
 

 

 

 

2107 Fox Creek Rd. ~ Bloomington, IL ~ 61701 

(309) 287-4715 



A Message from the Director 

Hello and welcome to Alphabet Soup Academy!  I am 

so excited for you to see our facility and meet our 

awesome staff!  I started out as a small in home day 

care four years ago with a goal to have my own 

preschool.  I am so excited to be a part of your 

family’s life and look forward to seeing your 

children prosper. 

My staff and I will be working very closely with you 

and your children to develop long lasting 

relationships that promote cognitive and 

social/emotional growth.  Our curriculum will 

focus on learning through experiences.  Your child 

will create many new experiences here at Alphabet 

Soup Academy. 

We have an open door policy.  Please feel free to 

come and talk to me any time about any problems or 

concerns you may have.  My staff and I are here for 

you and your children.  We consider you as part of 

the Alphabet Soup family and are thrilled to have 

you as a part of our organization. 

 

Sincerely, 

Andrea McGuffin 

Director 
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Alphabet Soup Academy Parent Handbook 

 

 

 

Mission Statement: 

Collaborating to create a nurturing 

atmosphere that strives for excellence in 

social/emotional, physical, and cognitive 

development in early childhood education, and 

to create a safe and secure environment for 

children to prosper. 

 

 

Philosophy: 

Alphabet Soup Academy Inc. is designed to teach 

developmentally appropriate skills that are 

necessary for every child to succeed at a higher 

level of learning through a hands on structured 

environment.  Our philosophy is to make learning so 

exciting that it will be contagious.  Our goal is to 

give the child a good self image and confidence in 

his/her ability to succeed at new experiences and 

challenges. 

 

 



2 

 

Making your child feel welcome: 

Our staff will be working hard to make the transition for your child 

as easy as possible.  Visiting the facility before the child’s first day 

will make the transition smoother.  Also coming early the first day 

your child will be attending will help them get acclimated to their 

environment. 

Enrolling your child: 

When you enroll your child at Alphabet Soup Academy you will need to 

sign and fill out the following forms: 

 Information form  

 Photograph authorization form 

 Transportation form 

 The parent hand book 

You will also need to pay the registration fee which is $100.00 for 

ages 0-5 years and $125.00 for school-agers.  This will be a 

reoccurring yearly fee that is normally paid in the fall.  This will 

secure your child’s spot in our preschool facility. 

Keeping your child safe: 

Keeping your child safe is our first priority.  When picking up and 

dropping off your child you will have a code that you will need to 

punch into a computer at the front desk to get into your child’s 

classroom.  Those who do not have the code, but will be picking up a 

child, will be ID’d and approved by the parents before pickup. 

There will also be security cameras placed in each room to secure 

your child’s safety.   There will only be two places to view the content 

of the security cameras.  In the director’s office and on a password 

secure website that only the parents will be able to access.  You 

should be able to see your child throughout the day.  The only times 

you may not be able to see them is when they are sleeping due to the 

low light in the room. 
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Our Curriculum: 

Infants, Toddlers and Two’s: 

The Creative Curriculum for infants, toddlers, and two year olds will 

focus on meeting basic needs, fostering social/emotional 

development, developing secure attachments, and supporting brain 

development.  Our teachers will be able to do this by creating 

responsive environments, using daily routines, and by giving the child 

hands on experiences every day. 

Threes, Fours and Fives: 

The Creative Curriculum for ages three and older concentrates on 

how children develop and learn through their environment, and the 

teacher and parents role.  Their curriculum will focus on blocks, 

dramatic play, toys and games, art, library, discovery, sand and water, 

music and movement, cooking, computers, and the outdoors. 

Infants: 

What a precious age!  We know the pressures on a parent when 

dropping off their newborn.  It’s not easy by any means.  We will make 

this process as easy as possible for you.  Your new baby will be 

assigned to one of the teachers in the room.  We do this because it 

creates a stronger bond and gives the newborn security.  There will be 

one teacher and three assistants working in the infant room.  There 

can only be 12 infants total.  This equals out to be four infants to one 

teacher when we are full.  We have an open door policy so please feel 

free to visit anytime during the day.  Your child will have their own crib 

and cubby to keep their belongings in.  You will need to bring: 

 Crib sheet, blanket, and bumper (if desired) 

 Diapers and wipes 

 Formula, bottles, baby food (we will provide finger foods) 

 Extra clothes 

 Pacifier (if needed) 

Toddlers: 

What a curious age!  One year olds love to explore and figure out 

their surroundings.  Our toddlers will have lots of fun engaging in 

art projects, music, building, listening to stories, and soaking up all 
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the knowledge they can.  Our toddler room will have a maximum of 10 

toddlers.  There will be one teacher and one assistant teacher.  The 

ratio for the toddlers is 1:5.  Toddlers love to be messy so please 

dress your child appropriately.  We will also be going outside twice a 

day as long as the weather permits us to.  Each child will have their 

own cubby to keep their belongings in.  You will need to bring: 

 Cot sheet (same as crib sheet)  

 Blanket 

 Extra clothes to keep in cubby 

 Diapers and wipes 

Two-year olds: 

Two-year olds are double the trouble and double the fun!  They love 

to get down and dirty and experience life.  Our two-year olds will be 

doing a lot of reading, writing, drawing, coloring, building, singing, 

dancing, and of course they will be going outside every day as long as 

the weather permits us to.  Your two-year old will be doing a lot of 

hands on activities.  Through their hands on experiences they will 

learn more than you can imagine.  This is also the time to start potty 

training your child.  Potty training can be quite the daunting task, 

however, it can be great if we work together.  When your child does 

start to potty train, we ask that you bring your child in pull-ups that 

Velcro on the sides.  This makes it much easier for them to get to the 

toilet.  We also ask that you dress your child appropriately.  The 

worst piece of clothing they can wear are the dreaded bibs.  It is very 

hard for a two-year old to control their bladder especially when they 

have to take down bibs.  Potty training is very messy at times too.  

Please be sure to dress them in clothing that is easily washable.  Also, 

remember to bring extra clothing to put into their cubbies.  Your two-

year old will be placed on the potty at least once every two hours.  

This tends to vary per child, whatever their needs are we will adapt.  

Your two-year old will need: 

 Extra clothing (more than one set) 

 Crib sheet for their cot 

 Blanket 

 Pull-ups and wipes 

Pre-School: 

Threes, fours, and five-year olds will get to experience many new 

adventures.  Not only will they be able to take field trips, but they will 
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also get to help transform our land into a beautiful garden and help 

put in pathways to explore nature in the woods.  They will be going 

outside every day as long as the weather permits us to.  They will also 

have quiet time every day.  They will have a cot to sit/lay down on.  They 

may look at books or take naps or simply rest during this time.  Your 

pre-schooler will need: 

 Crib sheet for cot 

 Extra clothing 

 Blanket 

School-age: 

During the school year, we will provide before and after school care 

for the school-agers.  Every morning we will provide breakfast from 

7:00 to 8:00 a.m.  We will provide transportation to and from Pepper 

Ridge, Fox Creek, and Trinity Lutheran Elementary if needed.  After 

school we will provide your school ager with an afternoon snack.  

They will then have the option to do their homework, use the 

computers, use art supplies, play with different manipulatives, play 

board games, or simply play outside. 

During the summer the school-agers will be going to the park/pool 

twice a week and to a specific place one day a week, for example:  the 

bowling alley or the pet store. 

Discipline: 

Positive discipline is how the teachers at Alphabet Soup Academy will 

deal with any problems that arise.  Positive discipline promotes self-

discipline, responsibility, communication skills, concern for others, 

mutual respect, problem-solving skills, and cooperation.  Our 

teachers will work hard to help your child think through their 

actions and help them make the right choice.  If this is not enough we 

will use time-out.  If the child is out of control they will need to come 

to the director’s office to discuss further actions such as calling the 

parents. 

Biting: 

Our center will not tolerate biting.  We understand there is not much 

we can do for children ages one and younger.  We will have helpful 

suggestions for your one-year old if they feel the need to bite.  Make 

sure to let your teacher know if there are any problems with your 

child biting so we can get an early handle on the situation.  If your 



6 

child is over the age of two and bites another child intentionally more 

than two times in one day you will be required to come pick them up.  If 

biting persists, the teacher and you will need to come up with a plan to 

keep the child from biting.  If nothing seems to work and your child is 

putting other children in danger you will be kindly asked to remove 

your child from our program. 

Payment and billing: 

Payments will be due on Monday of each week.  There will be a $10.00 

fee for every day that the payment is late.  If we have not received 

payment by Friday of the current week we reserve the right to refuse 

care for your child.  We highly encourage you to use the EFT system of 

drafting payments directly out of your checking every week 

automatically.  This will eliminate having to remember to bring your 

check and having to waste paper.  If your check bounces, you will have 

to pay a $25.00 fee.  If it happens twice, you will be asked to pay in cash 

from then on.  Please note that if your child does not attend on a day 

that you are enrolled you still are required to pay. 

Vacation time: 

If your child is full time they will receive five days worth of vacation 

per year that you do not have to pay for.  If your child is part time and 

only attends three days a week you will only receive three days of 

vacation per year.  However many days your child comes per week is 

how many vacation days you will receive per year.   A two week notice 

will need to be given before your family takes vacation so we are 

adequately prepared. 

Holidays: 

We will have the following paid holidays: 

New Year’s Day    Thanksgiving Day         

Memorial Day    day after thanksgiving        

Independence Day   Christmas day        

labor Day     *day after Christmas                      

In-Service Day (TBA)   (*when it falls during the week) 

Breakfast, Lunch and snacks: 

Breakfast will be served from 7:00 to 8:00 A.M. daily.  Morning snack 

will be served at 9:30 a.m.  Lunch will be served at 11:30 a.m.  

Afternoon snack will be at 3:00 p.m.  If your child requires a certain 
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diet or drink you will need to notify the director, the cook, and the 

teacher in your child’s classroom. 

Birthdays: 

We want to make your child’s birthday a special day.  We will go out of 

our way to make them feel special.  You may bring in store bought 

treats if you like for the class.  We will not allow homemade treats.  

We welcome you to join the class for your child’s birthday 

celebration.  Please speak with your child’s teacher to coordinate 

your child’s special day. 

Illnesses: 

If your child has any of the following symptoms you will be contacted 

and your child must be picked up within one hour. 

 101 fever or 100 under the arm 

 Vomiting 

 Diarrhea  (more than twice in one hour or three in two hours) 

 Nausea 

 Severe cough to the point of puking 

 Pink eye 

 Skin lesions/rashes that look contagious 

 Severe headache 

 Complaint of severe pain 

 Difficult breathing or wheezing 

 Head Lice 

 In the event of a child with head lice all children in the 

facility will be checked by their teachers. 

 If your child has head lice they cannot come back to 

preschool until they are “lice-free” and “egg-free”.  You will 

need a physician’s note that says they are both “lice-free” 

and “egg-free.” 

 Remember that getting head lice is common among children 

and they can get it simply by brushing their head on a 

contaminated surface.  It does not imply in any way that you 

or your child are unsanitary. 

 Communicable diseases or any other type of illness that may be 

passed on to others, with the exception of the common cold. 

Medication: 
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If your child needs any medications you will need to fill out the 

required medication form and give it to your child’s teacher. 

School Closings: 

If we have to close down the preschool or delay opening due to 

unexpected weather we will put it on our website and put a call into 

WBNQ and WJBC. 

Part –Time Enrollment: 

We do accept part-time enrollment.  You can either enroll your child 

two days per week or three days per week.  Whatever days you are 

signed up for are the only days you can bring your child unless you 

receive permission from the director.  You will not be able to change 

the days your child comes unless we have openings.  If you are 

scheduled to bring your child Tuesdays and Thursdays and you want 

to bring your child on a Wednesday instead of Thursday you will be 

charged an extra day for that week since this is not your normal day.  

If you miss a day for any reason you are still responsible for payment 

for that day. 

Withdrawing Your Child: 

If you are considering withdrawing your child from our program you 

will be required to give a two-week notice and will be responsible for 

these payments even if you decide to leave sooner. 
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I have read the Alphabet Soup Academy handbook and agree 

with all the terms and conditions. 

 

 

__________________________________________   __________________              

Parent Signature         Date 

 

__________________________________________   __________________                      

Parent Signature         Date 

 


