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WELCOME 
 
Dear Family, 
 
Craftsbury Saplings, A Community Children’s Center, is a childcare initiative that has now 
become a non-profit. The initiative began as a task force resulting from the Community Visit 
Process in Craftsbury, held by the Vermont Council on Rural Development in November 2015. 
The taskforce goal is to address the lack of local childcare and to support a sustainable 
solution.   
  
Over the last year and a half, the group has gathered information locally and through state 
resources to develop a sustainable early care system for families in the area. We have visited 
various Vermont children's programs talking to teachers and directors about struggles and 
successes. We were granted an Innovation Grant from the Vermont Children's Trust based on 
the grassroots nature of the taskforce and the initiative shown to create a financial model that is 
supported by the local community. Our resource list is extensive and includes mentors, state 
and local leaders and future funding sources.  
  
Mission 
Craftsbury Saplings’ working mission is to provide childcare to families in 
the greater Craftsbury area, emphasizing community collaboration and exploration of the natural 
world. We value and nourish each child’s innate wisdom, guiding them toward life-long learning.  
 
Guiding Principles 
 

● Child Centered and Child Directed Curriculum 
o We respect children and pay close attention to their individual windows of 

opportunity and skill sets. 
o We provide uninterrupted blocks of time with guided choice of work and a mixed 

age group in order to foster peer learning. 
o We believe children are lifelong learners and want to foster their capacity to be 

responsible citizens and critical thinkers. 
o We respect children’s individual development and strive to support the whole 

child: emotionally, physically and intellectually. 
● Intentionality of Space 

o We provide a carefully and thoughtfully prepared beautiful learning environment. 
o We curate dynamic classroom spaces and materials to support various modes of 

learning. 
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● Community Collaboration and Interdependence 
o We honor connection with people of all ages and abilities. 
o We work in close collaboration with the local community. 
o We create a strong sense of place where children are contributing members of 

our community. 
● Communication and Relationship 

o We practice peaceful, direct and open communication. We foster children’s 
abilities to identify and communicate their needs, thoughts and desires. 

o We support children’s problem solving skills by actively involving them in 
developmentally appropriate conflict resolution strategies.  

o We believe children learn through relationships and support the formation of 
strong relationships in community.  

● Social Justice 
o We strive to create a school community that is inclusive of families from all 

socioeconomic, racial, cultural, linguistic, family structure and other backgrounds. 
o We incorporate age appropriate anti-bias work into our curriculum. 
o We have a non-authoritarian approach to education. We do not use extreme 

incentives, rewards, punishments, or coercive behavior towards children. 
● Food and Nutrition 

o We value feeding our children local and healthy food and supporting the local 
sustainable food economy.  

● Experiential Learning 
o We believe children learn about themselves and the world around them through 

play. In their play children explore math, science, language and other ‘academic’ 
concepts in developmentally appropriate ways. 

o We provide ample opportunity for creative and artistic exploration through art, 
music, dramatic play, storytelling, dance, movement and more! 

● Nature and Outdoor Exploration 
o We believe children thrive when they are able to explore the natural world. We 

hope to provide experiences in nature that will foster a connection to the planet 
and an awareness of the rhythms of the seasons.  

o We provide a learning environment that features natural play materials both 
indoors and outside. 

o We spend time outside every day.  
 

 
Programing 
Our non-profit programing will be play and nature based, intergenerational, child centered, 
and Montessori and community inspired. Access to healthy local food and its preparation will be 
an important component of the curriculum along with social justice principles. Collaboration with 
local organizations and community members is a driving force behind this initiative, reflecting 
the strong community in which it resides and supporting the financial model. The Children's 
Center is being developed as a hub for supporting and strengthening families. In addition to 
quality early care, The Center will continue to seek community input on how to best provide 
services for the broader area.  Services will include monthly community dinners, parent 
workshops, gatherings and more.  
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The children’s Center will open in September 2017. The initial phase will serve 12 FTE children 
in the first year and up to 35 FTE after 3 years from the start date. The Center will be open from 
7:30 am to 5:00 pm, 50 weeks/year.   
 
 
Board of Directors 
The first official board meeting was held on March 30, 2017. The eight-member board is 
composed of parents, representatives of local organizations and businesses and specialists in 
non-profit start-up. The Board is scheduled to meet twice a month until the opening of the 
Center and then once a month thereafter. The Board of Directors takes seriously the 
responsibility to uphold the mission of the organization and ensure its financial viability 

 

Thank you for choosing Craftsbury Saplings. We look forward to providing your child with a 
caring and enriching environment. 

Sincerely, 
 

 
Melissa Jacobs Alexa Gabriel
Chair of the Board Executive Director 
802 586-2875 802 586-8075 
Craftsbury Saplings Craftsbury Saplings 
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ABOUT US 

Mission 
Craftsbury Saplings’ working mission is to provide childcare to families in the greater Craftsbury 
area, emphasizing community collaboration and exploration of the natural world. We value and 
nourish each child’s innate wisdom, guiding them toward lifelong learning.  

Definition of Family 
In this handbook we refer to family as a parent, legal guardian, sponsor or anyone else who 
provides for the well-being, best-interest and responsibility of the child in our care.  

Hours of Operation 
Child care services are provided from 7:30 am to 5:00 pm Monday through Friday.  

Holidays 
We are closed for certain holidays: New Year's Day, Memorial Day, Independence Day, Labor 
Day, Thanksgiving Day, Christmas Eve, Christmas Day, and Martin Luther King Day  

Admission & Enrollment 
All admission and enrollment forms must be completed and a $10 application fee and first tuition 
payment paid prior to your child’s first day of attendance.  

Rates are spelled out in the Center’s Tuition Agreement that must be signed and returned at the 
time of enrollment. If your child receives state tuition assistance, all paperwork must be 
processed before your child begins. 

A two-week, non-refundable tuition deposit is required for each child enrolled. This deposit will 
be held without interest and will represent tuition payment for the last two weeks of the child’s 
enrollment.  
Based on the availability and openings, our facility admits children from 18 months to 5 years of 
age.  

Please see the Craftsbury Saplings Enrollment Package for details on the information needed to 
enroll your child.  

Inclusion  
Craftsbury Saplings believes that children of all ability levels are entitled to the same 
opportunities for participation, acceptance and belonging in child care. Children are admitted 
without regard to race, culture, sex, gender expression, religion, national origin, or ability. We do 
not discriminate on the basis of special needs as long as a safe, supportive environment can be 
provided. We will make every reasonable accommodation to encourage full and active 
participation of all children in our program based on their individual capabilities and needs.  

Non-Discrimination  

At Craftsbury Saplings equal educational opportunities are available for all children, without 
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regard to race, color, creed, national origin, sex, gender, age, ethnicity, religion, disability, or 
parent/provider political beliefs, marital status, sexual orientation or special needs, or any other 
consideration made unlawful by federal, state or local laws. Educational programs are designed 
to meet the varying needs of all students.  

Family Activities 
Each family is a child’s first teacher. We value families as partners in the growth and 
development of children in our program. We encourage parents and other family members to be 
involved in the program, visit children’s classrooms, participate in events, and provide feedback 
on the program. We offer a variety of ways in which families can participate in helping us 
establish and reach our program goals.  
 
Please see the list of Family Activities at the end of this booklet. 

Confidentiality 
Unless we receive your written consent, information regarding your child will not be released 
with the exception of that required by our regulatory and partnering agencies. All records 
concerning children at our program are confidential.  

Staff Qualifications 
Our teachers and staff are hired in compliance with the state requirements and qualifications as 
a base minimum. Typical staff minimum certifications are as follows:  

 

Position Title Education/Certification Experience 
Teacher Associate Degree in Early Childhood 

Education 
2 years 

Assistant Teacher Child Development Associate 
Credential 

1 year 

 

Caregivers participate in orientation and ongoing training in the areas of child growth and 
development, healthy and safe environments, developmentally appropriate practices, guidance, 
family relationships, cultural and individual diversity, and professionalism. 

We strongly discourage families from entering into employment arrangements with staff (i.e. 
babysitting). Any arrangement between families and our caregivers outside the programs and 
services we offer is a private matter, not connected or sanctioned by Craftsbury Saplings.  

Child to Staff Ratios 
Children are supervised at all times. All caregivers receive scheduled breaks which reduce 
fatigue and help to ensure alertness.  

We maintain the following standards for child to staff ratios: 
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Age Staff to 
Child 

Maximum Group 
Size 

0-18 months 1:4 8 

18-30 months (1.5-2.5 years) 1:4 10 

24-36 months (2-3 years) 1:5 10 

32-42 months (2.5-3.5 years) 1:6 15 

36 months- Kindergarten (3-5 

years) 

1:10 20 

 

Communication & Family Partnership 
Daily Communications. Daily notes from center staff will keep you informed about your child’s 
activities and experiences at the center. Notes will be placed into your child’s cubby at the end 
of the day. 

Bulletin Boards. Located throughout the center, bulletin boards provide center news, upcoming 
events, faculty changes, holiday closing dates, announcements, etc. 

Newsletters. Monthly newsletters provide center news, events, announcements, etc. These 
newsletters are available at the sign-in/sign-out desk for your taking. 
Email. We encourage you to provide an email address that you use regularly so that we may 
send you announcements, event invitations, newsletters and general updates. 
Family Visits. Family participation is encouraged. Visit our classrooms, volunteer, come along 
on a field trip, or eat a meal with your child. Signing in is required for the safety and protection of 
our children. Each visitor must wear a visitor’s badge while on premises and sign-out upon 
leaving.  
Conferences. Family & teacher conferences occur twice a year. During these conferences, we 
will discuss your child’s strengths, likes and dislikes, and styles of learning. We will work 
together to set goals for your child’s growth and development. You may request additional 
conferences regarding your child’s progress at any time. We encourage you to communicate 
any concerns. 

Child records. You have full access to your child’s records as required by state licensing 
regulations. We will produce records within 5 business days of the time of are request.  

Open Door Policy 
We are delighted to have family members participate in our program. Parents/Guardians are 
welcome to visit the program any time during regular program hours.  
 
Our team will always do their best to speak with parents/guardians. Since staff days are devoted 
to caring for children, it is usually not feasible to have a long discussion during regular program 
hours. If a situation requires a longer discussion, kindly arrange for an appointment. 
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Publicity 
Occasionally, photos will be taken of the children at the center for use within the center or on 
our website. Please indicate your permission for photographs of your child to be used for the 
above purposes in the Enrollment Package Miscellaneous Permission and Consent Form.  

 

CURRICULA & LEARNING 

Learning Environment 
We provide a rich learning environment with curricula that are developmentally appropriate to 
the specific ages in each classroom. We have a flexible daily routine that allows children to 
advance at their own pace. We strongly believe that learning happens through play. Learning 
and exploring are hands-on and are facilitated through interest areas. Our program is designed 
to enhance children’s development in the following areas: creativity, self-expression, 
decision-making, problem-solving, responsibility, independence, reasoning and critical thinking. 
We encourage understanding of that which is different from us, and the ability to work and play 
with others. The learning environment is intended to both reflect and affirm the individual 
families in our classrooms and expose children to experiences and ideas outside of their known 
worlds. 

Curricula & Assessment 
At Craftsbury Saplings we believe in education that is holistic, child-centered and play-based. 
Our approach to curriculum is rooted in child-driven activities and inquiries and also includes 
teacher-initiated projects and explorations. We begin from observing each child’s unique self, 
beliefs, skills and interests and respond to them by providing a learning environment that is rich 
in materials and activities that specifically support those interests and needs. We borrow from 
Emily Style’s concept that curriculum should serve as both a window and a mirror--an 
experience that both reflects the identities of the individual children and families in our 
classrooms (a mirror) and exposes them to the fresh air of new ideas, experiences and cultures 
(a window). The curriculum is not fixed but rather supports the importance of play and evolves 
depending on the interests of children, teachers and families. 
 
In our classrooms children are encouraged to feel confident and develop an understanding of 
themselves. We cultivate a strong sense of place and belonging through a connection to the 
natural world, exploration of the Craftsbury community and relationships with teachers and 
peers. Emotional growth is a priority at our school and we offer emotional support for frustration, 
separation, connection, cooperation, self-reliance and foster age appropriate conflict resolution. 
We incorporate social justice activities into our play in developmentally appropriate ways.  
 
At Craftsbury Saplings we nourish children. We eat family style meals prepared with fresh local 
foods from area farms and producers. As teachers, we provide a safe and encouraging 
container inside of which children gain confidence in many important skills such as forming 
relationships, communication, acquiring language, self reliance and self soothing, feeding and 
dressing themselves and understanding complex concepts like family, community, 
neighborhood, space, time and color.  
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It is our firm belief that children learn through play and through their daily activities as members 
of families and school communities. We encourage and create opportunities for imaginative play 
through which children learn about resolving conflict, sharing, risk taking, language, motor skills, 
problem solving and more. We offer activities to stimulate the creative mind and the body 
through art and movement. Music, songs, and stories help children learn about language and 
literacy. Through cooking, sorting, counting and categorization children build math skills.  
As our curriculum unfolds, we gather information about each child’s developmental abilities and 
evaluate progress so we can modify and adjust what we are doing in our classroom so as to 
deliver the best individualized instruction for each child. This evaluation is communicated to 
families periodically during the school year using various formal and informal tools, forms, and 
resources. 
 
A typical daily schedule is as follow: 
7:30-9:30am Arrival and loose parts play  

Children may choose from a variety of open-ended activities in the classroom  
and outdoors. 

9:30 am Morning Circle 
Children and staff will gather to greet one another, sing songs, share news and 
discuss plans for the day. 

9:45 am Snack 
9:45-11:45 Core Curriculum 

Now is the time for field trips, teacher-planned activities, child-initiated projects 
and plenty of open-ended choice time for children to explore their interests. 

11:45-12:30 Lunch 
We will eat together family style. 

12:30-1:00pm Transition for half day children 
1:00-3:00 pm Rest Time 
3:00-4:30 Loose Parts 

Children may choose from a variety of open-ended activities in the classroom  
and outdoors. 

4:30 Closing Circle 
Children and staff will gather to reflect on the day. 

4:50-5:00 Pickup 
 

Outings and Field Trips 
Weather permitting; we will conduct at least 60 minutes of supervised outdoor play and/or 
walking trips around the neighborhood 2 times a day for all children. Children are accounted for 
at all times. A permission statement for participation in walking trips is included in the enrollment 
package. 

From time to time, there will be supervised field trips, and we encourage you to join your child 
on the trip. Permission Slips for each trip must be signed by the child’s family.  

For field trips, please dress your child appropriately for the season. Walking shoes are a must. 
Sandals and flip-flops are not appropriate for walking and make it difficult for your child. 

The safety of children and staff will be guarded in all activities of child care programs. Proper 
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restraint systems (seat belts) and the correct use of them are critically important during travel 
to/from the child care program as well as during field trips. 

Transitions 
Your child’s transition in child care should be a positive and exciting learning adventure. We will 
work with you and your child to ensure the smoothest possible transition occurs as new routines 
and new people are introduced. 

Transition from home to center 

Prior to your child’s first day, you will have an opportunity to tour the center, meet with your 
child’s peers and teachers, and communicate any anticipated concerns. At this time please 
share the best communication methods that the teacher may use to reach you.  

The first day can be stressful, not only for children but for parents as well. It is important for 
parents to talk to their child about what to expect: that they will be with other children, who the 
teachers will be and to explain that you will be coming back later in the day. You may want to 
spend part of the day with your child or help your child settle into an activity before leaving. If the 
separation is difficult when you do leave, always feel free to call and check on how your child is 
doing. We will help in any way we can. Our experience has shown that occasionally a child will 
breeze through the first day’s separation and then experience a difficult separation on the 
second or third day. 

Transition between learning programs 

Children are transitioned to the next program based on age, developmental readiness, state 
licensing requirements, and space availability. During the transition, current and future teachers 
will meet with you to propose a plan to introduce your child into the new program.  

Transition to elementary school 

Transition activities such as a field trip to a local elementary school, creating a mural of special 
friends and special times at our center will be part of your child’s education at our center. We will 
provide you with information on local schools, what to expect, and ideas on how to talk to your 
child about going to elementary school. 

Electronic Media 
Our normal daily routine does not include electronic media (television/TV, video, DVD) viewing 
and computer use but from time-to-time, we may use a television show without advertisements 
as a teaching aid and discussion stimulator. All Electronic Media will be screened prior to use 
and will consist of non-violent and high-quality educational material. Our focus is to provide your 
child a positive experience with increased understanding of the world.  

Cultural Relevancy and Social Justice 
We provide a learning environment that both reflects and honors the cultures, languages and 
backgrounds represented in our classrooms and exposes children to the diversity of lived 
experience not present in the school community in a fair, accurate and respectful manner. We 
utilize books, music, games, art and a wide range of activities to engage children in this 
learning. We integrate developmentally appropriate anti-bias activities into our curriculum and 
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support the development of critical thinking skills. 

Celebrations 
Our holiday policy encourages an enhanced understanding of and respect for the many cultural 
practices and beliefs of children, families, staff and community members. It is our desire that all 
staff and families feel welcome to share their unique family holiday rituals or celebrations with 
the school community. If your family would like to include the classroom in a holiday celebration 
or ritual, please contact the Director to arrange a time to come into the classroom and share a 
holiday tradition with the community. We know that there are many holidays celebrated uniquely 
across cultural groups, many of which are not represented in our classrooms or the greater 
Craftsbury community. We hope to provide fair and accurate education about holidays that are 
not celebrated in our community in order to foster children’s understanding of the diversity and 
value of the many cultural practices in our world.  
 
Celebrating holidays offers many opportunities for fun, excitement and camaraderie, and for 
meaningful learning about similarities and differences. We want to deepen, broaden and enrich 
children’s experiences of holidays, yet we know that young children are easily overwhelmed by 
the excitement and pressure of holidays. We look to economic and material simplicity to give 
children (and their parents) some respite from the commercialism which has grown up around 
some holidays.  
 
Birthday party celebrations are exciting for young children. Craftsbury Saplings celebrates a 
child’s birthday through a variety of ways including: making banners and signs, crowns, giving of 
birthday books, and with sharing of snacks and food. Birthdays may include cakes and 
cupcakes that are served after a healthy snack. Parents may provide a birthday treat or the 
children in the class may prepare a treat for the special child’s day. Families should let their 
child’s teacher know in advance that they will be bringing a treat.  

The Center is an inclusive environment and we request that unless a family is inviting the entire 
class to a party, that invitations be mailed and not distributed at the Center. A Center directory 
with families’ addresses and phone numbers is distributed in the fall, listing all families who wish 
to be included. 

Toilet Training 
The most important factor in making the toilet learning experience successful and as low-stress 
as possible is a family/teacher partnership that supports the child. Research indicates that 
children cannot successfully learn how to use the toilet until they are physically, psychologically, 
and emotionally ready. Many pediatricians say that most children under 24 months of age are 
not physically capable of regulating bladder and bowel muscles. Most positive toilet training 
occurs only after children show signs of physical control or awareness of their bodily functions 
and when they demonstrate an interest or curiosity in the process. We are committed to working 
with you to make sure that toilet learning is carried out in a manner that is consistent with your 
child’s physical and emotional abilities and your family’s concerns.  

14 



 
 

GUIDANCE  

General Procedure 
Craftsbury Saplings embraces the whole child. We are committed to each student’s success in 
learning within a caring, responsive, and emotionally safe environment. Our center works to 
ensure that all students have the opportunity and support to develop to their fullest potential and 
share a personal and meaningful bond with people in the school community. We help them feel 
emotional safety with their emotions, whether they be anger, sadness, jealousy, etc.  

Thoughtful direction and planning ahead are used to prevent problems and encourage 
appropriate behavior. Communicating consistent, clear guidelines and involving children in 
problem solving helps children develop their ability to become self-disciplined and responsible 
members of the school community. We encourage children to be fair, to be respectful of other 
people, of property, and to learn to understand the results of their actions. 

Discipline Policy 
The goal of the Center is for each child to develop a sense of respect for themselves and 
others, develop emotional literacy and communication skills and to find success in the social 
environment of the classroom. Teachers approach conflict with positivity and strive to create an 
environment that models expected behavior, helps children to enter and exit peer groups with 
increasing skill and satisfaction, and learn to live in a respectful and cooperative manner. We 
have a non-authoritarian approach to education. We do not use extreme incentives, rewards, 
punishments, or coercive behavior towards children. Emotional growth is a priority, and we offer 
emotional support for frustration, separation, connection, cooperation, self-reliance, and foster 
age appropriate conflict resolution. Through appropriate adult/child interaction, anticipatory 
guidance, well-established guidelines for appropriate behavior, and active listening to children’s 
responses, teachers get to know each child and what additional limits and adjustments are 
necessary.  
 
In the event of a conflict any child involved will be given time to sort out their feelings as well as 
figure out positive conclusions and redirection. “Time out” will not be given. If a child is being 
unsafe to other children and not able to shift their behavior, they will be helped to take some 
time with a teacher or alone somewhere to cool off depending on what works best for the child 
in that situation. 

Challenging Behavior 
Children are guided to treat each other and adults with self control and kindness.  

Each student at Craftsbury Saplings has a right to:  

● Learn in a safe and friendly place 
● Be treated with respect 
● Receive the help and support of caring adults 

When a child’s behavior becomes problematic for the health and safety of individuals and/or the 
community, we intervene immediately to support all of the children. Our usual approach to 
helping children with challenging behaviors is to show them how to solve problems using 
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appropriate interactions. It is our experience that a challenging behavior is often the way a child 
expresses an unmet need, as such staff work to understand what need the child is expressing 
through their behavior and work to meet it. Limits and expectations are clear, consistent and 
understandable to the child. If you have any concerns about social dynamics or challenging 
behaviors with your child, please contact the Director. 

Physical Restraint 
Physical restraint is not used or permitted for discipline. There are rare instances when we need 
to ensure a child’s safety or that of others and we may restrain a child by gently holding them 
only for as long as is necessary to calm the child and ensure the safety of the situation. 

Notification of Behavioral Issues to Families 
If a child’s behavior/circumstance is of concern, communication will begin with the parents as 
the first step to understanding the child’s individual needs and challenges. We will work together 
to evaluate these needs in the context of our program. If in an extreme case where a child is 
having dangerous behavior repeatedly in a way where the child is not able to be safe or needs 
one on one attention for a significant amount of time, the family will be asked to come pick up 
their child.  

On rare occasions, a child’s behavior may warrant the need to find a more suitable setting for 
care. Examples of such instances include: 

● A child appears to be a danger to others. 
● Continued care could be harmful to, or not in the best interest of the child as determined 

by a medical, psychological, or social service personnel.  
● Undue burden on our resources and finances for the child’s accommodations for 

success and participation. 
 
In the event a child’s needs or behavior are consistently outside of the realm of support for 
Craftsbury Saplings after attempts to adjust care within the context of our program, staff will 
notify parents in writing of the need to find a more suitable setting for care. 

TUITION AND FEES  

Payment 
The Center is a nonprofit organization that is dependent upon tuition for its operation. Tuition 
rates are set by the Center’s Board of Directors and take effect at the start of the fall academic 
year, the Tuesday after Labor Day. Every family must complete a Tuition Agreement before their 
child enrolls in the Center.  
 
Tuition does not vary on partial weeks, like Thanksgiving and other shorter weeks, and the full 
weekly tuition is due on those weeks. In addition, the Center has included two “tuition-free” 
weeks into the fee structure. One over the December break and one week to be used according 
to the vacation policy below.  

Payment is always due in advance with no deduction for any absences, holidays, or closures 
due to inclement weather, power outages, or other situations beyond our control. Payment is 
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due weekly on or before the 1st of each week or monthly on or before the 1st of each month as 
outlined in the Enrollment Agreement. 

There is a one time non-refundable Application Fee of $10 per family to be credited to your 
account if you enroll. Please see details in the Enrollment Package. 

Financial Aid 

At Craftsbury Saplings we are committed to supporting all families to have access to high quality 
childcare in their communities. We strive to create a program that is at once financially 
self-supporting, accessible to families of all income levels and supports living wages, benefits 
and incentives that retain the dynamic and skilled staff that is the core of a high quality early 
childhood program. Please see our Enrollment Package for information on current financial 
assistance policies and availability. 
 
To apply for state funded childcare financial assistance, please visit this website: 
http://dcf.vermont.gov/benefits/ccfap or call the Department for Children and Families at (802) 
241-3110. 
 

Late Payment Charges 
Late payments can pose serious problems for our programs. Therefore we have put procedures 
in place to reduce their impact. 

If your account has not been paid in by full according to the Tuition Agreement weekly or 
monthly deadline, you will be notified and a late fee of $5.00 a day will be applied. If your 
account is not paid in full within 5 business days your child may be discharged from the 
program.  

Any payments made will be applied to the oldest charges and late fees may still apply if the 
account is not paid in full by the next tuition due date. 

Returned Checks/Rejected Transaction Charges 
All returned checks or rejected ACH (automatic debits) or credit card transactions will be 
charged a fee of $30. This charge may be collected electronically. Two or more returned checks 
or rejected transactions will result in your account being placed on “cash only” status.  

Special Activity Fees 
From time-to-time there will be additional fees associated with special activities or field trips. 
These fees are due prior to the event, activity or trip. 

Vacation Credit 
Vacation: Our center is a non-profit organization that is dependent on tuition for its operation. 
Two tuition-free weeks have been worked into the Craftsbury Saplings Annual Fee Schedule. 
One of these tuition-free weeks is applied to our December recess when the center is closed for 
all families and staff. The second week (5 days) is to encourage families to take vacation 
together without having to pay tuition. Your family may use this tuition-free week at your 
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discretion with written notice at least two weeks in advance to the Director. Vacations may cross 
over a weekend as long as the five days are consecutive. On some occasions a child may be ill 
for an entire week or five consecutive days in two different weeks. In this circumstance, the 
family can request to use this week as a tuition-free week, even without prior notice. The family 
must still inform the Center’s Director. 

ATTENDANCE & WITHDRAWAL  

Absence  
If your child is going to be absent or arrive after 9:00 am, please call us at 802.586.2875 or 
email us at craftsburychildcare@gmail.com. We will be concerned about your child if we do not 
hear from you.  

Vacation  
Please see the above description of tuition-free weeks.  

Withdrawal 
A written notice, 2 weeks in advance, is required by the center when a child is being withdrawn. 
Failure to notify will result in forfeiture of your two-week deposit.  

Transfer of Records 
Whether transitioning to the next program setting or to a new classroom, your child’s records will 
be transferred internally. 

If your child is transitioning to a new school, a written request from you with instructions to 
where the records should be sent is required. 

Closing Due to Extreme Weather 
Should severe weather or other conditions (i.e., snow, storms, floods, tornadoes, hurricanes, 
earthquakes, blizzards, loss of power, loss of water) prevent us from opening on time or at all, 
notification to the families will be announced by email or phone calls. We will follow the Orleans 
Southwest Supervisory Union decisions about weather related school closures.  

If it becomes necessary to close early, we will contact you or your emergency contacts as soon 
as possible. Your child’s early pick-up is your responsibility to arrange. 

DROP-OFF AND PICK-UP 

General Procedure 
Arrival: We ask that children arrive at the Center by 9:00 am. Our experience has shown 
that children who consistently arrive after the rest of the class have a more challenging time 
entering and joining in classroom activities.  

 
Saying goodbye: Each child will approach goodbyes in a different way. Some children handle it 
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fairly well, some show signs of distress and then settle in shortly after, and for some it can be a 
real challenge. We are here to support you and your child’s needs. We will help you establish a 
routine that works for your family for saying goodbye at school.  

 
Departure: The Center closes at 5:00 and we ask that all parents arrive by 4:50 to pick up 
their child.  
Just as it is important to consider arrival time, it is important to consider the end of the day. Late 
pick-ups are upsetting for children who are waiting. Families who are chronically late, or are 
consistently one of the last families to arrive at the end of the day should be concerned about 
the effect this can have on their child, and the messages this unintentionally sends. 
Children–and adults–can be tired and extra time and patience is required. For children who find 
it challenging to leave, it can be helpful to establish a routine with the help of the classroom 
teacher and stick with it. 
  
Sign in/out: Please be certain that your child’s teacher is aware of when you are arriving 
or departing. It is very important that your child be signed in and out each day by you or 
an authorized adult.  
 
Release of Children: Children will not be released to an unauthorized person. Families should 
list those people who are authorized to pick up their child on the child’s enrollment form. In a 
rare emergency situation, arrangements can be made verbally. If the person picking up the child 
is not known to the teacher, information about the person must be provided, including their 
name, phone number, and physical description. This person will be required to show picture ID. 
If an unauthorized person arrives to pick up a child, the child will remain under the supervision 
of the teacher. The teacher will speak to the individual and explain the policy that no child will be 
released without written authorization from the parent. Families are requested not to ask the 
Center to release their child to a sibling who is under eighteen.  
 
Emergency Contacts: Families must provide the Center with the name, address and home and 
daytime telephone numbers of TWO people to contact in an emergency if the family cannot be 
reached. The family provides this information on the child’s enrollment form. Be sure to update 
as necessary.  

What to Bring 
Please have a cloth bag that can live in your child’s cubby with the following labeled items: 

● Toddlers: enough clean bottles for a day’s use (if applicable), six diapers and at least 
two changes of clothes per day. All bottles must be labeled and dated. 

● Older Toddlers: at least two changes of clothes or more per day if going through the 
toilet training program.  

● Preschoolers: at least one change of clothes, socks and shoes. 
● Clothing and supply suggestions for all children: 

o Two pairs of pants 
o Two shirts including one long sleeve 
o Three pairs of socks 
o Extra underwear 
o One sweater or sweatshirt 
o One pair of slippers 
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o Water bottle 

Fall/Spring Additional Items: a pair of rainboots, rain pants, rain jacket, sunscreen and 
bugspray.  

Winter Additional Items: snowpants (extras if you have!), warm socks (not cotton), long 
underwear, warm snow boots, neckie/balaclava, hat, 2-3 pairs of mittens with at least one 
waterproof and indoor shoes. We will go outside every day, rain or shine, snow or sleet, so 
please bring clothes so your child will stay comfortable and warm. If it is below 10 degrees we 
will not go outside.  

Rest Time Items: Please send in with your child a sheet and blanket and pillow if desired for 
rest time. Nap linens will be sent home on Fridays (or the last day your child attends program in 
a week) for laundering and should be returned with your child on Monday morning. 

Please label all items brought from home with your child’s name (i.e., clothes, bottles, diapers, 
pacifiers, crib sheet, blanket, etc.) to prevent items from becoming misplaced or lost. We are not 
responsible for lost or damaged items. Soiled clothing will be sent home on an as-needed basis 
for laundering and return to the center.  

Cubbies 
Upon enrollment each child will be assigned a cubby.  Cubbies are labeled with your child’s 
name and photo. Please check your child’s cubby on a daily basis for items that need to be 
taken home. 

Toys from Home 
We request that you do not allow your child to bring toys from home into the center unless they 
are part of a show-and-tell activity.  

NUTRITION  

Food Prepared for or at the Center 
Food and meals are significant and integral components of the Center’s culture and curriculum. 
While they offer an opportunity for children to learn concepts in areas such as nutrition, math, 
science, and language, their greatest value comes from the social interactions and cultural 
competencies that result from the shared experience of sitting with others and sharing a meal.  
 
The Center offers children a light breakfast, lunch and an afternoon snack. Monthly menus are 
available in the kitchen, and posted on the Center’s website. If families are aware that their child 
might not eat a particular meal that is offered, they are welcome to send in a lunch. There is a 
refrigerator provided in the kitchen for this purpose.  
 
Meals are served family style and adults and teachers sit and eat with the children. Children 
serve themselves and learn to self-regulate by observing their own hunger and fullness cues. 
Staff members encourage children to try new foods, but never force, coax, or bribe children to 
eat. Experience has shown that children will often try a new food after they have been exposed 
to it on previous occasions. Staff members do not praise children for finishing food or cleaning 
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their plates. Mealtime is never used to discipline or scold children.  
 
The food is prepared at the Center and is based on Federal nutritional guidelines. The Center 
participates in the Child and Adult Care Food Program (CACFP) and families are required to fill 
out the Child Care Food Program Eligibility form each year as part of their child’s ongoing 
enrollment at the Center. You can find those forms at 
http://education.vermont.gov/student-support/nutrition/child-and-adult-care-food 
 
We serve a variety of healthy and appealing foods. All of our meals are prepared from whole 
ingredients—often from scratch—and we incorporate seasonal produce as available. We 
encouraging families to provide healthy meal components of grains and breads, protein, meat 
and meat alternatives, vegetables, and fruits when sending lunch with children. Craftsbury 
Saplings discourages including non-100% juice in parent-supplied meals and snacks.  
 
Families are always welcome to join their child for lunch. 

Food Allergies 
If your child has a food allergy, you must notify us in writing so that we can make appropriate 
substitutions. The written notification should list appropriate food substitutions and must be 
updated at least annually.  

Food allergies can be life threatening and each child with a food allergy should have an action 
plan for emergency care completed by the family physician. 

HEALTH  

Immunizations 
The State of Vermont requires that each enrolled child have on file at the Center a completed 
immunization record listing types and dates of immunizations. The record should attest that the 
child has been immunized in accordance with the schedule of immunization determined by the 
Vermont Department of Health. We can obtain your child’s immunization record on the VT 
Department of Health database if you give your permission on your enrollment form. Families 
who relocate from out-of-state should have their physician mail their child’s immunization record 
to us at PO Box 87 Craftsbury, VT 05826. 
 
If a child is not, or only partially, immunized for medical, religious or other reasons, you must 
give us a Vermont Department of Health Exemption Form. These forms are available online at  
http://www.healthvermont.gov/sites/default/files/documents/2017/03/ID_IZ_CCP_annual_exemp
tion.pdf 
 
Immunization records are required to be updated on a yearly basis. 
 
In the event of an outbreak of a vaccine-preventable disease present at the Center, all 
susceptible children–including those with medical or religious exemptions–are subject to the 
exclusion guidelines as described in the Vermont’s Early Childhood Program Licensing 
Regulations.  
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Physicals  
Routine physicals are required according to the current recommendations of the American 
Academy of Pediatrics, www.aap.org. A copy of your child’s physical should be received before 
but must be received no later than 45 days after your child begins the program. Families are 
responsible for assuring that their child’s physicals are kept up-to-date and that a copy of the 
results of the child’s health assessment is given to the program. 

Illness  
We understand that it is difficult for a family member to leave or miss work, but to protect other 
children; you may not bring a sick child to the center. The center has the right to refuse a child 
who appears ill. You will be called and asked to retrieve your child if your child exhibits any of 
the following symptoms. This is not an all-inclusive list. We will try to keep your child comfortable 
but he/she will be excluded from all activities until you arrive. 

 
● Illness that prevents your child from participating in activities. 
● Illness that results in greater need for care than we can provide. 
● Illness that poses a risk of spread of harmful diseases to others. 
● Fever (100°F or higher under the arm, 101°F or higher in the mouth, 102°F or higher in 

the ear) accompanied by other symptoms. 
● Diarrhea – stools with blood or mucus, and/or uncontrolled, unformed stools that cannot 

be contained in a diaper/underwear or toilet. 
● Vomiting – green or bloody, and/or more than 2 times during the previous 24 hours. 
● Mouth sores caused by drooling. 
● Rash with fever, unless a physician has determined it is not a communicable disease. 
● Pink or red conjunctiva with white or yellow eye discharge, until on antibiotics for 24 

hours. 
● Impetigo, until 24 hours after treatment. 
● Strep throat, until 24 hours after treatment. 
● Head lice, until treatment and all nits are removed. 
● Scabies, until 24 hours after treatment. 
● Chickenpox, until all lesions have dried and crusted. 
● Pertussis (Whooping Cough), until 5 days of antibiotics. 
● Hepatitis A virus, until one week after immune globulin has been administered. 
● Tuberculosis, until a health professional indicates the child is not infectious. 
● Rubella, until 6 days after the rash appears. 
● Mumps, until 5 days after onset of parotid gland swelling. 
● Measles, until 4 days after onset of rash. 
● Has a physician or other health professionals written order that child be separated from 

other children. 

Children who have been ill may return when: 
● They are free of fever, vomiting and diarrhea for 24 hours. 
● They have been treated with an antibiotic for 24 hours. 
● They are able to participate comfortably in all usual activities. 
● They are free of open, oozing skin conditions and drooling (not related to teething) 

unless: 
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o The child’s physician signs a note stating that the child’s condition is not 
contagious, and;  

o The involved areas can be covered by a bandage without seepage or drainage 
through the bandage. 

● If a child had a reportable communicable disease, a physician’s note stating that the 
child is no longer contagious and may return to our care is required. 

Allergy Prevention 
Families are expected to notify us regarding children’s food and environmental allergies. 
Families of children with diagnosed allergies are required to provide us a letter detailing the 
child’s symptoms, reactions, treatments and care. A list of the children’s allergies will be posted 
in the main area and kitchen. We are trained to familiarize ourselves and consult the list to avoid 
the potential of exposing children to substances to which they have known allergies. 

Medications 
All medications should be handed to a staff member with specific written instructions for 
administration. Medications should never be left in the child’s cubby or with the child to 
administer on their own. Our staff will ensure that the medication is recorded along with the 
directions and proceed to dispense the medication as directed. 

 
● Prescription medications require a note signed by the family and a written order from 

the child’s physician. The label on the medication meets this requirement. The 
medication must include your child’s name, dosage, current date, frequency, and the 
name and phone number of the physician. All medications must be in the original 
container (you may request pharmacies to fill your prescription in two labeled bottles). 
Please specify the dosage and time(s) to be administered for each medication. (We have 
a form you can fill out to meet these requirements, please request it from the Director. 
 

● Non-prescription medications require written permission and instructions signed by 
the child’s primary care physician. The written permission must include your child’s 
name, dosage, current date, frequency, and all medications must be in the original 
container as indicated in our Medication Administration Form. Non-prescription 
medication should not be administered for more than a 3-day period unless a written 
order by the physician is received. There is a release form in our Enrollment Package 
that allows for administration of ibuprofen and/or acetaminophen in an emergency 
situation (e.g. you child spikes a fever at school and you are not able to pick them up for 
two hours). Staff will obtain addition verbal consent before administering those 
medications.  

Communicable Diseases 
When an enrolled child or an employee of the center has a (suspected) reportable disease, it is 
our legal responsibility to notify the local Board of Health or Department of Public Health. We 
will take care to notify families about exposure so children can receive preventive treatments. 
Included among the reportable illnesses are the following: 

● Bacterial Meningitis 
● Botulism 
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● Chicken Pox 
● Diphtheria 
● Heamophilus Influenza (invasive) 
● Measles (including suspect) 
● Meningoccocal Infection (invasive) 
● Poliomyelitis (including suspect) 
● Rabies (human only) 
● Rubella Congenital and Non-congenital (including suspect) 
● Tetanus (including suspect) 
● H1N1 Virus 
● Any cluster/outbreak of illness 
● Tuberculosis 

SAFETY 

Clothing  

We encourage lots of active play, so children should be dressed comfortably in clothing that can 
be washed and will not cause alarm if splattered with paint, mud or other potentially staining 
substances. We also play in water tables, with hoses and in other water related activities and 
although we encourage the use of smocks, children often need a change (or two) of clothing 
during the day. Families are asked to keep adequate changes in their child’s cubby. Parents are 
also asked to provide pull-ups and diapers, as needed.  
 
Families should remember that children are taken outdoors daily, weather permitting, and 
should be dressed accordingly: a light jacket, hat, and rain boots for damp days in fall and 
spring; a heavy winter jacket, snow pants, mittens, scarf, hat and snow boots in winter. When 
there is snow, children must have snow pants and boots to go outside.  
 
If families want the Center to help keep track of their child’s clothes, please label everything. 
Even with labeling, clothing can go astray, so families are asked to make sure that their child’s 
clothing does not have particular sentimental or monetary value.  

Injuries 
Safety is a major concern in child care and so daily safety inspections are completed inside and 
outside the center area in order to prevent injuries. First aid will be administered by a trained 
caregiver in the event that your child sustains a minor injury (e.g., scraped knee). You will 
receive an incident report outlining the incident and course of action taken. If the injury produces 
any type of swelling or needs medical attention, you will be contacted immediately. Each 
classroom is equipped with a first aid kit meeting the state regulations. 

In the event of a serious medical emergency, the child will be taken to the hospital immediately 
by ambulance, while we will try to contact you or an emergency contact. 

Biting  
Biting is a normal stage of development that is common among infants and toddlers – and 
sometimes even among preschoolers. It is something that most young children will try at least 
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once. 

When biting happens, our response will be to care for and help the child who was bitten and to 
help the biter learn a more appropriate behavior. Our focus will not be on punishment for biting, 
but on effective behaviors that address the specific reason for biting.  

Notes will be written to the family of the child who was bitten and the biter’s family. We will work 
together with the families of each to keep them informed and to develop strategies for change. 

Respectful Behavior 
All children and families will be treated with respect and dignity. In return, we expect the same 
from all of our families. We will not tolerate hostile or aggressive behavior. If this occurs, we 
reserve the right to ask you to control your behavior or to remove your children from our care.  

Smoking  
The poisons in secondhand smoke are especially harmful to infants and young children’s 
developing bodies, therefore the indoor and outdoor center environment and vehicles used by 
the center are non-smoking areas at all times. The use of tobacco in any form is prohibited on 
the center’s premises.  

Prohibited Substances 
The use of alcohol or illegal drugs is prohibited on the center’s premises. Possession of illegal 
substances or unauthorized potentially toxic substances is prohibited. 

Any adult who appears to be inebriated, intoxicated, or otherwise under the influence of 
mind-altering or polluting substances is required to leave the premises immediately. 

Child Custody  
Without a court document, both parents/guardians have equal rights to custody. We are legally 
bound to respect the wishes of the parent/guardian with legal custody based on a certified copy 
of the most recent court order, active restraining order, or court-ordered visitation schedule. We 
will not accept the responsibility of deciding which parent/guardian has legal custody where 
there is no court documentation. 

Suspected Child Abuse 
As childcare professionals the staff at Craftsbury Saplings are mandated by law to report to 
state agencies if we have reasonable cause to believe or suspect a child is suffering from abuse 
or neglect or is in danger of abuse or neglect, no matter where the abuse might have occurred. 
This includes physical injury, emotional maltreatment, sexual abuse, inadequate food, shelter, 
clothing, healthcare, or abandonment. Our goal at Craftsbury Saplings is to support our families. 
If you are in need of resources, please reach out to us so we can connect you with local 
supports. In the event that Saplings makes an abuse or neglect report, the child protective 
service agency will determine appropriate action and may conduct an investigation. It then 
becomes the role of the agency to determine if the report is substantiated and to work with the 
family to ensure the child’s needs are met. Our center will cooperate fully with any investigation 
and will maintain confidentiality concerning any report of child abuse or neglect.  
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EMERGENCIES 
In the event of a medical emergency or of an accident, the Center will contact the family and the 
physician. If it is impossible to reach either and emergency treatment is required, the child will 
be taken to Copley Hospital. The family’s authorization for the Center to contact your child’s 
physician and take whatever emergency medical measures are deemed necessary is part of 
your application. It is critically important that families keep the Center updated in any changes in 
any of their telephone numbers, including cell phones and work place numbers. 

Emergency Contacts: Families must provide the Center with the name, address and home and 
daytime telephone numbers of TWO people to contact in an emergency if the family cannot be 
reached. The family provides this information on the child’s enrollment form. Be sure to update 
as necessary.  
 
We have developed an Emergency Response Plan for a variety of emergency situations both 
natural and human-caused. A copy of the Emergency Response Plan is on file for you to view 
upon request.  

Fire Safety 
Our center is fully equipped with hard wired combination smoke and CO alarm with battery 
backup, all exits are mark with internally illuminated exit signs with battery backup and 
emergency lights. 

Our fire evacuation plan is reviewed with the children and staff on a yearly basis. We conduct 
monthly evacuation drills with children and staff. 

Emergency Transportation  
In the event your child needs to be transported due to a medical emergency, if no other 
authorized person can be contacted and the need for transportation is essential, an ambulance 
will be called for transportation. A proper escort will accompany and remain with the child until a 
family member or emergency contact arrives.  

QUALITY ASSURANCE 
We are committed to providing the highest quality child care we are able. To obtain a copy of 
the Child Care Licensing Regulations for Center Based Child Care and Preschool Programs, 
please visit http://dcf.vermont.gov/cdd/laws-regs or email the Director at 
saplingsdirector@gmail.com.  
 
If you have a concern about your child’s treatment while in our care, we ask that you speak to a 
teacher first. If your concern is not addressed to your satisfaction, then you should contact the 
Director via phone or in person and in written communication. We will respond to your concern 
with a phone call or email. If you concern is still not addressed to your satisfaction, you may 
contact the Board of Directors via phone or email. 
 
You may also contact the Child Care Consumer Hotline at 1-800-649-2642 to share any 
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concerns you may have with the Department of Children and Families Child Development 
Division.  

CENTER POLICIES 
Our center policies not included in this handbook are reviewed yearly and updated as needed. 
They are available for review upon request to the center director. 
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Family Handbook Acknowledgement 
 
Please sign this acknowledgement, detach it from the handbook, and return it to the center prior 
to enrollment. 
 
This handbook may be updated from time-to-time, and notice will be provided as updates are 
implemented.  
 
Thank you for your acknowledging the policies and procedures we have established for the 
safety and welfare of all children in our care. We look forward to getting to know you and your 
family. 
 
 
I have received the Craftsbury Saplings Family Handbook, and I have reviewed the family 
handbook with a member of the Craftsbury Saplings staff. It is my responsibility to understand 
and familiarize myself the Family Handbook and to ask center management for clarification of 
any policy, procedure or information contained in the Craftsbury Saplings Family Handbook 
that I do not understand. 
 
 
   

Recipient Signature  Date 
   

   
Center Staff Signature  Date 
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FAMILY ACTIVITIES 
 
We offer a variety of ways for families to participate in the growth and improvement of our 
program. We encourage families to take an active role.  
 
Family Events:  We have several events throughout the year that bring our entire community 
together. Watch for the announcements! 

● Open House 
● Community dinner 

● Clothing and Book Swap 
● Family outings 

 
 
Classroom Activities: We welcome family participation in the classroom. Please contact the 
Director to schedule a time to participate in the following classroom activities or to suggest one 
of your own. 
 

● Share a meal with your child 
● Chaperone field trips 
● Read to children at arrival or pickup  
● Volunteer in the classroom 
● Donate requested items  

● Welcome new families 
● Contribute to class Potluck Meal 
● Family Teacher conferences 
● Visit to the Community Care Center 

 
 
Family/Parent Workshops: Our menu of family workshops changes annually. Below is a list of 
workshops we may offer this year. We try to offer these in the early evening or on Saturdays. 
Stay tuned in school communication for an official workshop schedule. We welcome 
suggestions!  
 

● Positive Guidance and Loving Discipline 
● Safety in the Home 
● Brain Development 
● Supporting Your Child in Times of Stress 
● Value of Reading to Your Child 
● Cooking with your Child 
● Freedom Within Limits 
● Transition to School 
● How to Talk with Kids About Race 
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