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Parent Handbook 

Welcome! 

 Sprouts Childcare Center would like to extend a warm 

welcome to you as you explore our facility and meet our exceptional 

team of educators.  We aspire daily to provide a positive and 

enriching atmosphere.  As you join our family, we hope you and 

your family find that Sprouts Childcare Center will provide your 

child with a wonderful learning experience. 

 The purpose of Sprouts Childcare Center, which was 

established in 2003, is to provide a high quality learning 

environment for children. 
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Philosophy 

 

 Our philosophy of “Educate from the Ground Up” is based 

on the knowledge that child development is divided into four key 

areas:  social/emotional, physical, cognitive, and language.  All 

of these areas are closely related and continually overlap.  

Development in one area affects and is influenced by development in 

all other areas.  This reality requires our teachers to pay attention 

to every area when a child is learning. 

 

Americans With Disabilities Act (ADA) 
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 Sprouts Childcare Centers accepts all children in compliance 

with the Americans with Disabilities Act (ADA), its 

regulations, and any other applicable local, state or federal laws 

pertaining to the provision of services to children with disabilities.  

Sprouts will review each child’s needs on a case-by-case basis.  

We will make any reasonable accommodations for any child who 

can safely participate in a group care setting.  Please tell us if 

your child has an IEP or IFSP that you would like to share with 

us. 

 

Programs Provided 

 

Infants and Toddlers:  We know that the first three years of life 

are critical to a child’s development.  During this delicate period, 

children are discovering who they are and how others respond to 
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them.  They are learning how to relate to others, what it means to 

express their feelings, and whether they are loved.  Our Infant and 

Toddler certified teachers and assistants are knowledgeable about 

creating individual programs to meet the needs of every child. 

 

Preschoolers:  As they learn to understand others and express their 

ideas more efficiently, the environment of a Preschooler becomes 

larger and richer.  In addition to this growth, Preschoolers are 

changing physically and gaining strength, agility, and coordination.  

Sprouts Childcare Center is able to provide an atmosphere that 

fosters these milestones.  Our educated and certified staff knows 

that there is ongoing progress within each child.  During this cycle, 

teachers and assistants interact with children continuously and make 

decisions about when and how to respond to meet individual and 

group needs. 
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School-Agers:  Children ages 5 years and up can be enrolled in 

our Before and After school program.  Transportation is provided 

to Charles Carroll Elementary School.  An afternoon snack, 

homework help, and other enriching activities are planned and 

implemented through the program.  Older children will be able to 

plan their own afternoon schedule.  We realize that school-agers 

have different needs.  Some need down time after school, while 

others want to work and play independently.  The School-Age 

teachers are specially trained and educated to guide and assist these 

children, while letting them feel a sense of independence and 

autonomy. 

 

Policies and Procedures 
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Admission Procedures 

 Sprouts accepts all families regardless of race, sex, origin, or 

religious affiliation.  We reserve the right not to accept anyone 

who does not follow the policies and procedures and to dismiss 

anyone for nonpayment.  Please see the fee schedule for tuition rates 

and registration fees. 

 

 

 

Registration 

Classroom enrollment is limited and based on the order in 

which the registration and security deposits are received.  A 

registration fee of $100 and a deposit of two weeks’ tuition is 

required for enrollment. 
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Deposits 

 One weeks tuition will be applied to your child’s first week 

of attendance in addition to one week of tuition going to the last 

week of enrollment.  All fees are nonrefundable. 

 

Requirements 

 The Maryland State Department of Education and the 

Office of Childcare Administration require the following forms to 

be filled out prior to beginning care at any center: 

 * Health Inventory Form which includes mandatory lead 

testing results  

 * Copy of updated immunizations 

 * Emergency Information Card 

 * All About My Child Form 

 * A Parents Guide to Regulated Childcare receipt 
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 In addition, Sprouts Childcare Center requires the following 

forms prior to starting enrollment: 

 * Enrollment Application Contract 

 * Security Code Information 

 * Signed Handbook Acknowledgement 

 * Family Registration Form 

Additional forms may be required as your child changes classrooms. 

 

Hours of Operation 

 Sprouts Childcare Center is open from 6:30 a.m. until 

6:00 p.m. Monday through Friday year round.  Please arrive by 

9:30 a.m.  If you are going to be later, or if your child will not 

be attending on that day, please give the center a call. 
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 We will be closed on the following holidays: 

  * Memorial Day 

  * Independence Day 

  * Labor Day 

  * Thanksgiving Day 

  * Day after Thanksgiving 

  * Christmas Day through New Year’s Day 

 

 If a holiday falls on a Saturday, the center will be closed on 

the Friday before the holiday.  If a holiday falls on a Sunday, the 

center will be closed the following Monday.  Sprouts will also be 

closed for one day during the year for a Professional Day.  This 

day will be announced in advance.  There is no fee reduction for 

holidays or the Professional Day.  The tuition rate shall remain 

the same as agreed upon at the time of registration. 
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 If your child is going to be absent, please call the center.  

There will be no tuition reduction for sick days. 

 

Open Door Policy 

 Parents may visit their child or the center at any time they 

please.  Volunteers are also allowed and greatly appreciated. 

 

Security 

 Everyone must enter and exit through the main entrance.  All 

families will have a four digit code to gain access into the center.  

It is imperative that every parent/guardian accompanies their child 

or children into the classroom upon arrival and sign their child in.  

It is the parent/guardian’s responsibility to make sure that a staff 

member is aware of their child’s arrival.  All children must be 

picked up by 6:00 p.m. to avoid any late fees.  If a 
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parent/guardian will not be able to pick up their child, only 

authorized persons noted on the Emergency Card will be allowed to 

pick up.  Please notify the person that they will need to bring a 

photo ID.  If there are any questions concerning the person picking 

up the child, you will be contacted.  If another adult not noted on 

the Emergency Card is to pick up your child, a photo ID and 

written permission must be presented.  This procedure will be strictly 

enforced for your child’s safety.   

 

Custody Concerns 

 If there are any issues with the custody of a child, a copy of 

the court ordered custody settlement or visitation agreement must be 

kept at the center.  Children will never be released to the non-

custodial parent without written notice.  They must also have a 
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photo ID.  Please do not use the center as an exchange site for the 

child between parents. 

 

 

Parking 

 When picking up or dropping off your child, keep a few things 

in mind in relation to parking.  Do not leave your car running in 

the parking lot.  Also, do not leave other siblings waiting in the 

vehicle while you are at the center.  Please bring your pocketbook 

in with you as to insure your personal belongings.   

 

Late Pick-Ups 

 Sprouts Childcare Center offers a wide range of hours to 

accommodate nearly every family’s schedule.  If your child is picked 

up after 6:00 p.m., the following procedure will be enforced: 
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 Each person that is late picking up their child will be required 

to initial a slip written by a staff member indicating the late pick-

up time.  The time recorded is taken from the security code time 

clock which is recorded in our computer system.  A copy will be 

given to the Director to be kept on file.  A flat fee of $5.00 for 

late pick-ups between 6:01 and 6:05 will be charged.  For every 

minute past 6:05 a fee of $1.00 per minute will be charged.  

This must be paid in cash directly to the staff members who 

remained at the center with your child.  This fee is due at the time 

of pick-up that day, and if it is not paid on time, a $10.00 

service fee will be assessed and due in addition to the original late 

fee. 
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 If a child is not picked up by 6:15 p.m. and there has not 

been any parent contact to the staff or director, the situation 

becomes more serious and the following procedures will be followed: 

 

 An attempt will be made to reach the parent(s). 

  * If parent can not be reached, the staff will start 

calling the  

    Emergency contacts listed on the child’s Emergency 

Card. 

    Please make sure that your contacts are aware that you 

are  

    placing them on that list. 

  * If there is no response from the Emergency Card, then 

the staff  
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    will be forced to call the appropriate authorities to 

report child 

    abandonment. 

  * Please note that staff members have been at the center 

all day.  

    They also need to get home to their families.  We 

know that  

    situations arise, but excessive late pick-ups will be 

addressed by 

    the Director/Owner and may be grounds for dismissal. 

 

Discipline Policy 

 Young children are learning appropriate behaviors in a 

classroom setting and how to get along with others.  Our discipline 

policy begins with an effective management system designed to be 
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proactive and prevent inappropriate behaviors, while reinforcing 

positive behaviors.  This positive approach to discipline involves: the 

use of choices, distraction, redirection and constant verbal praise.  

Each classroom maintains its own rules and consequences to guide 

the children’s behaviors. Minor behavior problems will be handled 

by the child’s teacher through positive choices and redirection, such 

as asking the child which learning center they would like to play in 

or which another child(ren) they would like to play with. The 

child will be given the choice to change any inappropriate behavior.  

For example, they may choose another toy to play with, another 

center to play in or another friend to play with.  The use of 

distraction or redirection will be used if necessary, to distract or 

redirect the child from the situation.  This could be redirecting 

them to a new area, a new activity with another child or 

independent play.  Using these positive guiding techniques, most 
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inappropriate behavior is avoidable. Any behavioral problem will be 

reviewed with the parent of the child, so the parent is aware of the 

behavior we are working on with their child.  

In the case of a child being disruptive, hurting others or 

themselves and the above positive techniques are unsuccessful, it may 

be necessary as a last resort to remove the child from the situation 

to a “peace center.”  This consists of separating the child from the 

situation, while using calming techniques and positive choices so the 

child makes the appropriate choice.  This time will also include a 

brief discussion between the child and teacher about classroom rules 

and respect.  The child may rejoin the group activity after this 

time.    

  

 If any child’s behavior is unable to calm down by either their 

teacher or by the Director, the parents will be contacted to pick up 
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their child.  A conference will be scheduled with the parents and 

the director to work together on any behavioral issues.  There 

conferences are in addition to the two conferences conducted 

throughout the year.   

 

Sprouts Childcare Center reserves the right to dismiss any 

child from our program if the behavior of a child affects the safety 

of other children, staff or themselves.  No child may hit, 

intentionally or not, or harm another child.  If a child has been 

hurt by another child, their parents will be notified and given a 

copy of the incident report According to Sprouts Childcare Centers 

policies and MSDE licensing regulations, under no circumstances 

will corporal punishment be used as a discipline technique. 
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Sick Policy 

 Please do not send a sick child to the center.  Children who 

are sick my infect others around them and need time to recover.  If 

your child becomes ill during the day, we will contact you 

immediately.  If your child has a fever, is vomiting or having 

diarrhea, he/she will be sent home.  Suspected ear infections and 

pink eye are also illnesses that will require you to pick up your 

child.  You will have one hour to pick up your child or have 

someone from your Emergency Card pick them up.  Your child must 

be fever free for 24 hours before he/she may return to school.  

There must also be 24 hours after the last episode of diarrhea 

and/or vomiting before your child may return to school.  Please 

remember your child’s general well being is also a factor in 

determining when he/she should return to school. 
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Medication 

 Sprouts will only administer medication to a child with a 

valid Medication Order Form.  This form, provided by MSDE, 

must be filled out completely.  Please note:  all instructions must 

be followed on the medication form, pertaining to prescription 

medications as well as non-prescription medications.  Medication 

MUST be in its original container with the original prescription 

label from the pharmacy.  Medications should be handed to your 

child’s teacher for proper storage.  Please do not store 

medication(s) in backpacks, diaper bags, lunch boxes, cubbies, 

etc… 

 

Meals 

 Parents will be responsible for supplying lunch for their child.  

Sprouts will provide both morning and afternoon snacks for the 
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children.  The snacks schedule will be posted in each classroom 

monthly.  It is very important for the staff to be notified of any 

food allergies your child may have.  We do offer Hot dog lunches 

every Wednesday for an additional fee of $2.50, as well as 

pizza every Friday for $4.00.  We also offer the option to 

purchase Chick-fil-A once a month for $5.00.  Cash or checks 

are accepted for lunch, either separate or included in the tuition 

payment.  The lunches include a fruit, dessert and a drink.  Please 

make sure your child’s name is on the appropriate sign up sheet for 

these special lunches. 

 

 * Infants and Wobblers (6 weeks – 18 months) 

   

  Parents must bring their own food/lunch.  Sprouts will 

provide milk 
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  and juice, if it is appropriate.  All lunches must be 

labeled   

  with the child’s name.  If your child eats jarred food, it 

may be sent 

  in bulk and stored in the child’s cubbie. 

 

 * Toddlers, Preschoolers and School-agers 

   

  Parents must supply child’s lunch, complete with the 

necessary  

  disposable utensils.  Sprouts will supply morning and 

afternoon 

  snacks with water, juice or milk to drink.  A snack 

menu will be 
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  posted monthly.  Condiments are available in the center 

kitchen. 

  Each classroom has both a microwave and refrigerator. 

 

Outdoor Play 

 Children will be outside every day unless there is inclement 

weather.  Children should be prepared to go outside with jackets, 

hats or gloves in the winter months unless there are frigid 

temperatures.  Children should wear tennis shoes or soft soled shoes.  

During the summer months, a pair of sneakers or tennis shoes are 

required for outdoor play.  Water play during summer months will 

be arranged by each classroom.  Children should arrive with one 

application of sunscreen for any outdoor play in the morning.  

 It is a Maryland State regulation that each child must go 

out to play every day, weather permitting.  We cannot leave a 
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child indoors alone.  If a child is not well enough to go outdoors, 

he/she is not well enough to attend the center that day. 

 

Rest Periods 

 Children ages 18 months to 4 years old will have a rest 

period after lunchtime.  Bedding (sheets and blankets) will be 

furnished by the parent for their cots and taken home every Friday 

so that the cots may be cleaned.  If children do not nap, they will 

be able to sit quietly on a cot and read during that time. 

 For infant care, parents will provide bedding for the child, 

which will also be taken home every Friday.  Infants will have the 

same crib daily and will not be sharing the same sleep area with 

another child.  Please note:  stuffed toys, oversized blankets, as 

well as bumpers are not allowed by the Child Care 
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Administration and the Maryland State Department of 

Education. 

 

Required Supplies 

 

Everything MUST be labeled! 

Infants and Wobblers: 

 All items supplied by the parents will be stored in a bin 

provided by   

  Sprouts. 

 Parents shall provide: 

  * Diapers and Wipes 

  * Formula/breast milk in labeled bottles 

  * Two receiving blankets (newborns only) 

  * A child sized blanket for naptime (wobbler) 
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  * Two crib sheets 

  * Two complete sets of clothing 

   * Jarred food 

   * Baby cereal 

   * Bibs 

   * One disposable camera 

 

 Toddlers and Two Years Olds 

  * Diapers/Pull-ups 

  * One complete set of clothing 

  * Crib sheet for cot 

  * Child sized blanket for naptime 

  * Shoe box sized container for spare clothing 

  * Tote bag or backpack to transport dirty linens home 

each Friday 
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   (Plastic bags are unacceptable for storing items) 

  * One disposable camera 

 

 Preschoolers 

  * A child sized blanket for naptime 

  * A crib sheet for cot 

  * One set of clean clothing 

  * A plastic shoe box container with a lid for spare 

clothing that  

   fits into the cubbie. 

  * A tote bag or backpack to transport dirty linens each 

Friday 

  * One disposable camera 
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School Age Children 

  * A school supply list will be furnished by the teacher if 

needed.   

   During the summer program, other supplies will be 

required. 

 

Children’s Dress Code 

 Children should wear clothing suitable to the temperature and 

weather.  Clothing should be comfortable for the child to move 

around and play in.  Generally, the following items are not 

allowed: 

 * Dress up clothes or shoes 

 * Flip-flop sandals/Crocs 

 * Jewelry (except studded earrings) 
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 * Snap on hair barrettes for infant and toddlers (may cause 

choking  

  hazard) 

 Please be advised that although children love to dress in their 

favorite more formal clothes, there are times when these clothes may 

get dirty with outdoor or certain indoor activities.  Please label 

all clothing, jackets, gloves, etc.  (We do collect many unclaimed 

items throughout the year.) 

 

Toilet Learning 

 Sprouts Childcare Center allows children with diapers to 

attend our center and will also help in the process of toilet 

training.  Parents should notify their child’s teacher if the child is 

ready to being toilet training and be open to suggestions from the 

teacher, for they spend most of the day with the child and may have 
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noticed some problems.  Sprouts also allows the use of pull-ups, but 

please send an extra set of clothes in case of an accident. 

 

Fundraisers 

 There will be fundraising opportunities throughout the year.  

100% of the money raised will go directly back into the program. 

 

Payment Policy 

 Payment of tuition is due by Monday at 6:00 p.m. for 

those paying weekly.  Tuition is due by the first of the month, 

regardless of whether your child is here or not, for those who are 

paying monthly.  Any payments received after close on the due date, 

a late fee of $15 will be charged.  If payment is not received 

within three business days after the due date, a $5 late fee will be 

assessed for each day the payment is late.  If the balance on an 
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account is equal to or more than two weeks of your child’s tuition, 

a delinquent notice 

will be sent out notifying parents that the child is temporarily 

withdrawn until suitable payment arrangements have been made with 

the director/owner.  Repeated delinquent notices will result in 

permanent dismissal of the child from Sprouts. 

 

 Tuition payments can be made by check, money order or 

through our automatic billing system, Tuition Express.  See the 

brochure for details.  Visa/Mastercard payments are accepted 

through Tuition Express account only. 

 

 A fee of $35 will be assessed on any returned checks. If more 

than one check is returned from the bank, all future payments must 

be made cash, money order, or through Tuition Express. 
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Inclement Weather Policy 

 Sprouts makes all attempts to remain open in the event of 

inclement weather.  We do not follow Carroll County School 

closings.  The safety of students and employees is a high priority 

and parents will be notified if the center would need to close early.  

There is no fee reduction for center closings. Please call the center 

in the morning to check for any delays, closings or early dismissals 

for delayed openings and center closings, a decision will be made by 

6:00 a.m.  If the decision is made to close early, parents will be 

contacted by the phone numbers listed on the emergency card. 

 

Withdrawal Policy 

 A 14 day written advanced notice is required to withdraw 

your child.  If less than two weeks is given, you will be responsible 
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for tuition fees for a two week period.  Your initial deposit will be 

applied towards the last week enrolled at Sprouts.  All unpaid 

tuition balances and/or returned checks will be submitted to a 

collection agency if not paid within 30 days after the last date of 

attendance.  Any credits remaining in your account will be mailed 

within two weeks of the last date of attendance.  The 

Director/Owner reserves the right to dismiss any child from our 

program at his/her discretion.  All attempts will be made to 

resolve any problems related to behavior, tuition and policies not 

adhered to. 

 

Extra Activities/Services 

 JumpBunch, Soccer Shots and Bookmobile will be offered to 

children.  Additional fees may apply. 
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File Updates 

 Please let the center know if there is any change in your files, 

such as phone numbers, addresses, family situations and emergency 

contacts.  You will be required to initial and update forms yearly. 

 

 Also, if your child receives any immunizations or boosters, 

please bring a copy of their updated immunizations record to be 

placed in their file. 

 

Contact Us 

 Laurie can be reached by e-mail at 

laurie@sproutschildcarecenter.com.  Madeline can be reached by e-

mail at mscott@sproutschildcarecenter.com.  This can be used for 

either messages to your child’s teacher or to reach Laurie or 
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Madeline.  Please bring any concerns to your child’s teacher or the 

center’s director/owner.   
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