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Happy Hollow

Children’s Center

4455 SW 99th Avenue

Beaverton, Oregon 97005

503-646-3214

“The Next Best Place to Home”
www.happy-hollow.net

Policies and Procedures
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Welcome to Happy Hollow

Welcome to our school!  We strive to fulfill our mission statement every day by creating a partnership with parents and the community towards maintaining an enriching learning environment where students are allowed to discover, experiment, and explore in healthy and unique ways.   We believe each child needs to be recognized as an important individual capable of developing multiple intelligences, self-respect, self-control and social responsibility.  We are honored that you have chosen Happy Hollow to provide a positive learning environment for your child/children.  We are committed to providing a safe and nurturing environment for all of our students, staff and families and we look forward to working along side  all of our parents/guardians in this endeavor.  The following information should answer any questions you may have regarding our school policies and procedures.   If you have any additional questions, please feel free to call or email the Director, Laura Silan, at happyhollow@earthlink.net or laurasilan@yahoo.com.  

HOURS OF OPERATION: We are open Monday –Friday from 6:45 AM to 6 PM.

ADMISSION

Happy Hollow accepts children regardless of race, color, sex, creed, religion, national or ethnic origin, disability, or medical condition, provided our established program meets the needs of the individual child with reasonable accommodation.

HOLIDAYS

The school will be closed on these major holidays: 

New Years Eve & Day, Martin Luther King Day, Presidents Day, Memorial Day, Fourth of July, Labor day, Columbus Day, Veterans Day, Thanksgiving and the Friday after Thanksgiving, Christmas Eve and Christmas Day.  We are also closed on the Friday before Summer Camp starts and the Thursday & Friday prior to Labor Day weekend for a Teacher In-service Day.  Since these are all paid days for staff, regular tuition is due.

SCHOOL CLOSURES

Very rarely do we need to close the school due to inclement weather.  However, if the Beaverton School District closes or opens late because of hazardous road conditions, most likely, we will close or open late.  Please call Laura at 503-380-3464 or Happy Hollow at 503-646-3214 to confirm that we are open before leaving your home.  Information on school opening/closure or delay will also be posted and can be viewed on the following news channel websites:  kgw.com; koin.com; kptv.com under their school closure lists.  Weekly and monthly tuition charges will still be due regardless of inclement weather closures/delays.  

ARRIVAL AND DEPARTURE REQUIREMENTS

The person bringing in a student must sign-in on the child’s classroom roster by documenting the time of arrival and initialing then remain with the child until a staff member accepts them.  Please do not leave your child in a room alone.  Staff shall release a child only to a parent or a contact person named on the enrollment form.  Please notify us in writing of any changes in pick up arrangements.  Persons unknown to staff will be asked to show picture identification and also sign in at the office.  Parents/guardians and contact people must also inform a staff member that they are taking a student out of the classroom and sign-out each student on the classroom roster by documenting the time out and initialing.  Parents/Guardians who arrive during the day when all of our doors are locked may use the coded key to open a coded door.  Please refrain from sharing this code number with your child/ren as students are not allowed to punch in these numbers to gain access inside at any time.  

REGISTRATION

A one-time registration fee shall be paid upon enrollment for each new family. Summer camp always requires a separate registration fee per child every year.

DISCOUNTS

A 5% sibling discount is applied to the lesser of the two tuitions from the same family.  An additional 5% discount is applied for each additional child.

MISSED DAYS/Absentee Policy

Your tuition reserves a place for your child at the center and as our costs are on going, we are unable to give credit for days missed due to sickness, inclement weather, personal leave, vacation or otherwise.  

DICIPLINE PHILOSOPHY

Our goal is to develop happy, well-adjusted children who can control their own behavior and take responsibility for their actions.  We want to develop children’s ability to play and work cooperatively with others, promote independence in solving problems and help them to handle their emotions and frustrations in an acceptable manner.  We believe that using a positive approach to guiding children can achieve that goal.
We will attempt to reduce the chance that discipline problems will occur by:

· Planning the children’s environment and their routines with their needs in mind, taking into consideration what is realistic and appropriate for their age and developmental levels.
· Treating each child with respect and affection.
· Setting boundaries for the children that are reasonable, clearly stated and consistently followed.
· Taking care to model the behaviors we want to see in children to set a good example.
· Looking for opportunities to praise and encourage good behavior.
· Attempting to distract or redirect children before a problem may occur.
Sometimes even when steps are taken to prevent problems from occurring situations will occur that requires our intervention.  
We will guide children using POSITIVE GUIDANCE techniques:

· Remind children of the rules.  When a problem, comes up we will calmly stop what is going on so no one gets hurt and state the rule simply and directly. People are not for hitting; you may not hit John.

· Use positive statements to tell a child what to do instead of what not to do

Say “Ride the bike around the chair” instead of “Don’t crash into the chair”

· Help children in conflict.  We will help children know what to do when a problem occurs by problem solving with them.  Ask for solutions, suggest some of our own if necessary and have them try them out.  We will encourage children to use their own words.  “How can you tell May to stop knocking over your blocks?  Tell her you don’t like it when she does that.”

· Give children choices.  We will give children a choice of two courses of action when feasible and accept the choice they make.  “Would you like to park the bike by the shed or the fence?  You can build with the blocks on the rug or on the table”

Time out and conferences are used only in a situation when a child is so over stimulated that s/he is out of control and needs time to calm down.  With younger children this may mean sitting on the teacher’s lap.  With older children this may mean sitting on a rug away from their class or going into the principal’s office for a calm down-conference.
WITHDRAWAL

Withdrawal from our program requires two weeks written notice.  Tuition is due if notice is not given.  Under certain circumstances, Happy Hollow may find it necessary to terminate the enrollment of your child with or without notice.  Circumstances may include, but are not limited to:  non-payment of tuition, disruptive, dangerous or threatening behavior, abuse of other children, staff or property by a child, the center’s inability to meet your child’s needs, continued refusal to follow Happy Hollow policies by the child or the parent/s/guardians.  We reserve the right to immediately dis-enroll any child using our sole discretion, however, we will make every effort to work with you to correct the problem before making a final decision.

TUITION PAYMENTS AND PAST DUE ACCOUNTS

Tuition is charged based upon your agreed tuition schedule. Tuition is due each Monday for the current week if paying weekly.  Tuesday is considered a grace day.  A late fee will be added to your account if weekly tuition is not received by Wednesday.  Monthly tuition is due on the 5th of the month.  A late fee will be added if payment is not received by the 5th of the month.  Late charges are $15 each week until your account is paid in full.   Each Friday statements will be sent out to those accounts in arrears.  It is our policy not to allow accounts to be more than two weeks in arrears.  Unless special arrangements have been made with the director, your child will be automatically dis-enrolled and will not be able to attend our program until your account is brought up to date.  If you need to make a change in your child’s attendance schedule, please provide us with a 14-day notice.  There will be a $35.00 returned check fee charged for NSF payments and payments made thereafter must be by credit/debit/credit card or cash—we will no longer accept checks after receiving one NSF payment.  It is our policy to send all past due accounts over 1 month or more to collections.  You will then be responsible for any and all additional costs that are incurred.  This may include attorney fees, small court filing fees, and any other fees associated with collecting this debt.

CERTIFICATION:
The Child Care Division (CCD) licenses us to care for up to 61 children, ages 2 ½ yrs through 12 years.   As part of our licensing requirements a Washington County Fire Marshall, a health inspector and our CCD certifier routinely inspect us.  Happy Hollow meets all fire, health and safety codes.  These reports are available for your inspection. If you wish more information regarding licensing requirements, a copy of the “Rules for the Certification of Child Care Centers” is available for review from the Director of Happy Hollow or from the Child Care Division website.  If you need information on how to report a complaint with CCD regarding certification requirements, you may call the Washington County CCD or the division’s central office at 1-800-556-6616.  “The U.S. Department of agriculture (USDA) and the State of Oregon prohibit discrimination in all US1/23/12 programs and activities on the basis of race, color, national origin, sex, religion, age or disability.” To file a complaint, write USDA, Director, Office of Civil Rights, Room 326-W, Whitten Building, 14th and Independence Ave, SW Washington, D.C. 20250-9410 or call 888-271-5983 Extension 516 (toll free).  USDA and the state of Oregon are equal opportunity providers and employers.

PARENTS WELCOME TO VISIT AND BE INVOLVED

Parents are welcome to visit the center at any time.  We welcome parent involvement and encourage you to come in and share interests or hobbies with all of our students. All interested parents are welcome to attend field trips, special school events, and become involved with both daily and special events at Happy Hollow.  We make a special effort to include events on our school calendar that encourage parental involvement.  Please review our school calendar and our school newsletters, which provide this type of important information.  

IF YOU PLAN TO DRINK…

We urge you never to pick up your child from the center if you are under the influence of alcohol or drugs.  If you do arrive under the influence and are visibly intoxicated, we will try to persuade you to leave your child with us and will provide an alternative method for getting your child home safely.  PLEASE DO NOT PUT US IN THIS POSTION.  If you insist on taking your child and you are driving we will be forced to report the incident to the Child Care Division.  Under Oregon State law, all childcare providers are required to report any and all abuse, neglect or endangerment regarding children.

OVERTIME CHARGES
There will be an overtime charge for children not picked up by 6:00 p.m.  Your account will be charged $1 per minute per child the first time you are late.  The fee will be $3 per minute per child thereafter. Consistent lateness after 6 PM will be cause to ask you to withdraw your child from the school.

SCHEDULED HOURS

Tuition rates for our half-day program are for up to five hours per day.  Our full day rates are for up to 10 hours per day.  Hours not used on a scheduled day cannot be made up on another day.  There is an extra charge for children staying beyond their scheduled hours.  Please check the tuition schedule for these additional charges.

VACATIONS

You are allowed one week of tuition free vacation days per calendar year.  Vacations must be exercised in periods of at least one week and advance notice is necessary in order to be tuition free. Our calendar year runs from September through August every year.
BIRTHDAYS
Parents are welcome to bring in a special treat to celebrate their child’s birthday.  State regulations require that any food brought into our school be store bought and unopened.  Please, if you are planning a birthday party outside of the center do not have your child bring in invitations to place in note files unless you are planning to invite your child’s entire class. 

FIELD TRIPS
You will also be notified in writing and asked to sign a permission slip allowing your child to participate in any field trip outing.  Children will be transported in our bus that is maintained in safe operating condition and driven by responsible adults with safe driving records.  We normally do not take field trips with students who are less than four years old and less than 40lbs, however, if we do transport children who are less than 4 years of age, they will be required to sit in a car seat provided by and secured in the bus by the parent.  Children will leave the vehicle on the same side of the street as the building or area they will enter.

COMMUNICATION AND CONFERENCES

Good communication is regular contact.  We encourage you to stop by and visit your child’s classroom anytime.  For current events and information, please check the parent boards located in each classroom and in the main hallway for newsletters and important school event notices.  Also, please check your child’s mailbox and cubby daily for artwork, school projects and school notices.  Parent-teacher conferences are scheduled twice a year:  fall and spring.  This is an opportunity for you to visit individually with your child’s teacher to discuss your child’s developmental progression.  If there are any other times during the school year when you would like to have conferences with your child’s teacher, please let us know and we will be happy to schedule a meeting for you.  

DONATIONS

Your classroom teacher will periodically post up a classroom wish list if you are ever interested in donating to your child’s classroom.  You are always welcome to bring in any art supply, paper, appropriate picture magazines, dress up cloths and outside play equipment if you no longer need them.  

CONFIDENTIALITY

The written records we keep on your child are confidential and will be shared only with authorized persons.  Authorized persons are parents and Happy Hollow teaching staff.  Parents may access these records at any time by contacting the Director.  Written parent permission is required for all others to have access to your child’s records. 

TOYS FROM HOME
Except for items that may be needed to help ease your child’s transition from home to school when first enrolled, we ask that you leave your child’s toys at home or in your car.  Your child will have a Sharing day and is encouraged to bring in items of interest on that day.  The center will not take responsibility for items being lost or broken so we ask that very special items be left at home.  We also ask that war related toys or guns not be brought to school.  We thank you for your cooperation in this matter.

CLOTHING

Please dress your child in play clothes as our activities often include painting and other messy projects as well as outdoor play.  Please be sure to dress your child cool or warm enough for playing outdoors, as we go outside to play every day in all kinds of weather. Flip Flops are not allowed on campus for safety reasons. Please be sure we have a spare set of clothing for your child in case an accident occurs.  All coats, jackets, etc. should be labeled with your child’s name.

NUTRITIONAL PROGRAM
We provide a nutritionally sound breakfast, lunch and snack program.  There is a great emphasis on using fresh fruit, organic vegetables and snack items containing little or no sugar, additives and preservatives.  We want to instill good eating habits and table manners.  We utilize organic veggies from our garden and the grocery store.  Children may bring a sack lunch any time they wish.  Please be sure to label it and give it to a staff person to place in the fridge.  There is a five-week rotating menu, which is posted in the kitchen for your preview.  We also have these available for you to take home for future reference.  As we are a nut free school, please refrain from bringing in any nut products in sack lunches or for snacks.

SPECIAL DIETS

If your child has any special diet requirements or allergies please let us know.  We will make sure that your child does not receive any foods they are allergic to.  Please check the menu in advance to determine if you child will be able to have what is on the menu each day.  Sometimes it is very easy for us to make substitutions to support different food allergies.  If these food substitutions are not possible, we ask that you provide an alternative or have your child bring a sack lunch.  

MEDICATION
Medication will be given to your child at your request under the following guidelines:  Parent completes a medication form indicating the time medication is to be given and the dosage required.  Staff will initial and record the dosage given upon administering the medication.  Prescription medication must be in the original container and labeled with the child’s name, the name of the drug, dosage, directions for administering, date and the physician’s name.  Non-prescription medication must be labeled with the child’s name, dosage, and direction for administering.  When the medical authorization form you have filled out expires for your child, please take the medication home, as we are not allowed to retain medication past the parameters placed on the medical authorization forms.  Please do not leave medication unattended or in your child’s bag.   Please do not allow your child to carry cough drops, throat lozenges or any other over the counter medication in their pockets or their backpacks. 

HEALTH POLICY

Your child’s health is a matter of great concern to us.  Upon enrollment, you must provide us with a completed immunization form.  When your child is brought to school, it will be assumed that they are well enough to participate in all activities, including outside play.  Our staff encourages good health habits including regular hand washing, healthy eating habits, etc.  Mats are disinfected and sheets are washed weekly.  To insure you child’s health, we strictly adhere to the following CCD guidelines.  Children will be excluded from Happy Hollow if they show one or more of the following symptoms:

Fever over 101 degrees

Diarrhea more than one time during the day

Vomiting

Nausea

Severe cough

Unusual yellow color to skin or eyes

Stiff neck and headache with one or more of the symptoms listed above

Difficulty breathing or wheezing

Complaints of severe pain

A child who has a fever of 101 degrees or show signs of illness as described above will be isolated and the parents notified and asked to pick up your child as soon as possible.  Children who are ill will be isolated in the office until they are picked up.  Children who go home with a fever cannot return to school for 24 hours.  If your child has mild cold symptoms that do not impair his /her function, your child may remain in the center and you will be notified when you pick up your child.  PLEASE KEEP YOU CHILD HOME IF HE/SHE HAS ANY OF THE ABOVE SYMPTOMS OR IS FUSSY, CRANKY, GENERALLY OUT OF SORTS, OR IS JUST TIRED.  Rest at such times may prevent the development of serious illness. In addition, please contact the school if your child becomes exposed to or is diagnosed with a communicable disease, such as, whooping cough, measles, mumps, chicken pox, diphtheria, pinworms, lice, conjunctivitis (pink eye), strep throat, scarlet fever ect.  The school will notify parents of other students in the classroom who may have been exposed.

EMERGENCY CONTACT INFORMATION

It is essential that you keep your emergency contact information up to date so we can reach you if your child becomes ill or has an accident.  In addition, you will be required to update your child’s emergency contact information form at school every six months.  Please review these forms and make any contact information change before signing and dating this form during the updating process.

EMERGENCY PROCEDURES/ MINOR and SERIOUS ACCIDENTS

All staff members are made familiar with evacuation procedures as part of the orientation when hired.  Evacuation diagrams are posted in each main room and are practiced monthly.  A staff member with first aid training is on the premises during all hours of operation. Staff will administer necessary first aide for minor scrapes, bruises, etc.  Parents will be notified the same day of the accident on our band aide report and a copy of this accident report will be kept on file in your child’s folder.  If a serious accident occurs, parents will be notified to determine needed action.  If the parent or guardian cannot be contacted, the emergency contact person from the registration form will be notified.  If staff cannot reach anyone on the form, we will call 911 and your child will be taken to St. Vincent’s Hospital accompanied by a staff member.

EMERGENCY EVACUATION

In the event there is an occurrence that requires us to evacuate the building and go to another location, we will relocate all staff and children to the Beaverton Assisted Living Center located next door to our center.  We will have a cell phone and all emergency contact forms with us to notify you. 

IN-HOME BABYSITTING/SOCIAL NETWORKS
Happy Hollow does not provide childcare services outside of our school premises except in the event of a planned field trip, which have been authorized in advance by a parent or guardian.  Our teachers have chosen early childhood education as a professional career choice and are strictly prohibited from engaging in “off premises” babysitting arrangements with families, as we encourage them to use their time away from work to rest, relax and spend time with their own families. Our staff is not allowed to use social media networking sites to be friends with parents in order to present and protect privacy issues from inadvertently affecting professional relationships.
CUSTODY ISSUES

It is our position that we are responsible for the well being of your child while in our care. Therefore we will remain neutral in marital issues and aim to maintain a professional relationship with both parents. Any and all information we are given is considered confidential and staff will receive only that information that is needed to carry out their job.   We will follow all laws regarding child custody issues. In the event of a divorce or separation, we will release your child to either parent or legal guardian or anyone listed on the registration form that is authorized to pick up your child.  If there is a custody agreement or temporary restraining order that changes this information, we will need a copy of this document for our file.  We will follow what is set out in the custody agreement.  We will release your child to the parent who has custody on a given day or anyone they designate in writing for their day.  Your child’s records in our files will only be released to parents or legal guardians. We require your written permission to release these records to any other parties. We will not speak to either parent/guardian’s attorney or release any other information about your child without a subpoena.  
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