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Welcome to TLC Foundation Station!
We are so glad that you have trusted us
with the care of your children. At TLC
Foundation Station, you can believe
that your child will be cared for with
the utmost kindness, love, and respect.
We believe all children are special gifts,
and we treat them as though they are
our own.

WELCOME TO TLC
FOUNDATION STATION.
WE'RE HAPPY
TO HAVE YOU!

OUR MISSION
To love the least of these, like Jesus.
TLC Foundation Station’s mission is to
provide a strong foundation for young
children. To give them the love,
examples, tools and skills they need to
thrive.

OUR
PHILOSOPHY
We believe that if you provide children
early, with love, skills, tools, and
examples of healthy living, they will
have greater chance to become
healthy successful adults.

ACTION
STATEMENT
The daycare advertises in the public
media in order to make openings
known to all. Children are admitted
regardless of race, creed, color, sex,
national origin, or religion.
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USDA MEAL PROGRAMS:
WEEKLY MENUS & NUTRITION
At TLC Foundation Station, we are
concerned with the health and nutrition of
all children. We participate in the USDA
Meal Program which gives us the
opportunity to offer your children
nutritionally balanced meals and snacks.
Weekly menus are available on the parent
information board in the lobby. Outside
food is not to be brought in unless there is
a special circumstance and it has been
agreed upon with the director.
To meet the nutritional needs of your child,
we serve well-balanced meals and snacks
that meet the guidelines of the Federal
Government Program.

Breakfast is served until 9:00 am. Please drop
your child off by that time if you want them to
eat breakfast here. If your child arrives after
9:00am, we will expect them to eat at home.
Lunch is served between 11:00am and 12:00pm,
and we serve snack at 2:15pm.
We believe mealtime should be a pleasant time;
therefore children are always offered food but
are not forced to eat it. Children, who choose
not to eat, will not be served food until the next
meal unless hunger affects their learning.
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ENROLLMENT
REQUIREMENTS
ADMISSIONS POLICY
♥ Children who are between the ages
of 6 weeks and 5 years not enrolled in
Kindergarten are eligible to enroll in
the center.
♥ Spaces are filled on a first come/first
serve basis according to the date of
enrollment. If our class is filled when a
parent calls, the child’s name will be
put on the waiting list and we will
contact parents to fill vacancies as they
occur.
♥ Vacancies will be filled from the
waiting list, from new registrations
according to the above procedures.

Each child is required is required to
have a complete enrollment file which
includes:
♥ Contract
♥ Current certificate of immunization
record, including proof of physical
(required for all children) within three
months prior to enrollment
♥ Allergy Action Plan if applicable
♥ A list of special needs or any other
information that may be necessary to
meet the needs of both the children
and TLC Foundation Station.

You have received this parent handbook
because you have handed in and
completed all the necessary forms, if you
have not done so please see the Director.
After you have had a chance to read
through these materials we will meet with
you to discuss any questions or concerns
you may have. We ask both parents to sign
a written agreement.
Before the first day it is wise to make a visit
with the child during the regular daycare
hours; mornings are best since the children
sleep in the afternoons. This way your
child gets to see what happens in daycare
and gives him/her a chance to meet us
and the other children.
It is a good idea to visit because you get to
see how we interact with the children.
This visit is a good time to bring any items
you wish to leave here (e.g., diapers, extra
clothing, etc.). We are required to have a
complete change of clothes for each child.
If you do not leave a diaper bag each day
you will need to leave a change of clothes
with us.

NON-DISCRIMINATION POLICY
No child will be denied enrollment
on the basis of his/her race or
religion. We do retain the right to
deny enrollment if all our spots for a
particular child's age group are
filled. We do not make it a policy to
deny enrollment on the basis of a
child with special needs.
However, if after talking with the
parents of such a child we realize
that we do not have the training,
equipment, facilities, etc. to handle
their child, we will not accept the
child. This is in the best interest of
the child, since our goal is to meet
the needs of each child. If we are
not sure whether or not we could
handle a special needs child, we
would be willing to try.
Acceptance and continued on-going
care will be left to the discretion of
the Center's Director, Staff and the

parent with ample observation over a
predetermined agreed upon amount
of time, if care will continue or not
for the child(ren).
Also, please take into account fees
and policies in this handbook are
subject to change. We will give you
a two-week notice of any changes in
our fees or policies whenever
possible.
Acceptance and continued on-going
care will be left to the discretion of
the Center's Director, Staff and the
parent with ample observation over a
predetermined agreed upon amount
of time, if care will continue or not
for the child(ren).
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PROGRAM AND HOLIDAY
SCHEDULE
Holiday Schedule
TLC Foundation Station is closed
on the following days:

♥ New Year’s Eve and
New Year’s Day
♥ Martin Luther King
Jr. Day
♥ Good Friday
♥ Memorial Day
♥ Independence Day
(July 4th)
♥ Labor Day
♥ Veterans’ Day
♥ Thanksgiving Day
and the day after
♥ Christmas Eve and
Christmas Day

TLC Foundation Station operates Monday through Friday, from 6:30 a.m. to 6 p.m.
Cut-off time for breakfast is 8:30 a.m. and cut-off time for drop off is 9 a.m.

Drop-off & Pick-up
The person bringing a
child to the center or
picking him/her up, must
sign in and out the kid
using our Brightwheel
station located in the
lobby or on the sign-in
sheet is the system is not
available. If we are
unfamiliar with you, then
you will need identification
to pick your child up.
The emergency
information on the
application has the names
of people designated by
the parent(s) as able to
pick-up a child.
The parent must notify the
teacher in writing prior to

pick-up, if the person is not
listed on the authorized list.
Be prepared with your ID if
this is ever the case. Please
inform other people picking
up your child as well.
Your child will need
to arrive earlier than 9 a.m.
At that time we lock our
doors and we will see you
the following school day.
Punctuality is important
to avoid classroom
disruptions.
If you need to arrive after 9
a.m. please let us know the
day before. Children will
need to be here by either
11:15 a.m. or after 2:00 to not
disturb nap time for others.

When dropping
off/picking up your child
in the classroom, please
be considerate of the
teacher’s supervision
responsibility to all
children. Please schedule
and make use of
Parent/Teacher
conferences to discuss
your child’s care in
detail.

Early Drop-off
You are not allowed to
drop off your child before
the center’s scheduled
opening time, unless
otherwise arranged.
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IMPORTANT:
AT-RISK IMPAIRMENT
STATEMENT
In the event that the person authorized to pick up your child appears to be impaired,
intoxicated or otherwise unable to safely pickup your child, we will ask that they wait
while we contact someone else on your pick-up list, or we will gladly call them a taxi
(to be paid by the parent or authorized person picking up the child). In the event that
they insist upon leaving and/or driving while in an impaired state, we will notify the
local law enforcement agency (911).
7
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FEES & TUITION
Infant Classroom: $207/week
1s Classroom: $197/week
2s Classroom: $187/week
3s Classroom: $177/week
4s & 5s Classrooms: $167/week

Your tuition includes:
♥ A team of dedicated, experienced
and loving teachers
♥ Three healthy and balanced meals
a day: Breakfast, lunch and a snack

At TLC Foundation Station, tuition is
prorated over a 12-month period to
account for holidays, weather and
emergency closings. Parents are
responsible for tuition fees even if
children are absent for these reasons,
or due to vacation or illness.

Other fees:

♥ There is a $50 enrollment fee per child;
$75 per family.
♥ An annual supplies fee is due on July
15th; $50 per child/$75 per family. Our
team will make sure to issue a reminder
of this in advance.

♥ Late fee: A late pick-up fee of $1.00 per
minute is charged when a child is picked
up after the scheduled pick-up time
starting at 6:00 p.m., and $5 per minute
after 6:05 p.m

Payment is due at the time of pick-up or
before care on the next morning. If an
emergency occurs, please contact the
director or person in charge as soon as
possible.
Please take into account that the fees
and policies are subject to change. We
will give you a two-week notice of any
changes in our fees or policies whenever
possible.
Tuition is due on the 1st day of each
week. Your child will not be allowed to
return on Wednesday if payment is not
made by Tuesday. We take online
payments via Brightwheel, but also
accept Checks, Money Orders and
Debit/Credit Card payments. A $30.00
fee will be charged for returned checks.
PLEASE NOTE: For safety reasons, we do
not take cash.
Discounts: We offer a multi- child
discount of $10 off oldest child tuition.

SHOE AND CLOTHING
GUIDELINES
At TLC Foundation Station,
children are given the
opportunity to learn through
active exploration. Often times
the fun can show on their
clothing. Please drop off your
children in play clothes and
shoes that can handle an
adventure.
Teachers are not responsible
for the loss of hair accessories
or jewelry. Please leave these
valuable items at home.

Your child should arrive in
clean, weather-appropriate
clothing and in a clean diaper
(if applicable).
For the safety of all children,
shoes must be closed-toed and
have a strap on the back.
Croc-style sandals are
acceptable if the back strap is
used.

9

One of the most important
steps in reducing the spread of
common infectious diseases or
conditions among children and
child care providers is cleaning
and sanitizing or disinfecting
objects and any surface
a child comes in contact with
that could be contaminated
and spread diseases to children
and staff.
This includes toys, floors and
even bedding.

CLEANING AND
SANITATION POLICY
Routine cleaning and sanitizing
or disinfecting of the center
and its contents will be
supervised by the center
director and according to the
schedule and procedures in
Cleaning/Sanitation Procedures
Checklist for child care
settings.
For a full list of cleaning and
sanitizing policies, check:
www.tlcfoundationstation.com/
sanitizing/

BEDDING ITEMS
The State of Tennessee mandates a clean crib
sheet and blanket is needed for every child.
Bedding items, such as (but not limited to)
mat covers, sheets and blankets, will be sent
home every Friday for families to wash and
return clean the following Monday.
For proper cleaning, we recommend washing
them at a temperature of at least 165º F, or
with disinfectant in the rinse cycle.
PLEASE NOTE:
If a sheet and blanket are not provided during
drop-off on Monday morning, we will have to
contact parents to either bring it in or to pick
up their child before their class naptime
begins. NO EXCEPTIONS.
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Suspension
Policy
As caregivers, we are responsible for the
emotional and physical safety of children. If a
child has three documented instances of
aggressive behavior while in our care, we
reserve the right to discontinue care.
Aggressive behavior is defined as causing harm
to self or others by biting, hitting, scratching,
etc.
We reserve the right to dismiss any child if the
child’s needs and/or needs of TLC Foundation
Station cannot be met after making reasonable
accommodations. With that being said, TLC’s
staff will use developmentally appropriate
discipline techniques.
We will commit to observing child and their
behaviors to look for triggers or what the child
is trying to tell us through his/her behavior. If
necessary we will develop a behavior plan that
will require the parent’s involvement. Outcome
of collected data and/or observations may
determine the need for outside resources to
partner with us to help the child.
If parents are unwilling to corporate in helping
their child, then it will lead to dismissal from
the childcare center. This may include but not
limited to having child screened by FDLRS, or
Early Intervention, etc.
TLC will allow for a transition plan to another
center if dismissal is to occur. Our ultimate goal
is to do what’s best for the child and other
children in the classroom. Dismissal will be a
result of last resort.

10

ILLNESS & MEDICATION
POLICY
My child has been
sick. When can he
go back to school?
We require that a child
be free of fever (without
medication), vomiting,
and/or diarrhea for 24
hours before returning
to TLC Foundation
Station, unless you have
a doctor’s note.
When in doubt, please
keep your child at home.
Upon recommendation of
the Committee on Control
of Infectious Diseases of the
American Academy of
Pediatrics, a child
should stay home (and will
not be accepted for care at
TLC Foundation Station)
when any of the following
exists:
♥ Fever of over 101 degrees,
vomiting, and/or diarrhea.
♥ Any symptoms of
childhood diseases, such as
scarlet fever, measles,
chicken pox, strep throat,
flu, etc.,or any other
infectious diseases.
♥ Sore throat, Croup, fifth
Disease.
♥ Any unexplained rash.
♥ Any skin infection, boils,
ringworm, impetigo, or
head lice.

♥ Pinkeye or other eye
infections: All eye infections
are contagious. The child
must be on medication for
24 hours before returning to
TLC Foundation Station.
♥ Any communicable
diseases
♥ Cloudy or green runny
nose and/or persistent
cough.

We assume that responsible
parents will not send a
child to school if he/she
shows any signs of illness.
This is not only for the
protection of your own
child, but also for the
protection of the other
children and staff. If a child
becomes ill during the day,
a parent must come and
pick the child up within
one hour of the call.

An emergency contact will be
called if we are unable to
locate a parent.
Failure to pick up the child
within this timeframe may
result in DCS being
contacted.

Medication policy
No medications will be
dispensed without doctor’s
printed direction on the
original medication label
from the pharmacy.
Children must have
received medicine by
parent 24 hours prior to
provider giving medication.
We will only provide
medicine if child is required
to have and afternoon
dosage while in childcare.
Over the counter
medication will be given
with parent’s written
consent.

11

ABOUT
TERMINATION
OF SERVICES
If for some reason you

Examples of why we would

decide to stop bringing

terminate your child's care

your child to our daycare,
we require a two-week
written notice. This will
give us time to find a
child to fill your child's
spot.
Payment is due for the

include (but may not be
limited to):
♥ Failure to complete

required forms.
♥ Failure of parent to pay

tuition.
♥ Lack of parental

cooperation.

two-week notice period

♥ Failure of child to adjust to

whether or not the child

the center after a reasonable

continues care for those

amount of time.

last two weeks. Any
outstanding fees must be
paid on or before the
child's last day.
If it becomes necessary
for us to resort to legal

♥ Our inability to meet the

child's needs.
Final Payments and
Arbitration: In the event of you
discontinuing care with TLC
Foundation Station and there
is a balance owed on your

action to collect fees, the

account, late fees will

parent(s) will be

continue to accrue and if

responsible for legal fees

payment is not made within a

incurred on our part.
If we can no longer care
for your child for any
reason, we will give you
two to four weeks’ notice,
less depending on the
circumstances. We
understand that it is not
easy to find daycare.
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month after care was
discontinued your account
WILL be turned over to
collections. In this case, the
person responsible for
payment will be responsible
for all legal, collection, and
administrative fees etc. that
are incurred during this
process.
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COMMUNICATION IS KEY
TO OUR SUCCESS
TLC Foundation Station has an open door
policy and parents are free to visit at any
time to observe their child and the TLC
Foundation Station program without prior
approval.
Parents are asked to direct their questions
or concerns to their child’s teacher first. If
the question or concern is not answered,
please contact the director.
The Brightwheel app is the main source of
communication between parents and
teachers. Other forms of communications
include conferences, notes/letters,
calendars, and parent board.

We publish monthly newsletters that will
explain some of the activities we are doing,
our current themes, events that will be
happening during that month, and any
other pertinent or fun information that
may be of interest to you. You are always
welcome to contribute to our newsletter.
Please note: in order to keep optimal
communications, please make sure your
contact information (and that of your
emergency contacts) is current in your
child's file.
TLC Foundation Station wishes to maintain
an environment of community in which
families feel free to communicate, share
resources, and support each other in the
common goal of raising healthy children.
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OUR
DISCIPLINE
APPROACH
Discipline means teaching.
Learning is a process for young
children. The objective is freedom
of choice with responsibility,
resulting in self-discipline.
TLC Foundation Station
understands that love is a basic
tool for discipline. Through
redirection, and teachable
moments, we view discipline
as a positive opportunity
to guide.
To provide positive
guidance we set clear limits,
use age-appropriate guidance,
follow a structured schedule,
and redirect when possible.
We DO NOT use spanking,
isolating, confining, or verbal
abuse as a form of guidance.

REPORTING ABUSE
OR NEGLIGENCE
At TLC Foundation Station we are mandated by law to report any unexplained
marks or behavior. We will be penalized by law if we fail to do so.
Please know that in the case of suspected abuse, we will do all we can to support
the family while fully cooperating with authorities as required. You may call
Department of Child Services to obtain resources regarding prevention of child
abuse and neglect.
If you are out of our center and need to report an emergency, please call 911.
To report child abuse or neglect call 877-237-0004 or use this secure website:
https://apps.tn.gov/carat/. Both the number and the website, are administered by
the State of Tennessee.
Finally, you may also contact the local Department of Children Services at 865-5947101.
Together, we are a team. Let's stand together against child abuse and neglect.
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OUR CURRICULUM
TLC Foundation Station is a Christianbased center and we do not
discriminate against religion.
If you don’t want your child or
children to participate to in any
religious activities such as bible
stories, songs or lessons please let us
know. We will happily find some
other activity to have your child do
during that time.
TLC Foundation Station is a year
round program. To make sure that
your child has a great beginning to a
strong educational foundation we use
the DLM Early Childhood Express
curriculum. This is a high quality
curriculum to prepare all children for
kindergarten success.
As required by the state, annually we
are required to do an abuse
prevention awareness program for
students between 3 to 5 year olds. We
will typically be using the Personal
Safety Curriculum. More details will
come as the time arises each year,
usually during the summer months.
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Outdoor activities:
Our outdoor activities will include
using the playground equipment,
riding toys and playing organized
games. Children no matter the age
will not be allowed outside to play
unsupervised.
During the summer most of the day is
spent outside. During the winter,
children will go outside if the
temperature is above 32 degrees.
If your child is too sick to play
outside, he is too sick to attend
daycare.
If your child is not appropriately
dressed for the weather, you will be
required to return daycare with
correct attire. Please be sure your
child is prepared to start their day.
Due to individual allergies and
sensitivities of the children, parents
are asked to provide their child’s
sunscreen and bug spray. Please
apply both to your child before dropoff. Your child’s teacher will re-apply
in the afternoon. A permission form
in enrollment packet/medication
form must be filled out in order to
apply.

TRANSITION PLANS:
WHEN AND HOW
New teacher/hire coming in to start
When teachers first start working at TLC Foundation Station, they are
assigned to a mentor teacher in the area in which they will be working.
They will be trained in regulations and responsibilities along with forming
relationships with the children and learning the routine of that classroom.
Each teacher is different, and so their training periods will be determined
by the mentor teacher and the administration and will depend on each
person's previous experience as well as of their own confidence levels.

Kids moving up to next classroom
As children grow they will move along to
different classrooms that will foster their
development according to their age. As you
know, toys and materials change as your child
gets older and we strive to foster success. To
help children transition from their class to the
next class, we will provide a two-week gradual
transition process.
The actual amount of time a child might need
to fully transition into the next classroom will
be based on the child’s needs. Some children
can move to next class and be good to go
without needing or wanting to go back to
their old class, while others may need to
spend small amounts of time in the new
classroom until they feel completely ready. If
your child is transitioning into another
classroom and you have any questions about
adjustment, make sure to discuss with your
teachers and center director.
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Emergency
procedures
UTILITY FAILURE

If utility failure is long-term, parents or emergency
contacts will be called to pick up children within the
hour. If utilities are down at 7am TLC Foundation
Station will not open until the utilities are restored.
The staff will contact all scheduled families upon reopening.
FIRE
If a fire occurs, TLC Foundation Station are equipped with
fire extinguishers and detectors. Fire evacuation routes
are practiced
monthly during practice fire drills. All the students and
staff will meet along the back fence on the playground.
The director will exit the
building with all emergency contact information for the
children. Lead teachers are responsible for checking the
restrooms and conducting a name-to –face check to
account for all children and report to the director.
Once everyone is safely outside the building the director
or designee will call 911 from a cellular phone.

LOSS OR DEATH OF A CHILD
In the event of the loss or death of a child, 911 will be
called immediately. The parents of the child and
Department of Human Services will also be contacted
immediately.
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Emergency
procedures
SEVERE THUNDERSTORM/LIGHTNING/TORNADO
TLC Foundation Station has a landline telephone and a
weather radio.
If East Tennessee is having a potentially bad weather
situation, we will tune into STAR 102.1. The Director will
inform staff of impending weather situations. If children
are outside, they will immediately go inside and stand
along the innermost walls.
During a tornado, the staff and children will crouch on the
floor with their head between their legs and their hands
over their head. The Director and designee will inspect the
rooms to ensure everyone is in a safe place and position.
Teachers will conduct a name-to-face check to account
for all children and report to director. Director will inform
everyone when it is safe to leave the designated area.
During an earthquake, children and staff will get under
the tables that are in the room that they are in. Once
under the table the children and staff will cover their
heads. Teachers will do name-to-face check and report to
director.
Tornado/Earthquake and Severe Weather drills are
practiced twice a year. Fire drills are practiced monthly.

WINTER STORM
TLC Foundation Station follows the Blount County Schools
in regards to closings. Parents are required to pick-up their
children immediately in the event Blount County Schools
close due to winter storm weather.
*In the event the TLC Foundation Station facility becomes
uninhabitable for any reasons, children will be walked to
the neighbors residence or if needed transported to the
Foothills Mall.

