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Introduction

Welcome to Davis Monthan Air Force Base Child Development Center. 
This information presented in this handbook represents an overview of our program and services.

Our staff is dedicated to an environment, which emphasizes Cooperation, caring, mutual respect, 
creative opportunities, and openness to knowledge and a spirit of inquiry.

We understand that play is a child’s work; therefore, we focus on overall growth and development.  
Each day is a new adventure in discovering the world nestled in the security of a warm stable environment.

The center has an active parent advisory committee, which provides support to the program and extra activities 
for the children and parents.  You are encouraged to participate in this committee and other parent activities.  

You are encouraged to become an active participant in your child’s care.  You are invited to visit your child at any time 
and teachers are willing to share your child’s day with you.

Thank you for your support and we look forward to working with you and your child.

Philosophy
The practices of Air Force Child Development Programs are based on current knowledge of child development and early childhood education.  We are responsible for supporting the development of the whole child, meaning all areas of development are considered inter-related and equally important.  Our program acknowledges that children learn through active, hands-on involvement with their environment, peers, and caring adults.  We respect each child’s unique interests, experiences, abilities and needs, thus allowing us to be responsive to appropriate for each child.  Children are valued as individuals, as well as part of a group.  Likewise, our program respects and supports the ideals, cultures, and values of families in their task of nurturing children.  We advocate for children, families, and the early childhood professionals within our programs.  
Goals
· Foster positive identity and sense of emotional well-being
· Enhance social skills
· Encourage children to think, reason, questions, and experiment 

· Promote language and literacy development
· Support sound health, safety, and nutritional practices
· Advance creative expression, representation, and appreciation for the arts
· Appreciate and respect cultural diversity
· Develop initiative and decision-making skills
Hours of Operation

The center is open Monday through Friday from 6:30 A.M. to 5:30 p.m. and is closed all Federal Holidays.  The center is open for special events with prior arrangements.  In addition the center is open the first day of a base wide exercise when recalled and at 5:30 a.m. for the remaining exercise days.  The center closes at 6:30 p.m. during exercises.

If you need care prior to 6:30 or beyond our 5:30 closing, due to an extended shift, you may call the Family Child Care Office and enroll in the Extended Duty Care Program.  Please call 228-2201 for additional information. 

Eligibility

Eligibility is in accordance with Air Force Instruction 34-248.  We provide care for children who are six weeks through 5 years of age.

Enrollment

To ensure your child’s enrollment at the center, all forms are to be completed.

Information necessary to your child’s registration:

· Enrollment/Emergency form (AF Forma 1181)

· Completed and up-to-date immunization record

· Signed contract

· Plan of action for short notice deployment for single and dual military parents (AF Form 357)

· Signed walking field trip permission form

· Sunscreen permission form

Regulations require that parents provide names of individuals authorized to pick up their children from the center.  A child will not be released to anyone whose name is not on file.  This is for the protection and safety of your child. Inform the center IN WRITING if someone other than your or your spouse will be picking up your child.

Tuition and Payment

Fees/Tuition

Rates are based on total family income.

Drop in care is $3.50 per hour, per child.  There is a one-hour minimum charge.  After the first hour the rates are broken down into half-hour increments.  Payment is due at time of checkout.
Families have the choice of paying full time tuition weekly or bi-monthly, on the 1st and 15th of each month
For weekly payments, tuition is due on the Friday prior to childcare.  A late fee of $5 is assessed after close of business Monday of the week of care and $5 each day thereafter.
For bi-monthly payments, tuition is due on the 1st and 15th of each month.  A late fee of $5 is assessed after close of business on the 2nd and 16th of each month and $5 each day thereafter.
Payment is accepted with cash, personal check, Visa, MasterCard, or club card.  Payment can be made between the hours of 6:30-5:00.
Department of Economic Security (DES)
The Department of Economic Security administers childcare programs that are funded with state and federal monies.  These programs enable parents to participate in employment, or specific education activities related to employment by subsidizing childcare fees.  Please contact the DES childcare office for eligibility information.  The telephone number is 584-8226.
Policies

Sign In and Out
Air Force Regulation 34-248 requires that children be signed in at the front desk and in the classroom.  The same procedure applies when the children are departing for the day.  Times of arrival and departure must be indicated on the sign-in sheet.

Release of Information
Information pertaining to children and their families enrolled in the center is confidential and covered by the Privacy Act.

Field Trips
Permission slips are required prior to each trip.  Parents must cover additional cost of field trips such as admission charges, food, etc. Parents may be asked to accompany their child on a field trip if their child has not yet developed the skill of staying with the group.  If parents can not attend field trip, the child will be placed in another classroom for care until the class returns.
Clothing
Please send your child in comfortable play clothes.  The children are involved in active play and messy activities.  Even with aprons, paint gets on clothing.  We want children to feel free to participate in all the activities.  Your child should wear simple, washable clothes, which he/she can manage.

Shoes

Shoes should be chosen which are safe for active play.  Rubber-soled shoes are the safest for climbing and running.  Thongs and slippery-soled shoes are dangerous and not acceptable to wear at the center.

Extra Clothes
An extra change of labeled clothes should be left at the center for use in an emergency.

Fire Drills
  Fire Drills are done on a monthly basis in accordance with Air Force Instructions.  Please do not enter the building to pick up 
  your child if a fire drill is in progress.  Also do not take your child from the building during a fire drill until the all clear has 
  been sounded.

Outside Time-Weather
Outdoor playtime is also a learning time. The children have the opportunity to use gross motor skills, which are important to overall coordination and balance.
Unless it is raining, 100 degrees & above or 40 degrees & below, we will have outside time.  Please dress your child for the weather.  Layering the clothes works best in this climate, as the children can take off heavier garments, as they need.

Special Needs Children
AFI 34-248 (Child Development Programs) requires that special needs children be admitted only with the concurrence of the base medical advisor.

The Program accepts children with chronic health problems, including HIV – positive children, and employs persons with chronic health problems, including HIV positive individuals.

Termination of Enrollment
The center’s program is designed to be a positive experience for children.  Occasionally, the program may not be appropriate for a child’s continued enrollment.  Termination may result if the program does not meet the needs of the child or the expectations of the parent, or if the child manifests repeatedly disruptive or inappropriate behavior.

The center director, in consultation with the staff, the child’s parent(s) and appropriate supervisory personnel, will make a decision regarding continued enrollment.  Service many also be terminated due to lack of fee payment.

Health Policy

Medication
Medication will be administered in accordance with Air Force Regulation 34-248, which requires the following

· Prescription medication only

· Dosage to be specified

· Times to be specified

· Child’s name must be on the prescription

In order for center personnel to administer medication AF Form 1055 must be filled out completely and initialed by the parent each day medication is to be given to their child.  Medications are given at 10:00 am & 2:30 pm.

Illness
Please inform the center if your child is ill with a contagious disease.  Parents whose children have been exposed to a contagious illness while at the center will be notified.

When arriving at the center, the teacher will do a brief health check in accordance with Air Force 34-248.  A child with any symptoms of illness is not allowed to stay in the center until a medical clearance is provided.

Sick children will be excluded from contact with other children.  You will be notified to pick up your child when he/she shows signs of illness, such as:

· Fever in excess of 101 Fahrenheit using thermometer under the arm or in ear.

· An upset stomach (vomiting or diarrhea)

· A childhood communicable disease

· A rash of unexplained origin

· Any sign of eye, ear, or nose infections

· A demand for constant one –on- one attention and unable to participate in activities. 
The child may return when he/she:

· Has maintained a normal temperature for 24 hours

· Has ceased vomiting or displaying other symptoms for 24 hours

· Is on a normal diet

· Four to eight does of an antibiotic have been given over a 24-48 hour period for known strep infection

· Chicken pox lesions are crusted, usually 5 to 6 days after onset

· Child feels well enough to participate in activities in the center

It is important to have an alternate childcare plan for days when your child is ill and unable to attend.

When at the center, children are expected to participate in all indoor and outdoor activities offered.  It is better for the child to remain at home if he/she is not well enough to participate both indoors and outdoors.

Immunizations
Air Force Regulation 34-248 requires that all children entering a military development center present a current immunization record.  All immunizations must be up to date before a child may remain for care.

Accident Procedures
Minor Accidents
A staff member with a CPR certificate and first aid training is on duty at all times.  All injuries occurring at the center are documented and parents are notified by telephone.  

Situations requiring medical treatment
If an accident or serious illness occurs which requires medical treatment, the child will be transported by ambulance to a local hospital off base. There are no emergency services on base.  The child’s emergency medical authorization will be given to the hospital staff and a CDC staff member will remain with the child until the parents arrive.  The CDC office staff will make contact with the parents and inform them what has happened.

Parent Meetings
The CDC has active Parent Advisory Board referred to as PAB.  They meet on the second Wednesday of each month at 1100 at the Finley Child Development Center.   We encourage parent representatives from each room and invite all interested parents to attend.

Parent/Teacher Conferences
The CDC regularly provides opportunities for Parent/Teacher communication.  Once a year conferences are 

scheduled for discussions on assessments and development of the children.  Meeting with caregivers for an

orientation to the new classroom is encouraged when children move up to a new room.  
Nutrition

The CDC food program is certified by the USDA Food Program and all meals and snacks are approved and served in accordance with strict guidelines.  Children may not be excluded from having a meal or snack unless they have been served the meal or snack before coming to the center.  The center provides formula for children under 12 months old. Children may not bring food from home.  Children will be served all components of a meal or snack unless; a doctor’s statement is on file that clearly defines allergies to food.

Meal Times
The CDC serves three meals per day and the schedules for each center are:

Finley Child Development Center 

Breakfast is served at 0800 for infants/pretoddlers and 0830 for toddlers and preschoolers.

Lunch is served at 1100 for infants/pretoddlers and 1130 for toddlers and preschoolers

Afternoon snack is served at 1400 for infants/pretoddlers and 1430 for toddlers and preschoolers

DM Child Development Center 

Breakfast is served at 0800 for infants and 0830 for pretoddlers, toddlers, and preschoolers
Lunch is served at 1100 for infants and 1130 for pretoddlers, toddlers, and preschoolers

Afternoon snack is served at 1400 for infants and 1430 for pretoddlers and preschoolers

 In addition to the times above, all infants are fed on demand with formula and baby food the center provides.  All food served is purchased from approved sources. 

Birthday Celebrations
Our AFI 6.2.9 requires us to only serve food prepared in the CDC kitchen.  Center wide Birthday celebrations are held once per month and a special snack is prepared and served to the children.  To recognize your child’s special day ask your child’s caregivers for suggestions, they can tell you what is appropriate for his/her classroom. Invitations to birthday celebrations should not be handed out in the classroom unless all children are invited. 
