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POLICIES AND PROCEDURES

(Revised Sep-10)

History

The Speech and Language Center of Northern Virginia, Inc. (“SLCNV or Center”), the parent organization was founded in 1970.  SLCNV is a private, non-sectarian, non-profit organization designed to offer both a preschool (Dolley Madison Preschool – “School”) environment serving children 2½ to 5 years, and speech-language diagnostic and therapy services. The School also offers a summer camp for children 3 to 6 years.

Mission Statement for the Speech and Language Center of Northern Virginia, Inc. 

Our philosophy is to nurture each child’s sense of self-worth, to foster friendships and to promote each child’s physical, social, emotional and intellectual development.  A major focus of our program is to help preschool children with speech and language needs.  For those children, our approach is to encourage the development of speech and language skills within a classroom setting.  Every child can be included in the program as long as they can thrive within the standards of the school.  The SLCNV also provides additional support to children by offering individual speech/language therapy and evaluations.   All services are provided at a reasonable cost and scholarships are available if needed.  
Organizational Chart with Established Lines of Authority

The Speech and Language Center of Northern Virginia is governed by a ten-member Volunteer Board of Directors.  The Board of Directors has the responsibility to: conserve and protect the assets of the corporation; provide safe and healthy programs for children; ensure compliance with federal, state and local fair employment laws and regulations; ensure the future viability of the Board; and fundraising.  The Board hires directors to be responsible for the day-to-day operation and implementation of the programs.

Daily Operational Lines of Authority
                                                          Director

                                                          Teacher 1

                                                          Teacher 2

    For the current 2010 -2011 school year:

                                                          Anne Schwartz

                                                          Gabriela Moran

                                                          Maeva del Campo
Religious Affiliations/Non-Discriminatory Policy

The Speech and Language Center of Northern Virginia, Inc. admits students of any race, color, national and ethnic origin to all rights, privileges, programs and activities generally accorded or made available to students at the School/Center.  It does not discriminate on the basis of race, color, national and ethnic origin in the administration of its educational policies, scholarship and loan programs, athletic and other School/Center-administered programs.

Location and Phone Number of Center

The Center/School program is located on the premises of the Immanuel Presbyterian Church at 1125 Savile Lane, McLean, Virginia 22101.  The office phone number is 703 356-2833.  Dolley Madison Preschool phone number is 

703/356-1351.  Our fax number is 703-356-2311. 
Hours and Days of Operation including Holidays and Other Times Closed 

During the months of September through May, the office is open 8:30 a.m. to 4:00 p.m.  Please see the parent letter for a schedule of holidays and conference days.  During the months of June through August, the office is open 8:30 a.m. to 12:30 p.m., with the exception of two weeks in August when the SLCNV is closed.
1.  Procedures for Safe Arrival and Departure (traffic and hazards)

We cannot park along Savile Lane or in the circles or driveways.  When you bring your child to School/Center, please follow the driveway beyond the white house-second circle and church sanctuary.  Keep following the driveway to the graveled parking lot.  We are not permitted by the church to park in the upper parking lot or in the fire lanes.  There is plenty of parking in the graveled area.  Supervise your child and walk up the path to the first floor of the building.  Enter the white doors.  Follow the same procedures upon departure. Remember to drive slowly through the driveway.  Please do not leave children unattended in your cars.

2.  Policy for Release of Children only to Authorized Persons

The School/Center staff will release your child from the program only to person(s) authorized by you in writing to pick up your child.  The emergency contact people must also be authorized to pick up your child.  Please let us know in writing if there will be others picking up your child including car pools, playgroups or a visiting relative. 

    Custodial Parents,
             By 63 2-1813 of the Code of Virginia, the custodial parents has the right to be admitted to Dolley Madison   

             Preschool.

3.  Policy Governing Pick Up After Closing and Procedures if Child is not Picked Up

The School hours are 9:15 a.m. to 12:00 noon and 12:30 p.m. to 3:00 p.m.  Summer camp hours are 9:00 a.m. to 12:00 noon.  Please respect the opening and closing times.  If you have an occasional conflict, let us know as soon as possible.  We understand emergencies.   After waiting 15 minutes for a child to be picked up, a teacher or teacher aide will attempt to contact the parents, and if they cannot be contacted, we will try the emergency name/numbers furnished.   If an authorized person does not pick up a child after 2 hours, the child will be taken to Balls Hill Police Station.  Staff will follow the instructions of the authorities at that time.

Late Pick-up Fee - After the first 15 minutes, you will be considered "late" and your child will be supervised by teacher/teacher aide.  The first two times you are late, you will not be charged.  As of the third time, and each additional time you are late, there will be a $10.00 charge per each 15 minutes after the regular pick-up time.  You will be asked to sign the "late pick-up log" each time. 

4.  Release of Your Name and Number for a School Roster
Each family will be provided with a roster of the names, addresses, and phone numbers of the other families in the School, for carpooling, birthday party invitations, etc.  If you do not wish to be listed, please notify the office immediately.

5.  Children's Personal Belongings


Your child will need the following items for School:  

· clearly labeled change of clothes to include socks, underpants, pants and a shirt; 

· a supply of disposable diapers and diaper wipes, if your child is not potty trained;

· and school bag or backpack -- clearly labeled.


Dress your child in washable clothing. We will be painting, pasting, cooking and playing in sand and water.  
These materials always seem to be able to make their way onto your child's clothes.  We keep a box of spare 
clothing in case of accidents. If one day your child comes home with a different pair of pants, etc., please wash 
and return them the next day.  A school bag is a good idea for containing the day's art projects, notes, letters 
and any other items, so that they are sure to reach home.  Please be sure to check your child's backpack daily.

6.  Snacks
Every day a snack is provided for your child.  The children are offered snacks from two food groups.  Some days we have special treats such as cupcakes or other items the children have made.  If your child has a diet restriction let us know so we can plan snacks all the children can enjoy together.  We use disposable cups and napkins. A list of all foods served for snacks will be posted and kept on file for 1 week. 

When food is brought from home, the following will apply:

1. The food shall not be subject to rapid deterioration or spoilage;

2. The food shall be clearly labeled in a way that identifies the owner;
3. All unused portions of food shall be discarded by the end of the day or returned to the parent.

7.  Transportation Policy (if applicable)

We do not provide transportation to and from the School/Center.  We can provide the names, addresses and phone numbers of other children in the program to assist you in forming car pools.   According to Virginia law, effective July 1, 2002, all children under age six must be properly restrained in a child safety seat or booster seat.  This means that for field trips you may have to leave your child’s car seat, or be a parent volunteer.  

The parents’ cars used for field trips shall meet the following requirements:

1.  The vehicle shall be enclosed and provided with door locks;

2.  The vehicle's seats shall be attached to the floor;

3.  The vehicle shall be insured with at least the minimum limits set by the Virginia state statutes; and

4.  The vehicle shall meet the safety standards set by the Department of Motor Vehicles and shall be kept in 

      satisfactory condition to ensure the safety of children.

During transportation of children:

1.  Virginia State statutes about safety belts and child restraints are followed;

2.  The children remain seated and each child's arms, legs, and head remain inside the vehicle;

3.  Doors are closed properly and locked;

4.  At least one staff member or the driver always remains in the vehicle when children are present;

5.  Emergency telephone numbers for obtaining emergency help are in the vehicle and available to staff;

6.  The name, address, and phone number of the Center and additional emergency contact numbers are in the  

      vehicle and available to staff; and      

7.  A list of the names of the children being transported, first aid kit, food and water are available.

When entering and leaving vehicles, children shall enter and leave the vehicle from the curb side of the vehicle or in a protected parking area or driveway. When it is necessary to cross streets, children shall cross streets at corners or crosswalks or other designated safe crossing points if no corners or crosswalks are available.

8.  Procedures for Storing and Administering Medications

It is the policy of SLCNV not to administer routine medications to children.  We prefer that children receive medications from their parent/guardian prior to attending School/Center each day.  However, we do store medications for emergency purposes such as epi-pens for an allergic reaction or inhalers for an asthma attack.  

The procedures are as follows:

1) Prior to the first day of enrollment, a “Medication Authorization Form” is completed and returned to the office.  

2) The top part of the form must be completed and signed by the physician.  **Please note that the dosage and instructions written on the paper must match what is written on the medication (Rx label).  The child’s name must be clearly marked on the medication.
3) The parent must complete and sign the bottom part of the form.

4) No medication will be accepted by the staff without the proper paperwork completed.
5) All medications are kept in a lock box within a locked cabinet which is only accessible to staff.

6) All medication must be picked up by the parent at the conclusion of school/camp
The log of medication given is kept in the classroom.  Never give your child a tablet or other prescription to take on his/her own during the day.
             Due to a change in the Virginia Department of Social Services Medication Administration policy, children with

             prescription Epi-pens must be accompanied on field trips by a parent or an individual sent by the parent who

             can administer the Epi-pen should the child require it. Please bring your child’s medication on Wednesday, 
             September 8th.
9.  Injury/Medical Emergency

In case of injury to a child or a medical emergency, medical procedures are followed as outlined by the parent in child's application and/or emergency card, and basic first aid procedures.  If we are unable to reach you and it is deemed necessary, we will call 911 to obtain assistance for your child.  If you are unable to give consent (by reason of our inability to reach you) for medical treatment as recommended by a competent medical authority, SLCNV, Inc. is authorized by you to authorize medical treatment on your behalf for your child.  We will make every effort to contact you or the emergency contact you have designated.  If an ambulance service is not readily accessible within 10-15 minutes, it may be necessary for a teacher/therapist to transport your child for medical treatment.  By signing the attached “Authorization for Emergency Medical Treatment” form, the parent/guardian will not hold the teacher/therapist liable for any illness/injury that may occur to the child. 
If a parent has an objection to these procedures due to religious or other grounds the parent must notify the School/Center of the objection in writing.

10.  Sunscreen, diaper ointment, insect repellent

Be sure to apply diaper ointment, sunscreen, insect repellent to your child as deemed necessary, before 
attending each day.

11.  Parent Pick-up of Child in Case of Illness

If a child becomes ill, the child’s parents will be notified.  Parents will make arrangements to pick the child up as soon as possible, if staff requests.  Your child must be free of all symptoms below for at least 24 hours without the use of medication, before they can return:  fever, vomiting, diarrhea, heavy nasal discharge, constant cough or sore throat, unidentifiable skin rash, head lice, symptoms of communicable diseases, symptoms of pink eye/conjunctivitis. 
12.  Reporting of Communicable and Life Threatening Diseases 

Parent will inform School/Center within 24 hours or the next business day after your child or any member of the immediate household has developed any confirmed reportable communicable disease as defined by the State Board of Health, except for life threatening diseases which must be reported immediately.  List of Reportable Communicable Diseases includes:  Chickenpox, Conjuncivitis (Pink Eye), Diarrheal Diseases, Fifth Disease, Hepatitis A, Hepatitis B, HIV Infection, AIDS, Measles, Meningitis, Mumps, Head Lice, Pertussis, Rubella, Scabies, Streptococcal Diseases, Ringworm.
13.  Discipline Policies

Our staff facilitates the development of self-esteem by respecting, accepting, and comforting children, regardless of the child's behavior.  Understanding behavior that is not unusual for young children, such as messiness, interest and differences in body parts, crying and resistance, aggression and later, infraction of rules and truth, is the basis for appropriate guidance of young children.  Developmentally appropriate guidance demonstrates respect for children.  It helps them understand and grow, and is directed toward helping children develop self-control and the ability to make better decisions in the future. Staff will follow the School’s/Center's policy on acceptable and unacceptable discipline methods.

Discipline shall be constructive in nature, dealt with promptly and includes techniques such as:

1.  Arranging equipment, materials, activities, and schedules in a way that promotes desirable behaviors.

2.  Using limits that are fair, consistently applied, and appropriate and understandable for the child's level; 

3.  Providing children with reasons for limits;

4.  Giving positively worded directions;

5.  Modeling and redirecting children to acceptable behavior;

6.  Helping children to constructively express their feelings and frustrations to resolve conflict; and

7.  Modeling appropriate language for the children.

Staff or adult behaviors that are never acceptable toward children include: verbal abuse; threats; screaming in anger; neglect; inflicting physical or emotional pain; criticism of a child or their family by ridiculing, blaming, or using frightening or humiliating punishments; belittling remarks about his/her race, religion or cultural background. Adults should not laugh at children's behavior, nor discuss it among themselves in the presence of children.  Staff shall not give a child authority to punish another child nor shall staff consent to a child punishing another child.

There shall be no physical punishment or disciplinary action administered to the body such as, but not limited to, shaking; spanking; roughly handling a child; forcing a child to assume an uncomfortable position (e.g., standing on one foot, keeping arms raised above or horizontal to the body); restraining to restrict movement through binding or tying; enclosing in a confined space, box, or similar cubicle; or using exercise as punishment. When disciplining a child, staff shall not: force, withhold, or substitute food; force or withhold naps; or punish a child for toileting accidents.

When separation is used as a discipline technique, it shall be brief and appropriate to the child's developmental level and circumstances.  The child who is separated from the group shall be in a safe, lighted, well-ventilated place and shall be within hearing and vision of a staff member. No child, for punishment or any other reason, shall ever be confined in any space that the child cannot open, such as but not limited to closets, locked rooms, latched pantries or containers.  
14. Visitation Procedures

The preschool welcomes visits from parents and community professionals.  Please check directly with your 

      child’s teacher to arrange a day and period of time that will meet the needs of the child, class, teacher, speech-

      language pathologist, parent and/or professional. We request that outside professionals provide verbal and/or

      written feedback to a staff member soon after their observation.
15.   Working with Community Professionals
The Preschool recognizes that children often receive services from other professionals and that communication with these professionals is essential to optimize each child’s learning and development. Due to the structure of the Preschool program, outside professionals are asked not to provide direct services, including shadowing, during the child’s school day. Instead, observations of the child and consultations with the staff are recommended to address each child’s needs.
16.   Reporting Suspected Child Abuse

The Commonwealth of Virginia and Fairfax County has mandatory reporting laws for educators to report suspected child abuse and neglect.  The staff of the Speech and Language Center of Northern Virginia, Inc. are provided with information and guidelines on child abuse and neglect.  The School/Center follows the reporting laws according to 63.1-248.3 Code of Virginia.

LICENSING INFORMATION

The Speech and Language Center is licensed by the Commonwealth of Virginia. The following information regarding licensing is provided by the Commonwealth of Virginia.

LICENSING INFORMATION FOR PARENTS ABOUT CHILD DAY PROGRAMS

The Commonwealth of Virginia helps assure parents that child day programs that assume responsibility for the supervision, protection, and well being of a child for any part of a 24-hour day are safe.  Title 63.1, Chapter 10 of the Code of Virginia gives the Department of Social Services authority to license these programs.  While there are some legislative exemptions to licensure, licensed programs include child day centers, family day homes, child day center systems, and family day systems.  The state may also voluntarily register family day homes not required to be licensed.

Standards for licensed child day centers address certain health precautions, adequate play space, a ratio of children per staff member, equipment, program, and record keeping.  Criminal records checks and specific qualifications for staff and most volunteers working directly with children are also required.  Standards require the facility to meet applicable fire, health, and building codes.  

Compliance with standards is determined by announced and unannounced visits to the program by licensing staff within the Department of Social Services.  In addition, parents or other individuals may register a complaint about a program, which will be investigated if it violates a standard.

If you would like additional information about the licensing of child day programs or would like to register a complaint, please contact the Regional Office of Social Services closest to you or call 1-800-KIDS-LIL (543-7545).  Richmond area – (804) 692-2394.

Fairfax Area Licensing Office


Verona Licensing Office

11320 Random Hills Road #200

Post Office Box 350

Fairfax, VA 22030



4801 Lee Highway

(703) 359-6786



Verona, VA  24482-0350






(540) 248-9345

Northern Virginia Regional Office

320 Hospital Dr., Suite #23


Piedmont Regional Office

Warrenton, VA  22186


Commonwealth of Virginia Building

(540) 347-6345



210 Church St., S.W., Suite 100






Roanoke, VA  24011-1779

Central Regional Office


(540) 857-7971

1604 Santa Rosa Road

Wythe Building, Suite 130


Western Licensing Office

Richmond, VA  23229-5008


190 Patton St.

(804) 662-9773



Abingdon, VA  24210






(540) 628-5171

Eastern Regional Office



Pembroke Office Building


Penninsula Licensing Office

Pembroke Four Office Building, Suite 300
825 Diligence Drive, Suite 203

Virginia Beach, VA  23462-5496

Newport News, VA  23606

(804) 473-2116



(804) 594-7594
17.  Reasons and Procedures for Removal 
We do realize that circumstances can and do change so that your child may no longer be attending our program.  We require at least one week’s notice in writing.  The School/Center has the option of removing your child from our programs with two week’s notice.  This option will not be implemented without first discussing the situation with the parents or guardians, trying all other possible solutions and helping the parents find an appropriate placement for the child in another program. 
18. Playground Policy
The playground is used as an extended part of the school curriculum, and is intended for the children who are enrolled on that day and that hour.
19. Fire and Emergency Evacuation Plan (attached)
PLEASE SHARE THIS INFORMATION WITH YOUR CHILD’S CAREGIVER

The preschool’s fire and emergency evacuation plans were reviewed and 

reapproved by the Fire Marshall’s office as of May 8, 2010.

Please note the pertinent parent information below.
EVACUATION PLAN
A. When using both the primary and secondary exit plan, congregate at the far right hand (northeast) corner of the parking lot (near the trash dumpster). 

B. If the fire is in the Sanctuary building or in the Church House stay in the classrooms (“shelter in place” – Rooms 106/107) and wait for instructions from the Fire Department.

C. If it is necessary to evacuate the property, the children will be walked along the property line at the edge of the parking lot, through the wooded area and to the Gidley residence on 1129 Litton Lane (an arrangement has been confirmed with this family).  This will be the meeting place with the parents who will drive to Litton Lane, entering from Route 123 on to  Basil Road.

D. Two people from the Board of Directors who live near the school property will serve as emergency contacts.  They will have copies of all the children and staff emergency information.  The Preschool Director will be responsible for calling the Board Members if an evacuation is necessary. 

No one is to re-enter the building until the Fire Department gives the all-clear signal.

ANTICIPATED HURRICANE/TORNADO OR NATURAL DISASTER

ATTEMPT TO CLOSE THE SPEECH AND LANGUAGE CENTER/DOLLEY MADISON PRESCHOOL AND SEND THE CHILDREN HOME BY USING THE FOLLOWING PROCEDURES:

Parents will be contacted from the emergency (green) cards and will be expected to reach the Center for pickup within 30 minutes.  The office staff will be responsible for making these calls. 

If the parent cannot be reached, the office staff will call the second contact on the green card.  That person must arrive within 30 minutes.

If the parent is reached but cannot arrive within 30 minutes, the parent must call their second contact person.

Please take the time to review and update your emergency card that is currently on file with us!











(more - OVER)

IF THE SPEECH AND LANGUAGE CENTER /DOLLEY MADISON PRESCHOOL CANNOT BE EVACUATED/CLOSED, THE FOLLOWING “SHELTER IN PLACE” PROCEDURES WILL BE USED: 
Each teacher and classroom assistants will take the children to Rooms 106/107 (“shelter in place”).  

EARTHQUAKES

Get the children in a strong doorway or under tables in a corner away from windows.  

If outside, avoid walls, power poles and other objects which could fall.  Do not let the children run.  Move to an open area away from all hazards. 

FIRE

See Fire Drill/Evacuation Plan (designated evacuation routes) posted in each room.

FLOOD

The teacher and assistants move the children to the second floor of the preschool building. 

LIGHTNING

Get the children indoors. Take a head count.

Do not use electrical appliances.

Do not sit near windows, doors or sinks.
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