WELCOME
Welcome to St. Luke’s Mother’s Day Out Program!  We are pleased that you have chosen our program and look forward to providing care for your child in a safe, loving and stimulating environment.

PROGRAMS
It is the philosophy of St. Luke’s MDO that early childhood should be a time of fun, warmth, security, exploring and discover.  Preschool children are creative and receptive and our program strives to nurture and encourage these qualities for the children.

ABOUT OUR STAFF
All of our classroom teachers have previous experience working with preschool age children, most in settings such as day-care, other MDO programs and preschools.  All are Mother’s themselves, and all have undergone a background check with the Alabama Department of Human Resources.

ADMISSION AND REGISTRATION
Children who are from 12 months (one year) to 48 months (four years) of age are eligible to enroll in St. Luke’s MDO.  Admission requirements and enrollment procedures are as follows:

1.
Every child MUST have a blue immunization form that is current with a doctor’s signature.  Please submit this form the first day of class for your child.  YOU MUST SUBMIT this form before we can keep your child.  A handwritten copy listing the shots your child has received is not acceptable.  It is the parent’s responsibility to update the immunization form after each shot.

2.       The MDO Director must be informed of any known allergies your child may 
have, in       writing, before this child can be admitted to the MDO Program.

3.       Our classroom teachers are not qualified to work with children with special handicaps, medical conditions, and/or disabilities, nor are St. Luke’s Church facilities specifically designed to accommodate the needs of such children.   

Days and Hours of Operation
Regular session including Fall, Winter and Spring begins Mid August and ends Mid May.  We are open Monday thru Friday from 8:30 a.m. to 12:30 p.m. Wee care is from 12:30 p.m. until 3:30 p.m. Early morning care is 7:30 a.m. until 8:30 a.m. Summer program is end of May through the end of July, 8:00 a.m. until 12:00 noon.
Fees
4. Regular fees for Fall, Winter and Spring are as follows:



Registration:
$50.00 per child

Registration fees are payable at registration to ensure a position in the program.  Registration fees are not refundable and non-transferable, unless we at St. Luke’s MDO cancel the program.

Supply Fee:
$ 40.00 per child

Supply fees are payable at registration to ensure all accounting records are kept up to date.  Supply fees are not refundable and are non-transferable, unless we at St. Luke’s MDO cancel the program. 



Tuition:
$15.00 per day per child

Tuition payments are due on the fifteenth of the month.  Please see additional fees for late charges.

Wee care:   $25.00 a day
Early morning care: $5.00 a day

Summer Program Fees:
Registration:
$40.00 per child

This Program is nine weeks long, starts at the end of May, and ends the last week 
of July. We follow St. Luke’s School Summer Camp schedule. 

Tuition:
$15.00 per day.  

Please note: We ask that all fees be paid in check form; we do not accept cash payments for accounting purposes.  Sorry for any inconvenience this may cause.   
Additional Fees
Late Fee:
$15.00, a late fee will be charged to your account if tuition is not in the Church office by the close of business on the 15th of the month.

Returned Checks:
A fee of $25.00 will be charged to your account if your check is returned for insufficient funds.

Late Pick-Up Fee:
$5.00 per 5-minute period.  All children are to be pickup up by 12:30 p.m.  A five-minute grace period will be granted for all children.  After the grace period has elapsed, a fee of $5.00 for each additional 5-minute period prior to pickup will be charged to your account.

Daily Drop-In Fee:
$20.00 per day per child.  This fee is due and payable at the time of drop-off.

Drop-off and Pick-up
All programs will officially begin at 8:30 a.m. each day. Classrooms will be open at 7:30 a.m. to accommodate our working parents as well as those with siblings at St. Luke’s School. There is an additional fee for early drop-off of $5.00 per day. Please note there is only one staff member available to look over the children during this time. Other staff members are coordinating the lessons for the day and readying the classrooms.  Please respect our early drop off time of 7:30 a.m.

Parents MUST sign their child in for each session.  A PHONE number MUST be left where someone can be reached at all times in case of an emergency or unforeseen illness.  Keep cell phones turned on at all times if you are shopping or in your car so we can reach you.  This will eliminate the need to call the father’s workplace or another name on an emergency list.

When you pick up your child, please make sure to sign out, write in the time of pick up and initial.

Parents MUST inform the child’s teacher if another parent, relative or friend will be picking up the child.  Please let that person know we will need some form of photo ID to allow them to pick up the child.  Please understand that we NEED your full cooperation regarding this policy.

For safety purposes children must never be left without a direct transfer to an adult; therefore, your child must always be brought directly to his/her classroom.   Never leave children unattended in the classrooms or with another parent.  A staff member must always be present for drop off. 

Please DO NOT ALLOW children to run in the hallways of the Church when dropping off or picking up.  This not only creates a safety hazard but also disrupts any services that might be going on at that time.   Please respect the Church and the grounds at all times.  

          Parking
PLEASE USE THE PARKING LOT FACING AZALEA ROAD, WHEN DROPPING OFF AND PICKING UP YOUR CHILD.  By using this area, we can watch both you and the child as you enter the automobile to ensure a safe pick up.  Students who are walked over from the school must be accompanied by a parent/guardian.  
Dress Code
Depending on the weather, we will go outside for playtime daily.  Please dress your child appropriately for the season and weather.  Children are encouraged to wear play clothes and sneakers.  We will not be responsible for damage to your child’s clothing due to playground time, doing crafts or from spills of food or beverages. Also, no jewelry. We are not responsible for lost jewelry items. If your child is potty training then Pull-ups must be worn at all times until the child is fully potty trained.
What to Bring
Please bring a backpack with the name of your child printed neatly on it.  The backpack should  contain the following;  One full  change of clothes, Extra Diapers or Pull-ups, a mid morning and afternoon snack and drink and also a nutritious lunch. Please see notes under food and medication for what NOT to bring to class. (Food/beverage list on attachment-medication page 4)

We ask that toys from home stay home.     This may seem like a very small thing but many times the children will get in a dispute over the toy.  Please keep favorite toys in the car and let the child know it will be there for him/her when you return.  

Foods
Children should be fed breakfast before arriving in the morning.  We do allow parents to feed their children a quick breakfast in the activities room of the church.  Parents must provide the meal, sit with the child while eating and tidy up following the meal.  

The children take a scheduled snack break at 9:00 a.m. which St. Luke’s MDO will provide.  Please include an extra drink for your child to enjoy during this time.  

All foods sent to class with your child should be ready to eat.  Regulations prohibit teachers to cut heat or prepare foods in any way.  Please see the attached list of suggested food and beverages.

Sickness
Please do not bring sick children to the MDO.  Children who appear to be ill upon arrival will not be permitted to stay.  St. Luke’s School nurse has agreed to be available in the event of an onset of sickness or accident.  Please fill out the green permission slip and return it with your registration paperwork to the MDO Director.  This will allow the School nurse to treat your child, if necessary. 

If your child has a temperature, diarrhea or vomiting or has a yellow/green runny mucous from his/her nose, allow a full 24 hours to pass after these symptoms clear before bringing them to MDO.

If your child becomes ill during MDO hours, we will call you or an emergency person listed on your registration form for immediate pick- up.

Drop-Ins
Drop-Ins are allowed only if space is available for that particular day.  Your drop-in must be arranged with the Director in advance.  You must leave your phone number and payment at time of drop-in.  No exceptions.
Medications
Please administer any medications at your home before bringing your child to MDO for the day. Teachers for the MDO program are NOT ALLOWED by the Alabama Department of Human Resources to administer any type of medication to your child.  Please understand that this is not only for your child’s safety but also for the safety and protection of our teachers.  If your child is on any medication for any reason, please inform the teacher upon a drop off.  This will enable us to better understand any changes in the behavior or physical appearance that may occur to your child due to the medication. No medications are to be sent to MDO.   
Discipline 

We believe the power of positive reinforcement is the most effective tool in creating a peaceful environment.  Through constant praise of appropriate behavior, modeling of desired behavior by our teachers and clear, concise classroom rules, we strive to avoid conflict and promote harmony.  However, in the event children engage in inappropriate behavior, which may put them in danger or disrupt the class to the point the teacher is unable to continue the class program; the child will be removed from the area by the teacher and given time to regain composure.  If the inappropriate behavior continues, parents may be called to pick up the child.  If a teacher feels a habit of inappropriate behavior is forming, a parent/teacher conference will be requested.  If the negative behavior continues and we feel that this behavior is extending to other children in the program, please note: We reserve the right to ask that the child not return.
Confidentiality of Student Records
Student records are open only to the particular child’s teacher, the MDO Director or the child’s parent or guardian.  Please understand that we will only release any records or information from the file directly to YOU the parent, and no one else.  This is for your protection as well as ours.

Communications with the Parents
Parents will receive a daily Sunshine Report upon pick- up.  The purpose of this report is to keep you informed of your child’s overall experience each day at school.  We think it is important for you to know about your child’s disposition while at school and this is one way we hope will encourage an open flow of communication between you, your child and the MDO Staff.

Finger Food Suggestions

1.
Sandwiches cut into squares

2.
Peanut butter crackers

3.
Crackers, assorted varieties, like Ritz bits (regular or sandwich styles)

4.
Cubed cheese (no shredded varieties)

5.
Deli Meats

6.
Cereal bars

7.
Dry Cereal

8.
Apples or other fruits (cut in bite size pieces)

9.
Raisins

10.
Cherry tomatoes (cut in halves)

11.
Cucumber slices

12.
Banana, zucchini or pumpkin bread (sliced or broken into pieces)

13.
Chips (potato etc)

14.
Cookies, variety of types, regular or sandwich types

15.
Meat, make sure all types are cubed

16.
Lunchables or store bought snack packs

Drink Suggestions
1.
NO COOL AID OR SQUEEZABLE DRINKS--types of drinks like this get squeezed by the children and then the child has no drink. 

2.
Nothing with Dark Colored DYES-these spill and stain the children’s clothing and our carpet. Capri Sun drinks are encouraged -these are clear and stain free.

3.
NO WET FOOD OF ANY SORT-examples are yogurt, gogurt, soup, spaghetti or jell-O.

4.
SIPPY CUPS ARE GOOD- please prepare the drink for your child and put your child’s 

NAME ON THE SIPPY CUP.  Remember we have more than one child with a sippy cup and they can mistakenly be given to the wrong child.

Please remember, we CANNOT HEAT, CUT-UP OR PREPARE your child’s food for them.  This is a REGULATION NOT A CHOICE.  If you send your child to our program with a lunch that is not acceptable, we will not feed it to your child.   Your child will get a snack consisting of what we have here at the program (typically, whatever we have for our morning snack, will also be your child’s lunch that day).  Sorry to have to send out this letter again, but we are still receiving foods that require us to either prepare, or are unsafe for us to feed the child.  As always, we are concerned about safety for both the child and us.  Thank you again for your continued support of the program.

ST. LUKE’S EPISCOPAL CHURCH

MOM’S DAY OUT

CLASS SCHEDULE
8:30 A.M. TO 9:00 A.M.

Free play

9:00 A.M. TO 9: 30 A.M.

Snack time

9:30 A.M. TO  9: 50 A.M.

Potty time

10:00 A.M. TO 10:30 A.M.

Arts & Crafts time

10:30 A.M. TO 11:00 A.M.

Outdoor Play time (weather permitting)

            (Short breaks for potty time and hand cleaning)

11:00 A.M. TO 11:15 A.M.

Prayer time

11:15 A.M. TO 11:45 A.M.

Lunch time

11:45 A.M. TO 12:00 P.M.

Wash up after lunch

12:00 P.M. TO 12:30 P.M.

Cool down time (songs stories and short movies)

12:30 P.M.

Pick up time

(In case of an emergency, please call us at 251-662-2055.  Thank you.)
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