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Parent Handbook 

Welcome to River Road Presbyterian Childcare Center.  Our 
teachers have planned an exciting year of activities filled with 
developmentally appropriate activities to help your child grow 
spiritually, mentally, physically, emotionally, and socially.  We 
encourage parents to be involved in their child’s education.  We 
look forward to developing a relationship that fosters open com-
munication and allows your child to thrive in our environment. 
Please feel free to contact your child’s teacher or the Director at 
any time. 

Lisa Williams, Director 

Britany Palmen, Assistant Director 

Our Mission 

River Road Presbyterian Childcare Center was founded as a min-
istry of the church to provide a Christ centered safe childcare en-
vironment for your 6 week old to 5 year old child.  The center 
draws families from all over the metro Richmond area. 

Philosophy 

River Road Presbyterian Childcare Center is dedicated to provid-
ing a warm and loving family environment for children.  With our 
smaller size, we are able to give quality, individualized care to 
families.  As we view the Center as a family, the importance of 
family bonds cannot be understated; siblings are encouraged to 
interact with one another, and we want everyone involved - chil-
dren, parents, and staff alike - to feel like they are part of our ex-
tended family. 

Children here are encouraged to be children; we do not be-
lieve they are small adults.  The individual progress, growth, 
and development of every child is important to us. The envi-
ronment at the Center promotes learning while having fun 
during the process.  Through a mixture of hands-on experi-
ences, group activities, and individual play, our children de-
velop the intellectual, social, emotional, and physical skills 
necessary for all aspects of life and growth. 



Parent comments and suggestions are encouraged and are 
taken into serious consideration as we continually adapt to 
new challenges.  The children are not the only ones who are 
engaged in the learning experience; all of our staff and par-
ents also learn from the children. 

Goals 

The goals of River Road Presbyterian Childcare Center are to 
help children 

• celebrate the joy of living in God's world 
• develop empathy with others 
• respect others and their property 
• become independent and learn how to express 

their emotions 
• develop meaningful relationships 
• develop large and small motor skills 
• develop lifelong healthy habits 
• develop a lifelong love of learning 
• build on their natural curiosity 

Teachers 

Our teachers have a wide variety of experiences and education.  
As a team, we will grow professionally each year. We strive to 
learn new and creative approaches to support our philosophy and 
goals in serving children and families.  Our teachers are CPR and 
First Aid certified. 

Families 

Parents play a vital role in the development of their children.  
Open communication between parent and teacher is the best way 
to develop a strong program for your child.  Daily communication 
will be provided to the parent regarding their child's daily activi-
ties. In our 3 year old and older classes, weekly communication 
provides descriptions regarding lessons and activities planned.  In 
our infant and young toddler rooms communication is sent home 
daily.  Please contact your child's teacher if you have any ques-
tions or concerns. 

 



Educational Program 

The educational program at River Road Presbyterian Child-
care Center is based on developmentally appropriate activi-
ties specific to a particular age.  Lesson plans may include lan-
guage arts, math, science, gross motor development, music, 
and art.  Manipulative games and toys that will help develop 
creativity, build motor skills and eye-hand coordination are 
incorporated into daily activities.  Children are encouraged to 
explore possibilities with out focusing on the final product.  
Structured play times are centered around practicing social 
interactions with teachers and classmates. 

Teachers develop specific schedules and unique plans for 
each class which they will post in the classroom.  Each day the 
two—five year old classes will include calendar time, stories, 
music and movement, and learning center activities all cen-
tered around a central theme as well as, morning and after-
noon snack, lunch, indoor and/or outdoor recess.  Through-
out the year, teachers will document each child's progress us-
ing observation and assessment.  Using newsletters, weekly 
or monthly calendars, and regular email updates, teachers 
will keep parents aware of the lessons and activities for the 
children. 

Teachers in our 3 years old and older classes have been 
trained in the Handwriting without Tears Curriculum.  This 
program teaches children proper grip, formation of letters 
and numbers through fun and interactive lessons. 

You are encouraged to be in frequent communication with 
your child's teachers and to relay any important changes as 
soon as possible.  At any time, you may contact your child's 
teacher and schedule a meeting.  The Director is also available 
to meet with parents upon request. 

 

 



Arrival 

Arrival begins at 7:30 AM.  Please enter through the front 
door and sign your child in.  Proceed to your child's class-
room.  All students must wash their hands upon entering the 
classroom.  After washing hands, parents are expected to put 
child's food in their child's container in the refrigerator and 
fill out their morning activities.  In order to monitor who en-
ters the Center, the door will be locked at 8:15 AM.  Parents 
may enter between 8:15 AM and 5:30 PM by ringing the door-
bell. 

Sheets, Clothing, and Diapers 

Your child should be dressed each day in playground clothes 
that are comfortable for an active day as well as being weath-
er appropriate.  We will attempt to go outside everyday and 
play as well as participate in arts and crafts.  Please send your 
child in closed toe shoes everyday once they begin walking.  
Infants and crawlers should have on socks or footed bottoms.  
We will store 2 changes of clothes for each child.  Please place 
these in a large Ziploc bag clearly labeled with your child's 
name.  In addition, students not toilet trained will need to 
keep a full package of diapers at the center.  Parents will be 
notified when they need to bring in a new package.  Infants 
will have two crib sheets and two blankets on hand that will 
be taken home on Friday's to be washed or when soiled.  Tod-
dlers and up will supply a blanket and lovey (if needed)  that 
will be washed each week.  Let your teacher know if the lovey 
is to be sent home each day. 

Daily Snacks, Lunch, and Drinks 

Please send two nutritious snacks and a lunch each day as 
well as a drink/cup, the cup will be refilled with water 
throughout the day.  Each container of food, bottle and/or sip-
py cup needs to be labeled with your child's full name and ei-
ther AM or PM snack or lunch if you want them eaten at spe-
cific meals.  Parents will provide any utensils needed to feed 



their child and those utensils will be labeled with his or her 
full name.  All refrigerated food and liquids will be disposed of 
after meals, and dirty containers, utensils, and cups will be 
put in child's bag. 

Backpacks or Tote Bags 

Each child will need to bring a bag each day.  The bag will be 
used to place used food containers, soiled clothes, and any 
communication being sent home.  Please empty your child's 
bag daily. 

Bathroom Time 

Children will have diaper changes or potty opportunity every 
two hours or as necessary.  Our toddlers and  two year old 
teachers have outlined a successful potty training strategy 
and are willing to discuss this with ready parents at any time. 

Dismissal 

Dismissal is no later than 5:30 PM.  Please observe this time 
closely.  Teachers will begin getting children ready to go home at 
5:00 PM unless you have indicated otherwise.  Please note a $15 
late fee will be issued if parents or caregivers do not pick stu-
dents up by 5:30 PM; an additional $10 will be charged for 
each subsequent 10 minutes you are late.  In the event of an 
emergency, please call to let us know who will be picking up your 
child, otherwise please send in a note with your child.  Also, only 
those individuals identified as Authorized to Pick Up form will be 
allowed to pick up your child.  If that information changes during 
the school year, please make changes in writing and submit then 
to your child's teacher and the center's office. 

You must send a note to your child's teacher giving your 
written permission for your child to go home with anoth-
er child.  Without a written note, we will not send chil-
dren home with another family. 

 

 



Absence from the Center 

Please notify the Center if your child will miss school due to 
illness, travel, or family commitment.  You may call the center 
at  804-740-2003 or email or the center at  child-
care@rrpcusa.org . Missed days will not be made up. 

Communication by email 

In an effort to be 'green' the majority of communication will 
be done via email or text.  Please let the office know if you 
would like a hard copy of the correspondence. 

Center Closing 

River Road Presbyterian Childcare Center will post holiday 
closings on the calendar.  In case of inclement weather, we 
will follow a similar schedule as Collegiate School as we share 
a parking lot with them.  We will also send out a blast commu-
nication notifying families of our delays and closures.  All ef-
forts will be made to let families know as soon as possible. 

Cell Phones 

Please refrain from using cellphones when dropping off or 
picking up your child.   

Confidentiality and Privacy 

We hold all information about our students and their families 
in strict confidence.  We will not release information unless 
requested in writing by the parent or ordered by a court of 
law. 

Use of Student Images 

A photographic image of each child will be used in the class-
room to identify personal belongings and assist with name 
recognition. 

Teachers will document some daily activities and events with 
photographs that are shared with our families, in our newslet-

mailto:childcare@rrpcusa.org
mailto:childcare@rrpcusa.org


ters , website, and marketing material.  No image of a child 
will be shared with the public without written consent from 
the parents.  The permission form will be filled out each year. 

The center will not be held responsible for pictures or 
videos distributed by parents through social media. 

Guidelines for Handling Inappropriate Behavior 

The teachers of River Road Presbyterian Childcare Center un-
derstand that children are beginning to learn self control.  Re-
direction of inappropriate behavior with positive correction is 
how we handle behavior issues.  Our goal is to lead a child to 
self-recognition of a potentially troublesome situation.  If nec-
essary, teachers will redirect the child or use a separation 
time apart from the group in order for the student to have 
time to calm down.  Physical punishment or yelling will never 
be used. 

For the safety of all our students we have designed the follow-
ing policy for those children who bite or consistently use in-
appropriate or aggressive behavior 

1st offense:  Parents of students involved in the situa-
tion will be notified verbally by the teacher.  The 
teacher will notify the Director and documentation 
will be placed in the child's folder. 

2nd offense:  Parents of students involved in the situa-
tion will be notified verbally by the teacher and Di-
rector, and documentation will be placed in the 
child's folder. 

3rd offense:  Parents of students involved in the situa-
tion will come in to meet with teacher and Director, 
and written documentation signed by the Director 
and the parents will be placed in the child's folder.  
A copy of this will be given to the parents. 

4th offense:  Parents of students involved in the situa-



tion will be notified by the Director to schedule a 
consultation with the Director and the Childcare 
Ministry Team to determine if the Center is the best 
place for the child. 

Child Abuse and Neglect 

Teachers will immediately report any suspected child abuse 
or neglect to the appropriate authorities as required by the 
State of Virginia.  All River Road Presbyterian Childcare Cen-
ter employees go through criminal background checks as re-
quired by the Virginia Department of Social Services and have 
participated in Child Abuse Training.   

Grievance Procedures  

While most issues are resolved at the classroom level, in the 
event that the problem is not resolved to your satisfaction, we 
encourage you to contact the Director. 

Social Media 

River Road Presbyterian Church recognizes the value of social 
media and internet communications such as Facebook, Twit-
ter, Instagram, and other online tools that allow staff and 
community families to communicate and share with the great-
er community.  The Center also recognizes the importance of 
privacy and the need to maintain a respect for that privacy on 
the River Road Presbyterian Childcare Center social media 
accounts.  River Road Presbyterian Childcare Center expects 
all members of our community to follow our Social Media Pol-
icy and guidelines so that content posted reflects positively on 
the individual and the Center. 

Facebook Page Administration, Use and guidelines 

The ministry board has authorized the Director to create and 
utilize a Facebook page as an interactive social media tool.  
The Director has the right to remove any content deemed in-
appropriate. 



Information shared by River Road Presbyterian Childcare 
Center, our staff and parents is a reflection on the entire cen-
ter community and is subject to center policies as outlined in 
the River Road Childcare Center Handbook.  When choosing 
to use the Facebook page, Twitter account, YouTube, or Insta-
gram account, please consider how your post will be viewed 
by the wider community and not just our center family.   

Enrollment Contracts 

The Student Enrollment Agreement and Contract (when 
signed by the Director of River Road Presbyterian Childcare 
Center and the Parent(s) of the enrolling student) outlines the 
contractual agreement established between the center and 
the family.  The contract specifies the amount of money owed 
and the dates money is due.  In addition to the  deposit which 
is paid with a signed contract and  constitutes a non- refunda-
ble enrollment deposit, the tuition will be paid monthly by the 
fifth of each month running from August 5 through May 5.  

Late Payments 

The Center makes contractual commitments to each teacher 
and others, and invests in supplies prior to the commence-
ment of each school year.  Therefore, if for any reason parents 
have not paid an installment when due, the Center reserves 
the right not to permit the student to attend Center sessions 
until the account is brought current. 

If the late payment is not received within 30 days of the due 
date, a 10% monthly interest charge will be imposed on the 
unpaid balance.  If tuition remains unpaid after thirty (30) 
days, the Center reserves the right to terminate this contract 
upon written notice to the parents and to take legal action.  
Should this unpaid tuition be referred to a collection agency 
or attorney due to nonpayment, all costs of collection and all 
reasonable & customary fees & expenses incurred to collect 
the unpaid balance will be the responsibility of the parents. 



Returned Check 

A fee of $40.00 will be charged for any returned checks.  The 
10% tuition late fee will also apply if the re-issued check is 30 
days past due. 

Withdrawal Procedures 

The student Enrollment Agreement and Contract covers the 
entire school year running from the opening in August to clos-
ing in June.  The contract also outlines withdrawal procedures 
prior to the August start date of the school year as follows: 

If for any reason the student is withdrawn between July 1 and 
August 1, the parents will be responsible for the first 4 
months.  If the student withdrawals after August 1, they are 
responsible for the entire year. 

Dismissal Procedure 

Should the Center determine that a student cannot adjust or 
has not adjusted to the routine of the Center's program or has 
behavioral issues that do not fit the requirements of the pro-
gram, the parents will receive written notice from the Direc-
tor and will have the opportunity for a consultation with the 
Center.  The Center shall make the final determination  
whether the student may continue in the program.  If the Cen-
ter discontinues the student's participation, the Center will 
refund a prorated portion of money paid of the annual tuition 
(excluding the deposit) based on the number of months in 
which the student was present, divided by the number of 
months in the school year. 

Student Health and Emergency Medical Procedures 

River Road Presbyterian Childcare Center is committed to 
maintaining a healthy and safe environment for the children 
and their teachers.  We have established preventive infection 
control procedures for the staff and students, our teachers 
receive regular training in Daily Health Check, First Aid, and 



CPR.  We have written emergency medical procedures and 
protocols in place should a severe injury or medical emergen-
cy occur while your children are in our care.  Every staff mem-
ber receives a yearly health check, and each child's medical 
history, including immunizations , allergies, and other medical 
information is updated each year and is on file in the office 
and classroom. 

Infection Control and Prevention 

In order to provide a healthy environment, the staff of River 
Road Presbyterian Childcare Center practice proper hand 
washing techniques with the children throughout the day and 
have been trained to follow proper procedures in sanitation 
of all surfaces and toys used in the Center. 

Please do not send your child when they have a bad cold or 
infectious disease.  In order for them to participate fully in 
class, we need them to be well.  Minor illnesses, such as the 
common cold, are to be expected in small children and are not 
necessarily a reason to send a child home.  Children and 
teachers with the following symptoms must remain at home: 

• fever of 100° or higher 

• diarrhea 

• vomiting 

• drainage from the eye 

• heavy nasal discharge or a very runny nose that the 
child cannot keep wiped without help 

• a constant cough 

• fussy, cranky behavior that is atypical for the par-
ticular child 

• Blisters that are open or have not scabbed over 

• or other signs of communicable disease 

Your child must be fever free for 24 hours with out the aid of 
fever reducing medication before returning. 

Your child must be symptom free of diarrhea and vomiting for 



24 hours before returning. 

When antibiotics are prescribed, your child may not return 
until 24 hours after the first dose of antibiotics has been ad-
ministered. 

If your child becomes ill at the Center, and does not require 
immediate medical help, the Center will determine if the ill-
ness: 

• prevents the child from participating comfortably 
in activities 

• results in a need for care that is greater than the 
staff can provide 

• poses a risk of spreading a harmful disease to oth-
ers 

If your child appears unable to participate, or your child's 
condition grows worse during the day, the Center will notify 
you immediately, and you will be asked to pick up your child 
as soon as possible. 

With severe illness, communicable disease, or body infesta-
tion, the parent will be contacted immediately to pick up their 
child.  The child will be removed from the classroom and 
placed in a supervised area until leaving. 

Communicable Disease and Infestations 

River Road Presbyterian Childcare Center is required to notify 
all families if a child had been exposed to communicable dis-
ease or an infestation.  Parents will receive a letter informing 
them of the circumstances and what steps are being taken to 
control the spread of the outbreak. 

If your child has been exposed to a communicable or diag-
nosed with one, your child should not return to the Center un-
til released by your doctor with a letter stating they are no 
longer infectious to others. 



When your child arrives at the Center each day, please com-
municate with your child's teacher if you are concerned your 
child might not be 100%, or if you noticed change in your 
child's behavior.  Communication between home and the Cen-
ter is the best way to keep sicknesses to a minimum. 

The most common communicable infestation in children is 
head lice.  Head lice is spread by direct contact with infested 
hair (head to head contact; sharing hats or combs.)  Only lice, 
not nits, spread infestation.  While head lice do not carry dis-
ease and are not a sign of a poor hygiene, an infestation with 
lice disrupts the child, the family, and the Center community.  
Every effort is made to contain the infestation by communi-
cating with parents and closely monitoring the classroom and 
children until the infestation is controlled. 

If a parent discovers a child has lice, the parent should dis-
close the infestation to the Director, Assistant Director, or 
classroom teacher.  The parent is asked to consult with a 
health professional for treatment.  Once the child has been 
treated, and there is no evidence of an active lice infestation, 
and the Doctor has written a note the child may return to the 
Center.   

If a child is discovered to have lice while at the Center, the 
child will be removed from the classroom, and the parents 
will be called immediately to take the child home and to begin 
a  treatment plan.  The child's personal articles and clothing 
will be sent home to be laundered or dry cleaned.  Once the 
child has been treated, and there is no evidence of an active 
infestation and has a doctor note, the child may return to the 
Center. 

Minor Injuries and Accidents 

First aid will be administered in the event of bumps and 
scrapes and an “oops report” will be filled out and sent home.  
In the event of a minor injury, parents will be contacted and 
first aid will be administered. 



In case of a major injury, the parents will be contacted imme-
diately.  In the event the parents cannot be reached and/or  
serious emergency, Henrico County Rescue Squad will be con-
tacted. 

Allergic Reactions 

If a child who does not have a documented allergy develops 
hives, complains of itching or other minor discomforts, the 
child will remain under close supervision until the reaction 
subsides or requires further attention.  The parent will be no-
tified of the situation and updated regularly. 

If a child who has documented allergies develops hives, be-
gins itching, or has other allergic reactions, the trained staff 
member will administer an oral dose of antihistamine based 
on the child's weight.  Medication will only be administered if 
a permission form is signed by the parent and on file.  The 
child will remain under supervision until reaction subsides or 
requires further attention.  The parent will be notified and 
updated regularly. 

A child who has had a severe allergic reaction will have an 
emergency kit that is located in a secure cabinet as well as in 
his or her teacher's playground bag.  This kit will contain an 
epinephrine auto-injector (epi-pen) as well as an oral antihis-
tamine. 

A trained staff member will follow the guidelines prescribed 
by the doctor and administer the epi-pen if necessary. 

In the event of serious injury or medical emergency, the staff 
are responsible to administer first aid and/or CPR, contact the 
Director or Assistant Director, and make sure the other stu-
dents are supervised and safe.  The staff are trained to re-
spond as follows: 

• First Aid and/or CPR procedures initiated 

• Face shields are used should mouth to mouth re-
suscitation be needed 



• Using available cell phone, staff will immediately 
call 911, being sure to tell EMS dispatcher the Cen-
ter's location at 8960 River Road 

• Director will be notified by cell phone 

• Staff will ensure that all students not involved in 
the incident are within the care of other staff mem-
bers and away from the incident 

• Director will notify the injured or ill student's par-
ents and/or emergency contacts based on infor-
mation provided by parents in the Crisis Manage-
ment Plan 

• The injured student's teacher and Director or As-
sistant Director will remain at the scene to respond 
to EMS and to accompany the child if EMS deter-
mines the student is to be transferred to a hospital 

• Director will make every effort to contact parents 
throughout the emergency 

• Incident will be documented in writing with copies 
to the parents and to the student file 

Public Disclosure Statement 

We accept all students regardless of race, ethnicity, color, gen-
der, or religious preference.  The Code of Virginia, section 63.2
-1716 allows child day centers operated by religious institu-
tions the opportunity to file for an exemption from licensure 
by meeting documentation and other requirements specified 
within the exemption law.  The statements below have been 
prepared and distributed to meet the requirements of the ex-
emption law. 

Exemption 

In compliance with The Code of Virginia, section 63.2-1716, 
River Road Presbyterian Childcare Center is exempt from li-
censure and is classified as a “Religiously Exempt” child day 
facility. 



Facility 

River Road Presbyterian Childcare Center is located at 8960 
River Road, Richmond, Virginia.  There are 9 rooms used for 
childcare classes.  The playground consists of a fenced in play 
yard with bonded rubber surface material that is at the cor-
rect depths for critical fall. 

Enrollment capacity 

The maximum number of children that River Road Presbyteri-
an Childcare Center may enroll this school year is 70 students.  
Proper child-staff ratios will be adhered to as dictated by the 
Virginia Department of Social Services and the building in-
spector. 

Liability 

Liability insurance coverage is provided by Brotherhood Mu-
tual.  Coverage includes all activities sponsored by River Road 
Presbyterian Childcare Center. 

“Children are not things to be molded,  

but people to be unfolded.” 
Jess Lair 

Thank you for allowing us to oppor-
tunity  

to guide your child on this learning 
adventure.  

 

                Lisa & Britany  



NOTES 




