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Welcome To Tiny Treasures Learning Academy

Welcome to Tiny Treasures Learning Academy. I am delighted that you have chosen Tiny Treasures to fulfill your childcare needs. Caring for your child is a responsibility I take very seriously. It is our goal to provide a loving atmosphere that emphasizes the development of the whole child approach.  As parents you are the primary focus for your child and   starting childcare is an exciting milestone in your child’s life. Your child is embarking on a journey that will lead them on many roads of discovery and learning. As wonderful as this new experience may be, it can also be quite stressful for your young child. 
Please take a few moments to read through this handbook. You will find information regarding philosophy, curriculum, payment requirements and other important information about Tiny Treasures Learning Academy.  At the end of this handbook, you will find a statement of agreement that must be signed and returned to the Director.  
You and your child are encouraged to visit and tour our facility. You are always welcome to observe any aspect of our program. Observation appointments are not required for parents. All other visitors to the center are required to make prior arrangements and sign-in at the front office. I also encourage you to become an active participant in our Academy’s activities and programs offered.  I am confident that both you and your child will find their childcare experience both enjoyable and beneficial. If you have any questions or concerns about the policies addressed in this handbook or if there is any other way I can be of assistance, you may contact me at number listed below. Again, I look forward to working with you and your family. 
Sincerely, 
Ammie S. Hodges
Ammie S. Hodges
Owner





Tiny Treasures Learning Academy
404 North Avenue 
Statesboro, GA 30458
(912) 243-9195
tinytreasureslearning404@gmail.com


Mission Statement:
[bookmark: _Hlk121686331]Tiny Treasures Learning Academy recognizes the importance of play in the learning process for young children.  Play will be the basis for learning in our programs. Tiny Treasures Learning Academy will work to empower children, promote individuality, and develop strong partnerships with families while creating an environment that helps young children attain physical, cognitive, social, and emotional achievements, preparing them for the next step in life.
Partnerships between families and the Academy are essential to the growth and development of each individual child.  We will strive to create and promote a strong partnership with families while creating a sense of community that is thoughtful, warm, and compassionate.
Vision Statement:
[bookmark: _Hlk121686365]Tiny Treasures Learning Academy will be a model childcare facility in Bulloch County providing high quality, community-based, and progressive early childhood education.  

Philosophy Statement: 
[bookmark: _Hlk121686436]Children: 
[bookmark: _Hlk121686411]Are entitled to a safe and nurturing environment with a schedule of routines that best meet the individual needs of each child in our care. Each child is treated with respect as a valuable individual. 

[bookmark: _Hlk121686460]Parents:
Are entitled to individual respect, support, and quality care for their children. 

Staff: 
Are entitled to work in an environment which recognizes and respects their training, skills, and commitment to childcare. 

Academy: 
Enhances the lives of the children and their parents by providing a caring and supportive service.

Values
[bookmark: _Hlk121686506]Child centered: 
Teachers facilitate each child’s development based on the child’s interests and individuality, helping learn about themselves and the world.

Community:
Tiny Treasures Learning Academy will be rooted in and contributes to our neighborhood to help our children understand their community.  We will also foster a community amongst families.


Health and well-being: 
Tiny Treasures Learning Academy will promote healthy lifestyles through nutritious homemade meals.

Open and accepting: 
Tiny Treasures Learning Academy is open and accepting of all children and families. Tiny Treasures Learning Academy will promote an expectation of respect: that all children, families, and staff will be treated with respect and treat others the same.
Play: 
Play offers rich experiences in which staff nurtures each child’s cognitive, physical, social, and emotional development, guiding and challenging each child to progress.
Partnerships with families: 
Tiny Treasures Learning Academy is committed to working collaboratively with families to promote a child’s success.

Quality staff: 
Tiny Treasures Learning Academy recognizes the importance of quality staff in all areas, will recruit, retain and support highly qualified and skilled educators.
[bookmark: _Hlk4137303]Philosophy: 


















*This manual outline what is expected from Tiny Treasures Learning Academy and what is expect from you in return.  I hope this manual is helpful.  Feel free to contact the Director with any questions in relation to our policies and procedures. Policies may be amended as necessary. ** 
General Information:
Tiny Treasures Learning Academy will offer services to children ages 6 weeks old up to 12 years old.  Hours of operations are listed below. All children must be in the building by 9:30 a.m. to attend school for the day. Breakfast, lunch, and an afternoon snack will be served daily. Tiny Treasures Learning Academy ask that children be picked up before 10 hours of childcare.  The 10-hour policy is set for staffing purposes, and ultimately after 10 hours of childcare, children should be in the care of their parents.  If your work arrangements require driving or extended meetings, please see Director for special circumstances and arrangements regarding this policy.  
State Licensed:
[bookmark: _Hlk121687353]Tiny Treasures Learning Academy is licensed and regulated by Bright from the Start: GA Department of Early Care and Learning. Annual unannounced inspections of the center are conducted to ensure all state standards, policies and procedures are met. A copy of the state rules and regulations and a copy of our most recent licensing review are available to review upon request or online at www.decal.ga.gov. 

Months of Operation:
Tiny Treasures Learning Academy will operate the months of January through December. 

Days and Hours of Operation: 
Monday – Friday 7:00 A.M- 5:30 P.M. Children will be provided with two balanced meals and one nutritious snack.  

After School Hours: 
Monday-Friday 2:30 P.M.-5:30 P.M.  Children will be provided with one snack.

Academy will be closed on the following holidays:
· Martin Luther King Jr. Holiday
· Memorial Day
· Juneteenth
· Fourth of July
· Labor Day
· Thanksgiving Holiday	s 
· Christmas Day Holidays
· New Year Day (Closed)

Enrollment Requirements:
It is important for parents to complete all enrollment forms included within the Parent Handbook. If you have any questions or need assistance, staff will gladly assist you.  The following forms are:
· Tiny Treasures Learning Academy Registration Form	
· Child Information Form
· Medication Administration Form
· Authorization for Medication Form
· Health Policies Contract
· Emergency Transportation Form
· Field Trip Forms

The following documents are required at enrollment time:
· Child Immunization Record
· Social Security Card
· Certificate of Birth
· Proof of Insurance Coverage
· Infant Feeding Plan
· CACFP Meal Benefit Income Eligibility Statement

Supply Fee:
Tiny Treasure Learning Academy supply fee is $60.00 a year.  Parents will have the choice of two options for paying fee.  You can pay the full amount of $60.00 at registration, or half.  If you decide to pay half, $30.00 will be due at registration and the remainder in January.  

Return Checks:
Tiny Treasure Learning Academy will gladly accept personal checks for payment.  If a personal check is returned, parents will be expected to pay a $35.00 fee to Tiny Treasure Learning Academy in addition to any other expenses incurred.  Fees are expected to be paid immediately in cash.  All future payments must be made in cash. Nonpayment will result in termination of services and referral to Bulloch County Magistrate Court.   

Tuition/Registration Fee:
Rates for each child in the Center varies according to age.  Weekly payments are due on Mondays.  Late charges will accrue if payments are not made by Wednesday of the same week.  Registration fee is a nonrefundable annual fee of $60.00 due the same day of enrollment. Discounts will be given to families with two or more children.  

	Age of Child
	Weekly Tuition
	Monthly Tuition

	Infants
	$130.00
	$520.00

	Toddler Ones
	$125.00
	$500.00

	Toddler Twos
	$120.00
	$480.00

	Toddler Threes
	$115.00
	$460.00

	Fours
	$115.00
	$460.00

	After School
	$75.00
	$260.00

	Drop In
	$25.00
	Weekly rate depends upon age of child


**Months that have 5 weeks, monthly tuition rates will be different.**


Additional Fees:
Occasionally, parents will be asked to provide extra funds to cover expenses for field trips, pictures, etc. Parents will be notified in advance of scheduled events.  

Fundraisers:
Parents will be asked to pay regular weekly fees.  Payments as scheduled will secure your child’s slot to include in the event of a leave of absence.

Arrival and Departure:
All children must be escorted to the center by an adult each day and released to an adult. If someone other than the parent will be picking up your child, the staff will need to be informed in writing. NO child will be allowed to leave the center with a person not authorized by the parent. Parents will check child’s cubby daily for teacher notes, artwork, and classroom related news updates. Parents are to notify the Academy, if child will not be coming for the day, has an appointment, or is sick.  

Late Pick-Up:
Please be considerate and pick up your child at the time we have agreed upon. If late pickup occurs on more than one occasion, you will be advised at that time. After the third late pick up, parents will be charged a late pick-up fee of $5.00 per 30 minutes. 

Child Release:
Children will only be released to his/her parents/legal guardians.  If someone else will be picking 
up your child, Tiny Treasures Learning Academy must be notified in writing that same day.  The person’s name should appear on your child’s information form.  Please be advised that the individual picking up your child will need to have valid identification to present before your child can leave with them.  In the event of divorce or separation, the noncustodial parent will have to provide a copy of the custody agreement stating that they can pick up on a routine basis.  Tiny Treasures Learning Academy will not release a child to anyone under the influence of drugs or alcohol.  Persons listed as emergency contacts will be notified as a second choice to pick up your child in this situation.  

Contact Information: 
It is understood that families frequently experience changes that can occur at any time.  Please inform us of any new address changes, places of employment, telephone numbers, etc.  It is vital that all files and information pertaining to your child records remain accurate for emergency purposes.  

Extra Clothes: Infants/Toddlers:
Accidents can occur at any time within a daily routine.  Parents are asked to send an extra set of clothes (underwear, shirt, pants, and socks) to have on hand at the center.  Please keep in mind the season and the need to change out clothing accordingly.  Please label your child’s clothing.  



Infants:
Parents are to provide formula, diapers, wipes, and other items needed.  A written report will be provided daily with information pertaining to your child’s day including supplies needed.  



Toddlers:
Parents are to provide diapers, training pants, wipes, and any other items needed.  A written report will be provided daily along with information reflecting your child’s activities for the day including supplies needed.  

Potty Training:
Tiny Treasures Learning Academy will assist in potty training your child when he/she is developmentally ready.  We believe that this is a milestone in your child’s development that will require joint effects between staff and parents.  This is an individual achievement when the child is ready.  During potty training, you will need to supply extra clothing as well as training pants.  It is best to dress your child in clothing that is easy for child to take off quickly.  If your child is 2 years old or older, at enrollment and not potty trained, an additional fee will be charged to assist your child in learning how to use the toilet.  

Nap/Rest Period:
As part of Tiny Treasures Learning Academy’s policy, the opportunity to rest during the day is provided to all children enrolled.  Your child will participate in nap/rest periods; however, children are not required to sleep during this time.  

Photography and Publicity:
Photographs of the children participating in our program may be taken daily for newspapers, public material, website, and Tiny Treasures Learning Academy Facebook page.  Permission from parents will be obtained during enrollment.  Children photographs will be displayed throughout the Academy except for children who are in protective custody or placed in foster care.  Unless the family indicated that they want their child to participate, Tiny Treasures Learning Academy will not use pictures and names of children publicity.  

Discipline:
Tiny Treasures Learning Academy’s method of discipline is “Time-Out,” meaning that teachers will redirect or remove your child from the situation until he/she settles down enough to rejoin the group.  During Time-Out periods, staff and child will talk about what happened and what can be done to prevent inappropriate behavior.  Positive reinforcement will be exhibited as we strive to acknowledge appropriate behavior throughout the day.  Physical Punishment will not be tolerated.

Emergency Transportation:
In the event of needing emergency transporting of a child for medical services, Tiny Treasures Learning Academy staff will call 911.  Any child who may be injured and needing transportation to East Georgia Regional Medical Center will be transported by ambulance to obtain medical services.  Documentation to include all medical information and telephone numbers where parents can be reached will be given to EMS personnel. A staff member will accompany the injured child.  

Safety/Emergency Procedures:
Emergency plans are in place for the safety of the children and employees.  During operational hours, these plans will be practiced regularly.  Drills will be executed monthly to familiarize everyone with the plans.  Parents will be notified in the event of a true emergency.  Staff is trained and will provide extra support and reassurance to the children as needed.  All staff will utilize appropriate safety measures, take the necessary means to protect the children enrolled and provide care in the event of an actual medical, fire, physical damage, or weather emergency.  

Medicine:
[bookmark: _Hlk4014077][bookmark: _Hlk4013967]Tiny Treasures Learning Academy will administer as indicated on the Medication Authorization Form and Prescription., however it will be suggested to parents to give medicine before and after childcare hours.  Tiny Treasures Learning Academy will administer as indicated on the Medication Authorization Form and Prescription. Medication is not administered more three times per day.  All medication must be given to front office staff and parents must complete Medication Authorization Form.  Parents will be notified immediately in the event there is an adverse reaction.   All reactions will be recorded on the authorization form. Tiny Treasures Learning Academy will administer medicine no more than two weeks without written authorization from the physician. Parents must re-authorize administration every ten business days.  medication that is given twice a day, first dose should be given at home.  For medication requiring three times a day, doses will be given mid-day.  Only Prescription medication will be administered.  All medication should be in original prescription bottle with child’s name.  

Handwashing:
Frequent hand washing with soap and warm running water is necessary to prevent the spread of disease. Children and adults will wash their hands before preparing or eating meals or snacks, before and after play, handling animals, coughing, and wiping noses.  Parents are to set examples and teach children how to clean their hands. 

Food Service:
[bookmark: _Hlk4170036]Tiny Treasures Learning Academy will provide children with breakfast, lunch, and an afternoon snack if child is present when meals are served.  Menu will be posted in each classroom.  Staff are to be notified of food allergies or special diet requests.  No food can be brought into the center unless Director is notified is aware or special circumstances. A doctor’s note is required for any special food accommodations or exemption from drinking milk. Tiny Treasures Learning Academy with both breakfast and lunch (100% fruit juice or water is served with snack). Water is available for children throughout the day, even doing outdoor play.  Lunch count is taken at 9:00 A.M. to ensure enough food will be prepared.  TTLA follows USDA Nutritional Guideline and participates in the Federal Children and Adult Care Food Program.  This program provides funds to ensure healthy and nutritious meals daily.  Please let Tiny Treasures Learning Academy know of any food allergies.   

Birthdays and Celebrations:
Items brought in for parties must be store brought. Parents will work with child’s teacher about date and time.  

Confidentiality:
Information pertaining to any child enrolled into the Academy will not be disclosed.  The only exceptions are listed below:
1. Written permission from the parent/legal guardian.
2. During performance of the official duties and to employees or representatives of the Department of Family and Children Services.  

Newsletter/Notes:
Newsletters and Notes will be sent home regularly to include a daily report.  Please take the time to read these notes. They will contain important information regarding your child’s growth as well as program information.  

Toys:
Toys are not allowed from home. 

Curriculum:
[bookmark: _Hlk121687574]Tiny Treasures Learning Academy will use curriculums that meet individual developmental needs of children enrolled.  Our goal is to encourages learning through play using a variety of activities and techniques to reach goals in physical, cognitive, emotional, and social development. Every child is accepted for who they are regardless of race, creed, economic background, or disability. Tiny Treasures Learning Academy will use a developmentally appropriate curriculum that will provide for the whole child. Each of these domains is interconnected and impacts the others. Children learn by doing. Through active involvement with their environment, children
attempt to make sense of the world around them. They learn by exploring their environment
through hands-on experience. Teaching young children is a creative process. Early
childhood curriculum provides the framework for what happens in a planned
environment where children interact with materials, peers, and adults. The primary teaching
goal is to help young children use the environment productively and see themselves as
capable learners. They will acquire the skills and abilities needed for a lifetime of learning
through carefully planned, developmentally appropriate activities arranged by the teachers.
When a learning environment encourages exploration and discovery, children develop a
sense of trust and belonging. They feel important and valued when others listen to them, seek
out their ideas and allow them to express themselves. This type of environment is considered
hands-on or learning through play. Children in our classrooms are encouraged to discover things on their own. They learn by exploring the actual objects, we talk about. The teachers inspire the children by asking open-ended questions and finding new ways to teach new things within the subject area. 



Bulletin Board:
The center maintains a bulletin board where menus will be posted along with other items of interest. Please check the board frequently to stay in tune with the happenings in your child’s center.

Cubbies:
Each classroom has a designated place for parents to check every day to collect their child’s belongings and for any communications about the day’s activities. It is important that your child’s cubby be checked daily to ensure that you do not miss any important communication.

Daily Schedule: 
Posted in each classroom, it will provide young children with a structured schedule that allows for flexibility. With the infants in care, a schedule can be difficult; however, we will do our best to adhere to regular schedule where feedings and naps are considered appropriately. 

After School Program:
After school, hours are from 2:30 p.m. to 5:30 p.m. Monday through Friday.  The same holidays apply as the regular Academy operational schedule.  Children participating in the after-school program will receive an afternoon snack.  Delivery and dismissal procedures will be noted in writing and placed in each participant’s file.  The staff of Tiny Treasures Learning Academy will not provide transportation.  

Dress:
1. We believe that children learn best through play and that play can sometimes be very active and messy. Please send your child in comfortable, washable clothes. 
2. Send a complete change of clothes that can always stay in your child’s cubby.
3. State regulations require that we have a minimum of 1½ hours of outside time each day, weather permitting.  Please send appropriate outerwear along with hats and mittens during cold weather.  
4. Please make sure the shoes you send your child are safe for running and playing.
5. Children will not be allowed to take off theirs shoes during outdoor play.
6. Flip-flops type of shoes are not allowed.
7. Children have difficulty operating overalls, please do not send your child to school wearing overalls.
8. Please make sure your child’s clothes are labeled so that they will not get lost or go home with another child.

Open Door Policy:
Parents are always welcome to drop in or visit with your child. Please keep in mind nap and rest times.

Withdrawal:
Parents/Guardians may withdraw a child from the program at any time.  Tiny Treasures Learning Academy requires a two-week notice before discharging your child.  Fees will remain the same regardless of attendance.   
Absenteeism: 
Because of our program and licensing staff ratio requirements, staffing is based on the number of children enrolled. We cannot provide tuition refunds for days your child absent. Full tuition is due whether your child comes to school or not.  Payment is due the morning the child returns to school. If they will be out than 3 days, please bring payment by Wednesday morning.  Once your child enrolled, payment is due whether your child attends or not.  This applies to the Operating Days only.  

Termination of Care:
Our contract may be terminated at any time for any reason, by either party with Proper Notice.
According to the contract, proper notice will consist of written notice to the provider or parent two weeks prior to the child’s last day of care.  Tiny Treasures reserves the right to terminate childcare services immediately if:
1. Childcare fees are not paid and is not current
2. Policies and Procedures are not followed
3. Immunizations are not current
4. If parent is abusive and disruptive to any staff or children at TTLA.


Transition from Home to Academy:
Before your child’s first day at Tiny Treasures Learning Academy, you will be given the opportunity to tour the facility, meet with your child’s teacher and discuss any questions or concerns.  During this meeting, please share best communication methods that the teacher may use to reach you. 

Transition between Classrooms or Learning Programs:
Children are transitioned to the next classroom or program based on age, developmental readiness, state licensing requirements and space availability.  During transition, current and future teachers will meet with you to develop a plan to introduce your child into the new classroom or program.  

Transition Plan:
Parents meet new teachers.  Children get to visit the new classroom for two days before making the official move to the new age group.  Children will visit in the morning to help them become more comfortable with the new classroom.  Your child’s new teacher will meet your child’s current teacher to share important information about your child to further prepare for the transition.  

Parent-Teacher Conference:
Parent-teacher conferences are offered twice a year.  Conferences are planned for the Fall and Spring of each year.  Please look out for the sign-up sheets that will be available for interested parents prior to conference time.  If you need to schedule a parent-teacher conference at any other time, please see the Center Director to schedule.  


Inclusion:
This program believes that children of all ability levels are entitled to the same opportunities for participation, acceptance and belonging in childcare. We will make every reasonable accommodation to encourage full and active participation of all children in our program based on their individual capabilities and needs.  

Family Activities:
Each Family is a child’s first teacher.  We value families as partners in the growth and development of children in our Academy. We encourage parents and other family members to be involved in our program, to visit the children while at the Academy.  We will offer a variety of ways in which families can participate in helping us establish and reach our Academy’s goals. Please sign in at the front office and let staff know you are volunteering.   

Family Activities at Tiny Treasures Learning Academy
· Breakfast with Families
· Muffins for Moms
· Donuts for Dads
· Family Style Thanksgiving Dinner
· Annual Holiday Party
· Celebrations of Birthdays
· Grandparents Day Celebration
· Annual Graduation

Illness/Communicable Diseases:
This program is operated as a “well-child” facility. We are not equipped to provide care for sick children. The following illness policies are mandated by our licensing agency and will be strictly enforced for the health, well-being, and safety of all concerned. 

[bookmark: _Hlk5298202]Sick Child Policy:
Every course of action is taken to reduce the spread of illness by encouraging hand washing and other sanitary practices. Under no circumstance may a parent bring a sick child to the childcare program. If a child shows any signs of illness or is unable to participate in the normal routine and regular activities, the child should be kept home. Sick children expose other children, as well as the center staff, to the spread of germs and require additional care and attention that is not available in a group care setting. Because illness can be a great disruption for all involved, your cooperation in preventing the spread of germs/illness is extremely important.

Children will be visually screened when they arrive in the morning. In the event a child becomes ill and needs to be picked up, the parent(s) will be called and are expected to pick the child up within one hour (60 minutes). If the parent(s) cannot be reached, or have not arrived within an hour, the emergency contact person will be called and asked to pick the child up.

In accordance with state regulations and best practices, a sick child will not be permitted to return to care for 24 hours after the condition has returned to normal. The child may return 24-48 hours (depending upon the 25 illness) after they received the first dose of an antibiotic, or as otherwise indicated by a doctor’s note. If you are not sure about whether or not to bring your child to care, please call the center to discuss it. Confirmed allergy related symptoms and non-communicable illnesses typically will not require exclusion. 

Symptoms Requiring Removal of Child from Care:
 NOTE: A fever is defined as having a temperature of 100°F or higher taken under the arm (or 101°F taken orally or 102°F taken rectally). For children four months or younger, the lower rectal temperature of 101°F is considered a fever. A child must be fever free for a minimum of 24 hours before returning to care. Please note that this means the child must be fever free without the aid of Tylenol or other fever reducing medication. 
 Fever AND sore throat, rash, vomiting, diarrhea, earache, irritability, or confusion. 
 Diarrhea: runny, water, bloody stools, or two or more loose stools within last four hours.
 Vomiting: two or more times in a 24-hour period.
 Breathing trouble: sore throat, swollen glands, loss of voice, hacking or continuous coughing. 
 Runny nose (other than clean), draining eyes or ears. 
 Frequent scratching of body or scalp, lice, rash, or any other spots that resemble childhood diseases, including ringworm.
 Child is irritable, continuously crying, requires more attention that I can provide without risking the health, safety, or well-being of the other children in care. 

In accordance with BFTS rules, the current communicable disease chart of recommendations for exclusion of sick children from care and their readmission will be followed. Any cases or suspected cases of notifiable communicable diseases listed on the disease chart will be reported to the local county health department. Ill children may return to care 24 hours AFTER symptoms of the illness end, which means if the child is sent home with a fever, diarrhea, or vomiting they cannot return until they have been symptom free for 24 hours without the aid of medications.

Breastfeeding Policy
Tiny Treasures Learning Academy is committed to providing a breastfeeding friendly environment for our enrolled children and staff. The Tiny Treasures Learning Academy subscribes to the following policy:
Breastfeeding mothers shall be provided a place to breastfeed or express their milk. Breastfeeding mothers, including employees, shall be provided a private and sanitary place (other than a bathroom) to breastfeed their babies or express milk. This area has an electric outlet, comfortable chair, and nearby access to running water. Mothers are also welcomed to breastfeed in front of others if they wish.
A refrigerator will be made available for storage of expressed breast milk. Breastfeeding mothers and employees may store their expressed breast milk in the center refrigerator. Mothers should provide their own containers, clearly labeled with name and date.
Sensitivity will be shown to breastfeeding mothers and their babies. The center is committed to providing ongoing support to breastfeeding mothers, including providing an opportunity to breastfeed their baby in the morning and evening, and holding off giving a bottle, if possible, when mom is due to arrive. Infant formula and solid foods will not be provided unless requested by the mother. Babies will be held closely when feeding.
Staff shall be trained in handling breast milk. All center staff will be trained in the proper storage and handling of breast milk, as well as ways to support breastfeeding mothers. The center will follow human milk storage guidelines from the American Academy of Pediatrics and Centers for Disease Control and Prevention to avoid waste and prevent food borne illness.
Breastfeeding employees shall be provided flexible breaks to accommodate breastfeeding or milk expression. Breastfeeding employees shall be provided a flexible schedule for breastfeeding or pumping to provide breast milk for their children. The time allowed would not exceed the normal time allowed to other employees for lunch and breaks. For time above and beyond normal lunch and breaks, sick/annual leave may be used, or the employee can come in earlier or leave later to make up the time. 
Breastfeeding promotion information will be displayed. The center will provide information on breastfeeding, including the names of area resources should questions or problems arise. In addition, positive promotion of breastfeeding will be on display in the center

Covid-19 Policy

Practices that are required must be implemented by all Georgia childcare facilities. These
practices are essential baseline actions to minimize risk of exposure to COVID-19 for
children, staff, and families across Georgia. They are intended to be a minimum. Required as of
Executive Order 06/31/2020.

Drop-off/Arrival Procedures
Tiny Treasures Learning Academy will:
☐ Families’ will pick children up from Main Office
☐ Tiny Treasures Learning Academy staff will check temperatures prior to entering the building staff will sign children in and out of the facility for families 
☐ Ask parents/caregivers to be on the alert prior to arrival for any symptoms of COVID-19 and
to keep the child(ren) home if showing any signs of illness.
☐ Consider staggering arrival and drop off times and/or plan to limit direct contact with
parents/caregivers as much as possible
☐ Have a staff member greet children outside as they arrive.
● Designated staff person will walk children to their classroom 
● The staff person greeting children should wear a cloth face covering and be a person who
is not at higher risk for severe illness from COVID 19. 
☐ Handwashing is required at the entrance of the facility, so that people can clean their hands before they enter. Hand sanitizer will not be in of children’s reach and supervise use.
 

Preventing the Spread in the Child Care Environment
Classroom:
Social distancing can decrease the spread of COVID-19. When possible, every effort should be
made to not mix groupings of children.

☐ Keep a designated bin for separating mouthed toys and maintain awareness of children’s
behaviors. When a child is finished with a mouthed toy, remove it, place it in a toy bin that is
inaccessible to other children, and wash hands. Clean and sanitize toys before returning to
children’s area. Ensure the toy bin is cleaned and disinfected properly.
☐ Discontinue activities that involve bringing together large groups of children or activities
that do not allow for social distancing, including in-person field trips, large groups using playground equipment simultaneously, etc.
☐ Post signage in key areas throughout the facility to remind people of appropriate protocols washing hands, and distancing between groups.
☐ Classes will include the same children each day, and the same Teacher will remain with the same group each day
☐ Each group of children will be placed in a separate room
☐ Mixing of children will be limited, such as staggering playground times and keeping groups separate for special activities such as art, music, and exercising
☐ At nap time, ensure that children’s naptime mats (or cribs) are spaced out as much as possible, ideally 6 ft. apart. Consider placing children head to toe to further reduce the potential for viral spread
☐ Water play using water tables and sensory play such as rice, beans, sand, or playdough activities are prohibited.
☐ Ensure ventilation systems operate properly and increase circulation of outdoor air as much as possible by opening windows and doors, using fans positioned out of children’s access, or other methods. Do not open windows and doors if they pose a safety or health risk to people using the facility.

Playgrounds:
☐ Ensure staff and children wash their hands immediately after outdoor play.
☐ Offer outdoor play for individual classrooms in staggered shifts. Allow only one individual
classroom per playground at any given time.
☐ Cleaning efforts on plastic or metal high-touch surfaces where hands frequently make direct contact like grab bars and railings between groups of children. Cleaning of wooden surfaces (play structures, benches, tables) or groundcovers (mulch, sand) is not recommended.

Cleaning and Hygiene
The virus that causes COVID-19 spreads primarily in the same way that the flu and other respiratory diseases spread, through respiratory droplets produced when an infected person coughs or sneezes. These droplets can land in the mouths or noses of people who are nearby or possibly be inhaled into the lungs. Spread is more likely when people are in close contact with one another (within about 6 feet). Knowing how COVID-19 spreads directs infection control recommendations to prevent illness.

In addition to rigorous hygiene, sanitation, and disinfection, which licensing rules require childcare providers adhere to, special attention must be paid to the following:
● Surfaces and objects that are frequently touched must be sanitized regularly, including, but not limited to, toys, games, and objects or surfaces not ordinarily cleaned daily
● Remove soft toys that cannot be easily cleaned. Soft toys that are machine-washable should be washed often, at the warmest temperature recommended on the label and dried thoroughly.
● Toys and other items that cannot be cleaned and sanitized/disinfected should not be used. (Children’s books are not considered a high risk for transmission and do not need additional cleaning or disinfection)
● Machine washable cloth toys should be used by one individual at a time or should not be used at all. These toys should be laundered before being used by another child.
● Toys used by a group of children must be washed and sanitized before they may be used by children in a different group or classroom
● Items that need to be cleaned should be set aside in a dish pan with soapy water or in a separate container marked for soiled toys.
● Only bedding (sheets, pillows, blankets, and sleeping bags) that can be washed may be used. Each child’s bedding must be kept separate and, to the extent practicable, should be stored in individually labeled bins, cubbies, or bags. Cots and mats should be labeled
for each child and any bedding that touches a child’s skin should be cleaned weekly or
before use by any other child.
☐ Ensure appropriate infection prevention supplies and equipment are available which may
include soap, hand sanitizer (at least 60% alcohol), paper towels, no-touch trash cans, disinfectant wipes, and tissues.
☐ Teach and reinforce good hygiene measures such as handwashing for at least 20 seconds,
safe and appropriate use of hand sanitizer, covering coughs and sneezes, and avoiding touching eyes, nose, and mouth with unwashed hands.
● Handwashing should be done for at least 20 seconds and occur often, especially during key times such as: Before, during, and after preparing and/or eating food: Before and after caring for someone who is sick; After using the bathroom; After changing diapers or assisting a child who has used the bathroom; After blowing your nose, coughing, or sneezing; After touching garbage; After you touch an item or surface that may be frequently touched by other people; Before touching your eyes, nose, or mouth.
● When handwashing with soap and water is not available, hand sanitizer may be used by staff and children when used safely and directly supervised and assisted. Hand sanitizer should contain at least 60% alcohol. When not in use, hand sanitizer should be stored for safety out of children’s reach.
☐ Children belongings will be separated from others’ and in individually labeled containers, cubbies, or areas.
☐ Children and staff should cover their mouth and nose with a tissue when coughing or sneezing (or use the inside of their elbow). Used tissue should be discarded in the trash, followed immediately by good handwashing
☐ A plan to ensure appropriate cleaning and disinfecting of frequently touched surfaces using EPA-approved disinfectants against COVID-19 at least daily and between use as possible has been established.
● Ensure safe and effective use and storage by reading and following directions on the
label.
● Always wear gloves appropriate for the chemicals being used when cleaning and
disinfecting. For more information, see CDC’s website on Cleaning and Disinfection for
Community Facilities.
● Cleaning products should not be used near children, and staff should ensure that there is
adequate ventilation when using these products to prevent children or themselves from inhaling toxic fumes
☐ Schedule for increased, routine cleaning and disinfection will be developed.
☐ Limit the use of shared materials (supplies, equipment, toys, and games) and clean between
use as possible.
☐ Post signage in common areas such as classrooms, hallways and entrances promoting good
hygiene measures.
☐ Discourage sharing of items that are difficult to clean or disinfect.
☐ Use disposable food service items such as plates and utensils or ensure that all non-disposable food service items are minimally handled and washed according to current childcare and sanitation rules. Individuals should wash their hands immediately after handling used food service items.
☐ Wash linen items using the warmest appropriate water setting for the items and dry items
completely. Clean and disinfect hampers or other carts for transporting laundry according
to guidance above for hard or soft surfaces. In childcare centers, linen used in rooms were
children in care are less than 12 months old must be changed and laundered when soiled
and at least daily. Otherwise, bedding that touches a child’s skin should be cleaned whenever
soiled or wet before use by another child and at least weekly.
☐ Ensure adequate supplies to minimize sharing of high touch materials to the extent possible
(e.g., assigning each child their own art supplies, equipment) or limit use of supplies and equipment by one group of children at a time and clean and disinfect between use.
● Avoid sharing electronic devices, toys, books, and other games or learning aids.

Food Preparation and Meal Service
☐ Serve meals and snacks in individual classrooms instead of in a common dining area.
☐ Food preparation should not be done simultaneously with diapering by the same staff
member
☐ Sinks used for food preparation should not be used for any other purposes unless disinfected
☐ Caregivers should ensure children wash their hands prior to and immediately after eating
☐ Caregivers should wash their hands before preparing food and after helping children eat
Child Care facilities are recommended to:
☐ Utilize paper products to serve meals, if feasible
☐ If meals are typically served family-style, plate each child’s meal to ensure multiple children
are not using the same serving utensils
☐ Plate each child’s snack or provide individually wrapped/packaged snacks.

Visitors to the Facility
☐ Unnecessary visitors are prohibited
☐ Only allow children and staff who are required for daily operations inside of the building and
classrooms with the following exceptions (these individuals can enter once screened):
● Health professionals who support children with special healthcare needs, early
intervention service coordinators and providers for children with individualized Family
Services Plans (IFSP), and itinerant teachers and related service providers for children
with Individual Education Plans (IEP) working in compliance with their agency protocols
are allowed to be in the classroom once screened. Providers are encouraged to work
collaboratively with professionals to safely meet the needs of children in their care
● Mothers who are breastfeeding to meet the needs of breastfeeding infants
☐ Incorporate virtual events such as field trips, parents, and family meetings, and special
performances where possible
● Virtual tours will be scheduled for prospective parents to tour the childcare facility
● Individuals will be screened prior to them entering the facility


Summary:
At Tiny Treasures Learning Academy, we know that your children are tender, curious, and very precious to you.  We understand that your child needs a safe and enriching environment to grow and thrive.  TTLA will do our best to ensure the safety, comfort health, and happiness of all children and will present them the opportunity to learn at their own pace.  We will strive to keep communication open between director, teachers, staff, and parents.  
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