Your name Children’s Center

Welcome 

Thank you for the confidence you have shown in us by choosing us to care for your child.  We will work hard at making sure you continue to feel your child is in great hands.  The following information should help you know what to do and where to look.  If you have any questions please feel free to call the director.

	CLASSROOM PARENT BOARDS

Each classroom has a Parent Info. Board with information about that classroom including class schedules, notes about “what we did today” and other information particular to your child’s classroom.  We post the most important info. for you here.  Please take the time to check this daily for new information.

· SIGN IN SHEETS 

Located ON EACH CLASSROOM BOARD.  You will need to sign your child in and out here.   

· Note Pockets or Files:

Located near the Parent Board.  Your child has a file where projects, artwork etc. will be placed for you to take home. Ask your child’s teacher about this and please be sure to check this each day.

STAFF BOARD

Located in the upstairs hallway next to the kitchen.  It has pictures and brief information about our staff.

PARENT INFORMATION BOARD

Located directly next to the main entrance.  Look here for information about:

Parent Meetings: The minutes from our last meeting will be posted here

Health Alerts:  Information on contagious illnesses is posted here as well as other health related information.

Any other general information for parents is located here.


	Announcement BOARD

Located outside of front door.  Look here for IMPORTANT  monthly updates on what is happening at Happy Hollow---field trips, special events and other happenings.  

NOTEBOOK near KITCHEN AREA

All staff members read this notebook at the beginning of the day.  Since you may be dropping off your child before your child teacher is here you can use this book to leave messages for you child’s teacher or other staff. Indicate here changes in your child’s schedule, changes in who will be picking them up, if they have medicine, if you need to speak to your child’s teacher and need a call, about lost items, etc.

Medicine: If your child needs medicine you will need to fill our medication request form.  Please give the medicine to a staff person to put into the medicine cabinet or the metal box in the refrigerator.  Blank medicine forms are located on this board.

INVOLVED PARENT GROUP

We usually meet about four times per year on the first Wednesday of the month at 6:30 PM.  This group meets to discuss any issues that concern the children, parents and staff of our program.  It is also a good way to meet with some of the other families here at the center.  All interested parents are invited to attend.

OFFICE HOURS

The office will be open 8-5:30 each day. 

Payments can be left in the office in the basket on the main desk.  


