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Welcome! 
Welcome to First Baptist Children’s Center!  We know you have many choices when it comes to daycare, 
preschool and after school care.  Thank you for choosing us.  We are welcoming and supportive of your 
child (and family) as they join our Children’s Center! 

Our daycare and after school programs are licensed and registered with the State of South Dakota.  This 
policy handbook contains information about what to expect from our staff and programs and the 
regulations that we follow to maintain our licensure with them.  If this handbook or a policy in this 
handbook changes, we will give you a two-week notice of the change. 

Our office door (or email inbox!) is always open if you have any questions about our policies. You are 
also welcome to stop in at any time to observe our staff or to see what your child is doing on a day to 
day basis. 

 

Mission Statement 
First Baptist Children’s Center exists to support the spiritual development of children through quality 
education and enrichment activities.  We provide a safe, stimulating and caring environment in which 
children may develop their God-given gifts and talents. 
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General Information 
Programs 
Little League (M-F, 7 am to 6 pm) 
Little League is our daycare program for children ages 3-5.  We offer before and after care for our 
Preschool program, all day care, and summer care.  Children must be potty trained before attending.  
This program is a licensed daycare program through the State of South Dakota. 

Preschool 
Preschool is offered from September through May for ages 3-5.  The 3 & 4-year-old class meets Monday 
through Thursday mornings.  The PreK class meets Monday through Friday mornings.   

First Base (M-F, 2:45 – 6:00 pm) 
First Base is our afterschool program for elementary students in Kindergarten through age 12.  We offer 
after school care, add-on days for planned school closings/early out, and summer care.  This program is 
a licensed daycare program through the State of South Dakota. 

 
Staffing 
Our staff is a group of trained professionals who promote respect and understanding for individual 
differences by maintaining a caring and challenging environment that allows freedom of choice and 
exposure to new experiences. Our staff consists of a certified director and qualified workers.   

All of our staff have passed a background check that screens for previous allegations of child abuse or 
neglect, felonies, violent crimes or crimes against children.  They are also checked against the sex 
offender registry.   Our staff also maintain ongoing training hours as required by the State of South 
Dakota and our policies. 

Our director has the appropriate degree and experience for the position.  The director is on-site 
approximately 40 hours a week and possesses a valid CPR & First Aid certification. 

Our staff are all over 18 years old.  They also have or are working on an appropriate degree and 
experience for their positions. 

We maintain the following staff to student ratios: 

• Children ages 3-5 (Little League/Preschool): Ratio of 1 staff: 10 children 
• Children ages 5 –12 (First BASE): Ratio of 1 staff: 15 children   

Volunteers 
Any volunteer filling in for an absent staff person will meet the requirements for the position. 
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Enrollment Procedure 
Enrolling in our programs are as simple as 1-2-3! 

1. Meet with the director  
2. Tour the facility, meet the staff and ask questions 
3. Fill out and return the required information and pay the registration fee 

The FBC Children's Center does not discriminate against applicants and students on the basis of race, 
color, national or ethnic origin. 

Required for Enrollment 
1. Registration Form 
2. Registration Fee (non-refundable) - $25 for First Base & Little League, $60 for Preschool 
3. Immunization Records 
4. Completed ACH Form 
5. Acknowledgement of Childcare Policies (see last page) 

 

Tuition, Refunds/Credits, and Fees 
Tuition is paid by direct withdrawal from your bank account (ACH).  You will receive an ACH form with 
the amount that will be withdrawn from your account and when those withdrawals will happen.  A 
family that enrolls more than one child will be eligible for a multiple child discount.   

A refund will be given if there is a proven error by the Children’s Center staff.  No refunds will be given if 
you sign up for a program and do not attend.  Registration fees are non-refundable. 

Scholarships 
We are able to offer limited scholarships because of the generosity of First Baptist Church.  Scholarships 
offset a portion of the program’s standard tuition fees. Scholarships may be available to any family in 
need, granted on a case-by-case basis depending upon need as well as our resources for providing 
funds. Contact the director for a scholarship application form. 

Other Fees 
Finder’s Fee 
First Base students are expected to report to the pick-up location at their school.  If our staff needs to 
search for your child (including calling you or another person to verify attendance), a $10.00 finder’s fee 
will be added to the next ACH payment.  One warning will be given prior to the fee being added to your 
ACH. 

Late Pick Up Fee 
You are expected to pick up your child on-time at the end of the program.  A late fee of $1 per minute 
will be added to the next ACH payment if your child(ren) are not picked up at the end of a program.  One 
warning will be given prior to the fee being added to your ACH. 
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Record-Keeping 
We will keep the following records on file as required for licensure: 

• Registration Forms 
• Immunization Records 
• ACH Forms 
• Permission Slips including but not limited to field trips, medical care and administration of 

medicine 
• Emergency Contact Information 
• Others as needed for licensure 

All files are confidential and will only be available for viewing to a child’s parent(s)/ guardian(s), 
appropriate First Baptist Children’s Center Staff and the State of South Dakota licensing employees, as 
required; unauthorized individuals will not have access to the First Baptist Children’s Center files. 

 

What to Expect: Day to Day 
Pick Up & Drop Off 
You will be given a unique door code to enter the building.  You are expected to accompany your child 
to the program, sign him or her in, and let the staff know your child is present.   

When you pick up, you are expected to come in the building, sign your child out and notify a staff 
member that your child is leaving.  Sign in/out records are required for safety purposes and for the 
center’s records. 

You are expected to notify our staff if a different person is picking up your child if that person is not on 
the authorized pick up list or has not recently picked up your child.  If this person is picking up your child 
regularly, we will assign a door code for them.  Please do not share your door code with other family 
members or your child. 

Personal Belongings: What to Bring, What to Leave Home 
What to Bring: 

• Clean pair of clothes to change into in case of an accident (Little League/Preschool) 
• Blanket and/or small pillow for rest/nap time (Little League) 
• Backpack (Preschool) 
• Watch for announcements about special field trips or show & tell days 

What Not to Bring: 

• Personal toys or belongings 
• Cell phones or other electronic devices 
• Food items  

We are not responsible for lost or broken items brought from home. 
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What to Wear 
We encourage children to wear clothes that allow them movement and independence.  We will spend 
time playing in the gym and outside as weather permits.  This means that we require shoes that cover 
toes and stay on feet when running and playing.  It also means to bring a jacket in the spring and 
summer. 

Winter wear is not required.  Please leave snow pants and boots at home.  If you want your child to 
wear boots during the winter, please bring a pair of shoes for them to change into once signed in. 

Meals & Snacks 
We provide snacks while your child is here.  There is one snack served in the morning and one snack 
served in the afternoon.   

We strive to be peanut/tree nut free in our day care program.   At times, snacks are offered that have 
been processed on the same equipment as peanuts/tree nuts.  An alternate snack will be offered to the 
students with allergies when this happens.  In the preschool classes, we request parents to bring 
peanut/tree nut free snacks but do not enforce a peanut/tree nut free classroom unless there is a 
known allergy. 

Hot lunch is available for our Little League program year-round and for First Base program during the 
summer.  Lunch tickets are available for $55 for 20 meals ($2.75 a meal).  A meal plan is posted for the 
month and you may pick and choose the meals. 

If you do not choose the hot lunch option or do not choose to participate every day, you will need to 
pack your child a cold lunch.  Refrigeration is available but we are not able to heat up items. 

Please notify the staff if your child will have hot or cold lunch. 

Field Trips 
Each of our programs attend field trips at one point or another.  You will be notified of a field trip ahead 
of time and may be asked to sign a permission form.  We include a general release with your registration 
forms, so may not need one for every field trip.  Sometimes we will walk to a nearby park. Other times 
we will ride on the Children’s Center bus.  Please see the Transportation heading for more information. 

Discipline 
We use developmentally appropriate strategies for working with behaviors. The priority in behavior 
management is to be proactive in preventing the behavior.  Each child will be engaged in activities that 
are meaningful and rewarding in themselves so that a child will want to cooperate and interact 
positively with others. 

Rules and routines taught to the children will center on a basic understanding of respect and care.  This 
will include how we treat each other, how we treat our environment, and how we learn to work and 
play together in groups. 

When behaviors arise, students will be first asked to refrain from the behavior.  Positive encouragement 
will be used when working with the children.   If behaviors persist, child may be asked to take a break or 
time away from the activity.  This allows the child to think about what they are doing, correct their 
behavior and return to the group ready to work/play cooperatively. Parents may be notified at pick up. 
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If further discipline is needed, natural and logical consequences will be used.  Consequences include 
such things as having to clean up a mess they made or losing a privilege such as the use of a toy or going 
on a field trip. Parents will be informed of discipline at this level through an incident report.  All incident 
reports must be signed and returned by a parent or guardian.  Copies can be provided on request. 

If the behavior persists, the parent(s)/guardian will be called in for a conference with the Children’s 
Center Director.  At that time, a plan for how to deal with ongoing behavior will be developed.  A child 
may be asked to leave First Baptist Church Children’s Center if behavior does not change following the 
development of a behavior plan. (See Dismissal.) 

Children whose physical actions hurt other children or staff may be suspended without warning from 
attending First Baptist Church Children’s Center for up to 3 days. In such cases, parents will be notified 
on the date the incident occurred and the days of suspension.  

At no time will any staff at First Baptist Church Children’s Center: 

• Engage in corporal punishment or discipline of any physical nature. 
• Verbally abuse, threaten or make derogatory remarks about the child or their family.  
• Restrict movement or confine a child. 
• Punishment for lapses in toilet training.  
• Withhold or force meals, snacks, or naps to correct behavior. 
• Use substances such as soap, pepper, or hot sauce for punishment of undesirable behaviors.   

Peers will not be allowed to administer discipline at any time. 

 

Dismissal 
We will always try to work with a child and family when conflicts or behaviors arise.  We also reserve the 
right to dismiss any child if our staff determines that one of our programs can not meet the needs of the 
child.  The following procedure will be followed:  

1. Our staff will follow a step-by-step discipline system that is positively reinforced. An incident will 
be documented if inappropriate behavior continues. 

2. If a parent/guardian is notified due to his/her child’s behavior, a meeting may be called to 
discuss the issue and develop a plan of action. 

3. If the behavior continues with the child, upon approval of the Children’s Center Director and 
their superior, the child may be dismissed from our program. 
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Health: When to Stay Home or When We Will Send Your Child Home 
For the protection of all, please do not bring sick children to the center.  Children who have a fever 
and/or are vomiting are required to stay out of the center for 24 hours after the symptoms are gone.  

Children that exhibit any of the following symptoms will not be allowed to attend until symptoms are 
gone for 24 hours without medication: 

• Vomiting 
• Undiagnosed sore or rash 
• Severe upper respiratory infection (cough plus nasal discharge that would be yellow or green in 

color accompanied by a fever.) 
• Diarrhea 
• Temperature of 100 degrees or more 

If a child should come down with any of these symptoms at the center, the child will be brought to the 
director’s office until he or she is picked up.  The child’s parent/guardian will be contacted immediately 
and be required to find appropriate care within one hour of notification. If he or she cannot be reached, 
the child’s emergency contacts will be notified to come and get the sick child. 

Our staff are mandated to report contagious diseases to the Department of Health. Failure to report 
known communicable diseases to the director can result in the removal of your family from our 
programs.  Please see the next page for our policies about these common communicable diseases. 
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Common Communicable Diseases and Our Policies 
Disease Incubation Period Communicability Sign/Symptoms Our Policy 

RSV    Doctor’s note to return to care 
Pink Eye/ 
Conjunctivitis 

24-72 Hours While 
sign/symptoms 
present 

Tearing, irritation, 
puffy eyelids, 
mucous and pus-
like drainage, 
intolerance to 
light 

Stay home until drainage stops 
or 24 hours of appropriate 
antibiotic treatment 

Ringworm Scalp: 10-14 days 
Body: 4-10 days 

As long as lesions 
are present and 
living spores 
persist 

Scalp: Small 
pimple-like 
lesions that 
spreads leading to 
scaly patches and 
causing 
temporary 
baldness 
Body: Flat 
spreading lesion 

Stay home as long as lesions 
present and living spores persist 

Impetigo 4-10 days As long as lesions 
drain.  Self-
infection may 
continue for a 
period of nasal 
colonization or 
duration of active 
lesions. 

Superficial: 
vesicular pustular 
and encrusted 
stages 

Stay home during draining 
stages of infection 

Chicken Pox 2-3 week or 13-17 
days 

As long as 5 days 
before eruption 
and not more 
than 5 days after 
last eruption 

Elevated 
temperature and 
rash 

Stay home until all lesions have 
crusted over 

Strep Throat 2-5 days During acute 
phases of 
respiratory illness 

Sore throat, 
difficulty 
swallowing, 
swollen glands 

After receiving antibiotic 
therapy for at least 24 hours 

Pediculosis 
(Headlice) 

Eggs of lice 
usually hatch in 1 
week 

As long as lice or 
eggs remain alive 
on the infested 
person or clothing 

Severe itching and 
excoriation of 
scalp or body. 
Adult lice and 
lymph’s are very 
small, 1-2mm 
long, and gray-tan 
in color. Eggs are 
about ½ the size 
and attach firmly 
to the hair shaft. 

It is recommended that the child 
be treated via his/her family 
physician. The child may return 
to the childcare center 48 hours 
after second treatment. The 
child may return sooner with a 
doctor’s note verifying that the 
child no longer has lice. 



10 | P a g e  

Children’s Center Closings 
You will receive a calendar that will highlight special events, closings and holidays for each program.   

Our Children’s Center is closed on the following national and religious holidays: 

New Year’s Day, President’s Day, Easter Monday, Memorial Day, Independence Day, Labor Day, 
Thanksgiving Day, Friday following Thanksgiving, Christmas Day. 

If the holiday falls on a weekend, the director will determine the day closed for the holiday.   

Weather Related Closings 
Our center follows the Sioux Falls School District for weather related closings.  See the following chart 
for weather related closings. 

School District Program 
Impacted 

Our Children’s Center 

One Hour Late Little League Open as usual 
 Preschool Starts on time 
 First Base No care before school, open after school  
   
Two Hours Late Little League Open as usual 
 Preschool AM Preschool Cancelled 
 First Base No care before school, open after school 
   
Cancelled/Closed All Programs Closed 
   
Early Dismissal (Weather Related) First Base Closed 
 Little League Open: parents encouraged to pick up children as 

soon as possible 
 

We will announce weather related closings by email, on our Facebook page and local media sources 
(KSFY, Keloland, KNWC/Life 96.5 Radio). 

Emergency Closings 
In the event of some other emergency that would close our Children’s Center, we will notify you by 
email, on our Facebook page and local media sources (KSFY, Keloland, KNWC/Life 96.5 Radio). 
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Parent/Guardian Expectations 
Here are some things that we expect from you, the parent/guardian: 

1. You will notify us if your child is going to be absent a day or more from the program he or she is 
enrolled in.  Failure to do so may result in Finder’s Fees (see Tuition, Refunds/Credits, and Fees). 

2. Changes in your family or child’s information will be shared with us in a timely manner.  This 
includes but is not limited to address, medical providers, bank account for payment, school or 
emergency contacts. 

3. You will sign your child in and out each day. 
4. Should an incident report occur, you will sign, return the form, and talk with your child about 

the incident and what appropriate behavior would be. 
5. You will address any grievances or concerns at the time it happens: 

a. Immediately set up a time to discuss your grievance or concern with the staff person 
involved. 

b. If the issue is not resolved, a meeting with the director will be arranged. 
c. If the issue is still unresolved, a meeting with the Business Manager or Associate Pastor 

of Children and Families will be arranged to settle the grievance or concern. 
 

What You Can Expect from Us 
We want to offer your child and you the best experience possible.  Here are some things we strive for in 
our child care center: 

1. Providing a safe, friendly and caring environment for your family. 
2. Communicating with families through: 

a. Face to face communication 
b. Emails & phone calls 
c. Signs, newsletters, and notes 
d. Social media 

3. Giving feedback about positive and problem behavior. 
4. Notifying you of changes in circumstances which may affect the ability to comply with licensing 

standards such as new location of program, renovations/remodeling of building, suspected in-
house child abuse/neglect, household composition change, ownership change, or new director. 

 

Withdraw from Our Children’s Center 
In the event you need to withdraw your child from our Children’s Center, you are expected to give us a 
two week notice of your last day of care.  If you choose to leave sooner than two weeks, you will still pay 
tuition for the remaining two weeks. 

Your child care tax information will be sent by January 31 of the following year to the address we have 
on file.  Please make sure to update your address with us before your last day. 

We will ask you to fill out a survey about your experience with our Children’s Center.  This helps us 
improve our care.  Thank you in advance for your feedback. 
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Processes and Procedures You Need to Know About 
Child Abuse 
Our Children’s Center is a mandatory reporter.  Therefore, all First Baptist Church Children’s Center Staff 
are required by law to report any witnessed or suspected child abuse or neglect to the Department of 
Social Services or Law Enforcement.  

If an incident should involve a staff member, the director will take the necessary steps to ensure that the 
suspected incident should not happen again. 

Emergency Evacuation Plan 
All rooms used by First Baptist Church Children’s Center will have visual instructions for fire and tornado 
emergency evacuations. We require four fire drills and one tornado drill to be conducted annually. 

Emergency Preparedness and Response Plan 
An emergency preparedness and response plan has been developed and is available for review upon 
request.  This plan contains emergency contact information, location of emergency items and supplies, 
evacuation plan, alternative location sites, lock-down procedures, and communication plan.   

Handling and Storage of Hazardous Material and Disposal of Bio-Contaminants 
Our staff will use the following guidelines:  

• Materials that are potentially harmful to children, such as cleaners and disinfectants, will be 
kept in a locked cabinet or closet out of the reach of children.  

• Use protective barriers to prevent exposure to blood, body fluids containing visible blood, and 
other fluids to which universal precautions apply.  The type of protective barrier should be 
appropriate for the procedure being performed and the type of exposure anticipated. 
o Use sterile gloves when hand contamination with blood may occur.   
o Use Vinyl or latex examination gloves for procedures involving contact with mucous 

membranes. 
o Use general-purpose utility gloves (e.g. rubber household gloves) for housekeeping chores 

involving potential contact with blood and for instrument cleaning and decontamination 
procedures. 

• Change gloves between contacts with children. 
• Place all cleaning materials and gloves in a sealed plastic bag.  If there is any trace of hazardous 

material on the outside of the bag, double bag the material.   
• Immediately take the bag to the outside covered garbage receptacle.  
• Immediately and thoroughly wash hands and other skin surfaces that are contaminated with 

blood, body fluids containing visible blood, or other body fluids to which universal precautions 
apply. 

Immunizations 
All children in attendance must have current immunizations and records. Our director collects 
immunization records from the online database.  If your child’s records are unavailable online, you will 
need to sign a waiver or submit a hard copy of immunization records. 
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Medical Emergencies 
In case of a medical emergency, our staff will take the steps necessary to assure safety and secure 
medical care for the child.  

The type of medical emergency will dictate the order of the following steps taken by our staff.  Our staff 
are not limited to these steps in response to a medical emergency: 

• Administer First Aid 
• Attempt to call the parents/guardian 
• Attempt to contact the emergency contacts 
• Administer CPR 
• Call 911 for medical assistance 

Medications 
All medication administered by our staff must have a signed Medicine Policy filled out by the 
parent/guardian of the child. All prescribed medication must be in the original container, labeled with 
the child’s name, doctor’s name, and instructions. All medicine will be stored in a secure place 
inaccessible to the children. 

Prevention of Shaken Baby Syndrome and Abusive Head Trauma 
All staff who are in direct contact with children (including substitute staff and volunteers) will receive 
training in the orientation training series on preventing shaken baby syndrome/abusive head trauma, 
recognition of potential signs and symptoms of shaken baby syndrome/abusive head trauma, strategies 
for coping with a crying, fussing or distraught child, and the development and vulnerabilities of the brain 
in infancy and early childhood. 

Transportation and School Pickup 
Our staff will transport children from the approved school to the Center and will provide transportation 
for center field trips with the parent/guardian’s written consent. Transported children must abide by the 
laws of the State of South Dakota as outlined in the “Use of Child Restraints Systems for children in 
care”.  Additionally, all vehicles being used for transporting children will comply with South Dakota State 
Laws.   

Parents/Guardians will need to arrange transportation to and from any personal appointments and 
extracurricular activities, including school district events, that are not part of our programming.   

If a child does not show up at the designated meeting point within 10 minutes of school dismissal, our 
staff will contact the school to see if the child is still there. If the school does not have information on 
the whereabouts of the child, a parent/guardian will be called to check on the child’s status.  If a 
parent/guardian cannot be reached, emergency contacts will be called.  Every effort will be made until 
the child is located and found to be safe. 
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Parent Acknowledgement of Childcare Policies 
http://www.firstb.org/about-us 

 

I,  __________________________________________________ (Printed Name), the parent/guardian                                  

of  _________________________________________________ (Child’s Name), acknowledge that I have 

read the Childcare Policies of First Baptist Church Children’s Center (found at the website listed above).  

I understand that it is my responsibility to read and understand these policies and to act in compliance 

with all items listed in the Childcare Policies.  If I have any questions after reading the Childcare Policies, 

I will contact the Director and set up a time to discuss my questions.  

 

Signed: ______________________________________________ Date: _____________________  

This form must be signed and returned before care can begin. 

 

 

 

Office Use Only 

Date Received Acknowledgement: ________________________  

 


