
SOW ACADEMY
FAMILY HANDBOOK



WELCOME TO
SOW ACADEMY

Thank you for  choosing SOW Academy
to provide a safe,  s t imulat ing
environment for  your chi ld.  Our staf f  is
dedicated to provid ing the most
developmental ly  appropr iate act iv i t ies
dai ly  that  wi l l  s t retch and grow your
chi ld.  Our Curr iuc lum wi l l  provide an
approach to learning that  is  both fun and
engaging.  

This Fami ly Handbook Agreement wi l l
serve as your quick access guide as to
what to expect  f rom our program. I t  wi l l
a lso serve as a contract  between you,
the guardian,  and us SOW academy
whi le your chi ld is  enrol led at  our center .
Please save th is handbook as i t  wi l l  help
you bet ter  understand our pol ic ies and
procedures.  

We look forward to get t ing to know you,
your chi ld and having you jo in us.  
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WHAT TO
EXPECT FOR
THE FIRST DAY
Start ing at  a new school  can be
int imidat ing for  both parents and
chi ldren.  Our staf f  wi l l  work wi th you
to make the t ransi t ion as smooth as
possib le.  A few t ips to make the
adjustment easier  are as fo l lows:

Talk about  SOW Accademy in a posi t ive
and exct ied way.  Repeat what  is  going to
happen and reassure them that  i t  wi l l  be a
fun day.  
L isten to your chi lds feel ings and assure
them that  you always come back.  Please
share any fears you have wi th your chi lds
teacher so they can help wi th those.  
Make drop-of f  a quick goodbye.  L inger ing
wi l l  only intensi fy  feel ings of  sadness.  I t
is  normal  for  you to feel  sad,  but  p lease
try to save any tears unt i l  you are out  of
s ight  of  your chi ld.  Most  of  us know these
feel ings and have gone through them
ourselves.  Feel  f ree to cal l  anyt ime to
check in on your chi ld.  



SAFE ARRIVAL
AND DEPARTURE

Upon arr ival  to the school  you wi l l  s ign your
chi ld in at  the f ront  door where they wi l l  then
be escorted to thei r  c lass by a staf f  member.
This wi l l  make the in i t ia l  separat ion easier
and the t ransis i ton safer  for  a l l  s tudents.  

The School  may re lease your chi ld to you or
to an author ized pick-up contact ,  l is ted in
the Enrol lment Appl icat ion or  named in
wr i t ing to the School  ahead of  t ime,  who is
ei ther  known to staf f  or  provides photo
ident i f icat ion.

Parents are responsib le for  s igning their
chi ld in and out  dai ly  on the designated s ign-
in and s ign-out  forms. I f  your chi ld is  not
picked up on t ime late fees wi l l  be appl ied.  



We bel ieve that  most  chi ld learning wi l l  take
place wi th in the home wi th parents/guardians.
However,  we know that  we can help excel  th is
growth whi le your chi ld is  in our care.  

We encourage parents to drop by anyt ime. Unless
a court  order provided to the School  states
otherwise,  Parents are welcome to v is i t  thei r
chi ld at  any t ime of  the day.  You are very
welcome here!  The chi ldren wi l l  benef i t  great ly
f rom your part ic ipat ion.  Examples of
opportuni t ies for  you to volunteer inc lude help ing
with meals;  making c lassroom mater ia ls ;  reading
stor ies;  speaking to the c lass about  your specia l
hobbies or  interests;  or  donat ing mater ia ls  for  ar t
projects,  the home l iv ing center ,  etc.  

I f  you have any concerns wi th your chi ld we
would love to have a parent  teacher conference.
Just  speak wi th the Director  to schedule a t ime
that  works for  both part ies.  We are a lways open
to comments of  suggest ions,  so feel  f ree to
communicate openly wi th us.  

PARENT AND FAMILY
PARTNERS



What to Send
Parents are asked to send lunch,  a change of  outer  and
under c lothes,  inc luding socks,  d iapers and wipes ( i f
appl icable) ,  a water  bot t le,  and a nap mat.  Al l  i tems
should be labeled wi th your chi ld 's  name. I f  your chi ld
uses a sof t  toy for  comfort  at  nap t ime, you are
welcome to br ing i t ,  however,  no toys are permit ted.  

THINGS
TO KNOW

Clothing
Sow Academy wi l l  be spending t ime both indoors and
outdoors.  Please dress your chi ld in appropr iate p lay
clothes that  are sui table for  a l l  act iv i t ies inc luding
paint ing and eat ing.  Closed-toed shoes wi th at  least  a
strap on the heel  must  be worn at  a l l  t imes.  We ask
that  you label  a l l  apparel .  SOW Academy is not
responsib le for  lost  or  damaged c loth ing.  Please
check the lost  and found i f  an i tem is missing.  

Fingernai ls
Please keep your chi ld ’s
f ingernai ls  t r immed and wel l
groomed at  a l l  t imes.  Proper
maintenance wi l l  reduce the
incidences of  chi ldren
scratching themselves or
others.  



Rest Times
Rest t ime wi l l  be center  wide between 12:30pm

and 3:00pm. I f  possib le p lease avoid p ick ing
up dur ing th is t ime.

 

Outdoor Activity 
Chi ldren need f resh ai r  and exerc ise dai ly .  Chi ldren wi l l
be a l lowed to p lay outdoors on the playground each day,
weather permit t ing.  Chi ldren wi l l  only be kept  in dur ing
the ra in or  extreme heat  or  cold.  Please dress your chi ld
appropr iate ly for  the weather and provide appropr iate
outdoor apparel  ( i .e. ,  coats or  jackets) .



TERMINATION OF
SERVICES

Chi ld care may be terminated by the parent  by
provid ing a 2 Weeks advance wr i t ten not ice.  I f  the
parent  fa i ls  to provide 2 Weeks advance wr i t ten
not ice,  payment for  the 2 Weeks Wri t ten Not ice or
port ion of  such 2 Weeks Wri t ten Not ice af ter  such
not ice is  st i l l  required.
 
 
SOW Academy reta ins the r ight  to terminate a chi ld 's
enrol lment wi thout  not ice for  the fo l lowing reasons:
 
-  A chi ld 's  behavior  is  destruct ive,  uncontro l lable,
v io lent ,  or  threatening to the other chi ldren or
providers at  the care faci l i ty .  This determinat ion is
made at  the sole d iscret ion of  the Director .
 
-  Chi ld care fees are 30 days or  more del inquent .
 
Al l  terminat ions of  th is  type can be made ef fect ive
immediate ly.



Closures 
SOW Academy wi l l  not  provide chi ld care on any
federal  hol idays.The School  operates year-round,
Monday through Fr iday,  except  hol idays and
professional  development days.  The School  wi l l  be
closed on the fo l lowing hol idays.
•  New Year ’s Day 
•  Memoria l  Day 
•  Independence Day 
•  Labor Day 
•  Thanksgiv ing 
•  Chr is tmas Day
 The School  may also c lose on other hol idays and on
professional  development days but  wi l l  not i fy  Parents
in advance of  those c losures.  Because tu i t ion rates
and staf f ing needs are calculated on a weekly basis,
tu i t ion credi ts  or  refunds are not  avai lable for
hol idays,  professional  development days,  or  other
unscheduled School  c losures.  

The parent  is  responsib le for  arranging for
al ternate chi ld care for  emergency c losings due to
severe weather.  The chi ld care fees wi l l  not  be
adjusted for  such c losings.



SOW Academy charges $50.00 per chi ld as an
in i t ia l  regist rat ion fee.  This fee must  be paid at  the
t ime the contract  is  s igned.  The regist rat ion fee is
nonrefundable and guarantees your chi ld 's  p lace in
our center .  

 PAYMENT POLICIES

Returned Check Fee
The parent  must  pay a $25.00 fee for  a l l  checks
returned unpaid.

Past Due Payments
Parents must  pay chi ld care fees on or  before the
10th of  each month.  Payments may be made by
check and cash.  I f  fees are not  paid in fu l l  and on
t ime, parents must  pay a $25.00 per day late fee.  I f
fees are not  paid wi th in 10 days of  thei r  due date
(25th) ,  the chi ld wi l l  not  be al lowed to at tend the
faci l i ty  unt i l  a l l  amounts due are received in fu l l .

Overtime Fees
SOW Academy wi l l  charge an overt ime fee of  $2.00 per
minute i f  a chi ld is  not  p icked up by the scheduled t ime.
I f  a chi ld is  not  p icked up wi th in 5 minutes of  the
scheduled t ime, the per minute late fee wi l l  s tar t
accruing f rom the scheduled pickup t ime. This overt ime
fee must  be paid wi th the next  scheduled payment.



The goal  of  SOW Academy is  to keep both the chi ldren
and the caregivers heal thy.  Therefore,  i f  a chi ld exhib i ts
any of  the symptoms l is ted below, the chi ld wi l l  not  be
al lowed to at tend the chi ld care faci l i ty  unt i l  the
symptoms are no longer present  (24hrs)  or  unless the
parent  has obtained a statement f rom the chi ld 's  doctor
that  the chi ld is  not  contagious.  The f inal  decis ion as to
whether a chi ld wi l l  be admit ted to the chi ld care faci l i ty
wi l l  be made in the sole d iscret ion of  the provider.

CHILD ILLNESS

Symptoms
•  Breathing di f f icu l ty ,  rapid breathing,  and/or  severe coughing
• Diarrhea — in d iapered chi ldren i f  s tool  is  not  contained in the
diaper;  in  to i let - t ra ined chi ldren,  i f  d iarrhea is  causing “accidents” ;
in any chi ld,  i f  the chi ld exper iences two stools more than usual
dur ing the school  day (e.g. ,  three or  more stools in two hours)  
•  Fever -  (a)  101 or  above wi th behavior  change,  OR (b)  wi th a rash
• Head l ice (may return when f ree of  a l l  l ice and ni ts)
•  Impet igo,  r ingworm, or  t rench mouth
•Rash or  h ives over the body
• Red eyes wi th d ischarge 
•  Severe or  harsh cough wi th green th ick d ischarge f rom nose 
•  Severe pain or  d iscomfort  
•  Sore throat  
•  Vomit ing — two or  more episodes of  vomit ing in a 24-hour per iod 
•  Weeping or  b leeding skin les ions 
•  Yel low eyes or  jaundiced skin
Any temporary i l lness or  in jury that  prevents the chi ld f rom
part ic ipat ing comfortably in act iv i t ies or  resul ts  in a greater  need for
care than staf f  can provide wi thout  compromising the heal th and
safety of  the other chi ldren at  School .



I l lnesses
•Chickenpox (may return when al l  les ions have
dr ied or  crusted,  and no new lesions have
appeared for  at  least  24 hours)  
•  COVID-19 posi t ive test  or  potent ia l  exposure
(may return when CDC or state/ local  guidel ines
al low)
•Strep throat
•  Whooping cough

I f  a chi ld exhib i ts  any of  these symptoms whi le
present  at  the chi ld care faci l i ty ,  the parent  wi l l  be
not i f ied and must  immediate ly remove the chi ld.
The chi ld may be isolated f rom the other chi ldren
at  the chi ld care faci l i ty  unt i l  the parent  arr ives.
 
SOW Academy wi l l  not i fy  the parent  of  any
contagious diseases about  which the provider has
knowledge that  a chi ld may have been exposed to
whi le at  the chi ld care faci l i ty .

The parent  is  responsib le to arrange for  a l ternate
care i f  the chi ld is  s ick or  is  otherwise unable to
at tend the chi ld care faci l i ty .  Chi ld care fees wi l l
not  be adjusted for  the days that  a s ick chi ld does
not  at tend the chi ld care faci l i ty .



Medical  Emergencies
In the event  of  a medical  emergency or  accident ,  we
shal l  contact  the parents and the chi ld ’s  doctor .  I f  we
cannot reach ei ther ,  and should emergency t reatment
be required,  we wi l l  cal l  for  emergency medical
assistance.  Our emergency medical  fac i l i ty  is  New
Hanover Regional  Medical  Center  unless another
faci l i ty  is  d ictated by your insurance carr ier .
Our ent i re staf f  is  t ra ined in CPR and First  Aid
according to Heal th and American Safety guidel ines.

Emergencies
Emergency te lephone numbers are posted at  each
telephone. Emergency evacuat ion plans are posted at
each exi t .  Per iodical ly ,  the chi ldren wi l l  pract ice the
evacuat ion plans.
 
In case of  an emergency,  SOW Academy wi l l  f i rs t  t ry  to
reach the parent .  I f  the parent  cannot  be reached,
SOW Academy wi l l  then contact  the chi ld 's  emergency
contact  person(s)  as l is ted in the Fami ly Handbook.
 
I t  is  unavoidable that  chi ldren wi l l  incur scratches and
scrapes whi le p laying.  These minor in jur ies wi l l  be
treated by SOW Academy wi th ant isept ic  and a
bandage. SOW Academy wi l l  in form the parent  of  the
minor in jury and the t reatment provided.



Child Guidance (Discipl ine) Policy
Chi ldren thr ive when they are in a set t ing that  has c lear boundar ies
and expectat ions.  We wi l l  make these expectat ions c lear to each
chi ld and provide appropr iate redirect ion when expectat ions are not
met.  

Under no c i rcumstance is  physical  punishment,  food wi thhold ing,  or
embarrassment/ r id icule accepted.  Our staf f  are prepared to handle
unwanted behaviors appropr iate ly,  ef fect ively and wi th chi ld
development in mind.  As a last  resort ,  t ime-out  can be used i f  a
chi ld is  harming themselves or  those around them. 

Our goal  is  to teach expected behaviors for  each age group and
how to respond in d i f ferent  s i tuat ions when big emot ions are
involved.  We bel ieve that  i t  is  our responsib i l i ty  to provide chi ldren
with posi t ive guidance and in our exper ience,  most  chi ldren wi l l
respond wel l  to our approach.  In the event  that  a chi ld does not
respond,  we wi l l  not i fy  the parents and work c losely wi th them to
develop a p lan to help the chi ld gain sel f -contro l  and a posi t ive
at t i tude toward their  peers and teachers.  We reserve the r ight  to
remove a chi ld f rom the center  for  cont inued inappropr iate and
unsafe behaviors.  

I  have read and understand the above Chi ld Guidance (Discip l ine)
Pol icy.  

_________________________              ________________ 
Signature of  Parent /Guardian                         Date



Family Handbook Receipt
Acknowledgment

Parent /Guardian Acknowledgment

By my s ignature below, I  represent
and covenant to the School  and SOW
Academy that  I  have received,  have
read,  understand,  and agree to the
terms of  the Fami ly Handbook.  I
understand that  the Fami ly Handbook
forms a part  of  our  contract  wi th
School  and is  a legal ly-b inding
document.  I  understand that  my chi ld
as wel l  as each Parent /Guardian of
chi ld must  comply wi th the Fami ly
Handbook.

_________________________              _______ 
SIGNATURE OF PARENT/GUARDIAN                         DATE


