fire Drills shall be conducted monthly.   These shall be conduc-

ted at various times of the day and shall be documented. Severe weather drills shall be conducted monthly during March through June. In-Shelter/Evacuation drills shall be conducted twice a year.

Evacuation  -  Fire
Classrooms 1, 3, 5, 7 exit through door #1 to fence row West.  Travel


North along fence to gate #1 to Poland Avenue.  West on


Portland Avenue to Norma Street.

Classrooms 2, 4, 6, 8 and offices A, B, C, E, F, exit through door #2 to 

fence row East.  Travel North along the fence to gate #1, to Po-

land Avenue.  West on Poland Avenue to Norma Street.

Staff Assignment: signal alarm and dial 911-Secretary; emergency file and supervision of children-Teachers; inspect building – Director/Director Designee; account for all persons – Director/Director designee; end drill-secretary.
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Shelter-In-Place

Severe Weather
Classroom #1 through door 3 to hall

Classroom #2 through door K to hall

Classrooms  3 & 5 through doors L & N to hall

Classrooms 4 & 6 through doors M & O to hall

Classrooms 7 & 8 through doors Q & P to hall

Children will get on their knees, hands behind neck and head, and remain quiet until the signal to return to classroom.  Return to classroom using the same route.

Evacuation - Chemical  Leak
If necessary to evacuate building, use same route as for fire.   

Chemical leak on I-20  -  -  -  -  -  I-20 is over 1 mile from the Center.

Therefore, we will evacuate the daycare by traveling via Center buses to Southern University Shreveport-Bossier campus, 3050  Martin Luther King Jr. Drive in the Martin Luther King Jr. Drive area.

Child Health Policies

Accidents

First aid kits are kept in each classroom and on all outside playgrounds. All non-emergency accidents will be documented on an accident report. It will be given to the parent for their review and signature, at which time the parent can take a copy home. Another copy will be kept in the child’s file.

Allergies
If your child has allergies, please discuss them in detail with the teacher and director. For food allergies, a written description signed by parent and doctor must be on file and updated every year. The staff of the center will take appropriate precautions. If at any time your child develops an allergy, please let us know immediately. Nut-free zone: Due to an increase in children with nut 
allergies, we attempt to be a nut-free zone. Please keep this is mind whenever 
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permissible to pack a lunch for your child or provide snacks for the classroom during special occasions. This includes peanuts as well as tree nuts such as almonds, cashews, walnuts, pine nuts (pinon), etc.

Daily Health Inspections

For the safety and protection of the children, each classroom will follow the recommendation of the Centers for Disease Control (CDC) by providing each child with a health check prior to his/her entering the group. Each child will be checked for the following:

· Severe coughing

· Breathing difficulties

· Yellowish skin or eyes

· Pinkeye

· Infected skin patches or a rash accompanied by a fever

· Feverish appearance

· Unusual behavior - crying more than usual, lethargy, generally feeling unwell

Parents are expected to have an alternative child care arrangement in place when children are ill. Parents are also expected to promptly pick up their children (within one hour) from the center when any of the conditions above exist.

When a child becomes ill during the school day, we make every effort to reach parents. If after 30 minutes we have not been able to make contact with a parent, we will call the emergency contact listed in the child’s file.

Illness
Our goal is to provide child care for well children. Having ill children at the center presents the very real possibility that others can be infected. While we understand that parents need to be at work or in class, we need to enforce this policy to protect all children and staff from unnecessary exposure to communicable disease. We follow the guidelines developed by Louisiana department of Health, Louisiana Policy Institute for Children and Louisiana Department of Social Service. Parents who repeatedly fail to follow policies related to keeping children at home when they are ill may be required to withdraw their child from the center.
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Infectious Control and Personal Hygiene

Children are encouraged to develop desirable habits of personal hygiene, including washing hands after toileting, diapering, returning from playground and before and after meals. Eating a variety of nutritious foods is also encouraged. In addition to instructing children in these habits, teachers model the behaviors.

Infectious Diseases

When a communicable disease has been introduced into the center, parents will be notified. The center also will report these occurrences to the state and local health departments when required. Parents are urged to notify the center when their child is known to have been exposed to a communicable disease outside the center.

The director may determine that a child who does not appear to be fully recovered from an illness cannot be readmitted to the center without a statement from a physician stating that the child is able to return and participate in the activities of the center, or is no longer infectious.

We reserve the right to refuse care due to illness.

In the case of impetigo, lice, ringworm, pinworms, rashes, chicken pox, thrush, etc. your child must be NON-CONTAGIOUS 24-48 hours before returning to the center, and medical documentation of administered medication.

Medical Emergencies

When a medical emergency arises, every effort will be made to contact parents, guardians, or an emergency contact. In the event that parents or emergency contacts cannot be reached, the director and/or lead teacher will decide the next step and a call to 911 will be placed. An authorized representative from the center will accompany the child and remain with him/her until parents arrive. Our emergency information form, filled out at the time of enrollment, serves as consent for your child to be transported by ambulance to a local medical facility to receive emergency care. 

All center staff receives training in CPR, first aide, fire, flood and tornado procedures. The children practice tornado drills in April, May, June and July. Fire drills take place monthly throughout the year and disastrous drills at least twice a year.
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Medications

Medications will be administered to a child only when the parent and physician have completed and signed the “Permission to Administer Medication in Child Care” form. This  completed form must accompany the medication or we will not be able to administer the medication to your child.

Parents will be asked to sign a medication slip for each prescription given, noting time, amount, and number of days to be given. Non-prescriptive medications will be given on a doctor’s order only. A teacher trained to administer medication will do so and note time, date and amount given on a medication log.

Medication Storage
Medication prescribed for an individual child must be kept in the original container bearing the original pharmacy label, which shows the prescription number, date filled, doctor’s name, directions for use, and child’s name. Medication will be kept in a locked medication refrigerator out of the reach of children. Parents need to check expiration dates on medications. All medication must be taken home on a daily basis. We reserve the right to dispose of expired medications.

Pandemic

In the event of a pandemic in our area, Legend’s Learning Center at Little Union may close down for an undetermined amount of time to ensure less spreading of disease. We will follow any requirements issued by the Department of Public Health.

When a Child Needs to Stay Home

· A child’s temperature should be normal without medication for 24-hours before the child is brought to the center. If your child has fever in the evening, he/she should not be brought to the center in the morning, even if his/her temperature is normal. Fever is defined as 100.4 F or higher.

· If your child vomits during the night, he/she should not be brought into the center the next day, unless it is certain that the vomiting was not due to an infectious condition.

· Diarrhea, as defined by the social service, consists of more than one abnormally loose stool. A child should not return to the center until 
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· his/her bowel movements have returned to a normal consistency (24 hour minimum).

· Conjunctivitis (Pinkeye): a child with pinkeye must be on medication before returning to the center with physicians documentation.

· Rash: body rash, not associated with diapering, heat or allergic reactions, especially with fever or itching.

· Sore throat coupled with a fever or swollen glands.

· Lice, Scabies: Children must not return to childcare until they are free of lice and nits (eggs). Children with scabies can be admitted after treatment before he/she can return.

· If your child is unusually tired, pale, shows a lack of appetite, is difficult to wake, confused, or irritable. This is sufficient reason to exclude a child from Little Union Learning Center.

Please note: classroom teachers will use their best judgement, as well as these guidelines, to determine when to send children home.

SANITATION

Our staff is highly conscious of how quickly germs are spread in childcare facilities and works diligently to control this problem as much as possible.


The health and well-being of our school staff and students are important.   Considerable attention has been given to the transmission of infectious diseases via body fluids.   The Louisiana Department of Education has developed suggested procedures called Universal

Health Precautions for school personnel.   Each school employee is encouraged to follow the Universal Health Precautions (Body Fluid

Policy) listed below for his or her protection and for the protection

of students.

1.   Use of latex or latex free gloves when dealing with any type of

      wound or body fluids.

2.   Wash hands with liquid soap and running water:


a.  after handling body fluids or tissues soiled with body fluids


b.  before eating


c.  after using restroom


d.  after removing disposable gloves
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3.    Use disinfectant solution to clean areas:


a.  soiled by body fluids (saliva, blood, urine, nasal secretions


     or vomit)


b.  with hard surfaces such as tables, desks, counter tops, door


     knobs, sinks, and water fountains.   Disinfectants may include


     household bleach (1/4 cup in 1 gallon of water - - - prepared


     fresh daily)

4.    Use plastic liners in all waste baskets exposed to body fluids

5.    Use disinfectant to clean brooms, dust pans and mops exposed

       to body fluids

6.    Use disposable tissues and first aid supplies such as ice pack 

       and splints

7.   Cover draining or oozing cuts

8.    Take care of bites as follows:

      a.   Place a cold compress on the bite.

      b.   Clean the bite if the skin is broken, and call the parent

     c.   Send a bite report home to the parents of the biter.

     d.   Send an accident report with the bitten child.

     e.   Permanently file an office report in the office with

           complete information pertaining to the incident.

     f.    Design a concentrated program of intervention especially for  


  that child if a child’s biting continues.

     g.   Recommend professional help be given and explore the    

           possibility of an environment for the child with fewer children


 and more one on one adult attention. This may result in the child


 being dismissed from the Center.

EMERGENCY   PERSONNEL
1.  Mrs. Melissa Baker-Montgomery, Director
-   (318) 422-4599
2.  Mrs. Brandy Burnom, Owner                            -   (318) 402-2472
USE OF THE LEARNING CENTER AS A PROVIDER OF EARLY CHILD CARE AND EDUCATION IS A PRIVILEGE. THIS PRIVILEDGE MAY BE  DENIED FOR THE FOLLOWING INFRACTIONS:

25

Children consistently brought to the Learning Center when sick.

Children presenting uncontrollable behavior problems, which cannot


be resolved after a conference with parents.

No telephone number or incorrect telephone number is given for


emergency use.

Repeated failure to observe closing hours.

Repeated failure to pay weekly accounts within due dates.


The Center will work with all parents and all children, but repeated offenses of the above infractions will leave no choice except dismissal.   Our goal is happy children with positive self-esteem and

self-control.   We strive to communicate with all parents to achieve this goal, and what is best for the child.


We welcome your suggestions and comments at all times.   Please feel free to contact the Director at any time.

RULES OF THE LEARNING CENTER

*  Do not chew gum or suck on small hard candies.

*  Do not bring food to leave with your child.  Special diets required for 


medical reasons require a written doctor’s authorization.  Review


Outside Food Policy – page 6.

*  Outdoor play is an integral part of the Center’s daily routine,


weather permitting.   Individual supervision cannot be provided 


to a child who cannot join his peers on the playground.  There-


fore, if your child is not well enough to play outdoors, they 


should not be brought to the Center.


*  Provide appropriate “play” clothes to help our child enjoy active play


without the worry of getting “messy”.   Children’s learning 


involves active play which means playing in sand and creating


with paints, markers, glue, etc.

*  Under normal conditions, children may not be left in the Center for


more than 10 consecutive hours.   Requests for exceptions must


be made in writing and are granted on a case-by-case basis.

*  Encourage children to leave personal toys at home or in the car.  


The Center is adequately equipped with teaching aids that 


encourage correct developmental habits.   

*  Please leave your child’s toys at home or in the car. The Center 


cannot be responsible for toys brought to the Center.  
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Pre-school Curriculum Goals and Objectives at a Glance

	SOCIAL/EMOTIONAL

DEVELOPMENT
	PHYSICAL

DEVELOPMENT
	COGNITIVE

DEVELOPMENT
	LANGUAGE

DEVELOPMENT

	Sense of Self

Show ability to adjust to new situations

Demonstrates appropriate trust in adults.

Recognize own feelings and manages them appropriately.

Stand up for rights.

Responsibility for Self and Others

Demonstrate self-direction and independence.

Take responsibility for own well-being.

Respect and care for classroom environment and materials.

Follow classroom routines.

Follow classroom rules.

Prosocial Behavior

Play well with other children.

Recognize the feelings of others and responds appropriately.

Share and respect the rights of others.

Use thinking skills to resolve conflicts.


	Gross Motor

Demonstrate basic locomotor skills (running, jumping, hopping, galloping)

Show balance while moving.

Climb up and down

Pedal and steer wheeled vehicle.

Demonstrate throwing, kicking, and catching skills.

Fine Motor

Control small muscles in hands.

Coordinates eye-hand movement.

Use tools for writing and drawing.
	Learning and Problem Solving

Observe objects and events with curiosity.

Approach problems flexibly

Show persistence in approaching tasks.

Explore cause and effect.

Apply knowledge or experience to a new context.

Logical Thinking

Classify objects.

Compare/measure objects.

Arrange objects in a series.

Recognize patterns and can repeat them.

Show awareness of time concepts and sequence.

Show awareness of position in space.

Use one-on-one correspondence.

Use numbers and counting.

Representation and Symbolic Thinking

Take pretend roles and situations.

Make believe with objects.

Make and interpret representations.
	Listening and Speaking

Hear and discriminate the sounds of language.

Express self using words and expanded sentences.

Understand and follow oral directions.

Answer questions.

Ask questions.

Actively participate in conversations.

Reading and Writing

Enjoy and value reading

Demonstrate understanding of print concepts.

Demonstrate knowledge of the alphabet.

Use emerging reading skills to make meaning from print.

Comprehend and interpret meaning from books and other texts.

Understands the purpose of writing.

Write letters and words.


The current curriculum used by Legend’s Learning Center @ Little Union is…..FROG STREET.

27

SUPPLY LIST

3 - 4 YEAR OLDS

1 BOX OF JUMBO CRAYONS (PRIMARY COLORS)

2 JUMBO WRITING PENCILS

3 BOXES OF KLEENEX (LARGE)

2 BOXES OF WIPES (HYPOALLERGENIC)

3 PACKS OF CLOROX/LYSOL DISINFECTANT WIPES

1 PACK OF CONSTRUCTION PAPER

1 PACK OF DRAWING PAPER

1 LARGE TOWEL OR SMALL BLANKET (MAT SIZE) AND SMALL PILLOW (PICK UP TO WASH ON FRIDAYS. BRING BACK ON MONDAYS.)

2 CHANGES OF CLOTHES (INCLUDING UNDERWEAR) – A MUST. THIS SHOULD BE KEPT IN BACKPACK.

1 REFILL HANDSOAP LIQUID (UNSCENTED)
1 SMALL BACKPACK

1 PACK OF PRIMARY WRITING PAPER

3 PRIMARY PENCILS
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Supply List

2 Year Olds

2 Boxes of Jumbo Crayons

2 Packs of Construction Paper

2 Bottles Glue

1 Box Large Ziploc Bags

1 Pillow & Blanket (To pick up blanket on Fridays to wash and 





return on Mondays)

1 Back Pack

2 Extra Sets of Clothes and Underwear

1 Two Pocket 3 Prong Folder

3 Boxes of Kleenex (Large)

3 Boxes of Wipes - Hypoallergenic

3 Lysol or Chlorox DisinfectantWipes

Weekly supply of Pull-ups (Velcro Sides)

Please Label Every Item!!
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SCHOOL SUPPLY LIST

1 YEAR OLDS

3 CLOTH BIBS (Cloth all over or 1 side cloth 1 side plastic)

3 BABY WIPES (HYPO-ALLERGENIC)

3 KLEENEX (Large Boxes)

WEEKLY SUPPLY OF PULL-UPS (VEL-CRO 


SIDES)/DIAPERS (DISPOSABLE)

1 SMALL BACKPACK

3 CLOROX/LYSOL DISINFECTANT WIPES

1 SMALL PILLOW

1 SMALL TOWEL/BLANKET (PICK UP ON FRIDAYS TO 





WASH AND RETURN ON MONDAYS)

2 SETS OF CHANGING CLOTHES

1 HANDSOAP LIQUID REFILL

2 BOXES LARGE ZIPLOCK BAGS
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Infant Supply List

Prepared bottles


Pacifiers (only if use at home)

Baby food and cereal when age appropriate


Diapers (disposable)

Wipes (hypoallergenic)   

           Wipes (disinfectant)
_____ Diaper ointment


Extra clothes


Extra formula (for emergency use only)


Diaper bag (large enough to store empty bottles and clothes that may be  

           sent home)

Please Remember
· Please label all items with child’s first and last name.
· All creams and sunscreens to be applied require a COMPLETED medical authorization form and must be kept in their containers with your child’s full name on it.
· All prescriptions must be in the original containers with the child’s name, dosage and prescribed time to be given. The parent must complete a medical form before medication can be administered. Medication with completed form must be left with Administrative staff.
· Any over the counter medications (Tylenol, Motrin, etc.) require a permission form from your doctor which must include the proper dosage for your child’s weight, child’s name, age, possible side effects, and the reason why it is to be administered.
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AGREEMENT (Parents)

Legend’s Learning Center at Little Union

“Quality Care For All - At All Times”
Parent Copy

I have read and understand all forms given to me by my provider and I agree to fulfill my responsibilities as stated in the parent handbook. When my child/children are ill, I understand and agree that my child/children cannot be accepted into the center to receive care until well and feeling better and without fever or diarrhea for at least 24 consecutive hours before returning to the facility. I understand also that my fiscal obligation remains the same even when my child/children are absent. I understand the provider’s policies pertaining to admission, care and discharge of children. I agree to talk to my provider regularly about my child/children and work with my provider as a partner in the care of my child/children so that my child/children experience consistency. I agree to work as a team with my family and child care provider and respect each party’s child rearing values.
Parents/Guardian Signature:









Care Giver Signature:










Date:












--------------------------------------------------------------------------------------------------------------------

AGREEMENT (Parents)

Legend’s Learning Center at Little Union

                                                “Quality Care For All - At All Times”

Provider Copy

I have read and understand all forms given to me by my provider and I agree to fulfill my responsibilities as stated in the parent handbook. When my child/children are ill, I understand and agree that my child/children cannot be accepted into the center to receive care until well and feeling better and without fever or diarrhea for at least 24 consecutive hours before returning to the facility. I understand also that my fiscal obligation remains the same even when my child/children are absent. I understand the provider’s policies pertaining to admission, care and discharge of children. I agree to talk to my provider regularly about my child/children and work with my provider as a partner in the care of my child/children so that my child/children experience consistency. I agree to work as a team with my family and chil care provider and respect each party’s child rearing values.

Parents/Guardian Signature:









Care Giver Signature:










Date:











I have given the above parent an opportunity to ask questions and to discuss the policies of Legend’s Learning Center at Little Union and any other items of concern during the parent conference.
Director’s Signature:






Date:_____________________
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