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Morningside Day Out

MDO 2011-2012 Parent Handbook

MORNINGSIDE DAY OUT is a place where children learn and grow.  Each child develops a trust that other adults can and will take care of his or her emotional and physical needs and is helped to find a comfortable place within the group.

Many parents ask about our teaching methods and curriculum.  Because the toys with which the children play, and the activities planned, are specifically designed to be appropriate for the various stages of development, play becomes the vehicle through which children learn.  At MDO, play is designed for learning.  Our environment is structured to facilitate the development of each child.  Over time, activities are planned which offer the children the opportunity for a wide variety of experiences with art materials, manipulative toys, music, dramatic play, language arts, social development, and outdoor play.  All of the interaction and play activity that occurs in our classrooms involves a great deal of learning.  Our emphasis is focused on the whole process of learning and development, not just on the end result.

At MDO, you the parents are very important to us.  We value your input and ideas, and hope that you will take advantage of opportunities to observe your child in the classroom, interact with his or her playmates, and get to know your child's teacher.  We feel very fortunate that you have chosen to share your child with us, and trust that you will enjoy your relationship with MDO.         

IMPORTANT NUMBERS AND ADDRESSES

MDO Office:  404-634-5889, 404-634-5819 (fax)

School address: 2108 Briarcliff Road, Atlanta, GA 30329

All tuition checks and correspondence should be sent to our mailing address:
MDO, P.O. Box 8986, Atlanta, GA 31106

Website: www.morningsidedayout.org

E-mail: director@morningsidedayout.org

SCHEDULED CLOSINGS

September 5




Labor Day
October 10




Columbus Day

November 23-25



Thanksgiving Break

December 19-January 2


Winter Break

January 3




Teacher Workday

January 16




MLK Jr. Birthday

February 20




President’s Day

March 2




Staff Development

April 2-6




Spring Break

WEATHER CLOSINGS        

When the Atlanta Public Schools are closed due to weather conditions, MDO will also be closed. This information is available over local TV and radio stations.

WELCOME TO MDO

In addition to providing a safe and nurturing program for young children, MDO also supports its own families in a number of wonderful ways:  welcoming each new family into our community through a "buddy system" (matching each new family with an "old" family); informing parents of parenting programs held in the area; providing regular updates on issues and news from the early childhood education community via "Director's Notes" in our school newsletter; maintaining a lending library of parenting magazines and books; providing meals for our families with new babies or those experiencing illness or family emergencies via our "food brigade" program (where MDO parents cook and deliver dinners to other families); and providing a warm and welcoming community for parents and children to get to know each other as friends and neighbors.  

MDO also serves the community as a whole.  As part of our “Community Service” we have made monthly donations of diapers and infant supplies to local shelters, adopted a family in need during the holidays and supported many well-deserving causes as our way of giving back to those around us.   MDO is a wonderful place, not only because of our outstanding teachers and staff, but also because of the support we give our own families and those in our community.   We're glad you've chosen MDO and are glad you are now a part of our family.

MDO POLICIES AND PROCEDURES

DAYS AND HOURS

MDO operates Monday through Friday from 9:30am to 1:30pm.  School opens for the 2011-12 school year on August 30.  The regular session ends May 24.
CLASSROOM SCHEDULES

Classroom schedules are established according to the needs of the children in the group.  All schedules include opportunities for quiet and active indoor play, outdoor activities and play, snack and lunch.  Our program provides each child with an opportunity to interact with his or her peers, as well as activities to promote cognitive, social, and physical development.  Our staff works very hard to encourage and provide opportunities for each child to develop to his or her greatest potential in an atmosphere that is relaxed, nurturing, and supportive.

CLOTHING

An extra set of clothing, including shoes and socks stored in a labeled backpack or bag should be sent with your child each day. Bags are hung on hooks.  Please label all items. Children wearing a diaper need four or five disposable diapers per day (cloth diapers are not acceptable at MDO).  Please write your child's name on the crease of the disposable diapers.  Your child's teacher will tell you where she would like these to be stored.

Children should wear comfortable clothing suitable for an active day.  Clothing worn to MDO may get dirty because we offer a variety of art experiences and children go outside most days.  When dressing your child for MDO, please select separate clothing items that will make multiple changes required for many children easy.  “Onesies” worn underneath clothing, belts, suspenders and outfits with snaps that end with cuffs make changing time difficult.  Please make sure that your child comes to school dressed appropriately for the weather.  This may include jackets, sweaters, mittens, hats, or other clothing depending on the season.  If the weather is rainy, most classes stay inside and play in the "big room" (Fellowship Hall) where we have a variety of balls and toys.

LOVEYS

Many children have special “loveys” such as a stuffed toy or a blanket.  Each child is permitted to bring one lovey to school with him or her if you believe it will help your child’s sense of security while at school. We encourage leaving the item at home or in the car as soon as possible, but when bringing it to school, please bring in their bag or backpack so it will not get misplaced.
SNACK

A light snack will be provided each day, usually consisting of crackers.  Please send a cup filled with water, with a lid if necessary. We will refill cups with filtered water during lunch.  Label cups with child’s first name.  If your child has any food allergies, please provide us with a doctor’s note and be sure that your child's teacher and the Director know of the allergy and any necessary treatment.  You will be responsible for providing an alternative snack for your child.  It is also necessary to know of allergies because of cooking projects, and birthday "treats" that may be shared with the class.

LUNCH

Bring a packed lunch (labeled clearly) for your child.  We ask that you only send yogurt that can be eaten with a spoon, no squeezable or drinkable yogurt please.  Also, please send finger food (food that is already prepared that can be easily eaten by your child) and include all of the necessary utensils, bib if your child needs one, and label all utensils and containers.  Please do not send any glass containers in your child's lunch.  Cold packs packed inside the lunch box can be used to keep food fresh. 
ARRIVAL AND PICKUP
Every child should be accompanied by a parent or other adult when arriving at school and should be taken to his or her teacher in the classroom.  By going directly to the teacher, your child will be welcomed into the room and can be guided into an activity.  This should make your departure easier.  

For our records, each class has their own attendance chart located in your child’s classroom.  We ask you to sign "in" and sign "out" your child's arrival and pick up each day you come to MDO.  

Our door will be locked during school hours, from 9:45am to 1:15pm to provide a secure and safe environment for your children and our teachers.  If you arrive to find the door is locked, please push the door buzzer labeled “MDO” and announce your arrival by telling us who you are. 

Parents and caregivers should arrive at school to pick up children no later than    1:20pm. This will allow you time to gather your child’s belongings and your child before our school day ends at 1:30pm.  Each teacher needs to spend the time from 1:30pm to 1:45pm preparing for the next school day.  This is when the rooms are cleaned, materials are gathered for the next day, and scheduled staff meetings are held.  Please be considerate of each teacher’s schedule and after school obligations by leaving school promptly at 1:30pm.  Doors will be locked at 1:30pm and a late fee will be imposed if your child is picked up from school after school hours.
If someone other than the child's parent or regular caregiver is to pick up your child, please inform your child’s teacher in advance with a written note.  NO CHILD WILL BE ALLOWED TO LEAVE WITH ANYONE NOT AUTHORIZED BY THE PARENTS ON THE CHILD'S RECORDS. This is true even if we know that person.

LATE PICK-UP FEES
A late fee of $5 will be charged for every 5-minute period after pick-up time of 1:30pm.  If you have an emergency, call the preschool office as soon as possible.  In the case of an emergency, your child will be cared for and reassured until someone comes for him or her.  

DISCIPLINE


We strive to provide a loving, supportive and well-organized environment.  Given this environment, discipline problems are typically kept to a minimum.  However, in the event intervention becomes necessary, our teachers gently correct inappropriate behavior by teaching better choices, utilizing positive reinforcement of good behavior and by redirection. 

EMERGENCY PROCEDURES

Staff members are trained in appropriate emergency and evacuation procedures, CPR and first aid.  Evacuation and emergency plans are posted in each classroom.  In addition, each class is equipped with an emergency backpack that contains material necessary in the event of an emergency.  

WELLNESS/ILLNESS

To protect the health of all our children, we ask that you do not bring your child to school when he or she is ill.  A child will not be accepted or be allowed to remain at school if he or she shows signs of illness, such as chills, fever, diarrhea or vomiting, rash, red and draining eyes, any contagious childhood diseases, sore throat, large glands or heavy yellow-green discharge from the nose.  A child must be free of symptoms for 24 hours before returning to school.  A call to the office to let us know your child will not be coming to school will be greatly appreciated.  If the disease is communicable, we may need to send home a general alert to parents.  If your child becomes ill at school, you will be called to pick up your child immediately.  

Medication, either prescription or over the counter, can be administered to your child only if in the original container, labeled with your child's name and accompanied by the Medication Instruction Form, which must be signed and dated by the parent.  No medication will be administered by verbal permission.

POTTY TRAINING

The goal of MDO is to meet the needs of each child.  Teachers will work with each child on an individual basis to assist efforts at home toward toileting success.  This age group is typically at various stages of potty habits.  Potty training should be well under way at home before children use the “potty” at school.  Teachers will work with you in the process.  Simple “potty accessible” clothes work best during this period.

FIELD TRIPS

Once children turn 3 years old (primarily in our Multi-Age classes), they may go on occasional field trips.  A permission form is included in your welcome packet.  Please make sure you have completed and returned it.  Parents will be given advance notice of any trips and may be asked to join the class, if possible.  Due to insurance restrictions, teachers are prohibited from driving on field trips.  If the trip is not scheduled on a day your child attends school, your child may be able to attend if you accompany your child.  Teachers, however, may need advance notice of your plans if reservations or carpool arrangements need to be made.

IN-CLASS PARTIES

The "official" holiday parties we celebrate are Halloween and Valentine's Day.  Both parties are secular -- for example, at MDO we do not have official "Christmas parties" or "Easter egg hunts."  Parents may bring a small treat, book or project and discuss how they celebrate that holiday at home. Any in-class parties are coordinated through the Room Representative with the permission and involvement of the classroom teacher.

Birthdays are special events in the lives of children.  Each child's birthday is recognized in his or her classroom.  If you wish to provide refreshments as part of this recognition, please consult with your child's teacher to be sure to include all students attending that day. We would like to encourage parents to send a small snack to share, such as mini bagels, small cookies or little doughnuts or muffins, and discourage any cupcakes that are “top heavy” with icing. Please do not bring party favors (no hats, toys, balloons, etc).  Please refrain from using shoemail for personal birthday party invitations unless you are inviting the entire class. 

ENRICHMENT

As part of the monthly curriculum, all students (with the exception of the baby class) will have classes in art, music, and creative movement.  Babies will have classes only in music.  In addition, the Multi-Age classes will have Spanish and science.  Generally, once a month, a school-wide curriculum enrichment performance is scheduled.  You will be given the date and time of the events once the schedule is confirmed with the performer.  If the program is scheduled on a day your child does not attend MDO, the child may attend with a caregiver.  Children will need to be seated with their parent/caregiver.  Please, no food or drink allowed.

FEES AND TUITION

Tuition is based on the number of days a child is enrolled per week.  Payment is due on the first day of each month. A $5.00 a day late fee will be charged beginning the 11th of the month.  Monthly tuition is due even if your child does not attend school or if school is closed for part of the month.  Monthly tuition is based on a yearly average and a fully attended month will cost the same as a month in which the school is closed for holidays or bad weather. Checks should be made payable to MDO and mailed to: MDO, P.O. Box 8986, Atlanta, GA 31106 or dropped in the tuition box located in the office.


DAYS PER WEEK
MONTHLY TUITION


1
$ 90.00


2
$180.00


3
$270.00


4
$360.00


5
$450.00

EXTRA DAYS

Extra days may be purchased if space is available. The "Extra Day" calendars are located outside the Director’s office. Any time you know in advance that your child will not be at school, please let us know by writing his or her name followed by the word "out" on all the days he or she will be absent.  The days that your child will be out may then be purchased as "extra days" by other parents. When space is available, you may reserve the day by writing your child's name followed by the word "in" on the calendar.  If you are unsure about your plans, do not sign your child out. Once another family signs their child up to use your day, we cannot give you the day back.  Parents may not exchange days or arrange extra days with other families. The cost for an extra day is $25.00 if paid in advance. Extra day payments are to be made in the office no later than the morning of the extra day. A $5.00 late fee will be added for anyone who does not pay for the extra day on that morning for a total of $30.00.   Extra days will be offered beginning in October.

ADD, DROP, CHANGE DAYS

Should you desire to add, drop, or change your child's regularly scheduled days of attendance the policy is as follows:

To ADD a day: Days can be added, if available; there is no fee other than increased monthly tuition.  May escrow payments will be adjusted to add additional tuition amount (see “annual deposit”).

To DROP a day: The pre-paid escrow will be forfeited for each day dropped.  This fee is intended to pay for the vacated space for the period in which we hope to be able to fill the space with another student.

To CHANGE a day: Days can be changed, subject to availability: a $15.00 administrative fee will be charged.

There is no fee to drop, or change days between spring registration and before summer sessions begin. In order to make any of these changes, please come to the office to fill out a Change of Days Form and submit it to the Director.  

ANNUAL REGISTRATION FEE

The annual registration fee is $100.00 and is NON-REFUNDABLE. This fee is paid in the spring when registering your child for the coming year.  For children registering for the first time during the school year, the fee is due upon registration.

ANNUAL DEPOSIT

One month's tuition is due from all enrollees as a deposit for the current school year and is applied to the May tuition of the following year. This deposit is due by May 10 (deadline to pay tuition on regular tuition schedule) for returning children and upon enrollment for children coming to MDO for the first time.  The deposit will be refunded ONLY if a family is moving from the area, AND thirty days' written notice of withdrawal is given to the Director.   Children attending only a portion of the month will still owe tuition for a full month. 

ELIGIBILITY

Children who have reached the age of six months before September 1, through children who turn five after September 1, are eligible to attend MDO.  All classes have a six-month age range with the exception of the Multi-Age classes that are comprised of children who are 3 and 4 years of age.  Should vacancies occur during the course of the school year, they will be filled with children whose birthdays fall within the appropriate six-month period from the existing waiting list.  

Children must be enrolled at least one regularly scheduled day per week, with children in the three-year-old classes attending at least two days per week, and the children in the Multi-Age classes attending at least three days per week. Children under the age of two may be enrolled for one or two days per week.  Once children have reached their second birthday, the number of days for which they are enrolled may be increased to three days per week, space permitting.  

MDO admits students of any race to all the rights, privileges, programs, and activities generally accorded or made available to students at the school.  MDO does not discriminate on the basis of race in the administration of its educational, admissions and employment policies.

ENROLLMENT PROCEDURE

Registration for the coming school year occurs during the spring of the preceding year.  Current enrollees are given first priority, followed by siblings of current or past enrollees and members of the Peachtree Baptist Church.  Registration is then opened to the general public.  A non-refundable registration fee of $100.00 is due at the time of registration.  A deposit in the amount of one month's tuition is required for enrollment.  You will receive an Enrollment Confirmation letter confirming the days and fees when your child has been accepted into the program.  Your child is not enrolled until the Enrollment Confirmation Letter is received.  

Once enrollment is confirmed, this deposit WILL NOT be refunded unless a family is moving from the area, AND thirty days' written notice of withdrawal is given to the Director. A confidential information form, immunization certificate, emergency treatment form, and phone file card, must be completed on or before your child's first day at MDO. 

IMMUNIZATION

State law requires the immunization of all children prior to attending school.  Current immunization records or notarized exemption form must be in the preschool office on the first day of school. 
WAITING LIST

MDO maintains a waiting list throughout the year.  Preference will be given to siblings of children currently enrolled in the program, to siblings of children previously enrolled in the program, and to members of Peachtree Baptist Church.

CLASSROOM RATIOS/ PLACEMENT

Class placement is based on the age of the child on September 1 of the year entering school.         

Baby Class- Six months to children with first birthdays on or after 9/1.  There is one teacher to groups of no more than 4 babies.

Spring 2 Class- 1-year-old children who turn 2 during the spring/summer months (March-August). There is one teacher to no more than 5 children.

Fall 2 Class- 1-year-old children turning 2 in the fall/winter months (September-February).  There is one teacher to no more than 6 children.

Spring 3 Class- 2-year-old children turning 3 in the spring/summer months (March-August). There is one teacher to no more than 7 children.

Fall 3 Class- 2-year-old children turning 3 in the fall/winter months (September-February).  There is one teacher to no more than 7 children.

Multi-Age Class- 3 and 4-year-old children, class size 14-16 children with a teacher and assistant.

MDO FUNDING

Tuition and fees provide funding for MDO's operating budget, which covers salaries, rent, office and classroom supplies, staff development and training, a cleaning service, insurance, etc.  Fundraising activities provide for MDO's Curriculum Enrichment program, music classes, and creative movement, Multi-Age Spanish and science classes, additional art supplies, classroom equipment, facility maintenance, school events and special projects.  

Fundraising is an essential element in financing the entire program at MDO.  Our two major fundraisers are a Silent and Live Auction and the Morningside Kids' Market, a consignment sale open to the public selling children's used clothing, toys, and equipment.  Both of these events raise money for the school and have been very successful.  Parents are required to work two shifts at the Morningside Kids' Market sale, and asked to purchase at least two tickets to the Auction.  
PARENT INVOLVEMENT
Parental involvement is crucial to the success of MDO.   We need parents to volunteer for a variety of jobs or activities that enrich the program and help it run smoothly.  Parent volunteers provide support for the Director and teachers in many ways, from shopping for school supplies, to playing the guitar, to teaching children how to make pizza.  Parents help with creating bulletin boards, organizing school pictures, giving classroom parties, raking the playground, editing a monthly newsletter, and more! 

At MDO, we ask each family to participate during Morningside Kids' Market and to help support the Auction.  These are the only required times that we ask parents to volunteer, but we urge all families to become involved at MDO in other ways as well.  Participating helps the school, helps you meet other families and make new friends, and best of all, enriches the lives of all the children at MDO.  At the Parents’ Open House in September you will hear about other volunteer projects and activities that you will have the opportunity to participate. 

VOLUNTEER STRUCTURE
Volunteers at MDO are organized into three groups:  the Board of Directors, Project Coordinators, and the parent pool of volunteers.  All volunteer activities are supervised by the Board but not everyone who volunteers is a member of the Board of Directors.   Each group requires a different level of commitment from regular, ongoing involvement to pitching in once or twice a year.  You can volunteer generally (call me when you need some general help on a project) or specifically (I'd like to be a Room Representative; I'd like to organize the Library).  Please read on for specifics on each group.
BOARD OF DIRECTORS
The corporation Morningside Day Out, Inc. is operated by a Board of Directors composed of MDO's Director and parent volunteers.  MDO's Director is responsible for the day-to-day operation of the program, and the Board of Directors runs or supervises all of the volunteer activities at MDO.  These activities center around two areas: fundraising and parent participation. The Board also creates and monitors MDO's annual budget, makes policy changes as needed, and organizes the school events.  

The Board of Directors includes an Executive Committee (MDO's Director, Chairman, Secretary-Treasurer, Finance Chair, In-School Activities Chair), two Fundraising Committee Chairs (Auction and Kids’ Market), School Functions Chair, Curriculum Enrichment, a representative from Peachtree Baptist Church, the Church Liaison, Teacher Representative and a Room Representative from each classroom.  Board Members often take on a second role or even sometimes a third one. The Board of Directors meets at 7:30pm on a Wednesday night each month during the regular school year.  Board Meetings are open to all MDO parents and are announced in the monthly newsletter.  Board Members are asked to attend each meeting, but it is specifically important to be present when a vote is being taken.  

Many Board positions are already filled before the beginning of a new school year, with the notable exception of Room Representatives.  One Room Representative is chosen from each class by the parents in that class at Parents’ Open House in September.  Sometimes other Board positions are still open in the fall.  If you would like to serve on the Board of Directors or in any other position, please let the Director or the Chairman know.

PROJECT COORDINATORS
Other volunteers take on projects that involve various levels of commitment throughout the year such as, Newsletter, Classroom Maintenance, Playground Maintenance, Community Service, School Shopping, Scholastic Books, Library and Bulletin Board without being official board members.

Some parent volunteers are in charge of specific projects that do not require a year-long commitment.  These projects may include:  Buddy System and School Pictures. These positions may be attractive to parents who would like to volunteer to be in charge of a project that is a short burst of effort rather than a lengthier commitment.  Project Coordinators are not Board Members (but they do report to the Board which oversees all volunteer activities at MDO). 

PARENT POOL OF VOLUNTEERS
The Parent Pool is a group of potential volunteers who will be contacted when they are needed to do a specific job at a specific time.  During the course of the year, we will recruit parents from the Parent Pool to help with various projects, from gardening to making phone calls to delivering donations as part of our Community Service effort.  Jobs can often be done at school, at home, or on the phone.  If you are willing to help, but can't be in charge of a project, please sign up for the Parent Pool and let us know of your skills (musician, carpenter) and your interests so that we can match you with the job at hand.  When we need you, we'll contact you.  If you're not available when we call, there will always be some other opportunity.  If you would like to help with a specific job, please indicate this when you sign up.  A Volunteer Form is included in the Welcome Packet. The sign up sheet should be returned with other forms on your child’s first day of school. 

Volunteering at MDO is fun and easy. You will be hearing about opportunities to volunteer throughout the year. We appreciate your sharing your time and talents with us.

QUESTIONS AND CONCERNS
Morningside Day Out Board of Directors is responsible for establishing the policies that operate the school.  While both the teaching and administrative staff are always happy to speak with parents about concerns, they only implement the operating policies established by the Board of Directors and are not at liberty to change them.  Questions or concerns about the daily operation of the school should be addressed to the Director.

CONTACT INFORMATION
For your information, this is the Executive Committee of the Board of Directors for the current school year:

Director:
Elizabeth Gerrald
director@morningsidedayout.org

404-272-0988

Chairman:
Laura Spriggs
gospriggs@gmail.com         


404-423-8200

Secretary-Treasurer:
Amy Miller

amymiller96@gmail.com


678-362-2407

In-School Activities Chair:
Becky Brickman
raobrick@yahoo.com


404-229-8133

Finance Chair:
Brook Pyhtila
bpyhtila@gmail.com


404-228-9856
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