Mom’s Day Out Handbook

Westwood Church

Welcome to Mom’s Day Out (MDO).  We are very excited to have your family participate in our program!  To ensure a successful experience at MDO we ask that you carefully read this handbook in its entirety.  If you have any questions or concerns, please contact the MDO supervisor or program coordinator.

Philosophy:  At Westwood Church we believe that children are a precious gift from God.  It is our desire to have this program be a place where children can learn, explore and discover their world in a safe and loving atmosphere where the love of Jesus is shown consistently.  Our hope is that during the time children are entrusted to us, parents will be able to accomplish necessary tasks, fellowship with others and/or spend time growing spiritually.

Ages Served: MDO is available for children ages six weeks to five years.

Hours:  MDO is open from 9am to 3pm Monday through Friday.  Children can be registered as little as one half-day per week or as much as every session available.  Doors open 5 minutes before the session begins.  Morning sessions are 9-11:45am and afternoon sessions are 12:15-3pm.  Please be prompt in picking up your children!  A late pick-up fee will be charged if you are more than 5 minutes late.

Make-up/Missed Days:  Parents must pay the full fee on the monthly statement regardless if the child attends.  In order to be considered for a make-up day, you must contact the coordinator by 8:30am the morning that your child will be absent.  We will make every effort to accommodate missed days...please call 333-6120 (ext 28) if your child will be absent.

Calendar:  MDO runs according to the Millard School beginning the Tuesday after Labor Day.  No make-ups are available for “snow days”.

Registration:  New registration forms must be filled-out each session (fall &/or summer). There is a $20 one-time registration fee per family, which is nonrefundable.  As long as a member of your family is enrolled in MDO (excluding summer) a new fee will not be required.

Healthy Bodies:  We realize we cannot entirely prevent exposure to childhood illnesses.  If we all work together by adhering to the guidelines below, we will be able to keep all children healthier.  Please keep your child home if he/she has one or more of these symptoms:

· A fever of 100 degrees or more (in the last 24 hours)

· Vomiting or diarrhea within the last 24 hours

· A continuous or severe cough

· Red or mattering eyes indicating possible infection

· Drainage from a sore

· On an antibiotic medication for less than 24 hours for an infection

· A fresh cold with sneezing, a nose that requires frequent wiping, a thick cloudy type of drainage

The only exceptions to the above will be a written doctor’s note stating the child is not communicable.  We will notify you and expect you to pick up your child if he/she exhibits any of the above symptoms.  If your child needs to take any medication during MDO hours, the parent must complete a medicine permission slip.  Please provide medicine to MDO staff in the original bottle clearly labeled with the medicine name, dosage and time to be given.  If your child receives a serious injury during MDO, we will call you immediately.  You will be given an accident report to sign.  It will describe in detail how the accident occurred and what steps were taken afterwards.  We have CPR/1st Aid certified employees on staff.

Child/Parent Separation Anxiety:  We realize separating from Mom/Dad can be difficult.  Please bring your child to the door, reassure them you will return later, hug/kiss them, and then leave.  The longer you prolong your good-byes, the more upset children will become.  The teacher will guide your child into an activity or hold them until they quiet down.

Health Records:  Please make sure we have current immunization records on file (including updates).  The health department checks these records very closely.

Signing-In:  Upon arrival please fill out the sign-in sheet and leave a phone number where you can be reached with any special instructions.  This will ensure we have accurate attendance records as a requirement for licensing of our program.  Please let us know if someone other than a parent will be picking up your child.

Tuition:  Tuition statements will be available the first of the month.  Tuition is due by the 10th of each month. A late fee of $5/week will be charged for late payments.  Payment is required regardless if the child attends.  If you have any questions regarding your statement, please see the coordinator.  This statement is your tax record and contains our Federal Tax ID Number.

Safety:  Safety is a major priority at MDO.  Due to the variety of ages in the program please take note of the following items and DO NOT send them with your child:  money (especially coins), gum, balloons, candy and small toys (even in pockets).  Please try to discourage your child from bringing toys from home.  If they do bring something to class, please inform them it may be put in your child’s cubby for “safe keeping”.  A security item such as a blanket or stuffed animal that is needed for nap/quiet time is welcome.  We want your child to feel comfortable and safe.

Snow Day/Bad Weather Closings:  If the Millard schools are closed because of inclement weather, MDO will also be closed.  We cannot offer make-up days for these days.  If weather conditions develop during the day and we deem it necessary to close, we will notify the parents.  In the event of a tornado warning we will go to a safe area of the building as instructed by the Fire Marshall.  DO NOT attempt to phone us during a tornado warning, as we will not be in our areas.  All staff has been trained on tornado and fire procedures and we will do our best to keep your child safe.

Potty Training:  Let us know when you start working with your child to potty train.  Please send extra clothes in case of accidents.  Talk with your child’s teacher to establish a plan for your child’s training.  We will do our best to remain consistent with what you are doing at home.  We ask that your child not wear pull-ups to MDO until they are somewhat successful, as pull-ups tend to leak with all the varied activities we do.

Snacks/Lunch:  MDO provides a healthy snack during both the morning and afternoon session.  Please inform us if your child has any dietary restrictions.  Chocolate or candy items will be served rarely on special occasions.  If your child will be attending MDO the entire day, or will be attending preschool after or before MDO, you will need to provide a lunch for them (we will provide milk to drink).  A refrigerator is available for lunches.  Because we are a licensed facility, the Department of Social Services has advised us that all children should have a balanced lunch, which would include foods from all four food groups.  However, we respect your judgment as to what foods you know your child will eat.  We do encourage the children to save dessert for last.

Birthdays:  We love to celebrate birthdays and will strive to make this day special in your child’s life.  You may furnish treats if you desire.  We suggest cookies or fruit snacks (nothing with peanuts or peanut oil, please).  The coordinator can give you the enrollment number for the day your child attends.

Staff Qualifications:  All MDO staff is screened in several ways.  Two personal references are checked.  Each staff member’s name is submitted to the Douglas County Sheriff and the Central Child Abuse Registry for a record check.  All staff members take required hours of in-service training each year.  The program staffs above the required Nebraska adult/child ratio and staff are CPR and First Aid certified.

Communication:  At MDO we know the best program will only get better if there is open communication between the staff and parents.  We encourage you to ask questions and share your ideas and concerns with us.  We welcome your input and are committed to making your child’s time with us an enjoyable and enriching experience.  

Donations:  We welcome any donations of unscented baby wipes, tissues and healthy boxed snacks.  

DyAnn Schmiedt

MDO Coordinator

333-6120 (ext 28)

email: MDO@westwoodchurch.net
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