The Wright Place CDC Operational Policies
Hours of operation/ Standard operation guidelines:
We have a childcare license that approves the operation hours of Sunday-Saturday 6:30am-11:59 pm. Our opening hours may be limited depending on staffing and/or enrollment.

Update: Due to the COVID 19 pandemic we currently operate Mon.-Thurs. 7:45am-5:30pm.

Families that wish to receive weekend care will complete a separate care plan application and understand there are additional center policies and fees. Weekend care rarely has availability; so please consider that when making changes to your work schedules without prior approval that your current care plan can be changed and honored.
We offer full time, part time, half-day, and drop-in care. 
Full time care: 30-50 hours per week

Part time care: less than 25 hours per week
Half-day care: 8am-12pm (Pre-K children)

Drop-in care: Parents must call to speak to the center director directly each morning that they wish for their child to attend the center. The director will verify ratio and accept or reject a drop-in student’s attendance for the day. A parent that wishes for their child to attend the center three or more days weekly wouldn’t be considered a drop-in, but a part time student. 

We recommend that parents make a reservation for their child to drop in ahead of time to better confirm availability and to ensure that we have staff to cover the hours of care that a child needs. Drop-in care is $50 daily for children under 3 years of age or any child that will need assistance with their toileting routine and $40 daily for those 3 & older that need no assistance with their toileting routine. Drop-in care is for up to 8 hours a day. Each additional minute of care will be billed at $1.00 per minute, per child.


We maintain an open-door policy for parents during daycare hours. This means that parents are always welcome to call or drop in to see their children. We appreciate parents that take into consideration our centers daily schedule when planning out their visits. We have recess, lunch, and rest time between the hours of 10:30am-2:30pm. Every visitor must sign in using his/her legal first/last name. Please print your name onto the current page in the visitor’s sign in log located next to the children’s daily sign-in sheet at the entrance. If you call during the day, please be aware that we may be busy with the children and may not be able to answer the phone. If you would leave a message, we will call you back as soon as possible.

The Wright Place observes the following holidays and staff development days. We will have quarterly staff development days. Please refer to the individual annual center closing list for the exact dates per calendar year:
New Year’s Eve 

New Year's Day
Martin Luther King Jr. Day  
Good Friday/Easter

Memorial Day

Independence Day

Labor Day
Veterans’ Day 

Thanksgiving Vacation
Christmas Vacation
**Four Staff Development Days: At times we will incorporate a dev. day with a holiday to make one center closing day. This is not always the case. **

Age Range of Children served:

The Wright Place serves children 6 weeks-12 years of age! Children at our center may be combined with other age groups for the first and last hour of the day.
Enrollment/ Admission Requirements:

There are several forms the make up the enrollment packet here at The Wright Place CDC. This enrollment packet must be completed before we can assume the responsibility of caring for your child. This is to ensure that your child will get the very best care possible and satisfies the record keeping requirement of our state licensing guidelines. All forms will be reviewed annually. If any changes need to be made to any of your forms prior to the annual review, please notify Denise Wright (Director) to update our records. Every family is encouraged to stop by the center with their child(ren) prior to enrollment to see how their child(ren) reacts to the environment and to ensure that our center can properly provide the services that are needed.
*Please understand that if we do not have court records indicating that your child’s other parent doesn’t have any legal rights to the child that we are not allowed to refuse either parent a visit or withhold the child from departing with either parent. When completing your child’s application package there is an area for both parent’s information. Simply leaving one parent’s information off the application form or not listing them as a pick-up cannot stop a parent from getting their child from our center if proof of paternity of the child is presented. The police may be called to our center regarding a parent trying to verify paternity without documentation or resourceful information. The officer present on the scene will make the final decision on if the child will be signed out or not. I will get a copy of any police report for the center records. Situations regarding paternity, guardianship, custody, etc.  are legal matters and must be handled by a judge at court. It is law that we cannot withhold a child from a parent if there is not legal documentation. We will not pick sides in this matter. We must release the child.
Families are made aware that the center can approve and/or terminate a student’s enrollment at any time. We would like to remind all new families of our 14 day rule. Although we can terminate your child(ren) enrollment at any time we do not consider the first 14 days of your childs presence to be fully enrolled. We use the first 14 days to make sure that our center is able to provide the individual service that your family needs. Within this time we are looking to make sure that we have the resources, staff, curriculum and more to best serve your family. We are a small center so at times we may not be able to provide services for all level of care needs. 

Ex: We may only have 10 children enrolled into our center. 10 children would require two staff members to always be present, when an infant is present. If your child turns out to be a “runner” or a “physical threat” we will not be able to provide care service at this time. We only have two full-time staff members present to cover the ratio of the children present. We can’t have one of our teachers running out of the building to catch your child, leaving one teacher inside with 9 children. That is a state violation. Sorry, we simply are not going to be able to allow your child to remain a student and receive care services with our center at the time.

If you have any questions regarding the completion of the application or have any of the above information, please reach out to Denise Wright (Director). 

Administration Fee: There is a $25 Non-Refundable administration fee per child at time of enrollment. There will be a $15 annual administration fee per childcare application.
Tuition/ Parent Payment fee and Late-fee Procedures:

Your family’s individual childcare contract will be outlined on your Tuition Agreement Contract. 

Content from the actual Tuition Agreement Contract is below so some of the content is worded directed towards an individual parent.

This means that I will provide a payment on Friday to ensure that the center schedules appropriate staff to cover my child’s attendance for the following week. It is a clear understanding that my full weekly tuition payment is due rather my child is absent any day(s) in a week, absent for an entire week or attends for their regular schedule. I agree to the following statements:
There will be a $25 late fee assessed and added to my child’s tuition if payment is not made by Friday evenings at 6:00pm; prior to the week service is rendered (with reference to the above passage). I understand that I will be charged this $25 fee the morning of my child’s next scheduled day (since not all children attend the same days each week) if my account was not paid in full prior to the start of the week as mentioned above. The full tuition payment and the $25 fee must be made prior to my child being signed in to receive care for the day. If I have not provided the center with proper payment to receive care services for the week, I know that I will still be charged the late fee and full tuition for the week; even though I must keep my child(ren) home for lack of payment to the center as it is policy to provide the center with proper payment in advance to receive care. It is also a policy to provide a notice and cover the tuition charge for two weeks if one decides their child(ren) will no longer be attending; rather for financial reasons or not. I am aware that the center collects standard tuition on Fridays of the week prior to receiving care not only for scheduling and prep purposes; but, also for a smooth start to the new week.
The Wright Place Child Development Center L.L.C requires me to submit a two-week written notice to depart from their center and end this legal contract. If I do not submit the notice and decides that my child will no longer attend to the center I understand and agree that the full tuition payments for two weeks’ worth of care is still due, owed and to be paid to the center. I understand that all money owed must be paid in full within a week of my child’s last attended day. To avoid legal fees and possible court cost I will ensure that my account has a zero-dollar balance on it and receive a signed document from the center’s owner or director that states that I fulfill my contract terms and conditions and owe no money to the center. 

I will be given one payment receipt log at the time of enrollment. I must provide this document each time that I submit my tuition payment to receive a signature for that payment. Ms. Wright will not go back to past payments to sign off on them later if I decided to finally provide my log. I have been informed that I can simply place my receipt log into the sealed envelope that holds my tuition payment. I will ensure that the envelope has both my name and my child’s name on it with the current date. The director will sign/date my receipt and return to me on next business morning. I am aware that Ms. Wright keeps her own signed copies of all payments made to the center for her business records. If I have failed to provide my tuition receipt log weekly for signatures and/or have lost the document and later need a copy from the center for any reason; I understand that there will be a $35 fee (due immediately) to obtain a copy of the receipt that Ms. Wright has. For record keeping purposes the center will automatically provide me with a document at the beginning of each year that states the amount of tuition payments I made from the prior year for tax purpose. This document will only be provided if my account is current with a zero-dollar balance. 

Skip the next section if you do not have a DSS Childcare Voucher: Parent fees for those who have vouchers are due on the first of each month. A $35 late fee will be added on the morning of the 3rd of the month if the parent fee hasn’t been made in full. I understand that if my parent fee along with the first $35 late fee has not been paid by the morning of the 5th of the month; another $35 late fee will be added to my amount due. It has been brought to my attention that my child will not be allowed to return to the center until my account is paid in full (including all late fees). Ms. Wright has the right to contact my case worker to terminate my childcare voucher if I have not made my parent fee payment to the center on time. D.S.S policy terms state that each family must make full dues on the first of each month to the selected childcare center and follow all county and center policies/producers to stay in compliance and remain eligible to review any voucher service). To transfer over my childcare voucher, I must have a zero-dollar balance as well as have provide a written two-week notice.

In reference to late pickup/early arrival. T.W.P has a $1 per minute fee that will be charged to my account per child if my family is signed in earlier than or signed out later than my contracted time. The information below documents the transcript that the center received when inquiring about childcare services for my child(ren). Any time outside of the below description will be charged to me and due immediately. If I obtain a fee slip for the day, I understand that I don’t have to agree to the charge. The center has a clock that they base arrival and depart times from at the entrance of the center. That is the clock that will be used. Staff is responsible for confirming the arrival and departures times that I sign on the daily log. There may be a highlighted spot present beside my child’s name indicating that they arrived early or that they are still present after their scheduled departure time. This mark just simply helps the center keep track of times/ fees. Any fee due is required to be made prior to the next time my child is signed in for the day to avoid any late fees. I understand the T.W.P is not like other centers in the triad. They based my child(ren)s weekly tuition strictly on a certain number of days and hours that my child would be present; and, for that reason any care outside of that arrangement must come at an additional rate. I can speak with the director at any time to see if there is any flexibility/availability in changing my child’s care plan. If a change is made to my child’s care plan, I understand that I will be given an updated tuition contract agreement form. 

The success of our center depends upon the prompt payment of tuition/fees to take care of the daily expenses pertaining to the operation. Tuition and fees are computed with the following factors in mind:

· Food, health supplies, craft/activity/curriculum supplies, toys, play equipment and books provided for the children

· Outside play equipment

· Employees' training

· Employee wages 

· Building rent, heat, electricity, telephone, maintenance, and liability insurance

· Additional time spent, each day, on record keeping, parent-provider communication; clean up from day care, and shopping trips for food and supplies


Services provided/ Parents must provide:

We provide the following meals for our students (morning supplement, lunch, snack, dinner, and P.M snack). Child must be present during the time that these meals are being served to receive them for the day.  We base meals and snacks on a classrooms individual schedule.
Our after-school students will receive daily help on homework assignments; however, it is the parent’s responsibility to make sure all work is complete and prepared for their child to turn in for class. 
We do not provide any transportation of any kind. If we take a field trip parents would be responsible for bringing their child, staying at the site with their child and departing with their child as well. 
Important information for families to know for children with feeding plans (15 months & under)

Every parent must provide their own diapers/pull-ups/ underwear, wipes, change of clothes/shoes, pacifiers, bottles, and blankets for their child (ren). We do not allow diaper bags to remain at the center. We are fine with families brining in a small lunch bag to store their child’s labeled bottles/cups for the day; however, with so many restrictions on state laws we will not be able to store diaper bags. Please bring in enough supplies each day or a bulk of supplies that has the child’s name on the packaging to store at the center. Please remember that all liquid (formula, milk, juice, or water) must arrive prepared and be labeled with the child’s legal name and the current date each day. To avoid any child consuming the wrong formula, breast milk, etc. families must ensure that everything is properly labeled. It is best practiced preparing your child’s feeding bag the night before. We can offer a labeling service for families that do not have the time and/or forget to label bottles/cups. If a member of our staff must label any of the meals brought in for your child to eat/drink, there will be a $5.00 convenience fee added to your account each day that this service is provided. All bottles must have a cap on top of it. This is a state law. Children are not allowed to have pacifiers that are attached to any clamps, necklace or any other object that is designed to secure it to the child itself. Please be sure to read all documents given to you in your welcoming/application package as there are a lot of policies and procedures that you will be reminded of in different places.
Cleaning duties:

We have daily, weekly, and monthly cleaning duties here at The Wright Place CDC. Our teachers sanitize and disinfectant items in our classrooms throughout the day. Floors are swept/mopped, and trash is taken out at least twice a day by the teachers in each classroom. Infant beds are sanitized, and mattress sheets are replaced daily by a classroom teacher. Our restroom and kitchens are well cleaned during children’s rest time and again at the end of the business day. Every week our toddlers and preschoolers’ cots are cleaned, and their linen is washed with all the infant bedding/removable fabric covering that’s been removed and replaced throughout the week. Small toys are placed in a large washing bag at the end of every week to be washed as well. A member of the administration team is responsible for washing these items. Larger items are sprayed well and laid out flat on the table to air dry. The staff will swipe the outside entrance of the building once a week. Items that are done lightly through the week but taken on again monthly would be: dusting, window glass cleaning, 3-D window art, baseboards, refrigerators, trash cans, etc…

Reporting Requirements & Procedures:

The Wright Place CDC is mandated based on the Mandatory Reporting Law to report to the Department of Social Services if we feel a child is being abused or neglected. We will take written notes and even pictures of any child in our care if we feel that the child being abused or neglected. We will contact DSS as well as contact the Division of Child Development to make a report of suspected child abuse or neglect. Always be sure to let your child’s teacher and/or Ms. Denise know when you drop your child off if he/she has any unexplained cuts or bruises. All children that come to daycare with suspension injuries have them logged into the child's file.

If you ever feel that we are not operating in a safe manner, please bring the matter to our attention. We are proud to say we do our best to always follow state licensing guidelines. Our staff are highly trained in knowing and complying with all applicable state and center rules. If you observe something that you know is a violation of state licensing laws, you can report the incident by calling the Department of Social Services. We pride ourselves in running one of the safest childcare centers in Greensboro.

Discipline Policy:

We maintain a positive discipline policy, which focuses on prevention, redirection, love, consistency, and firmness. We stress two main patterns of behavior: respect for other people and respect for property. The children are explained the rules of the center frequently, so they are all familiar with the guidelines. Please keep in mind that there WILL be disagreements between children. Young children have a hard time expressing their feelings. Sometimes they hit, throw toys, bite, etc. We will try to prevent problems, redirect when appropriate, discuss inappropriate behavior, encourage making amends when offense involves another person and/or someone things. We will remove a toy from the room so that it is no longer an option to play with if the children are not using the item in a good manner. We will later re-introduce the toy to the children and review classroom rules and how the toy is properly used. 

We 1. DO praise, reward, and encourage the   children.  2. DO reason with and set limits for the   children.  3. DO model appropriate behavior for the   children.  4. DO modify the classroom environment   to attempt to prevent problems before   they occur.  5. DO listen to the children.  6. DO provide alternatives for    inappropriate behavior to the children.  7. DO provide the children with natural   and logical consequences of their   behaviors.  8. DO treat the children as people and   respect their needs, desires, and    feelings.  9. DO ignore minor misbehaviors.  10. DO explain things to children on their   levels.  11. DO use short, supervised periods of time-out sparingly. 12. DO stay consistent in our behavior   management program.  13. DO use effective guidance and behavior management techniques that   focus on a child’s development


Under NO CIRCUMSTANCES will there be any spanking, physical abuse, verbal abuse, name calling, or isolation used. Neither food nor sleep will ever be withheld from children as a means of punishment. We 1. DO NOT spank, shake, bite, pinch, push, pull, slap, or otherwise    physically punish the children.  2. DO NOT make fun of, yell at, threaten, make sarcastic remarks    about, use profanity, or otherwise   verbally abuse the children.  3. DO NOT shame or punish the children   when bathroom accidents occur.  4. DO NOT deny food or rest as    punishment.  5. DO NOT relate discipline to eating, resting, or sleeping.  6. DO NOT leave the children alone, unattended, or without supervision.  7. DO NOT place the children in locked   rooms, closets, or boxes as    punishment.  8. DO NOT allow discipline of children   by children.  9. DO NOT criticize, make fun of, or   otherwise belittle children’s parents, families, or ethnic groups

If a discipline problem arises that does not respond to the above-mentioned techniques, we will hold a conference with the parents. Together, we will try to find a solution. You may be called to remove your child if his/her behavior prevents us from being able to properly care for the other children. If the problem continues, other arrangements for the care of the child will have to be made, for the safety and well-being of everyone. This arrangement could result in the termination of a family’s childcare services. Please understand that if a childcare contract is terminated due to a behavior issue the tuition payment contract remains valid and a payment to cover two weeks’ worth of care is still due.
Parent Involvement:

We provide quarterly newsletters for all families as all well host quarterly parent meetings!

There will be times and ways you can get involved in your child's childcare experience. The first step to being involved is to come to school with your child for a day. Use pre-enrollment time to benefit both child and self. We recommend that parents bring their child by the center for at least 3 full hours to observe a typical day in the classroom. Parent and child will be encouraged to participate in group lessons and free-choice time. The only requirement for all visits is that parent(s) sign themselves and their child in on our visitor’s log. We encourage parents to meet with staff at least once a month to ensure that both parties have any questions or concerns addressed. This is also a good time to have a small review of the child and their work performance. We have several resources for families that could assist them for community activities, programs, etc. We are always here to be fully resourceful; please ask Denise Wright for any childcare related information as well as any suggestions you would like to make for the center. Childcare information could also be found online on the dhhs.nc.gov website. You can find links to just about any subject related to children, including filing complaints. You are welcomed and encouraged to participate in any or all events mentioned below:

Family Nights 

Coming and talking about your job, when asked

Helping your child with work sent home

Making/Giving suggestions for center improvements and more

Actively reading newsletters and messages on the parent board 

Helping your child prepare for "Show, Tell & Share" 

Participate in parent quarterly meetings

Read articles about child abuse and neglect and learn how to file a report (if ever necessary)

Helping to provide treats or other items for our classroom parties 

Reminding your children to bring their “listening ear” with them to school

Staying current with child’s daily supplies needs, forms, etc…

Meals:

We provide all meals to our students at no extra cost. We offer a morning supplement, lunch, afternoon snack, dinner, and a P.M snack; depending on your child’s enrollment hours. Children who arrive after our meals have been served should arrive fed and ready to start their day. Menus will be posted on the bulletin board just inside the door. Copies of the menu are provided to parents upon request. We prefer that children do not bring food, drinks, etc. from home unless requested. At times children begin to think that the "grass is greener . . ." when they see someone eating something different. We will honor a parent's religious or philosophical objections to a menu item and the parent can substitute any objectionable item with an item from home.

Infants have individual feeding plans. Each parent of a child 15 months or younger must complete a feeding schedule form and provide all their child’s meals.

If your child has allergies, and requires a modified diet, we must be notified of this in writing. Parents must provide a written and signed document from a child’s physician describing any foods the child is not permitted to eat. An appropriate substitution will be made, if possible. If a child has several allergies that he/she cannot eat from our menu, we may require the parent to provide his/her meals and snacks.

We never force a child to finish what is on his/her plate, but we do encourage each child to try one or two bites of everything. Sometimes they are surprised by what they like! We will inform all parents about their child’s eating pattern during the first week of attendance.
Please be sure to confirm that you have received all our operational policies, state and center rules. There is a lot of important information that families need to know regarding the operation of our center and all state rules. 

You have received a copy of:

The summary of NC Child Care Law- A two sided document reviewing the laws

100% smoke/tobacco-free- You are not allowed to smoke or use tobacco while on our campus and you are not allowed to enter the building smelling like smoke. A detailed document was provided.

Shaken Baby Syndrome- Document given for infants/toddlers

Infant/toddler safe sleep- Document given 

Permission to transport- You understand that you give TWP permission to transport your child.

Off-premises- You authorize that you are aware that we will/will not transport your child.

Aquatic policy- We do not do any activities with a body of water

Permission to be photographed- If you grant us permission to take pictures.

Child’s medical report/shots- You understand that all documents are required within 30 days.

