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Welcome Note	


Dear Great Bay Kids’ Family,
We are excited to officially welcome you to the Great Bay Kids’ family. As a nonprofit organization dedicated to early childhood education, we understand the critical importance of the first five years in laying the foundation for all future learning. Thank you for choosing us to be part of your child’s educational journey.
At Great Bay Kids, you’ll find a team of knowledgeable, caring, and accessible educators—think of us as your partners in your child’s development and success. Our teaching staff hold a variety of degrees and credentials in early childhood education and are committed to fostering a nurturing environment that supports your child’s continued growth in all developmental areas. Our administrators bring diverse backgrounds in education and early childhood program management, contributing expertise that strengthens our work each day.
We are licensed by the New Hampshire Department of Health and Human Services Child Care Licensing Unit and proudly maintain a standing with Granite Steps for Quality. Above all, we are committed to providing your child with a safe, inclusive, and welcoming environment.
As a part of the Great Bay Kids’ community, you are always welcome at our centers. Research consistently shows that families play a vital role in a child’s educational success, and we encourage you to get involved—whether through visits, classroom volunteering, or other opportunities. We maintain an open-door policy for all parents and guardians.
This handbook outlines many of the systems and policies we’ve put in place to ensure a healthy, safe, and enriching experience for families, children, and staff alike. Please take time to review it thoroughly. After doing so, we ask that you sign the Signature Page located at the back of the handbook and return it—along with any remaining enrollment paperwork—to your Assistant Center Director at least one full week prior to your child’s start date.
On behalf of our staff, Board of Directors, and the entire Great Bay Kids’ community, we are grateful to have you with us and look forward to partnering with you and your family.

Anthony Panciocco
Executive Director

Administrative Offices
81 New Hampshire Avenue
Portsmouth, NH 03801
P: 603-772-9830
F: 603-772-4917
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About Great Bay Kids

AGENCY MISSION STATEMENT
Great Bay Kids (the “Agency” or “GBK”) is a nonprofit organization dedicated to providing quality early childhood education and school-age enrichment programs for children.
PROGRAM PHILOSOPHY
“The Child Comes First” is the basic philosophy of the Agency.  We believe that the program must attempt to adjust to the child’s needs, rather than the child to the program.  Planning and implementation revolve around the needs and cues from each child.  By respecting and encouraging individual abilities, we hope to develop a strong feeling of self-esteem in each child. 
Since children’s needs are diverse, we provide for all aspects of the child’s development: physical, intellectual, emotional and social.  Our programs are designed to integrate all aspects of the child’s development.  Our primary goal at GBK is to help each child to become a well-rounded individual.  Each program offers an environment filled with warmth and caring.  At the same time, we strive to provide a safe environment for each child to learn, grow and be happy.  You will be given an information sheet about your child’s specific program and daily schedule upon enrollment.
OUR HISTORY
The Newmarket Community Action Council for Day Care Centers, Inc. was incorporated in September of 1967 as a non-profit organization to administer quality childcare programs for children.  The Center’s funding came through local fundraising and a grant from the Spaulding-Potter Charitable Trust.  In 1973, the Agency applied for a 3 to 1 matching federal grant through the Division of Welfare.  In 1980 the name of the Agency changed to “The Newmarket/ Exeter Child Care Center Inc.” to reflect the additional programs provided.  We changed names again in 1997 to reflect who we are today, Great Bay Kids. 
The Newmarket Child Care Center was opened on October 2, 1967 for 40 children. In 1983 the building was expanded to serve 64 children.  Newmarket’s program has changed to meet the needs of the community, with their most recent addition including an infant program, starting in 2016. Unfortunately, due to lack of staffing and fiduciary reasons the Newmarket Center closed as of August 25, 2023.
Due to the growing need for childcare in the Exeter area, a center was opened in January of 1975 in that community to hold 50 children.  The Exeter location outgrew its original facility and moved to 13 School Street in Exeter in 1992.  This property also incorporated the SAU#16 Developmental Preschool operated by the school district.  In the fall of 2008, the program expanded to include a Toddler Program for children ages 2-3 years.  With an increasing demand for infant and one-year-old care, GBK built a new facility in Exeter in 2015 and opened the doors in September of that year to its current building at 64 Epping Road. 
We established before and after school programs in Exeter in 1990.  Our program at Main St. School offers after-school hours as well as during school vacations, some holidays and snow days.
Due to a need for more quality childcare in the Portsmouth area, we opened a center at the Pease Trade port in January of 2010.  This center is located at 81 New Hampshire Avenue and was our first center to provide care for infants.  This is also the location of our Agency’s business office. 
Fiscal support from the town, state, and county governments, the United Way of the Greater Seacoast, New Hampshire Division of Health and Human Services as well as fundraising and donations help the Agency provide programs to serve over 600 families, annually.   
BOARD OF DIRECTORS
GBK is governed by a volunteer Board of Directors who have the responsibility of hiring the Executive Director and guiding the administrative team with general agency policy.  Community members, faculty and parents are encouraged to attend the open sessions of the Board meetings and participate in committee meetings.  If you would like more information about our Board of Directors, please contact our Executive Director.
FUNDRAISING
To support the monetary needs of our not-for-profit agency, fundraising occurs throughout the year.  We work towards diversifying the income of our funds to keep the cost of tuition as reasonable as possible for our families.  The Agency will hold several events throughout the year with a variety of ways that families can participate to support Great Bay Kids.













ENROLLMENT
Children are eligible for enrollment on a first come/first served basis.  Priority is given to children at risk referred by the Division of Children, Youth and Families and to siblings of enrolled children to keep families together.  Part-time care is provided on a space-available basis.   
If we are unable to enroll your child immediately, we ask that you fill out a wait list form and submit it electronically.  The wait list form is time and date stamped to offer care on a first come/first served basis.  The wait list form can be held by our office for no more than 30 days, without a wait list deposit.  Upon enrollment, your wait list fee is applied to the registration fee. This fee is non-refundable if you do not enroll your child. 
During the enrollment process, all necessary forms will be completed, policies and procedures reviewed, and tuition agreements will be signed.  Enrollment will begin on Monday with payment prior to enrollment. The enrollment deposit consists of a registration fee (waived if you have paid the wait list fee, prior), activity fee, and one week’s tuition.  If you choose to start your child in the middle of the week, the full week’s tuition payment is still required. 
All children are required to have an up-to-date immunization record on file prior to entering childcare.  All significant medical facts (allergies etc.) must be made clear during the enrollment process.  In accordance with the New Hampshire Child Care Program Licensing Rules (the “NH Licensing Rules”), every child must have an up-to-date physical within 60 days of enrollment.  Thereafter, physical records must be updated annually for children 5 years of age and under and every other year for children 6 years of age and older.
A child enrolled part-time (2-3 days/week) but interested in changing to a different schedule will be put on a wait list if space is unavailable immediately.  Please see your child’s Assistant Center Director for more information. 
ATTENDANCE
Agency hours are Monday-Friday 7:30am-5:00pm.  Parents are responsible for payment of any days your child is registered, including days that the program may be closed and for days your child is absent.  Please notify the center when your child will be absent so we can plan accordingly.   
STATEMENT OF NON-DISCRIMINATION
Our programs do not discriminate against individuals based on race, color, age, gender, gender identity, gender expression, pregnancy, religion, national origin, alienage or citizenship status, creed, ancestry, mental or physical disability, sexual orientation, sex, marital status, veteran/military status, genetic information, predisposition or carrier status, medical condition, family care or medical leave status, or any other unlawful consideration.
SNOW DAYS & EMERGENCY CLOSINGS
In the unlikely event that our Agency is closed or has a delayed opening due to a bad storm, lack of electricity, etc., the Executive Director will notify WMUR (Channel 9) to announce closings. The closing will also be posted on the WMUR website at wmur.com. Additionally, we will send out an email and notification through the ProCare app. You will be responsible for payment on these days, unless we are closed for more than three consecutive days. 
PROGRAM CLOSINGS & HOLIDAYS NOT IN SESSION
As a quality early education program, we offer professional development days to our staff.  Three days per year (usually in May, August and November) are designated for GBK Staff to prepare, set up rooms, and receive Agency-wide training.  We will be closed for these three Program Development Days as well as the holidays listed below.  Every year the Agency also closes for our winter break, which is approximately one week between Christmas and New Year’s Day.  The dates of the shutdown will be at the discretion of the Board of Directors and will be voted on each year at the Agency meeting in June.  Families are billed their regular tuition for all weeks that include professional development days, holidays and winter break. 
HOLIDAYS NOT IN SESSION:	 
*New Year’s Day *Martin Luther King, Jr. Day *Memorial Day *Juneteenth *Independence Day *Labor Day *Veterans Day *Thanksgiving Day *Day after Thanksgiving *Christmas Eve *Christmas Day *Winter Break

















Billing & Tuition
FEES/PAYMENTS
Upon enrollment, you will be required to complete a Tuition Agreement for each child.  A non-refundable registration fee, activity fee and one week’s tuition are required at the time of enrollment.  The registration fee is waived if you have paid a wait list fee prior to enrollment.  Activity fees are charged each year in the week of January 1st and June 30th.  Registration fees are charged at enrollment, and the activity fee will be charged every September thereafter.  The activity fee assists in covering special activities for the programs as well as general expenses and seasonal related expenses.
PAYMENT POLICIES
· Tuition is to be paid by Friday for the following week. 
· The following forms of payment are accepted for tuition: Electronic Funds Transfer (preferred), Cash, Checks and Money Orders. Please see your Program Director to complete an agreement for Electronic Funds Transfer.  Credit cards are accepted with an additional processing fee.  
· Tuition balance must be current to move from one site to another within our Agency.  Your balance must be current to increase the number of days that your child attends. 
· Tuition is charged regardless of the child’s attendance.  This includes but is not limited to illness, snow days, holidays, winter break and professional development days.  
· Tuition Agreement revisions must be communicated to the Assistant Center Director in writing at least four weeks in advance. 
· The Agency participates in the New Hampshire Department of Health and Human Services Child Care Development Fund Scholarship Program which subsidizes tuition fees for eligible families.  Our Executive Assistant or Center/Assistant Center Director can give you more information. 
· A fee of $30.00 will be charged for a payment returned for any reason. 
· Tuition and fees are subject to change at the discretion of the Board of Directors with thirty (30) days written notice. 
For current tuition rates, please refer to our current tuition rate sheets.
OVERDUE PAYMENT PROCEDURE
If payment is not received by Monday of the following week, an overdue notice will be sent.  Payment for the current week and for the overdue payment is expected by Friday.  
If payments become overdue, payment arrangements must be made with the Financial Administrator.  A late charge of $30.00 per week may be assessed for overdue payments, unless payment arrangements have been approved by the Financial Administrator.  
If tuition falls behind more than 2 weeks without payment arrangements being made with the Financial Administrator, or if payment arrangements are not fulfilled, we reserve the right to  withdraw your family from the program.  
Unpaid client balances will be turned over to the New Hampshire Credit Bureau for collection.
WITHDRAWAL 
Parents/Guardians who intend to withdraw their child(ren) are required to give the Assistant Center Director four full weeks advance written notice (or four weeks tuition).  The last day of enrollment must end on a Friday; therefore, notice given in the middle of the week will be in addition to the required four-week notice. Though our policy permits four weeks of notice, please provide as much time as possible so that we may transition your child appropriately.
SCHEDULE CHANGES
Parents/Guardians who make changes to their child(ren) schedules are required to give the Assistant Center Director four full weeks advance written notice (or four weeks tuition).  The last day of the current schedule must end on a Friday; therefore, notice given in the middle of the week will be in addition to the required four-week notice. Though our policy permits four weeks of notice, please provide as much time as possible so that we may transition your child appropriately.  The only exception would be if days being added to a part-time schedule and the days are currently available within the Program.  
To make any schedule changes, the parents/guardians account will need to be brought to a zero balance.  
LATE PICK-UP FEE
As our programs end at 5:00 PM, all children must be picked up by then.  This rule is strictly enforced as we respect the time that our faculty spend at school.  If you are aware that you will be arriving late due to unavoidable circumstances, please call the center to inform them so they may plan accordingly.  
A fee of $1.00 for every minute you are late will be added to your bill for the week.  This late fee charge is assessed on a per-child and per day basis.  Late fees will be assessed by the time stamp of when you sign your child(ren) out on our app.
 






Our Staff
Our Agency is committed to providing a quality and enriching environment for our faculty as well as the children and families.  We do not discriminate on the basis of race, color, age, gender, gender identity, gender expression, pregnancy, religion, national origin, alienage or citizenship status, creed, ancestry, mental or physical disability, sexual orientation, sex, marital status, veteran/military status, genetic information, predisposition or carrier status, medical condition, family care or medical leave status, or any other unlawful consideration.  
For teacher qualification requirements, please see the following chart, which meets the standards required by the NH Licensing Rules:
	GBK Title:
	Qualifications:

	Center Director
	Minimum of an Associate’s Degree in Early Childhood Education (“ECE”) or Elementary Education PLUS, 2 or more years of experience as a supervisor and 3 credits in Early Childhood Program Administration, Management coursework preferred

	Assistant Center Director
	Minimum of an Associate’s Degree in Early Childhood Education (“ECE”) or Elementary Education PLUS, 2 or more years of experience as a supervisor and 3 credits in Early Childhood Program Administration, Management coursework preferred

	Educational Lead
(Not specified in NH Child Care Licensing Regulations) 
	Minimum of Associates Degree in ECE or other child-related field with 5 years teaching experience is a plus

	Lead Teacher
	Minimum 18 college credits in ECE

	Associate Teacher
	Minimum 9 college credits in ECE

	Child Care Assistant
	Must be at least 16 years of age and must be under direct supervision of an Associate Teacher, Lead Teacher, or Educational Lead 



WHO WE ARE & WHAT WE DO	
GBK is governed by a Board of Directors, to whom the Executive Director reports.  The Executive Director is responsible for Agency-wide fundraising, budgeting, administrative functions and duties, programs compliance with laws, upholding licensing rules and regulations and overseeing all the GBK programs.
Our Financial Administrator is charged with all billing and tuition, record keeping, data collection for our CACFP Food Program, as well as operating expense accounting. 
The Center Director is responsible for day to day management of their site, compliance with the NH Licensing Rules, and all aspects of policy and personnel. 
The Assistant Center Director is responsible for enrollments, child transitions, family relations and works alongside the Center Director to ensure compliance with NH Licensing Rules and policies.
We have full-time Cooks at each site to provide nutritionally sound meals daily that are in accordance with CACFP as well as our wellness policies. 
The Educational Lead Teachers support and strengthen the teacher’s instructional practices in curriculum planning, classroom management, and scheduling.  They are often in classrooms directly supervising children and mentoring teachers.
Our Teaching Staff are responsible for all classroom operations, planning curriculum that provides developmentally appropriate learning experiences, completing Ages & Stages screenings in collaboration with parents to ensure all developmental areas are being met and strengthened, conduct daily communications between teachers and parents and so much more.
ONGOING PROFESSIONAL DEVELOPMENT
Regardless of age, qualification and classroom assignment, all early childhood teachers are required to complete ongoing professional development in line with the NH Licensing Rules.  These include a specialized set of 10 training courses on topics such as emergency responses, specialized infant care, allergic reactions, etc.  The NH Licensing Rules also require the following:
· All full time teachers must complete no less than 18 hours of professional development per year, 
· Teachers who work 25 hours or less must complete no less than 12 hours of professional development per year, and 
· Teachers who are attending high school or college full time must complete no less than 3 hours of professional development per year.  
All faculty are required to maintain current First Aid and CPR certifications. GBK provides three Professional Development days as well as some evening opportunities for training to be completed.

CLASSROOM RATIOS & GROUP SIZES	
We regularly maintain teacher-child ratios in accordance with the NH Licensing Rules. Please take note that ages are listed as ranges rather than absolute ages because we are sensitive to the developmental needs of children as well as space available in all classrooms.

In the chart below you will find classroom age ranges and ratios as defined and set by State of NH Child Care Licensing.





	Ages Ranges
**All ages are approximate as development varies**
	Classroom Ratios
	Maximum Group Size

	Infant Classrooms (6 weeks – 15 months)
	1:4
	12

	Young Toddler Classrooms (12 – 28 months)
	1:5
	15

	Toddler Classrooms (24 – 38 months)
	1:6
	18

	Nursery Classrooms (36 – 48 months)
	1:8
	18

	Pre-Kindergarten (42 – 60 months)
	1:12
	24

	Kindergarten (60 months)
	1:15
	24



ARRIVALS AND DEPARTURES

When children are dropped off, they must be signed in and out by their parent or guardian on the ProCare app. 
Parents/Guardians must designate any individual authorized to pick up their child from GBK in writing on the authorized pick-up form.  People authorized to pick up any child must be at least 18 years of age and provide picture identification to GBK Staff upon request.  If a parent calls the center to make alternate arrangements, the parent will receive a return phone call from GBK Staff to verify the phone call and information.  If any person arrives to pick up a child that is not listed on appropriate Agency forms as an authorized pick up person, or we do not have written or verbal parental approval for the pickup, GBK Staff will immediately call the family for assistance.  Under no circumstances will a child be allowed to leave the premises with anyone that has not been given prior parental approval.  If the child’s family and/or an approved person are not reachable to pick up the child, GBK Staff will call police.  The child will be turned over to the police and/or DCYF for care. 
If a parent/guardian or designated pickup person is suspected of being under the influence of alcohol/drugs, the child’s teacher and/or Center/Assistant Center Director will call the individual aside to discuss the suspected condition and potential danger to the child.  GBK Staff will offer to call a spouse, friend or car service for the individual.  If this is ineffective, GBK Staff will notify the police to report their concerns about the welfare of the child and will assist the police as requested. 
WHAT TO BRING/ NOT TO BRING TO SCHOOL	
All items must be clearly labeled with the child’s first and last name.  GBK is not responsible for the damage or loss of any items, toys, or books brought to the center.
Infant:
· [bookmark: _Hlk503900957]2 pack n play fitted crib sheets
· Enough clean bottles for the day 
· [bookmark: _Hlk503901051]Pacifier, if needed, without strings, clips or attachments 
· Breast milk or formula, if not using center formula
· [bookmark: _Hlk503901062]Diapers
· [bookmark: _Hlk503901037]At least 3 sets of extra clothes/socks
All children:
· 2 crib sheets
· Blanket and/or Lovie/Stuffy  
· Pacifier, if needed, without strings, clips or attachments 
· Diapers/Pull ups if needed
· Water bottle or sippy cup 
· At least 3 sets of extra clothes/socks/ 1 pair of extra shoes (more if toilet training)
Please do NOT bring these items to school:
· Toys (unless your classroom is having a Share Day Activity; See Classroom Calendar)
· Outside food is NOT permissible without signing the appropriate paperwork due to our wellness policy and food program. NO gum, candy, or junk food is allowed at any time. If you have any questions about the CACFP Food Program or Wellness Policies, please see your Assistant Director. 
· Pacifier strings, clips or attachments are NOT allowed per the NH Licensing Rules. 
· Child necklaces for children under the age of 6 years old are ONLY allowed with written parental permission and must be removed at nap time per the NH Licensing Rules.











CLASSROOM PLANS AND SCHEDULES
Early childhood teachers prepare developmentally appropriate curriculum plans incorporating goals and objectives based on Early Learning Guidelines.  Classroom plans are intentionally planned with the specific children of each classroom in mind.  These plans are prepared at least one week in advance, reviewed by leadership staff and posted for parents.  If you would like more detailed information about your child’s classroom lesson plans, please feel free to speak to your child’s teacher(s). 
You will receive a program specific sheet for your child’s room containing a detailed schedule as well as any additional information pertaining to that program. 
CURRICULUM
The curriculum utilized by our programs is The Creative Curriculum.  We have found that The Creative Curriculum not only matches our Agency philosophy of “the child comes first,” but is based on the latest research in child development.  The Creative Curriculum is the country’s leading scientifically based, comprehensive curriculum for programs serving children from birth to age 5.  
If you were to go into any one of our childcare centers, you would find that each age group is working towards the same goals.  The activities may be different, but the objectives would be the same.  Planning revolves around the needs and interests of each child.  Instruction is based on observing and documenting what children do and speak.  
The Creative Curriculum is a model for all staff to help develop and implement a program that is rich in diversity of learning in core areas.  Teachers offer activities that meet objectives beyond each child’s present level of mastery.  Core knowledge areas of Math, Literacy, Science and Social Studies are integrated into each interest area in the classroom, including Art Area, Block Play, Cooking, Discovery Area, Dramatic Play, Library Area, Music and Movement, Outdoor Play, Sensory Table, Technology and Toys and Games. 
Preschool programs also utilize other supportive programs such as Zoo Phonics for letter introduction and Hegerty for phonemic awareness. Kindergarten programs create lesson plans integrating Common Core as well as Creative Curriculum to ease the children into public school teaching methods.  Classrooms may also incorporate elements of different teaching philosophies and theorists such as Reggio Emelia, Vygotski, Piaget, Gardner and others. 
All our early childhood teachers have received training on The Creative Curriculum and will continue to train through workshops and literature.  Please visit our website or your child’s classroom for more information about Creative Curriculum Goals and Objectives.  We welcome your questions and comments and are confident that our children are learning the best way possible.
At Great Bay Kids, the use of TV, videos, and other electronics is limited and intentional. We incorporate these tools only occasionally to enhance our curriculum and support learning experiences, never as a substitute for active, hands-on engagement or educator-led activities.
DEVELOPMENTAL SCREENINGS	
Upon enrollment, families will fill out a developmental information sheet that gives information about current developmental abilities, family dynamics, likes/dislikes, routine, sleep habits, etc.  This information helps teachers in planning and getting to know your child before they even begin in the classroom. 
We screen children’s development using the Ages & Stages Questionnaires.  This system screens infants and young children for developmental delays during the first 5 years in the areas of communication, gross motor, fine motor, problem solving, and personal-social; there is also a special social-emotional questionnaire.  Questionnaires are completed twice a year, by both the classroom teachers as well as the families.  By having both families and teachers complete these evaluations, the information gathered is a more accurate reflection of developmental growth and more effective in developing goals.  After we have received the parent’s questionnaire, scores for both screenings are calculated by the teachers in the classroom.  Parents are given the results with the option to attend a parent/teacher conference.  Conferences are beneficial to allow time to discuss any or all developmental areas and to formulate goals together as a team.  A full evaluation will be comprised from the ASQ findings and signed by parents, teachers, and the Center Director.
While we schedule semi-annual parent teacher conferences, families are also encouraged to request a conference at any time during the year to discuss questions or concerns.  If a question or concern arises about your child, their care, or the program, please make a point to speak to your child’s teacher.  If the teacher has not provided an adequate answer, please seek assistance of the Assistant Center Director.  If you still have not received what you feel to be the proper attention to your question or concern, contact the Center Director.  













TRANSITIONS	
As children develop and are ready for the next age group, we begin the planning process of a transition based on space available and developmental readiness.  We time transitions to allow for children’s positive development.  The following factors are considered when determining transitions for each child: 
1) The developmental level of the child (e.g., gross/fine motor skills, language, social development, independence, self- regulation). 
2) The composition and ages of the children in the new classroom. 
3) The number of peers who are ready to move at the same time; and 
4) Space availability. 
Before a child transitions to the next classroom, families are notified via letters stating the new classroom name and teachers, a transition schedule, and new tuition rate and all pertinent information surrounding the transition. 
Families may make requests or express an interest in a specific classroom, and we will try our best to make such accommodations whenever possible.  While we respect and value our families, these requests are not always possible given the factors listed above.  GBK will ultimately determine which classroom children transition into as other factors may affect the room, such as, but not limited to, age of peers and classroom makeup.  As often as possible, we prefer to move children with at least one or more classmates from the same room to assist with the adjustment to the new classroom and to support existing social bonds. 
Any parent interested in discussing transitions is welcome to do so with the Assistant Center Director in charge of transitions at your center. 












OUTDOOR GROSS MOTOR PLAY	
At GBK, we value the outdoors and encourage children’s sense of wonderment and exploration. There is much to be learned in the natural world during all seasons throughout the year.  We ask that you please dress children appropriately as we will more than likely get messy and even possibly muddy during play.  Please send children with numerous changes of clothing and provide weather appropriate footwear such as winter or rain boots, sneakers, and summer shoes.  Please note that summer shoes must have toes covered and a back strap so feet cannot slip out easily while running. 
Infants will go outside whenever possible; our goal is at least once per day, weather permitting.  Our young toddler classrooms have two or more opportunities to use our playground outdoors at scheduled times during the day.  Our toddler, nursery, pre-k, and kindergarten programs each have three scheduled playground times mid-morning, early afternoon and after 3 pm daily. 
In the event we are unable to go outside (i.e. extreme weather conditions), we offer play spaces indoors so that children are still able to participate in gross motor play.  These spaces may also be used when teachers deem it necessary for big-body play.  Your child must be well enough to participate in all indoor and outdoor activities to attend school.  For children with ongoing medical concerns that are affected by outside play, teachers and families will work together to create a plan for care in these circumstances. 
REST TIME
Our Agency follows the NH Licensing Rules concerning nap and rest requirements.  Our Agency provides an opportunity for at least 1 hour of rest, relaxation or sleep depending on the child’s needs.  Children who do not fall asleep after 30 minutes of quiet rest will be given a quiet activity to work on in their rest space.  After one hour of quiet rest, children who are still awake will be given the opportunity to participate in quiet activities around the classroom.  Children who can adjust to a scheduled nap or rest time shall have the flexibility to fall asleep and awaken at their own pace within a block of time set aside as nap/rest time.  We provide individual mats and maintain constant supervision of sleeping areas. 
For children age 24 months through 5 years, during nap time, we may staff one less person in a classroom than required to meet regular ratios for our staff to take a break.  Per the NH Licensing Rules, our classrooms are equipped with phones for immediate contact and there are childcare personnel on the premises of the program.  We maintain a safety plan for these times, and when half the ratio of children is awake, the teacher will call staff from the office to be in the classroom until the teacher on break returns.     





SOCIAL MEDIA	
Upon enrollment you will be asked to fill out a Media Form.  This form states that “by enrolling my child, I understand that my child’s name, birthday, and picture will be used for purposes needed in the classroom and program.  This includes but is not limited to birthday boards, hooks, extra clothes bins, diaper bins, artwork etc.  I understand that my child’s photograph and/or name could be used in classroom communication materials (which include the secure Procare app), newsletters, agency brochures and agency newsletters. 
Pictures will not be shared with other families on our agency website, local newspapers, our agency Facebook page or any social media by teachers or administrators without prior parental approval and we ask the same respect from parents.  Please do not take pictures of other children that are not your own and share them on social media sources.  We want to uphold our confidentiality practices. Thank you for your cooperation in the area.  Also, approach your Center Director if you see something inappropriate related to social media so that the matter may be dealt with hastily and appropriately. 



















INCLUSION	
GBK complies with the Americans with Disabilities Act and Section 504 of the Rehabilitation Act of 1973.  GBK will not discriminate against any child or deny any child access to the center’s programs or services based on disability. 
If a child is identified as having a disability, either before, during or after enrollment, GBK early childhood teachers will work with the parents to seek appropriate referrals and will make appropriate modifications in the environment whenever and wherever possible.  GBK will work with families and children requiring special services or medical needs, including providing training for staff when necessary and facilitating help from outside service providers such as physical or occupational therapists.  Suggestions made by therapists or physicians will be integrated into the classroom whenever possible.
GBK will also provide accommodation, when possible, for food allergies.  Please see your Center Director for a Special Meals Prescription that will need to be completed and signed by your child’s physician.


















CUSTODY POLICY
GBK recognizes that the parents or legal guardians of enrolled children may be subject to court orders, stipulations or other agreements which govern custody, visitation, support, care and related issues.  GBK always desires to promote parent-child relationships, to nurture child development, to minimize potential conflicts and problems, and to promote an environment best suited for the provision of high-quality childcare, enrichment and education.  To promote these interests, the Board of Directors for GBK has adopted the following policies. 
· Unless GBK is provided with a certified copy of an order from a court of competent jurisdiction which expressly states otherwise, either natural or adoptive parent or legal guardian may visit the enrolled child or children on an unrestricted basis during the normal hours of operation during the day.  It shall be the parent or legal guardian’s responsibility to provide GBK with a certified copy of any court order.  If the certified copy of an order expressly states that either a natural or adoptive parent or legal guardian shall not have any contact with the child or children, and if such person attempts to have contact with the child or children, GBK shall first notify the local police department, and only then attempt to notify the custodial parent or legal guardian.
· Unless otherwise notified, GBK shall assume that all natural or adoptive parents or legal guardians of the enrolled child or children shall have equal access to the records kept by GBK regarding the enrolled child or children, subject to state law governing disclosure of such records. 
· In the event a parent seeks to have an administrator or staff member of GBK testify at a deposition or in court, during normal business hours, a subpoena shall be required in accordance with New Hampshire law.  Neither administrators nor staff of GBK shall be permitted during working hours, to take time from their regular duties to provide testimony, affidavits or otherwise act as witnesses on behalf of natural or adoptive parents or legal guardian involving matters such as the custody, care, support, visitation or control of the enrolled child or children without service of a subpoena. 
REPORTING SUSPECTED ABUSE OR NEGLECT
New Hampshire State Law, RSA 169-C, the Child Protection Act, states that any person who has reason to suspect that a child under the age of eighteen (18) has been abused and/or neglected must make a report to the Division of Children, Youth and Families.






DISCIPLINE PHILOSOPHY
We believe that discipline is not punishment but rather teaching, guiding and redirecting. We help children learn to get along with adults and other children, teach them to behave in an acceptable way and help children learn self-control.  The purpose of disciplining children is to raise responsible, confident children who grow up to care about others and themselves.  
We feel that an open line of communication between families and early childhood teachers regarding their child’s experiences within the program is very important.  If a behavior issue is interfering negatively with the functioning of the program or the safety of the staff or any of the children, we will notify the parent or guardian.  Our Challenging Behavior policy below outlines this procedure. 
CHALLENGING BEHAVIOR
GBK has plans in place to assist in persistent behavior that is negatively interfering with the functioning of the program or the safety of the early childhood teachers or children.  As we believe that discipline is not punishment but rather teaching, we strive to help children learn to behave in an acceptable way and learn self-regulation.  We will work cooperatively with the family to develop and implement strategies to assist with the child’s challenging behaviors.  Teachers will look for identifying triggers and support the child with corrective action that allows them to begin to recognize what the appropriate steps are when the child is getting to an elevated state.
Should a child act aggressively towards their peers or teachers the following steps shall be taken:
Step 1- Early childhood teachers will remove the child from the area into a calmer area or remove the group from the area, when necessary, to allow for self-regulation.  Faculty will attend to the child who was hurt. 
Step 2- Teacher will direct their attention to the child to assist in behavior regulation, and review with the child what happened.  An Incident Report Form will be completed by the teacher and shared with the family at pick up. 
Step 3- Should the child repeat an aggressive act upon a peer or teachers, administration should be notified immediately to assist in a “reset” for the child.  At this time an administrator will notify the parent by phone of the child’s day. 
Step 4- Administration will call the parent if a third aggressive act happens.  At this time the parents may be asked to pick up their child for the day.  When the parent arrives on location, they may have a meeting with administration regarding the day and develop new strategies to assist the child.
The above protocol must be followed to ensure we have met the needs of the child to the best of our ability.  If a child needs to be sent home due to extremely challenging behavior, an administrator will notify you. 
It is important to note that while we do our best to change our program to fit each child, and guide a child’s behavior, our program is not designed for all behaviors.  As each child requires different techniques and strategies to be successful, we will work with outside services to create an effective Behavior Plan. If all suggested strategies have been unsuccessful, the parent/guardian may be asked to withdraw the child from the program to preserve a safe environment for all children enrolled.  Should you have any questions regarding the policy on Challenging Behavior, please see your Assistant Center or Center Director.  
BITING	
Although biting is something we strive to prevent, as it can be harmful and upsetting, it is important to understand that it is a completely normal and age appropriate behavior between infancy and toddlerhood. 
At GBK we are up to date on the latest research methods to help prevent and respond to biting behavior.  It is typical at this stage of development for children to bite while they are developing problem-solving skills and learning to gain self-control. 
A reason a child might bite is because: 
· They are teething
· Exploring cause and effect (“What happens when I bite?”)
· Oral-motor stimulation
· Imitating other children
· Seeking attention
· Self defense 
· Communicating needs before they have developed the language
· Communicating to express feelings of anger, frustration, etc.
We observe the environment to determine the cause so that we can respond in the appropriate way for the situation.  We never yell or punish but instead look for understanding and growth from each event.









FIELD TRIPS
All field trips will be announced in advance either by memo or a notice from your child’s teacher. Children under four years of age must be in an approved child passenger safety seat or booster seat while being transported during field trips.  If your schedule allows, we welcome your participation on such trips.  During all trips, staff maintain required ratios and ensure safety protocols are followed, including close supervision near any water sources and adherence to all licensing and safety guidelines. Occasionally an extra fee may be charged for these trips.  Field trip forms must be signed prior to the field trip for your child to attend. 
If we have planned a field trip that you do not want your child to attend, please talk with your Center Director immediately.  Your Center Director will make every effort to plan for your child to participate in another group within the center during the scheduled field trip time
Parent Conduct and Communication Expectations
At Great Bay Kids, we are committed to fostering a respectful and collaborative environment between families and staff. Parents and guardians are expected to address any concerns or issues directly with staff in a calm and appropriate manner. If a resolution cannot be reached, concerns should be elevated to the site’s Center Director or the Executive Director for further support. Disrespectful, aggressive, or inappropriate behavior toward staff will not be tolerated. Repeated violations of this policy may result in consequences, up to and including suspension or termination of care.















Health, Safety, Nutrition & Wellness 
CHILD IMMUNIZATIONS & PHYSICALS
To adhere to state health regulations, we are required to have a current physical on file at the time of enrollment, and for children eight weeks to five years, this must be updated annually.  For children ages 6 and older, an updated physical is required every two years.  We cannot provide care without a current physical that is updated annually.  We are committed to providing as healthy and germ free an environment as possible for children and adults.  All faculty practice communicable disease control procedures.  This includes using rubber gloves and a solution for disinfecting when necessary.  Our teachers are First Aid and CPR certified. 
ILLNESS
As State regulations require that children be excluded from the center when they are ill and our Agency is not set up for the care of sick children, we are unable to care for ill children.  If your child is ill, please keep him/her home until (s)he is well enough to attend.  Your child may return when (s)he is well enough to participate in the day’s events, including outside play.  In the case of a contagious condition for which antibiotics have been prescribed, the child may not return to the center until after the required treatment has been administered in accordance with the NH Licensing Rules.  
Please see our Illness Policy for more detail.  By signing the Handbook acknowledgement form, you are also agreeing to comply with our Illness Policy. 
If your child becomes ill while at the center, you will be contacted and asked to pick up your child immediately.  For this reason, we ask that you keep your emergency information updated. In the best interest of your child, please make every effort to pick your child up within the hour that you have been contacted. 
MEDICATION POLICY
According to the NH Licensing Rules, we are not obligated to administer medication at any time.  We request that medication be given to your child at the centers only when necessary.
Absolutely no medication will be administered without a written authorization from the parent or guardian and the order of a licensed practitioner.  (A pharmaceutical label is acceptable).  Medication forms are available in each classroom, and all medication must be in its original container and labeled with the child’s name, medication name, dosage and the physician prescribing.  There will be no medication administered past the expiration date.
Medications: 
The following are regulations from the “New Hampshire Child Care Program Licensing Guidelines” regarding dispensing medication to children in care, which applies to all programs and all age groups.  In addition to these guidelines, please note Agency policy regarding non-prescription medications in Paragraph (2). 
Medication shall be stored and administered in accordance with the following: 
1. Child day care agencies shall not administer prescription medication to a child unless the medication is accompanied by written authorization from the parent or guardian and written order of a licensed health practitioner.  Authorization that is NOT a prescription label must include: Child’s name, medication name, strength, dose, frequency and method of administration.  The authorization should include dates and signature of licensed physician.
2. Child day care agencies may administer non-prescription medication to a child only when the medication is accompanied by written authorization from parents or guardians.  (NOTE: GBK ALSO REQUIRES WRITTEN ORDERS FROM A LICENSED HEALTH PRACTITIONER FOR ALL NON-PRESCRIPTION MEDICATION. NO EXCEPTIONS.) 
3. Non-prescription medication shall be administered in accordance with the instructions printed by the manufacturer and in accordance with the written order of a licensed practitioner. 
4. Medication shall not be administered unless it is in the original container and labeled with the name of the medication, dosage, name of the child and if prescription, the name of the physician. 
5. Medication shall not be administered beyond the expiration date. 
6. The Assistant Center Director or designee shall supervise the administration, records and control of all medications. 
7. Medication shall be stored in accordance with instructions for storage and in a location not accessible to children. 
8. Prior to administering any medication to any child, child care staff shall complete and document training on medication administration, as required by He-C 4002.32(b)(4), delivered by the department, a physician, RN or LPN practicing under the direction of an APRN, RN or physician, or online training approved by the department.  This training will be completed every year. 
9. Each dose of medication administered shall be recorded by the staff person responsible for administering the medication.  It will be completed immediately after the medication is administered and will include: the name of the child, the date and time medication was administered, a notation of any medication error or the reason why any medication was not taken as ordered. 
10. Medication shall be administered from an infant feeding bottle only when instructed to do so by a licensed health care provider. 
11. Proper dosing tools must be provided with medication.
These medication policies are intended to be applied for a maximum of 1 to 2 doses each day.  When possible, GBK encourages parents to give all medications at home before or after childcare.  Parents are welcome to come at midday to administer a needed dose. 

INJURED CHILD & FIRST AID
At GBK, we understand how concerning any injury can be when it comes to the health and safety of your child.  We provide numerous CPR/First Aid training courses throughout the year to ensure all our staff are certified to provide your child/children with the safest quality care possible.  Minor injuries such as scrapes, or small cuts are treated by First Aid certified early childhood teachers.  All injuries are then entered on an accident report form, with the child’s name, time, location, type of injury, treatment given, etc.  It is the responsibility of the classroom teacher to have the parent or pick up person review, sign and date each accident report.  Parents receive a copy of the report.  The master copy will be reviewed by the Center Director and then placed in the child’s health folder.
If a child receives a head injury of any type, the parents or emergency contact person are notified by phone immediately.  If a situation arises where immediate outside emergency care is needed, an ambulance will be called.  We will then attempt to contact the parent or emergency contact concerning the injury and give information as to where you can meet your child.
If one child is injured by another child, no names will be used when describing the injury and the incident.  This is a requirement of privacy laws, as well as Agency policies of confidentiality.
EMERGENCY TRANSPORTATION	
When injuries require medical treatment beyond basic first aid, families are notified immediately, and an appropriate course of action is decided upon.  When families cannot be reached, the Center Director will notify the emergency contact person(s) listed in the child’s file.
In the unlikely event that, immediate medical attention is required, the child will be taken to the closest regional hospital by ambulance and will be accompanied by an adult.  The child’s parents and guardians and pediatrician will be contacted immediately.  Parents and guardians should meet the ambulance at the hospital.
GBK is not responsible for any medical charges incurred because of any medical attention. 
EMERGENCIES & DRILLS	
We take emergencies very seriously at GBK which is why we routinely practice fire drills as well as other drills including drop and cover, shelter in place, lock down, evacuation drills, reverse evacuation, and secure campus drills. 
If we need to close early due to inclement weather, no heat or hot water, no electricity, or other emergencies, we will contact each parent or guardian via ProCare and email (if we have power), informing parents or guardians to come and pick up their children within the hour.  If we do not have power, the Center Director and other designees will begin calling parents or guardians on their emergency phone numbers and will speak directly with the parent(s) and/or emergency contact(s) (or will leave a message).  An email blast may also be sent out if we have the power to do so. 

EMERGENCY OPERATIONS PLAN
Each location practices regular Emergency Preparedness training to maintain the safety of staff and children in accordance with the NH Licensing Rules.  Upon enrollment, each family will receive information regarding our safe-keeping practices, drills and procedures for the required responses for possible incidents.  Information will include procedures for families in the event of an evacuation, on-site or off-site reunification of families and children, and plans for the Seabrook Power Plant Reactor, if applicable.  Please see your Center Director for more information.
WELLNESS POLICY AND SPECIAL EVENTS
We feel strongly that children should be exposed to healthy eating habits from a young age.  As part of our Agency Wellness Policy and in consideration of those children with food allergies, we ask that you refrain from bringing in food items for your child’s birthday.  Your child’s birthday celebration will be incorporated into the curriculum for that week.  With input from your child, your child’s classroom teachers will plan a special classroom project in celebration of your child’s birthday.  Examples may include decorating birthday hats, baking a healthy treat, painting paper balloons at the easel or scarf dancing to your child’s favorite music.
This policy includes other special days or celebrations being held as part of the classroom curriculum.  Although we appreciate the fact that you all want to help by bringing in a special treat or other goodies, we ask that you refrain from doing so.  The activity fee that you pay to GBK helps to supply materials needed for all activities, including parties and celebrations.  As always, we welcome you to come into the classroom and help with an activity, celebration or just to visit for a while.  
Part of the reason for this policy is to teach children that parties and celebrations do not have to revolve around food and especially not around high sugar snacks.  By giving children healthy food options and non-food options for celebrating birthdays and other special events, we hope to send a good message to children that we can have fun without high calorie foods involved. 










MEALS AND NUTRITION
As part of the U.S. Department of Agriculture (“USDA”) Food Program, GBK provides nutritious meals daily.  Breakfast, lunch and afternoon snacks are served in all of our early childhood education programs.  All these meals meet USDA requirements and guidelines.  The meals are served in the classrooms, where the teacher sits with the children to encourage appropriate manners and conversation.
If your child has a food allergy or has special dietary needs, we must have a “Special Meals Prescription Form” on file in our office that has been signed by your child’s physician.  If your child has special dietary requirements due to religious or other philosophical beliefs, we will need a “Meal Substitution Form” signed by the parent/guardian stating your requirements. The Center Director and Cook will meet with the parent/guardian of a child with special dietary needs as requested in order to work out a plan concerning food substitution and who will be responsible for providing food items.  Please do not bring in any food for any reason unless prior arrangements have been made with your center’s Center Director.
USDA NON-DISCRIMINATION POLICY
In accordance with federal civil rights law and U.S. Department of Agriculture (USDA) civil rights regulations and policies, this institution is prohibited from discriminating on the basis of race, color, national origin, sex (including gender identity and sexual orientation), disability, age, or reprisal or retaliation for prior civil rights activity.
Program information may be made available in languages other than English. Persons with disabilities who require alternative means of communication to obtain program information (e.g., Braille, large print, audiotape, American Sign Language), should contact the responsible state or local agency that administers the program or USDA’s TARGET Center at (202) 720-2600 (voice and TTY) or contact USDA through the Federal Relay Service at (800) 877-8339.
To file a program discrimination complaint, a Complainant should complete a Form AD-3027, USDA Program Discrimination Complaint Form which can be obtained online at: https://www.usda.gov/sites/default/files/documents/USDA-OASCR%20P-Complaint-Form-0508-0002-508-11-28-17Fax2Mail.pdf, from any USDA office, by calling (866) 632-9992, or by writing a letter addressed to USDA. The letter must contain the complainant’s name, address, telephone number, and a written description of the alleged discriminatory action in sufficient detail to inform the Assistant Secretary for Civil Rights (ASCR) about the nature and date of an alleged civil rights violation. The completed AD-3027 form or letter must be submitted to USDA by:
1. mail:
U.S. Department of Agriculture
Office of the Assistant Secretary for Civil Rights
1400 Independence Avenue, SW
Washington, D.C. 20250-9410; or
1. fax:
(833) 256-1665 or (202) 690-7442; or
1. email:
program.intake@usda.gov
This institution is an equal opportunity provider
Parent Partnerships
COMMUNICATION
To better facilitate communication between faculty and parents, we provide a variety of ways in which to transfer information to one another, including mail pouches, the ProCare app, newsletters, phone calls, and suggestion boxes.  Please be sure to utilize these communication methods daily so that you are informed and up to date.  
You will also find that Agency updates will be emailed to you via constant contact.  Please be sure that you have a working email on file to receive information from your child’s location and the Agency.  Good communication facilitates the team effort between faculty and families that is necessary for the care of your child(ren). 
We also offer semi-annual parent teacher conferences.  Teachers prepare evaluations twice a year using the Ages & Stages Questionnaire.  Parents or guardians are also encouraged to request a conference at any time during the year to discuss questions or concerns.  If a question or concern arises about your child, their care, or the program, please make a point to speak to your child’s teacher.  If the teacher has not provided an adequate answer, please seek the assistance of the Assistant Center Director.  If you still have not received what you feel to be the proper attention to your question or concern, contact the Center Director. 
The early childhood teaching staff, administration and families feel very strongly about the community that GBK has created over the years and the communication that is utilized.  If you have a grievance to air, we encourage you to contact the Center Director or the Executive Director to have a conversation.  The administration is happy to hear any comment, discuss any concern and listen to what you have to say. 
PARENT INVOLVEMENT
We encourage family involvement within the classroom setting.  To that end, we offer an open-door policy to families and would love for you to join your child and early childhood teachers by visiting or volunteering in the classroom.  There are a variety of ways you can support your classroom including facilitating a group activity for the children in the class, volunteering to read a book or two at circle time, attending a class trip as a chaperone, or offering to assist teachers in gearing up for the week’s activities by cutting, copying, or organizing. 
We also encourage family input for ideas on center-specific or Agency-wide family days, fundraising ideas for our non-profit Agency, or suggestions on how to better our center.  Families and early childhood teachers are a team in creating a great space for learning.






Great Bay Kids

Family Handbook Acknowledgment Form


These policies have been explained to me, and I have retained a copy for my records.  I have read, or have read to me, the attached handbook and I understand that I am held accountable for these policies until my child is no longer enrolled or I am otherwise notified.  I understand that the Agency reserves the right to change these policies in its sole discretion and will notify me by sending out an updated handbook or written notice as soon as possible after any changes have been made via email and posted on the website.


____________________________________	______________
Parent/Guardian Signature						Date		


____________________________________ ______________
Parent/Guardian Signature		   				 Date


____________________________________	______________
Program Director’s Signature						Date		


Child’s Name (please print) ___________________________________



My child is currently enrolled in the		Exeter Center                    Pease  Center.
							                   (please circle one)







Please return this completed page to your Assistant Center Director 
and keep the Family Handbook for future reference.

Providing Quality Early Childhood Education and School Age Enrichment since 1967 ~ www.GreatBayKids.org
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