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PARENT
HANDBOOK

2023 – 2024
Stonybrook Early Learning Center

485 Cherry Bottom Road

Gahanna,  Ohio 43230

Dear Families,

Welcome to Stonybrook!  We hope to provide an enjoyable experience for you and your child during these next nine months.

Within this handbook, you will find general information and our school policies.  Please take time to read through this information.  Should you have any questions, please feel free to contact me.  Communication between the family and the school is vital!
We look forward to a fun year and getting to know you and your child!

Sincerely,
ELC Office Phone:  614-471-3265


Voicemail available for messages.

Emily Obrovac, Director
E-mail: emilyo.elc@stonybrook.church

Kelly Ferguson, Assistant Director
Tax ID # 31-1600194
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1. Stonybrook ELC Mission Statement – Stonybrook Early Learning Center aims to provide an environment to allow children to make a successful transition from home to a school environment. The ELC is dedicated to the children of the community and the advancement of their physical, mental, social, and emotional growth. Stonybrook ELC aims to promote development of self-expression, self-control, creativity, and responsibility through good practice of early childhood education. 
2. Daily Arrival and Dismissal – The morning session of school begins at 9:00 AM and ends at 11:30 AM.    The afternoon session begins at 12:30 PM and ends at 3:00 PM.  We cannot accept any child before 9:00 AM or 12:30 PM as we are preparing the room for the day.  DO NOT send your child into the building alone, but come with your child into the building to the classroom door and pick your child up at the classroom door.  No child will be sent out of the classroom door without an authorized adult picking them up.  Your child will be released only to you, the parent, unless you have notified the school of another authorized adult coming for your child.  Your cooperation in vital for your child’s safety in this matter! 
It is frustrating for some children to be the last one to be picked up, so try to be on time for dismissal.  There may be times when you are unavoidably late.  If so, please try to give us a call so that your child may be reassured that you are on the way.  If you cannot reach us on the school phone (614-471-3265), call the church office at 614-471-0252 and we will be given the message, or contact your child’s teacher on ClassTag.
3. Attendance Procedures– You may enter the building through the main church entrance or the preschool entrance at the rear of the building.  Doors will be unlocked from 8:55-9:10 and Miss Kelly or Miss Emily will be greeting students and families upon their arrival.  After 9:10, we ask that you come around back to the preschool entrance and ring the buzzer to enter the building.  All afternoon classes will enter through the preschool entrance at the rear of the building (12:25-12:40).  For dismissal, the doors will be unlocked from 11:25-11:45 (2:55-3:10 for afternoons).  
If your child is absent for any reason, please call the preschool office or email the director, as well as reach out to the classroom teachers on ClassTag. Children that are transported to and from school with an adult other than a legal guardian will need to have carpool information about those approved with the classroom teacher. In the event that a child does not arrive at school when scheduled to arrive from another program, office staff will contact parent/guardians as well as the program the child is coming from. 

4. Class Ratios – 

The staff includes a director, assistant director, music teacher, classroom teachers and classroom floaters.  All have degrees and/or teaching experience and training in early childhood education and child development.  The class sizes are 20 children in a four/five-year-old class (1 teacher to 10 students) and 17 in the three-year-old class (1 teacher to 9 students).  All classes have two teachers.  
ODJFS Ratios are as follows:

Age of children

Staff/child ratio

Infants (birth and under 12 months)
1 to 5 or 2 to 12 in same room

Infants (12 months and under 18 months)
1 to 6

Toddlers (18 months and under 2 1/2 years)
1 to 7

Toddlers (2 1/2 years and under 3 years)
1 to 8

Preschool - three years

1 to 12

Preschool - four and five years of age
1 to 14

School age - kindergarten to 11
1 to 18

School age - 11 years through 14 years
1 to 20
5. Enrollment Procedures – Enrollment for current families begins in January for the next school year.  Open Enrollment is typically the second Wednesday in February, for new students and families to the school.  This information is always updated on our website (www.Stonybrookpreschool.com).  All paperwork required at the start of the school year will be handed out at Meet the Teacher, and is also available on our website in PDF form.  The required paperwork includes:

a. Child Medical Statement (filled out by physician and including vaccination records.

b. State Child Application for Childcare Center

c. Photo Release Form

d. Financial Agreement

e. Child Information Sheet

6. Traffic Pattern – The traffic pattern is marked on the blacktop indicating the direction of traffic and parking areas.  There is to be NO PARKING across the back of the building, as that is the fire lane.  Marked “Family” spots are designated for families with infants only. Above all, please drive slowly and watch carefully for the children!  
7. Separation Anxiety – Many children feel anxiety and fear when left at school for the first time.  This can also include children who have been to preschool before!  Assurances that the teachers will take good care of them and that you will return after school will help your child make a better adjustment.  If your child is apprehensive, it may be well for you to stay a short while until your child feels more comfortable.  For some children, it will be best to say goodbye at the classroom door and leave immediately.  Use your best judgment and follow the suggestion of the teachers.  We want each child to feel safe and secure at preschool.  

8. Illness and Injury – If your child is ill, it is essential to keep him/her at home!  Diseases and illnesses spread rapidly among young children.  If your child should become ill or be injured at school, we will notify parents immediately!  Please know that our staff is trained in First Aid and in Communicable Diseases.  (See Safety Policy, and Communicable Disease Policy).
9. School Attire – We have no dress requirements.  We do suggest that children wear play clothes and shoes MUST be worn.  We try to protect clothing when painting and during other messy activities, but accidents happen.  Also, please remember to dress your child in accordance with the weather, as we may go outside to play.

10. School Closings – In general, we will be closed for bad weather if the Gahanna-Jefferson School System closes.  Listen to television if in doubt. We also try to post closings on our Facebook page. Days missed due to inclement weather may be made up at the discretion of the Board of Directors.  (See your Stonybrook calendar for regularly scheduled closings.)

11. Class Visitation or Observation – Parent Volunteers will begin in October.  We have an open-door policy and welcome visits by parents or other adults at any time!  There will be a calendar outside each classroom door for parents to sign up for days to be in the classroom.  We cannot accept additional children visiting the classroom.  It could put us over our licensed limit and we would not have required state paperwork on extra children.
12. Special Events and Activities – No field trips will be taken from the school building.  Special events and activities will be scheduled periodically at the school.  Parents will be informed by newsletter of these special happenings.

13. Birthday Celebrations – We celebrate each child’s birthday during the school year.  If you wish to send a party favor home with each child, contact your child’s teachers for the number of children. No food items, please.  Summer birthdays can be celebrated toward the end of the school year or at the child’s half birthday.  Birthday invitations are NOT to be passed out at school unless the entire class is invited to celebrate.
14.  Newsletter – A newsletter will be sent home electronically each week.  This will inform you of all upcoming school events and activities.  Please check your child’s book bag regularly and go through paperwork inside.
15.  Book Orders – Once a month your child will be bringing home book orders.  You are able to order these books online.  The due date will be attached to your order forms.  If you are not able to order online, please bring your order form to the office by the due date.  Please know that this is an opportunity we provide for your child and you are NOT obligated to order.  Our preschool receives points for books that you order and we are able to build up our school library.  Please make sure that you use the school code when ordering online- our school gets points to use for materials here at school!
16. Payments – Payments are to be made by check or check (options for electronic payment coming soon) and are due on the first of the month.  Payments are to be brought to the ELC office or placed in the basket by the rear door.  It would also be helpful if you would mark your child’s name on your check.  Tuition paid in cash will be receipted no later than your child’s next class day.  All financial matters are to be handled in the office by our director or assistant director.
17. PTO Bulletin Board – The preschool has a bulletin board where articles and information will be posted concerning young children.  Please take a minute each month to look it over.  PTO information will be posted on this board. If you wish to put something on the bulletin board, contact the director.  The board is located just inside the double doors of the back entrance.
18.  Children’s Personal Property – Classroom teachers have their own way of handling sharing in the classroom.  Please contact your child’s teachers for their policy.  If a child brings something to share, please try to mark his/her name on it.  Please discourage your child from bringing any item with a lot of small pieces.  We request that children NOT bring guns to school, as they are not conducive to classroom situations.  It is wise to also mark coats, hats, and boots with names/initials.

19.  Parent/Teacher Conferences – Conferences will be held in the fall and early spring.  Please consult the calendar for the dates.  There will be no school on the conference days.  Babysitting will be provided.  The conferences will be to discuss your child’s initial adjustment in the fall, and the progress and changes we have seen in your child in the spring.  We hope you will feel free to contact us any time if a problem arises, as we will not hesitate to contact you.  The more communication we have, the better we are able to work together for the total growth of “our children”.  Progress Reports will also go out in the Spring prior to conferences. This is just a growth measure of how your child is progressing at this snapshot in time!
20.  Outdoor Play – Whenever possible we like to take the children outside on the playground or for walks.  There are several factors involved in this decision.  We check the temperature, wind and dampness of the mulch and equipment on the playground. Therefore, we ask that parents always dress their child for the possibility of outdoor play.   

21.Sample Daily Schedule –
9:00-9:15
Arrival, Free play, Blocks, etc.
9:15-9:30
Circle Time: Attendance, etc. 
9:30-10:30
Art Activity, Centers


10:30-10:40
Pack Bags, Quiet Reading  
10:40-11:00
Large Muscle Time

11:00-11:15
Sharing for Girls or Boys

11:15-11:25
Science Experiment
11:25-11:30
Prepare for Dismissal

11:30
Dismissal
22. Suspension Policy – Children may be asked to stay home for extreme behavior for a period of time.  In the event of repeated unsafe behaviors at school, parents/guardians may be asked to keep their child home.  This will be discussed on a case-by-case basis with the family of the child.
23. Compliance with the Americans with Disabilities Act (ADA) – Stonybrook Early Learning Center does not discriminate on the basis of disability in its services, programs, or activities. Our programming will ensure compliance with ADA.
24. Food Policy – Due to the length of our programming, and the amount of food allergies, we do not offer snacks or meals during preschool programming hours.  In the event that a child had a medical need for food (listed on a medical care plan and signed by the physician), then the food needed is stored in the office.
25. Medication – Children in need of medication during the school day need to have a Medical Care Plan on file in the office (please see the director or assistant director).  If your child needs a topical ointment from time to time, this also requires parent permission- office staff will assist with this paperwork as well.  Medical foods will be stored in the office.  
26. Napping/Resting and Water Activities– Our program does not participate in napping or swimming/water activities.  If a child is extremely tired, school staff will assess for illness and contact the parent/guardian. 
27. Conflict Resolution– At any time if there is conflict with parents, guardians, or staff, the conflict should be brought to the attention of the center director.  The director will serve as mediator and assist in problem solving the conflict. In an extreme case, when a resolution cannot be made, the assistance of church pastoral staff may be required. 
STONYBROOK EARLY LEARNING CENTER

DISCIPLINE POLICY

Positive feedback is given to a child for appropriate behavior.  Examples of reinforcing positive behavior are hugs, eye contact, a smile, attention given to the child, or verbal contact with the child.

We do not see discipline as punishment, but rather a redirection of inappropriate behavior.  Behavior that is harmful is stopped immediately, with the danger explained in a firm voice.  An example is the teacher holding a child’s arms as he/she begins to hit another child or throw an object.  “I will not let you hurt yourself, others, or me.”  The child will never be spanked, slapped, shamed, screamed at, or isolated.  

Our procedure for disciplining a child for inappropriate behavior or being disruptive: The

Implementation of this policy applies to all employees.

1. Affirm the child’s feelings.  “You are so mad that Jimmy knocked down your building.”  “You wanted to hurt him.”  “You would rather be playing than listening to our story.”

2. Set limits and offer an alternative.  “I will stop you because kicking hurts.”  “You can tell Jimmy how mad you are and I will help him listen.”  “Other children cannot hear the story when you drive the truck.”  “You may work this puzzle quietly during the story or I will hold you on my lap.”  Activities will be provided which help a child work through their feelings such as hammering on wood, pounding play dough, looking at a book in the cozy box, or some large motor activity.

3. Time Out Chair.  If the behavior persists after talking with a child a number of times and offering alternative activities, the child sits on the “time out chair”.  The chair is located away from but not out of sight of the group of children and teachers.  The child may sit five minutes doing a quiet activity.  After this time, the teachers will help direct the child to another activity.

4. A call or conference with the child’s parent(s).  If further action is called for beyond the “time out chair”, the next step will be to contact the child’s parent(s).  This may be a phone call, or we may request a conference, to discuss how we can work together for the benefit of the child.

The Stonybrook Early Learning Center reserves the right to exclude a child from the school (prohibit the child’s attendance) if he/she causes physical harm to another or displays extreme disruptive behavior.  

Discipline is a way of teaching children to feel respect for themselves, others, and the environment in which they live.  It must be handled with care and love.

SAFETY POLICY

1. No child will at any time be left alone or unsupervised.

2. Each child is to be brought to the classroom door by an adult and picked up at the classroom door by an adult.  If someone other than a parent is bringing or picking up a child, the director and/or the child’s teachers must be notified in writing or by telephone.  The child will not be allowed to leave the premises without notification.

3. A telephone is always available in the preschool office in case of emergencies.  

4. Monthly fire and safety drills will be executed by the director.  A plan of action for fire or weather alerts is posted inside each classroom door and in the preschool office.  In the case of a weather situation, inside rooms without windows are identified on the map of the building and in the case of an emergency evacuation, the children will be removed from the building.  They will go behind the grassy area in the parking lot, to the front parking lot or if warranted over to the FOP parking area.
5. A first aid kit is available in the supply room.  A person trained in first aid is available at all times.  Each classroom has a small first aid kit with gloves, band aids, and thermometer in the classroom.
6. No spray aerosols will be used while children are on the premises.  

7. Minor Injuries:  A trained first aid staff member is to care for the injured child.  The other staff member is to remain with the rest of the children.  The injury should then be reported to the director.

a. An injury report will be written concerning any minor injury of a child.  The school will keep a copy and the parent will receive a copy.  The parent will be handed the report or it will be sent home in the child’s school bag.  The parent must sign the report.

8. Serious Injuries:  A trained first aid staff member is to tend to the injured child.  Another staff member is to care for the rest of the children, away from the scene of the injured child, if possible.  Also, the second staff member is to notify the director immediately.  The director will notify the child’s parent or guardian and the physician (if necessary).  A complete medical record is available for each child in the preschool office file.  The local emergency squad will be called to transport an ill or injured child.

a. An accident report will be filled out if a child receives a serious injury.  As noted above, the school will keep a copy and the parent will receive a copy.  The parent must sign the report.  When an accident occurs that necessitates emergency transportation of a child, an accident report will be filled out as per State Law.

9. “A child-care staff member shall immediately notify the local public children services agency when the child-care staff member suspects that a child has been abused or neglected.” 

10. If your child is a subject of a court custody/visitation order or if you have concerns in regard to the involvement of a non-custodial parent, please bring them to the attention of the director of the school.

STONYBROOK EARLY LEARNING CENTER

COMMUNICABLE DISEASE POLICY

1. The ill child is to be immediately removed from the group of children.  One staff member is to escort the ill child to the director’s office while the other staff person remains with the class.  The ill child is to be made comfortable in an isolated room.  No child will ever be left alone or unsupervised.  A cot and blanket are available.  The cot and blanket are in the supply room.  Parent(s) or guardian will be notified and the child sent home.  If parent(s) cannot be reached, the director will contact a person specified by the parent(s) for emergency situations.  If necessary, the physician will be notified.  If it is confirmed that a child sent home has a communicable disease, notes are to be sent home to all families of the children that have been exposed.  State Law 5101:2-12-50 (B-2).

A child with any of the following signs or symptoms of illness shall be immediately isolated and discharged to his parent(s) or guardian:

A. Temperature of at least one hundred degrees Fahrenheit when in combination with any other 

               Sign or symptom of illness;  

B. Diarrhea (three or more abnormally loose stools within a twenty-four-hour period;

C. Severe coughing, causing the child to become red or blue in the face or to make a whooping sound;

D. Difficult or rapid breathing;

E. Yellowish skin or eyes;

F. Redness of the eye, obvious discharge, matted eyelashes, burning, itching;

G. Untreated infected skin patches, unusual spots or rashes;

H. Unusually dark urine and /or gray or white stool;

I. Stiff neck with an elevated temperature;

J. Evidence of untreated lice, scabies, or other parasitic infestations;

K. Sore throat or difficulty in swallowing;

L. Vomiting more than one time or when accompanied by any other sign or symptom of illness.

M. Positive results from a Covid-19 test (follow Board of Public Health quarantine guidelines).

2. At least one staff member is to be present at all times that is trained to recognize the common signs of communicable disease.  

3. If a staff member is ill or displays any of the above symptoms, the person will be excluded from the center and a substitute will be called in. 

4. The preschool has a communicable disease and dental emergency chart available.

5. The teachers shall check the child returning to class after an illness to verify that the child is returning in good health and not still contagious.  If in question, the teachers shall notify the director.

6. If a child has a particular health condition that requires medication, a signed statement from the child’s physician must be submitted to the director concerning the administration of medication, vitamins, special diets or an inhaler at school.  (See the director for this form.)  It is not the policy of the center to administer medications.                   
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