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Important 
Information 

Open Arms Office phone 970-237-3229 
www.christlutheranco.org 

clcchild@gmail.com 
 

The child abuse hotline number is  
720-944-3000 

You can reach a Summit County 
Licensing specialist at 970-879-1948 

 
Colorado Department of Human 

Services 
at 303-866-5958 
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Welcome to our program 

 
Dear Parents,  

As God has so richly blessed us in the past, we look forward to joy and 
growth.  Open Arms Childcare & Preschool is a result of prayer, 
determination and God’s blessings.  We praise God for making this center a 
reality, thank the members of Christ Lutheran Church for their donations of 
time and talents and thank the parents of God’s beautiful children for their 
patience and dedication to a Christian center. 

Welcome!  We are here to serve as a support to you in your God-given 
privilege and responsibility of raising your child.  As a Lutheran program, we 
seek to provide your child not only with a quality academic foundation, but 
to also encourage spiritual development.   Please come to us about any 
concerns and tap into the resources our professional staff and Christ 
Lutheran congregation can give. 

Know that we will pray for your child and your family throughout the 
school year.  Please keep our staff and the other families in your prayers.  
May our opportunity to work together throughout the year be a blessing to 
all of us. 
 
In Christ’s Service, 
 
The Open Arms Childcare & Preschool Staff 
 
 

 
Forward   

 
This handbook contains important information about Open Arms Childcare & 

Preschool to help parents/guardians prepare your child for a successful experience 
in our program.  For some children, this may be their first experience in an 
educational setting or their first “out-of-home” care.  An understanding of the 
program and close cooperation between parents and teachers will help to ensure a 
successful adjustment for the children.  Please read this handbook carefully.  If you 
wish further information, please call the Open Arms office at 970-237-3229 or e-
mail the director at clcchild@gmail.com.  You can also stay informed of all Christ 
Lutheran activities at the website www.christlutheranco.org.  
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What is Early Childhood     
Education? 

 
A planned curriculum is implemented during the preschool time. As a 

Christian program, we include daily religious instruction.  This includes 
studying Bible stories, learning Christian songs and hymns, praying daily and 
practicing a Christian lifestyle.  An all-school chapel service is held with the 
availability of Pastor’s schedule. 

Included in the curriculum are concepts and skills appropriate for 
children of this age.  Language skills and social skills, which are at a critical 
stage of development during the preschool years, receive a great deal of 
focus.  Music, art, math, science and physical activity are also addressed 
through the curriculum.  Instruction takes place through hands-on 
experiences, small group activities. Some large group activities are 
implemented to prepare your child for kindergarten. 

The childcare program at Open Arms surrounds a child’s day with 
experiences that further develop his/her potential.  A healthy childcare 
atmosphere will promote spiritual, intellectual, physical and social/emotional 
growth.   
 

Mission Statement 
 

The mission of Open Arms Childcare & Preschool is to exceed the parents’ expectations for their 
child’s preschool experience by creating an all-around quality program, unmatched in Summit 

County, that includes low staff/child ratios, an extremely convenient location, with a curriculum 
and staff that emulates Christian values and quality standards as outlined by the National 

Association for the Education of Young Children. 
Our vision is to nurture each child as a precious gift from God by providing a quality 

Christ-centered education, recognized for meeting national standards. 
Our program provides a developmentally appropriate learning environment that 

recognizes individual strengths and interests.  Our program seeks to instill Christian character, 
values, and beliefs, and to inspire children to explore, create, play and learn.  We provide a 
variety of experiences that include daily opportunities to participate in small and large group 
activities, art project, singing and dancing, stories, outside play, plus the encouragement of 

math, language, cognitive, and social skills, and muscle development. 
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A Wholesome Relationship  
 
 

 
 
 

 
 
 
 
 
Open Arms Childcare & Preschool endeavors to maintain a wholesome 

parent-teacher-child relationship.  The mutual concern of parents and 
teachers is that the class year be an enriching and rewarding educational 
experience for the child.  Accordingly, the teachers welcome parents to 
discuss questions concerning their child or program at any time.  Many 
misunderstandings can be avoided and minor problems corrected readily by 
an early and direct contact with your child’s teacher. 
 
 A parent newsletter will be published monthly.  Schedules are posted 
in each room.  The preschool classes have a monthly activity calendar to 
inform parents of special activities.   Notes regarding schedules and other 
reminders will be published as needed.  A parent information bulletin board 
is maintained by the front entrance.   
 

A parent orientation night will be scheduled in September.  Other 
“family nights” will be scheduled throughout the year.  These events provide 
you with an opportunity to meet other families involved in our ministry and 
learn more about our program.   
  
 Parents are encouraged to visit the center at any time and observe 
their child in the classroom setting.  Parents, teachers or director may 
request a conference at any time. 
 
       Expect growth and learning in your child, but accept this growth at their 
rate—accept them as they are.  Encouragement without comparison to 
others is important.  Be sincerely interested in what they bring home and 
attentively listen to them.  Appreciate their efforts.  Thank you for entrusting 
us as partners in extended guidance and care of your child. 
 

Organization and 
administration 
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Open Arms Childcare and Preschool is governed by the Christ Lutheran 
“Open Arms” Board of Directors. 
 Open Arms Childcare & Preschool acknowledges that Title VII of 
the Civil Rights Act of 1964, as amended, protects applicants and 
employees from discrimination in hiring, promotion, discharge, pay, 
fringe benefits, job training classification, referral, and other aspects of 
employment, on the basis of race, color, religion, sex (including 
pregnancy), or national origin and by board declaration maintains full 
compliance with said act. 
 

Handbook A 
Accidents   
 A staff member with basic first aid and infant/child CPR 
certification will be on site at all times.  If a child is injured, an 
accident report will be completed.  The form includes information on 
how the accident occurred and action taken.  One copy of the report 
will be sent home, and another will be placed in the center’s files. 
 
Admission and Registration 
 Before a child attends Open Arms, the following forms must be 
on file in the center office: enrollment form (with paid enrollment fee), 
identification and emergency cards, permission form and copies of the 
child’s most recent physical examination record and immunization 
records (preferably recorded on a Health Department card from your 
doctor).  
 

THE REST OF THE HANDBOOK IS ARRANGED IN ALPHABETICAL 
ORDER.  REFER TO THE TABLE OF CONTENTS IN THE FRONT OF 
THIS DOCUMENT FOR SPECIFIC TOPICS AND PAGE NUMBERS. 
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Handbook B 
 

Billing / Schedules  
 
 Parents must let director know by the 20th of the month their 
schedules for the following month.  
 
 Open Arms requires a two day a week minimum. If you are 
planning on taking the summer off, please keep in mind that your 
child’s spot may no longer be available in the fall, unless you maintain 
the two day a week minimum.  
 
 An invoice will be e-mailed and duplicate invoice will be placed in 
your child’s lunch box around the 1st of every month. Parents will be 
billed for the entire months scheduled days. All fees are due on the 
20th of the month.  
 
 Late payments can pose serious problems for our program and 
Open Arms overall. Therefore, we have put procedures into place to 
reduce impact. If tuition is not received by the 20th of each month you 
will be charged a $50.00 late fee on the next month invoice.  
 
  If account is still delinquent at the 1st of the following month, 
and the director has not been contacted for a payment plan, your child 
will be unable to attend Open Arms until the account is brought 
current. Open Arms is not required to hold your child’s spot. Non-
payment will result in termination.  
 
 If payment is past due, we may attempt to recover 
payment in small claims court. You will be responsible for all 
expenses associated with these actions including all court and 
attorney fees.  
 
 Returned checks are currently $25.00.  
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Handbook B-C 
 
Birthday and Holidays  
  
 There will be celebrations on various holidays throughout the 
school year.  These celebrations will be listed in newsletter and activity 
calendars.  Parents are encouraged to join in on these occasions.  
There will also be opportunities to help with the entertainment, 
refreshments or decorations for these events.   
 If your child would like to bring refreshments in celebration of 
his/her birthday, please make arrangements with the director and 
teacher at least one week in advance.  These birthday treats will 
usually take the place of afternoon snack for your child’s class.  
Cookies, ice cream cups, or popsicles are favorites of the children and 
are easy to serve.  Be sure to talk to your child’s teacher about any 
food allergy concerns.  
  According to Colorado Department of Public Health and 
Environment, when parents or guardians furnish snacks for children 
other than their own child, the snack shall consist only of foods that 
are prepackaged and prepared from commercial sources. Such foods 
shall be non-potentially hazardous or shelf stable and received sealed, 
and, if the food requires refrigeration after opening, remaining portions 
shall be discarded or sent home with the parent that supplied it. 
 

 
Breakfast 

Open Arms is not responsible for supplying your child with 
breakfast. If your child arrives before 8:30 you are able to bring it with 
them. Teachers will allow your child to eat it at a table. We will serve 
them a glass of milk upon request.  
 

 
Chapel  
 A chapel service will be held each week during the regular school 
year, depending on the Pastor’s schedule. Parents are invited to come 
and worship with us.   
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Handbook C-D 

 
Complaints Concerning Childcare 
          The staff and director at Open Arms do everything they can to 
give your family quality care.  If you have a complaint about the care 
given to your child or safety of the environment, please make an 
appointment to talk to the director.  If you feel that this meeting was 
unsatisfactory and further action needs to be taken to resolve the 
problem, you have every right to contact the Colorado Department of 
Human Services, Division of Child Care 1575 Sherman St, 1st Floor   
Denver, CO 80203.  (303) 866-5948 
 
 
Credit Cards 
 Open Arms accepts all major credit cards at no additional 
processing fees to the parents. Checks and cash are also accepted.  
 
Curriculum 

Our programs include, but are not limited to: Bible stories, 
language development, art activities, music, group play, and science, 
math, cooking activities, dramatic play and physical development. 
          The teachers and Director also have scheduled weekly “themes” 
throughout the year to touch on learning fundamentals and “fun” 
topics of learning. 
 
Diapering and Toilet Training 
 
 Parents are responsible for supplying a sufficient amount of 
disposable baby wipes and diapers for their toddler.  Diapers will be 
checked at every 2 hours and changed as needed.  You will be 
informed when the supply is running low.  Cooperation between 
parents and teachers is essential for potty training to be successful.  
Please realize that it is not the responsibility of our staff to potty train 
your child.  We will make every possible attempt to support your potty 
training process. If a child is not potty trained by the age of 3 years 9 
months a parent teacher conference will happen.  
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Handbook D 

 
Discipline 

         Open Arms provides a ministry of discipline for the children in 
agreement with God’s Word and in accord with perceptions and 
knowledge of child behavior so that each child may grow as a Christian 
disciple.  In order to ensure the safety and welfare of the children, it is 
necessary for us to enforce the following discipline policy. 
 When a child misbehaves (biting, hitting, kicking, spitting, name 
calling, foul language, throwing toys, etc.), the following steps will be 
taken: 
 

1. a staff member will talk with the child; 
2. there will be time-out and separation for the child  

(brief and appropriate for the age); 
3. if problems continue, the parents will be notified and a 

conference may be necessary to determine a plan of action, 
4. If a plan for behavior modification has been tested without 

positive results, the staff, parents and director will 
determine an alternative learning situation for the child. 
 

Punishment will not be associated with rest, snack or toileting, 
nor will children be subjected to threats or verbal abuse.  Corporal 
punishment is never an acceptable practice. 
 

 
Drop-In / Adding Days / Changing Days  
 
 Drop-in days: As long as there is space in the room we will be 
able to add your child. The drop-in fee is $65.00 per day. (Less than 
two weeks’ notice) 
 Adding Days: As long as there is space available we would be 
able to add your child. Two- week notice is required. There will be no 
surcharge as long as we have a two-week notice. 
 Changing Days: We must have a two-week notice and be with in 
the same month. There will be no carry over days beyond the two 
weeks. A $10.00 charge will be on the following month invoice if less 
than two-week notice is given.  
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Handbook D 

 
Drop-off/Pick-Up Procedures 

 
 Please be vigilant in your sign in/sign out signatures each day.  
This record is one of the means staff members refer to throughout the 
day in keeping count of our students.  This information is also used for 
billing purposes.  
 
 All lunches should be given to their teachers to be refrigerated.  
Do not leave your child’s lunch box on their coat hook or in their 
backpack. Help your child put his backpack and coat on his coat hook.  
Each child has a designated spot. 
 
 IT IS A HEALTH DEPARTMENT REQUIREMENT THAT ALL 
CHILDREN WASH THEIR HANDS BEFORE JOINING THE ACTIVITIES 
FOR THE DAY.  Teachers will assist the students while they wash their 
hands. All children must complete this requirement.  The poster on the 
bathroom wall explains the proper way for children to wash for 
maximum benefit.  
 

 When you pick up your child at the end of the day, be sure to sign 
“out”. Help your child gather their belongings. There may be special 
circumstances when you need someone other than those authorized to 
pick up.  When this happens, call 970-237-3229 to make those 
arrangements. If is a person who will be picking up on a regular basis, 
please ask to add them to the emergency card. If it is an occasional 
pick up, a parent must provide a written note allowing for the pick-up. 
If it is an occasional pick-up we require a photo ID in order to release 
your child to them (Even if it is close family members). 

 
 Beginning at 6:10, staff members will begin contacting 

parents and then emergency contacts.  If no one has been reached by 
6:30, the staff member still with the child will contact the police as 
directed by licensing regulations. 
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Handbook E-H 

Emergency Situations 
 
 The center will schedule regular fire drills.  Emergency 
evacuation plans are posted in each classroom.  Staff members 
depend on the daily sign-in records and emergency cards for 
information, so be sure to keep your data current.  Teachers will do 
regular head counts throughout the day, referring to the sign-in 
records and attendance sheets in every room.  Children who are not 
here on their regularly scheduled day will be marked absent and 
parents will be called to verify for their safety that their child is not 
coming. 
 
 
Field Trips 

 
You will be given advanced notification for any field trips.   

 
 

Holiday Closings 
  

The center operates 12 months a year; however, we will be 
closed on the following holidays: Good Friday, Memorial Day, 4th of 
July and Labor Day. 
For one week in June the center will be closed for repairs and 
maintenance. The week will be determined by the Director and the 
Board. Thanksgiving and Christmas holidays, the center follows the 
public school calendar.  
 

With our center using space of a Lutheran church with an active 
membership, times may arise when the church facility will be needed 
to conduct funerals.  When this occurs, children will be cared for at 
Agape Outpost. The director will be responsible for notifying the 
parents and transporting the necessary materials. 
 

We reserve the right to schedule facility maintenance as needed.  
Parents will be given a 30 day notice for such closings. 
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Handbook H-I 

 
Hours of Operation   Monday through Friday 
 
CHILDCARE FULL DAY…………………….7:00A.M. – 5:30 P.M. 
CHILDCARE HALF DAY A.M …..……….. 7:00 A.M. – 12:30 P.M. 
CHILDCARE HALF DAY P.M ……………..12:30 P.M. – 5:30 P.M. 
                 

 
There will be a fee of $10 per child for every 10 minutes, or 

fraction thereof, for pick-up after 5:30 p.m.  Parents will receive a 
charge on their next tuition invoice.  Beginning at 5:40, staff members 
will begin contacting parents and then emergency contacts.  If no one 
has been reached by 6:00, the staff member still with the child will 
contact the police as directed by licensing regulations. 

 
When it appears that you may be late in picking up your child, 

please phone the center (970-237-3229) and alert the staff of your 
possible tardiness. 
 
 
Illnesses  
 Please call the Open Arms office (970-237-3229) if your child will 
be absent.  A child cannot be admitted to the program if they have had 
the following symptoms in the past 24 hours: 
 

 Fever of 100 degrees 
 Vomiting in the last 24 hours  
 2 or more episodes of diarrhea 
 Undiagnosed rash 
 Sore or red throat 
 Green discharge from eyes or nose 
 Any sign of communicable disease 
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Handbook I 

Illnesses – Continued 
 

If your child must take antibiotics for an illness, he/she must 
have been taking the medication for at least 24 hours and be 
symptom free before returning to the program.  Even though 
your child may seem to be feeling better, coming back too soon 
may cause a relapse.  This is group care.  If your child is unable 
to participate in group care or takes the teacher away from the 
ratio for an extended period of time, your child is not well enough 
to be at school.  If a child shows symptoms of illness during the 
day, parents will be notified. 

  
 Parents are to notify the center whenever a child has been 
exposed to a communicable disease.  The center will also notify 
parents of any communicable disease outbreaks or threats. 

 
PLEASE NOTE THAT IMMUNIZATION FORMS AND MEDICAL 

RECORDS ARE DUE ON THE FIRST DAY THAT A CHILD ATTENDS 
CLASSES. Medical forms must be at all well child checks at a 
minimum updated annually. 
 

Illness Make Up Days 
 We understand that children will get sick; you will have two 
weeks to make up that sick day(s). We WILL NOT carry the sick days 
beyond the two week time.  
 

Injury Prevention 
In accordance with best practices on child health, safety, and welfare 
as indicated in Caring for Our Children (3rd edition, Standard 6.4.1.2), 
small objects that could pose a choking hazard to children under the 
age of three are not allowed in areas designated for children in this 
age group.  According to the Consumer Product Safety Commission, 
small objects that pose a choking hazard are less than 1.25” in 
diameter and between 1” and 2.5” deep.  For this reason, children’s 
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jewelry including, but not limited to, items such as barrettes, 
bracelets, earrings, and necklaces are not permitted in these areas. 
This Policy will be universally enforced, without regard to race, 
religion, ancestry, ethnicity, national origin or personal beliefs.   
 

Handbook L 

Lunch  
 
Children should bring a packed lunch to school each day.  Lunch 

boxes or bags will be refrigerated.  Please be sure that your child’s 
name is on their bag or box.   Please do not send anything that needs 
to be heated.  If you would like to send something warm, please use a 
thermos.  Milk will be provided by the center; PLEASE DO NOT SEND 
JUICE, GATORADE OR POP IN YOUR CHILD’S LUNCH. If your child is 
lactose intolerant please send soy milk or another substitute.  

 
 WE ALSO REQUEST THAT YOU NOT SEND DESSERT ITEMS IN 

LUNCHES, ESPECIALLY CANDY.  We use the lunch time to focus on 
wise food choices. Each lunch should contain protein, dairy, 
carbohydrates and fruit or vegetables.  PLEASE DO NOT SEND ANY 
POPCORN OR HOTDOGS IN YOUR CHILDS LUNCH. THESE ARE 
CHOKING HAZARDS. If you are sending grapes or cherry tomatoes, 
please make sure that they are cut in half for children under the age of 
three.  

 
If your child does not have a lunch that meets basic dietary 

requirements, the teachers will use items from the school pantry.  You 
will receive a reminder via a note home or e-mail to make sure that 
your child’s lunch meets the guidelines.  Suggestions for lunch box 
contents are available upon request. 

 
According to Colorado Department of Public Health and 

Environment, Open Arms is required to serve 1 glass of milk to each 
student at both snacks and at lunch. We will not serve milk if we 
receive a doctor’s note to not give your child milk.  
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Handbook M 

Medications  
A completed physical form from your family physician stating 

that your child is in good health is required in order for your child to be 
admitted to the center.  This record must be kept up-to-date (the form 
is valid for one calendar year).  A copy of the child’s current shot 
records should be attached to the medical record.  These should be 
recorded on a Health Department card available from your doctor if at 
all possible.  

Prescription and non-prescription medications for eyes or ears, all 
oral medications, topical medications and inhaled medications, and 
certain emergency injections can be administered only with the written 
order of a person with prescriptive authority and with written parental 
consent.  Centers may administer medications for chronic health 
conditions or emergency situations.   

• Medications must be kept in the original labeled bottle or 
container.  

• Prescription medications must contain the original pharmacy 
label that lists:  

o Child’s name 
o Prescribing practitioner’s name 
o Pharmacy name and telephone number 
o Date prescription was filled 
o Expiration date 
o Name of medicine 
o Dosage 
o How often to give the medicine 
o Length of time the medication is to be given.   

• Over–the-counter medication must be kept in the original 
labeled container, labeled with the child’s first and last name 
and accompanied by a physician’s authorization. 

 
In the case medication needs to be given on an ongoing, long-term 
basis, the authorization and consent forms must be reauthorized on an 
annual basis.   
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Handbook M-P 

 
Medications Continued 

 
All childcare staff designated by the center director to give 

medications must complete the 4-hour Department of Health-approved 
medications administration training and have current First Aid and 
Universal Precautions training prior to administering medications.  
Medications will be kept in an area locked, inaccessible to children. 

A written medication log will be kept for each child.  Topical 
preventive preparations such as petroleum jelly, diaper rash 
ointments, sunscreen and other ointments may be administered on 
unbroken skin of children with written parental authorization. 
 
 

Naps 
 

 It is required by the Colorado Dept. of Human Services that all 
children enrolled for more than 4 hours a day be provided with an 
opportunity to rest.  We will have a “quiet time” each afternoon.  For 
preschool age, this time begins at approximately 1:30 and lasts until 
3:00.   
 Children are not required to sleep; they are required to lie quietly 
so that children who need to sleep can do so.  Quiet music will be 
played during rest time, and the children will have an opportunity to 
look at books during the start of the “quiet time.”  Children who do not 
sleep will be given books or activities that they can do quietly on or 
next to their cots.   

Open Arms will provide each child with a nap cot.  A nap blanket, 
sheet and pillow ARE PROVIDED BY THE FAMILY.  A typical crib sheet 
will fit your child’s cot.  If your child wants a pillow, please send a 
small one (such as a throw pillow) and not a full-sized bed pillow.  
Each child can also have a blanket and stuffed animal for naptime.  
Please label each of the items with your child’s name.  We provide a 
spare pillowcase for your child to store their rest items in during the 
week.  These will be sent home on Friday to be laundered.  
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Handbook P 

 
Personal Belongings 
 
 Coming to the center prepared will help your child to have a 
more productive day. Please dress your child in comfortable clothing 
with shoes appropriate for running and playing outdoors. CROCS OR 
SANDALS ARE NOT PERMITTED due to safety concerns.  Be sure to 
send a jacket or other outerwear appropriate for the season.  We will 
try to go outdoors each day as long as it is not raining or below 20 
degrees.  Please mark all belongings with your child’s name.   
 
 On the first day of attendance, please bring a container with a 
change of clothes for your child to keep at school.  These boxes are 
kept in their cubbies.  Parents will be notified when their child’s supply 
of clothes needs to be replenished.  It is very important to your child’s 
comfort that he have extra clothes available in case of any type of 
accident (spill, fall in the mud, illness, etc.), so please be faithful in 
maintaining these supplies. WE RECOMMEND THAT YOU BRING 
SLIPPERS OR OTHER SHOES TO LEAVE AT THE CENTER DURING THE 
WINTER MONTHS. This way they do not have to wear winter boots all 
day. It also helps with our carpet care.  
 
       Open Arms will not be responsible for lost, stolen or damaged 
belongings.  
 
Please make sure that all belongs are labeled with your child’s name on it. We get 
a lot of black gloves with no names. Then we cannot find the correct owner.  
 
 
Pets in the Center 
 Pets of any kind are not allowed on the preschool premises.   
(Premises being defined as the fellowship hall and playground.) 
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Handbook P 

Phone Calls 
 
 During school hours the preferred way to reach Mrs. Jen or 
anybody else is her cell phone 970-485-2539. Texting is the quickest 
way to receive a reply. The phone number for the Open Arms office is 
970-237-3229.  If no one answers after several rings, the voice mail 
system will pick up the line.  The messages are checked on a regular 
basis, so please do leave a message.  Staff members may not always 
be able to speak with you due to recess or room responsibilities.   
 

You can also leave e-mail messages at clcchild@gmail.com.  
Parents are encouraged to complete the e-mail information form in 
their packet to receive regular school updates.  E-mail communication 
is often easiest for busy parents. Staff members are required to check 
messages every couple of hours.  
 
 
Progress Reports and Conferences 
 
 Parents of toddlers will receive a daily written report on how your 
child’s day was, along with any supplies that may be needed.  
 Preschool student’s conferences can be scheduled at any time 
and can be requested by teachers, parents or director.  
 
Public Health Nurse 
       Open Arms has a contract with a public health nurse consultant 
who works with our program.  She reviews student medical records, 
answers questions that staff members have and does several 
classroom trainings during the year.  The nurse consultant is also the 
person who trains the staff in dispensing medications. 
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Handbook R-S 

 
Reporting Child Abuse or Suspected Licensing 
Violations 
 

Any staff member of Open Arms Childcare & Preschool who has 
reasonable cause to know or suspect that a child has been subjected 
to abuse or neglect, or who has observed the child being subjected to 
circumstances or conditions which would reasonably result in abuse or 
neglect, shall immediately report or cause a report of such a fact to 
the Summit County Department of Social Services. 
  

In your enrollment packet, you received a letter from the Summit 
County outlining your rights in reporting suspected abuse or licensing 
violations.   

• Child Abuse hotline number is 720-944-3000.   
• Summit County licensing specialist at 970-879-1948  
• Colorado Department of Human Services at 303-866-5958. 

Open Arms’ City and State licenses as well as Health and Fire 
inspections are posted by the door.   
 
 

 
Scholastic Book Clubs 
 

Each month during the school year, you will receive a flyer from the 
scholastic “Firefly” and “SeeSaw” clubs.  For each dollar’s worth of 
books you buy for your family, Open Arms receives “bonus points” for 
classroom materials. 
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Handbook S 

Show and Tell 
Show and tell is very popular with our preschoolers. So much so, that 
we need to modify it. Here are some guidelines for Show and Tell.  

1. In order to accommodate all of the children we will be sending 
home a calendar letting you know which day your child has Show 
and Tell. (Once a week). Please do not bring Show and Tell 
unless it is your child’s day.  

2. Your child can bring in ONE small item to show.   
3. The item must be kept in your child’s cubby or backpack until it 

is time to show it and then placed back in their cubby or 
backpack.  

4. The item is your child’s responsibility.  
5. Items are not to be played with at school.  

Please help your child pick an item.  
*** Open Arms will not be responsible for broken or lost items.  
 
Severe Weather Closings 
       Open Arms will only be closed when the Summit County Pubic Schools 
close. You will be reached by the director, or teachers via text message and 
e-mails.   We also follow the public schools delayed starts and early closings. 
If it becomes necessary to close early we will contact you or your emergency 
contacts. Your child’s pick up is your responsibility to arrange promptly.  A 
staff member will stay on duty until all children are picked up. You will 
receive a text and an e-mail sent through our automatic system. 
 
Smoking and Prohibited Substances 

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

The use of alcohol or illegal drugs is prohibited on Open Arms 
premises. Possession of illegal substances or unauthorized potentially 
toxic substances is prohibited. Your emergency contact will be called if 
a staff member noticed the adult who is picking up appears to be 
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inebriated, intoxicated, or otherwise under the influence of mind-
altering or polluting substances is required to leave the premises 
immediately, without your child. 

Handbook S-T 

Snacks 
      All preschoolers arriving by 9:30AM will be served a morning 
snack.  Milk will be served with lunch and both snacks.  Children who 
are in childcare after rest time will receive an afternoon snack.  Open 
Arms provides healthy daily snacks.  A monthly snack menu is posted 
on the office window.  
 
Staff 

Open Arms will be staffed by dedicated teachers who share our 
values and meet or exceed state and local qualifications.   
 
 

 Television Policy 
       The children may occasionally watch a video or DVD as part of our daily 
activities.   
Videos that are used to support specific classroom curriculum will be listed in 
the monthly activities.  All programs must be G-rated.  Most of the videos 
owned by Open Arms are animated Bible stories or children’s literature.  If 
you have any questions about our video library, please speak with the 
director.  Use of television is limited. 
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Tuition Policy 

Handbook T-W 
Tuition Policy Continued 

Late payments can pose serious problems for our program and 
Open Arms overall. Therefore, we have put procedures into place to 
reduce impact. If tuition is not received by the 20th of each month you 
will be charged a $50.00 late fee on the next month invoice.  

 
  
 If an account is still delinquent at the start of the following month, 
and the director has not been contacted for a payment plan, your child 
will be unable to attend Open Arms until the account is paid in full. 
Open Arms is not required to hold your child’s spot. Non-payment will 
result in termination.  
 If payment is past due, we may attempt to recover payment in 
small claims court. You will be responsible for all expenses associated 
with these actions including all court and attorney fees.  
 
     If you withdraw your child from the center, a 2 week 
written notice is required.  If you wish to re-enroll at a later 
date, the registration fee will be collected. See your financial 
agreement in your enrollment packet for additional details. A 
verbal discussion is not sufficient. It has to be in writing.  

Tuition Rates 
Days attending 

2020-2021  1 2 3 4 5 
Toddler   $573.00  $860.00  $1,147.00  $1,361.00  
Preschool  $264.00  $528.00  $792.00  $1,056.00  $1,253.00  

      
Half Days $146.00  $291.00  $437.00  $582.00  $692.00  

• Students attending 5 days a week get a 5% discount. 
 
A 5% discount for one child is take on tuition if a family has more than one 
child enrolled full-time. 
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Visitors 

All visitors to the center are required to sign in at the visitor 
register. It is recommended that visitors make an appointment with 
the director prior to the visit. 
 
Worship and Sunday School at Christ Lutheran 
Church 
 
        You are invited to worship with the members of Christ Lutheran 
Church each Sunday.  A schedule of services and Bible Studies can be 
found on the Christ Lutheran church website: 
www.Christlutheranco.org. 
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Parent	Handbook	Acknowledgement 
 
 
Please	sign	this	acknowledgement	and	return	it	to	the	center	before	your	child	
is	scheduled	to	begin.	 
 
 
The	handbook	may	be	updated	from	time-to-time,	and	notice	will	be	provided	
as	updates	are	completed.	 
 
 
Thank	you	for	your	cooperation,	and	we	look	forward	to	getting	to	know	you	
and	your	family. 
 
I	have	received	the	Open	Arms	Childcare	and	Preschool	Parent	Handbook,	and	I	have	
reviewed	the	handbook	with	a	member	of	the	Open	Arms	staff.	It	is	my	responsibility	to	
understand	and	familiarize	myself	the	Parent	Handbook	and	to	ask	the	program	director	
any	questions	I	may	have	regarding	policy,	procedure	or	information	contained	in	the	
Parent	Handbook. 
 
 
 
 
______________________________												________________ 
Recipient	Signature																								Date 
 
 
 
 
________________________________												_________________	
Center	Staff	Signature																					Date	
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Enrollment Form  
Toddler and Preschool 

 
I am the parent or legal guardian of _______________________________. 
To record my understanding of my rights and responsibilities as parents of the abovenamed child 
whom I am enrolling in Open Arms Child Care and Preschool, I agree to abide by the 
requirements written below and all policies set forth in the Parent Handbook. In return, Open 
Arms agrees to provide care for the above-named child meeting standards and guidelines as set 
forth below and in the Parent Handbook.  
I understand payments are billed on the 1st and due on the 20th day of the month and will be 
made by check or credit card. A two-day a week minimum is expected for each child enrolled in 
the program. Fees are $60.00 per day for full day (7:00 – 6:00) toddler, $55.00 per day for full 
day (7:00 – 6:00) preschool.  $30.00 per day for half day for both toddler and preschool.   
I understand my fees include the following days and times: ________________________ from 
_____ a.m. to _______ p.m., or half days for a total of $________ per month. These fees include 
the educational program art supplies for my child. I understand I am to provide a healthy lunch 
and a change of clothing for my child on-a-daily-basis. A late pick-up fee of $10.00 per child is 
payable for every 10 minutes my child remains beyond center hours. I understand there is a 
returned check fee of $25.00. 
A 30-day advanced, written notice to the director is required when withdrawing or changing your 
child’s schedule in the program. By signing below, I agree to pay fees which would be incurred 
for the 30 days from the time my termination notice is given. I understand that there is no 
deduction of fees when my child is on vacation, ill, or gone from the program for any reason.  
I understand there is a $50.00 enrollment fee.  
 
_______________________________                   _______________  
Parent or Legal Guardian Signature       Date 
 
________________________________									 	 	 				_________________	
Center	Staff	Signature																		 	 	 				Date	
 
 
 


