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J & J Academy Parent Handbook (718)-698-0280
1. Registration-The following forms must be completed and received by the Day Care Provider before care begins.

1. Medical Form (we only accept immunized children)
2. Registration Form and $50 Registration fee plus 4 weeks payment.
2. Hours of operation- Our schools opens from 7am to 7pm. Normal school hours are from 8am-2:30pm. 
Passed 2:30pm will be charged for $5 each hour. E.G. If you arrive at 2:35pm, you will be charged $5 as the late fee. Passed 6:00pm will be charged $10 each hour.
3. Our school starts at 8:30am. Please call us if your child is going to be late or absent no later than 8:35am. Breakfast will not be served after 9am.
4. If your child will be late for a doctor appointment or out sick, please bring us a doctor note.

5. Please LABEL all jackets, shoes, clothes, backpack, sheet and blanket.

6. Meals- We provide breakfast and lunch. Please free feel to bring in snacks & meals for your child.  Menu is provided upon request and time schedule is on our website at www.jjacademy.org.

7. Holidays-The following days are paid holidays for J & J Academy.  On these days the preschool is closed, substitute care is not provided.  Due to the class size limit, we WILL NOT offer any makeup for missed class or on holidays. The following are paid holidays and we are CLOSED:  New Year’s Day, Martin Luther King’s Day, President’s Day, Good Friday,  Memorial Day, Independence Day, Labor Day, Columbus Day, Thanksgiving Day & Black Friday,  Christmas Day. Please note that we will close at 2PM on Christmas Eve.
8. Payment- Payment for the week is due on the first day of the month. You have the option of paying in cash, or by check. If, however, a payment is not made on the due date or not received by Wednesday of the same week. You will be charged a late fee of $15. A year payment would be 13 month. On the months that have 5 weeks, you will be charged a week extra of your normal rate.  E.G. if your normal rate is $738, you will be charged for $184.5 extra, total of $922.5 for the month. If a check is returned, you will be charged $30. If two checks are returned, you must pay in cash thereafter.
9. Absences-If your child is absent for any reason, you should reserve the child's seat with J&J Academy. However, since you are reserving a spot in your program, you will still be charged the normal 4 week or 5 week rates. If you child has been absent for 1 week (5 days), and you failed to contact us, we will assume that your child is no longer enrolled in J & J Academy.
10. Illness-If your child is contagiously sick you will not bring the child into the Day Care. If your child is ill, you will find alternative arrangements for child care. When the child is no longer contagious and is healthy enough to actively play with other children he or she may come back to school. This helps protects the health and well being of all the children within the school, and enables us to provide the best possible environment for the children.
These are common symptoms that a child has a contagious condition: We need a doctor’s note to re-admit the child.
· Active sneezing or coughing.

· Colored discharge from nose.

· A sore throat (with fever or swollen glands).

· Discharge from eyes or ears.

· Diarrhea (three or more watery stools in 24 hours).

· Vomiting (two or more times in 24 hours).

· A fever (a temperature of 100 degrees Fahrenheit or more).

· An eye infection.
· Lice

· Ring Worm
· Rash (especially with a fever or itching). 
11. Procedure for caring for a child who becomes ill- If a child becomes sick at school, vomiting or a child develops a fever, stomachache, headache, pain or any of the above morning health check symptoms, the parent must be called and the child must be picked up immediately? To avoid outbreak, we will put the child in the open lodge area and the director will stay with him until the parent arrives.  If he has a fever, a lot of fluid (NO milk, only (juices and water) to stay cool.

12. Method of informing parents- In the event that the director cannot reach the parent/guardian or the emergency name list on the registration form. Based on the severity of the children’s condition, we will take the child to the nearest emergency room for treatment. If it is life threaten, we will call 911. We will also keep trying to contact the parent. Our goal is to keep the parent informed.

This is what we do in the event of an injury: 

1. Cut or scrapes- we will rinse the wound with hydrogen peroxide and then cover it with bandage.

2. Fall and bump into something-if is a minor bump into the child’s head, we will call the parent immediately. If it is major fall or bump and it’s bleeding, director will call 911, then the parent. An incident report will be filled out.

3. Stop breathing-Teacher or Teacher Assistant will call 911, director will perform CPR. Fill out an incident report.

13. Emergency Procedures- In the event of an emergency, the director will transport the child using her personal vehicle. The teacher assistants and group teachers will stay behind for the children who are still in care. Every parent must sign the medical consent form. Director will bring the child into the Staten Island University Hospital located at 475 Sea view Ave, phone number is 718-226-9000. We will be evacuated to Calvanico office located at 89 Wyona Ave (next to Mobile Gas station), cell phone is 917-319-3431.
14. School-Aged Program- It is parent’s responsibility to provide ALL supplies and snacks for their children. Parents are also responsible to provide their own transportation to J & J Academy. Please call us if your child WILL NOT be in school. 
15. Discipline-Children of new clients will be placed in my care as a trial basis. This allows both parties to get acquainted with each other and see of any personality conflicts or disciplinary problems may arise. During this time, both parties have the opportunity to terminate the agreement and seek alternative child care arrangements. If a child displays inappropriate behavior within the classroom, we will put a child in the thinking chair and have a talk with him.
16. Termination- J & J Academy reserves the right to terminate this agreement at any time for any sufficient reason, including but not limited to late payment, misbehavior or unruliness of the child.  J &J Academy staff will make every effort to give a reasonable notice to allow parents time to obtain alternate child care arrangements. You also have the right to withdraw you child from J & J Academy at any time, for any reason. However, you must give J & J Academy a 2 weeks notice when canceling service. 
I hope that these policies will help make child care an easier, happier time for all of us. Thank you for allowing J&J Academy to care for your child/children.
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