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PARENT HANDBOOK

2011-2012

In home playgroups for children 18 months to 6 years old
Dear Parents, 
Welcome to the Fall 2011/Spring 2012 class session! My goal this term is for your child to engage in learning while having fun and to start getting prepared for Kindergarten. Please dress your children appropriately as we will be getting messy, writing letters and singing songs with shaving cream, making animals with play dough, and doing fun science experiments.

In response to numerous requests, I have decided to make some changes to how I have done your billing and invoices in the past. This fall you will only be receiving 2 invoices from Productive Playgroup. One will include September/October payment and the other invoice will include November/December payment. Your invoices will show both months amount. I am hoping that this will make life easier for you and please know that I am incredibly sensitive to your financial situations and if my new billing policy doesn‘t work, I will make the necessary adjustments. The due dates for fall billing: September 2nd, November 4th. 
Fall/Spring Session: August 29th- May 30th

NO PLAYGROUP: September 5th, November 24, December 22- January 3rd.

Please make note there are a couple holidays that playgroups will not be scheduled.  There is no makeup’s for these holidays.  Productive Playgroup has reviewed the calendar and each month has an average of 4 sessions.  Some months do have 5 weeks in the month and we have accounted for these extra days for shorter months. 


24 hours notice must be given if additional children will be joining a session. This is important because rarely will the teachers have enough supplies for additional children. Additionally, we cannot have any older siblings stay or participate during your child’s playgroup session.  If your child will miss a class for any reason, including illness or travel, please take note that there will not be a makeup class nor will there be a refund issued. Please understand that there is a lot of time spent preparing the lessons for each individual playgroup on my part and the teachers. If, however, your teacher cannot attend a scheduled class session, we will either have one of our other teachers teach your scheduled class or you will be entitled to a make-up class session. In this instance, please coordinate the make-up class with your teacher. Additionally, like always, I will be doing the lesson plans for all of the teachers so if you have any questions let me know. 

Also, referrals for new classes are always welcome! For each new class of four children that comes from your referral, I will discount you one month of classes. Thanks again for supporting Productive Playgroup. 
If you have any questions or concerns, please do not hesitate to call or email. 
　
Thank you,

Krista Brown, Owner

7755 E. Kettle Place

Centennial, CO 80112

720-379-8231

www.productiveplaygroup.com

Productive Playgroup
Registration Form

Child’s Name_______________________________________________

Parents’ Names_____________________________________________

Address_______________________________________________________________________________________________________________

Phone (Home) ____________________ (Cell) _____________________

Email_____________________________________________________

Nanny’s Name_____________________________________________

Phone____________________________________________________

Emergency Contact_________________________________________

Phone____________________________________________________

Teacher: _______________   Time/Day: _________________________

Child’s Age_____________ Birthday____________________________

Allergies______________________________________________________________________________________________________________


Directions to your home from the nearest major intersection:

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
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Mission Statement and Programs_
To jump start your child's academic ability in a comfortable, safe, fun, and creative way that will give them the confidence needed for preschool, Pre-K and Kindergarten.
1.  To teach every child the way they need to be taught.
2.  Allow children to explore with hands on learning.
3.  Challenge them to their fullest potential.
4.  Allow each child to use materials which might not be available within
     their homes.
5.  To have fun while they learn.

Productive playgroup admits enrollment to qualified children regardless of their race, color, sex, religion or national origin.
Productive Playgroup Programs
Preschool 18 months-3 years old

Reading 3 years old and up

Science 3 years old and up

Preschool arts and craft Program 18 months- 3 years old
It is important to make all children feel comfortable in a new situation.  One way to make them feel comfortable is setting a routine.  When the children do the arts and craft class they know each time we will use glue, scissors, shaving cream, markers, songs and paints.  In this class the children will start with play dough.  Then we will move to doing a project with a theme once a week.  It is a time to encourage children to get messy.  Through this class children will experience new textures on hands.  Encourage it!

We use scissors and glue to help develop the small muscles in their hands to move.  It will later help your child dress by them self - zipping, buttoning, snapping and tying shoes. 
Next, we will use markers and dotted paints.  This is taught with a song.  The children have to hold it until the teacher says “go" and then the teacher will ask them to stop.  This helps by having them listen to directions.  We end the hands on session with shaving cream.  Each child looks forward to playing with the shaving cream. During this time children will learn to write names, shapes, and sing fun songs.  
Finally, we finish our class time with circle time.  During circle time we will have animal cookies or gold fish.  The children will pick their favorite books. We will sing songs such as “I had a little turtle”, “Gatgoon”, and “color songs”.

Themed Projects:

September Project: Community workers, apples, Me, colors, and nursery rhymes

October:  Pumpkins, spiders, bats, Halloween, fall

November: Turkeys, Native American, First Thanksgiving, Pilgrims

December: Holiday Craft for Mom and Dad

January: New Year’s Celebration, Dinosaurs, winter, Penguins, Gingerbread Man

February: Groundhogs, Valentine’s Day, train, Teeth, Animals

March: Weather, Pigs, Wild West, Saint Patrick’s Day

April: Spring, Farms, Our Earth, Butterflies

May: Mother’s Day, Rocks, Jungle Animals, Space, 

June-August: Frogs, summer, Bees, Fish, July 4th, beach, bears, pirates/Maps, turtles, Sunflowers, Bird, 
Reading Program 3 years old and up

Learning the alphabet by using our phonics placemat helps them to be excited about letters.  Each week we will concentrate on one letter and do a project that starts with that letter.  Projects range for putting things together, sewing, and making items to eat.  No nuts in any projects!  

During the class time the teacher will provide worksheets that include coloring, writing, cutting and gluing. We use a placemat to sing songs about each letter and children love to sing the alphabet song.  

This class will also use shaving cream and play dough.  It is important to keep children engaged in learning.  Learning is fun and the children don’t realize they are learning while playing with shaving cream and play dough.  

A lot of children before kindergarten have become successful with reading sight words along with recognizing words families.  It’s surprising how quickly the small group settings and the layout of the class develop new readers.



Science 3 years old and Up
Science is a hands-on learning environment.  Each week the children will start class with Play dough.  After play dough I will ask the scientist what we will make out of the material.  This allows the children to use the scientific method appropriate to their age.

Children are ready to explore.  We will be talking about weather, chemistry, rocks, solar system, human body, and plants.  Through these topics they will be able to make predictions, see reactions, and talk about their findings. 

During the science class children will have to learn to work with other children by problem solving and communicating together.   



Policies and Procedures

Age Requirement: All children participating in the arts and crafts program with Productive Playgroup must be 18 months old to start.  If they are not 18 months then they can not join a group until they are.  

Admissions: Prior to Playgroups starting, new families will of received a letter, registration form and invoice from Krista the owner of Productive playgroup. Parents need to fill out registration form and they need to be either mailed or brought the first day of class.  
Siblings: No sibling will be allowed to participate in any playgroup unless they are enrolled as a member of the playgroup. If a child is home from school/vacation please remember they are not allowed to participate. 

Allergies: Please indicate on registration form if your child is allergic to anything. If they are allergic please notify the teacher. In any playgroup we will not do any food crafts.  Animal cookies are provided to the children as a snack.

Snack: At the end of all playgroups the teacher will give a small amount of Animal cookies. If you do not want your child to have a snack please let the teacher know. If they are allergic to the animal cookies please bring a child a different snack. 

Diaper Bag/Personnel Belongings: The teachers are not responsible for child’s belongings.  Please note that teachers will change a child with their clothes, but when picking up please remember to pick up your child’s belongings.  

If your child needs a “lovey” pacifier, blanket, or sippy cup we encourage you to put names on them.  Also, once the child starts to feel comfortable with his or her surrounding, we will encourage the child to place the “lovey” on the floor in on the stairs.  We want to make sure children do feel safe. 

Potty Training: Please inform your Productive Playgroup teacher if your child is potty training.  If you have taught your child words to use for the bathroom please let your teacher know so we can encourage potty training.

Heath:  Productive Playgroup is asking all children to stay home if they have contagious symptoms such as:

· Cold with sneezing and coughing

· Pink eye

· Diarrhea

· Sore throat

· Rash

· Stomach pain

· Nasal discharge (discolored)

· Fever

If your child will be sick please call your teacher or Krista at 720-379-8231. You may also email: Krista@productiveplaygroup.com. If your child will be missing a class, please note that there will not be a make-up session nor will there be a refund issued. This policy includes illnesses, vacations and any other reason
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FEES SCHEDULE AND ATTENDANCE POLICIES
Tuition: Invoices will be mailed to each parent’s home address.  The invoices will include two months of playgroups.  The invoice will be due:

Sept/October Payment: 
DUE SEPTEMBER 2

Nov/December Payment: 
DUE NOVEMBER 4th
Jan/Feb Payment: 

DUE JANUARY 6th
Mar/April/May: 

DUE MARCH 2

June-August: 


DUE June 1
Late Fee: A $20.00 late fee will apply for all late payments

Absences Policy: If your child will be missing a class, please note that there will not be a make-up session nor will there be a refund issued. This policy includes illnesses, vacations and any other reason for absences.  If Cherry Creek and/or  Denver Public schools are closed due to weather then Productive Playgroup will also be closed.  

If a teacher cancels a class, it is up to the group and the teacher to schedule a make-up session.

Child joining playgroups: 24 hours notice must be given to Krista or the teacher if there will be any additional children joining a session. Only enrolled children may participate - no sibling "helpers".
Class Size:  each playgroup must have at least 4 members to participate in Productive Playgroup. If the class does not have 4 members in the group then Krista will discuss options with the group. One option maybe you have a month to find the members or the group will be cancelled.  Another option if parents want a smaller group then the parents will be charged more for a smaller playgroup. 

No Playgroups due to Holidays: Playgroups will be cancelled on certain holidays and there will be no makeups. 
Student Withdrawal: If a playgroup is deciding to withdraw from Productive or a student from enrollment, a written notice must be submitted to Krista 30 days prior to cancellation. If Krista does not receive a written notice then the group will be charged for their playgroup and each participant must pay for the month of playgroup. If a student will be leaving playgroup it is up to the parent/group to find a replacement. 

Arrival and Pickup: teachers will be at class 5 minutes prior to it starting. The teacher will teach the playgroup for 1. 5 hours long.  Parents are more than welcome to leave while a playgroup is being taught. If a parent leaves, ms k the parent/nanny needs to be there 5 minutes early to pick up promptly.  All teachers have playgroups right after and only have a certain amount of time to get to the next group. Please call Krista if you are going to be late.  You may also text your teacher if you will be late. 
Location: Please notify your teacher of any changes in class location as soon as possible. Each Playgroup can make their own rotation, but it is recommended to change only once a month. If a parent does not want to host please notify your group. 
Referrals: for new classes are always welcomed and appreciated! For each new class of 4 children that comes from your referral, you will receive a discount of one month of classes. The discount will come after the class has been going for one month. 
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PRODUCTIVE PLAYGROUP CALENDAR

Fall Semester 2011

August 29 …………………………………………………..Fall Session starts

September 2………………………………………………...Sept/Oct tuition due

Sept 3rd…………………………………………………….. Late fee will apply

Sept 5……………………………………………………….Labor Day, NO PLAYGROUP

Oct 15…………………………………………………….....Invoice for NOV/Dec mailed

Nov 4……………………………………………………..…Tuition Due Nov/Dec

Nov 5………………………………………………………..Late fee will apply

Nov 24………………………………………………………Thanksgiving, NO PLAYGROUP
Dec 15……………………………………………………….invoices mailed for Jan/Feb

Dec 22-Jan 4…………………………………………………Holiday Break, NO PLAYGROUP

Spring Semester 2012

January 4…………………………………………………classes resume

January 6…………………………………………………Jan/Feb tuition due

January 7…………………………………………………late fee will apply

February 15………………………………………………invoices mailed for March, April, May

March 2…………………………………………………..Tuition Due March-May

March 15…………………………………………………Summer Sign up sheets mailed/emailed

March 26-30……………………………………………...Spring Break, Optional 

May 15……………………………………………………invoices mailed for June-August

May 30……………………………………………………Last Playgroup for Spring
Summer Playgroups

June 1………………………………………………….Summer Playgroups starts
June 1……………………………………………….....Tuition Due for June-August

July 4 and 5…………………………………………….Independence Day, NO PLAYGROUPS
August 24……………………………………………...summer playgroup end
TEACHERS NUMBERS AND EMAILS:

KRISTA BROWN- OWNER

720-379-8231

KRISTA@PRODUCTIVEPLAYGROUP.COM
ALLI- TEACHER

317-417-1113

ALLIHARRON@GMAIL.COM
Stefanie- teacher
720-345-2086
stefanieholder@gmail.com
Rebecca-teacher

303-506-6779

Email: spearreb@gmail.com
Samantha-teacher

605-380-6579

samiwerks@gmail.com
Productive Playgroup Website: www.productiveplaygroup.com
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