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Arbor Learning Academy  
 

 
 

 
 

Parent Handbook 
 

Dear Parents and Guardians, 
 
We are thrilled you have chosen Arbor Learning Academy for your child’s early childhood education and childcare 
needs.  We look forward to teaching your children and helping you understand how your child learns. 
 
This handbook provides rules, regulations and tips that will help you through out the year.  We believe parent and 
community involvement is a key element in a child’s education.  After you have read and reviewed the handbook 
please sign and return the last page. 
 
There are a few items that we want to stress as high importance before the first day of school for your child: 

Sign in and out- this is VERY IMPORTANT!! Please make sure that you are signing your child in and 
our every single time your child is dropped off and 
picked up.  If you have a 
sitter/nanny/friend/grandparent they all need to sign in 
or out as well as well as provide a form of photo ID. 

Medication If you have given your child ANY medication, please let us 
know in Tadpoles in the AM.  There is a section that 
allows parents to provide morning information.   

Special Requests If your child has any special needs or requests, we ask 
that you let the director know as soon as possible so that 
we may prepare to help your child in any way possible. 
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2017-2018 School Year 
 

Arbor Learning Academy will be closed on the days listed below.  If the holiday falls on a Saturday, the school will be 
closed the Friday before.  If a holiday falls on a Sunday, the school will be closed on the Monday after. 

 
New Year’s Day (1/1/18) 

 
Presidents Day ( 2/19/18) 

 
Easter Monday (4/2/18) 

 
Memorial Day (5/28/18) 

 
Independence Day (7/4/18) 

 
Labor Day (9/3/18) 

 
Thanksgiving Day (11/22/18) 

 
Black Friday (11/23/18) 

 
Christmas Break- December 24, 25, 26 

 
New Year’s Eve (12/31/18) 

 
Mission Statement: 
At Arbor Learning Academy our teachers will empower your children to be passionate about creativity, imagination, 
and the love of learning.  We will instill the pride of personal accomplishment and self motivation all while having fun 
in a safe and nurturing environment. 
 
Philosophy:  
Our philosophy as early childhood educators at ALA is to not only integrate a pre-set curriculum for developing minds 
but to implement the process of Reggio Emilia learning.  We will allow the children to question their surroundings, 
provide classrooms rich in materials and possibilities, allow open ended projects and involve the parents and 
community in their every day learning.  Not only will their education be adventurous and exciting but we will make 
absolutely sure they are healthy and safe while they are maximizing their minds.    
 
Goals: 
 
We have many goals for our children at our school.  Here are some that you can help with at home: 
 

 Encourage children to be proud of themselves and secure 

 Challenge a child to think outside of the box 

 Learn both fine and large motor activities multiple times a day 

 Communicate easily with others knowing when and who to trust 

 Learn about the different cultures in our community 

 Teach a sense of responsibility and independent skills 

 Developing a use and appreciation of technology, not abuse 

 Ability to play in groups, independently and along side a partner 

 Develop awareness for the importance of education all around the world, not just in America. 
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Curriculum- 
 
We will be using Creative Curriculum as our structured monthly curriculum.  However, we will be implementing a 
great deal of Reggio Emilia practices, themes and materials into each age group.  We want to ensure that each child 
has the opportunity to explore with real life objects, to get messy and dirty outside all while having a huge smile on 
their face!   
 
Each teacher will post their weekly lessons on Monday in your child’s classroom or send you a copy via Tadpoles.  The 
director will also be sending out a newsletter via email (and a hardcopy for the first few months).  In the newsletter 
there will be a section titled “What We Need”.  There you will find a list of ways you can recycle items into your child’s 
classroom for their lesson plans!  This is just one of MANY ways we are asking our parents to get involved in our 
learning. 
 
 
Your Child’s Adjustment- 
 
Just a few ways to make your child’s first couple of days as smooth as possible for both of you! 
 

 Have your child come on the initial tour to see if s/he likes the school 

 After the visit, if applicable, speak with your child about the school and ask them questions 

 At the first drop off, once you see that the teacher has greeted you, a quick, firm “Goodbye” and walk out of 
the classroom.  The faster the transition and drop off the easier it will be each time.  We will have 
surveillance cameras in each classroom that will be on a loop in the Directors office.  You are more than 
welcome to stand and watch from there! 

 We allow a nap time buddy to make transition easy 

 Children pick up on hesitation easily, so stay calm and reassuring 

 You are more than welcome to call or email through out the day.  We do not have closed circuit surveillance 
cameras.  If you call, the director will be more than happy to check on your child or transfer you to your 
child’s room to speak with their teacher. 

 After the first few weeks we encourage parents to observe and volunteer in the classrooms!  Please feel 
free to stop by the director’s office to inquire about necessary paperwork. 

 
Admissions: 
 
We are a private, non-sectarian, independent and non-discriminatory school.  Our beliefs are inclusion and health and 
safety for all children with regard for race, color, religion and ethnic background. 
 
Registration: 
 
All children enrolled will need to complete an Application Registration Form, tuition Agreement, an Emergency 
Contact Form, Immunization Record, and Physicians form.  There will be other forms within your registration packet 
that need to be completely filled out and returned on your child’s first day.  This information must be kept current 
throughout your child’s enrollment.  In addition, we request a copy of your child’s IEP/IFSP if applicable so that we 
can better understand his/her individual strengths and needs.   
 
 
 
Tuition Policy: 
 
Tuition payments are due and payable on Friday by noon prior to the care or on the first day that your child is 
scheduled to attend each week, or if payment is monthly, on the first day of each month.  Tuition is considered late at 
12:00 noon on Tuesday.  A late charge of $25.00/DAY  will be assessed at that time.  If tuition has not been paid by 
Friday, attendance will no longer be permitted unless tuition is paid in full.  A $30.00 service charge will be assessed 
for any returned checks.  Persistent violation of this policy is reason to deny a child the opportunity to attend school.  
We will work with you as best as we can. The weekly tuition rate is based upon the staff to child ratio in the room.  If 
you are in need of tuition assistance please contact the CCIS @ (610) 344-5717.  They will guide you through 
assistance options.   
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Illness and Vacation: 
 
Each child that is enrolled in our school on a continuous basis will accrue a vacation week six months after initial 
enrollment date.  Vacation credits are renewed yearly in January  provided that your child remains enrolled in the 
school.  Enrollment must be continuous Jan-Dec to be eligible for the vacation credit.  If your child is attending part 
time you are eligible for the number of vacation days that your child attends school.  For example, your child is 
enrolled three days a week; you are entitled to three vacation days.  You may not use any vacation days after you 
notify us of your child’s withdrawal from our program.  Vacation also must be taken in one consecutive week, unless 
approved by the director.  There are no deductions for illness, absences, snow days or the holidays we observe.   
 
Withdrawal and Dismissal: 
 
If you decide to withdrawal your child from our program you must give 14 days’ written notice prior to leaving.  If you 
choose to terminate your child’s enrollment effective immediately, two weeks tuition will be billed to your account.  
We reserve the right to dismiss a child based on our discretion.  If you are called to pick up your child early you are 
expected to pay full tuition for that day. 
 
If you withdrawal for the summer there will be a 50% retention fee per month to hold your child’s place in our 
program upon their return. (There is a different policy for teachers that teach in Chester County/Philadelphia, please 
see the director for those details).  If you withdrawal your child and then decide to reenroll you will be assessed a new 
registration fee provided there is space in our school. 
 
Addresses and Phone Numbers: 
 
The state of Pennsylvania requires each child to have an emergency contact form filled out completely and updated 
every six months.  Please notify the director of any changes that may occur throughout the year. 
 
Student Arrival and Departure: 
 
Our school operates on a 6:30am-6:00pm schedule.  Please make sure that you do not drop your child off before 
6:30am as our teachers are not licensed to receive children before that specified time.  If you are running late for pick 
up you will be charged $1/minute, per child with a grace period of 5 minutes.  Please pay your child’s teacher directly 
with cash. 
 
Please never leave your child unattended in a parked car or in the hallways of our school.  They are to be escorted to 
and from their classrooms at all times.   
If there is someone new picking up the child please inform the director ASAP in writing.  This person will have to have 
a photo ID and their address on the ID MUST MATCH the address you provided on the Emergency Contact Form. 
 
Staffing: 
 
All of our employees meet, if not exceed, the state requirements for a licensed childcare center.  We hire according to 
education background and experience.  Each employee attends continuing education and professional development 
through out the school year.  The teachers are loving and nurturing and care deeply for each child.  Please do not list 
any staff as an emergency contact number.  We also ask that families do not ask our staff to provide drop off or pick 
up during school hours. 
 
Discipline and Behavior Management: 
 
Arbor Learning Academy approaches discipline with a positive attitude and positive reinforcement.  Our goal is to 
solve the issue using modeled behavior, praise, redirection, and classroom rules.  Each student will learn the social 
skills needed throughout their life; respect for others and their property, making good decisions, and caring for 
themselves.  All of these skills will be implemented on a daily basis in the classroom, on the lesson plans and we also 
ask parents to continue to encourage this positive behavior outside of school.  We do not encourage “Sharing”, 
however, we use the term/phrase “taking turns”.  If you would like more information on our “taking turns” policy 
please see either director! 
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Biting: 
 
Biting is a developmentally appropriate behavior for infants and toddlers.  Parents in these classrooms should expect 
that their child may be bitten or they may be the biter.  Teachers are trained to handle biting situations and we ask 
that you have confidence in our practices regarding biting.  We understand how upsetting it can be for both parties 
involved.  We take biting very seriously and will put fourth a plan for a biter when it is warranted.  We ask that you 
remember that biting is a big part of their developmental learning process.  If you are worried about biting at home, 
please let us know and we will work together to help your child using alternative methods for communication.  We do 
have plenty of resources to help assist the teachers and the families during the biting phases.  All parents are kept 
informed and all information is kept confidential. 
 
Health and Safety: 
 
The State of Pennsylvania requires all children to have current health assessments and immunization records on file.  
We require this paper work prior to your child’s first day of school.   
 
All staff members are trained in First Aid, CPR, Water Safety and Fire Safety.  If a child has an accident or an incident 
during the day, the appropriate forms will be filled out and left for you to sign.  You will also receive an email or 
phone call regarding the incident prior to pick up if the incident warrants a call.  
 
In the event there is a serious emergency, the school will secure immediate medical attention as described on the 
“Authorization for Medical Treatment”.  Every effort will be made to contact parents, guardians, or authorized family 
members.  Staff is not permitted to transport children in personal vehicles in an even of a medical emergency.  The 
Director will accompany the child on the ambulance en route to the hospital.  
 
Child health is a very important factor as Arbor Learning Academy.  Teachers are trained to observe all children upon 
arrival.  We reserve the right to refuse care/admittance to any child who shows signs of illness.  If your child becomes 
ill at school s/he will be made as comfortable as possible until a parent is contacted and can be picked up.  A parent 
MUST pick up that child within one hour of contact if you are asked. 
 
Sick Policy and Medication: 
 
Arbor Learning Academy abides by state regulations regarding illness.  We ask that if your child is showing signs of 
an illness that you keep them home for the day.  If your child is sent home with a fever your child may return if s/he 
has been medicinally fever free for 24 hours or a clearance note by the Pediatrician.   
 
Some tips and tricks: 

 Upon arrival make sure to wash hands 

 Wash hands at pick up times before you leave the school 

 Wash all children’s clothing/bedding in HOT water 
*We do provide hand sanitizer on the walls but this is for PARENT USE ONLY! 
 
If your child has any of the illnesses below, please keep them home until they have been symptom free for 24 hours 
without medication: 
 

1. a fever of 100+ (if not teething) 
2. Vomit once or two bouts of diarrhea  
3. Heavy nasal discharge (yellow or green) 
4. constant cough, sore throat 
5. unusual behavior 
6. a skin rash, excluding diaper rash 
7. HEAD LICE (checked and nit FREE before returning to school) 
8. Any symptoms of a communicable disease. 
9. one or both eyes showing redness, discharge, puffiness and swelling 
10. Open wounds that look very red and sore. 

 
A child may return to school once the illness is deemed not contagious or has a doctor’s note allowing them to attend 
school. 



Updated January 2018 

 

 
Medication: 
 
Arbor Learning Academy will not administer any OTC medication unless there is a prescription label on the original 
packaging.  (Doctors will do this for teething for Tylenol and ibuprofen).  A medication release form must be filled out 
by the parent or guardian prior to medication administration or a prescription drug.  Each prescription requires its 
own form that will have times to be administered and dosage.  Please log in the medication in the directors office 
every day making sure to take the medication home in the evening.  Please do not leave any medication in a child’s 
belongings or cubby.  Please note that vitamins are to be provided at home.   
 
Infant Classroom: 
 
We have very high standards and expectations of our teachers who care for the infants.  The rules set forth are to 
ensure the infants safety and teacher protection.  We have implemented the Infant Safe Sleep Initiative.   
We do NOT crib share in the infant classroom.  However, we will have extra cribs that will be used for drop in care and 
part time children.  In these circumstances part time children will share the crib with one other child but never on the 
same day.  These cribs will be cleaned every morning and evening before the scheduled drop in/part time child is to 
arrive. 
 
Fire and Safety Drills: 
 
As per Department of Public Welfare we are required to perform one fire drill per month.  This will give us good 
practice in the event an emergency ever arises.  Our infant rooms have cribs that are outfitted with emergency 
wheels to assist in evacuating multiple children out of the building at the same time.  Fire drills can and will happen at 
any time during the day including drop off, pick up and nap times.  We will limit the nap time drills to twice a year to 
lessen the disruption in sleep schedules.  There will be drills during all types of weather so please make sure your 
child is prepared every day.  If your child is old enough please review safety guidelines with them to help them better 
understand why it is so important to practice.   
We will also be implementing a safety drill.  In this drill the children do not exit the building; instead the building will 
be put on lockdown.  We will move all children to the center most part of the building or lock all classroom doors and 
draw all shades.  We will have these drills once a month as well. Our local police department has assisted in this safety 
drill to ensure we haven’t missed anything.  
Fire and safety drills are never announced ahead of time.  Teachers and parents will not know the date or time the 
drill will take place. 
 
Food Service and Nutrition: 
 
We will be providing snacks and lunches at Arbor Learning Academy.  Lunches are catered by a company called Smart 
Lunches.  This is included in your tuition.  We will provide a snack and lunch menu at the beginning of each month.  
Parents will receive a code for the SmartLunches website.  You will be asked to choose your child’s lunch on a weekly 
basis.  The food is delivered already prepared, hot or cold.  AM and PM snacks also consist of fresh fruit or vegetables 
that are purchased on a weekly or daily basis along with some other healthy snack options.  We love to get parents 
involved and will have sign up sheets through out the month for parents to bring in creative, healthy snacks for your 
child’s classroom! It is a great way to get involved and spend some extra time with your child if you’d like. 
Please note that some children do have allergies.  If your child’s classroom has an allergy notice on the door, please 
avoid bringing that type of food to school.   
(This is subjected to change) 
 
Personal Belongings and Clothing: 
 
Please make sure that every item you send to school is labeled with your child’s first and last name.  Just a friendly 
reminder that all of the children will be exploring with a lot of natural materials and with art supplies, water, sand, 
and going outside on a daily basis.  Avoid sending your child to school in clothes you wouldn’t want ruined. Teachers 
are encouraged to make sure the children are sent home in dry clothing.  We encourage parents to always pack an 
extra set of clothes to keep in their cubby.  Sleeping bags or nap mats are required for nap time. Please keep in mind 
that cubby space is limited. We do have a washer and dryer onsite in case of accidents. 
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Infants- All items need to be labeled with first and last name.  You may provide a pack and play sized sheet and 
blanket for their crib.  Bumpers, mobiles, pillows and toys are prohibited in cribs.   
 
 
All other classrooms-  Please make sure ALL items you send in are labeled with first and last name.  Use your 
discretion when labeling diapers.  Teachers will not share diapers, however if you’d like to initial each diaper that is 
encouraged. 
 
Parent Involvement and Communication: 
 
At Arbor Learning Academy we greatly encourage parent involvement on a daily basis.  Teachers will have sign up 
sheets for holiday parties, help organize community outreach programs etc.  We are always looking for parent 
involvement and wanting to help our community.  There will be multiple opportunities for all parents to donate their 
time through out the year! 
 
We also encourage new mothers and fathers to stop by and feed their babies whenever they can!  
 
There is a parent welcome area that will have many different resources regarding our school, events at the school, 
calendars, menus etc.  All of these items will be sent to all parents electronically using our school software program as 
well.   
 
During the day, parents will be updated with our Tadpoles program.  You will receive Daily Activity Reports regarding 
what your child learned about, pictures and little personalized notes.  This program will also update you if your child is 
in need of any supplies for their classroom- diapers, wipes, extra clothes or even if the teacher would like you to 
donate a special item such as egg cartons or newspapers.   
 
You will find our hallways covered with beautiful artwork from our students.  Please make sure to stop and take a 
look at all of their hard work!  We put the artwork and the processes the children took to get there up on the walls so 
they can tell their parents all about what they learned! 
 
Parent/teacher conferences are held bi-annually.  We encourage the parents to sign up and attend the conferences to 
learn about how their child is succeeding in our school and also for parents to let the teacher know of any concerns 
you may have.  Please know that the director’s door is always open and she is always a phone call or email away.  If 
you need to have a conference with the teacher before the scheduled conferences, let us know and we will be more 
than happy to schedule a time to meet with you and your family. 
 
Inclement Weather: 
 
If we deem it necessary to close the school early due to inclement weather, parents will be notified by text and email 
during school hours and instructed on our early closing time.  If we encounter severe weather we will follow school 
district decisions (most of the time) - following West Chester Area School District first and then GVSD/DASD/CASD.  A 
two hour delay would mean that we would open at 8:30am.  You will also be able to find out about a delay or closing 
on www.myfoxphilly.com  by looking for Arbor Learning Academy.  
*Please note that there may be times that the school district closes but we remain OPEN due to the fact that we do 
not run any bus routes.  Please call Arbor or watch Philadelphia Fox News 29. 
 
Transitions and Potty Training: 
 
Children will transition into their new classroom when they are of age and developmentally ready.  Teachers will 
make that observation and notify the director when a transition will occur.  We will send home a transition letter 
letting you know which classroom your child is moving to, who their teacher will be and all of the necessary items 
need for the classroom.   
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Directors: 
 
The directors have an open door policy at all times.  If you need to speak with them please call the office or directly 
email them at arborlearningacademy@gmail.com.  Both Lauren and Justina can answer any and all questions or 
concerns you may have. 
 
Cleaning: 
 
The staff at Arbor Learning Academy takes great pride in their classrooms and school.  Each classroom and common 
area is cleaned every evening after children depart for the day and then touched up before the children arrive in the 
morning.  Bathrooms and kitchenettes are cleaned on a daily basis.  All eating surfaces, chairs and changing stations 
are cleaned before and after each use.  Refrigerators are cleaned once a week. All toys in the infant, one year old and 
two year old classrooms are cleaned as they are used.  We have a sanitation system that we use during the day to 
ensure the spread of illness.  You will see the system set up in these classrooms.  The teachers and students in the 
older classrooms clean their materials and toys on a daily and weekly basis. 
 
We do use a bleach and water ratio to clean the diaper and eating areas. 
 
The Director used to own and operate an award winning cleaning company on the Main Line.  She has trained all of 
her employees how to clean their classrooms and common areas to cut down on illnesses and to help keep the center 
looking brand new! 
 
If there is a cleaning issue please do not hesitate to contact the director immediately! 
 
 
Security: 

 At ALA our number one concern is your children's health and safety.  To ensure they are 
receiving the best care in the area we have installed and implemented quite a few updated and 
state of the art security features that we know the parents and teachers will appreciate.   

 Each classroom is equipped with surveillance cameras that are linked to a monitor in the 
directors office.  These cameras are password protected and can only be accessed by the 
administration.   

 Hallways, common areas, the parking lot and playgrounds also have surveillance cameras 
installed. 

  Entry to the school is only accessed by the front, main entrance after ringing the bell and 
receiving approval from administration. 

 All doors are equipped with locks and security alarms 

  All Arbor employees complete rigorous background checks- Child Abuse Clearance, FBI Finger 
Prints and Pennsylvania State Criminal Background are just a few of the checks we perform. 

  Safety drills are practiced and updated on a monthly basis 

 Health and Safety Coordinator on site  

  All employees have fire safety, first aid and CPR training's 
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I, _________________________________________, have read, received and understand the Arbor Learning 
Academy Parent Handbook. 
 
Sign__________________________________________________
 Date___________________________________________ 
 
Director_______________________________________________
 Date___________________________________________ 
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