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15000 North May Ave • Oklahoma City, OK  • 73134

(405) 639-2679

www.stelijahokc.com/mdo

Our Mission

Our purpose is to provide a happy, safe, caring environment in which preschoolers can learn and develop their skills, while encouraging the families of these children to make spiritual growth and active church participation part of their daily lives. 

Welcome! A Note from the Director:

All of us at St. Elijah consider the time your toddler/preschooler spends with us to be quality time for learning and play, as well as an important time for developing social skills and nurturing friendships. It is our goal to offer a loving, friendly, joyful, secure, and safe environment where your child can grow physically, mentally, socially, and spiritually. 

Our teachers use the Montessori approach in directed individual and group learning times.  Our program provides cognitive, motor and sensory activities designed to appeal specifically to the interest and abilities of toddlers while developmentally appropriate language, social, and practical - life activities are offered in our older classrooms. Trust in the child to explore, self learn, and initiate are key in the classroom at St. Elijah.

We are glad that you have chosen to share your child’s time with us. Please let us know of any special needs concerning your child. You are invited and encouraged to share your time and talents with the children at St. Elijah Mom’s Day Out. If you are interested in volunteering when needed, please let us know! 

I sincerely want your child’s experience here at St. Elijah to be positive, joyful and rewarding. Please feel free to call me or stop by the office with any ideas, suggestions, or questions concerning the program, and thank you for choosing St. Elijah as your Mom’s Day Out.

Sincerely,

Leigh Baker, Director

Office: 639-2679 

Email: mdo@stelijahokc.com
This handbook of our policies is provided to help you understand our program. After reviewing the handbook please sign the last page and turn in to the director this will be placed in your child’s file. 

Registration/Supply Fees:

The $60.00 registration fee is due at the time of enrollment.  Receipt of this fee places your child on the registration list.  Enrollment is not guaranteed until all required paper work has been completed and is on file with the Director. 

Monthly Tuition/Hours of Operation

Two days a week $160/month

Three days a week $240/month – the third day option is available for the older classrooms (Older 2’s; 3’s and 4 year old classes)
Hours of Operation:

Mondays, Wednesdays and Fridays    9:30am - 2:30pm

Monthly tuition checks are to be made payable to St. Elijah Mom’s Day Out or St. Elijah M.D.O. and are due by the 5th of each month.  Please deposit the check in the “tuition box” located in the Director’s office.  Write the month of payment and your child’s name on the check. 
***Please Note***

There will be no refunds or make-up days if your child is not able to attend.  No refunds will be given for days missed for illness, vacation, holidays, etc. The reason for this policy is simple. We are a non-profit organization. Expenses are figured on a yearly basis and divided into monthly costs.  Thirty days notice will be given prior to any rate changes.
If you have a problem with meeting the tuition payments, please communicate with the director personally.
Multiple children discount:  


	Number of Children
	              Discount

	           2
	15% off 2nd child’s tuition 

	       3 or more
	10% of total tuition


A $10.00 late fee will be charged for payments made after the 5th. There will be a $25.00 charge for NSF checks.
Unless prior arrangements are made with the Director, MDO reserves the right to drop any member whose payment is two weeks overdue. Reinstatement will involve payment of all overdue fees and remaining on the wait list (if applicable) until an opening becomes available.
Withdraw Policy

A two week notice is required to withdraw your child from the program without being penalized the next month’s tuition.  You will be responsible for paying the monthly tuition, unless you notify us in advance of your cancellation. 

Security

For the safety and security of our staff and children the Mom’s Day Out entrance (located on the north side of St. Elijah- facing 150th) will be locked after 10:00 a.m.  This entrance is monitored by security video and will remain locked until 2:15. If you arrive after the doors are locked and you are needing to drop off and/or pick up your child –a buzzer is located on the right side of the entrance, ring the buzzer and wait for the director or designated staff to answer your call and buzz you in. 

Snow or Inclement Weather Policy 
We follow Edmond Public Schools schedule for school closings/delays due to inclement weather. It is important to leave a phone number where you can be reached with your child’s teacher in case of early dismissal due to inclement weather.  Please tune to your local news or radio station for weather related closings.  

Health and Safety 

Please do not bring your child to school with the following symptoms, because they could be contagious to other children: fever within the past 24 hours, diarrhea, vomiting, pink eye, headache, unexplained rash or bumps, runny nose (green or yellow), skin infection, sore throat, or a persistent cough. Please notify us if your child has a contagious condition such as chicken pox, strep throat, head lice etc…  If your child shows any of these symptoms while at school, we will use the “Sign-in” phone number to call you to pick up your child. The child will be isolated under the care of the Director until you arrive at school. 

Medication 
Due to liability concerns we cannot administer medication to the children attending our program. 
Immunizations 
Any child who attends MDO must have a copy of their immunization record on file with us and immunizations must be current. If you have chosen not to have your child immunized, a waiver must be on file with the Director.  Please contact the Oklahoma Department of Human Services or your child’s doctor for information on immunizations. Please keep us updated on any changes to your child’s record.

Allergies

Please make sure any severe allergy your child has is listed in your enrollment information. Also, let your child’s teacher know of any allergies including but not limited to food allergies as well as environmental allergies.  Our teachers make every effort to ensure that your child is not exposed to any identified allergens, but in the rare instance that accidental exposure occurs, please make sure that your child’s teacher is aware of the appropriate measures to take.  This includes providing the teacher and director with a documented plan of action you and your health care provider have devised. 

Guidance and Discipline 
Our program and classrooms are filled with an array of activity and fun to help insure that discipline is a rare problem at St. Elijah. In the instance that conflicts arise, our teachers may model conflict resolution techniques and alternatives by; removing an object of contention, diverting a child’s attention, providing appropriate alternative choices, speaking to a child off to the side, or helping a child take a few minutes to regroup.

On rare occasions, a child may stay in the Director’s office for a short time to allow all children to have a positive experience without disruption and allow teachers to focus on the activity that has been planned for the class. The teacher will notify the parent if their child has spent time away from the classroom. At no point and under no circumstance will physical discipline be used in our classrooms. 

Clothing

Bring a change of clothes in a plastic bag for children who are toilet training or younger.  This clothing will remain in your child’s cubby.

Older boys and girls should wear clothes that they can manage when using the bathroom. 

During cold weather, please send a coat with a hood or a cap. We will go outside if the temperature is above 45 degrees and not raining. 

Lunch
Children will need to bring their own lunch and drink. Please no red or purple drinks except in juice boxes. Include foods your child can handle, such as sandwiches, hot dogs (sliced and halved), chicken sticks, sliced carrots, cheese, bananas, grapes (quartered), peaches, apples or orange sections or Lunchables™. Please do not send candy or soft drinks. 

Make sure to label all lunch boxes and cups. 

Birthdays and Celebrations

We would love to help celebrate your child’s birthday, if you would like to share a birthday treat (small cupcakes/cookies or other treat enjoyed by your child, no large cakes please) please notify your child’s teacher in advance so they can plan accordingly.  Also, if there is a special way in which your family celebrates birthdays, please let your teacher know, as sharing cultural diversity is important.

Personal Toys and Belongings 
Children should leave their personal toys at home or in the car. This prevents toys from getting lost or broken and keeps younger children from playing with toys that are not safe for them. 

We understand that some children may have a security item that they need to keep with them or that is helpful during rest time. Please make sure this item is labeled with your child’s name and placed in his/her backpack.
Communications

A newsletter will be sent home in your child’s bag at the beginning of each month. This will keep you informed of the theme and what your child is learning and doing with us. The newsletter also will include details about special events, guest visitors, parties, teachers, holidays, and any changes that might affect you. If you have any questions or comments about the program, please do not hesitate to set up a time to meet with your child’s teacher or the Director. We encourage parents to observe the program and talk to our teachers although please limit conferences to a scheduled time.  Drop-off and Pick-up times are not ideal for lengthy discussions. The teachers need to devote their time and attention to welcoming and dismissing all the children.
“Ouch Report”

All minor injuries will be recorded on a daily “Ouch Report.” If your child received a bump or a bruise that day you will receive a copy of the report.  A copy of the report will also be kept on file with the director.

Absences

Please notify the director if your child will be absent for an extended period time due to illness or vacation.  This will assist your child’s teacher in their planning and preparation for class activities.
Substitute Teachers/Volunteers

Please contact the director if you wish to be placed on the “Available to Substitute” list.  For each day that you able to substitute for the program we will subtract that daily rate off of the next months tuition.  

If there are any parents/grandparents who would want to share their special gifts of expertise or talents with your child’s class or with the Mom’s Day Out program please contact the director.  

All volunteers and substitute teachers are required to have a background check on file.

Tips for helping your child adjust 
You are welcome to visit our class with your child for short periods of time before leaving them for their first full-day visit. This may help your child adjust to our environment. 

Many children have difficulty with separating when they first come to MDO. Generally it is best for the parent to say goodbye and leave the child as quickly as possible. Children usually settle down once their parent is gone. You are welcome to call the Director and check on your child later to make sure they are all right.
Snack Schedule

Each child will be asked to provide a snack for the class on a rotational basis.  The snack schedule will be provided by your child’s teacher.  You do not need to provide juice or other drinks as we will encourage the children to drink water.

Child to Teacher Ratios:
Toddler Classroom: 2 teachers: 10 children 
Older 1’s and Younger 2’s Class:  2 teachers: 12 children
Older 2’s and Younger 3’s:   1 teacher: 8 children

3’s and 4’s Class:  1 teacher: 8 children
Drop-off and Pick-up Procedures
We ask that our parents utilize the parking lot located on the north side of the church, our Mom’s Day Out entrance is marked by the blue awning (facing 150th).  Please use this entrance when entering or exiting for Mom’s Day Out.  When dropping off your child please park in our designated parking area, and walk them to their classroom as you will be required to sign them in and out each day they attend. 

When arriving in the afternoon, please do not enter the classrooms before 2:20 to pick up your child.
Hours/Classroom Schedules 
Our hours are from 9:30 a.m. to 2:30 p.m. Please do not bring your child into the classrooms before 9:30.  Teachers need time to prepare for activities and to drop off their own children.  Please pick up your child by 2:30 p.m.  Not only will your child be concerned if you are late, but this keeps the teachers that have children in our program from retrieving their own children.

Please complete the “Sign-In” sheet provided by your child’s teacher each day. Print your child’s name, emergency contact cell number and who will pick up your child, including signatures of person dropping off and person picking up including time. 
You should notify the Director if the pick-up person changes during the school day. A driver’s license will be checked for identification purposes. 

A time schedule is posted on the bulletin board outside your child’s room. The day is divided into various activities such as center play, circle time for bible lessons and instruction, outside play, snack, gym time, lunch, and rest time. For each month of the school year a common topic theme is emphasized.  The themes come straight from the bible and are based on the Fruits of the Spirit- Galatians (5:22-23.), they are Love, Joy, Peace, Patience, Kindness, Goodness, Faithfulness, Gentleness and Self-Control.  

2010/2011 Calendar

Important Dates to Remember:
August 16, 2010              Meet the Teacher Day

August 18, 2010               First day of Fall Session
December 15, 2010          Last Day of Fall Session

January 3, 2011       First Day of Spring Session


May 25, 2011                   Last Day of Spring Session

We will be closed on the following days:

September 6, 2010                        Labor Day

November 24, 2010                 Thanksgiving Break

December 21 – December 31         Christmas Break
January 17, 2011                    Martin Luther King Day

February 21, 2011                       Presidents Day

March 14 – 18, 2011                   Spring Break
We follow the Edmond Public Schools calendar – if Edmond schools are closed for holidays, professional days or inclement weather we are also closed. 
MDO Handbook Signature Page

I,_____________________________________,

                          (your name here)

parent/guardian  of ________________________  
                                 (your child’s name here) 

agree to abide by all the policies and procedures stated 
in the 2010-2011 St. Elijah Mom’s Day Out Handbook.

Dated this day _______________, 2010/2011



(month, day)

Please sign this page and detach from Handbook.  This policy agreement will remain on file with the Director.

