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Welcome! 
 

We are very excited about your family joining our program. We look forward to nurturing and 
educating your child! This handbook is intended to inform you of the policies/procedures we 
commit ourselves to here at 4D Learning Center. We pray that God would bless your family 
through our program.  
 
Purpose & Mission of 4D Church 
 
4D Church joyfully embraces the surpassing worth of God over all things and exists to bring the 
nations into the glad celebration of God through Jesus Christ. 
 
 
4D’s: 
 

Delight in God 
God (Father, Son, Spirit) is infinitely more lovely than all of creation and alone is able to fully satisfy all the desires of his 
people, the church. In love, the Father sent Jesus to rescue His people from deadly, deceitful and destructive desires and 
by His Spirit is awakening us to the immeasurable joy and gladness that is found in God alone. 4D Church is striving to 
fulfill the greatest commandment and our greatest joy which is the loving of who God is with all our heart, soul, mind and 
strength. Delight in God is expressed in the glad celebration of God, all He has accomplished and all He continues to do as 
he fills us, by his Spirit, with ever increasing delight. 

 
Display His Glory 

The immeasurable wisdom, beauty, love and joy of God is on display in his creation and through his church. His holy 
purpose has always been, and will always be, the inclusion of individuals from all nations and peoples in the display of his 
infinite and awesome greatness and worth. God has determined that his unflawed character be displayed in the world in 
order that he might be known, enjoyed and, therefore, praised by all peoples. As followers of Jesus, 4D Church has the 
deep and satisfying privilege to display the all-glorious God through our minds, bodies, actions and attitudes. 

 
Declare His Gospel 

God with immeasurable love and compassion, sent Jesus to absorb the holy wrath that our rebellion rightly deserves, 
raised him from the dead and brought him back to heaven where his infinite value is praised by all. The Spirit was sent to 
convict us of our essential idolatry and empower a change in our hearts. We gladly turn, from the empty words and empty 
things which brings destruction and death, to the life giving and all satisfying Creator of the Universe. Therefore, we at 4D 
Church, sing about the greatness of God, we tell of his rescue, we celebrate him as supremely glorious in our homes, 
where we work, as we regularly gather together, and among the nations. 

 
Disciple all He Gathers 

Disciples of Jesus are discovering that God (Father, Son and Spirit) is the true source of pleasure. We will never be satisfied 
until he becomes our treasure. It is out of a supreme and abiding Delight for God that we are prayerfully seeking to Display 
his glory (through our minds/bodies/attitudes/actions) and Declare his gospel (to each other and to every nation). As 
disciples of Jesus, we are devoting our time, talents and treasures as investments in the kingdom of God. We are organized 
to equip disciples that they may disciple others in the delight, display and declaration of the magnificent God of the 
universe for their great joy and to God’s great glory! 
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OUR MISSION STATEMENT 

 
Our primary mission is to assist families in providing Christian education in an early childhood learning 
environment in order to "train up a child in the way he should go" (Prov. 22:6). This means we seek to give 
quality care that meets the child's spiritual, mental, and physical needs.  
 
We desire to assist parents in establishing a foundation for a strong Christian walk and life. Therefore, we are 
committed to helping parents in leading their children to a saving knowledge of Jesus Christ at an early age.   
 
We are dedicated to encouraging the physical, mental, social, emotional and spiritual growth of children in an 
atmosphere of love.  
 
Children will be provided with quality care, education and training from a Christian perspective. 
 
 
 

PROGRAM INFORMATION 

 
 
HOURS 
 
The Center is open Monday through Friday from 6:30 am until 6:00 pm. Your child will adjust best in the childcare 
setting when he/she is dropped off and picked up on a regular schedule. 4D Learning Center is a no smoking 
facility. 
 
 

HOLIDAYS/TEACHER WORK DAYS 
 
 

New Year’s Day  
Martin Luther King Jr. Day  
Good Friday  
Memorial Day  
Independence Day 

Labor Day  
Thanksgiving Day and the day after  
Christmas Eve  
Christmas Day and the day after  

 
*In the event that the above days fall on a weekend, the previous Friday or following Monday will be observed.  
 
4D Learning Center reserves the right to schedule two Teacher Work Days, one at the beginning of the school 
year and one mid-way through the school year. Once a date is scheduled, prior notification of one month will 
be given to the parents. 
 
 

 
 



 

INCLEMENT WEATHER 
 
On days when the Durham Public Schools are closed due to inclement weather, the center will follow this 
schedule: Open at 7:30 am and close at 5:00pm. If Durham Schools open late, we will open late at 7:30 am. If 
Durham Schools close early, we will close early at 5:00 pm.  
 
Please check ABC 11 and the 4D Learning Center Facebook page, and Remind App Notices (you will need to sign 
up to receive these notices) for announcements concerning a change in operating schedule. It is your 
responsibility to be aware of any late openings or early closings. Late fees will apply for children picked up late 
for early closing. 
 
If there are times when the Center cannot open due to debilitating weather or lack of essential utilities, we will 
announce this on ABC 11, Facebook, and Remind App Notices.  
 
 

STAFF 
 
4D Learning Center seeks to provide the finest staff and qualified teachers to lead our children in a friendly, 
Christian atmosphere. Staff training, including but not restricted to SIDS, First Aid, CPR, curriculum, and changes 
in state regulations, is ongoing.  
 
 

ENROLLMENT 
 
Each child must have a completed enrollment packet on file prior to entering the center. 
  
When your child’s birthday is approaching, the Children’s Pastor in consultation with the staff and parents will 
consider when to move your child up to the next age group. There is typically more discussion when moving 
from the two-year-old room to the three-year-old room because they must be potty-trained prior to being 
promoted to the 3-year-old classroom. Your child will visit the next age group for at least one week to get 
acclimated before officially moving up to that class. The tuition rate will not change until your child has been 
promoted to the next classroom. 
 
 

COMMUNICATION WITH THE CENTER 
 
If you need to contact the Center at any time, please call (919) 544-3315. You can also send an email to 
ryan@4DChurch.com.  
 
 

CURRICULUM 
 
We use ABC Jesus Loves Me curriculum in our center. At its core the ABC Jesus Loves Me curriculum focuses on 
academics, development, and Bible-centered learning through play. For more information on ABC Jesus Love 
Me curriculum please visit https://www.abcjesuslovesme.com. 
 
 

mailto:ryan@4DChurch.com
https://www.abcjesuslovesme.com/


 

FINANCIAL POLICIES 

 

TUITION 
 
Tuition is based on full-time care and discounts are not given if only part-time care is needed. Fees are charged 
according to class enrollment. 
 

    AGE              RATE 
Infant (Birth to 1 year)      $225.00 per week  
 
Toddler (1 year to 2 year)      $210.00 per week  
 
2-Year-Old        $200.00 per week  
 
3-Year-Old to 5-Yr-Old      $195.00 per week  

 
 
PAYMENT INFORMATION 
 
Fees are ongoing fifty-two (52) weeks a year. Whether you pay weekly or monthly, fees are due on the preceding 
Monday. Checks can be mailed to the center or placed in the white locked box upstairs on the bookkeeper’s 
door.  
 
While we do not operate to make a profit, we do rely on timely payments from our parents to meet our financial 
obligations. When parents do not meet their financial commitment, this places a financial burden on the center. 
As a result, accounts more than two weeks behind will need to be paid in full immediately or you will be asked 
to remove your child until the account is paid. 
 
If at any time your family circumstances change in a way that affects your ability to meet payment deadlines, 
please contact the Children’s Pastor and bookkeeper in writing or via email. 
 
 

REGISTRATION FEE  
 
A non-refundable $30 registration fee will be charged upon enrollment.  

 
 
ANNUAL SUPPLY FEE 
 
A non-refundable supply fee of $60 will be charged annually in September. The annual supply fee will be 
prorated when a child enrolls from October to August. 
 

 
 



 

NSF FEE 
 
There will be a $25.00 fee charged for all returned checks. The returned check amount and fee must be paid in 
cash, money order, or cashier’s check. After three returned checks, tuition payments must be paid in cash, 
money order, or cashier’s check. 
 
 

LATE FEES 
 
Accounts not paid by Thursday of each week will be considered past due and charged a late fee of $10.00. This 
charge and your tuition amount will be due immediately.  
 
Our Center closes at 6 p.m. Please be courteous to pick your child up in a timely manner. If your child is not 
picked up by 6 p.m., late fees will be applied. $5.00 will be charged at 6:01-6:05. Additional $5.00 charges will 
be added for each additional part or full five-minute increments. These late fees are charged per child and are 
to be paid with your next tuition payment. Habitual late pick-up may result in loss of enrollment.  
 
 

DAILY ROUTINE 

 
 
SCHEDULE 
 
The class schedule is posted on the bulletin board inside the classroom. Each class will have time scheduled for 
indoor/outdoor play, organized activity, nap, lunch, and snacks.  
 
While we do provide daily outdoor play, we do not take children outdoors on rainy, muddy, or extremely cold 
or hot days. Please dress your child/children appropriately when weather is cold so they will be comfortable 
outside, i.e. hats, gloves, coats, etc. If a child is too ill to go out and play, then he/she is too ill to be at Center. 
We do not have special classrooms for sick children.  
 
Following lunch, a nap/rest time is provided for the children. All children will be expected to rest; we do not 
insist that they sleep, but they must rest quietly. Please encourage them to take advantage of this time of rest. 
To protect your child’s health, we provide freshly laundered sheets on a regular basis.  
 
 

ARRIVAL AND DEPARTURE 

The main entrance and exit for the center is located on the north side of the building, in the back of the Church. 
Each family will be issued 2 key fobs to gain access during operating hours. Additional or replacement key fobs 
may be purchased for a non-refundable $15.00 fee. 

Upon leaving the center, all parents or legal guardians that have been issued key fobs must return them with 10 
business days otherwise the replacement cost of $15.00 per fob will be billed. The replacement fees for the key 



 

fobs are not refundable. The center access key fob is NOT TRANSFERABLE. Key fobs are only to be used by 
parents/legal guardians and anyone else that enters the building MUST use the call button and be properly 
identified. Parents are strongly advised not to let anyone in the door even if you know them. If your key fob fails 
to open the door as described, please use the call button for assistance. PLEASE DO NOT HOLD THE DOOR TO 
ALLOW OTHERS IN THE BUILDING; EVERYONE MUST SWIPE THEIR KEY FOB TO ENTER. 

Please note that the key fobs have been programmed to function during regular business hours. Please keep 
your key fob safe at all times and notify Pastor Ryan or Pastor Martie IMMEDIATELY if you have lost or misplaced 
it. The charge to replace a key fob is $15. 

You must enter the building with your child and sign him/her in before leaving the child with the teacher. When 
picking up your child, please sign him/her out first before leaving with your child. Your child must be left with 
the teacher in the morning and picked-up from the teacher in the afternoon. Children are to be supervised at 
all times whether he/she is with the teacher or with the parent. At no time should children be left unattended.  

If your child will be picked up by someone other than a parent or pre-authorized individual, please notify the 
office by note or phone call. Parental permission and a photo id will be needed for anyone who does not have 
pre-authorized written permission to pick up your child.     
 
For all late arrivals, parents need to call or email the Children’s Pastor before 10 a.m. if your child will be present 
for lunch. If your child is not present for his/her lunch-time, you must provide lunch for your child prior to 
arriving at the center. This also applies for the 8:30 a.m. snack time. Children will not be allowed to arrive 
between 12 p.m. and 2 p.m., without permission from the Children’s Pastor or his designee as this is nap/rest 
time for all classes. 
 
If your child is going to be absent, please call or email and let us know. It is helpful to know this before 10:00am.  

 
 

HEALTH AND SAFETY 

 
 
MEDICATIONS 
 
No medications will be given to a child by staff personnel. Exceptions may be made under a doctor’s order, in 
which case an up-to-date parental authorization form must be kept on file.  
 
 

TOPICAL CREAMS 
 
Diaper cream, which is provided by the parent, can be applied by the staff if a signed parental authorization 
form has been completed by the parent/guardian. Please provide appropriate written instructions and usage 
amount.  
 



 

No sunscreen or insect repellent will be applied to the children by the staff. If you wish to use insect repellent 
or sunscreen, you must apply before your child comes in for the day. If you choose this route, we suggest using 
12-hour sunscreen or repellent.  
 
 

SICKNESS 
 
Please notify us when your child is sick as we first want to pray for them for healing, but also want to minimize 
the exposure to others. For the wellbeing of each of our children, please do not bring your child to center with 
a fever, diarrhea, vomiting, unexplained rashes, infectious diseases or other viral symptoms. If your child 
becomes sick while at school, we will isolate him/her until he/she can go home. Please make every effort to pick 
him/her up within the hour. If we cannot reach you, we will call the next name on your contact form.  
 
When considering when to allow your child to return to our program, please make sure that your child has been 
free of fever, diarrhea, and vomit for 24 hours. This 24-hour period must also be free of any symptom reducing 
medicine. Children on medication for a contagious illness must be on the medication for 24 hours before 
returning. We will post information when children have been exposed to a communicable disease.  
 
Thank you for your strict observance to this policy. We understand that it is not easy to take time off of work 
and we want to minimize this necessity as much as possible through limiting each child’s exposure to sickness. 
 
 

EMERGENCY SITUATIONS 
 
We will administer first aid when needed. Our teachers and staff are certified in first aid and CPR. In an 
emergency, we will call 911 for medical assistance.  
 
In case of accidental injury, we will make an attempt to contact a parent or guardian. If we cannot reach you, 
we will call the child’s physician. If necessary, we will call an ambulance or paramedics. The Children’s Pastor or 
designated staff member will be in charge and make all decisions about the care of the child. You will be 
expected to assume responsibility for any resultant expenses not covered by our insurance. The medical form 
completed when your child enters the Center should list your personal insurance information in case of illness 
that was not caused by an accident, such as seizure, allergic reaction, etc. The center will maintain a parent’s 
signed consent form agreeing to this provision. It is to your child’s benefit that you keep the center up-to-date 
on telephone numbers, emergency contact information, and other important information.  
 
 

NUTRITION 
 
Tuition rates include a morning snack, lunch, and an afternoon snack. All meals and snacks meet nutritional 
guidelines as determined by the State. Each day the menu is posted at the main entrance. We are a nut free 
Center, therefore nothing containing peanuts or peanut products is permitted. 
 
In the case of food allergies or if your child chooses not to eat what is offered on a given day, you may send a 
lunch from home. Meals brought from home MUST meet the same nutritional guidelines required by the state. 
It should include a meat or protein source, vegetable, fruit, and bread or bread substitute. There will be no 



 

reduction in tuition rates for food brought from home. When bringing your child’s lunch to the center please 
place it in the fridge with his or her name and date clearly on the container. 
 
Parents of infants will be required to provide the formula, milk, cereal, and baby food needed for the child each 
day. All bottles and food must be prepared and labeled with the child’s name and date. The bottles will be 
refrigerated upon arrival and will be warmed before each feeding.  
 
Candy and other sweets are permissible only for special occasions. Please discuss this with your child’s teacher 
before bringing any sweets. 
 
If your child is in the one-year old classroom you are required to send three sippy cups in a bag for your child’s 
meals. They will have milk and water. They are given whole milk but if you prefer another kind of milk you may 
bring it to the center and it will be stored in our fridge with your child’s name on it. 
 

 

GENERAL POLICIES AND PROCEDURES 

 
 
ITEMS BROUGHT FROM HOME 
 
All diapers and wipes must be labeled and furnished for the children who use them.  
 
You will need to supply the center with an extra set of clothes for your child in case of an accident. Please update 
these clothes as your child grows and as the seasons change. All garments should be marked with the child’s 
name.  
 
Clean rest time linens are provided but parents should provide a small blanket with the child’s name on it, and 
may also provide a pillow with the child’s name on it. Blankets should be taken home weekly and laundered.  
 
Please refrain from allowing your children to bring toys and items from home as they may be broken, lost or a 
source of dissension among the children.  
 
Classrooms may have a designated “Show & Tell” or teachers may occasionally allow children to bring items 
from home to enhance the classroom learning experience. You may allow your child to bring an item from home 
on these days. When bringing any item into the center, please do not allow your child to bring anything 
breakable or any item that is so special that it cannot be replaced. Weapons, war toys, or toys of destruction 
will not be allowed. In addition to weapons, we also have deep concern for the true meaning behind many 
cartoons on TV today. Some of the cutest characters represent bad moral behavior. As a result, any toys which 
cannot be played with in a Christian spirit must be left at home.  
 
 
 
 
 

 



 

GRIEVANCE POLICY 
 
If a grievance arises, a parent should go directly to the teacher or party involved and seek to resolve the matter. 
Should the matter not be resolved with the offending party, the parent may request to meet with the Children’s 
Pastor. If an issue cannot be resolved directly or with the aid of the Children’s Pastor, the parent may submit a 
letter of complaint to the church Elders.   

 
 
PARENTAL INVOLVEMENT 
 
Pray for your child, your child’s teacher, and our program! 
 
Check your child’s folder outside of his or her room for drawings, worksheets, and other work they do here at 
center. Encourage them in their work and celebrate a job well done! 
 
Parents and legal guardians are welcome in the center at all times. If you would like to volunteer in your child’s 
classroom, we ask that you talk with your child’s teacher in advance. Care should be taken to follow classroom 
rules and teacher instruction and alternate arrangements should be made for any siblings or children not 
enrolled in the class. Finally, we ask that all interactions with other children be kept professional and respectful.    
 
Parents are allowed to serve as substitute teachers, although it is not permitted in the same room as your child.  
If you are interested in this possibility, please see the Children’s Pastor. You will need to go through the normal 
application process and background checks necessary for working with children. Compensation will be provided 
for your work. 
 
 

CLOTHING AND FOOTWEAR 
 
Children should be dressed simply and comfortably for play. During the winter, we will be going outside for play. 
Each child should have appropriate outdoor protection, i.e. gloves, hat, coat. Clothing should be washable. The 
paint we use in the classrooms is washable and will come out of most fabrics when soaked and washed in cold 
water.  
 
Please do not send your child to school in open toe sandals, flip flops or baseball/soccer cleats. These shoes are 
not appropriate for school or outside play and can be dangerous. 
 
 

BIRTHDAYS AND SPECIAL EVENTS 
 
Birthdays and other milestones are a special time for children. Please make arrangements in adnvance with your 
child’s teacher to celebrate your child’s birthday Parents are welcome to send or bring a cake, cupcakes, plates, 
napkins, etc. for a birthday party. Due to the prevalence of allergies, we ask that you please bring store bought 
items with a full ingredient list. Parties are held during our afternoon snack time. Gifts are not to be exchanged 
in class.  
 
If you plan to send invitations to all the children in your child’s class, you may get a list of names from the 



 

teacher. Invitations may be placed in the sign-in/sign-out book. If you plan to send only a few invitations, please 
mail them. Do not bring them to the classroom. We do not want any hurt feelings.  
 
 

DISCIPLINE 
 
Discipline is both formative and corrective. Formative discipline is the proactive teaching, training and 
modeling for children proper attitudes and actions. It is the process of forming and molding them into the 
people God intends for them to be. Proverbs 22:6 says “Train up a child in the way he should go; even when 
he is old he will not depart from it.” Our desire is to focus more time on formative discipline. As we embody 
the fruit of the Spirit (Love, Joy, Peace, Patience, Kindness, Goodness, Faithfulness, Gentleness and Self 
Control) we will be more effective teachers and caregivers.  
 

• We will teach and model for the children, love 
• We will teach and model for the children, honesty 
• We will teach and model for the children, patience 

• We will teach and model for the children, respect 

• We will teach and model for the children, humility 

• We will teach and model for the children, kindness 

• We will teach and model for the children, generosity 

• We will teach and model for the children, gentleness 

• We will teach and model for the children, submission 

• We will teach and model for the children, thankfulness 

• We will teach and model for the children, contentment 

• We will teach and model for the children, forgiveness 

• We will teach and model for the children, joyfulness 

• We will teach and model for the children, faithfulness 

• We will teach and model for the children, self-control 

• We will teach and model for the children, self-confidence 

• We will praise, reward and encourage the children 

• We will listen and reason with the children 

• We will treat the children as those who bear the image of God 
 
Corrective discipline is necessary to help guide the children back to right motives and actions. Corrective 
discipline must address the heart of the child or why the children’s attitude or actions are not appropriate. 
Corrective disciple must be done out of love and with the goal to help the child both believe and behave in a 
manner that is honoring to God and others.  
 

• We will gently correct the children in love  

• We will redirect the children when appropriate  

• We will patiently guide them to admit their wrong and ask for forgiveness  

• We will help them to be reconciled to those wronged  

• We will clarify expectations and obedience  

• We will help them discover more appropriate behaviors  



 

• We will not spank, shake, bite, pinch, push, pull, grab, slap or otherwise physically punish 
the children  

• We will not belittle, yell, threaten, use profanity, mock, shame or otherwise verbally punish 
the children  

• We will not deny food or rest to punish the children  

• We will not deny trips to the restroom to punish the children  

• We will not leave the children alone, unattended or without proper supervision  

• We may restrict the children from a particular activity for a period of time  

• We may require the child to spend an appropriate amount of time in time-out (no more 
than 1 minute per year of life and no more than 5 minutes total)  

• We may require the child to spend an appropriate amount of time with the daycare director  

• We may call the parents is the inappropriate behavior is aggressive or violent in nature  

 
 

PHOTOGRAPHS AND PUBLICITY 
 
Throughout the year, photographs of the children may be taken for parental purposes and for display in our 
classrooms and center. These photographs may also be used in brochures or publicity materials. No name will 
be associated with such photographs. If you do not want your child’s picture taken or used please indicate so 
on the form included in the enrollment packet.  
 

 
TERMINATION OF CARE 
 
If you choose to withdraw your child from the program, please provide at least a two-week written notice. You 
will be required to pay regular fees for those two weeks, regardless of whether your child attends. This policy 
applies to summer months as well. All accounts must be paid in full before a child leaves the center. 
 
We care about your child and want to work with you in resolving any issues that might arise. There may, 
however, come a time that we are unable to offer further services to you and your child. Removal from the 
program may result from the following:  
 

• Consistent behavioral problems.  

• Failure on behalf of the parent to comply with center policies. 

• Failure on behalf of the parent to meet financial obligations. 

• If the center believes it to be in the best interest of the child to receive alternate care. 
 
*If removal occurs due to any of the above reasons listed, tuition will not be refunded. 
 
 

SUSPECTED ABUSE 
 
State law requires that we report any suspected child abuse or neglect to the county department of social 
services.  
 



 

NOTES:  
 
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________ 
 
Please read this handbook carefully and completely. If you have questions, don’t hesitate to ask the Children’s 
Pastor. If you understand the handbook, please sign the following form and return it to the center for our 
records. The remainder of this handbook is yours to keep and we encourage you to use it as a reference. 
 
We at 4D Learning Center are happy to have you to join our community! 
 
 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

I have read and understand the 4D Learning Center Handbook.  
 
 
Signature(s) of Parent(s) or Guardian(s) 
 
_________________________________               
 
_________________________________ 
 
Date: ____________________  
  
My child’s full name is:  
 
_________________________________ 
 
 
*Please return this portion to the Center to be placed in your child’s file.  


