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ABOUT CHAPEL HILL DAY CARE CENTER 

 
 
Mission: CHDCC, in partnership with the families we serve, strives to provide a diverse, family-centered 
environment in which children 6 weeks to 5 years develop into emotionally healthy people. 
 
Vision: We provide a quality early care and education experience, which includes the opportunity for each child to 
participate in a well-balanced, flexible program of both structured and unstructured activities at both the individual 
and small group level- all done in a warm, caring atmosphere.  Qualified, experienced, and dedicated Teachers guide 
the children through their daily experiences.  CHDCC Teachers focus on and encourage the development of each 
child as a unique person and strive to meet each child’s needs: socially, emotionally, intellectually, and physically.  
 
Philosophy: CHDCC views each child as a unique individual who has the right to high quality care in a nurturing 
environment.  We view the Center as an extension of home and each child’s cultural heritage is recognized and 
respected. Our curriculum and daily activities are determined by the needs and interests of the children and are based 
upon their previous experiences.  Our program strives to develop the whole child while creating curiosity and 
promoting mastery of his/her environment.   Most importantly, CHDCC is a fun, safe, happy place for children to 
spend their preschool years. 
 
Goals: Our goals influence the way the Center operates on a daily basis and help us to uphold our philosophy. We 
strive to: 
• Promote the development of a positive image for each child. 
• Foster caring relationships within the Center family.  
• Support children at their developmental level while encouraging individual growth. 
• Create an accepting environment that introduces children to the differences and similarities among people.  
• Build confidence in children through the encouragement of self-help skills. 
• Teach cooperation and respect in a group setting.  
• Encourage problem-solving and creative thinking.  
• Foster excitement and curiosity about the world. 
• Promote constructive, prosocial expression of emotions. 

Governance: Our Center is governed by a Board of Directors whose duties include establishing policies, selecting 
the Executive Director who administers the program, and supervising the spending of funds. The Board is composed 
of at least nine voting members who are reasonably evenly distributed between community and parent members plus 
one staff member.  
 
Licensure: CHDCC is licensed by N.C. Department of Health and Human Services, Division of Child 
Development and Early Education. We voluntarily meet higher standards and have earned a 5-star license based 
upon our enhanced program standards and the education levels of our staff.  
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GETTING STARTED 

Application 
CHDCC welcomes all interested families to apply for admission. If you would like to learn more about us and our 
program, please contact us and make an appointment with the Executive Director or the Associate Director for a 
tour, during which time you will learn about the Center’s philosophy and policies and may ask any questions you, as 
a parent1, might have.  We understand that the selection of care for your child is an important and difficult decision 
and we are here to help you with that process.  After you have learned about our program we hope you will be ready 
to apply for admission. the Director can give you an application or it can be found on our website under For 
Parents/Forms at www.chapelhilldaycarecenter.com/forms. Once you have submitted your application and paid the 
application fee, you will be placed on the waiting list if an appropriate opening is not available.  
 
We operate on a school year that begins in August of each year, so most of our admissions occur at that time.  Any 
vacancies that occur during the year are filled from the waiting list of families who have an application on file. 
Children of employees of UNC-CH and UNC Hospitals are given priority on the waiting list, along with children of 
CHDCC staff.  
 
Enrollment 
You will be notified when an opening becomes available for your child and a time will be scheduled for you to bring 
your child for a brief, informal visit. We want to determine, along with your input, if the classroom will be a good fit 
for your child based on his/her age and development level.  The Teachers will gently encourage your child to 
observe the group and/or join in the activities, but will let your child set the pace for this first interaction. If we all 
agree that the classroom is a good fit, you will be invited to enroll your child.   A security deposit and the annual 
activity fee are required to hold this opening for your family.  
 
Parent Orientation 
You will need to make an appointment for a Parent Orientation with one of the Directors prior to your child’s first 
day.  During this time the Director will answer any questions you have, review the Parent Handbook with you, help 
you register your family in Procare, our child care management software system, and give you the forms necessary 
for enrollment.  To meet licensing requirements, we are required to have these completed and signed enrollment 
forms by your child’s first day of attendance.   
 
These completed documents will be stored in a locked cabinet in the Executive Director’s office and are treated 
confidentially. Only the child’s parents/legal guardians, the Center Administrators, regulatory authorities, or 
teachers to whom you have granted permission will have access to your child’s records.   
 
Child Orientation 
Your child’s first week at CHDCC is an opportunity for all parties to help them adjust to their new setting.  Entering 
a new program at any age can be stressful for children and parents alike.  Your child’s Teacher, with input from the 
Directors, will work with you to tailor a transition plan for your child based on his/her age, developmental level, 
temperament, and previous experience in group care. This plan will be crafted and agreed upon prior to your child’s 
first day so everyone can successfully work toward the goal of your child’s comfort and adjustment in his/her new 
setting.   
 
Arrival and Departure 
CHDCC has an open door policy that welcomes you whenever you wish to come to the Center, so as a parent you 
will receive a security code to gain access to the Center via the front entry. Keeping your child safe is a primary 
focus at CHDCC, so our doors are locked during business hours and only people who have the security code, which 
is changed periodically, can freely enter the building.  Additionally, families should enter through the front door and 
notify an administrator or other staff member if someone enters with you with whom you are not familiar.   
 
Upon arrival and departure each day, please sign your child in or out using the Procare system at the reception area. 
This system lets us know when your child arrived and departed each day, as well as with whom they left.  Also, this 
system is used in case of an emergency evacuation of the Center to ensure that all children are accounted for.  
 

																																																								
1	Throughout	this	document	the	word	“parent”	is	inclusive	of	any	person	who	is	the	legal	guardian	of	the	child.	
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Remember to always make the Teacher aware when your child enters and leaves each day.  Primary Teachers are 
assigned to each classroom and are the main point of contact for and communication with parents at drop-off or 
pick-up. If you need to have a longer conversation with your child’s Teacher, we ask that you not use these 
transitional times for that conversation.  The Teacher will be happy to schedule a time to talk when you can have her 
full attention. 
 
The Center gladly partners with parents of children with special needs to plan smooth transitions at arrival and /or 
departure times.  Please talk to a Director if your child needs special supports or accommodations. 
 
Additionally, for safety and playground air quality reasons, we ask that you not leave your car idling when you drop-
off or pick-up your child. Young lungs are on the playground. 
 
Special notes on arrival: Because we want your child to be able to take advantage of everything each day has to 
offer at CHDCC, we request that you bring your child by 9:00 so he/she can start the day with breakfast with 
classmates, then move on to activities   Arriving after 9:00 creates challenges for everyone involved; it’s difficult for 
parents to be able to talk with Teachers who are busy with the group; it’s tricky for Teachers to personally greet a 
child while involved an activity; it’s confusing for the child who may realize he/she missed out on a fun activity; it’s 
stressful for classmates to have their Teacher’s attention diverted during an activity. You can help our days run 
smoother for all the children by arriving during arrival time, which is between 7:30 and 9:00.  If you know that you 
will be arriving after 9:30, or not be coming at all, we ask that you call and inform us so we don’t worry about you 
and can staff the classroom accordingly.  When you do arrive, for safety reasons, please keep your child under visual 
supervision until you transfer this supervision to a Teacher.  
 
We realize that many children eat their breakfast in the car on the way to school, but we ask that this not be brought 
into the classroom.  Please stay with your child in the car or outside the classroom until he/she is finished.   
 
Special notes on departure: We will need a written statement from you if we should release your child to someone 
other than those persons designated on the emergency form and this person should bring identification. We cannot 
release a child to anyone younger than 16 years of age or to anyone who arrives at the Center intoxicated or 
questionably under the influence of alcohol or drugs. Please note: Our policies do not deny a parent access to his/her 
child until a copy of a court order, which restrains a parent from the child, is on file.  
 
Personal Items 
Your child will have an assigned cubby and coat hook, and your family will have an assigned mailbox. The cubby is 
for storing any personal items for your child; the hook is for your child’s coat and any soiled clothing; the mailbox 
will hold notices for you as well as the child’s artwork. Don’t forget to check your hook and mailbox each day! 
 
We spend our days looking for ways to get messy, so please send you child in washable play clothes. As they 
develop self-help skills, it’s also helpful if your child can manage the clothing. Please label your child’s clothes, 
including coats, so that they can be easily identified.  Additionally, your child will need to keep several changes of 
clothes appropriate to the season in his/her cubby.   
 
If your child is under 12 months, you will need to bring 5 fitted crib sheets weekly so they have a fresh sheet each 
day. If your child has a security blanket, pacifier, or favorite doll/stuffed animal, these can come to school every 
day. These items will be used to comfort your child but, other than the pacifier, cannot be placed in the crib. Please 
make sure whatever you bring for your child can fit in your child’s cubby.   
 
If your child is over 12 months, you will need to bring one fitted crib sheet to go on their nap mat and a small (4’ x 
3’) blanket. If your child has a security blanket, or favorite doll/stuffed animal, this can come to school every day. 
Please make sure whatever you bring for your child can fit in your child’s cubby.  The sheet and blanket should be 
left at school during the week and taken home on Friday to be laundered. 
 
Older classes may have a sharing day each week when children are encouraged to bring items related to the topic of 
investigation, but otherwise we request that toys from home not come to school. 
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OPERATIONAL POLICIES 
 
Annual Calendar 
We are open at 7:30 a.m. and close at 5:45 p.m., Monday through Friday, except for days as indicated on the annual 
calendar.  The annual calendar, which is approved by the Board of Directors each year, will be reviewed during 
orientation.  The current calendar is attached to this handbook and available on the CHDCC website. 
 
Emergency Closings 
On any occasion when the Center is without electrical power, heat, or water; we will be closed, as we cannot 
legally operate without these utilities.  If this occurs during the day, we will contact you by e-mail and/or phone 
and information will be posted on our website. 
 
Inclement Weather 
We always attempt to remain open despite snow or other inclement weather conditions. If we must close, we 
observe the following procedures:  
• We do not use the school systems to determine our closing.  However if weather conditions are such that 

public schools are closed, we advise you to seek information about our status from our website, WRAL TV5, 
and/or WRAL.com 

• The Executive Director will decide whether the Center will open and/or if there will be a delayed opening. 
Information on our status will be posted on our website and communicated to WRAL no later than 6:15 a.m. 
for broadcast.  In addition, a message will be on the Center’s answering machine by 6:30 a.m.  

• If it becomes necessary to close the Center early because of snow or other inclement weather, we will contact 
you by e-mail and/or phone and information will be posted on our website. 

 
If we have a delayed opening, breakfast will not be served so please ensure that your child has eaten breakfast prior 
to arrival. If we close early for inclement weather, we ask that families arrive to pick up their child(ren) by the 
designated closing time so our staff are able to travel home safely. 
 
Fees 
• Application Fee: $50 

The nonrefundable application fee is paid when you submit your completed application form.  This ensures 
your placement on the waiting list.  

 
• Security Deposit: $1000 

When you accept an opening at CHDCC, the non-refundable security deposit is due to hold the enrollment 
space. If your child does not enroll due to circumstances beyond your family's control, exceptions to this policy 
may be made at the discretion of the Executive Director in consultation with the Board Chair. Once enrolled 
and with a 60-day withdrawal notice, this deposit will be applied toward your child's last month's tuition.  
  

• Annual Activity Fee: $200 
When you accept an opening at CHDCC, a non-refundable activity fee is also due to hold the enrollment space.  
Your activity fee goes directly into providing supplemental support to your child’s classroom, like field trips, 
special events, and materials.  Activity fees will be prorated for families enrolling mid-year. Re-enrollment 
occurs in January or February each year.  If you wish to re-enroll your child for the next school year, payment 
of the non-refundable annual activity fee will secure your child’s place in the Center.  
 

• Tuition: See Current Tuition Schedule 
Tuition, which is determined annually by CHDCC Board of Directors, is based upon the budgeted cost of care 
for the Center and tuition increases can be expected annually. Your tuition is due the first day of each month 
and remains constant throughout the fiscal year, including months that have holidays, teacher workdays, or 
inclement weather closings in them.  If you wish to apply for tuition assistance please speak with a Director to 
learn about available funding sources.  
 

• Late Tuition Fees: $50 
Tuition is due the 1st of each month and payments made after the 10th are considered late. A late fee of $50 is 
assessed for a late payment.  If the 10th day of the month falls on a day the Center is closed, the last day tuition 
can be paid without a late fee is the last day the Center is open before that holiday or weekend.  
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• Late Pick-up Fees: $20+ 

Late pick-up fees are imposed per child when children are picked up after 5:45 p.m. or parents stay at the Center 
beyond that time.  Calling to say you will be late is informative to the Teacher and comforting for your child, 
but a late fee will still be charged.  The late fees schedule is as follows: 
 5:46-6:00 = $20 
 6:00-6:05 = $30 
 6:05-6:10 = $40 
 Fees continue to accrue at $10 per 5-minute period or portion thereof. 
 
These late fees go directly to the Teacher as payment for staying after hours with your child. Teachers are 
required to report late pick-ups to a Director and are not authorized to waive this fee. If you are unable to pay 
the Teacher when you arrive, the administration will bill you through Procare and distribute the funds to the 
Teacher. If a child is still at the Center at 6:10, a Director will be notified and the emergency contact people (as 
designated by the parent) will be called to pick up the child. Because chronic lateness imposes a hardship on the 
staff, the Board has set a limit on the amount of late fees a family can accumulate during their child’s tenure at 
the Center.  If a family accumulates $80.00 in late fees, services for the family may be terminated.  
 

PLEASE NOTE: If any required or accrued fees (tuition, program fees, and late fees) are not paid within one month 
of when they are due, the Board Chair will be notified.  The child will not be allowed to continue at the Center 
unless a special recommendation is made by the Finance Committee of the Board.   
 
Leaving the Center 
• Withdrawal: When your child leaves the Center, we will gladly apply your security deposit to your last 

month’s tuition if a 60-day notice is given.  

• Termination of Services: Infrequently, situations arise when the Center must ask a family to leave the 
program. These may include: 
o Nonpayment of tuition or other accrued fees, 
o Late pick-up fees amounting to a cumulative total of $80, 
o The Center’s inability to provide a safe environment for all children because of the unmanageable behavior 

of a child. 
o Repeated non-compliance with policies in this Handbook.  
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PROGRAM 

 
Groupings 
Children are assigned to a classroom based on both age and development and groups of children stay together for the 
school year, rather than moving to a new class based on birthdates. We believe that children thrive and develop 
strong, trusting relationships when they are with a consistent group of children and teachers.   
• Infants, Toddlers and Two’s: To encourage those trusting relationships, we practice continuity of care in our 

infant and toddler rooms. Continuity of care means that Teachers and children stay together as a group until the 
children move into a preschool classroom and is considered best practice in early care and education programs.  
We strive to maintain and protect the teacher-child-family relationship by ensuring that at least one of the 
Primary Teachers moves with your child from the infant room to the toddler room and to the two-year old room.  
In our younger classrooms, we tailor individual routines for your child’s unique needs for rest, activity, 
nourishment and comfort. Before your child transitions to a preschool classroom, he/she will have the 
opportunity to visit in the new classroom.  They will explore their new space, both indoors and out, and get to 
know the Teachers and play with the exciting new materials. 

• Preschool: CHDCC provides a mixed-age learning environment for our three to five year old children that is 
developmentally appropriate, intellectually stimulating, and fun! We do not rely on worksheets or rote learning 
because preschool children learn best through play-based, hand-on activities that use different senses and modes 
of learning. Our preschool classrooms include a variety of interest centers that children explore daily and are 
designed to support all areas of development and learning. Teachers vary the materials in the interest centers at 
least monthly based on the current topic of study, learning goals for the group of children, and individual 
children's goals.  

 
Teaching Staff 
Having educated, well-trained Teachers is essential to quality care and education for young children so our Teachers 
are selected based on their education, work experience in the field, and personal qualities.  All Teachers have, or are 
working on, the Early Childhood Credentials I and II. Some teachers have an Associates Degree in Early Childhood 
and many have Bachelors or Masters degrees in Early Childhood Education or a related field. We also screen 
potential candidates for qualities such as empathy, warmth, and the ability to relate positively to others. Additionally, 
we conduct a through reference check consistent with State requirement, including fingerprinting and criminal 
record evaluation. 
 
Staffing 
In all classrooms, we limit the size of the class and maintain staff-child ratios, indoors and out, based on NAEYC or 
the State’s highest enhanced standards.  We do this because we want your child, and all others, to receive a level of 
care and attention that is difficult with larger groupings. Studies show that class size is a better indicator of a quality 
preschool experience than staff-child ratio, so we purposefully keep our class sizes small.  
	
Curriculum 
CHDCC uses The Creative Curriculum/Teaching Strategies Gold, which was selected because of its alignment with 
CHDCC philosophy and current practices.  The Creative Curriculum is a comprehensive, research-based curriculum 
that features exploration and discovery as a way of learning while enabling children to develop confidence, 
creativity, and life-long learning skills.  
 
Child Guidance 
At CHDCC we view behavior management as the process of teaching children how to get their needs met through 
socially acceptable means.  Acceptable behavior is safe and shows respect for the rights, feelings, and property of 
self and others.  We recognize that learning impulse control and self-management of words and actions is affected 
by many factors, such as the child’s age, temperament, communication skills, and past experiences.  We operate 
from the assumption that all behavior serves a purpose for the child and consider misbehavior a plea for assistance 
and guidance. When a child's behavior is not appropriate, our Teachers seek to understand what the child is trying to 
communicate. When children misbehave they are typically trying to get something (an adult’s attention, a favorite 
toy) or to get out of something (nap time, tooth brushing). We look for ways to help the child get their needs met in 
a more socially appropriate way and use gentle redirection to help the child be successful. Young children feel 
reassured and safe when the adults in their life consistently and kindly help them through the hurdles of learning 
appropriate behavior.  
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Enrichment Activities 
At CHDCC, the classroom curriculum is enhanced by the inclusion of enrichment activities both within the Center 
and through community resources.  Children get to explore hands-on activities and experience learning opportunities 
that enhance their social and emotional development, gross and fine motor skills, problem solving and logical 
thinking. Enrichment activities might include yoga sessions, music classes, gardening activities, presentations by 
community members, and field trips (for children 3 and up).  Your annual Activity Fee covers the cost of these 
enrichment activities.  
 
Meals and Nutrition Guidelines 
Chapel Hill Day Care Center is committed to supporting healthy eating through our food choices, mealtime 
protocols, and our classroom materials.  At CHDCC meals are recognized as an important time of learning and 
socialization for young children.  Children are allowed to be as independent as their age and stage allow; even young 
toddlers can wipe the table before eating and serve themselves.  Meals for children two and older are served family 
style and children are included in the daily setup and cleanup.  You are welcome to join your child occasionally for a 
meal or snack and are asked to eat the same food provided to the children. 

 
The children are offered a nutritionally balanced breakfast, lunch, and afternoon snack each day.  Our Center plans 
meals using a 4-week cycle menu that includes a combination of new foods and familiar foods and which limits 
sweet, salty, or high fat foods. The menus are posted in the classroom and on-line weekly.  
 
PLEASE NOTE: CHDCC is a peanut-free school.  
 
CHDCC participates in the US Department of Agriculture’s Child and Adult Care Food Program, which provides 
guidance and guidelines for our nutrition program and partial reimbursement for our meals.  As a participant, we 
adhere to the following nondiscrimination statement: 

 
In accordance with Federal civil rights law and U.S. Department of Agriculture (USDA) civil rights 
regulations and policies, the USDA, its Agencies, offices, and employees, and institutions 
participating in or administering USDA programs are prohibited from discriminating based on race, 
color, national origin, sex, disability, age, or reprisal or retaliation for prior civil rights activity in 
any program or activity conducted or funded by USDA. 
 
Persons with disabilities who require alternative means of communication for program information 
(e.g. Braille, large print, audiotape, American Sign Language, etc.), should contact the Agency 
(State or local) where they applied for benefits. Individuals who are deaf, hard of hearing or have 
speech disabilities may contact USDA through the Federal Relay Service at (800) 877-8339. 
Additionally, program information may be made available in languages other than English. 
 
To file a program complaint of discrimination, complete the USDA Program Discrimination 
Complaint Form, (AD-3027) found online at: 
http://www.ascr.usda.gov/complaint_filing_cust.html, and at any USDA office, or write a letter 
addressed to USDA and provide in the letter all of the information requested in the form. To request 
a copy of the complaint form, call (866) 632-9992. Submit your completed form or letter to USDA 
by: 
● Mail: 

U.S. Department of Agriculture  
Office of the Assistant Secretary for Civil Rights  
1400 Independence Avenue, SW 
Washington, D.C. 20250-9410 

● Fax: (202) 690-7442 
● Email: program.intake@usda.gov 

 
This institution is an equal opportunity provider. 
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HEALTH AND SAFETY  

 
Immunizations 
Upon admission, we are required by State regulations to have a physician’s statement documenting that your child 
has received recommended immunizations. Each year, we perform an audit of our immunizations records in 
cooperation with State and local health agencies. Because current immunization records are mandatory for us to 
maintain our license, we need you to notify the Center as your child receives additional immunizations so we can 
update our records. 
 
Illness 
At CHDCC we strive to maintain a healthy environment through vigilant hand washing procedures and keeping the 
classrooms and equipment clean and sanitized.  Most experts agree that the single most effective practice to prevent 
the spread of germs in group care is good hand washing.  As required by licensing regulation, your child’s hands 
must be washed when you arrive at the Center.  Many parents also take time to wash their child’s hands before they 
leave the Center to prevent the spread of germs to the home.  
 
When illness occurs, we work in partnership with parents to prevent its spread within our Center.  We ask you not to 
bring your child to the Center if he or she has any of the following conditions in the 24 hours preceding your 
expected drop-off:   
• A temperature of 100 degrees or higher under the arm (which means the child’s temperature is 101 degrees) 
• Two episodes of severe diarrhea or watery stools  
• Two vomiting episodes  
• Pink eye or discoloration or thick discharge from the eye  
• Scabies or lice  
• Cannot participate in classroom or outdoor activities as planned  
• Cannot maintain a normal temperature without medication  
• Uncontrollable severe coughing  
 
If any of these symptoms occur while your child is at the Center you will be contacted and we ask that you please 
make arrangements to  your child up within an hour.  During this time your child will be separated from other 
children either in the classroom or the office until you arrive. If you cannot be reached, other people you designated 
as emergency contacts will be called.  If your child has a contagious illness, please notify us so we can inform the 
other parents. You may be asked to provide a doctor’s note before your child may return to school. When your child 
has a contagious illness, please consult with an Administrator to find out how long your child should stay at home. 
 
Your child needs to be fever and symptom free for at least 24 hours, without medicine, before returning to the 
Center. If your child is not feeling well enough to participate in all daily activities (including outside play and 
meals), he/she should remain at home.   
 
Medication 
We are happy to partner with you to ensure that your child gets medication when needed, however, we request that 
you check with the physician to see if a dosing schedule can be arranged that does not involve the hours your child 
attends school.  We ask that to the extent possible, dosing be limited to one time per day. For medication to be 
administered at the Center, the State requires that the child’s parent must complete a Medication Authorization 
Form. 
 
Emergency medications, such as an EpiPen, are stored in the classroom and must be at least 5 feet above the floor 
out of the reach of children.  All other medication is stored under lock and key in the administrative office. 
 
Topical Ointments  
The Division of Child Development requires that each child have a completed Medication Authorization for Topical 
Ointments to give us permission to apply sunscreen and/or diaper cream.  Diaper cream and sunscreen must be 
labeled with your child’s name.  If you prefer, we can apply the classroom’s communal sunscreen. We ask that you 
apply the morning sunscreen and we will reapply before going outside in the afternoon.  
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Accidents  
Every precaution has been taken to make our building and grounds as safe as possible. However, should an accident 
occur involving your child we will contact you.  If you cannot be reached, we will call the emergency contact listed 
on the Emergency Information Form.  An Administrator or appointee will give simple first aid, if needed, and/or 
contact the Orange County Child Health Care Consultant for medical advice. In the unlikely event that a child needs 
to be taken to the emergency room, an Administrator or one of the child’s Teachers will accompany the child to 
UNC Hospital ER on Manning Drive.  We will call 911 if ambulance transportation is required.  
 
Emergency Preparedness 
To practice for emergency situations, we conduct fire drills once a month and a lock-down or shelter-in-place drill at 
least quarterly. We use evacuation cribs (cribs with wheels)  to transport non-ambulatory children during drills. The 
alarm can be unsettling to small children but, through practice, they realize they don’t need to be frightened and they 
learn how to respond when an alarm is sounded.  CHDCC’s Emergency Response Plan is posted on the bulletin 
board by the front entry. 
 
Physical Activity  
Our classroom schedules include both structured and unstructured time for physical activity, indoors and outdoors, 
and we reinforce the importance of fresh air and being physically active for children’s overall health. We schedule at 
least 120 minutes of active playtime each day.  We work to provide outdoor time twice a day even when the weather 
may not be optimal.  When the weather does not permit outdoor play, teachers will engage children in gross motor 
play indoors. Teachers model involvement in and enjoyment of being physically active.   
 
Supervision of Children 
One of the primary responsibilities of each CHDCC staff member is to keep your child safe through active and 
constant supervision.  Supervision requires Teachers to be vigilant as they scan the area, acknowledge children who 
are appropriately engaged, communicate with other Teachers, anticipate problems or unsafe situations, and move 
closer in case they need to intervene.   
 
Rest  
Group care is filled with active fun and rest time contributes to your child’s general health and the enjoyment of 
activities. Our infants sleep on their own schedules and a rest period is set aside each day for our older children.  
Each child is assigned a crib, cot, or mat for their individual use. Children are not required to go to sleep, but are 
expected to rest quietly to not disturb those who need to sleep. All children rest on their mats for the first hour and 
children who are awake may then have books or quiet toys.  
 
Child Abuse and Neglect 
All North Carolina citizens are mandated by law to report suspected child abuse and neglect. Our staff members are 
trained on their responsibilities to recognize and report suspected child abuse of any child in care at the Center and 
will fulfill their legal obligation to do so. If you suspect abuse or neglect, you can report it by calling the local 
Department of Social Services, Child Protective Services Division in the county in which you reside. If a staff 
member is accused of abuse or neglect of a child in the Center they will not have contact with any enrolled children 
until the allegations are investigated and results determined. 
 
Prohibited Items and Activities 
No firearms are allowed at CHDCC and smoking is not permitted in the building or on the grounds. 
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PARENTS AS PARTNERS 

 
Participation 
Parent participation in their children’s lives at the Center is the best way to build a bridge between home and school 
and we invite all families to participate in the Center community.  Besides building community, parent participation 
also helps to keep the cost of care as low as possible. One example is that classroom laundry (soft toys, dress-ups, 
cleaning cloths, etc) is sent home, on a rotational basis, with a family each week on Friday, to be returned on 
Monday. 
 
In addition to the task above each family agrees, upon enrollment to three hours of parent participation annually and 
there are many ways to be involved, such as:  
• Serve on the Board of Directors. 
• Serve on a committee of the Board. 
• Participate in parent workdays. 
• Participate in classroom enrichment: do something special for your child’s class, such as talking about your job, 

bringing in something special to share and talk about, etc. 
• Help with a fundraising event. 
• Accompany your child’s class on a field trip. 
• Build, paint, or repair classroom equipment. 
 
One of the easiest ways to meet this commitment is to participate in one of the four Saturday morning parent 
workdays that are scheduled each year. These workdays involve basic Center maintenance like painting, gardening, 
hanging shelves, or installing curtain rods. In addition to helping with Center maintenance these are fun community-
building events where you get to meet and work alongside other parents in your child’s class. These are adult-only 
events because power tools, paint or chemicals may be used. One unseen benefit of participating in workdays is that 
your child will literally feel your presence at school every time he/she looks at the latch you repaired or the shelf you 
painted.  It’s a heartfelt and comforting connection between your child and you while he/she is in the care of others.  
 
Another easy way to meet the participation agreement is to participate in a Center fundraiser.  A variety of activities 
may be planned each year, such as a yard sale, fun fair, or raffle.  If a particular event is not to your liking, please 
don’t feel pressured to help with that event, but keep your eyes open for the next one.  Often parents choose to make 
a donation rather than participate in an organized fundraiser. Our fundraising efforts typically support: 
• CHDCC scholarship fund,  
• CHDCC teacher bonus fund, or 
• Purchase of classroom/playground equipment that cannot be easily funded within the parameters of the annual 

budget 
 
We understand that sometimes life is too busy to volunteer, so CHDCC offers you the option of meeting your 
annual participation obligation by donating $50 so we can hire a painter/carpenter/etc to perform the work in your 
stead. 
 
Conferences 
Parent-Teacher conferences occur twice each year.  The first is scheduled in the late fall/early winter prior to 
winter break and the second occurs in the spring. Before each conference your child's Teacher will complete a 
developmental assessment using Teaching Strategies Gold and you will complete a pre-conference form to help 
guide the discussion. During the fall conference we will discuss your child’s recent transition, review the 
developmental assessment, and set goals for the remainder of the school year.  During the spring conference. your 
child’s teacher will review the developmental assessment with you and provide you with an individual portfolio to 
document your child’s achievements over the past months.  
 
There may be other times during the year that your child’s Teacher requests a conference.  These specific 
conferences help to create a plan for your child’s success.  As a parent you may also request a conference if you 
need a private or more extensive discussion than the Teacher can provide during the typical day. 
 
Communication 
We strive to keep families informed about what is happening at the Center through a variety of means. The 
administrative team sends weekly emails to families to provide news, reminders, and updates, as well as quarterly 
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newsletters. Teachers communicate with parents through classroom updates as well as individual emails and phone 
calls. The minutes for the monthly Board of Directors meetings are posted on the bulletin board by the front entry 
for your review.  
 
If you have questions or information for your child’s Teachers, please call the Center.  We will either get the 
teacher to the phone or take a message and she will call you back as soon as possible.  You can also email the 
Teacher but she may not see it in a timely fashion, as cell phone use isn’t allowed in the classroom.  
 
If you wish to talk to a Director and you want to be assured of an undisturbed conversation, please schedule a time 
to talk.  However, if you have a quick comment or question you are always welcome to stop by the Directors’ 
offices. 
 
Program Involvement 
Parents who would like to take an active role in the governance of the Center are welcome to join the CHDCC 
Board of Directors when an opening occurs.  Parents’ voices are important on the Board as we determine Center 
policies and set goals for the future. The Board meets monthly and the term for a Board member who fills a parent 
slot is two years.  Additionally, each Board member serves on 2-3 committees. Please contact 
chdccboard@gmail.com for more information.  Board meetings are open to all parents and there is an opportunity at 
each meeting for parents to speak.   
 
Even if you aren’t involved in the Center at the Board level, you will have the opportunity each year to be involved 
in program evaluation through surveys. 
 
Celebrations 
Many celebrations include foods traditional to the event.  At CHDCC we are committed to offering children healthy 
food choices and minimizing sugar, fats, and salt.  When parents want to contribute food to a celebration, we ask 
that they select healthier food options like veggies, fruit or muffins instead of cakes and other sweets. All foods 
brought into the Center must be prepared in a commercial kitchen so they will need to be purchased from a store and 
have a list of ingredients on the label so we can check for allergens. The Teacher can inform you of any food 
allergies of your child’s classmates.   
• Birthdays: Many families choose to acknowledge their child’s birthday at school. You are welcome to come 

for a visit, join your child for lunch, and/or provide a snack to be shared with classmates. Classroom birthday 
celebrations are held at 3:00. 

• Holidays: At CHDCC we strive to introduce our children to different cultures through our curriculum and 
activities, including celebrating different holidays.  The children learn about other cultures in developmentally 
appropriate ways through visitors, books, games, songs and foods. We investigate and celebrate the intersection 
of different cultures and beliefs but do not present anything that constitutes the teaching of a religious doctrine. 
We welcome your participation so please talk to your child’s Teacher if you have something you’d like to share 
pertaining to a holiday celebration or cultural event. 

 
Resources 
Books, informational pamphlets and leaflets are available to you in the reception area on a variety of early 
childhood topics such as illness, safety, first aid, behavior management, and language development.  Sections of 
bulletin boards in the classrooms are devoted to information for parents. If you have a particular interest or concern, 
don't hesitate to ask us about resources.  
 
Besides print resources we have relationships with agencies/consultants in the community who can be of assistance 
when a developmental or behavioral concern arises. We have worked with the Orange County Child Care Health 
Consultants, KidSCope Consultants, Speech Therapists, Behavior Specialists, and Occupational Therapists. Like 
you, we want to make sure your child gets all his/her needs met…and sometimes outside help is invaluable.  
 
Nursing Support 
We want our nursing mothers to feel supported at CHDCC and you are welcome to nurse in your baby’s classroom.  
However, if you prefer privacy, you may use the Executive Director’s office and our new multi-purpose room will 
have a designated, screened nursing area.  
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Concerns 
All CHDCC staff members have the goal of providing quality care for your child, but there may be a time when you 
have a concern.  Please don’t hesitate to talk about it because we can’t address concerns if we don’t know about 
them.  Your input is always valued.    
 
Following these steps will help us address your concern: 
1. Talk to the person involved as soon as possible. Most daily and classroom-related issues can be handled 

directly with your child’s Teachers in an upbeat and positive way. 
2. If your concern isn’t resolved at that level, you should speak to the Executive Director. 
3. If you have met with the Executive Director and are still not satisfied then you should contact the Board Chair 

at chdccboard@gmail.com . Please include the following information in the email: your name, details of your 
concern, steps that have been taken toward resolution, and any suggestions you might have for a resolution of 
your concern. 

4. The Board Chair will send your concern to the appropriate committee and you will receive a written and/or a 
verbal response from the Board Chair within 10 business days. 

5. The final recourse would be to address the full Board, either in writing and/or through a verbal presentation at a 
Board Meeting.  Once the full Board has reviewed and discussed your concern you will receive their response 
within 5 business days. 

 
Confidentiality 
CHDCC is very sensitive to the fact that information concerning you, your child, and your family is private and 
personal. Such information will be held in strict confidence and will not be discussed with anyone outside the 
Center staff without parental consent. If discussed within the Center, it will only be when it is of benefit to the child.  
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