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Dear PareNTS/ Caregivers,

Welcome TO The GreeneHouse Children’s CeNTEr! We are eXCITEd TO
become a PART OF you and your child’s journey THROUGH THEse wonderful early
years! The year ahead is sure TO hold many eXCITINg and inTEreSTing eveNTS and
ACTIVITIES for you and your child. We are deligHTED THAT you have chosen TO SHARE
THis imPORTANT Time in your child’s developmeNT WITH us.

We have designed THIs PareNT Handbook TO give you an overview of THE
policies and procedures THAT we will follow, INFORMATION abouT OUr program and
our approach TO planning eDUCATIONAL experiences for children. As STATEd in our
philosophy, IT is our goal TO provide your child WITH a warm, supporTIVE, NURTURING
and safe environmenT THAT SUPPORTS THEIR physical, academic and spiRITUAL
developmeNT. According TO The mosT CUrreNT research, children learn THROUGH
ACTIVe involvemeNT WITH THEIR environmeNT. Through THIs process children
CONSTRUCT Their knowledge of The world in TERms THAT THey can undersTAND. During
THE early childhood years, an INTEGral PORTION of eDUCATION is a child’s abilITY TO
gain knowledge of a social world and develop STRATEgies for inTeRACTING WITH
peers and adulTS . The ACTIVITies planned for THE upcoming year are designed TO
provide a developmeNTALly rich environmeNT in which your child can grow and
learn AT THEIR individual pace.

IT is our greAT privilege TO welcome you and your child TO be a PART OF The
GreeneHouse Children’s CeNTEr family.. We are COMMITTEd TO building a
relATIONShip WITh you and your child, and serving you WITH love, compassion and
undersTANDING. If you have any queSTions, commeNTS, concerns or suggeSTions
please feel free TO CONTACT me. Working TOgeTHER as a TEam we can be sure TO
provide your child WITH a POSITIVE learning experience AT SCHOOL.

Sincerely,

Sandy Greene
The GreeneHouse Children’s CeNTEr
Program DIRECTOR/Owner
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AT THE GreeneHouse IT is our mission is TO provide children WITh a suppORTive,
NURTURING environmenT which enhances THEir spiriTUal, academic and physical
developmeNT. IT is our mission TO provide children WITH a solid foUNDATION upon
which THEY will grow INTO eXCITEd learners, achieve academic excellence and
become a POSITIVE influence on THE world around THEM .

The philosophy of THE GreeneHouse is based on THE desire TO SEe children
grow in excellence INTO good cITIzens, helpful friends, and lifelong learners.
Children learn and grow beST in a warm, supPORTIVE, NURTURing, safe environmeNT
in which individual differences are valued. God has creATEd each child uniquely.
IT is our goal TO promOTE each child’s unique gIFTEdness THROUGH providing a rich
environmeNT, where he or she can be involved and explore learning on THEIR
TErms.

Children learn and develop AT differing RATEs. The curriculum and
environmeNT OF THE classroom is designed TO CATEr TO CHIldren’s differing needs,
capaBILITIes and developmeNT. A wide range of classroom ACTIVITIEs are planned TO
suPPORT each child’s physical, social, eMOTIONAL, cogNITIve and creATIVE
developmeNT. All ACTIVITIES are designed TO be open ended and explORATOry in
order TO aid children in reaching THEir higheST pOTENTIAL of learning.

IT is our goal TO fosTEr self-learning, decision-making, and responsibilITY in
children. We believe THAT THE mosT effeCTIVE way TO meeT each child’s needs is
TO have open communiCATION beTWEen school and home, and TO work as a TEam
TO PROMOTE your child’s unique individual gIFTS.
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LocaTIOn
The GreeneHouse Children’s CeNTEr is loCATed AT 15105 Rankin Avenue,

Dunlap, Tn. Our campus has over 6000 square feeT OF space DEDICATEd TO
suPPORTIng THE developmeNT OF children ages 6 weeks TO 12 years. We have five
individual classrooms ThAT are designed TO SUPPORT your child’s developmeNT from
6 weeks THROUGH 12 years old. We also have 4 separaTE playgrounds meANT TO
eNTIce your child WITh wonderful OUTDOOR play experiences every day. Our hours of
opeRATION are 6:30 a.m. TO 5:30 p.m. ftonday THROUGH Friday. The main office
TElephone number is 423-949-3200. Our weBSITe is greenehouse4kids.com.

Our campus has Three classrooms for preschoolers, one for infanTS, and
one for school aged children. All classrooms are spacious and designed TO
accommODATE THE diverse needs of children AT THEIR varying STages of
developmeNT. The classrooms are equipped wiTH a vaRIETY of furnITURe, equipmeNT
and manipulATIVEs THAT provide oppoRTUNITY TO enhance your child’s developmeNT
and provide a means for compleTING daily aCTIVITIES.

The classrooms are UTILIZED TO SEparaTE our age groups so THAT THE
curriculum can be as developmeNTALLY APPROPRIATE as possible. Each classroom
operATEs on a daily schedule THAT will remain ROUTINE WITH CONSISTeNT TIMEs for
ACTIVITIES such as: Circle Time, Snack Time, ACTIVITY Time, Free Play, OUTSide Play,
Lunch Time and Nap Time. These TIMEs are designed TO be CONSISTeNT TO provide
your child sense of seCURITY and expeCTATION during THEIR school days. The daily
schedule will be POSTED near THE sign-in area of THE classroom. AddITionally, THE
TEacher will POST a weekly lesson plan THAT OUTLines THE daily curriculum and
learning aCTIVITIES.

A fenced OUTdoor play area is lOCATEd behind THE school building and has
mulTIPLE play areas for each group of children. They will be separaTEd by
developmeNTAL STage and chronological age when APPROPRIATE. Children will be
eSCORTEd by TEachers TO THe playground and supervised AT all TImes.

On our campus we will soon have an OUTDOor classroom. This area will be
designed TO faCILITATE NATUral explORATION. The children will be encouraged TO
work WITH mud, STicks, rocks and OTher NATUral elemeNTS. Please be aware that
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THESe learning ACTIVITies MIGHT involve a BIT OF messy fun.  Wearing
comFORTAble, easy TO CLEan cloTHES is a good idea!

o The primary goal of THE GreeneHouse Children’s CeNTEr is TO maINTAIN
close communicATION beTWEen home and school.

o AnOpen House is scheduled in THE Fall TO iNTRODUCE pareNTS/guardians TO
THE program and facilITy and THe classroom TEachers.

o The classroom TEacher will maINTAin CONTACT WITH pareNTS THrough Sandbox
PareNT PORTAL, NOTEs, phone conversaTIONS, newsleTTers, classroom acTIVITIes
bulleTIN board, and pareNT/TEacher conferences.

o Individual assessmeNTS and conferences are scheduled TWICE annually for
STUDENTS. PareNTS may requeST a conference AT any TIME. Should THE
classroom TEacher have a concern or queSTion abouT your child, They will
requeST a meeTING WITH you.

o Our ceNTEr has an open door policy. Please feel free TO VISIT The program
AT any TIME. Please keep in mind, however, THAT we have a reST TIME for
The children every day afTEr lunch. If you would like To VOLUNTEer At any
TIMe simply call THe classroom TEachers or main office in advance ToleT
us know you'll be VISITINg.

o AlTHOUGhweACTIVEly seek pareNTPARTIcipATIOn,weaskyou TO keep inmind
THAT ONE of The primary purposes of any childcare program is TO ease THE
child's TRANSITIon from home TO SCHOOL . If your child would be upseT by
your presence in THE classroom, we will happily work WITh you TO find
alTERNATIVE ways TO VOlUNTEer. OTHEr involvemeNT OPTIONS MIGHT include
helping our TEachers ouTSide of class WITH prepaRATIONS for acTIVITIes,
helping in The planning of family eveNTS and ACTIVITIES.
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To begin THE enrollmeNT process, a pareNT OR caregiver musT COMPLeTe and
reTURN an appliCATION. We ask THAT every pareNT COME in and TOUR our program TO
make sure THAT we are a good FIT for your child. You are THe exPERT ON your child
and are THE beST person TO DETErmine if we are THE RIGHT for you. Please conTACT
THE office AT 423-949-3200 for more informATION.

Prior TO admission THe following ITEMs musT be compleTed.

 Physical Exam (no more THAn 1 year old from sTarT daTe)
 The Pre-school DiRECTOr musT review This form prior TO aTTendance.
 ImmunizATIOn records Turned in
 All Emergency informATIOn musT be filled ouT, and updaTed as necessary
 A GreeneHouse ParenT/Provider Admission AgreemenT and Admission ConTrACt musT

be filled ouT COMPLeTely, signed and daTed
 A GreeneHouse PaRENt Permission form as needed for emergencies, phoTOgraphing,

eTC.

A change of CLOTHEs, in a zip-lock bag labeled WITH his/her name on IT.
(Please remember TO pack CLOTHING approprIATe WITH weATHEr changes)
A small pillow and blankeT w/child’s name labeled on each ITEM
(BlankeTS musT be TAken home weekly by pareNTS for washing)

The GreeneHouse Children’s CeNTEr is open from 6:30 a.m. TO 5:30 p.m. BOTH
THE morning and afTErnoon (AFTEr nap) sessions will allow for academic learning
TIME (circle TIME), free choice Time, OUTDOOR plaYTime, snack TIME and lUNCHTime.
BreakfasT is served unTIL 815 for all of our friends. Lunch is served on a varying
schedule as follows: Toddlers 1130 am, 2-3 year olds 1145 am, 3-5 year olds 1200
pm, School Aged kids 1215 pm and all children are served a snack beTWEen 2:00
pm and 4:30 pm every day. We PARTICipATE in THE Child and AdulT Care Food
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Program and follow all guidelines regarding PORTions and The NUTrITIonal
composITIon of The food we serve.

New Year’s Day, Good Friday, ftemorial Day, Independence Day (July 4TH),
Labor Day, Thanksgiving Day and THE day afTer, and CHRISTMAs Day. On CHRISTMas
Eve day, we will be closing early.

In THE eveNT OF a School DISTRICT inclemeNT weATHEr day we will be open
and provide care for your child. There will be an addITIonal charge for The eXTRA
hours of care. The amOUNT will depend on your child’s enrollmeNT SCHEdule.
Please CONTACT THe office for queSTions ABOUT SPEcific charges.

In THE eveNT OF a power OUTAge we will CONTACT pareNTS. If we feel THAT IT
is geTTING TOO COLd or warm for THE children, we may ask THAT pareNTS COMe pick
children up. We will remain WITH all children UNTIL THEY are picked up.

In THE eveNT THAT we have a need TO evaCUATe THE facILITy due TO
EARTHQUAke, Flood, or Fire or any NATUral or human made disaSTer, we will follow
THE evaCUATion plan poSTed in your child’s classroom.
If we need TO evacuaTE THe facilITY, we will TAKE THe STUDENTS TO THe following

relOCATION CENTEr:

The Vine
79 Cherry STReeT

Dunlap, TN

The TUITion RATEs of The GreeneHouse Children’s CeNTEr are designed TO CREATE a
POSITIVE environmeNT for THE children and STaff WITHOUT undue burden on families.
IT is our goal TO provide high qualITy childcare for every child AT a price THAT does
NOT PUT STress on THE children’s families. These fees are eSTablished TO maINTAIN
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THE qualITY of THE program and TO be comparable WITH local early childhood
programs.

 A CONTRACT WITH hours and fees musT be eSTablished before a child’s
ATTEndance in The program.

 The full CONTRACT amouNT MUST be paid regardless of absence.
 All fees musT be paid upFRONT prior TO The week of service. In order TO

TERMINATE a CONTRACT we ask THAT pareNTS please provide a TWO week
wrITTEN NOTICE.

 LaTE paymeNTS will incur a fee, and we will ask THAT you do NOT bring your
child TO SChool UNTil your paymeNT is currenT. We will hold your child’s
SPOT for one week in order TO give you Time TO bring your ACCOUNT CurreNT.

 While we do NOT regularly schedule TUITION increases, we do reserve THE
RIGHT TO increase TUITIon as needed for THe healTH of THE program
(JUST a NOTE…..Our lasT program only had one 5% increase in 11 years…we
really don’T waNT TO PUT THAT burden on our young families….)

PareNTS are encouraged TO MONITOr Their child’s healTH on a daily basis.
Keep in mind THAT if you send your child TO SCHOOL when They are sick, THEY may
POTENTIALly infeCT OTHer children and our STaff.
If your child exhibITS The following symPTOMS, please do NOT SEnd Them TO CLAss:

Unusual or unexplained rash, especially on uncovered PARTS OF THEbody
and/or child is sCRATChing IT.

VomITIng
Diarrhea (2 or more iNSTAnces in a SHORT period of Time).
TempeRATUre of 99.5 degrees or more accompanied by any of

THE following: TIREDNEss, coughing, lack of appeTITe, rash, eXTREme irriTAbiliTY,
or INABILITY TO PARTICipATE in ACTIVITies.

Red eyes THAT exhibIT SWelling and discharge.
InabILITY TO parTICipaTE in school ACTIVITIes due TO healTH or
behavioral issues

–If THEY exhibIT These syMPTOMS during THe day, we will call you and ask you TO
come pick THEM up. Please plan alTERNATE care for your child unTIL THEY have
been SYMPTOM free for 24 hours.
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Any prescripTion mediCATIONS musT arrive in THEIR original CONTAiner, WITH
your child’s name, The INSTRUCTions for admiNISTRATION, along wiTH a prescripTion
DATE WITHIn The lasT 30 days. Over THE counTEr mediCATIONS musT also be in THE
original CONTAINEr and accompanied by a dOCTOr’s noTe OUTLining whaT THE
medICATion is for as well as admiNISTRATIOn direCTIons. When you bring THESe in
you musT fill OUT a “ftedICATion AdmiNISTRATIOn Form” and sign IT. Please NOTIFY us
of any allergies your child has so THAT we can ensure Their safeTY in all sITUATIONS.
If THEY require an Epi-Pen, please bring one properly labeled as OUTLined above,
THAT we can keep on siTE.
In THE eveNT OF a medical emergency, every effORT will be made TO CONTACT
PareNT/Caregivers. However, IT is vITAL THAT we have an emergency medical
release form signed and on file for every child enrolled AT GreeneHouse. This
way if we are unable TO reach you or need TO ACT quickly for The healTH and
safeTY of THE child, we have THe appropriATE paperwork.

For small injuries or ACCIDENTS, an “AccideNT Form” will be filled OUT by your
child’s TEacher and placed in The sign-in book for you TO SIGn when picking up
your child from school. Please call THE office if you have any queSTions abouT
whaT you read on THE form. We can always do more research INTO THE inciDENT if
you have queSTions.

Every child in ATTEndance in The afTErnoon will PARTICIPATE in a reST TIME .
We play soFT music, rub backs and read STORIes. Your child does noT have TO fall
asleep, bUT will be encouraged TO reST quIETLy while THEIR friends sleep. This will
help your child recharge for THe AFTErnoon acTIVITIes!

Your children will PARTIcipATE in hands-on discovery ACTIVITIES on a daily basis.
This could include paiNT, sand, mud, eTC. Children are also prone TO acciDENTS –
spilling milk or juice, falling inTO puddles, messy THIngs! Please dress your child in
cloTHIng THAT CAN geT “messy.”
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Please send a change of CLOTHING so THAT when THis occurs, THey can
change iNTO SOMETHing comfoRTABLe.

Please keep THese ACTIVITIES in mind when helping your child dress for
THE day. Send THEM in play cloTHES THAT THEY can wear WITHOUT worrying
abouT messes, and shoes THAT will allow THEM TO run, jump and TURN
somersaulTS.

We will go OUT daily unless iT is much TOO warm, or much TOO COLd.
So please remember jackeTS, BOOTS and mITTENS when appropRIATE.

Children need TO wear closed TOE shoes. No flip-flops.

We will soon be geTTINg TRicycles and riding equipmeNT. Each child will be
required TO bring in a helmeT WITH THEIR name on IT TO be kePT AT THE
school. We waNT TO ensure safe riding and THE developmeNT OF good
safeTY HABITS.

We do NOT require THAT CHildren ATTEnding THE preschool be fully POTTY
TRAINEd. Please keep THEse THIngs in mind for children who are newly POTTY
TRAINEd:

Remember THAT elaSTic waiSTed cloTHIng allows your child more independence
as well as speed!

Soiled cloTHing will be senT home in a clearly labeled bag. UNFORTUNATely,we
do NOT have THe facilITies TO wash soiled cloTHIng.

The goal of any necessary “discipline” or guidance AT THE GreeneHouse is TO
PROMOTE life-long self-CONTROL and self-discipline in children. We waNT CHILdren TO
learn TO make appropriaTE choices by Themselves and NOT rely on adulTS TO CONTROL
THeir behavior for THem.
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In accordance wiTH our goals for discipline, we UTILIZE suppoRTIVE and fair
discipline TEchniques THAT help children acknowledge THEIR behavior, make choices
abouT THe solUTION and be responsible for THe consequences.

We use POSITIve reinforcemeNT and aT no TIme will any physical discipline
TEchniques or any punishmeNT be used TO discipline. NATural consequences are
THE mosT effeCTIVE way TO encourage appropriATE behavior. We use discipline
TIME TO help The child make amends for behavior THAT HURTS ANOTher friend –
eITHer physically or emOTIONALly. Through This TEchnique we are able TO use THe
TIME TO help a child learn new ways of commUNICATING Their needs and new ways
of showing compassion TO THeir friends.

Please underSTand THAT if your child’s physical or emOTIONAL needs cannoT be
meT by THe program, and/or if your child inflICTS bodily harm on anoTHER TEacher
or STUDENT, we may ask you TO TAKE a break from THe program. We will make
every effORT TO work wiTH your child and meeT THEIR needs. However, we musT
PROTECT THe healTH and safeTY of all of THE children preseNT in THE program.
We make every effORT TO work WITh our families and love THem as well as THeir
children. However, for reasons of safeTY and iNTEgRITY we musT adhere TO THe
following polices:

AddiTIOnal reasons THAT we may have TO ask a child TO TAKE a break
from our program include BUT are NOT LIMITED TO:

 Failure To pay – TuITIon THAt is more THan one week lATe will AUTOMaTICALly
resulT in THe removal of THe child from The program

 ROUTINe lATe pick up
 Failure To COMPLeTe required forms
 Lack of pareNTAl coopeRATIon
 Failure of THe child To adjusT AFTEr a reasonable amouNt Of TIme
 Physical or verbal abuse of any person on THe propeRTY
 Lack of compliance WITh Handbook regulATIONS
 Serious illness of child



13

*

Arrival: Arrival TIME for begins AT 630 am and remains cONSTAnT according TO
each child’s individually chosen schedule. Each child musT be accompanied INTO
THE building by a pareNT/guardian or auTHORIzed adulT. Each child musT be signed
in upon eNTEring THE classroom and THE pareNT musT make direCT CONTACT WITh
THE TEacher. Signing in and OUT is imPORTANT for THE purposes of ATTEndance,
safeTY, and communicaTION. To ensure THAT your child's belongings STay TOGeTHER,
be sure TO label all cloTHIng, backpacks, eTC. and place THEm in THE child’s cubby
during Their TIme of arrival.

DePARTUre: Each child musT be accompanied OUT OF THE classroom by a
pareNT/guardian or auTHORIzed adulT and signed OUT ON a daily ATTENDance log in
THE office. Any adulT OTHER THAN a pareNT Or guardian THAT wishes TO pick up a
child musT be lISTEd on THE child’s enrollmeNT CONTRACT, be 18 years or older and
have a valid piCTure I.D. STAFF will check for THESe requiremeNTS before THE
depaRTURE of your child. PareNTS are expeCTed TO pick up THEIR children on TIME
in accordance WITh THe schedule THEY have liSTed on THEIR enrollMENT applICATION.
All children musT be signed OUT WITH a full sigNATUre and THE TIME of depaRTURE
labeled. If you need TO make changes TO your schedule please CONTACT THE
office and we will work TO accommoDATE you TO THe besT OF our ABILITy.

The school closes AT 5:30 p.m. Children are expeCTEd TO be picked up AT
THEIR coNTRACTEd Time. For every miNUTE THAT a child is picked up lATE a $1.00 fee
will be accrued. This means if you are eleven MINUTEs lATE TO pick up your child
an $11.00 fee will be added TO your TUITIon. PareNTS are responsible TO SYNChronize
THEIR waTCHES WITH THE preschool clock. There is no grace period At The TIme of
close. If a child is picked–up lATE more THAN THREE TIMEs THEIR conTRACT may be
TERMINATEd.
************************************************************************
Please be sure To keep all of your GreeneHouse Children’s CeNTEr conTRACTS,
receipTS, and conTACt informaTion for your reference and records. We will make
sure TO geT your annual TAx receipTs OUt To you At THe beginning of January every
year. 
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