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I
Mission Statement and Vision

St. James Kid’s Academy shines the light of God’s Word into learning for children who bear his image and have a place in His care.

Purpose and Philosophy

We believe childcare is an essential part of family life in today’s society. Our center has been planned with high standards and professional care to meet the needs of every family. We are aware that a child’s love for learning will be influenced by their experiences in the early years. With that belief, we commit ourselves to provide stimulating activities, which assist in that developmental process. 

We believe children are God’s special creation. All children need love, control, security, care, acceptance and a sense of trust. Children experience the joy of learning: they feel loved and accepted.

Governance Structure

Under the laws of the State of Florida, St. James Kid’s Academy is a registered DBA (“doing business as” entity) of Christ Family International Church. The council of Christ Family International Church appoints and holds accountable a governing board for the Academy. Appointees to the governing board must be members in good standing of Christ Family International who fully subscribe to the doctorial standards of faith and practice of Christ Family International The governing board establishes and administers standards of performance and quality for all school programs and personnel. 

Objectives

· To provide a distinctively Christian learning environment.

· To sustain an academic excellence that assists children in their intellectual, physical, social, emotional and spiritual development.

· To make sure that each child experiences the joy of learning that they feel the love of God and are accepted.

· To provide a safe and nurturing environment for your child.

Enrollment

St, James Kid’s Academy admits students of any sex, race, color, and national and ethnic origin to all the rights, privileges, programs, and activities generally accorded or made available to students at the school. It shall not discriminate on the basis of sex, color, or national and ethic origin in the administration of its admissions policy, scholarships and other school-administered programs. St, James Kid’s Academy requires that students who enroll must: 

· Be at least two years old. 

· Be able to separate from parent.

· File a record of all required immunizations with the Academy.

· Submit a copy of the child’s birth certificate to the Academy.

· Complete all required forms and submit them to the Academy.

· Complete a director-parent interview.

· Pay the registration fee.

Registration

A non-refundable fee of $25 for new students is required at the time of registration and does not apply towards tuition. This non-refundable fee guarantees your child a place in the pre-school class. Your child is registered when forms have been accepted as complete and satisfactory and the fee is received. 
· If a child has been expelled from the center for any reason, the child may not be registered for any other service that SJKA offers. (i.e. winter and spring breaks, summer camp, or after care. 
Tuition

· All Tuition must be paid on the Friday before.

The following is the tuition schedule for SJKA:

2 year olds $135 per week

3 year olds $135 per week

4 year olds $135 per week (non VPK)
VPK wrap-a-round $90 per week

Registration Fee: $25

“Private Pay” – Client Responsible for Full Annual Payment

Tuition for an Annual Spot is $135 Weekly

· Our center only has annual spots to offer

· These spots are broken into a 50 week term

· 50 weekly payments per year

· Payments should be thought of as a 50 week program regardless of absences or vacations.

· No payment is due at Christmas week or Spring Break week ( A total of 2 weeks only)

· Our prices are guaranteed not to increase for the 50 week term

· 2 weeks notice is required to terminate your Annual Spot.

· We charge one week tuition if you choose to terminate without 2 weeks notice.

Tuition for an Annual VPK Wrap -Around Spot is $90 Weekly 

· Our center only has annual spots to offer

· These spots are broken into a 40 week term

· 40 weekly payments per year

· Payments should be thought of as a 40 week program regardless of absences or vacations.

· Our annual tuition is $90 per week

· $165 minus VPK co-payment = $90 client payment

· No payment is due at Christmas week or Spring Break week (A total of 2 weeks only)

· Camp days are not included in your yearly tuition.

· Camp days are not paid for by the VPK co-payment program. $15 daily additional rate is required to attend camp. ($90 +$15=$115 camp week) 

· *The weekly spot price in your 40 week plan is still due even if your child does not attend camp.

· The $15 daily rate (VPK unpaid portion) is additional and is due if your child attends camp daily. 

· Our prices are guaranteed not to increase for the 40 week term.

· 2 weeks notice is required to terminate your Annual Spot.

Tuition must be paid weekly, no later than Monday. We accept cash, check, and debit/credit cards. Checks should be made out to SJKA.

· A valid credit card must be held on file to cover any incidentals and late fee’s.
Tuition should be thought of as an annual fee broken down into affordable weekly payments. There are two weeks a year when we are closed and we do not charge you tuition. These include one week at Christmas break and one week for Spring Break. These are the only instances we do not charge you tuition. You will still pay for partial weeks and your child’s absences.

· This is not a pay as you go program.

Delinquent Payment Policy

· All Tuition must be paid on the Friday before.

· Accounts delinquent within current week – $5 late fee per day

· Unpaid balances by Monday afternoon –will result in your child not being able to return to school until the account is made current. Once your account is current you receive a “pass” which is to be given to your teacher allowing your child to return to school. 

· No Exceptions will be made.
NSF Checks/Credit Cards
If a check or credit card is declined for non-sufficient funds there will be a charge of $35 for our bank fee and accessed to your account. We will ask that the next two payments be made with cash or money order. If a check is returned a second time, we will ask that payments be cash or money order only.

 ****No Refunds

Our tuition is based on an annual fee spread out into affordable weekly payments. You will be responsible to pay every week, even if the school is closed for a holiday or your child is absent.

Attendance Policy
If your child is absent for three or more days in one month you must provide us with either a doctor’s note or a letter explaining the circumstances. For each additional absence, a valid excuse such as illness or a family death is required with the proper doc month. If your child has been absent for five consecutive days and we have not received a doctor’s note explaining the circumstances, your child may be withdrawn from the program after the fifth unexcused day.
· Consistent unexcused absences may result in your child being dropped from the program.
Class Schedule

St. James Kid’s Academy offers classes Monday through Friday. Our doors open at 7:00am and close at 6:pm.  All classes start at 9:00 am. The cut off time for arrival is 9:30am. In the event of late arrival, we will ask the parent to return after nap.  Before and Aftercare is available for an extra fee for the VPK children. 

Class size is limited. Students will be enrolled in the order that the director accepts registration forms and fees. When enrollment capacity is filled, a waiting list will be maintained. Families on the waiting list will be contacted in priority order as space becomes available.

School closings and Holidays

St. James Kid’s Academy follows an amended St. Lucie County public school schedule. 

For one week at Christmas break and one week at Spring break we are closed and do not charge tuition for your child. We do offer camp at an additional charge. Please refer to our annual calendar. In the event of a natural emergency please refer to the public school closings.

· We offer camp at a weekly rate for school closings

“Private Pay” – Client Responsible for Full Annual Payment

Tuition for an Annual Spot is $135 Weekly

· Our center only has annual spots to offer

· These spots are broken into a 50 week term

· 50 weekly payments per year

· Payments should be thought of as a 50 week program regardless of absences or vacations.

· No payment is due at Christmas week or Spring Break week ( A total of 2 weeks only)

· Our prices are guaranteed not to increase for the 50 week term

· 2 weeks notice is required to terminate your Annual Spot.

· We charge one week tuition if you choose to terminate without 2 weeks notice.

Tuition for an Annual VPK Wrap -Around Spot is $90 Weekly 

· Our center only has annual spots to offer

· These spots are broken into a 40 week term

· 40 weekly payments per year

· Payments should be thought of as a 40 week program regardless of absences or vacations.

· Our annual tuition is $90 per week

· $165 minus VPK co-payment = $90 client payment

· No payment is due at Christmas week or Spring Break week (A total of 2 weeks only)

· Camp days are not included in your yearly tuition.

· Camp days are not paid for by the VPK co-payment program. $15 daily additional rate is required to attend camp. ($90 +$15=$115 camp week) 

· *The weekly spot price in your 40 week plan is still due even if your child does not attend camp.

· The $15 daily rate (VPK unpaid portion) is additional and is due if your child attends camp daily. 

· Our prices are guaranteed not to increase for the 40 week term.

· 2 weeks notice is required to terminate your Annual Spot.

· The $15 daily rate (VPK unpaid portion) is additional and is due if your child attends camp daily. 

· Our prices are guaranteed not to increase for the 40 week term.

· 2 weeks notice is required to terminate your Annual Spot.

Arrival and Dismissal

FOR YOUR PROTECTION, PLEASE OBSERVE THE FOLLOWING RULES:

The school opens at 7:00 am. All classes’ start promptly at 9:00 am all children should be in their classrooms at this time.  There will be a late fee charged to your credit card on file, of $1 a minute of $1 a minute after 12:00 pm.  Coming in late disrupts the class and it is required by the State of Florida that the VPK hours of 9:00am – 12:00pm and 12:30-3:30pm must be enforced.

· Consistent lateness may result in your child being dropped from the program.
· Upon arrival children are to be escorted into the building and signed in at the front desk by an adult. (No exceptions)

All children must be physically signed out at the end of each day from the designated dismissal area. If you pick up your child at any other time other than the normal release time you can do so from the school office.

If someone other than the designated persons will be picking up your child, and they are not on the list of authorized individuals you provided at registration, please update your pick up/drop off authorization form with the office and provide a picture of the new individual. For your child’s safety, we will refuse to release your child to anyone who does not meet these criteria

If there is a document filed with the courts barring either parent from seeing your child while at school or if either parent is prohibited from seeing your child at all, make sure the information is on file at the school. Notify the school about any changes in legal status.

We ask that you make every effort to pick up your child before the extended day closes at 6:00 pm. Just as you do, our staff has families and responsibilities beyond the preschool. By policy, our staff may not take your child home with them or make babysitting arrangements.

· If a child is left at the preschool after closing, our staff will:
1. Try to contact you by phone.

2. Try to call your emergency contacts.

3. If unsuccessful, the staff will contact the appropriate community authorities.

If you are unavoidably running late, please call ahead to let the director know so that your child will know what to expect. Additionally, there will be a $5 late charge added to your account. This fee will be charged to your credit card on file.
Discipline-
Discipline is derived from the word “disciple” which means “a learner” Therefore at St. James Kid’s Academy we believe discipline to be a necessary part of teaching Christian behavior, attitudes, and self control. Teachers will deal with each child in accordance with the teachings of Jesus. In no instance will corporal punishment be administered, nor will discipline be related to food, rest, or toileting. We prefer to give encouragement and praise of good behavior.

We will try to anticipate the problems and redirect a child’s activities. We will narrow choices if necessary. Positive words will be used to encourage positive behavior. We will encourage children to use words to express themselves.

When misconduct occurs, it will be dealt with promptly, fairly and loving. A child may have to be removed from the group for a short time or experience a loss of privileges in order to regain personal self-control. We will not tolerate children hurting other children either physically or verbally. Parents will be contacted and consulted in the event that there are persistent problems. If problems are consistent the child may be expelled. If the child exhibits uncontrollable behavior or threatens his/her own safety or the safety of others, his/her parents will be called to pick him/her up immediately. If our program cannot adequately fill the behavioral needs of a child, the director may decide to dismiss the child from the program. 

Hitting. (Whether self-defense or not it is unacceptable to hit another child)  We encourage the children to tell the teachers when they have been hit.  They are encouraged to apologize to the injured student and sit in an area away from other children for a designated amount of time.  We will also let the child know this is wrong and will not be tolerated. Hitting the teacher is not tolerated and could cause immediate termination of your spot.
Disobedience.  (Depending on the age of the child) if the child refuses to cooperate with his/her teacher, the child’s parent will be called and we will remove the child for the day.  Constant disobedience will result in termination of services.


Biting.  The injured child will be addressed first. The biter is addressed with time out and a written 1st warning. Depending on the severity of the bite, it will be determined whether the child will be allowed to return. 

Kicking.  Whether kicking another child or the teacher in charge, the child will be removed immediately and depending on the severity the child will not be able to return.


Pinching. If pinching with fingernails and causes broken skin, the child will be written up with a warning, removed from the other children, and parents will be spoken to.  If pinching is infrequent and just because they were fighting over a toy, then the child will be placed away from the other children for a period of time and spoken to.


Inappropriate Behavior.  Is defined as: uncontrollable tantrums, touching others where they shouldn’t, exposing themselves to others, spitting, cursing at others, and kissing “on” other students.  This is unacceptable behavior and will not be tolerated, as we are a Christian school.
Our Facility has a “Three Strikes” Policy

Due Process: 
First Incident – Write up

Second Incident– Write up and parents called.  

We will determine if child needs to be sent home.



Third Incident – Expulsion
Termination/Dismissal Policy

At the discretion of the teacher and administration, a parent may be requested to withdraw their child for these or other reasons.

· If the child does not make a positive adjustment to preschool, or is considered in any way to be a detriment to the other children or preschool program.

· If the special needs of a child cannot be met after a trial period.

· Physical and/or verbal abuse of children or staff by parent or child will not be tolerated.

· If medical or immunization records are not current.

· Infection of the child with disease that may endanger others on a signed and dated information form
· In order for a child to transfer out of our center, we require a two weeks notice in writing.

· If a child is ever hit and/or an incident occurs were by a student is in need of medical attention (hospital or doctor visit) due to an intentional action by another student, the student who caused the incident will be expelled immediately. 

Per state statue 65C-00.8 (b)

All child care personnel must comply with the facility’s written disciplinary policy. Such policies shall include standards that prohibit children from being subjected to discipline which is severe, humiliating, frightening, or associated with food, rest, or toileting. Spanking or any other form of physical punishment is prohibited for all child care personnel.

Dress- SJKA Uniform Shirts are Optional for $10
Children should come dressed comfortably. We will be doing a lot of physical and art activities and we do not want them to worry about getting their clothes dirty. Each child will need to have an extra set of clothes, marked with their name. They will be left in their cubbies for emergencies. Students must be dressed in clothes they can easily remove themselves in the bathroom. 
Children should have appropriate outdoor clothing according to the weather of the day. 
Closed toe shoes are required for playground safety.
· No flip flops
· No fake tattoos allowed
· No hair “writing” or shaved designs allowed
· No earrings on boys
· No back packs (only a lunch box & spare clothes wrapped in a plastic bag.)
· No personal belongings or toys will be allowed at school.
Photographs

From time to time we may take photographs of your child for art projects, displays and preschool publications. If you desire that your child be excused from photographs, please submit a written request to the director.

Lunches/Snacks must be Sugar Free
Snacks will be provided by SJKA. 

Lunches are the responsibility of parents. 
We urge you to send a lunch that is well balanced such as below:

1. Protein (meat, egg, fish, peanut butter, cheese)

2. Bread (or other grain products)

3. Dairy (milk/yogurt): 
4. Fruit/vegetables        No Sugar snacks
We do offer healthy catered hot lunches for $3.00 per day. See monthly menus.

Following are some helpful tips on packing lunches:

1. Drinks and food can be kept cool or warm by use of an insulated container, ice pack, or a thermal lunch box.

2. We ask that you send only one dessert. For example, if you send cookies, do not also send candy.

3. We will not be able to heat or refrigerate your child’s lunch. Please send it in the way it will be served,

4. Thank you for including eating utensils when necessary!

School Visitors 

All visitors must sign in at the school office and receive a “Visitor Badge” to be worn throughout their visit. A visit must be pre- approved and may not exceed 15 minutes in duration. Before leaving they must check out with the office and turn in the badge.  A member of the SJKA staff will be with them at all times throughout the visit.
Birthdays

We honor every child’s birthday and this will be done during afternoon snack time. If you would like to bring a birthday treat in with your child, please understand that we may only serve commercially prepared and unopened/unused food.

· Cupcakes must be approved with a date and time in advance.
Emergency Contact

You will be asked to provide emergency contact numbers. Please keep all emergency numbers, contacts, and phone numbers up to date with the preschool office. If you are going to be somewhere other than where you are typically can be reached leave phone numbers and contact information with the director on a signed and dated information card.

Illness

Children are not allowed to attend school for 24 hours with any of the following symptoms:

· Fever of 100 degrees or more

· Severe diarrhea within the last 24 hours

· Communicable diseases (chicken pox, etc)

· Undiagnosed rashes

· Pink eye

· Vomiting

· Extreme discomfort that would limit the Childs ability to participate in activities.

· Excessive crying

Children must be symptom free for 24 hours before they may return to school. If symptoms occur when you child returns to school we will ask that you provide us with a doctor’s note stating that he/she may return to school.

If your child has any of these symptoms, please do not bring him/her to school. If your child develops any of these symptoms, during the day, we will call you immediately. Please notify the school of any contagious disease or illness your child may have.
Allergies

If your child has allergies of any kind, please discuss this with the director. We will make every effort to accommodate your child’s special needs. Be sure to note food allergies as we occasionally enjoy special snacks and pizza parties during the year.

Medical Emergencies

In an emergency, the teacher will administer the needed first aid for minor injuries.

If it is necessary, paramedics will be called.. Parents are financially responsible for the emergency services, including but not limited to ambulance and emergency room costs.

St. James Kid’s Academy is covered with the appropriate liability insurance.

Medication

The Director or a designee may administer prescription medication only. Over the counter medicine will not be administered. Please give all medication to the director, who will see that it is stored and administered properly and safely. Please do no send medication in your child’s lunch box or pocket.

For preschool medications, give the director or designated staff the medication in its original, child-resistant container, labeled by a pharmacist with your child’s first and last name, date on which the prescription was filled, medications name and expiration date, administration, storage and disposal instructions. Be sure to check with the director on additional local health department requirements.

· Medication authorization form must be filled out and is only valid for the duration of that prescription.
Parent-Teacher Conferences

You may schedule a meeting at any time to speak with your child’s teacher or the Director at any time through out the year. Contact the school office to make an appointment.

Complaints

If you have a complaint of any kind, please put the complaint in writing and direct it to the preschool director, and not to other staff or parents.

The director will respond to written complaints within 24 hours.

Curriculum

At each session, the children will participate in structured and uninstructed activities.

Bible Time- the children will learn about Christianity through Bible stories, Bible verses, Christian songs and prayers. We also have chapel weekly with the children. 

Academics-the children will be introduced to the basic skills needed to be successful in kindergarten. Along with listening and comprehension, these skills include (but are not limited to) recognition of letters, numbers, and shapes. Children will also develop a sense of time and order as they use the calendar to record days, months and seasons. There will also be time to explore rhythm and movement, nursery rhymes, finger plays games and songs.

Other parts of the preschool day (in no particular order) include:

· Free play-in the different centers of the preschool to provide the children with many opportunities to learn through active involvement and social interaction. Some centers will change periodically to match the theme of the week.

· Outside/large motor play-games and plays designed to improve large motor skills, to be played outside.

· Small group time-to give more individualized instruction.

· Lunch time

· Large group time-for teacher led activities, projects and stories.

Naptime

Rest time is important for the growth and development of each child. Sleeping is not mandatory, but we ask that your child lay quietly should he/she choose not to sleep. The daily lesson plan is very busy and the children should relax and refresh for the afternoon. 
What is Required for Nap: (we keep all rooms at a comfortable temperature at all times)
· Parents are required to purchase from SJKA a school regulation vinyl kinder care mat for their child. 
· Parents are required to purchase from SJKA  a sleep set for $25. (no large blankets, sleeping bags or quilts)
No Toys from Home

Your child may not bring toys or personal items from home because it may cause problems and we cannot ensure that the toy will not be broken. (Except on Show & Tell Day) 

· Toy guns, swords, or knives are never permitted at school

Show and Tell Day Friday Only
Children are encouraged to bring “one” item from home. The teacher will provide a list of what is acceptable for show and tell items.
Emergency Drills and Procedures

Fire drills are held on a regular basis. In the event of actual emergency, we will make every effort to contact you as soon as possible.

Playground Safety

Proper footwear is required (no sandals allowed) and no loose clothing (especially with strings) should be worn. 

Playground Discipline

No climbing or playing on fences. Mulch is necessary for reducing fall impact and for good drainage. It is not to be picked up, thrown, or kicked for any reason. All children are expected to play cooperatively with other children. Use playground equipment for their proper purposes only. No jumping off high from any climbing bar or platform.

For use of slides: go down the slides one at a time; go down in a sitting position, feet forward; wait until the person before you finishes sliding first; no running or climbing up the slides. If anything is wrong with the equipment or if someone gets hurt, notify school staff.

All children will show respect and respond immediately to the playground supervisors.

Children not following the above rules will:

1. Write up
2. Parent called and or sent home
3. Child will be expelled
Christ Family International

If you are looking for a church home, we extend a very warm invitation to attend our worship services. We desire the opportunity to share with you the joyful ministry we have at Christ Family International. In addition to our worship services we also provide a discipleship program with childcare. We also have an excellent “Children’s Ministry” program that occurs during the worship service.

CFI offers many opportunities to grow in the grace and knowledge of our Lord and Savior Jesus Christ. If you are interested or have questions, please feel free to phone our office or check us out on the web at wwwcfichurch.com.

Thank You for Choosing ST. JAMES KID’S ACADEMY

St. James Kid’s Academy in Port St. Lucie. Our Academy is designed to enhance your child’s day through social, educational and emotional stimulation. Our staff is committed to meet each individual child’s need in a loving manner.

This handbook is designed to familiarize you with our policies and procedures, as well as opening the doors to provide constant communication and understanding concerning your child’s growth and development.

After reading the policies outlined here, please feel free to direct any questions and/or comments to the Academy Director.

St. James Kid’s Academy-6501 St. James Drive-Port St. Lucie, Fl. 34983

Phone: (772) 878-1129

Web: SJKA.org-DCF License # C19SL0006

Signature Page:
I _______________________________have read all 11 pages of the Saint James Kid’s Academy Handbook and honor code. 
I understand and agree to follow and adhere to the policies and procedures in the St. James Kid’s Academy Parent Handbook including the SJKA Discipline Policy. 
Please sign and return this form to the administrator.

____________________________________                _________________

 (Parent/Guardian Signature)                                                   (Date)

____________________________________
___________________

(Administration Signature)




(Date)

Handbook copies are provided upon the parent/guardian’s request.

A copy of the handbook is available at www.sjka.org
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