
Family Handbook
Address: 

3119 Seiples Station Road

Whitehall, PA 18052

www.greenwayelc.com

Hours of Operation:

Monday through Friday

7:30AM-5:30PM

This Family Handbook has been designed to provide important information that parents need 

when selecting the childcare program for their child. Please take the time to read all the 

following information to help you better understand our program and philosophy. If you have 

any questions, please feel free to contact the Director.

Our Mission

﻿ ﻿



We believe that children learn through play, hands-on experiences, and benefit tremendously 

from time in the great outdoors. Our mission is to provide children with a balance between 

free play and enrichment activities to encourage independence and the joy in joining 

together as a group. The philosophy behind our curriculum is to cultivate a sense of 

community, responsibility, and creativity! 

Greenway Early Learning Center, LLC is fully licensed and certified with the Office of Child 

Development and Early Learning (OCDEL)/ PA Department of Human Services. Our center can 

provide care for up to 32 children complying with Pennsylvania state teacher-student ratios.

Enrollment Policies

Non-Discrimination Policy

Greenway Early Learning Center offers enrollment for children ages 3 months to 5 years of 

age. Enrollment shall be granted without regards to race, ethnicity, gender, creed, nationality, 

religion, national origin, or disability; and without regard to a parent/guardian’s race, ethnicity, 

gender, creed, nationality, religion, national origin, or disability.

Documents Required for Admission

Enrollment is based upon completion of enrollment packet, and signed billing contract. 

Immunization and health records must be completed on/before start date.

The following items must be received, reviewed, and filed by the Owner/Director before a 

child is enrolled for child care:

● $50 Registration Fee 

● Sign up for Brightwheel and Brightwheel Billing

● Child Health Assessment signed by a Physician

● Immunization Records

● Emergency Contact Form

● Custody Orders, if applicable

● Program Policy Agreement/Contract Signed

● Infant Feeding Form (If Applicable)

● Permission for Photography

● Medication Log (If Applicable)



● Food Allergy & Anaphylaxis Emergency Care Plan

Tuition Policies

Payments

Enrollment is a commitment to occupy a space in the program. The weekly enrollment fee 

applies to weeks with holidays, snow days, sick days and/or any days that you choose not to 

send your child to the center. Tuition is due every week that the child is enrolled in the 

program. Tuition is due by 6PM on the Friday prior to the coming week of care/service. If you 

have agreed to make monthly payments, the amount should be 4.35 X the weekly tuition 

amount and is due by the 1st of each month of care. Payments are accepted through 

Brightwheel.

Non-payment of tuition or fees will result in immediate dismissal from care. There will be a 

$25.00 late payment fee charged to each bill that is received after the due date. Greenway 

Early Learning Center accepts Child Care Works, a subsidized childcare program, 

administered by the Early Learning Resource Center (ELRC). The parent/guardian must submit 

an application to ELRC to see if your family meets the qualifications for the program. The 

parent is responsible for the co-payment, plus the difference of contracted tuition.

Late Pick-Up Fee

 A late pick up fee of $25 will be charged for the first 10 minutes after your designated pick up 

time, with an additional $10 fee for each additional 10 minutes thereafter. 

Registration Fee

A fee of $50 PER CHILD is payable at the time of initial enrollment to reserve your child’s 

place in the program. This fee is non-refundable. If your child is unable to start on your start 

date, and it goes beyond 3 weeks from that date, fee must be resubmitted.

***Contact Center for Tuition Costs

Staff Licensing

Staff to Child ratios are determined by the State Licensing regulations.

● Infants 0-12 months: 1 staff to 4 children

● Young Toddler 1-2 years: 1 staff to 5 children

● Older Toddler 2-3 years: 1 staff to 6 children

Sibling discount 10% for second child of lower rate. 

Vacation: ½ off tuition for 1 week of vacation per year.

1 Tuition Free Week Per Year: The week between Christmas and New Years.

Children may only be scheduled for drop off at or BEFORE 9:30AM. Drop off and pick up 

times must remain consistent with contracted times for staffing purposes.



● Preschool 3-5 years: 1 staff to 10 children

● Young School-age K-4th grade: 1 staff to 12 children

● Older School-age 4th grade to 15 years of age: 1 staff to 15 children

Supervision

Children on the facility premises and on facility excursions off the premises shall be 

supervised by a staff person at all times. Outdoor play space used by the facility is 

considered part of the facility premises. The requirement of supervision includes compliance 

with childcare ratios. Each staff person shall be assigned the responsibility for supervision of 

specific children. The staff person shall know the names and whereabouts of the children in 

his assigned group. The staff person shall be physically present with the children in his group 

on the facility premises and on facility excursions off the facility premises.

Staff Qualifications

Staff are trained in mandated child abuse, health & safety, fire safety, and first aid/CPR. Staff 

must also have cleared criminal history, FBI fingerprints, and child abuse history clearances. 

Greenway Early Learning Center offers employee opportunities for applicants with 

disabilities and reasonable accommodations shall be made to meet the limitations of 

qualified applications or employees. Personnel Policies, procedures and practices are 

designed to prohibit discrimination on the basis of race, color, religious creed, disability, 

ancestry, national origin, age, or sex.

Our ProgramsAges 3 months to 12 months

Infants

Greenway accepts infants who are at least 12 weeks. Our Infant Room allows each child the 

opportunity to explore, to satisfy his/her natural curiosity, and to develop their social graces. 

Children are given daily exposure to stimuli such as language activities, fine motor, gross 

motor, cognitive activities, dramatic play and learning through play.

Young Toddlers

This classroom focus on a young toddler's need for independence and safe exploration! With 

plenty of floor time and outdoor play, toddlers learn valuable  self care and life skills, while 

interacting with other young toddlers. Our toddler classrooms contain "store front displays" 

on our shelves, along with wooden toys which add to the natural environment. 

Preschool

The classroom is arranged into activity centers to challenge the children, spark their 

enthusiasm, and continue their learning process. Areas covered are social-emotional, 



intellectual, physical development, as well as language, music, art, crafts, cognitive activities, 

and outdoor play.

Pre-K

Our Pre-K classroom is designed to get children ready for Kindergarten while sparking 

creativity and a continued love of learning! Our open atelier allows children to have full 

access to a wide variety of art media. There is always an availability of books in every learning 

center including our outdoor environment. STEM: Children have an evolving discovery table, 

as well as measuring, weighing, estimating, and balancing with the materials. Our 

construction zone allows children to explore engineering and physics concepts. Daily 

meditation allows children time to relax and check in with our feelings as we re-center 

ourselves. Whole-group activities focus on teamwork and community-building. 

Supplies to bring to the facility

All supplies must be labeled with child’s first and last name.

● A backpack large enough to fit an 8" 11" folder

● Bottles/Sippy Cups

● Lunch box 

● Pacifiers

● Diapers/Wipes

● Pull-ups

● Rash Ointment

● Two sets of clothing

● Seasonal layers of clothing such as winter or rain gear

● Sunscreen

● Nap Mat

● Crib Sheet (Infants)

Nap/Quiet Time



Nap time is scheduled Monday through Friday for a maximum of two hours however, please 

let your director/child’s teacher know if you do not wish to have your Preschool aged child 

nap. In this event, your child will be able to do quiet activities, or join the Pre-K group if a 

space is available. All nap mats will be sent home on Friday, or your child’s last scheduled day 

of the week, to be laundered, and then returned on Monday or your child’s first scheduled 

day of the week.

Transitions

Classroom placement is based on chronological ages of children enrolled. We typically 

transition children in late August and early June. An exception can be based on the child’s 

social, physical, and emotional development and interest in curriculum and activities, as long 

as there is a slot available. Your child’s teacher will assist you in gradually transitioning in the 

most positive way we can.

Behavior Management Procedures

Our Goals Are To Help the Children Learn To:  

Greenway Early Learning Center has a no yelling policy, and prohibits corporal punishment of 

any kind, verbal abuse, or humiliation. Our staff is trained to problem solve, redirect, and set 

clear limits when a behavior problem occurs. We encourage positive reinforcement, 

redirected activities, and moving the child to a quiet place in the room to calm down. If 

behavior problems occur such as harming others/property, or disruptive manners, parents 

will be notified and encouraged to discuss an action plan to help the child behave in a more 

positive manner. If the problem occurs a second time, parents will be required to sign a 

written warning. The written warning will state that if the problem continues for a third 

offense, harms safety of staff and other children, child care will be suspended until a proper 

action plan takes place.

Biting

As with any behavior, how biting is dealt with depends upon the ages of the children involved, 

the reason for the biting, (if it can be determined), frequency of the biting, and many other 

specific circumstances. General guidelines for biting include:

Show respect, kindness, consideration and courtesy toward others.

Develop a strong self-esteem, confidence and independence.

Take care of the material provided to them.

Understand what socially acceptable behavior is, and what is not.

Helping the children learn appropriate behavior is a partnership process between the 

child’s home environment and school.  EXAMPLE IS THE BEST TEACHER.  A child will tend 

to emulate what he/she sees demonstrated around him/ her.



Assessment

Greenway Early Learning Center utilizes a Child Service Reports to assess child milestones. At 

a minimum of every 6 months your child’s teacher will offer parent teacher conferences 

based on your child’s development and you will be invited to sign up for a conference with 

your child’s teacher to review your child’s progress. Your child’s teacher may also complete 

an additional ASQ/Ages and Stages Questionnaire, if they feel that there is a need for 

improvement in an area of your child’s development or learning. Based on these assessments 

and the results we may discuss the options of services available to you and how to start the 

referral service process. 

Individualized Education Program

A copy of your child’s Individualized Education Program (IEP) or Individualized Family Service 

Plan (IFSP) or written behavioral plan is required in order to assist your child appropriately. 

We consider the individual needs of all children, and will integrate individual 

accommodations or strategies that therapists, special educators, and other professionals see 

fit. We will permit an adult individual who provides specialized services in the facility for the 

child in need, with appropriate documentation.

Family Involvement

Our program is designed to keep you knowledgeable about your child’s milestones, day to day 

activities, and school events. Families are encouraged to read Brightwheel Daily Activity logs, 

messages, and calendars that we send home. Families can also communicate via Brightwheel 

and telephone calls. Families are welcome to participate in classroom activities, school 

events,  and fundraising. We encourage you to make things for the program and contribute to 

the curriculum in any way you see fit. Teachers will be sure to communicate with their 

classroom families when any volunteer opportunities are available, or any needful items for 

Helping the bitten child feel better or providing appropriate first aid, if warranted. 

Completing an incident/accident report for the parents of the biter and the bite-eye.

Discussing the situation with the family.

Depending on the ages of the children and the circumstances involved, additional 

actions might include:

Discussing a better solution for all children involved.

Separation of involved children.

Showing/giving the biter something appropriate to bite on. 

Ensuring that the environment provides enough challenging activities.

Carefully observing the involved child to identify precipitating events and prevent 

recurrences. 

Maintaining a log to track when the behavior occurs.

Conferences with parents to discuss the child’s actions at home, parental discipline 

techniques and search for outside resources.



the clasroom. Any person, including parents, with felony convictions, sex offender 

convictions, and/or open investigations to any criminal activities will not be permitted to 

volunteer in the classroom. Families with court orders detailing custodial agreements will 

only be permitted to volunteer on days in which they are afforded custody. Please see our 

Annual Calendar of Events for family events such as Holi, the Lantern Walk, Halloween, and 
Graduation.

Birthday Events

If you choose to send in treats for your child’s birthday, you must check with your child’s 

teacher/director on classroom allergies. If you choose to bring in a store bought item it must 

have the list of ingredients; homemade treats must be approved by Director/Owner.

Allergies

Families are required to provide a signed copy of the “Food Allergy & Anaphylaxis Emergency 

Care Plan” form and include information on food or other allergies at time of enrollment or 

when allergy occurs. Families must also inform facility on treatment and prevention of the 

child’s allergy. All staff that are in contact will be made aware of the child’s allergy.

Food

The facility provides two (2) snacks. Snacks will include a daily fruit/veg and a grain/protein. 

Snack Menu will be shared via Brightwheel on Mondays. Families are to provide a lunch each 

day, lunchboxes must be stored in the classroom refrigerator. Per state regulations, ice packs 

are not permitted in your children’s lunch. Teachers are able to heat up lunches. If a special 

diet is prescribed for a child, and if the diet is administered during care, written instructions 

and the parents written consent shall be retained in the child’s file. Children and staff will be 

required to wash their hands before and after all meals. The teachers will encourage table 

manners, socialization, and good eating habits during meal time.

Daily Meal Schedule provided by facility

o 9:30-10:00 AM Snack (water, whole grain/protein, fruit/veg)

o 3:00-3:30 PM Snack (water, whole grain/protein, fruit/veg)

Child Illness Policy

Children must be fever free without medication for at least 24 hrs if not accompanied by any 

other symptoms and the child appears healthy. Children must be fever free for 48hrs if there 

is another symptom accompanying the fever, ie, (cough, congestion, body ache, sore throat, 

stuffy nose, headache) before returning to school. Children must be symptom free to return. 

Your child’s physician should be consulted with unexplained rashes such as HFM, fever, Flu, 

respiratory illnesses, or COVID like symptoms. 



You will receive a call to come pick up your child within an hour if any of the following occur: a 

fever of 100.0˚F, if they vomit, have two uncontained BM’s or diarrhea, blood in their stool, 

experiencing symptoms such as pink eye, vomiting, sore throat, ear ache, mouth sores, severe 

nose drainage that is yellow or green, diarrhea, or unusual skin rash while in care, or are just 

unable to participate in the day’s activities. Please update any Emergency Contact 

information and Approved Pick Up individuals as needed. At the discretion of Greenway Early 

Learning Center, you may be asked to provide us with a doctor’s note before returning to 

care.

Please keep your child home if they are experiencing any of the above symptoms prior to 

care. Parents are required to call or message via Brightwheel to inform staff if their child will 

be late or absent. A message will be sent via Brightwheel to the whole facility in the event a 

child has had a contagious illness, this way families can decide whether or not they wish to 

send their child.

Reminder: Tuition payments are required weekly/biweekly to hold your child’s ongoing 

enrollment, rather than for their time here. Full tuition is required whether a child is in care or 

absent from care.

Medication 

We will administer physician prescribed medication only. The first dose must be administered 

by the parent/guardian. All medication must come with a prescription or doctor’s note in its 

original childproof, unbreakable, container labeled with the following: child and medication 

name, dosage, administration instructions, pharmacy name and number, physician’s name, 

date filled, and expiration date. The medication must be taken home with you each night and 

brought back the next morning, with the exception of epi-pens. A medication log must be 

completed and signed each day in order for medication to be administered, without a 

signature or completing the form in its entirety, medication will NOT be administered. 

Medication must be handed to your child’s teacher to be put into our locked medication 

cabinet. Medication will only be administered as printed on the prescription or doctor’s note.

If a child is enrolled with a special medical need, the “Caring for Our Children” form will be 

sent home for a physician to fill out. Staff will be trained in the necessary steps provided by 

the physician, and this form will be reviewed annually.

Action Plans

Allergies, Epi-pens, Seizures At the time of enrollment it is the families’ responsibility to notify 

the director if their child has asthma, food allergies requiring an epi-pen, or has seizures as 

well as mark it on their enrollment packet on the Child Information Sheet under the special 

needs section. If so the appropriate action plan must be kept on file.

Injury/Accident



We are required to take children outside for at least one hour a day. Greenway Early Learning 

Center is a nature-based program, meaning children will go outside all year except in extreme 

weather, according to the Childcare Weather Watch. Please keep this in mind when dressing 

your child for school. If your child becomes injured, other than that of a minor incident such 

as a scrape or bruise, the parent will be notified immediately via telephone. All incidents will 

be assessed and documented on a Brightwheel “Incident Report” signed and dated by the 

staff who reported the incident. The parent will also need to sign the report, and copies of the 

report shall be kept in a file at the facility. The staff is required to have a first-aid kit with 

them, inside of the classroom, and outside of the care space at all times. 

Pick up and Drop off

Our facility has a secure key code access door. Families will drop off at the front door. Pre-K 

families will drop off at the upstairs classroom entrance if coming in after 9:00AM. Each 

morning, a staff member will greet parents and children in a friendly, positive matter, and help 

children with their belongings. Once a parent arrives to pick up their child, they are solely 

responsible for supervising their child in the facility. The parent may not allow their child to 

wander around any part of the facility alone. Children are required, by law, to be always 

supervised while at the facility. If it it not raining, backpacks will be outside for a quick pick 

up. 

In the event of an emergency, a child may be released to an individual upon verbal 

designation of the parent, if the identity can be proven by staff. Please note the individual 

picking up must have a valid form of identification.

Please note, early drop off/late pick up must be approved by the staff first, as we are required 

to follow teacher to child ratio. We will only accept pick up/drop off outside of contracted 

times if there is a slot available.

● LATE PICK UP FEE:  A late pick up fee of $25 will be charged for the first 10 minutes after 

your designated pick up time, with an additional $10 fee for each additional 10 minutes 

thereafter. 

School Closures

Adverse Weather/Holidays 

In the event of inclement weather, we will try our best to stay open, however for the safety of 

the staff and children we will close based upon severe conditions of ice, snow, extremely cold 

temperatures, and road conditions. Families will be notified of delays or closures through 

Brightwheel. In some cases, an early dismissal may be called for severe weather conditions, in 

this event, families will be notified via Brightwheel.

School Closures for Holidays

https://www.c-uphd.org/documents/wellness/weatherwatch.pdf


Please see Annual School Year Closures and Special Events Calendar. Typically, the facility 

will be closed the last 2 days of August for Teacher Inservice, Labor Day, Indigenous People's 

Day, Thanksgiving Day and Black Friday, the week between Christmas and New Years, 

President's Day (Teacher Inservice), Good Friday and Easter Monday, July 3rd and 4th.

Emergency Procedures

The facility practices fire drills and evacuation every 60 days.

Emergency Action Plan 

 Our Emergency Action Plan provides a response for all types of emergencies. Depending on 

the emergency one of the following procedures will be followed: 

In the event of things like a fire children will be evacuated to their designated areas of the 

property. These designated areas can be found posted in each classroom by the door on their 

copy of the emergency exit plan for that room. The Medication box containing any and all 

inhalers and epi-pens etc. shall be taken with when exiting the building. 

 Sudden or weather related instances that may require taking shelter inside the center is in 

the best interest of everyone’s safety. In the event that it is unsafe to go outdoors those in 

the center will be taken to the closest shelter in the center. These spaces should:  Be in the 

interior of the center as to stay away from windows  Be as close to, if not below ground level.  

Be areas like interior halls or walls, bathrooms, closets, basements. Sit facing the wall using 

arms & hands to protect heads & necks. 

This is necessary if the children can no longer be safely cared for in the center or on the 

property. Our off-site relocation facility is Gantz Farmhouse 2625 Mauch Chunk Rd 

Whitehall, PA. The children will walk to this location. 

In case of  cancellation/postponement of daily operation due to severe weather or building 

problems that make it unsafe for children to attend/be cared for in the center. Please check 

your Brightwheel messages and email for any cancellations or dismissals. 

Intruder or other possible safety risk inside or outside the center that would require the 

building to go into lockdown  In the event of intruder or other safety risk the following would 

take place: The front door would be locked by the director or next in charge in director’s 

absence and appropriate agencies would be contacted by director or next in charge. All 

Immediate Evacuation

Inside Sheltering

 Off-Site Evacuation

Lockdown



windows and curtains would get closed.  Lights would get turned off.  Classroom Doors would 

get closed if open. Teachers would do their best to keep the rooms as quiet as possible. In the 

event of an emergency we will contact parents via the Brightwheel Alert Message system as 

soon as possible and also after the emergency has ended. We do have routine fire drills as 

required by the state. We will also practice other emergency drills for intruders and severe 

weather.

Staff will take the red attendance book (containing emergency contact information) and 

follow the   emergency route map located in the classroom. If we can’t go back towards the 

building, children will be kept in the parking lot area furthest from the building. Parents will 

be notified.

Follow the 3 C’s prescribed by the American Heart Association:

Infants: Infants will be carried out by an available teacher. All cribs in infant room have rolling 

wheels on them and infants will be put into 1 or 2 cribs depending on number in attendance 

that day and pushed out of the building in the cribs and will be kept in there until safely 

relocated.

Adult Code of Conduct & Confidentiality

The staff of Greenway Early Learning Center are mandated reporters and required by law to 

report any type of abuse or neglect to the ChildLine 1 (800) 932 0313. They are not required 

to inform parents about their reporting. As mandated reporters, they can be held criminally 

responsible for not reporting the matter. Child abuse is any serious physical or mental injury 

that is not included in the child’s available medical history. Corporal punishment, and/or 

withholding food, sleep, as a punishment will be not tolerated.

Employees are not to discuss any information regarding another child, other employees, or 

other parents with you, and that is for the protection of everyone’s privacy. Sensitive 

information will only be shared with employees if they need to know in order to appropriately 

provide care for your child.

Our environment is one that nurtures growth, positivity, and healthy interactions. Parents are 

expected to act with respect and courtesy. We prohibit cursing/inappropriate language, 

yelling at or threatening of children, employees, or other parents, physical or verbal 

Fire Evacuation

Check (Assess vital signs)

Call (Director, Asst. Dir. OR qualified staff member, call 911)

Care (Qualified person administer CPR or First Aid as necessary

Child Abuse Policy

Confidentiality

Code of Conduct



punishment of your child or others, and smoking on premises. We also prohibit violations of 

safety such as holding the door open for someone you may not know or recognize, or an 

unauthorized personnel. Your child will be dismissed from care if an adult violates our code 

of conduct. Parents are entitled by law, to immediate access of their child. If the parent is 

denied access to the facility, the child must be dismissed to meet this requirement. The 

facility must be provided with appropriate documents, in cases where the child is subject to a 

court order. This includes Custody Orders, Restraining Orders, or Protection from Abuse 

Order. We cannot, without a court order, limit the access of one parent by another parent, 

regardless of reason. Parents or any person, are prohibited from carrying any type of firearm, 

ammunition, or weapon on premises. 

Withdrawal & Schedule Changes

A written letter is required 2 weeks prior to withdrawal of our program. Without notice, 

parents will be required to pay for the upcoming 2 weeks of tuition. If you withdraw from the 

program without a 2 week notice or paying your tuition, your account will be sent to 

collections, and the parent will be responsible for all extra legal fees. The parent/guardian will 

have access to the child’s complete day care record. Schedule changes require approval 

based on ratios, and if there is a slot available.

Parent/Guardian Acknowledgment

Please note that the policies and procedures in this handbook are subject to revision as 

deemed necessary by Greenway Early Learning Center. Please sign below and return this form 

prior to enrollment. “I have read and I agree to abide by the rules, regulations, and policies of 

Greenway Early Learning Center as specified in the parent handbook/contract.”

Child’s Name: _________________________________________

Mother/Legal Guardian Signature: _____________________________Date:_________

Father/Legal Guardian Signature: ______________________________Date:_________

Owner/Representative of Greenway Early Learning Center 

Signature:_______________________________ Date: ______________

	 	 	 	 	



	 	 	 	

	 	 	

	 	


