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“Our mission is to model a biblical
worldview by providing our
commu h-quality,

Christian ch n enriched,
developmentally-appropriate

learning environment.”

Harvest Child Development Center is accredited by the
Association of Christian Schools International.

The ACSI Preschool Accreditation Program:
e addresses the spiritual, or Christian
aspect of the preschool, and
e the quality of the preschool ds
including age-appropriate instruction.

ACSI is the largest association of Christian schools and colleges in the world with a
combined enroliment of more than 1,000,000 students from over 5,000 member
schools around the world.




Welcome To
Harvest Child Development Center!

The Law of the Harvest means AWhat you
What an awesome responsibility we as early childhood professionals and parents have
been given. Itis up to us what kind of seeds we sow into the lives of our children. A
simple unkind word can sow a seed of discord in a child's life. But on the other hand, a
word of encouragement can cultivate self-assurance! This concept has been laid heavy
upon my heart. So much so that we have adopted the following motto:

Planting Seeds
Growing Children
Blooming Families

| believe that early childhood professionals are planting seeds every day in the lives
of the children they touch. Harvest Child Development Center is committed to doing all
we can to prepare our little ones to face the world head-on physically, cognitively,
spiritually, and emotionally/socially. Jesus grew in this manner as a child according to
Luke 2:52. A Christ-based learning environment is essential to raising healthy children.

SOoOW,

HCDC6s 2004 Strategic Planning Team identifie

children to be like when they leave our program:

HCDCOS "HarvestChildDev el opment Centerds chi

Vision develop wisdom, stature, and favor with God and men
Statement (Luke 2:52) which produces role models that will impact

our world and future generations."

Please pray for us as we seek God on the best way to minister to the tender
seedlings that have been entrusted to us.

In His Love,

Kristi Martin, Executive Director
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SEASONS OF HARVEST

This handbook is built around fiseasonso of the h
policies as related tthe harvest. We have also included practical suggestions to help you apply the Law
of the Harvest to your own family.

PREPARING

A bountiful harvest begins with thoughtful preparation. Costs are counted. Plans
are envisioned. Prayers are offered. dReses are assembled. Preparation is

vital to a fruitful harvest.
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Preparing

Who Is Accepted?

Harvest Child Development Center (HCDC) accepts children ages 6 weeks thru thirteen ggars of
from any culture or background whose parents are interested in providing a Christian, developmentally
appropriate early learning experience for their child and whose needs can be met in our program.

There are four programs within HCDC. They asdollows:

Preschool/Child Care (PS/CEJrull-time care for children 6 week$reK

Parttime Preschool (PT/PS)Parttime care for children 18 month$reK

SchootAge (SA)- Full-time or Partime care for local public schools & Harvest Christiszademy
Students K thru 13 yeafig:fore and after school and holidays) (Rtine status is the only option aft®ct. 31%%)

Zummer Day Camp (ZDG)Summer program for students who have finished K thru 13 yrs.

Please make yourself familiar withe above abbreviations. They will be used frequently in this
manual and in other center publications.

If there are no immediate vacancies, a waiting list is maintained for future enrollment vacancies.
Vacancies are filled on a first come, first\aebasis with consideration given for group composition.
Priority will be given if the family already has a child enrolled in HCDC, enrolled in Harvest Christian
Academy, or are active Harvest Church members.

Tell Me About Your Hiring Procedures.

We have a very strict hiring practice. Much time is spent praying for
God to send the perfect people to fit our needs. All applicants go througt
two interviews. We check their references before they are offered a posi
at HCDC. At the first intasiew applicants are asked to share their stateme
of faith and share what church they are actively involved in. This informs
is very important to us. We require all of our early childhood professiona
have a strong love for Christ and wanstmw that profound love to children
All applicants in charge of a group of children must be 18 years or older ¢
have their high school diploma or GED. Also during this first interview
applicants are shown an employment affidavit from the statehiba will
have to sign disclosing a variety of criminal offenses that could prohibit tt
from working with children. We also tell them about the criminal history
check that will be done before they are hired.

Second interviews are offeredtlife candidate has passed the above.
During this interview we are looking for areas of expertise and passion. |
is desired that all main teachers have experience in a licensed child care
center and have the same developmental goals that we domiuikehave
a strong working knowledge of child development and developmentally
appropriate practices. This is a good time to discover candidates who have a passion to be with children
and can work towards becoming a main teacher under our trainingmpro@ace a position is offered
we ask the applicant to go home and pray for God's direction and call us in the morning to let us know if
they accept.We do one additional criminal history check through child care licensing and FBI
fingerprint check.




After an applicant is hired they receive our initial training. During this time they sit through a formal
orientation meeting. This is where we establish what is expected in written form. Everyone must go
through 8 hours of preervice training befordney can be in charge of a group of children. First aid
training is also required of everyone in charge of a group of children. All van drivers must be 25 years of
age or older, have a current Texas driver's license, have a good driving record, andgjottie City of
Watauga's van driver training. All new staff are given a copy of our mandatory training calendar that
provides 15 training hours each year.

How Do We Get Started?

Your enrollment fee will hold your child's space for two weekse Will ask you to fill out a number
of forms. Some of these, like the child's enrollment record and the health and immunization record, are
required by the Texd3epartment of Human Servicdbe state agency that monitors and licenses child
care centers.

Each child enrolled must have the following items completed and on file at the center:

Current Shot Records (Unless your child is in elementary or older)
Vision/HearingScreeningRecord (PreK 5 children)
Enrollment Form
Health Record Form
P h y s is SignatmrédForm or Physical Form (SA children exempt)
Family Lifestyles & Biblical Values Statement (required by accreditation agency)
Tuition Agreement
Special documentation :

1. Any court orders restricting someone to pick up your child

2. Anyallergies

3. Food Restrictions

4. Infant's Information SheéRequired on each infant in our care.)

ONoOA~WNE

Paperwork must be completed and immunization records turned in before your child starts.
You have one week to obtain a physician's signatuigateng that your child can participate in a
child care center or provide us with a copy of a physical chpck

When Is The Center Open?

The center has three programs available with different enrollment plan options. Available hours span
from 6:30a.m. to 6:30 p.m., five days a week, twelve months a year depending on the options that you
select. Following are the programs and the times offered:

PS/CC- M-F 6:30 a.m- 6:00 p.m.
Option: Extended Care from 6:00 p.n6:30 p.m.

PT/PS- M/W or T/TH 9:00 a.m=- 2:00 p.m.
Option: Friday 9:00 a.m- 2:00 p.m.

SA - Before/After 6:30 a.m. 6:00 p.m. (Including pickip and drogoff at school)
Option: Before Only 6:30 a.m.Drop-off At School (No afternoon care.)
Option: After Only Pickup - 6:00 p.m.
Option: Extended Care from 6:00 p.#6:30 p.m.

Parttime Preschool is scheduled to be closed for six weeks each year.

All programs are closed on the following:
Labor Day, Thanksgiving Day, Day After Thanksgiving, Close at 2 p.nistbias Eve, Christmas Day,
New Year's Day, Martin Luther King, Jr. Day, Good Friday, Memorial Day, and Independence Day (If
holiday falls on weekend, we will observe the holiday on the adjoining work day.)

How Is My Child Assigned To A Room?

HCDC uses age, maturity, gender, and personality compaosition to assign children to classrooms. We
arefollowing the area's traditional date of September 1st for cut off when grouping the classmates. This
allows our classes to be formed of groups of childnahwill be going to Kindergarten at the same time.




Unique bonds can be formed early. Our curriculum philosophy lends itself to being able to reach many

different cognitive levels within one classroom. Activities can be personalized in center time to

challenge or tutor children to help them develop cognitively.

Each class of children is assigned to a primary teacher. Classes are assigned in late summer for the

school year. Once children in our T2, T3, PreK 4 and PreK 5 classes are assigresidered

permanent for the year. Depending on the dynamics of the center, some classes might be rearranged for
the summer. We reserve the right to group the best way possible for the enrollment that we have.

Children in our Infant and Walkgninfant classes promote differently. The Infants promote when they
are walking and on table food (pending space available). It is possible for a child in a Walking Infant

room to promote after they turn 18 months old (pending developmentally approgsmtnd availability
of space). At any given time during a year it is possible that there will not be space for a child to move to

the next age group. In this case, that child would move ahead of any children on the waiting list for the

next availablespot.

It is up to the Director's discretion if a child will be moved during the year.

Tuition prices reflect the class or program that your child is in, not the age of your child.

What Should | Bring With My Child To The Center?

There area number of things you should bring with your child to the center. Use the following list as

a checklist to ensure that you have provided your child with the necessary items needed thateind.

with a permanent marker each personal belonging that yobring into the center.

1. A bag or backpack that can be zipped shut (Requirement of the Health Department.)

. Complete change of clothes

. Nap items- small blanket, pillow and/or stuffed animal

2
3
4. Pacifiers can only be used with a pacifiér pl
5

. Items to support a child not on table food

a. bottles with caps (Both have to be marked with child's first and last name.)

t hat

attaches

b. baby food (Please label with your child's first and last name.)
c. exta juice (Please label with your child's first and last name.)

6. Items to support a child not potty trained
a. diapers
b. powder, cream, or ointments
C. wipes
d. extra clothes including socks

A child's play is their work. We do a lot
of had "work" in the center and a perfectly clee
and unwrinkled child is a sign of not meeting o1
goal. Therefore, please send your child in clotl
that they can really "work" in. If your little girl is
the type to take her bows out, please help us b
successful by leaving them at home. Parents
help their children by sending them in clothes t
their little hands can get up and down easily at
bathroom times.

We feel that it is important to go outside eve
day unless the weather is inglent. It also is a
licensing standard that the children go outside
every day that the weather permits. Please se
jacket with your child during all seasons excep
summer. Remember to label it with your child"
name. Spring and fall mornings teto still be
chilly in Texas.

t

t

(o]

your

chil



Child Care Licensing now requires us to have a note from your doctor if your child is not physically
able to go outside on a particular day. Please leave the note with your child's teacher or the morning staff.
They will clip it on the signin clipboard for the day.

Parents with children on bottles/baby food or not potty trained must provide the necessary items to
take care of their needs. It is the parent's responsibility to restock their child's dispizgadie don
table food, and bdes daily upon arrival in themorning. We change children's diapers often, so plan on
8-10 diapers a day for infants, and at least 6 for toddlers. You should also bring a nutritious lunch for
children who are not on tabledd. Bottles and bottle caps must be permanently labeled with the child's
first and last name. Bottles must be capped.

All personal items must go home on Fridays with the exception of diapering items and baby food.
Nap items must be launderedhaime weekly.

What Should | NOT Send With My Child To The Center?

Please do not send money, personal toys, gum, or candy from home unless directed by the teacher.
Occasionally we have "homework" assignments for our children to bring items to deppairig units.
This provides opportunities for children to share bits of their home with us. Please do not send any items
that are violent/occult in nature and do not reflect Christian concepts.

What Is Your Policy Regarding Pacifiers, Sippy Cups, & Bottles?

Pacifiers and bottles may be used in our I nfant
suggests that bottle and pacifier weaning begins by 12 months and is complete by 15 months. We are
using Dr. Do b s on 6 srguidelineo un@alkihg Infanteachersavdll hadpuyour child
reach this important milestone. Children 18 months and older may use pacifiers, sippy cups, and bottles
only for a short transition period. We understand that spills will happen when taingjtfrom a sippy
cup to a regular cup, but feel that using a cup is an important and obtainabkdseKill to learn during
this age.

What Do | Do When | Arrive At The Center Each Morning?

Upon entering the facility, please wear your securégige. If
you are éPreschool/Child Care or a Schoehgefamily that arrives
between 6:30 a.m. and 7:00 a.m., you will take your child to their
neighborhood to the open early class. Teachers will be arriving
intermittently up to around 8:30 a.m. Hées that arrive after 8:30
a.m., take your child to the classroom teacher to which he/she is
assigned.

If your child's main teacher comes in after you arrive in the
morning, please feel free to leave a written message that you feel
importart with the early staff. Communication is important to the
trust relationship that is needed between staff and parents. We
recognize that most children in fallne care are in our program
an average of 10 hours and the longest employee shift spgns onl
nine hours of that day. Written communication from parents help:
us to provide the best care possible for your child.

Part-time Preschoolchildren will not be accepted before 8:55 each morning. The teachers need the
time in the morning to preparfor your child. Your cooperation in this matter is appreciated.

All children must be escorted to their class regardless of age. Please DO NOT drop your child
off at the front door. A teacher will greet your child and help him/her make the iiandrom home to
school. This provides a smooth, safe transition for you and your child. It also provides an important
opportunity for you to communicate with staff or your child's teacher.

Parents with children in diapers and on baby food waidnt® stock their child's supplies before
leaving. Infant parents need to fill out the top of the daily report form and write down any information
that the caregivers and teachers will need to give the best care possible to your baby.




Finance Informati on

What Is The Enrollment Schedule At HCDC?

Our enroliment year runs from miugust to midAugust for
our PS/CC & PT/PS children. Enroliment for our Schigé
programs run from the first day that your child's school begins t
the last day oftteir school's calendar. Zummer Day Camp's
registration fee (students that have finished kindergarten thru
13 years of age) covers the summer weeks that formal school i
not in session. There is a separate registration fee for the ZDC
program.

All Enrollment & Registration Fees Are Nonrefundable.

The exact start dates in August are flexible due to the fact that \
service multiple school districts with different start dates. All
children must claim their spaces by the second day of cdass
will open the slot to the waiting list. If you enroll your child durir
the school year, you have two weeks to claim your space from (
of enrollment before it is opened to the waiting list.

Enrollment begins each May for the following sohyear. Families that are currently enrolled in our
center are allowed priority status at the beginning of this month. We open up our fall enrollment to the
public midMay.

Following is our schedule for prorating enroliment fees within an enrotlyesar:

January 11 1/2 Enroliment Fee For School Age Children
March £'1 1/2 Enroliment Fee For Preschdetograms
1/3 Enroliment Fee For SA Children
June 1'- $12.50 Enroliment Fefer Preschool
July i No Preschool Summer Enroliment Fefgsd2.50 If Enroliment Fee For Following Year Is Paid

Kindergarten and older children enrolled in our sckage program must register for Zummer Day
Camp if they want to attend HCDC during the summer. There aresfimmdable registration fees to
sceure your childodés space.

IMPORTANT POLICY - If you de-enroll your child/children, you may not reenroll for 10 of HCDC's open business
days. After ten open business days have passed shs@aknent, you may come in and fill out new paperwork
and enrdlfor spaces that are available. All prior balances must be paid in full.

Are There Any Fees To Be Paid?
Yes, there are some additional fees: security fees, field trip fees, special event fees, and summer fees.
The enroliment fee is a fee that &ighupon enroliment of your child. Itis a orggear fee as long as
your child does not denroll from the center. It is payable by check or money order to the Finance
Secretary.
Security Feé Security cards are required to enter the building. Eadtis $10.
Field Trip Fees Are determined according to the cost of the trip and expenses that will be incurred. They
are payable in cash to your child's teacher.
Sack Lunch Feé Lunches are not provided for our péirhe students. If you forgeb tsend your paitime
child a sack lunch, we will provide one and bill your account $
Special Event FeesCome in many forms and may include puppet shows, dramatic shows, ice cream man
visit, nature programs, graduation, and music acts.
Summer Activiy Fee- During the summer months a blanket fee is charged to cover the many special
events that are scheduled for our PS/CC and PT/PS children. This fee will be charged to youmaccount
April and is to be paid at the reception window. Feel fre@yotisis amount with your tuition check.
Zummer Day Camp Registration Fedelps to cover some of the added expenses and field trips
planned for your finished K thru 3yearold children. Payment of this fee is required in advance to
reserve a spacerfgour camper.
Administrative Fees For Special Requéstsny special requests for copies of records
will incur an administrative fee of $17.50 per hour (minimum of 1 hour). We provide you with a copy







