VPBC Mother’s Day Out Handbook


MDO Handbook for Parents and Teachers
PURPOSE
This Handbook is for use in partnership with the MDO Policy Manual.  The Handbook contains information that in some cases repeats policy for better understanding and in other cases provides additional information that does not involve policy directly.  Additionally, the Handbook includes information that may change from year-to-year, such as the Fees Schedule [attached].  The Policy Manual is available upon request from the MDO Director.

The Handbook is intended primarily for parents, but teachers likewise need the same information to ensure common understanding among the team caring for our children.

Parents will be notified in writing of any changes made to the policies contained in this handbook.  Any questions concerning these policies or any of the operational policies or procedures of MDO may be directed to the MDO Director.

TIMES OF OPERATION
A. MDO is in session from September until May.  For holidays, MDO follows the Northside Independent School District (NISD) calendar.  For weather related issues or national emergencies we follow NISD closing policies.

B. MDO is held on Tuesday and Thursday from 9:00 a.m. until 2:00 p.m.

C. Children may not be brought to class before 9:00 a.m.  Teachers need the pre-class time to prepare for the day, and will not be available in the classroom to receive children before that time.

D. Children must be picked up promptly by 2:00 p.m.  A late fee will be charged per child beginning at 2:10 p.m. in increments of 15 minutes, or part thereof.  In addition, at 2:15 p.m. MDO staff will begin calling alternate names of the registration form.

TUITION AND REGISTRATION

A. Tuition and activity fees may change from year to year, and so are not provided as specific amounts here.  Please see the attached Fees Schedule for current year fees.

B. Tuition is paid monthly and is due on the first teaching day of the month.  There will be a late charge [see Fee Schedule] if payment is made after the 15th of the month.  If tuition is not paid by the end of the month the child(ren) will not be allowed to return the following month(s) until tuition charges are current.

1. Tuition is due for the entire month regardless of absences.

2. Tuition will not be refunded for absences.

3. There will be a charge for each non-sufficient funds (NSF) check.  After two cases of NSF checks, tuition must be paid thereafter on a cash only basis.

4. When cash payment is made, amounts need to be exact since the MDO staff does not maintain funds to make change.

C. The following circumstances may result in loss of space in the class: tuition has not been paid for the month and the child has been absent for two weeks in a row.  MDO assumes the child has been withdrawn unless the parent contacts the office.

D. Parents are asked to inform the MDO office as soon as possible when a child must be withdrawn.  MDO values the opportunity to assist preparing the child for what to some is a stressful time, as well as accommodating those who are on the waiting list to attend MDO.  At least two weeks’ notice is best.

E. Before July 1st a full refund of the activity fee may be made upon written request by the parent.  The refund will be mailed.  After July 1st no refunds will be made for voluntary withdrawal, except in the event of relocation away from San Antonio due to military or job related transfer.  MDO may request written verification of the transfer.

ENROLLMENT REQUIREMENTS
A. Children birth through four (4) years old are eligible.  Children turning five (5) after September 1st also are eligible to enroll.

B. MDO reserves the right to determine if our program meets the needs of each child.

C. All children must be current on their immunizations and a photocopy must be on file in the MDO office.  If a child receives immunizations during the school year, the record on file with MDO must be updated.  The Texas Dept. of Health, Immunization Recommendation Schedule is attached. 
ILLNESS
A. An ill child must not be brought to MDO if one or more of the following conditions exist:

1. The illness prevents the child from participating comfortably in activities.

2. The illness requires a greater need for care than the staff can provide without compromising the health, safety, or supervision of the other children.

3. The Child exhibits any of the following symptoms:

a. High temperature (oral = 100.4 degrees or greater; rectal = 101.4 or greater; armpit = 99.4 degrees or greater) accompanied by behavior changes or other signs or symptoms of illness until medical evaluation indicates that the child can be included in MDO activities.

b. Symptoms and signs of possible severe illness until medical evaluation indicate that the child can be included in MDO activities.  This includes symptoms such as lethargy, difficulty with breathing, uncontrolled diarrhea, vomiting illness (two or more episodes in 24 hours), rash with fever, mouth sores with drooling, wheezing, behavior change or other unusual signs.

B. If a child becomes ill while at MDO, parents will be notified immediately and asked to pick up the child.  If a parent cannot be reached, alternate names from the registration form will be called.

C. If questions arise concerning illness, San Antonio Metro Health Department policies will be followed

D. If a child is exposed to a communicable disease while at MDO the parent will be notified as soon as practical.

E. Child may return to MDO after 24 hours if they meet the following criteria: 

· No fever without being medicated with Tylenol or Motrin 

· No episodes of vomiting or diarrhea 

F. Do not medicate child for fever prior to attending MDO.

G. Completed 24 hours of Antibiotic Therapy prior to returning to MDO.

H. Any illness that includes a rash must have a physician release to return or rash must be completely cleared.

MEDICAL EMERGENCIES AND/OR ACCIDENTS

Parents will be notified of any accidents or incidents involving their child as follows:

A. Emergency Medical Services will be called, if necessary, and parents will be notified immediately, if their child becomes seriously ill or is involved in a major accident.  If the Parents cannot be reached, the Person to Call in an Emergency (listed on the Enrollment Form) will be notified.

B. Less serious accidents or incidents will be reported by telephone as soon as the situation is resolved and the child has been properly cared for.  The Parent may decide if they want to pick up the child or leave them at school.

C. Parents will be notified at the end of the day of any minor scrapes, scratches, or incidents involving their child which did not put them in any danger but which may have caused them to be upset or afraid.

MEDICATION

MDO staff agrees to administer medication only when absolutely necessary.  All medication shall be administered as follows:

A. Parent/Guardian is encouraged to schedule the administration of student medication in such a manner that medication required at school is kept to a minimum.

B. Medication must be delivered to the MDO or school office by parent/guardian.  Students are not to carry medication in their diaper bags or backpacks.  This includes over the counter (OTC) medications.  (Exceptions: diaper ointments or creams, see item J. below).

C. A medication permission form must be signed by a parent/guardian for all prescription or OTC medications to be administered by school personnel.  In addition, it is required that written physician authorization be obtained for any OTC medications required at school.  (Exceptions: diaper ointments or creams, see item J. below)

D. All medication must be in its original container and be properly labeled.  A properly labeled prescription medication is one with the pharmacy label stating the student’s name, name of medication, dosage to be administered, doctor’s name, and the date prescription was filled.  OTC medications must be in their original container.  Pharmacy label must be directly on inhalers and epi-pens.  Inhalers and epi-pens with label only on box will not be accepted.

E. No medication past the expiration date will be accepted or administered.  Notification will be sent approximately 1 month prior to expiration date.

F. All student medication will be stored in a locked cabinet in the MDO or school office or the refrigerator in the case of liquid antibiotics.

G. An Asthma Daily Treatment Plan is required for all students taking inhaler or nebulizer medication.  The AAP must be signed by parent/guardian and physician.  A parent/guardian conference will be required to discuss the plan.

H. Only empty medicine bottles will be sent home with student.  Parent/guardian must pick up bottles with medication left in them.  Any medication not picked up within 2 weeks of given notice will be disposed of.

I. Lotions, ointments, creams and powder will only be used by the MDO staff if the Parent supplies them in the diaper bag or backpack.  They must be labeled with the child’s first and last name.  Keeping these items in the child’s bag implies consent for the MDO staff to use them when needed.

J. In the absence of the Nurse, the Director or her designee shall administer any medicine.

TOILET TRAINING
All Children entering the 3 and 4 year old classes at MDO must be toilet trained prior to starting school. 

PARENT VISITS

Parents may visit their child’s class at any time during the day to observe and participate in the activities without prior approval.  A visitor badge must be worn while you are in the building and may be obtained at the MDO office.

DISCIPLINE

MDO strives to use guidance rather than stronger interventions in our classrooms.  Corporal punishment is never used.  However, there are occasions when action must be taken to ensure the safety and well-being of all the children.  MDO discipline and guidance policies are as follows:

A. Discipline must be;

1. Individualized and consistent for each child;

2. Appropriate to the child’s level of understanding; and

3. Directed toward teaching the child acceptable behavior and self-control.

B. A caregiver may only use positive methods of discipline and guidance that encourage self-esteem, self-control, self-direction, which include at least the following:

1. Using praise and encouragement of good behavior instead of focusing only upon unacceptable behavior;

2. Reminding a child of behavior expectations daily by using clear, positive statements;

3. Redirecting behavior using positive statements; and

4. Using brief supervised separation or time out from the group, when appropriate for the child’s age and development, which is limited to no more than one minute per year of the child’s age.

C. There must be no harsh, cruel, or unusual treatment of any child.  The following types of discipline and guidance are prohibited:

1. Corporal punishment or threats of corporal punishment;

2. Punishment associated with food, naps, or toilet training;

3. Pinching, shaking or biting a child;

4. Hitting a child with a hand or instrument;

5. Putting anything in or on a child’s mouth;

6. Humiliating, ridiculing, rejecting, or yelling at a child;

7. Subjecting a child in a locked or dark room, bathroom, or closet with the door closed; and

8. Requiring a child to remain silent or inactive for inappropriately long periods of time for the child’s age.

D. Children whose behavior repeatedly raises disciplinary concerns will be referred to the MDO Director.  Parent-Teacher conferences will be scheduled to determine the most appropriate course to be taken.  If a discipline problem continues, the parent may be asked to remove the child from MDO.

NUTRITION, LUNCH AND SNACKS

A. Since the children bring their own lunch and snacks from home, each parent/guardian is responsible for the nutritious content of the food.  In addition, Parents are responsible for providing safe and proper storage of the lunch and snacks, including a cold pack, which must be enclosed with any perishable items such as meat, and/or dairy products.

FOOD ALLERGIES

A. Occasionally there will be a child in a classroom with severe Nut allergies.                In that case the classroom will be considered a “Nut Free Room” and no children will be allowed to bring any nut products for lunch or snack.
B.  Due to possible food allergies, snacks or lunches cannot be shared between children at MDO.  An exception will be made on special occasions such as Children’s Birthdays, Happy Birthday Jesus parties, etc.  Written permission may be requested for children with food allergies to share lunch and/or snacks on these occasions.  Parents will be notified of these special events and given the opportunity to provide an alternate food item if necessary.

PHOTOGRAPHY

Photos (still or video) of children taken by MDO Staff will only be used for school activities (Bulletin boards, class projects, etc.).  They will not be sold, published or distributed outside of MDO.

SIGNING A CHILD IN OR OUT

A. Each child must be signed in and signed out each day.  Sign-in sheets will be in each classroom.  Parents who will be at other than their home or work must list that number on the sign-in sheet.

B. Children must be signed out only by the persons authorized by the parents to pick up the child, unless the parent gives written permission for someone else to do this.  A written authorization list will be required from each parent.  In cases of emergency where the parent is unable to give written permission, parents may give telephone authorization.  This must be verified by an emergency pick-up code or password on file with the Director.  Anyone picking up a child may be required to show identification.

C. Teachers will receive the children and their belongings at the classroom door.  Parents should make “good-byes” as brief as possible and allow the teacher to move the child into the class activity quickly.

EMERGENCY PREPAREDNESS PLAN
Mother’s Day Out has a written emergency preparedness plan in place for severe weather, fire, hazardous chemicals, and any other situation that would require the children to be removed from the classroom and relocated to a safe location.  If you would like to see this plan, please stop by the MDO office.  
DOCTRINAL STATEMENT OF FAITH

MDO is first a ministry of Village Parkway Baptist Church.  To better understand the purpose of our ministry, please read the attached Southern Baptist Theological Seminary’s “Abstract of Principles”.  While other doctrinal statements (Baptist Faith & Message, for example) could serve this purpose, VPBC has chosen to identify with the Abstract as exemplifying our key understandings of Scriptural teachings.  While Scripture is foremost, the MDO staff will be guided also by the Principles as we strive to provide the best care and development activities to each child spiritually, mentally, physically, emotionally, and socially.

When the original charter of the Southern Baptist Theological Seminary was adopted in 1858 it contained the following statement which constitutes as a part of the "fundamental laws." 

"Every professor of the institution shall be a member of a regular Baptist Church; and all persons accepting professorships in this Seminary shall be considered, by such acceptance, as engaging to teach in accordance with, and not contrary to, the Abstract of Principles hereinafter laid down, a departure from which principles on his part shall be grounds for his resignation or removal by the Trustees."
The Abstract of Principles

I. THE SCRIPTURES
The Scriptures of the Old and New Testament were given by inspiration of God, and are the only sufficient, certain and authoritative rule of all saving knowledge, faith and obedience.
II. GOD

There is but one God, the Maker, Preserver and Ruler of all things, having in and of himself, all perfections, and being infinite in them all; and to Him all creatures owe the highest love, reverence and obedience.
III. THE TRINITY

God is revealed to us as Father, Son and Holy Spirit each with distinct personal attributes, but without division of nature, essence or being.
IV. PROVIDENCE
God from eternity, decrees or permits all things that come to pass, and perpetually upholds, directs and governs all creatures and all events; yet so as not to destroy the free will and responsibility of intelligent creatures.
V. ELECTION
Election is God's eternal choice of some persons unto everlasting life -- not because
 of foreseen merit in them, but of his mere mercy in Christ -- in consequence of which choice they are called, justified and glorified.
VI. THE FALL OF MAN

God originally created man in His own image, and free from sin; but, through the temptation of Satan, he transgressed the command of God, and fell from his original holiness and righteousness; whereby his posterity inherit a nature corrupt and wholly opposed to God and His law, are under condemnation, and as soon as they are capable of moral action, become actual transgressors.
VII. THE MEDIATOR
Jesus Christ, the only begotten Son of God, is the divinely appointed mediator between God and man.  Having taken upon Himself suffered and died upon the cross for the salvation of sinners.  He was buried, and rose again the third day, and ascended to His Father, at whose hand He ever liveth to make intercession for His people.  He is the only Mediator, the Prophet, Priest and King of the Church, and Sovereign of the Universe.

VIII. REGENERATION
Regeneration is a change of heart, wrought by the Holy Spirit, who quickeneth the dead in trespasses and sins enlightening their minds spiritually and savingly to understand the Word of God, and renewing their whole nature, so that they love and practice holiness.  It is a work of God's free and special grace alone.
IX. REPENTANCE
Repentance is an evangelical grace, wherein a person being, by the Holy Spirit, made sensible of the manifold evil of his sin, humbleth himself for it, with godly sorrow, detestation of it, and self-abhorrence, with a purpose and endeavor to walk before God so as to please Him in all things.
X. FAITH

Saving faith is the belief, on God's authority, of whatsoever is revealed in His Word concerning Christ; accepting and resting upon Him alone for justification and eternal life.  It is wrought in the heart by the Holy Spirit, and is accompanied by all other saving graces, and leads to a life of holiness.
XI. JUSTIFICATION
Justification is God's gracious and full acquittal of sinners, who believe in Christ, from all sin, through the satisfaction that Christ has made; not for anything wrought in them or done by them; but on account of the obedience and satisfaction of Christ, they receiving and resting on Him and His righteousness by faith.
XII. SANCTIFICATION
Those who have been regenerated are also sanctified, by God's word and Spirit dwelling in them.  This sanctification is progressive through the supply of Divine strength, which all saints seek to obtain, pressing after a heavenly life in cordial obedience to all Christ's commands.
XIII. PERSEVERANCE OF THE SAINTS

Those whom God hath accepted in the Beloved, and sanctified by His Spirit, will never totally nor finally fall away from the state of grace, but shall certainly persevere to the end; and though they may fall, through neglect and temptation, into sin, whereby they grieve the Spirit, impair their graces and comforts, bring reproach on the Church, and temporal judgments on themselves, yet they shall be renewed again unto repentance, and be kept by the power of God through faith unto salvation.
XIV. THE CHURCH
The Lord Jesus is the Head of the Church, which is composed of all his true disciples, and in Him is invested supremely all power for its government.  According to his commandment, Christians are to associate themselves into particular societies or churches; and to each of these churches he hath given needful authority for administering that order, discipline and worship which he hath appointed.  The regular officers of a Church are Bishops, or Elders, and Deacons.
XV. BAPTISM

Baptism is an ordinance of the Lord Jesus, obligatory upon every believer, wherein he is immersed in water in the name of the Father, and of the Son, and of the Holy Spirit, as a sign of his fellowship with the death and resurrection of Christ, of remission of sins, and of his giving himself up to God, to live and walk in newness of life.  It is prerequisite to church fellowship, and to participation in the Lord's Supper.
XVI. THE LORD'S SUPPER
The Lord's Supper is an ordinance of Jesus Christ, to be administered with the elements of bread and wine, and to be observed by his churches till the end of the world.  It is in no sense a sacrifice, but is designed to commemorate his death, to confirm the faith and other graces of Christians, and to be a bond, pledge and renewal of their communion with him, and of their church fellowship.
XVII. THE LORD'S DAY

The Lord's Day is a Christian institution for regular observance, and should be employed in exercises of worship and spiritual devotion, both public and private, resting from worldly employments and amusements, works of necessity and mercy only excepted.
XVIII. LIBERTY OF CONSCIENCE

God alone is Lord of the conscience; and He hath left it free from the doctrines and commandments of men, which are in anything contrary to His word, or not contained in it.  Civil magistrates being ordained of God, subjection in all lawful thing commanded by them ought to be yielded by us in the Lord, not only for wrath, but also for conscience sake.
XIX. THE RESURRECTION
The bodies of men after death return to dust, but their spirits return immediately to God -- the righteous to rest with Him; the wicked to be reserved under darkness to the judgment.  At the last day, the bodies of all the dead, both just and unjust, will be raised.
XX. THE JUDGMENT

God hath appointed a day, wherein he will judge the world by Jesus Christ, when every one shall receive according to his deeds; the wicked shall go into everlasting punishment; the righteous, into everlasting life.
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