Policy Manual

Suncrest Childcare & Early Learning Center
(School Age Programs Edition 2026-2027)

Our Vision:
To provide a child care program that nurtures our young children by respecting diversity
and honoring the whole child; to offer quality, creative, age-appropriate experiences and
activities while embracing Christian attitudes and values.

A. Objectives of Suncrest Early Learning Center BASE Program

1. To provide a supervised, safe place for children whose parents, either due to
vocational, educational, or family needs, will be away from home during the hours
when the childcare is open.

2. To provide the children with a caring, supportive, and culturally stimulating

environment.

3. To help the children learn to express themselves creatively through the arts.

4. To provide the children with physical activities.

This facility is operated on a nondiscriminatory basis, and the policy is demonstrated
through equal treatment of each child regardless of race, color, age, or the parents' marital status.

Ages Served: School-age children to 6 grade.
Licensed Capacity: 162 Children, 2-13 years
2026-2027 School Age Programs Offered:
1. BASE
a. Before & After School
b. School Recess
2. Snow Day & Delay

Monday through Friday — 5 Days per week

Hours of Operation: 7:00 am to 6:00 pm.

Address: 479 Van Voorhis Road, Morgantown, WV 26505
BASE Program Phone: 304-641-7423

Main Center Phone: 304-641-7625 Fax: (304) 599-2160

WYV Ratio Standards:
Adults to Children School Age 1:16
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B. Mission Statement
The Suncrest Early Learning Center's mission is to support families by providing safe,
healthy, and developmentally appropriate learning experiences for children in a caring
environment.

C. Registration Process
1. All parents must submit a completed application/registration form.
2. A visit to the facility is strongly recommended for both the parents and the children.

3. A registration fee is due at the time the registration form is completed and turned in. This
fee is nonrefundable.

4. If the program is full, your name will be put on a waiting list. You will be contacted if
and when a position becomes available.

5. No child is considered registered without a parent registered with our Remind101 text
messaging service, medical & physical forms, vaccination records submitted, and ALL
other forms in the enrollment packet. The enrollment packet must be submitted before the
first day that the child attends the program.

D. Health Requirements and Regulations
1. For registration to be complete, all children must submit a record of vaccinations from
the State of West Virginia. Vaccination records must be provided at each year's
registration. The physical form is due one week before the first day of attendance.
The physical must have been conducted within the past year. It is the parents’
responsibility to ensure that medical records and forms are updated during the child’s
annual well-check.

2. Due to state regulations, we CANNOT administer or provide any over-the-counter or
prescription medication unless we have a doctor’s orders specifying the exact amount
and frequency. Breathing treatments must also have a written prescription with
instructions from the doctor.

3. Children with a fever or symptoms of a contagious disease will not be admitted. If
she/he becomes sick while at the center, you will be called and asked to pick up your
child ASAP to prevent infecting other children. The sick child may not return to
childcare until 24 hours after being symptom-free. Notify the staff if the child has a
communicable disease so other parents can be informed. (i.e., lice, pink eye, diarrhea,
vomiting, etc.)

E. Fees: Before & After School Enrichment

1. Registration Fees:

a. Returning Family: $25 per child (additional $50 registration fee for Snow Dayz
option)
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i. New Family: $50 per child (additional $50 registration fee for Snow Dayz
option)

2. Tuition Fees are as follows:
1. Before and after school care, as well as school recess and holiday care,
MUST be scheduled in advance and prepaid. A calendar will be provided,
on which parents will select the attendance dates for the following month.
Once tuition is paid, it is non-refundable.

1. Before School care: $12.50/scheduled session

2. After School Care: $14.00 per scheduled session

3. Before & After care on the same day $22.00/scheduled session

4. School Recess/Holiday/Snow Day: $40.50 scheduled session

5. Early Dismissal/Scheduled Delay: $24.00/scheduled session

3. Tuition is paid via Tuition Express only

a. Please refer to the SCELC Parent Handbook for the Tuition Express decline
policy.

b. After admittance to the program, paid fees are not refundable.

i. If the center closes due to weather or an emergency*, refunds/discounts
will not be given.

1. *Emergency includes anytime the Director determines it is unsafe
or impossible to operate SCELC. This includes, but is not limited
to, occurrences such as failure of one or more facility systems,
severe weather, outside events that impact the use of the parking
lot and/or the ability of parents and teachers to get to and from the
facility, and widespread illness among students and staff.

c. Families with 2 or more children enrolled will receive a 5% discount.

d. Children who were scheduled for before or after care on a day that weather causes
a school cancellation or delay will receive credit for their missed session.

e. Payments will be drafted the Monday after that month’s calendar due date (e.g., if
the calendar is due Friday, September 19%, your payment will be drafted Monday,
September 2279).

4. Calendar Policy:

a. Calendars will be due by 6:00 pm on the 3 Friday of each month.

b. Calendars are necessary to schedule adequate staff for the program.

c. We cannot guarantee care for your child if your calendar is NOT turned in
by the due date.

d. Calendars will be billed the Monday following the due date.

e. Calendars not turned in by the due date will be charged a $20.00 late fee.

f. There is a drop-in fee for non-scheduled days when your child attends a BASE
program. The drop-in fee is $10.00.

G. Forms and Procedures
1. Suncrest Early Learning Center will need all forms signed and returned before the
first day your child attends the program.
2. In case of emergencies or illness, it is necessary for the staff to know where you may
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be reached at all times. Staff must be notified immediately of changes to the
telephone numbers or persons to notify.

3. Notify the staff in writing if your child will be picked up by someone other than
parents or guardians. No child will be released to another individual without written
permission.

4. The center is open 7:00 am to 6:00 pm daily.

a. Children shall be picked up at the program by parents, authorized agent, or
guardian before 6:00 pm. Families not picked up by 6:00 will be charged a
$10 overtime fee for each 10-minute interval they are late.

Example: 6:00 to 6:10 = 1% Interval $10 charge
6:10 to 6:20 = 2" Interval $10 charge

b. The digital clock will set the official time on our sign-in/out computer.
Should the clock malfunction, the primary center cell phone will provide
the official time.

c. Ifaparent/guardian or emergency contact cannot be reached by 6:30 pm,
authorities will be called.

5. Please notify the program if your child will be absent by either a phone call, text, or
e-mail.

6. Behaviors will be handled in accordance with the SCELC behavior policy.

(Please see the SCELC Parent Handbook on our website.

7. All student records are kept confidential and secure.

H. Center Calendar/Closings
Each family will be provided a center calendar each year. This calendar will state
the days that the center is closed. School Age Programs will not be open on days that the
center is closed.

I. Food Service
All children attending a full day of our program will be provided breakfast, lunch,

and a snack. Children may bring a packed lunch, but nothing microwavable is permitted.
We cannot refrigerate lunches, so if your child brings one, it will need an ice pack. If you
choose to bring a packed lunch, tuition fees will not be reduced. Packed lunches must
meet nutritional guidelines, and staff is required to monitor and supplement or limit
lunches accordingly. In accordance with state guidelines and our WV licensing, children
are not permitted to bring any outside fast food to the center. An afternoon snack will be
provided daily, including for children enrolled in After School Care. On School Recess &
Snow Days, breakfast is served from 8:00-8:30am.

J. Personal Property
Suncrest Childcare & Early Learning Center is not responsible for children's personal
belongings. Children are responsible for all items they bring to the program. Games, toys,
and crafts will be provided, so we discourage children from bringing anything other than
school-related items. Personal electronic devices are not allowed. If children bring such
items, teachers will ask them to store them in their cubbies or backpacks.

K. Disaster or Evacuation Plan
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The evacuation plan is posted throughout the center. In case of a disaster, the church has
arranged to use the College House/Old Drummond Building located in our parking lot.

L. Weather Policy:
If West Virginia University delays opening (for classes and/or staff) due to weather,
SCELC will open at 10:00am. If WVU closes campus early (for students and/or staff)
because of weather, SCELC will close one hour after WV U's closure time. SCELC will
also close if a State of Emergency is declared due to weather. During WVU breaks, like

Christmas break, weather-related delays or closures will be at the discretion of the
SCELC Director.

**PLEASE NOTE: SCELC reserves the right to review and edit the Parent Handbook at
any time. Parents will be notified of any changes**
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