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WELCOME
Dear Family, 
Welcome to It Takes a Village Child Development Center. We look forward to getting to know you and your little one. At our village, we aim to be a support system for you and your family. It’s a feeling we believe all of our families share. Welcome to the family. Thank you for choosing our Early Childhood Education Program. We look forward to providing your child with a caring and enriching environment. 
Sincerely, Catherine Toombs
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ABOUT US
Philosophy
We love our little ones and are patient as they progress through many developmental stages from birth to five years. We communicate openly with families about milestones and concerns and strive to be transparent and supportive.

Mission
Our mission is to be the support system the Lowcountry has been missing.

Definition of Family
In this handbook, “family” refers to a parent, legal guardian, sponsor, or anyone who provides for the well-being and best interests of the child in our care.

Hours of Operation
Child care services are provided from 6:30 AM to 5:30 PM. Our new location is 1227 Central Avenue.

Holidays
We are closed for certain holidays. Specific dates are listed in the center’s policies and annual calendar.

Admission & Enrollment
All admission and enrollment forms must be completed, and the enrollment fee and first tuition payment paid prior to the child’s first day. The enrollment fee is $150 (non-refundable). A two-week, non-refundable tuition deposit is required for each child. This deposit is held without interest and represents payment for the last two weeks of enrollment, provided two weeks’ written notice is given.

Age Range and Availability
Based on availability, our facility admits children from 6 weeks to 5 years of age. Admissions are made without regard to race, culture, sex, religion, national origin, or disability. We do not discriminate on the basis of special needs as long as a safe, supportive environment can be provided.

Inclusion
We believe children of all ability levels deserve equal opportunities for participation and belonging. Reasonable accommodations will be made based on individual capabilities and needs. If your child has an identified special need, please inform the center so we can collaborate on appropriate supports.

Non-Discrimination
Early Childhood Education Program provides equal educational opportunities for all children without regard to race, color, creed, national origin, gender, age, ethnicity, religion, disability, marital status, sexual orientation, political beliefs, or any other consideration made unlawful by federal, state, or local law.

Family Activities
Families are partners in children’s growth and development. We encourage family involvement through classroom visits, events, volunteering, and feedback. See the Family Activities section for opportunities.


Confidentiality
Child records are confidential and will not be released without written consent except as required by regulatory or partnering agencies.

Staff Qualifications
Staff are hired in compliance with state requirements. Typical certifications and experience levels are listed in our center personnel policy. Caregivers receive orientation and ongoing training in child development, health and safety, guidance, family relationships, cultural diversity, and professionalism.

Employment Outside the Center
We discourage families from entering private employment arrangements (e.g., babysitting) with staff. Any such arrangement is private and not sanctioned by the center.

Child-to-Staff Ratios
Children are supervised at all times and caregivers receive scheduled breaks to reduce fatigue and ensure alertness. Our center adheres to state-mandated child-to-staff ratios.

Communication & Family Partnership
- Daily Communications: Staff provide daily notes and updates in children’s cubbies.
- Bulletin Boards: Center news and announcements are posted throughout the facility.
- Newsletters: Periodic newsletters are available at the sign-in desk.
- Email: Please provide a regularly used email address for announcements and updates.
- Parent Resource Room: Available for parents to share and learn.
- Family Visits: Families are encouraged to visit; signing in and visitor badges are required.
- Family Night: Scheduled annually with age-appropriate activities.
- Conferences: Family–teacher conferences occur [insert frequency]; additional conferences are available upon request.

Open Door Policy
Parents/guardians may visit during program hours. For safety, external doors remain locked. Please arrange longer discussions by appointment.

Publicity
Photos may be taken for internal use or the website; written permission will be obtained before use. We will not use children’s pictures and names for publicity unless families consent.

CURRICULA & LEARNING
Learning Environment
We provide developmentally appropriate curricula and a flexible routine that supports learning through play. Our program enhances creativity, self-expression, decision-making, problem-solving, responsibility, independence, and reasoning.

Curricula & Assessment
We use the Creative Curriculum [or insert center curriculum]. We gather developmental information and share evaluations with families periodically.

Developmental Screening
We use [insert screening tool name] to monitor developmental milestones. Screening is collaborative and conducted with written parental consent.

Outings and Field Trips
Weather permitting, children participate in supervised outdoor play and neighborhood walks several times daily. Permission for walking trips is included in enrollment materials. Field trips require signed permission slips. Appropriate footwear is required. State rules may prohibit children under [insert age] from field trips that require transportation.

Transitions
Transitions are handled collaboratively with families and staff to ensure positive experiences when moving from home to center, between classrooms,programs, to elementary school, or to before/after school care.

Electronic Media
Electronic media use is limited and only used occasionally for high-quality, educational, non-violent material, screened in advance and aligned with developmental goals. Screen time is limited per child per week in accordance with state rules. No screen time for children under two .

Multiculturalism
We promote respect for diversity through books, music, games, and activities that reflect different cultures and perspectives.

Celebrations
Holiday and celebration policies encourage understanding and respect for diverse cultures and beliefs.

Rest Time
Infants sleep on their own schedule and are placed on their backs. Caregivers observe infants by sight and sound and check sleeping infants regularly. Children under [insert age] participate in a quiet rest time after lunch; sleep is not required. School-age children are offered a rest period or quiet activities if desired.

Toilet Training
Toilet learning is a family–teacher partnership. Training begins when the child is physically and emotionally ready. We work with families to ensure a consistent, low-stress approach.

GUIDANCE
General Procedure
We promote a caring, responsive, and safe environment free of discrimination, violence, and bullying. Clear rules, consistent guidance, and involvement in problem-solving help children develop self-discipline and respect.

Discipline Policy
Our positive guidance discipline policy is included in the enrollment packet and must be reviewed and signed by families.

Challenging Behavior
Children are taught to treat others with respect. When aggressive behavior occurs, staff intervene to protect all children and teach problem-solving. We maintain zero tolerance for bullying; report concerns to Catherine Toombs.

Physical Restraint
Physical restraint is not used for discipline. In rare cases to ensure safety, a child may be gently held for the minimal time necessary to control the situation.

Notification of Behavioral Issues to Families
If a child’s behavior is of concern, staff will communicate with parents to understand needs and collaboratively develop a plan.

TUITION AND FEES
Important Notice
All payment and fee processing are managed by Catherine Toombs. Invoices are issued weekly; payment is due as specified on the Enrollment Agreement. Contact Catherine Toombs for payment questions.

Tuition Rates (weekly)
- Non–potty-trained: $315 per week.
- Potty-trained: $285 per week.
Families contract for a specific weekly schedule; payment is required year‑round for the contracted schedule to maintain staffing and enrollment.

Part‑Time Spots
If part‑time spots are available, charges will be a prorated amount based on the applicable weekly rate.

Tuition Deposit
A tuition deposit equal to two weeks of care is required at registration. Deposit is applied to the last two weeks of care provided a two-week written notice is given. Without proper notice, families may be billed for two weeks of care.


Payment
Payment is due in advance. Specific due dates and times are outlined in the Enrollment Agreement. A non-refundable annual registration fee of [insert amount] is due on [insert date] and may be pro-rated.

Methods of Payment
Payments accepted: cash, check, money order, automatic electronic transfer (ACH), or credit card. To set up automatic recurring payments, contact Catherine Toombs.

Late Payment Charges
The center cannot allow balances exceeding one week of tuition. Late payments will incur fees and may result in termination of services. If payment is not received by the Wednesday of the week it is due, a late fee of $40 will be added for each day it remains unpaid. Repeated late payments may require automatic payment enrollment.

If payment is more than [insert number] business days past due, the account may be referred to collections and the family will be responsible for associated fees and legal costs.

Returned Checks / Rejected Transaction Charges
Returned checks or rejected ACH/credit card transactions incur a $30 fee. Two or more returned transactions may place the account on cash-only status.

Late Pick-up Fees
Late pick-up is exceptional. Late fees of $5 per minute will be assessed after 5:30 PM and are due upon arrival. Repeated late pick-up may result in termination of services.

Other Fees
- Fees may apply for special activities or field trips and are due before events.
- Annual non-refundable registration fee: $75 due on September 1st.

Credits & No Credits
Families pay for their contracted weekly schedule year-round. No credits are given for sick days, vacations, holidays, staff training closures, or closures due to inclement weather or environmental emergencies, except as noted in center policy.

Weather-Related or Environmental Disaster or Pandemic
In the event of a crisis prohibiting operation, families shall pay for their tuition as normal. Tuition helps retain staff and maintain the child’s spot until reopening.But if theres a closing of a week or more we may provide a credit to be used at a later time.

Credit for Serious Illness/Injury
Credits may be issued for extenuating circumstances (e.g., hospitalization) with a written doctor’s note.

ATTENDANCE & WITHDRAWAL
Absence
If your child will be absent or arrive after 9:00 AM, please call the center. For before/after-school absences, notify us at 843-900-8267.

Vacation
Families are eligible for one (1) vacation week annually if a parent/guardian has attended the center’s policy PowerPoint review. To use the vacation week, the family must request it at least two (2) weeks in advance by posting the request in the center's Admin Chat on Brightwheel. Unused vacation weeks do not carry over.
Withdrawal
Two weeks’ written notice is required prior to withdrawal. Failure to provide notice will submit account to collections.

Transfer of Records
Records transfer internally when students transition. For external transfers, provide a written request with delivery instructions.

Closing Due to Inclement Weather
For inclement-weather closings during the school year, our center follows the decisions of the DD2 school district. If DD2 closes or delays due to weather, our center will do the same. If severe weather or other conditions require closure for reasons not covered by DD2 decisions, families will be notified via Brightwheel and our social media channels (and by phone/text/email as needed). If early pickup is necessary, arranging pickup is the family’s responsibility.

DROP-OFF AND PICK-UP
General Procedure
The center opens at 6:30 AM. Do not drop off your child before opening. Parents must accompany children and sign them in. The center closes at 5:30 PM. Allow time to sign your child out before closing.

Cell Phone Usage
Please do not use cell phones while on center premises during drop-off and pick-up so staff may communicate with you and attend to children.

Authorized & Unauthorized Pick-up
Children will be released only to the parent/guardian or persons listed as Emergency & Release Contacts. To authorize an unlisted person, provide advance written notice. All pick-up persons must show photo ID. Provide custody documentation if applicable.

If a child is not picked up after closing and we cannot contact the family or emergency contacts, staff will stay with the child as possible. If no contact is made after hours, child protective services may be notified.

Right to Refuse Child Release
We may refuse release if the person appears impaired by drugs, alcohol, or is otherwise a danger to the child. We may request another authorized adult to pick up the child or call law enforcement. Recurrent issues may result in termination of services.

PERSONAL BELONGINGS
What to Bring
- Infants: Enough clean bottles for the day, at least six diapers per day, and at least two changes of clothes. Label bottles and items.
- Toddlers: Bottles (if applicable), six diapers, and at least two changes of clothes per day.
- Older Toddlers: At least two changes of clothes (more if toilet training).
- Preschoolers & Kindergarteners: At least one change of clothes, socks, and shoes.
- After-School Children: Book for homework and appropriate play clothes.
Label all items. Sheets and soiled clothing will be sent home as needed.

Cubbies
Each child is assigned a cubby labeled with their name. Check daily for items to take home.

Lost & Found
Lost items should be checked at the center’s Lost & Found location ,The Directors office. The center is not responsible for lost property.

Toys from Home
Do not allow children to bring toys except for show-and-tell activities.

NUTRITION
Foods Brought from Home
- We provide morning and afternoon snacks.
- Food brought from home must not contain peanuts.
- Perishable food for sharing must be store-bought and in original packaging.
- Leftover shared food will be discarded unless unopened and shelf-stable.

Good Lunch Suggestions
(Provide healthy balanced items; center menu posted separately.)

Food Prepared for or at the Center
Meals are planned and portioned according to the Child and Adult Care Food Program and state requirements.

Food Allergies
Notify the center in writing of food allergies and provide an action plan from the child’s physician. The center will post allergy lists for staff reference and take precautions to avoid exposure.

Meal Time
Children are encouraged to self-serve and practice good table manners. Weekly menus are posted. A caregiver trained in choking first-aid is present at all meals.

Infant Feedings
- Infants are held for bottle-feeding until they can hold their own bottle; bottles are never propped.
- Infants are fed on cue (at least every four hours and usually not more than hourly).
- Breastfeeding is supported; expressed breast milk must be labeled with the child’s name and date. Previously frozen breast milk must be used within 24 hours once thawed. Frozen breast milk may be stored for up to [insert number] days in the center freezer per policy.
- Solid foods are introduced after consultation with families.

Children 24 Months and Older
- No child shall go more than four hours without a meal or snack.
- Children are encouraged but not forced to eat a variety of foods.
- Foods that pose choking hazards to children under four are prohibited (e.g., hot dogs, whole grapes, nuts, popcorn, hard candy).

School-Aged Participants
Before- and after-school participants are offered a light snack at each session. Breakfast may be provided for children arriving before [insert time] AM upon arrangement.

HEALTH
Immunizations
Immunizations are required according to current U.S. Public Health Service and AAP schedules. Immunization records must be on file. Unimmunized children may be excluded during outbreaks as directed by the health department.

All staff are required to be current with adult immunizations recommended by CDC/ACIP.

Physicals & Vaccination Forms
Routine physicals are required per current AAP recommendations. In addition, vaccination records must be kept current and on file. Families must submit updated vaccination forms before they expire; if a vaccination form is due to expire, a current replacement must be turned in within two weeks of the expiration date. Failure to provide updated, current vaccination documentation within that two-week window may result in a temporary pause in care until records are received.

Illness
Do not bring a sick child to the center. The center may refuse a child who appears ill. You will be called to pick up your child if symptoms occur, including but not limited to:
- Illness preventing participation
- Fever (100°F underarm; 101°F oral; 102°F ear) with other symptoms
- Uncontrolled diarrhea or vomiting
- Mouth sores with drooling
- Rash with fever unless cleared by a physician
- Pink or red conjunctiva with discharge until on antibiotics 24 hours
- Communicable diseases as listed in center policy

Children may return when:
- Fever, vomiting, and diarrhea have been absent for 24 hours
- Treated with antibiotics for 24 hours (if applicable)
- Able to participate comfortably in activities
- Open, oozing skin lesions are healed or covered per physician’s note

Allergy Prevention
Families must notify the center of food and environmental allergies in writing with physician-provided action plans. Allergy lists are posted for staff and the kitchen.

Medications
- The center will not administer medications except as specified in policy. All medications must be handed to staff with written instructions.
- Prescription medication requires a family-signed note and the original pharmacy label.
- Non-prescription medication requires written permission and physician instructions and should not be administered for more than three days without a physician’s order.
- Topical ointments, sunscreen, and insect repellent require a written authorization specifying frequency and dosage and cannot exceed 12 months without renewal.

Communicable Diseases
Reportable diseases will be reported to local health authorities; families will be notified of exposures. Reportable illnesses include bacterial meningitis, botulism, chicken pox, COVID-19, diphtheria, invasive Haemophilus influenzae, measles, invasive meningococcal infection, poliomyelitis, rabies (human), rubella, tetanus, H1N1, tuberculosis, and any outbreak clusters.

SAFETY
Clothing
Dress children in practical clothing for play and weather. Remove drawstrings from clothing and avoid sandals or flip-flops for active play.

Extreme Weather and Outdoor Play
Outdoor play is canceled if temperature is above 100  °F.Follow local/state guidance.


Communal Water-Play
Supervised water-play is permitted with precautions to prevent spread of disease; unsupervised communal water-play is prohibited.

Injuries
Daily safety inspections are conducted. Minor injuries are treated with first aid and documented; you will be notified. For serious injuries, emergency services will be contacted and you will be notified immediately.

Biting
Biting is developmentally common among young children. We will care for the child who was bitten, work with the child who bit to teach appropriate behavior, and notify both families.

Respectful Behavior
All families and children are treated with respect. Aggressive or hostile behavior from adults will not be tolerated and may result in removal from the premises or termination of services.

Smoking
Smoking and tobacco use is prohibited on the premises and in vehicles used by the center.

Prohibited Substances
Alcohol and illegal drugs are prohibited on the premises. Any adult appearing intoxicated will be asked to leave.

Dangerous Weapons
Weapons (other than law enforcement) are prohibited on premises. Police will be called in cases involving weapons.

Child Custody
Without a court order, both parents/guardians have equal rights. Provide certified copies of custody or restraining orders to enforce limitations.

Suspected Child Abuse
Staff are required to report suspected abuse or neglect to appropriate authorities. The center will cooperate with investigations and maintain confidentiality to the extent permitted by law.




EMERGENCIES
Lost or Missing Child
If a child becomes separated from the group, staff will search immediately. If the child is not located within 30 minutes, families and police will be notified.

Fire Safety
The center is equipped with fire safety systems and conducts regular evacuation drills per state regulations.

Emergency Transportation
If emergency transportation is needed and no authorized person can be contacted, an ambulance will be called and an escort will stay with the child until a family member arrives.

CENTER POLICIES
Other center policies not included in this handbook are reviewed and updated as needed and are available upon request from Catherine Toombs.
Family Activities & Engagement
We share family activities and engagement opportunities each month via Brightwheel and our social media channels. Activities may include (but are not limited to):
· Book mobile visits
· On-site field trips (e.g., visits from the aquarium)
· Easter egg hunts
· Outings to Park Circle
· Trips to the pumpkin patch
· Classroom volunteer opportunities, family nights, and seasonal festival
· Announcements will include dates, times, costs (if any), permission-slip requirements, and sign-up instructions. Please watch Bright wheel and our social media pages for monthly activity posts and RSVP details.






Family Handbook Acknowledgement

I have received and reviewed the It Takes a Village Daycare Early Childhood Education Program Family Handbook (2025–2026). I understand the policies, procedures, and expectations contained in the handbook, including hours of operation, tuition and fees, illness and vaccination requirements, inclement weather closings (DD2 decisions), and family participation policies.


Parent/Guardian Name: ________________________________________
Child(ren) Name(s): ____________________________________________
Relationship to Child(ren): ______________________________________
Phone: ________________________ Email: ________________________
Signature: ___________________________________ Date: __________
Center Representative (Catherine Toombs): _______________________ Date: __________





Please detach and return this signed acknowledgement to the center prior to enrollment.
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