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“Grow in grace.” 2 Peter 3:18a 

DISCOVER · PLAY · LEARN · GROW 

OUR MISSION IS TO PROVIDE EVERY CHILD WITH A CHRISTIAN FAITH BASED CHILDHOOD EXPERIENCE AND THE 
AWARENESS THAT THEY ARE UNCONDITIONALLY LOVED. ALONG THIS JOURNEY, WE STRIVE TO CREATE A SAFE, 

NURTURING AND DEVELOPMENTALLY APPROPRIATE ENVIRONMENT. WE SUPPORT A “WHOLE CHILD” 
PHILOSOPHY WHICH INCLUDES LIVING OUT EACH DAY FOSTERING EMOTIONAL INDEPENDENCE, POSITIVE 

SOCIAL INTERACTIONS, AND HEALTHY PHYSICAL AND COGNITIVE DEVELOPMENT. 

“Start children off on the way they should go, and even when they are old they will not turn from it.” Proverbs 22:6  

mailto:graceplacemac@gmail.com
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Teachers and Teacher Aides 

Grace Place Learning Center (GPLC) takes pride in providing you and your child with 
individuals who, first and foremost, have a love of children and understand the life of a child. 
All teachers and teacher aides meet or exceed the Oregon Childcare Division requirements. All 
employees are up to date on First Aid & CPR, Food Handlers procedures, Child Abuse & 
Neglect, and Health & Safety procedures. 

 

Enrollment and Admissions Policies 

GPLC is open to the entire community. In accordance with state and federal civil rights laws 
and the Americans with Disabilities Act, GPLC will not discriminate against any child or 
parent/guardian because of race, color, gender, religion, national origin, marital 
status of parents/guardians, or because of a need for special care. However, 
GPLC may be unable to care for a child with certain special care needs because 
of the lack of related skills or because of structural barriers in the facility.  

One or more personal interviews will be conducted with you prior to enrollment. 

At the time of enrollment: 

• All new enrolling preschool children, 36 months or older, must be toilet trained 
 prior to enrollment.  

• Children shall be immunized against diseases in accordance with Oregon’s 
immunization law 

• An Emergency Contact Information Form and the Consent for Medical Treatment 
Form must be completed and signed 

 

Payment Policies  

Tuition is due by the 1st of each month or on the agreed upon due date(s). Tuition is based on 
a 12-month calendar. There are no prorated situations offered for holidays, in-service, 
vacation or sick days at this time. GPLC reserves the right to change tuition at any time, with 
families given at least a 30-day notice prior to the change. Please refer to the Registration 
Packet for a complete list of tuition and fees. 

In order to terminate or decrease your child’s enrollment, a 15-day written notice to the 
director is required. If written notice is not received, you will be billed a full 30 days from the 
last physical day that your child attended GPLC. 

 

Your child can be terminated from GPLC for non-payment of registration fees, and/or non-
payment of tuition; or paying fees and/or tuition late more than twice in a six-month period. If 
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termination occurs due to non-payment, any late fees, any no-call fees, and a $200.00 
collection fee will be added to your account.  

If your account is not paid within 30 days, or a payment plan has not been arranged with the 
director, and/or there is a failure to make payments per the payment plan, your account may 
be forwarded to a collection agency or small claims court.  

In case of termination of enrollment, all unused fees will be refunded within 48 hours. 

The refundable key fob deposit will be reimbursed upon the return of key fob(s). 

 

Family Communication  

Families and staff share a tremendous and wonderful responsibility. Together, we support 
children in their desire to learn and to discover. Through on-going 
communication between families and staff, we will facilitate a more 
meaningful experience for your child. Your child’s artwork and other forms of 
communication will be in your child’s cubby, unless otherwise designated. 
Each child will have a communication book located in the basket on top of the 
cubbies (ages 6 weeks-24 months are on the front counter). 

 

Arrival and Departure 

Checking In/Out Your Child 

Every day, you are responsible for checking your child in and out of GPLC on the designated 
clipboard. State of Oregon Childcare Division rules require that an accurate attendance is kept 
in case of an emergency.  

When you arrive at GPLC: 

• All children must have their hands washed prior to entering the classroom.  

• Please stay with your child until a staff member has welcomed them.  

• You are required to feed your child breakfast prior to bringing them to GPLC in the 
morning. 

If your child is going to be absent, please contact GPLC by 8:00 am. GPLC is a 
learning center and it is in the best interest of the children for them to be in class, 
ready to begin their day by 8:30 am. Unless a prearranged schedule change has 

been arranged with the director, if your child is not at the center by 9:00 am, it will be 
expected that they are not coming for the entire day. Tuition stays the same. 

Your child may be terminated from GPLC if you are late at pick up time more than twice in six 
months. 
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Persons Authorized to Pick Up Your Child 

If anyone other than your child’s legal parent/guardian will be picking up your child, GPLC 
must be informed prior to pick up of who that person will be. Staff will ask all such persons for 
identification.  

Alcohol and Drugs 

Staff members will not release your child to any person suspected of being 
intoxicated or drug-impaired.  If necessary, local authorities will be contacted. 

 

Behavior Expectations 

At GPLC we try to keep behavioral problems to a minimum by providing clear, fair rules for 
acceptable behavior, and enforcing those rules consistently.  Clear expectations, combined 
with consistent follow through, help children succeed. GPLC staff will follow the guidelines 
described in the written policy on guidance and discipline as posted in OAR 414-300-0330.  
In order to create positive experiences for your child, GPLC staff will: 

• Create a safe classroom environment that allows your child to self-select activities 

• Facilitate a classroom climate that is calm but appropriately active 

• Give positive verbal support 

• Redirect your child’s actions when necessary 

• Replace statements of what they cannot do with ones of what they can do 

 
We are designed to prepare your child for elementary school in every way possible, including 
our disciplinary actions. We use redirection along with love and logic. We want to set your 
child up for success by allowing them to make mistakes and learn from them. Using the 
following techniques and steps allows us to help guide your child to problem-solve their 
behavior on their own. 
 

1. Redirect your child - Find something to positively engage them. 
2. Verbal warning – Your child will be spoken to about the behavior and given tools 

to positively change their behavior. 
3. Thinking spot – Your child will be placed in a thinking spot for one (1) minute per 

year of age, either in the classroom or in the director’s office. 
4. If the behavior of your child threatens the safety of the other children, they may 

be asked to sit away from the group until they are able to safely interact with the 
other children again. 

5. Director’s office – If the behavior has not changed using the other options, your 
child will be sent to the director’s office, along with a note home. 

6. If the behavior proceeds for several days or becomes a danger to your child, 
other students or staff, you will be called to pick up your child immediately.  A 
meeting with the director and the parents will be scheduled in order to arrange 
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an individual behavior plan for your child.  This plan will be implemented for two 
weeks.  If, during or after the two weeks, GPLC determines that the safety of the 
other children, staff and/or the quality of the program is threatened, enrollment 
of your child may be terminated.  

Guidance and discipline will be fair, consistently applied, timely, and appropriate to the 
behavior and age of your child. No form of corporal punishment, humiliation, deprivation of 
food or toilet facilities will ever be used at GPLC. 

 

Clothing and Supplies 

Children should arrive dressed for active play, which should include a pair of indoor and 
outdoor shoes. All children should have a complete change of clothes to be left at school in a 
labeled reusable bag. Infants and children who are toilet training should have multiple 
changes of clothes.  

Infants: Please provide a crib sheet and blanket for the crib.   

Toddlers/Preschool/Pre-K: Please provide a child-sized, washable sheet and blanket.  

You will be responsible for weekly laundering of your child’s bedding, which will be sent 
home with your child on the last attending day of the week and must be returned at the 
beginning of the following week. 

In general, your child’s toys should be left at home; however, your child may bring a special 
stuffed animal for nap/rest time. These toys will be kept in your child’s cubby when not in 
use. All cubbies need to be cleared out each Friday. 

All children’s belongings should be labeled with the child’s name. GPLC is not responsible for 
lost or damaged toys or articles.  

 

Nap/Rest Time 

By law, in the state of Oregon, all children must have a quiet/rest time scheduled into their 
daily routine. 

Infants: Rest time for infants will be based upon the infant’s needs 
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Toddlers/Preschool/Pre-K: Rest time is from 12:00 -2:00 pm. Children are provided with a cot 
on which to rest. After a quiet period, children who do not 
sleep will be allowed to play/read quietly on their cots or at a 
table. 

School Age: Children have a designated quiet/rest time for 
their bodies to renew energy and strength. Some children 
may choose to sleep for small periods of time and others 
may rest quietly with a book or a quiet activity. 

 

Meals and Snacks 

 

 

 

 

 

 

USDA Meal Pattern Requirements for Infants 

AGE LUNCH SNACK 

 

0-3 MONTHS 

 

4-6 fluid oz iron-fortified 

formula or breast milk 

4-6 fluid oz iron-fortified 

formula or breast milk 

 

 

 

4-7 MONTHS 

 

4-8 fluid oz iron-fortified 

formula or breast milk 

 

Optional: 0-3 Tbsp iron-

fortified infant cereal 

 

Optional: 0-3 Tbsp fruit 

and/or vegetable 

4-6 fluid oz iron-fortified 

formula or breast milk 

 

 

 

8-11 MONTHS 

 

4-8 fluid oz iron-fortified 

formula or breast milk 

 

AND 

2-4 Tbsp iron-fortified 

infant cereal 

AND 

1-4 Tbsp fruit and/or 

vegetable 

2-4 fluid oz iron-fortified 

formula or breast milk 

 

Optional: ½ slice bread or 

0-2 crackers (made from 

whole grain or enriched 

flour) 
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GPLC provides a morning snack and an afternoon snack. Morning snack will 
be provided at approximately 9:30 am, lunch is at approximately 11:30 am 
and afternoon snack is at approximately 2:30 pm. All meals and snacks are 
based upon the USDA guidelines. At lunch time, whole milk is provided to 
children ages 12 months and older. 

Families of infants will provide one bottle per feeding, labeled with your child’s first and last 
name to be used while your child is in our care. Please see the head teacher for sanitation 
standards for bottle usage in child care. 

If your child has a disability/allergy that restricts their diet, GPLC will make substitutions as 
prescribed by your child’s doctor, as long as the substitutions are readily available and do not 
exceed the normal cost of a center-provided snack. Please see the director to discuss your 
child’s medically prescribed dietary needs. 

Allergies 

Please see the director and your child’s teacher to discuss any allergies and/or medically 
prescribed dietary needs. 

Birthdays 

Birthdays at GPLC are very fun! If you wish to celebrate your child’s birthday, you need to 
make arrangements 24 hours in advance with your child’s teacher. All treats MUST be store 
bought, NOT HOMEMADE.  Please do NOT bring dairy and peanut products due to children 
with allergies. Some suggestions would be 100% fruit snacks, apple slices and caramel dip, 
dairy and nut-free cookies and cupcakes, rice crispy treats, doughnuts, or popsicles. The 
healthier the better, but we also recognize that a birthday is a special event! 

 

Vacation and Holidays   

GPLC will be closed to students one week each summer as per agreement with McMinnville 
Covenant Church for the church day camp. This time will be used as teacher 
in-service and trainings. You will be informed by January 1st which week has 
been selected. GPLC is also closed each year from December 24th- January 1st. 

GPLC will be closed for eight (8) holidays each year: New Year’s Day; Memorial Day; Fourth 
of July; Labor Day; Thanksgiving and the day after; Christmas Eve; and Christmas Day. 

Tuition is based on a 12-month calendar. There are no prorated situations offered for 
holidays, in-service, vacation or sick days. 
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School Closures 

We will follow McMinnville School District’s weather-related school closure policy unless 
GPLC determines otherwise.  Please subscribe to Flash Alert or see the McMinnville School 
District website after 6:00 am.  For example, if the school district has a 2-hour delay, we will 
not open our doors until 9:00 am.  If there is an early release, we will contact families to pick 
up their children as soon as possible in order for families and staff to get home safely. An 
email will be sent to all families the morning of for school closures, 2-hour delays, and if 
GPLC is going to stay open when the school district closes. 

 

Transportation Guidelines 

GPLC uses its 14-passenger buses to transport children to and from area public schools and 
for field trips. When we transport children, we have strict guidelines from Oregon Child Care 
Division that we are required to follow. The same child-to-teacher ratio is used on the bus as 
it is in the classrooms. 

GPLC provides transportation to and from the following schools: 
Grandhaven, Sue Buel, Columbus, Newby, Memorial Elementary 
and other private schools in McMinnville.  Our daily route for 
pick up will be determined at the beginning of the school year. 
We make every effort to pick up children as quickly as 
possible.  However, all schools dismiss their students at the same 
time so there may be some delay at times for some children.   

When dropping children off at school, the driver will wait at the drop off location until they 
see the children go into the school, or until the children are in the presence of a school staff 
person. 

GPLC must be notified by noon if your child will NOT be picked up after school or there will 
be a fee assessed to your account. 

Bus Rider Rules 

To help ensure your child's safety while riding in the bus, the following rules will be 
enforced: 

• Seat belts are required while the bus is in motion. 

• Children will remain seated at all times, until the teacher gives the OK that they can 
stand up. 

• No food or beverage consumption is allowed. 

• Quiet voices will be encouraged at all times. 

• When the noise level becomes a safety concern, the driver will pull over to a safe 
place, stop the bus and wait until the children have calmed down. All children will be 
encouraged to be responsible for their behavior. 



Grace Place Learning Center Parent/Guardian Handbook                                                               Revised April 2018 

10 

 

Illness, Accidents and Emergencies 

Upon enrollment, you will be asked to fill out an Emergency Contact Form, as well as sign a 
Consent for Emergency or Medical Treatment Form to allow a listed or emergency physician 
to proceed with emergency treatment of your child if necessary.   

If your child will be absent due to illness, please notify GPLC by 8:00 am.  Please notify staff if 
your child has been ill during the last 24 hours, even if illness occurs on the weekend. Illness 
does not necessarily prohibit your child from attending, as it depends on the severity of the 
illness and relevant circumstances.  

Please keep your child home if they are diagnosed as having, or being a carrier of, 
a childcare restricted disease as defined in the Department of Human Services 
Administrative Rule OAR 333-019-0010.  These include:  Chicken Pox, E-coli, 
Shigella, Rubella, Hepatitis A, Herpes Simplex Virus (1st time infection only), 
Measles, Meningococcal Disease, Mumps, Pertussis (Whooping Cough), Pink Eye, 
Scabies, Shingles (if blisters not covered), Staph, Strep, and Tuberculosis.  If you’re not sure, 
please consult your child’s doctor.  

Please keep your child home if they have one or more of the following symptoms of 
illness:  Diarrhea, vomiting, fever, severe cough, excessive runny nose, or are too ill or 
uncomfortable to participate in normal school activities. Children must be free of these 
symptoms for a full 24-hours before they may return to school. 

Your child will need to be picked up if they have one explosive diaper, or two unusually 
loose/watery stools within a 24-hour period. The exception is if your child is obviously 
teething   

If you are notified by GPLC that your child is too ill to stay in school, they are expected to be 
picked up within 30 minutes of the phone call.  

Minor Accidents 

If your child receives a minor injury while they are at GPLC, the teacher 
will document the incident on an Injury Report Sheet, which will then be 
given to you to review and sign. A copy will be kept in your child’s file. 

 

 

 

Medical Emergencies 

If your child becomes ill or is injured and you cannot be reached, the contact(s) 
on the Emergency Contact Form will be called.  If necessary, GPLC will call an 
ambulance. The director, assistant director, or another staff person will 
accompany your child to the hospital.  
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In the case that you or your approved emergency contacts cannot be reached, the Consent 
for Emergency or Medical Treatment Form in your Registration Packet gives GPLC director or 
designated staff permission to consent to any emergency treatment advised by medical 
personnel. You will be responsible for any costs incurred for emergency transportation and 
treatment. 

Medication Procedures 

A signed and dated Medication Authorization Form is required for all prescription and/or 
non-prescription medicine or products administered to any child while in GPLC’s 
care.  Medication must be in its original package with an unaltered label and maintained 
with a date and your child’s name.  Only the instructions on the label as prescribed by your 
child’s physician, or the product label directions on the non-prescription medication or 
product container will be followed.  Administration of medications will be recorded and you 
will be informed daily when any medication has been administered.  When no longer needed 
by your child or when your child withdraws from GPLC, all medications shall be returned to 
you or disposed of after an attempt to return them fails.  

Evacuation Procedures 

In the event we need to evacuate GPLC, we will relocate to Wark Dental Group at 2177 NW 
2nd Street (phone 503-472-2125), which is located across the field from the front door of 
GPLC.  You will be contacted to pick up your child. You will be required to sign your child out 
at the designated location. 

 

Miscellaneous 

Volunteering 

GPLC encourages families and community members to volunteer as a 
great way to get involved.  Volunteer time is focused on helping the class 
as a whole, working with a small group, or one-on-one as a chaperone for 
class parties, field trips or in the classroom.  Volunteer time cannot be 

used as parent-child visitation time.  

Volunteers will not be left unattended with children; a GPLC staff member/teacher will be 
present at all times. 

Volunteers must familiarize themselves with, and are subject to, all GPLC policies. A criminal 
background check is required of anyone volunteering in the classroom on an ongoing basis.  
Please inquire at the office for the necessary forms and to pre-arrange volunteer time with 
the director. 

GPLC Staff Babysitting Offsite for GPLC Families 
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It is GPLC’s policy not to provide child care/babysitting services to families of GPLC outside of 
the center, as we feel this creates a conflict of interest at the center. If you are in need of 
additional outside care for your child, please speak with the director and we will try to 
network you with other families or outside resources. 

Building Usage 

On occasion, outside groups or agencies will use portions of the 
church building. This will not affect GPLC’s daily use of the building. 

 

Rights of Parents/Guardians  

Custodial parents/guardians, upon request, may review all records and reports, except for 
child abuse reports, maintained on their own child. 

Parent/Guardian Concerns 

If at any time you have a concern about the care or education that your child is receiving, 

PLEASE talk to your teacher first, then if needed, to the director. Should you feel that further 

response is necessary, please contact any member of the GPLC Board of Directors (see the 

list in the GPLC entryway).  If you have unresolved issues, you may contact the State 

Childcare Division at 1-800-556-6616. 

 

Authority of Licensing Agency 

Please be advised that the State of Oregon Licensing Agency (Oregon Employment 
Department Child Care Division) has the following authority:   

• To interview children, or staff, and to inspect and audit child or facility records 
without prior consent.  

• To observe the physical condition of children, including conditions which could 
indicate abuse, neglect, or inappropriate placement.  

 

Mandatory Reporting 

As child care providers, GPLC staff is required by Oregon law to 
report suspected child abuse to the Department of Human Services 
Child Welfare or a law enforcement agency.    
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This handbook is presented to communicate important information to the families of GPLC and 

is not intended as a written or verbal contract of any kind. This handbook is subject to change 

without notice as laws, policies and procedures change. 

 

PARENT/GUARDIAN  

ACCEPTANCE AND AGREEMENT FORM 

 

I,  ________________________________________________________________          
      (Please print)                                                                                                                                                            
have read, understand, and agree to the expectations and requirements as stated 

in the Grace Place Learning Center Parent/Guardian Handbook.  I understand that 

failure to comply with the expectations and requirements will result in a call from 

the director and at the discretion of the director and board of directors, may 

result in termination of my child’s enrollment. 

This Acceptance and Agreement Form will be kept as a permanent part of my 

child’s file. Grace Place Learning Center reserves the right to change the 

Parent/Guardian Handbook at any time. 

 

__________________________________________________________________________________ 

Parent/Guardian Signature                      Date 
 
 
 
 

Copy:  Office (original) 
            Parent/Guardian 


