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Our Mission

RANGE LINE PreSCHOOL and Childcare (RLPC) will consistently provide loving care and quality education to its children that is a of the highest quality.
To achieve this we will:

· Employ a  well qualified, experienced, certified  lead teaching staff and have low staff turn over

· Have excellent, open communication with our families concerning all aspects of their child’s/ children’s care 

· Create and maintain a welcoming facility that is clean, neat, organized, colorful, warm, inviting, and visually stimulating

· Equip all classrooms with high quality, well maintained toys and other learning equipment that is age and developmentally appropriate 

· Provide a  strong developmentally appropriate curriculum which corresponds with that of  the local public and private grade schools

· Provide for positive social and ethical development in addition to a strong academic curriculum.

· Regard each child as a wonderful unique individual and assist each child in all aspects of their individual development.

· Maintain a safe healthy, welcoming environment conducive to learning, loving and living.
· Teach our children to Love to Learn!
General Information

Center hours:  6:30 a.m. to 6:30 p.m.  Monday thru Friday.  

Ages served: 6 weeks to 12  years old
Special features: 
· Academic based program: Teaching children to love to learn!

· All of our teachers meet and exceed the educational qualifications set by the State of Wisconsin
· Low teacher/child ratio
· Special “potty training” room with a connecting four stall bathroom

· bathrooms and sinks in other classrooms as well

· Lunch and snack provided as part of your tuition

· Computers in all classrooms (with the exception of our very youngest room)

· Laundry facilities so parents don’t have to take blankets home over the weekend to be wash….we’ll do it for you!!!!!!!

· Designated outdoor playground space for three separate age/developmental levels

· Specially designated Indoor play space for inclement weather

· Automatic billing and payment  through your checking, savings or credit card so you don’t have to worry about writing out a checks in the mornings when you are hurrying to get to work!
· Special security door

Registration:
Prior to your child starting, the following items must be turned in:

1. Registration form filled out completely and signed.  

2. Family registration fee and the first week’s tuition.

3. Immunization record completed and signed by a parent or guardian.

4. Authorization for treatment of minor children.  Verification of Health Insurance for your child.

5. Health report (signed by a physician).  (Updated every 6 months. for children under 2yrs and every 2 years for children 2-7)

6. Intake form for children under 2 years old (updated every 3 months or more as needed)

7. Health History and Emergency Care Plan (CFS-2345) (Updated every 6 months)

8. “Tuition Express” payment authorization form.

9. Transportation form; if child is being transported by us or dropped off by a school bus.


We encourage parents to come in and visit the classroom, meet the teachers, get familiar with the center and help us get familiar with your child prior to starting.  Please call the director to arrange time for this.

Well Qualified Staff

Carolyn Smith, a long time Mequon resident, will be the director of our center and will run the daily operations.  Carolyn formally directed at a different Mequon daycare for over 12 years.  She has a teaching degree in elementary education, taught first and second grade in Illinois elementary schools and served for several years as the assistant director of testing and tutoring for 12 grade schools in Fort Wayne, Indiana. She is always happy to be of assistance at anytime.  
Janet Fussell is the sole shareholder of Range Line Preschool and Childcare, Inc. which owns this daycare. Janet received her bachelor’s degree in Early Childhood Education from St. Norbert College. She has over 15 years of education and experience in the early childhood field.  She taught Pre-kindergarten and kindergarten for 6 years. She has worked for a large locally-owned childcare company where she performed the roles of center director, program director, classroom teacher, and even occasionally took on the role of cook and van driver. Janet is a skilled teacher with current knowledge of early childhood development and teaching practice. Janet will work at RLPC full time performing various roles to help ensure that each child receives the highest quality care and education.  Janet is a mother of two and has a great love for all children. Both of her children, Emily 2 1/2 years old and Michael 1 year old attend Range Line Preschool and Childcare. She too is always happy to be of assistance in any way.
RLPC employs caring, dedicated teachers who truly enjoy working with children.  All of our teachers meet and exceed the educational qualifications set by the State of Wisconsin, with over 1/2 of our staff having earned at least a bachelors’ degree in education or a related field.

Our teachers have considerable experience working with children.  Six members of our staff have worked with our director for many years.

In addition to the initial education our very qualified staff comes to us with, full time teachers will complete at least 25 hours of continuing education per year with part time teachers completing a minimum of 15 hour per year.

As You Arrive:

You enter Range Line School on the east side entrance facing the parking lot. When you walk inside you will come to the Range Line Preschool and Childcare wing, directly on the right.  This door is a  a security door. A code must be entered to open the door.  Make sure you know this code and do not share it with others.  One time or occasional pick up people should ring the bell for entry and need identification with them.  Children are required to be logged in and out on the computer located on the front counter every day.   This is required by State licensing.
You may then go to your child’s coat hook and cubby basket, put their belongings into it and drop them off with the teacher in charge.  If your child’s regular teacher has not yet started for the day and you have some information you feel is important for them to know, you may fill out a “Parent to Teacher” note located by the front desk and leave it on the front desk.  Please be sure to inform the teacher or director in writing of any changes in your authorized escort of your child for the day.   We will be sure the message gets delivered.

Communication

Each classroom has a family information board listing the daily routine and the current week’s lesson plan. There are copies of each of these that you can take with you located near the information board.  This board will also list any special activities or reminders for families. Teachers will also write a daily message on this board for parents to read at pick up time.  We know many times children don’t always or can’t tell you about the happenings of their day and if you are a parent who picks up their child after their regular teacher has gone home we know this daily board will be helpful! Other written communication, whether it be a note concerning just your child, class wide newsletters or reminders or center wide communications, will be placed in your child’s cubby for you to take home at pick-up time.

          All staff at RLPC welcome the opportunity to speak with families personally.  We hold conference days every six months in order to ensure we have at least two scheduled times throughout the  year to speak one on one with each family concerning their children. In addition we do welcome the opportunity to speak with you anytime through out the year.  Unfortunately, teachers are busy at drop off and pick-up times, as they have children to care for, and will usually only have a moment of time for a greeting and a brief word.  If this is not enough time for your needs we will always be happy to set up a scheduled time for you to meet with your child’s teacher.  If you have an emergency and must confer with your child’s teacher right away let her or the director know and she may be able to have another staff member cover her class – but this is only in an emergency.  Likewise, the director and owner welcome the opportunity to talk with parents and are always happy to help in any way we can.
Child Guidance:

A major portion of a child’s development is moving from an infant, who only knows and understands self to a young person who is developing self-control and recognition and respect for others. To develop these qualities a child must experience social interaction and conflict resolution. Our philosophy is to begin with a safe, loving environment that encourages, supports and reinforces positive behavior in children. Our teachers provide developmentally appropriate lessons and activities as well as consider appropriate room arrangement to prevent as many conflicts as possible. The teachers work to develop positive relationships with and among the children and attempt to anticipate conflict and redirect the child(ren) before conflict arises.  If and when a conflict does arise or a child behaves inappropriately, we will use a number of developmentally appropriate methods to encourage positive behavior.  Most often it is as simple as guiding a child toward another activity or way of doing the original activity.
Sometimes, in order to stop a chain of events, a situation may arise when a child needs to be removed from the group or area.  When this happens, the child is given a short “break” or  “cool down” time” after which time the situation is discussed with the child.  The teacher is careful to help the child understand what was inappropriate and how to go about it appropriately the next time. Care is taken to assure the child that while his/her actions were inappropriate on this occasion he/she is still loved and very capable of appropriate actions the next time. 
As in any group situation, rules do need to be established.  The rules established for all areas of the center focus on safety and kindness toward one another. Unkind actions or words are not acceptable ways to treat others or a successful or positive way to deal with conflict resolution. Children are taught that hitting, biting, pinching calling names etc.. is not acceptable and are guided toward more appropriate and acceptable actions and words. 

We focus our energy on recognizing the positive behavior in each individual child, rewarding and giving positive attention for it.  This, in turn, encourages more positive behavior in that child and their peers and it increases the child's self-esteem and enthusiasm for learning.  

As you know your child best we encourage each parent to share their successful guidance methods with us so that we can try to work together to form consistent guidance between home and school.  

Holidays

Unlike many other centers you do not pay for days our center is closed!  We are closed the following Days:

New Years Day,

Memorial Day, 

4th of July, 

Labor Day, 
Thanksgiving Day,

Christmas Day

In the event of a change in holiday closing you will be notified at least one month in advance.

Holiday/Vacation/ Sick Leave Policy

Unlike many other centers you do not pay for holidays we are closed… it’s that simple!!!!!!   In addition to not paying for holidays we are closed you will receive up to 5 vacation vouchers per year. These are like coupons. These are yours to turn in, in place of payment for a day your child is scheduled but will not be attending due to a vacation or illness. 
Vacation vouchers are allotted based on the number of full days your child is schedules per week.  If your child is scheduled five days per week you will receive 5 vacation vouchers per year, if your child is scheduled four days per week you will receive four vacation vouchers per year, and so on.

You may choose when to use these allowed days. However, all families are billed for all days their child is scheduled and the center is opened unless a vacation voucher is used.
This policy will be in effect from September 1st through August 31st   Children will be issued a prorated amount their first year and will be reissued additional vouchers every year after on September 1st.  Families will be issued vacation vouchers after they have attended one calendar month.

For staffing reasons please let us know at least one week in advance if your child will be on vacation. If your child is sick please let us know as soon as possible prior to their scheduled time of arrival.    

Health Policy


We, along with the local health department and the state of Wisconsin Licensing and Regulation office, have put together some basic guidelines for maintaining a healthy environment for the children at our center. These guidelines will help prevent your child from contracting and spreading viral or bacterial illness. Following these guidelines will ensure the health and well being of all children in our care. We need everybody to work together to maintain a healthy environment for everyone.


For the working parent having a child become ill presents the added dilemma of balancing a work situation with the child’s attendance in a group care setting.  We realize parents have difficulty when their child must stay home due to illness but if  we prevent germs from spreading by keeping sick children home, we may lessen the days of illness for everyone.

For the well being of all of the children it is imperative that health policies are strictly observed.

Wisconsin Law requires children to be kept home if they have shown symptoms of illness such as a sore throat, inflammation of the eyes, fever, lice, ringworm, rash, vomiting, diarrhea, or other illness or condition which affects the health of others. 
Children who display any of these symptoms while at RLPC are required to be placed in temporary isolation from the other children in accordance with Wisconsin Licensing and Regulation and the teacher will contact the child’s family. You will then have one hour to pick up your child.  If your child is not picked up within 1 hour, you will be billed an additional hourly rate of $14.00 per hour to cover the cost of an additional staff member person to watch your child. 
Children with a temperature more than 100 degrees, vomiting, diarrhea, undefined rash or any contagious disease must be sent home.   24 hours of observation is required unless you receive a note from the doctor stating that your child is not contagious.  If your child has any communicable disease such as, but not limited to pink eye, impetigo, chicken pox, lice, measles, mumps, ring worms etc., we must have a signed note from their doctor stating that he/she is no longer contagious prior to the child returning to our care.  This is not required if it is beyond the incubation period for this disease and all symptoms have cleared. 
While it is impossible to keep the common cold and runny nose out of a group situation a child with a productive cough and consistent thick green nasal drainage is ill and should be kept home to limit the spread of colds.

When taking a child to the doctor, notify the doctor that your child is in a child care center and request his guidance on safe return to a group situation. Permission from the doctor to return to school may be requested.

A child who returns to a group situation when ill may slow his/her recovery as well as endanger the health of other children. For the wellbeing of all the children, it is imperative that health policies are strictly observed. You may need to arrange for an emergency sitter for times your child is ill.
Accidents:  Our business insurance does not cover accidents that occur to your child during the time they are with us, unless, it is due to the negligence of the teacher.  It is our insurance company’s feeling that accidents are a normal part of children growing up.  Therefore, your family health insurance will be responsible to cover these instances.

Medication Policy


Prescription medication or non-prescription medication may be given to your child only under the following conditions.

1. The "medication release" form (located near the front counter) is properly filled out, signed and given to the child’s teacher.

2. Prescription  medication is in the original container and labeled with the child's name, name of the drug, dosage, and directions for administering, date and physician's name.

3. Non- prescription  medication is in the original container and labeled with the name of the drug, dosage, and directions for administering. The parent must also label the container with the child’s name.

4. All medicine must be kept in the secure "medicine" boxes located in the classroom or in the refrigerator. 

5. You must provide us with an appropriate medicine-measuring device (labeled).

6. You must remove the medicine from the center when your child is finished with it. We cannot store medicine here. We cannot place the medicine in your child’s cubby to be sent home. You must ask your child’s teacher for the medicine.
Nutrition Policy

Children are provided with balanced nutrition on the following schedule:

1. Cereal and milk is available until 8:30
2. Mid-morning snack is served at 9:30
consisting of 2 of the following: milk, fruits or vegetables or juice from fruits or vegetables, bread/grains, meat or  protein 

3. Lunch is served at 12:00

consisting of 1 serving from each group: milk, meat or  protein, 2 servings of  fruits and/or vegetables,  bread/grains

4. Afternoon snack is served between 3:00-3:30 
consisting of 2 of the following: milk, fruits or vegetables or juice from fruits or vegetables, bread/grains, meat or  protein 

Snack and meal times are planned to allow for eating and socialization.  Children are taught proper manners to make it a pleasant time for all. Children are encouraged to eat a variety of food, but are in no way forced to eat something that they choose not to.

Weekly menus are posted on parent boards outside of each classroom

State Regulations and guidelines are carefully followed or exceeded in regards to contents of the meals as well as preparation, storage, and sanitation of food and all other items used in the food program.
Outdoor Policy


All of the children are scheduled outside time for large motor development, fresh air, and exercise. 

The State of Wisconsin licensing regulations for childcare centers states that “all children shall be taken outdoors for a part of each day except during inclement weather or with a doctor’s release”. When children are properly dressed, the benefit of being outdoors in the fresh air can actually reduce their risk of illness. Children who are too ill to be outdoors, in most cases, are also too ill to fully participate in the center’s daily activities and need to remain home until they recover completely. Children will be going outside twice daily provided the wind-chill is not below 0 degrees (for children 2 and older), 20 degrees (for children 2 and under) or over 90 degrees and it is not raining.   Children cannot “catch a cold” from being outdoors when properly dressed for the weather.  Please be sure to dress your child appropriately for the cold weather. Please label everything.  

Schedule Changes 


Please fill out a” schedule change authorization form” located on the front desk for any and all schedule changes. This includes permanent schedule changes, extra “drop in” care, or school age care for days when your child’s grade school is closed or closed early.  

Turning in this form unfortunately does not guarantee that we can accommodate the extra hours of care requested but we will do our best. We can guarantee that we will accommodate all requests submitted one month in advance.  The director will notify you if we can or cannot accommodate a request that is made later than this. Most often we can but we can not guarantee it, so requests will be accepted on a first come first serve basis.  Therefore, the sooner you turn them in the more likely you will get the additional time requested

Due to limited space and to staff scheduling you will be held responsible to pay for this time unless you cancel within 72 hours of its occurrence.

  Optional Classes:

In addition to our extensive, well rounded curriculum we will offer optional classes by outside professionals such as dance, music, gymnastics, private tutoring, art and computer classes. There is an additional fee for these classes.   Please check the center’s family information board located near the main office for information or as always, feel free to speak with the director, owner or your child’s teachers. 

Other Important Information
·  If you are planning on coming in more than 1hour earlier or later than scheduled or not coming at all, please notify the front desk by 8:30am.  

· We provide end of the year tax reports in January to all parents upon request. 

· Children 2 and over may go on field trips. We always love to have parents join us for these events.  Let us know if this is something that you can work into your schedule!  If there is a fieldtrip planned for your child’s classroom, you will be notified in advance with a “fieldtrip permission slip”.  If you would like your child to participate, you should complete the permission slip and turn it into the office.  Field trips that have an additional charge will be billed to your account in advance of the trip when a permission slip authorizing your child to attend is received in the office.  This must happen by the deadline listed on the permission slip in order for your child to attend.  If you have a balance past due in your account, your child may not attend the fieldtrip until full payment is received..

· Parents are welcome to come and see their child in action at any time! We encourage you to drop in anytime.  Parents are always welcomed and encouraged to participate in all of our center activities.
· Range Line Preschool and Childcare policies are available for parents to review.  Please ask the center director or owner.

· Due to SIDS, we do not allow children under the age of two to sleep on their stomachs until they are able to roll from front to back without difficulty.  We also do not allow children under the age of two to sleep with a pillow.
· W-2 parents are required to follow the same guidelines as all of our parents.  If your aid covers our full rate, you are not required to pay a parent fee.  If not, your parent fee is the difference between the two.  State aid received may not be transferred to any other children, any additional fees or hours.  If you have a parent fee, you may receive vacation vouchers (when your child’s file is complete) worth 1 times your child’s permanent, weekly schedule.  A Registration fee paid up front, by the parent is required; it will be refunded or credited if and when it is received from the state.  Any additional care beyond what is authorized and paid for by the state is your responsibility to pay.  If payment is received by the state at a later date, for that care, then you personal account will be credited.  This can then be used towards your parent fee.   If your authorization is ended, you will have to cover the cost personally until a new authorization is received.

· Please put any comments or suggestions in our suggestion box. We appreciate any ideas you might have.

Discharge Policy
Voluntary termination requires a minimum of a two-week written notice and final payment on your account.  

Center initiated termination may occur due to:

1. Non-payment or excessive late payments.  
2. Incomplete file- missing any of the required state forms, not turning in the updates promptly

3. Actions and behavior that threaten the safety of others in the centers

4. If your child displays consistent behavior that requires continual 1 to 1 attention from the teacher*.

5. Non-compliance of center policy.

Prior to termination action being taken the center will make efforts to resolve these situations with the parents and/or child.
If the center finds it necessary to terminate a child’s enrollment, we will give you a two week written notice unless the situation does not allow this time frame.

*Children need a time of adjustment to a new situation and RLPC teachers will strive for a successful adjustment by working with the child, parents and other staff for an appropriate period of time
Special Offer 

Word of mouth is our best form of advertising!  As parents of Range Line Preschool and Childcare you will receive a $75 bonus to be applied toward your child’s tuition for every new full time enrollee whom is referred by you and $50.00 for every part time enrollee.  The new family of the enrollee must mention your name on their enrollment form. There is a special spot for referrals. You will receive this bonus once the new enrollee has attended one month.  Let us know if you would like some flyers to hand out at work or to your friends.

Range Line Preschool and Childcare- Family Information Verification

Parents or Guardian, please fill out this form and checklist; turn it in with your registration form or prior to your child’s first day of attendance.  By initialing below, you are indicating that you have reviewed the below information, asked any questions you may have, and understand and agree to the policy.  Please list questions or comments to discuss with the director.

	Parent initial
	
	Questions or comments

	
	The following forms have been returned to the office:

· Registration form filled out completely and signed. 

· Immunization record completed and signed by a parent or guardian.

· Intake form for children under 2 (update every 3 months)

· Authorization for treatment of Minor children.  Verification of Health Insurance for your child.

· Health report (signed by a physician). 

· Transportation form; if child is being transported by us or dropped off by a school bus.
	

	
	I received and understand the Fee Schedule.

Registration fees and the First week of tuition is due before my child begins care.
	

	
	I know where the Family information board is located 
	

	
	I understand procedures for when my child is sick. 
	

	
	I understand  the requirements for teachers administering medication. 
	

	
	The door code was given to me.  I will not give the code to anyone unauthorized.  
	

	
	I was shown how to sign in and out (state requirement) 
	

	
	I understand the Vacation Voucher program 
	

	
	I understand how to use “Schedule Change” forms 
	

	
	I am aware of the procedure to follow if others will be picking up my child.
	

	
	I know that I can set up a time to meet with my child’s teacher if I am interested. 
	

	
	I know which room to drop off and which room pick up my child (ren) and the procedures for doing so. 
	


I ______________________________ have read, understand and agree to abide by the contents   
(Print parents name)

of the Range Line Preschool and Childcare Family Information booklet.  I have read, understand and agree to the tuition fees schedule and fee charges listed on it.    I have gone through an orientation meeting with the director and she has answered any questions I have I understand that my input is very important and agree to notify the director and or my child’s teacher of any concerns, questions and ideas I may have regarding my child’s care.

My Child’s name  _____________________________________________________________  

Parent Signature________________________________________  Date __________________[image: image2.jpg]
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