




A message from your Maryville’s Little Nest Director:


Welcome! We are excited to have your family at Maryville’s Little Nest. Just as Maryville City Schools prides itself on reaching out within the community and having a family atmosphere, we are committed to providing a safe, enriching environment to our own MCS families with this program. It is our belief that providing quality care for your child provides a much needed, valued service to many school employees. This handbook is intended to provide a clear understanding of our policies and procedures. Please read the handbook as an orientation to our Maryville’s Little Nest program. We value your precious children, and we are glad you are choosing us as a partner to care for them!

Patricia Jones
Director, Mayville’s Little Nest/CGIS Adventure Club














Maryville’s Little Nest Guidelines
ENROLLMENT                                                                                                   First priority is given to children who are dependents/grandchildren of Maryville City School employees.   
Second priority is given to educators within Blount County. 
Third priority is given to all other parties.
Enrollment is dependent on having an open space within the appropriate age classroom. For enrollment questions, please contact Patricia Jones (program director) at 865-982-6301 or 865-567-6824. 
*A scheduled tour is required for at least one parent and the child/children who interested in applying or going on the waitlist.  It is a State requirement to have the parent tour. 

CLASS PLACEMENT: 
For children (8) weeks through two (2) years, class assignment shall be based on the developmental needs of the child. 
For children aged two (2) years and six (6) months on or before August 15th, if the director finds through evaluation and testing that a child is sufficiently mature (emotionally and academically) then the child may be permitted to enter a mixed-age three through six (3-6) year old classroom or be placed in an appropriate single age grouping as well. 
Children entering our Ready Robins classroom MUST BE POTTY TRAINED. 
All children must be able to function in a group setting- no one to one care can be provided. 
In order to move up to our 1-year-old classroom, all infants must be on a sippy cup at the time the school year begins. 

FEES: These fees are non-refundable.                                                                                         School year registration fee is $100 per child due upon enrollment and includes a sleep mat. Families will provide a coverlet for the sleep mat. 
Annual activity fee of $50 per child due upon enrollment. 

*$260 Weekly for Baby Bluebird and Happy Hummingbird rooms for all MCS employees / $270 weekly for non-MCS employees

*$240 Weekly for Charming Chickadees and Wise Wren rooms for all MCS employees / $250 weekly for all non-MCS employees

*$220 Weekly fee for Ready Robins room for all MCS employees / $230 weekly for non-MCS employees

Fees are due weekly regardless of how many days your child attends during the week and no vacation days will be given. 
*There are no fees assessed on closed dates for Full weeks during Fall Break, Spring Break, or Winter Break.  but no proration will be given on shorter weeks (weeks with only 2-3 school days)
*If a classroom must be closed due to illness, those fees will be prorated for any affected students that cannot attend their class. 
*There will be no prorated days for weather closures. 
*Regular fees will be assessed for holding a spot in our Baby Bluebird room until your start date. 
A 10% discount is given to families with multiple children enrolled. 


APPLICATION                                                                                                                              All pages in the application need to be filled out completely. Do not leave anything blank. The information within the application is required by the Department of Education, which includes two or more authorized pick-up people other than parents.  Also, the medical information sheet is very important; if your child has any known allergies or medical conditions, please list those in detail. 

ATTENDANCE
Children are considered full-time once enrolled. The fee rate is the same regardless of the number of days in attendance. Fees will not be adjusted for sickness, absences, or partial leave on behalf of the parent. If your child is out sick, please send a Brightwheel message to your child’s teacher.  

 
PAYMENT OF FEES/LATE FEES                                                                                                                                            Weekly fees are due each Friday.  If the account becomes two (2) weeks past due, in the discretion of Maryville’s Little Nest, the child will not be allowed to continue in the MLN program unless other arrangements have been made with the Director. In the event that fees are over two (2) weeks late, the Maryville City Schools (City of Maryville) may submit the account to an attorney for collection. In such event, a parent and/or guardian of the child who is tardy in the payment of fees will be including, but not limited to, reasonable attorney fees.  Please make checks payable to Maryville’s Little Nest.         
                                                                                                                                                                             
DATES OF OPERATION
We follow the Maryville City Schools approved calendar for each year.  We will be closed on all breaks (Fall, Spring, Christmas) but will remain open on all Professional Development and Administrative Days. We will be open the day prior to Thanksgiving as well, and that week will not be prorated since we will be open. 


DIAPER POLICY
Diapers will be changed every 1.5-2 hours (or sooner if soiled) and documented in Brightwheel.

                                                                  
RETURNED CHECKS                                                                                                                                                  Returned checks are automatically processed through Check Care for insufficient funds. Maryville’s Little Nest has no control over fees charged by Check Care and we cannot take payment for them.  

ARRIVAL/PICKUP GUIDELINES     
Maryville’s Little Nest opens at 7:00 a.m. for Elementary and Intermediate School staff and at 7:30 am for Jr. High and High School staff.  For Security purposes, our building is locked at all times. Please ring the buzzer at the MLN entrance and wait to be checked in by a staff member.  You will be required to sign your child in prior to leaving. To help your child adjust to his surroundings, please do not linger when dropping him/her off. 

                                                                                                                                                                                                                                                                                                            Maryville’s Little Nest closes at 4 pm for Elementary and Intermediate staff and at 4:30 pm for High School and Jr High staff. You will need to ring the buzzer at the MLN entrance and sign your child out before leaving. Please do not linger at pickup. Our staff are off the clock promptly at 4:30, and we are not authorized to pay overtime to them. If you have concerns/questions that need to be discussed, please set up an appropriate time to do that. The Department of Education mandates that the parents or an individual authorized to pick up your child must personally sign your child out daily. If a sibling is picking up your child, they must be on the authorized pick up list. Students will not be released to any person other than the parent or other persons authorized to pick up your child. It is the parent’s responsibility to notify the site director in writing if a person other than those already authorized will be picking up his/her child or any other special instructions. Anyone picking up your child should be prepared to show his/her driver license. 

LATE PICKUP- If you are late picking up your child you will be charged $1.00 per minute. 
                                                                 
POLICIES AND PROCEDURES     
ABSENCES
If your child is absent because of illness or other reasons, please contact the Director at (865) 982-6301 or (865) 567-6824 by 9:00 am. This will help us in our daily planning as well as staffing.    
  

BITING POLICY
1. If your child bites three times in one day, they will be sent home for the remainder of the day. 
2. If your child bites again (even once) upon returning the next day, they will be sent home for the remainder of the week. 
3. If your child continues to bite, further action will be taken not limited to dismissal from the program. 

                                                                                                                                                        
CHILD ABUSE                                                                                                                                                                                              Under Tennessee Law (TCA 37-1-403) it is the duty of any person, including CGIS Adventure Club employees, who has a reasonable suspicion that a child has been the victim of physical, mental, or sexual abuse to report such harm to the Department of Children’s Services or police. If Little Nest personnel do not report the suspected abuse they can be convicted of a misdemeanor. The Little Nest program will provide child abuse information concerning detection, reporting, and prevention during the year. Parents with concerns should contact the Little Nest Director, school personnel, or call 1-800-54-ABUSE (22873).

CLOTHING POLICY
Parents should send a backpack with a several changes of clothes in case of accidents. Please check this clothing periodically as children have a way of growing out of pants/shirts/dresses very quickly. If your child has an “accident” and the change of clothing does not fit or is missing from their backpack, we will have to call you to bring a change for your child. Due to physical activity each day, please send your child in tennis shoes or rubber-soled shoes. 


COMMUNICATION
Our center uses the Brightwheel app as the primary communication tool for parents. We also utilize this app for billing. Our center is a positive environment, and we do not allow parents to approach other children that are not their own to reprimand or question behaviors of that child. If there is an issue, the Director or Assistant Director must be notified and we will work with parents to resolve the situation. We also strongly discourage our staff from communicating via text or social media about school related matters. All communication between parents and staff must come via Brightwheel with the exception of the Director or Assistant Director in times that such communication is deemed necessary. 


DISASTER PLAN                                                                                                                                                                                     Fire, tornado, and lock down drills are held at intermittent intervals throughout the year during regular school hours as required by law. Maryville’s Little Nest staff will provide specific instructions and follow emergency guidelines to assist your child to the appropriate safe area in the event of an emergency. 

DISCIPLINE/BEHAVIOR 
The goal of discipline is to guide the student in finding acceptable means of self-expression by setting limits, defining rules, and being consistent. We use a positive approach to dealing with behavior issues. Initially, staff will find means to redirect. However, when a child continues to break the rules or deliberately hurt another child, we use “sit and watch” or “time out” as discipline. . If your child has hit three times in one day after our attempts to redirect, they will be sent home. Any behavior problems will be discussed with parents by the Director.  If behaviors are constantly interrupting our ability to teach, or harming others, this may result in termination from our program. 

EMERGENCIES/PARENT CONTACT INFORMATION                                                                                                Parents have a responsibility to keep all necessary data updated when there is a change in home address, phone numbers, or other information pertaining to their child. We must be able to locate a parent or responsible party immediately in the event of an emergency. An emergency medical authorization form is included in the application packet. Parents are responsible for all medical and dental expenses incurred in the event of an emergency. Parents may not hold Maryville City Schools or Maryville’s Little Nest staff liable for any claim arising out of the doctor’s or emergency personnel’s actions.      

 EMERGENCY PROCEDURES:                                                                                                                                                                   1) Contact the parents or guardian.                                                                                                                                                                            2) Contact the people listed for emergency contacts.                                                                                                                        3) Contact the student’s physician and follow instructions from the physician.                                                                          4) If no one can be reached, the Maryville’s Little Nest staff will make whatever arrangements necessary for the safety of the student.                                                                                                                                                                                   5) In case of a serious accident, Maryville’s Little Nest will contact 911.
ILLNESS GUIDELINES    
Childhood Disease                                                                                                                May Return When  
Chicken Pox....................................................................................................................…....................after all lesions are scabbed
Diarrhea…………………………………………………………………………………………………………………….. when stool is firm
Fever …………………………………………………………………………………………………………………fever free for 24 hours
Impetigo…………………………………………………………………after all lesions are crusted or covered with a bandage   
Measles…………………………………………………………………………………………………………….5th day after rash appears
Mono……………………………………………………………………………………………………..must have written doctor release
Pinkeye……………………………………………………………………on medication for 24 hours and without any discharge
Pinworm………………………………………………………………………………………..………………...after first dose of medication
Respiratory virus……………………………………………when cough and runny nose has stopped (usually 5-7 days)
Ringworm…………………………………………………………..after medication for 24hrs/then area covered until gone
Roseola……………………………………………………………………………………………………………………….when rash is gone
Rotavirus………………………………………………………………………………………………………………….after diarrhea stops
Rubella…………………………………………………………………………………………………...fifth day after rash first appears
Scabies……………………………………………………24hrs after treatment and with written permission from doctor
Strep Throat…………………………………………………………………………………………………..after medication for 24hrs
                                      
IMMUNIZATIONS                                                                                                                                                                     
 It is the parent’s responsibility to have student’s immunizations up to date and on file with Little Nest. 
   
INJURY PREVENTION
Please send your child in proper footwear (tennis shoes and shoes that stay on well). 
No blankets or large stuffed animals shall be permitted for the child to carry around when not napping. This is a tripping hazard for not only that child, but others in the room. 


MEDICATION     
 NON-Prescription Medication:
* No over-the-counter medicine will be given by Little Nest staff.  If your child becomes ill during the day, we will contact you immediately. If your child has a fever, please keep them at home until they are fever free for 24 hours without the use of fever reducing medicine. 
Prescription medication:
*Little Nest can administer long term medications that are required daily, and will keep them locked up in our office.  
*It must be in the original bottle/packaging with the prescription label attached. The container shall display the child’s name, licensed physician’s name, prescription number, pharmacy name address and phone number, medication name and dosage, date, and administration route or other directions. Any medication that the family’s instructions differ from the instructions on the prescription label (if the family request medication be given a different method) would require a written doctor’s note. This applies to refilled prescriptions as well. A prescription “Permission for Medication” form must be filled out by a physician and by a parent/guardian and be on file with Maryville’s Little Nest.                                                                                                                                          
 *Children with long term prescription medications will have the medicine administered and logged by a designated staff member.                                         
  *Changes in long term prescription medications shall have written authorization from the licensed physician.                                        
* All prescriptions for long-term medications shall be renewed annually.       
The parents/guardians must also inform the staff if the doctor has indicated any possible side effects of the medication. Medication such as inhalers and epi-pens must be made available to the Maryville’s Little Nest Director.

PERSONAL SAFETY
As recommended by the State, children ages three and older are taught personal safety. This is taught once a year by a trained staff person. 



SAFE SLEEP POLICIES
Infants nap according to their own individual schedules. Every infant 12 months and younger will be placed on their backs to reduce the chance of SIDS. A safety check will be performed every 15 minutes and documented in Brightwheel. No child under 12 months will be permitted to have a pillow, blanket, stuffed animal, or paci clip. Children age 12 months and older will nap on a 2 inch nap mat and a cover shall be provided by the parent. Children age 12 months and older may have a small stuffed animal or lovey to put in their cubby for naptime purposes only. 
SNACKS                                                                                                                                                                                                     A snack and drink will be provided each day. Drinks offered will be milk or water. Please alert the site director with any known food allergies your child may have so we may plan accordingly. 

SNOW DAY POLICY                                                                                                                                                                              Maryville’s Little Nest will not operate on the days that Maryville City Schools are closed for snow. If we are dismissed early for snow, we will stay until all children have been safely picked up by their parent or designated pick up person. 

SOCIAL MEDIA POLICY
We have a social media form that will be signed either giving permission for photos to be allowed on social media or denied. Please note that Little Nest does not post photos to social media, only to the parent via Brightwheel. 

STAFF                                                                                                                                                                                                            The Maryville’s Little Nest staff is ready to meet the needs of your precious little ones. Our staff is trained in adult and infant CPR and first aid. Each year the staff attends 12 hours of training from SafeSchools training/workshops. The training includes areas such as safe sleep procedures, child development, child abuse prevention, team building, safety, bullying, food allergy awareness, etc.  

TERMINATION                                                                                                                                                                                   Maryville’s Little Nest reserves the right to terminate a family or student from the program who does not abide by the policies set forth in the packet. 

TOILET TRAINING POLICY
Toilet training shall not begin here in our classroom until the child is able to communicate their need to potty verbally and express the desire to go consistently. We understand that there will be some accidents, but those who have accidents daily or multiple days a week will be required to wear a pull up until they can become more consistent.  We ask that they wear clothes during this time that they can manage independently. Feedback will be given via Brightwheel about their potty successes or accidents. 

TOY POLICY
We have a large number of toys for our children to share in our play centers and outside. We ask that no toys be brought from home unless it is a small stuffed animal that they like to have at nap time. If you send in a blanket for nap, it must remain in the child’s cubby until nap time to avoid having a trip hazard in our classroom. 







