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LETTER FROM THE PRESIDENT

Dear Parent/Guardian:

Congratulations on becoming a part of one of Florida’s premier childcare organizations. Our “Sprout Family” as we like to call it. At The Sprout Academy we believe in developmentally appropriate curriculum for children, presented in an environment that fosters the individual child's emotional, social, physical, and cognitive skills. Our talented, professional team of early childhood educators create an environment that supports and develops a love of learning, respect, cooperation, leadership, an ability to make choices, pride in individual accomplishments and problem-solving skills. Our goal is to promote learning through the joy of discovery. Children, supported by our staff, are constantly thinking, exploring, experiencing, learning and testing new skills, and creating scaffolding for a lifetime of learning. As children grow and develop in our program, they are both nurtured and challenged as they move towards the greater independence that elementary school brings. 
We believe that communication is the key to success. We have an open-door policy for all of our parents and through multiple channels of interaction with you such as parent boards, parent tables, communication folders, etc. we will stay in constant contact with you to work together on your child’s success!
It is my pleasure to personally welcome you to our Sprout family of high-quality childcare centers. I am confident that in choosing to join our Sprout family you have made the best first step to giving your preschooler a quality education coupled with a safe and wonderful environment.
Sincerely,
Justin M. Barsanti
President


	

PARENT ORIENTATION
Welcome
Tour of classrooms and playgrounds and introduction to staff.
· Explain curriculum
· Point out centers and their purpose
· Discuss our philosophies, policies, and procedures
· Show all bulletin boards used for communication
· Explain our open-door policy
· Answer any questions
Enrollment Package – review
· Parent Handbook
· Application form
· Emergency Release Form
· Student Emergency ID Card
· Financial Agreement for private paying families
· ELC contract and parent fees with subsidized families
· Discipline policy
· Calendar of themes and events
· PCLB’s “Know Your Child Care Center” pamphlet
· Accreditation Pamphlet
· VPK program information if applicable
· Current Monthly Newsletter

Child’s Name: __________________________  Date of Birth: ____________________
Parent/Gaurdian Name(s): ________________________________________________
Home Phone: _____________  Work Phone: ___________ Cell Phone: _____________
Anticipated Start Date: _____________________________________




INTRODUCTION

[bookmark: _Toc465857938]Purpose of this Handbook

This handbook has been prepared to answer questions that you may have about your relationship with The Sprout Academy.

THIS HANDBOOK IS CONSIDERED A CONTRACT. This handbook's contents create a contract between you and The Sprout Academy. The Sprout Academy may change or update this information at their discretion and with or without notice. Nothing in this handbook requires The Sprout Academy to maintain, or entitles you to, any specific procedures, policies, benefits, specific conditions, or client privileges. The Sprout Academy retains sole discretion to unilaterally modify this handbook, along with its policies; procedures, rules and guidelines at any time with or without notice, and you will be expected to adhere to such modifications. The policies, procedures, rules and guidelines in this handbook supersede and replace all previously published or unpublished policies, guidelines, handbooks, or other publications related to client relationship matters.

YOUR RELATIONSHIP WITH US IS AT-WILL. Nothing in this handbook changes your at-will status. As a client at-will, you are free to terminate your relationship with The Sprout Academy at any time you choose with proper two (2) week written notice and you must be up-to-date on your tuition at time of notice and upon last day. Payment is due during the two (2) weeks written notice or paid upfront before leaving. If not paid The Sprout Academy reserves the right to send you to collections or deny a transfer until full balance is paid. The Sprout Academy also reserves the same rights to end the relationship with our client at any time, with or without notice, and with or without cause but without any notice whatsoever.

ALL FAMILIES MUST COMPLY WITH THIS HANDBOOK. All families must adhere to the policies, procedures, rules and guidelines in this handbook and those that arise later. Violation of any of the policies, procedures, rules or guidelines in this handbook may result in disciplinary action up to and including termination of your relationship with The Sprout Academy. If you have any questions about the contents of this handbook, please contact The Sprout Academy.

[bookmark: _Toc465857939]History of The Sprout Academy

In 2010, Justin and Rachel Barsanti purchased their first center in Seminole, FL with the mission of creating a premier center at an affordable rate for families in the community. The goal was and continues to be to expand into other communities to offer the same great care for children at a rate that families in the area can afford. After acquiring their third center they decided to brand them all into The Sprout Academy and create a logo that symbolizes everything that they stand and believe in – natural growth through nurturing children to their highest abilities. As The Sprout Academy continues to grow the mission, beliefs, and values always remain the same.







[bookmark: _Toc465857941]The Sprout Academy’s Goals, Values, and Beliefs 
 
Our goal at The Sprout Academy is simple - extraordinary service to our families by providing outstanding teachers for the children that we take care of in our centers. We accomplish this by hiring and retaining the highest qualified childcare educators in the industry.
The Sprout Academy is built upon a set of five Core Values which, when taken together, guide us to consistently maintain our focus and achieve our vision; Employee Success, Family Success, Social Awareness, Fiscal Responsibility, and Technical Excellence.

Employee Success - As a professional employer, childcare and solutions focused organization, we are defined by the quality of our people. At The Sprout Academy we focus on the success, both personally and professionally, of each employee. Our employees' passions for childcare is sustained by providing interesting and challenging roles that utilize current skill sets. The Sprout Academy maintains a continual investment in our employees through both formal and informal education and training. Childcare professionals are drawn to our team by providing a culture of caring, involvement, training, quality benefits, work-life balance, and consistent open and honest communication.
Family Success - Family success is more than just family satisfaction. At The Sprout Academy, we focus on helping our families meet their objectives for their child together. We accomplish this by providing the services and solutions of highly dedicated, results-oriented, world-class childcare professionals with the domain knowledge necessary to accomplish the task at hand. The Sprout Academy understands that forming a partnership with our families, listening to their needs, maintaining constant communication, and establishing shared goals are the keys to solving complex problems and ensuring the success of their child.
Social Awareness - As a corporation, we believe it is important to give back to the community in which we live and work. The Sprout Academy both supports and encourages the causes and charities that are important to our employees.
Fiscal Responsibility - Fiscally responsible business execution ensures that The Sprout Academy remains a viable organization able to meet our obligations and responsibilities to our employees, our partners, and our families. As such, The Sprout Academy focuses on consistent revenue and profit performance. The profit is then invested into the success of our families and employees, maintaining our advantage, and contributing to many charitable and social causes within our community that further enable the fruition of The Sprout Academy's Vision.
Technical Excellence - The Sprout Academy recognizes that we must constantly evaluate and invest in the latest emerging technologies and work to prepare our staff for the ever-dynamic nature of our business. As such, we make significant investments to ensure that our employees are well educated, well trained, and well versed in the technologies required ensuring the success of our children. These skills are augmented by a wealth of experience and solid consulting skills that rank our childcare professionals among the best in the industry. 


Principles, Ideas, and Philosophy

We believe that children should be listened to and be respected as individuals without regard to sex, race, creed, or color
We believe that all children have the right to develop to their fullest potential emotionally, socially, academically, and physically
We believe that children should have the opportunity to learn skills in problem solving, communication, and cooperation
We believe that all children should have the opportunity to be creative and make choices for themselves
We believe that children learn by doing and should be guided in a positive manner to make good personal choices
We believe children need realistic limits set and rules which are stated in a positive manner
We believe children develop at their own rate and the learning environment should be geared to meet the need of that individual
Non-Discrimination Policy 
The Sprout Academy centers do not discriminate on the basis of race, religion, cultural heritage, political beliefs, marital status, national origin, or sexual orientation.
Statement of Respect
The Sprout Academy is deeply committed to equity, honesty, kindness, and respect as part of the educational experience. To this end, we:
· Strive to celebrate diversity both within our community and in our curriculum;
· Are concerned for the well-being of all people;
· Seek to build the self-esteem of all people;
· Aspire to promote understanding among all people
Recognizing the dignity and worth of all individuals and to protect their rights, we oppose bias, prejudice, and discrimination. The Sprout Academy does not condone any behavior which is inconsistent with these tenets. We believe that spoken or written language or any behavior that is inconsistent with this philosophy and/or demeans one’s ethnic, religious, racial, physical, personal and/or sexual characteristics is unacceptable. We expect individuals to take responsibility for their words and deeds to respect all people.


SCHOOL INFORMATION

Objective

Our purpose is to provide a specialized program in a safe, clean, and loving environment that enhances the social, emotional, academic, and physical development of each child in our care.
Operational Hours/Attendance
A typical center business day is 6:30 a.m. to 6:00 p.m. but due to the nature of having multiple locations in different areas the centers open and close times vary. You must check with your specific location director for your times. The instructional portion of the day begins at each center at 9:00 a.m. and we recommend that your child arrive no later than 8:45 a.m. so that they can get settled in before instruction begins. Each center reserves the right to refuse a child’s arrival after 9:30 a.m.
A late fee of $2.00 per minute per child is charged for children picked up after 6:00 p.m or infants/toddlers picked up after 5:30 p.m.
If a child is still at a center as of 7:00 p.m. and:
· We have not been notified by the parents or any other person associated with the child as to the reason for their delay
· We have been unable to reach any of the parties on the child’s emergency card or if messages have been left and we have not received a return call
· The weather is not inclement so as to cause traffic delays
· We are not aware of any traffic accidents or problems that could cause delays
We will be left no other alternative but to call the Department of Children and Families and/or the police and request that the child be taken into protective custody.
The school assumes responsibility for the child only after the child has passed the required morning health inspection and has been signed in by a parent, guardian, or designated representative of the child’s parents/guardian with the appropriate sign in method. The school releases responsibility when the child has been appropriately signed out.
You must notify the center director of an upcoming appointment time at least five (5) business days before the date of the appointment to let them know the child(ren) will miss. Children are not allowed to be dropped off after 11 a.m. for the day and VPK students can not come in after 9 a.m.
The Sprout Academy reserves to close the center at any time with or without given notice. This would be mainly used for inclement weather situation (i.e. hurricanes) where the owners/management did not feel it was safe to open the center.


Classrooms & General Guidelines
The children are placed in groups of peers based on age. Each classroom adheres to the student-teacher ratios required by the Pinellas County License Board or ratios based on APPLE Gold Seal Accreditation when applicable per site.
When picking up your child at the end of the day our staff is always happy to highlight the day’s activities of your child. If you are in need of a lengthier conversation regarding your child we ask that you request a parent-teacher conference. Teachers are still responsible for the other children in their care at the time of pick-up and it is very difficult for them to give the proper focus you need and deserve with a conversation at that time. You may also speak with the director directly and/or have the director at your site set up the parent-teacher conference. All staff employed with The Sprout Academy may have access to children’s files at any given time when needed.
Each class is permitted the use of a TV, if they choose, for only a half an hour per week unless certain learning circumstances call for additional time. Videos used will be of an interactive nature and used for teaching purposes.
Our school is open to all children regardless of race, nationality, or creed, who may benefit from our program. Each center accepts children at different ages based on its license, please check with your specific center on the ages accepted.
Our school is open to unexpected inspection by any of the designated authorities such as, but not limited to, Pinellas County License Board, Early Learning Coalition, Pinellas County Health Department, etc. All student and staff files are made accessible for inspection by these agencies upon request.
As required by law, the director of each center shall report to DCF, the local police department, or any other specified agency, any suspicion of child abuse, sexual or otherwise, neglect, or endangerment as soon as we become aware.
Our procedure is to release the child only to his/her parents, or to someone the parents have designated to us on the Student Identification Card and Student Application. If someone other than the parent or designated person is to pick up the child, you must notify us ahead of time and written permission must be provided – no exceptions. This can be via email, fax, or hand written and signed note. Verbal changes to pick up will not be accepted.
We cannot legally prevent a parent/guardian from picking up a child from the center we suspect they are under the influence of alcohol or drugs; however, we will ask that parent/guardian if we can call someone on their emergency contact card or a taxi to take them to their destination. If our assistance is refused and we fear for the safety of the child and the parent/guardian we reserve the right to contact the police or any other agency we deem necessary for the protection and safety of those persons.
If your child is to be absent for the day this must be reported to the center in writing. This can be done online on our website, by email, fax, or hand written and signed note. This is for all age groups.
All of our centers strictly prohibit smoking which includes e-cigarettes/vaping. 

In accordance with the State and County laws, all students are regularly assessed for kindergarten readiness. The assessment tool outlines all early childhood developmental stages. It helps us meet the individual needs of all the children while ensuring their preparedness for kindergarten.

Our Staff
The majority of our Directors and Administrative staff are members of FACCM (Florida Association for Child Care Management). They are also active members in our local affiliate PECA (Pinellas Early Childhood Association). All staff members remain current and up-to-date on the necessary background and training requirements set forth by the licensing board to be employed in child care. They also participate in a continuous program of in-service education and studies for professional advancement in order to remain alert to the changing needs of today’s families and to the findings of current research.

Clothing
Sprout asks that you provide simple clothing that is free of complicated fastenings and clothing that is comfortable and safe for your child. Complicated clothing also can prevent the fostering of independence with using the bathroom. 
Children should always wear closed rubber soled shoes for adequate traction when running and climbing on the playground to prevent unnecessary accidents. If your child is in need of a change of clothing and none is available we will have to call the parent/guardian to ask that clothing be brought to the school. In the event of illness or an accident we require that an extra set of clothing be kept in your child’s cubby at all times. These items should be clearly marked with your child’s name.
The Sprout Academy highly discourages children coming to school with jewelry and/or beads in their hair. The Sprout Academy assumes no responsibility for missing/lost jewelry and or beads that have come out or been pulled out of a child’s hair.

Supplies

You must check with the director at your specific location for supply responsibilities. Based on age and location the parent/guardian is at times asked and required to supply items such as diapers, wipes, and so forth. A supply fee will be due each year.

Meals
The Sprout Academy is aware that good nutrition is necessary for the healthy development of all children. We proudly participate in the USDA Child Care Food Program to ensure we are providing the healthiest environment for our students.  All of our meals are in accordance with the nutritional guidelines set forth by their programs.  We provide breakfast, hot lunch, and an afternoon snack on a daily basis.  If your child has any type of food allergy it is the sole responsibility of the parent/ guardian to supply a substitute and have a doctor fill out the Nutritional Exemption Form.  All food brought into any of our centers must be of substantial nutritional value to comply with USDA standards.  Anything unhealthy or deemed “junk food” by the USDA is prohibited which are things such as, but not limited to, soda, candy, gum, energy drinks, and more.  If you pack your child’s lunch please also ensure that there are no foods that may be a choking hazard and that the lunch box contains an ice pack to keep food at an appropriate and safe temperature.  Please keep in mind that we are not in the position to microwave or refrigerate lunches from home as well to ensure that proper temperatures are met.

The Sprout Academy Playground Agreement, Release, and Assumption of Risk
In consideration of the services of The Sprout Academy, their agents, affiliates, volunteers, participants, employees, and all other persons or entities acting in any capacity on their behalf (herein collectively known as “TSA”), I hereby agree to release, indemnify, and discharge TSA, on behalf of myself, my spouse, my children, my parents, my heirs, assigns, personal representative and estate as follows:
1. I acknowledge that my child’s participation in TSA playground time and outdoor activities entails known and unanticipated risks that could result in physical or emotional injury, paralysis, death, or damage to the child, property, or to third parties. I understand that such risks simply cannot be eliminated without jeopardizing the essential qualities of having a playground and its equipment and activities.
The risks include, among other things: TSA playgrounds entail certain risks that cannot be eliminated without jeopardizing the essential qualities of having a playground and its equipment and activities. Risks include negligence of other children or your child, injuries including rope burn, sprains, fractures, scrapes, bruises and cuts, dislocations, pinched fingers and serious injuries to the head, back, or neck which can cause paralysis, or even death. Playground equipment expose its participants to the usual risk of injuries as well. Traveling to and from different playground equipment raises the possibility of any manner of transportation accidents. Children often fall on each other resulting in broken bones and other serious injuries. In any event, if your child is injured, and your child may require medical assistance, it is at your own expense. Furthermore, TSA employees have difficult jobs to perform. They seek safety, but they are not infallible. They might be unaware of a child’s health or abilities. They may give incomplete warnings or instructions, and the equipment being used might malfunction.
2. I expressly agree and promise to accept and assume all of the risks existing in using the playground for my child. My child’s participation on the playground is purely voluntary, and I elect to have he or she participate in spite of the risks.
3. I hereby voluntarily release, forever discharge, and agree to indemnify and hold harmless TSA from any and all claims, demands, or causes of action, which are in any way connected with my child’s participation in TSA activities or their use of TSA’s equipment or facilities including any claims which allege negligent acts or omissions of TSA.
4. Should TSA or anyone acting on their behalf, be required to incur attorney’s fees and costs to enforce this agreement, I agree to indemnify and hold them harmless for all such fees and costs.
5. I certify that I have adequate insurance to cover any injury or damage my child might cause or suffer while participating, or else I agree to bear the costs of such injury or damage myself. I further certify that I am willing to assume the risk of any medical or physical condition my child might have.
In the event that I file a lawsuit against TSA, I agree to do so solely in the state of Florida, and I further agree that the substantive law of Florida shall apply that action without regard to the conflict of law rules of that state. I agree that if any portion of this agreement is found to be void or unenforceable, the remaining portions shall remain in full force and effect.

By signing this document, I acknowledge that if anyone is hurt or property is damaged during my child’s participation in playground or other activity, I may be found by a court of law to have waived by right to maintain a lawsuit against TSA on the basis of any claim from which I have released them herein. I have had sufficient opportunity to read this entire document. I have read and understand it, and I agree to be bound by its terms.

Celebrations and Birthdays
We celebrate national holidays and any other time that Sprout deems appropriate to celebrate a cause. During these times our staff will post menus and flyers so that parents can sign up to donate one or more items listed.
We celebrate birthdays during the afternoon snack period at 3:00 p.m. However, if this is not convenient, work with the teacher directly to find a more suitable time that works for you and the classroom. Our preference is for parents to bring snacks that are easy to handle and easy to clean up after. Parents/guardians will also be responsible for bringing their own plates, cups, napkins, and 100% fruit juice refreshment.
	
Medication, Illness, and Injury
The following is a guideline when your child is sent home or stays home due to illness. If your child has an illness not listed below please call us to find out when they can return or if you need anything for them to return. 
Your child must be fever free for 24 hours without fever reducing medicine before returning to child care – this supersedes a doctor note. A temperature of 101.0 or higher is considered a fever, if taken axillary (under the armpit), then its 100.0 or higher
If your child is vomiting they can return to child care once they have not vomited for 24 hours without anti-vomiting medicine.
If you child has diarrhea they must be diarrhea free without medicine for a full 24 hours and have at least one normal stool before returning to child care
If your child has been put on an antibiotic they must be on the antibiotic for a full 24 hours before returning to care – this also supersedes a doctor note.
If your child has a rash they must have a physician’s note stating that the rash isn’t contagious before returning to care.
Other illnesses that would exclude a child from care could be, but not limited to:
· Mouth sores
· Conjunctivitis or pink eye
· Impetigo
· Strep throat
· Head lice
· Scabies
· Chicken pox
· Whooping cough
· Hepatitis A
It is our policy that we do not dispense medication at the schools for any reason. Our staff are not trained to properly administer and handle medications and we do not administer it for the safety of the child. In the event of an emergency we would use basic first aid, CPR, and call 911.
In the event of a minor injury, an Incident Report will be completed for the parents to read and sign.
The Sprout Academy does retain the right to accept certain religious exemptions for immunizations meaning that the specific child might have a religious requirement that requires them to refrain from being vaccinated. The Sprout Academy also reserves the right to deny those children for any reason with or without cause.
	
Evacuation Plan

Procedures for evacuation will be posted in each classroom. Each staff member will be trained during their orientation on how to follow the evacuation route. The Sprout Academy provides each classroom with an attendance book that lists the children’s names enrolled in their classroom at the center. In case of evacuation, staff must bring the attendance book to the designated evacuation location. During evacuation the following procedure will apply:
· Infants will be placed in the evacuation crib and a teacher will stroll them out of the center
· Children with disabilities that can’t walk will be placed in a wheelchair
· Toddlers that can’t walk will be pulled in a wagon
· Toddlers and preschoolers will walk to a designated location in a line. A staff member will be located at the front of the line and one staff member will be at the rear of the line to ensure that all children arrive safely
· Each staff member will take a head count when they arrive to the designated location
· The director of the center will do on last walk through to make sure no persons have been left behind
· All the emergency cards will be brought to the designated location and contacts will be made

A fire drill will take place every month. A fire drill log is posted in the fire drill book in the director’s office with the date, time, and efficiency of the evacuation drill.
Infant/Toddler Supply Kit
Emergency supply kits for infants should include items that may help soothe the child. Items for infants are things such as pacifiers, rattles, soft stuffed animals, light up toys, and battery-operated music. For toddlers’ items could include things such as pop-up books, jumbo crayons and paper, musical instruments, and puppets.


Volunteering
Parents are welcome and encouraged to volunteer half a day per year at the school to observe the program and assist the staff (i.e. read books to a small group of children, help with an art activity, or enjoy building skyscrapers in the block area, etc.

Toys from Home

We ask that you leave your child’s toys at home when coming to Sprout. This is for multiple reasons including safety, teachers not being able to keep track of which toy belongs to which child, other children having hurt feelings over not owning a certain toy, and so forth. The only exception to this is when a child needs a toy to help ease the transition into starting new into preschool. If an item is brought to the school The Sprout Academy accepts no responsibility for it.
Obligations of Parents/Guardians

· Providing up-to-date physical and immunization forms prior to enrollment – no exceptions
· Bring the child into the school/building upon arrival, wait for necessary health inspections, and then sign in on the appropriate sign in sheets or appropriate electronic devices (where applicable)
· Always sign the child out on appropriate sign out sheets or appropriate electronic devices (where applicable) when removing the child from the premises
· Notify the school when someone other than those named on the Student Identification Card will be coming for the child in writing beforehand – no exceptions
· Ensure that the child is dressed appropriately when brought to school and follows the guidelines outlined in the handbook.
· Notify in writing when the child will be absent for any reason
· Notify the school immediately of any address or telephone changes for themselves or any other persons listed on the application and identification forms
· Respect the non-religious nature of our program
· Refrain from physically reprimanding their child while on school premises and never reprimand a child from another family
· Attend any conferences requested by a teacher or director
· Pay tuition on time each week and supply fee on time each year

Policies

The relationship between family and The Sprout Academy can be terminated if the parents/guardians allow any one of the following to occur:
· The child’s account for tuition or supply fee becomes delinquent by two (2) weeks
· Failure to honor the obligations listed in this handbook or any rules and regulations provided by the school
· The school in its sole and unfettered discretion determines that it is not in the best interest of the school or other children or families enrolled at the center to have the child in attendance
· Child records, immunizations, physical, or otherwise, have expired

The Sprout Academy reserves the right to terminate the client relationship at any given time with or without notice and with or without reason or cause

Discipline Policy

The 1985 Florida Legislature adopted a law to further protect children in child care. The law addresses child discipline in child care centers and states:

1 OM-1 2.013 Child Discipline

1. Child care facilities must ensure that age-appropriate, constructive disciplinary practices are used for children in care.
a. Children shall not be subjected to discipline which is severe, humiliating, or frightening
b. Discipline shall not be associated with food, rest, or toileting
c. Spanking or any other form of physical punishment is prohibited

2. Prior to admission of child to a child care facility, the facility shall notify the parents in writing of the disciplinary practices used in the facility. The specific types of discipline used for each age group must be included in the written material provided to the parents. Verification that the child care facilities leave provided parents in writing the disciplinary practices used by the facility should be documented on the enrollment form or equivalent form with the signature of the parent.

	
In compliance with the law, we have prepared for parents, this statement about our child care disciplinary policy.

We recognize that many discipline problems can be prevented. We feel potential problems will not happen at our center because of careful scheduling of the day, appropriate expectations of individual children, use of positive communication techniques, and a listening attitude.
Appropriate child behavior is encouraged through positive reinforcement, praise, and role modeling
In spite of all we do, inappropriate behavior sometimes happens and it is discouraged through:
1. Structing the environment
2. Redirecting the child’s behavior – sometimes repeatedly
3. Encouraging children to use the “walk away” system
a. Walk-away system occurs when a child is being negatively bothered by another child and the bothersome child is asked to “walk away”
b. If asking the child to walk away does not solve the problem, the bothered child will seek help from the teacher
c. If the child wants a toy or something that is already being used by another child they are taught to trade off.
d. The children will be encouraged to be more verbal towards each other and explain their needs and feelings rather than striking out at each other. They will be taught to solve their own minor disputes and gain stronger social skills.
4. Following through; consistency is key
5. Immediate response to behaviors

Our staff avoids the use of negative discipline practices such as yelling and embarrassing the child because these practices do not teach the child what to do, they do not change the behavior in the long term and may harm the relationship between the caregiver and the child.
We use the following guidelines with children according to their age grouping:
Ages 2-4
· Prevention (as mentioned above)
· Diversion
· Use of clear and simple language with directions and explanations
· Explanation of consequences
· Age appropriate choices given and consequences of their behavior
· Walk-away system (as mentioned above)
Ages 4-5
· Prevention (as mentioned above)
· Diversion
· Use of clear language, directions and explanations
· Age appropriate choices given
· Have children explain and take responsibility for their behavior
· Walk-away system (as mentioned above)
Expectation of Behavior & Dis-enrollment

The Sprout Academy encourages and does all we can to encourage and promote good behavior. During the off-chance that we are unable, with the parent assistance, to get a child’s behavior under control we would need to dis-enroll the child and ask the family to leave. We will do all in our power to help the family enroll into a more appropriate program for the child. The Sprout Academy reserves the right to give an immediate dis-enrollment notice at any time. 
Waiting List

The Sprout Academy encourages parents to begin exploring their child care options as early as possible, visiting many different types of programs. If, after carefully weighing the different options and providers, you are interested in enrolling your child at a time when we do not have an opening we ask that you provide us with your information and we will remain in touch and let you know as soon as we have an opening. Spots generally fill up very quickly, so we also ask that parents stay in touch with us as well. 
Holidays and Vacations

At the time of enrollment within your center the director will give you a handout outlining which days that The Sprout Academy location you are enrolling in will be closed to honor a holiday. Please arrange for alternative care on those days. Each family will still be responsible for paying their full tuition during weeks that there is a holiday and The Sprout Academy is closed and/or the family is out on vacation and/or absent for any reason. This is to ensure that the family keeps their spot within the program.

Appointments, Late Drop Off, and Early Pick Up

The Sprout Academy site must be notified ahead of time if a child will be dropped off late or picked up early. This also includes appointments in which the child will be picked up to leave and will be returning later in the day.

Tuition

Tuition rates vary at each of The Sprout Academy locations. The director at the center that you choose will give you rate schedule and discuss what your specific weekly tuition will be based on the child’s age and that specific locations rates. Tuition is due at the beginning of each week. Parents may pay with cash, personal check, money order, or credit card/ACH draw (if the location accepts either of these). Tuition rates vary if you are using credit card or ACH. Check with the location director. A service fee of $50 will be assessed for any returned checks. In the event that 2 or more checks are returned you will be asked to make all future payments in cash only. 
The Sprout Academy also charges an annual supply fee. This fee varies year to year and by location. Please check with the location director regarding the amount of this fee and due date. This fee is part of the yearly tuition schedule and not optional. 

Questions or Concerns 
We have an open-door policy. Parents are welcome and encouraged to stop in at any time to observe their child whether discreetly or by joining the class. The open-door policy also includes being able to speak to the teacher, director, or district manager at the centers freely about any questions, concerns, or feedback they might have – positive or negative
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Acknowledgment of Receipt of Parent Handbook
The Parent Handbook describes important information about The Sprout Academy, and I understand that I should consult an owner, director, district manager, or anyone in management regarding any questions not answered in the Parent Handbook.

Since the information, policies, and benefits described here are necessarily subject to change, I acknowledge that revisions to the Parent Handbook may occur. All such changes will be communicated through official notices. I understand that revised information may supersede, modify, or eliminate existing policies. 

Furthermore, I acknowledge that this Parent Handbook is a contract and a legal document. I have received the Parent Handbook and I understand that it is my responsibility to read and comply with the policies contained in this Parent Handbook and any revisions made to it.

Parent/Guardian Print Name: ______________________________    Signature: ______________________________________
Child(ren) Name(s): _______________________________________________________________________________________
Date: _____________________________
Address: ________________________________________________________________________________________________
Phone number: _____________________________   Email: _______________________________________________________
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