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Dear Families,
Welcome to Orchard Atelier.
We are honored that you have entrusted us with your child during these important early years of life. At Orchard Atelier, we view childhood as a time of wonder, creativity, inquiry, and connection. 
The name Orchard Atelier reflects our belief that learning grows organically. Just as an orchard flourish through nurturing, patience, and care, children thrive when provided with meaningful relationships, beautiful environments, and opportunities to explore their ideas. The atelier, or studio, serves as a place where children express their thinking through art, construction, movement, storytelling, and investigation.
Inspired by the educational philosophy of Reggio Emilia, Italy, our program is built upon meaningful relationships, inquiry-based learning, creative expression, and a deep respect for childhood. We believe learning occurs through exploration, collaboration, reflection, and discovery. Our educators work alongside children as researchers, collaborators, and guides. Together, we observe, listen, document, and create learning experiences that emerge from children's interests and questions.
Our classrooms are thoughtfully designed to inspire investigation and creativity. Our outdoor environments encourage children to connect with nature, take appropriate risks, solve problems, and develop a sense of stewardship for the world around them.
We value strong partnerships with families and believe that parents are essential members of our learning community. We look forward to learning alongside you and your child throughout the year.
This handbook has been designed to provide information about our philosophy, programs, policies, and procedures. We encourage you to review it carefully and keep it as a reference throughout the school year.
With gratitude,
Orchard Atelier Management and Staff Team
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Mission
To provide a safe and nurturing child and youth-centered environment in an atmosphere that fosters personal, social-emotional, physical, cognitive, and creative growth that results in real-life long learning. Hands-on experiences enable the child to grow physically, emotionally, intellectually, and socially, with opportunities to practice and improve his/her skills and techniques, thereby building positive attitudes towards learning. Through a Reggio Emilia-inspired approach, children are given the tools and support to navigate their own distinct paths of discovery. 

Our goals are:
· To provide a supportive, safe, and welcoming environment
· To maintain respectful and reciprocal relationships
· To work in partnership with our families, educators, and the community
· To embrace and appreciate cultural diversity
· To develop love and respect for the natural environment and the world
· To foster an enthusiasm for learning, where children are active participants
Vision 
We envision a learning community where children, educators, and families collaborate to create meaningful experiences that inspire lifelong learning, creativity, environmental stewardship, and social responsibility.
Core Values
· Relationships- Meaningful relationships are at the heart of learning and development.
· Respect- We honor the dignity, ideas, cultures, and experiences of every child, family, and educator.
· Curiosity- Questions, wonder, and investigation drive meaningful learning.
· Collaboration-Learning is a shared process among children, families, educators, and the community.
· Creativity- Children communicate their thinking through many forms of expression.
· Inclusion: Every child deserves a sense of belonging and opportunities to thrive.
· Stewardship- We cultivate appreciation and responsibility for the natural world.
· Reflection- Thoughtful observation and documentation deepen learning.


The Orchard Atelier Difference
At Orchard Atelier, children learn through:
· Inquiry and investigation 
· Project-based experiences 
· Nature exploration 
· Artistic expression 
· Collaborative problem-solving 
· Documentation of learning 
· Reflection and dialogue 
· Meaningful relationships 
Rather than focusing solely on predetermined outcomes, we focus on the process of learning itself. We believe children develop deep understanding when they have opportunities to question, investigate, revisit ideas, and share their discoveries with others.
Reggio Emilia-Inspired Philosophy
The educational philosophy of Reggio Emilia emerged in northern Italy following World War II and is recognized internationally as one of the world's most innovative approaches to early childhood education. At Orchard Atelier, we draw inspiration from the principles of this approach while developing a program responsive to our children, families, and community. Central beliefs include:
· Children are capable and competent. 
· Learning occurs through relationships. 
· The environment supports learning. 
· Documentation makes learning visible. 
· Families are essential partners. 
· Teachers are researchers and collaborators. 
· Creativity is central to learning. 
· Inquiry drives curriculum development. 
The Image of the Child
At Orchard Atelier, we view every child as strong, capable, independent, curious, and full of imagination. We empower children to think, question, investigate, explore, and help navigate the journey of learning. Children have preparedness, potential, curiosity; interest in relationships, in constructing their own learning, and in negotiating with everything the environment brings to them.
Children are not empty vessels waiting to be filled with information. They arrive with ideas, theories, questions, and experiences that serve as the foundation for learning. Our role is not to tell children what to think, but to help them develop their skills and confidence to think deeply, ask questions, solve problems, and communicate their ideas.
The Hundred Languages of Children
Loris Malaguzzi, founder of the Reggio Emilia Approach, described children as possessing "a hundred languages" through which they express their thinking and understanding.
[image: ]These languages include:
· Drawing 
· Painting 
· Clay 
· Wire 
· Sculpture 
· Music 
· Movement 
· Dance 
· Storytelling 
· Construction 
· Dramatic Play 
· Light and Shadow 
· Photography 
· Nature Exploration 
· Writing 
· Conversation 

Children communicate their ideas in many ways long before they can express them through conventional language. At Orchard Atelier, we honor and support these diverse forms of expression.
The Role of Families
Families are children's first teachers and remain essential partners throughout their educational journey. At Orchard Atelier, families are viewed as collaborators and co-constructors of knowledge. Families are invited to:
· Participating in classroom experiences 
· Attend family events 
· Sharing expertise and cultural traditions 
· Contribute to projects 
· Engage in documentation discussions 
· Participate in conferences and parent meetings 
Strong family partnerships create continuity between home and school and support children's success.

The Role of Teachers
The roles of the teacher and the child are interchangeable. In this collaborative approach, the children are invited to participate in project work that may be initiated by children’s ideas or prompted by adults.
Teachers carefully observe children, listen to their ideas, document learning, and create environments that provoke curiosity and investigation. Rather than delivering information, teachers support children in constructing knowledge through exploration and meaningful experiences.
The Role of the Atelierista
The Atelierista is an educator with expertise in creative and expressive languages. The Atelierista collaborates with teachers and children to support learning through:
· Clay 
· Wire 
· Paint 
· Light 
· Shadow 
· Natural materials 
· Construction 
· Mixed media 
The Atelierista helps children communicate complex ideas through artistic expression and supports teachers in making learning visible.
The Role of the Pedagogista
The Pedagogista provides educational leadership and supports the ongoing development of the learning community. Responsibilities include:
· Curriculum development 
· Staff mentoring 
· Documentation review 
· Family engagement 
· Reflective practice 
· Professional learning 
The Pedagogista helps ensure that educational practices remain aligned with the values and philosophy of Orchard Atelier.


The Environment as the Third Teacher
One of the foundational principles of the Reggio Emilia philosophy is the belief that the environment serves as the "third teacher," alongside children, families, and educators. These spaces are viewed as places of life, of communication and of relationship for children and adults alike. Interior and exterior spaces are differentiated and at times segmented into specific learning areas. These areas are organized in a connected way so that visibility, relationships, communication and participation can occur within the learning setting.
At Orchard Atelier, we intentionally design environments that invite curiosity, provoke thinking, encourage collaboration, and support independent exploration. We believe the spaces children inhabit communicate values, inspire possibilities, and influence learning. Our learning environments are carefully organized to:
· Promote independence and decision-making 
· Encourage collaboration and communication 
· Support inquiry and investigation 
· Foster creativity and innovation 
· Creating a sense of beauty, calm, and belonging 
· Reflect children's interests and ongoing projects 
· Encourage respect for materials, spaces, and one another 
The physical environment includes both indoor and outdoor learning spaces that evolve in response to children's ideas, questions, and discoveries. Features of our learning environment include:
Natural Materials
Children engage with authentic materials such as wood, clay, wire, stones, leaves, water, fabric, and loose parts that encourage open-ended exploration.
Learning Studios
Each classroom serves as a learning studio where children investigate concepts through hands-on experiences and collaborative project work.
Atelier Spaces
Dedicated creative studios support exploration through artistic and symbolic languages.
Documentation Displays
Children's work, conversations, photographs, and learning processes are displayed throughout the school, making learning visible to children, families, and educators.
Outdoor Classrooms
Outdoor environments are considered extensions of the classroom and provide opportunities for exploration, movement, risk-taking, gardening, and nature-based inquiry. The environment at Orchard Atelier is continually reviewed and adapted to reflect children's emerging interests and developmental needs.
Documentation and Learning Stories
Documentation is an essential component of the educational experience at Orchard Atelier. Documentation allows educators to capture, interpret, and communicate children's thinking, learning processes, and discoveries. The rationale for documentation is to explain children’s educational learning and the educational rationale for curriculum experiences. Design helps teachers plan follow-up experiences and, in some instances, can help parents extend the child’s learning at home. It also helps the community understand the center's vision and objectives.
Documentation is a process in which teachers and children collaborate to intervene their thoughts, ideas, and dialogue to communicate the reciprocal learning interactions that have occurred. Often, it focuses on the ‘how’ and ‘what’ children learn, including samples of children’s work, photographs, and transcripts of dialogue and interactions that occurred during the learning process. It is believed that documentation allows educators to make learning visible and can promote learning among groups of children. When children’s education is documented, they can revisit, interpret, and develop these experiences further.
Documentation showcases the children’s work and makes their learning visible. The images on display often show the collaborative nature of the learning process, which fosters group identity, encourages reflection, and opens possibilities for extending learning experiences.
Through documentation, learning becomes visible. Documentation may include:
· Photographs 
· Children's words and conversations 
· Samples of work 
· Teacher observations 
· Video recordings 
· Audio recordings 
· Learning stories 
· Project panels 
· Portfolios 
Learning Stories “The Weekly Reflections”
Learning Stories are narrative assessments that celebrate and make children’s growth, interests, strengths, and accomplishments visible. Rather than focusing solely on outcomes, Learning Stories highlight the learning process, and the dispositions children develop as they engage with the world. Learning Stories are shared regularly with families and become part of each child's educational portfolio.
Emergent Curriculum
At Orchard Atelier, curriculum emerges from the interests, questions, theories, and experiences of children. Rather than following a predetermined sequence of lessons, educators carefully observe children and use documentation to identify meaningful opportunities for investigation and learning. Through documentation and keen observation, learning opportunities “emerge” and an integrated curriculum is created based on the interests and ideas of the child or youth. Emergent curriculum through project work provides an opportunity to explore these areas of interest in detail. By exploring projects of personal interest in detail, one can find excitement in the learning process. This enthusiasm for knowledge, combined with the ability to experience project work in detail, will foster a predisposition for “life-long” learning.

Projects at Orchard Atelier are triggered in a range of ways. They can be instigated by either the child/ren or the teacher. At times, projects emerge from a child’s interest or idea. Other times it may arise from a provocation set up, or a previous idea or interest being reviewed. Projects can also emerge from a problem proposed by a child or an experience initiated by a teacher. Project investigations are a learning process where children are given time and space to develop their understanding of the world around them. The teachers and children co-construct knowledge and collaborate in a partnership, asking the question: ‘What can I do with this?’

Projects (in-depth investigations) have no time frame. They may span a long period of time, or the project might only last a day or two. As professional practitioners, we need to be flexible and adaptable regarding the direction of the project. One cannot predetermine the course of the project nor the direction of the learning experiences in which the children will be involved. Symbolic languages are instead expressed through investigation, expression, and reinvestigation.

Teachers are proactive about identifying children who show interest in a topic. Children are awarded time to discover and experiment. Throughout the process, teachers actively support children in further developing their thinking by offering open-ended questions and engaging them with meaningful materials.

As the project develops, teachers may focus on a problem and formulate a hypothesis with the children. Photos, video recordings, and voice recordings support the child and teacher to relive experiences and prompt their memory about the learning that has occurred. Often, reflection, collaboration, discussion, and revisiting aspects of the teaching lead to more profound experiences and understandings of the topic. As the topic starts to dissipate, or the interest wavers, teachers evaluate with the children what they have discovered, extended, and learned. Communication between teachers and children is a key element for project development. Emergent curriculum supports deep and meaningful learning experiences that are relevant to children's lives.
 Emergent Curriculum is:
· Child-centered 
· Inquiry-based 
· Flexible 
· Responsive 
· Collaborative 
· Project-oriented 
Project work may last several days, weeks, or months depending on children's interests and engagement. Through project work, children develop skills in:
· Literacy 
· Mathematics 
· Science 
· Communication 
· Collaboration 
· Creative expression 
· Research 
· Critical thinking 
Nature-Based Learning
Nature is an essential teacher at Orchard Atelier. We believe children develop a deeper understanding of themselves, their communities, and the world when they have meaningful opportunities to interact with nature. Nature-based learning supports:
· Physical development 
· Emotional well-being 
· Creativity 
· Scientific thinking 
· Problem-solving 
· Environmental stewardship 
· Resilience 
Children engage in daily outdoor experiences within the orchard and outdoor play spaces that may include: 
Gardening: Children plant, nurture, harvest, and observe living things while developing responsibility and appreciation for the natural world. 
Nature Investigations: Children explore plants, insects, weather, rocks, water, and seasonal changes.
Loose Parts Exploration: Natural materials such as sticks, stones, leaves, pinecones, shells, and seed pods become tools for construction, creativity, and inquiry.
Outdoor Atelier Experiences: Children use clay, wire, paint, drawing materials, and natural objects to express their ideas outdoors.
Risk-Benefit Play: Children are encouraged to take appropriate risks, develop confidence, assess challenges, and build resilience.
Our goal is to nurture a lifelong connection to nature and a sense of responsibility for caring for the environment.

Program Descriptions
Hummingbird Studio
Infants - Birth to 24 Months
Our Infant Studio provides a nurturing, relationship-based environment where infants develop secure attachments, trust, and a sense of belonging. Key features include:
· Primary caregiving relationships 
· Responsive care routines 
· Individualized schedules 
· Safe sleep practices 
· Sensory exploration 
· Nature experiences 
· Family partnerships 
· Documentation of developmental milestones 
Teachers view caregiving routines as opportunities for connection, communication, and learning. Enrollment is limited to 12 children. The adult-to-child ratio is 1 to 4 and at times 1 to 3.
[image: ]Sparrows Studio
18–36 Months (Not potty-trained)
The Sparrows Studio supports toddlers as they develop independence, communication, social competence, and self-confidence. Children engage in:
· Sensory exploration 
· Language development 
· Creative expression 
· Gross motor development 
· Outdoor learning 
· Early problem-solving 
· Collaborative experiences 
Teachers support emerging autonomy while maintaining strong relationships and consistent routines. Support with potty training will occur as children show signs of readiness.
Enrollment is limited to 16 children. The adult-to-child ratio is 1 to 8. 


Kiwi Studio
3–4 Years (Must be potty-trained) 
Children in the Kiwi Studio participate in project-based investigations that support curiosity, creativity, and social development. Learning experiences include:
· Literacy-rich environments 
· Mathematical thinking 
· Scientific inquiry 
· Artistic exploration 
· Dramatic play 
· Nature investigations 
· Collaborative projects 
· Digital landscapes
Children are encouraged to express their ideas through multiple symbolic languages. Enrollment is limited to 24 children. The adult-to-child ratio is 1 to 8. 
Blue Jays Studio
4–5 Years (Must be potty-trained)
The Blue Jays Studio supports children in developing the problem-solving skills, critical thinking and dispositions needed for future academic success while maintaining a strong emphasis on inquiry and creativity. Children engage in:
· Long-term project work 
· Early literacy experiences 
· Mathematical reasoning 
· Scientific investigation 
· Leadership opportunities 
· Community engagement 
· Collaborative problem-solving 
School readiness is viewed as a holistic process that includes social-emotional competence, communication, creativity, and self-regulation. Enrollment is limited to 24 children. The adult-to-child ratio is 1 to 8.  



Woodpeckers Program
Transitional Kindergarten Through Age 7
The Woodpeckers Program provides a Full-time or Part-time TK- program along with before-school care, after-school care, school-break programming, and summer camp experiences. Children participate in:
· Creative arts 
· STEM investigations 
· Outdoor exploration 
· Community projects 
· Leadership experiences 
· Collaborative learning 
· Homework assistance
The program supports children's continued growth while honoring their interests and individuality. Enrollment is limited to 24 children. The adult-to-child ratio is 1 to 8. 
Our program supports an Open-Door policy. Parents and legal guardians are welcome to visit their child’s classroom at any time. Check in at the office with valid identification, which is required before entering the center and your child’s classroom, unless it is during the scheduled drop-off and pick-up times.
Family Partnerships
At Orchard Atelier, we believe children thrive when families and educators work together with mutual respect, trust, and shared purpose.  By enrolling at Orchard Atelier, families and staff commit to fostering a learning community grounded in collaboration, communication, kindness, and a shared belief in every child's competence and potential. Families are encouraged to:
· Participate in conferences 
· Attend family events 
· Share cultural traditions 
· Volunteer when appropriate 
· Communicate openly with staff 
· Participate in project work 


Operational Policies and Procedures
Admissions and Enrollment
Orchard Atelier welcomes children and families from diverse backgrounds and is committed to creating an inclusive and respectful learning community.
Enrollment is completed upon receipt of:
· Completed Orchard Atelier enrollment packet
· Identification and Emergency Information Form
· Physician's Report (LIC 701)
· Immunization records or legally accepted exemptions
· Admission Agreement
· Parent Rights Form
· Personal Rights Form
· Consent for Emergency Medical Treatment
· Any required medication authorization forms
· Registration fee (if applicable)
· Sunscreen Permission Form
· Video and Photo Release Form
Equal Access
When enrolling children, Orchard Atelier does not discriminate based on sex, sexual orientation, gender, ethnic group identification, race, ancestry, national origin, immigration status, religion, or mental or physical disability.
The program reserves the right to determine whether it can safely and appropriately meet the needs of each child within available staffing and resources.
Tuition and Fees
Tuition reserves your child's enrollment space and is not based solely upon attendance. Tuition is due according to the schedule outlined in the Admission Agreement and Fee Policy. All fees are to be paid one week in advance. Statements are issued weekly, and the account should be in credit or have a zero balance. Our preferred method of payment is automatic payments by Zelle. Please refer to the Tuition Fee Policy attached. 

Account statements are sent weekly and serve as a notification of your weekly account balance. Fees are payable for all hours for which your child is enrolled, irrespective of attendance, this includes all holidays, sickness, absences, and public holidays. 


Any overdue amount will incur a 12% interest charge. Failure to keep fees up to date may result in a child’s enrollment being forfeited and the debt being passed on to a debt collection agency for recovery of monies owed. You will be responsible for any costs incurred in this process.
Returned payments may be subject to additional fees. Failure to maintain accounts in good standing may result in suspension or termination of services.
Withdrawal Policy
Families are required to provide a minimum of 30 days’ written notice prior to withdrawal. Tuition remains due during the notice period whether the child attends.
Registration fees and previously paid tuition are non-refundable unless otherwise specified in writing.
Arrival and Departure Procedures
Sign-in and Out Procedures
Signing in and out each day is required by law to ensure the safety and supervision of the children and to maintain program fiscal accountability. The parent, guardian, or other authorized adult (18 years or older) listed on the enrollment packet must enter the arrival and departure times on the sign-in/out iPad and sign with a full, legible signature. 
Authorized individuals must be listed on enrollment forms and may be required to provide photo identification. Children will only be released under the following criteria:
· Parents with legal custody rights
· Individuals listed on emergency forms
· People authorized in writing by a parent or legal guardian
Orchard Atelier cannot release a child to any unauthorized individual. Staff may refuse the release of a child if an individual appears impaired, intoxicated, or otherwise unable to safely supervise the child.
Attendance
Consistent attendance supports children's sense of belonging and participation in ongoing classroom projects and investigations. Families are encouraged to notify the school when a child is absent. Please notify management in writing of any changes. If you are aware of any planned absence, please inform your child’s teacher and send a message to the office through ProCare.

It is the responsibility of parents and caregivers to drop the child off in their respective rooms or with the person outside who receives children each day, ensuring the child is handed over safely. The parents may request a conference with a particular staff member at any time to discuss their individual situation and/or needs.
Extended absences may require additional communication regarding continued enrollment. 
Late-Pick-Up

When a parent is late in picking up, it can be not very disconcerting to a young child. The staff is as supportive as possible, but it is a situation we want to avoid. Children must attend according to the class schedule and be picked up on time each day. If someone else is picking up your child, it is still your responsibility to ensure they are picked up on time.

Allow adequate time to park and walk to the classroom door to sign your child out for the day. Your promptness supports our classroom staff as they collaborate and prepare their rooms and materials for learning experiences. Please be respectful of their time.

Parents who will be late picking up their child due to an emergency must call the Office and send a Pro Care message to the teacher. It does not excuse the late pickup of your child, but it does help us plan accordingly. It is ultimately your responsibility to contact someone on the child’s emergency card to arrange for the pick-up of your child when you are unable to do so. Individuals picking up children must be 18 years or older, have photo identification, and be listed on the emergency card. The child will not be released to anyone under the age of 18 or to anyone who smells of alcohol or has the appearance of being under the influence.

Late Fees
For children who are picked up after their booked enrollment, a late fee of $10 per child is charged for each 15-minute interval or part thereof for the first late fee in a month. For subsequent late payments in the same month, the payable fee is $20 per child for each 15 minutes or part thereof.
Health and Wellness Policy
The health and well-being of all children and staff is our priority. Children should arrive healthy and be able to participate in the daily program, including outdoor experiences. Families are expected to conduct a health check each morning before arrival.
Children who appear ill upon arrival may be denied admission for the day.
Illness Exclusion Policy
Healthy Kids Learn Better-- Children with the following conditions are excluded from attending Orchard Atelier.
· Fever of 101 or above: The child must be fever-free for 24 hours without medication before returning to school. This gives the child time to recuperate, reduces their susceptibility to other illnesses, and prevents other students from getting sick.
· Diarrhea and/or vomiting: If persistent, check with a physician.
· Persistent Cough: If a fever accompanies it or is excessive and persistent, the child is unable to participate in classroom activities.
· Head Lice (Pediculosis): If your child has live head lice, please keep him/her at home until treated and cleared. If active lice is found at school, the parent will be called to pick up the child to get treatment. Excluded students may return to school after head lice are adequately treated. The child must be re-checked in our office or classroom before returning to school. Children with nits from lice may not return to school.
· Pink Eye (Conjunctivitis): Children may attend school after 24 hours of treatment for pink eye.
· Rashes with unknown causes must seek medical advice or assistance if an allergy is present.
· Runny nose with yellow- greenish discharge.
· Contagious illness
· Severe lethargy which inhibits participation in daily activities. 
If your child is sick and you have questions or concerns, it is best to seek medical advice and/or assistance.

Reminder: A note from the doctor is needed if your child has been absent:
· for 3 days or more
· Due to hospitalization
· due to any injury or surgery
· due to a communicable disease or infection and/or
· whenever requested by the Orchard Atelier office staff
It is the parents’ responsibility to inform a staff member at Orchard Atelier office of any health concerns or changes in health status that could impact their child’s safety and/or education.
A child who becomes ill during the day will be separated from the group and a parent or emergency contact will be notified immediately. Parents must arrange prompt pick-up. Children may generally return after:
· Being fever-free for 24 hours without medication
· Being symptom-free for 24 hours
· Receiving medical clearance when required
Communicable Diseases
Families must notify the school promptly if a child is diagnosed with a communicable disease. Orchard Atelier will provide notifications to families as required by licensing regulations while maintaining confidentiality.

Medication Administration
Whenever possible, medications should be administered at home. Medication may be given If medication is required during school hours, the Parent/Guardian and Authorized Health Care Provider Request for Medication form needs to be completed and signed by the parent/guardian and by the health care provider. 
Medication for school use must be in the original package with the original pharmacy label and the child’s name, medication name, and dosage.

Confidentiality: All records are kept and handled responsibly to maintain the security and privacy of every student’s and family's information.
Non-prescription medications may be administered only in accordance with licensing regulations and with the required written authorization. All medications are stored securely and are inaccessible to children. Medication administration is documented in accordance with California Community Care Licensing requirements.
Allergies and Medical Conditions
Families must disclose all allergies, medical conditions, dietary restrictions, and special health needs before enrollment. Individual care plans may be developed when necessary. Emergency medications, including inhalers and epinephrine auto-injectors, must be accompanied by physician instructions and parent authorization.
Nutrition and Meals
Healthy nutrition supports children's growth, learning, and well-being. Families are responsible for providing a nutritious lunch each day unless otherwise announced.
The school provides:
· Morning snack
· Afternoon snack
· Water throughout the day
Lunches should include:
· Protein source
· Fruits and/or vegetables
· Whole grains when possible
To maintain food safety foods requiring temperature control should be packed in insulated containers. Cold foods should include ice packs. Hot foods should be packed in thermos containers. Microwave heating is not available.
Food Allergies
We work diligently to reduce allergy risks; however, we cannot guarantee an allergen-free environment. Families must notify the school of food allergies before enrollment. Children may not share food with others.
Accidents and Injuries
If a child has a minor accident while at school, first aid will be administered, and the parents will be notified in writing or by phone. If the accident is a serious one, the parent/guardian will be contacted. Three local emergency phone numbers, in addition to the parents’ numbers, must be on the child’s enrollment paperwork. They will also be required to present valid identification upon request. If one of these people cannot be contacted, the school will contact the paramedic unit to transport the child to the nearest emergency room. An accident report is completed on the school premises.
Notify Orchard Atelier immediately of any changes in home addresses, home phone numbers, cell phone numbers, work phone numbers, or emergency contact names and phone numbers.
Disasters
Fire and disaster drills are held regularly. In the event of an emergency or natural disaster, such as an earthquake or fire, all children will follow the School Site Disaster Plan. Children will be kept at the site until a parent or other authorized adult picks them up. An adult listed on the emergency card will be requested to present valid identification before the child is released.
Clothing and Personal Belongings
All children should wear suitable play clothes and sturdy, closed-toe shoes securely strapped or tied; however, children are allowed to take their shoes off outside in the sandy areas. Please put your child’s name in his/her jackets or sweaters. Clothing with unacceptable language or pictures is not permitted. Families should provide:
· Extra clothing
· Weather-appropriate outerwear
· Closed-toe shoes
· Diapers and wipes, when applicable. All belongings should be clearly labeled. Orchard Atelier is not responsible for lost or damaged personal items.
Cell Phones
Due to the disruption of classes in session, cell phone use is not permitted unless an extreme emergency arises. Please refrain from using a cell phone during drop-off and pick-up.
Communication
Open communication between parents, staff, and administration is critical to the program. Staff at each site should be able to assist you with any concerns that you may have. Please do not hesitate to speak to the teacher and or Management. Every effort will be made to resolve any problem that arises in a timely and effective manner.  Our methods of communication may include the following: 
· ProCare app
· Email 
· Newsletters 
· Learning stories 
· Documentation panels 
· Family conferences 
· Phone calls 
· Parent meetings 
Families are encouraged to communicate questions, concerns, and feedback promptly.
Celebrations
We do not celebrate holidays, as each child and family has their own culture, religion, customs, and/or traditions that make up their holiday celebrations. It is our goal to respect each one and to celebrate the diversity of our community. Parents will be encouraged to share cultural experiences with the children, such as stories, songs, traditional clothing, and photos, as appropriate for young children throughout the school year.  Orchard Atelier will host various events throughout the school year and will inform parents in our monthly newsletter. 
Birthdays
We value individual children's birthdays in an equitable environment that fosters goodwill and fairness for all.  We suggest that you bring your child’s favorite dish to celebrate their birthday. 
Party favors: In keeping with our values, parents are discouraged from giving party favors or goody bags to other children. 
If parents want to bring desserts or treats for any occasion, including birthdays, the teachers will seek permission from the other children’s families. The product will be mindful of any allergies, so all can partake. 

Entertainment: We do not allow outside entertainment for birthdays; however, we invite parents and grandparents along to celebrate during snack time, with the birthday child on their special day. During morning/afternoon snacks, a "Happy Birthday" song will be sung by their peers and teachers, followed by special claps chosen by the child.

Personal Belongings and Toys
Orchard Atelier program provides many enriching experiences and resources for your child. Please do not send toys of any kind to school with your child. Toys from home disrupt the program. We cannot be responsible for toys from home that become lost or broken.
Grievance Procedures
Please get in touch with the classroom teacher regarding your concerns. If you are not satisfied with the teacher’s response, contact the Management of Orchard Atelier at (714) 970-2311 or send a letter/email to office@peacockspreschool.com

Upon receipt, you will be contacted to discuss your concerns and to reach a resolution. Our goal is to consistently evaluate program operations to effectively meet the needs and interests of our children and families.
Outdoor Classroom
Outdoor experiences are a daily component of our curriculum. Children are expected to participate in outdoor activities unless a physician provides written documentation indicating restrictions. Weather permitting, children will spend time outdoors every day.
Guidance and Social-Emotional Development
Our approach to guidance is rooted in respect, relationship, and teaching rather than punishment. Teachers support children by:
· Modeling respectful communication
· Teaching problem-solving skills
· Helping children identify emotions
· Encouraging empathy
· Facilitating conflict resolution
· Creating predictable routines
Supporting Children’s Developing Social Competence
When behavior presents safety concerns, teachers will:
· Observe and document patterns
· Collaborate with families
· Modify the environment
· Provide additional support strategies
· Develop individualized plans when appropriate
Positive Guidance
Orchard Atelier uses relationship-based guidance practices. We support children by:
· Teaching social-emotional skills 
· Modeling respectful communication 
· Supporting problem-solving 
· Encouraging empathy 
· Providing co-regulation 
· Facilitating conflict resolution 
Corporal punishment, humiliation, threats, or intimidation are never permitted.
Inclusion and Individualized Support
Orchard Atelier strives to serve children with diverse learning needs whenever appropriate support can be provided safely and effectively. Partnerships with families and outside specialists are encouraged to support children's success.
Mandated Reporting
California law requires childcare professionals to report suspected child abuse or neglect. Staff members are mandated reporters and are legally required to make reports when reasonable suspicion exists. Families will not necessarily be notified before a report is made.
Emergency Preparedness
The safety of children is our highest priority. The school maintains written emergency procedures for:
· Fire
· Earthquake
· Evacuation
· Shelter-in-place
· Utility failures
· Medical emergencies
· Environmental hazards
Emergency drills are conducted regularly as required by licensing regulations.
Emergency Medical Treatment
In the event of a medical emergency, Orchard Atelier staff will:
1. Administer first aid.
2. Contact emergency services when necessary.
3. Notify parents immediately.
4. Obtain emergency medical care when parents cannot be reached.
Parents authorize emergency treatment through enrollment documentation. Families are responsible for costs associated with emergency medical care.
Disaster and Emergency Closures
The school may close temporarily due to:
· Natural disasters
· Public health emergencies
· Utility interruptions
· Government orders
· Conditions affecting safety
Families will be notified through available communication systems.
Licensing Information
Orchard Atelier operates under regulations established by the California Department of Social Services, Community Care Licensing Division. Families have the right to review licensing reports and complaint investigations. Questions regarding licensing may be directed to:
California Department of Social Services
Community Care Licensing Division
Current licensing information is posted in the school office as required by law.
Parent Rights
Parents have the right to:
· Visit the program without advance notice whenever children are in care.
· Review licensing reports.
· Receive information regarding program policies.
· Discuss concerns with administration.
· Participate in their child's educational experience.
Confidentiality
All child and family information is treated confidentially and maintained in accordance with applicable laws and regulations. Information will only be released as authorized by parents or required by law.
Termination of Services
Orchard Atelier reserves the right to terminate enrollment when:
· Tuition obligations are not met.
· Required forms are not maintained.
· The program cannot safely meet a child's needs.
· Family conduct disrupts the program's operation.
· Licensing requirements cannot be maintained.
Whenever possible, families will receive written notice.

Family Handbook Acknowledgment
I acknowledge that I have received and reviewed the Orchard Atelier Family Handbook.
I understand that the policies and procedures described herein are intended to support the health, safety, and well-being of all children and families.
[image: ]I agree to comply with the policies outlined in this handbook. My signature and initials on the Orchard Atelier Admission Agreement is evidence. 











Infant–Toddler Program (Ages 0–3yrs)
Program Overview
Orchard Atelier is pleased to offer an Infant–Toddler Program for children from birth to 24 months, thoughtfully designed to support each child’s earliest relationships, emerging independence, and sense of belonging. Our Infant–Toddler Program is grounded in the Reggio Emilia philosophy, recognizing infants and toddlers as capable, curious, and communicative from the very beginning of life.
This program serves as the foundation of our continuum of care, which includes:
· Infant–Toddler Program: Birth to 3 years (Not Potty-Trained)
· Preschool Program: 2 1/2 to 5 years (Must be potty trained)
· Transitional Kindergarten (TK): TK through age 8
Our Image of the Infant and Toddler
At Orchard Atelier, we view infants and toddlers as:
· Competent and expressive, even before verbal language emerges
· Active participants in their own learning
· Relational beings, who learn through connection, trust, and responsiveness
Learning at this stage occurs through sensory exploration, movement, imitation, and meaningful relationships with consistent caregivers.
The Role of the Teacher
Teachers in the Infant–Toddler Program serve as:
· Primary caregivers, building secure attachments
· Careful observers, attuned to cues, rhythms, and emerging interests
· Co-researchers, supporting exploration rather than directing outcomes
Care routines such as feeding, diapering, and napping are viewed as meaningful moments for connection, communication, and learning, not interruptions to learning.
Continuity of Care and Primary Caregiving
To promote emotional security and well-being, our Infant–Toddler Program emphasizes:
· Consistency in staffing
· Primary caregiving assignments, where possible
· Predictable routines, responsive to each child’s individual needs
These practices support trust, attachment, and smooth transitions within the day.
Environment as the Third Teacher
Our Infant–Toddler environments are intentionally designed to:
· Be calm, safe, and nurturing
· Invite sensory exploration and movement
· Reflect natural materials, soft lighting, and open-ended resources
· Support both individual exploration and small-group interactions
The environment evolves in response to children’s interests and developmental readiness.
Care Routines and Daily Rhythm
Rather than a rigid schedule, infants and toddlers experience a responsive daily rhythm that honors individual needs for:
· Feeding (breast milk, formula, solids)
· Diapering and toileting readiness
· Sleep and rest
· Indoor and outdoor exploration
Families are encouraged to share their child’s routines and preferences to support continuity between home and school.
Diapering and Hygiene Policy
Diapering is approached as a respectful caregiving interaction.
· Diapers are checked every hour and changed as needed
· Gloves are worn for each diaper change
· Diapering surfaces are cleaned and sanitized after every use
· Children are never left unattended on diapering tables
· Families provide labeled diapers, wipes, and creams with written authorization
Toddlers showing readiness may be gently supported in early toileting awareness in partnership with families.
Feeding and Mealtime Policy
Feeding is a time for connection, communication, and developing autonomy.
· Feeding schedules are individualized
· Infants are held during bottle feeding; bottles are never propped
· Children are never forced to eat
· Teachers observe hunger and fullness cues
· Allergies and dietary restrictions must be documented prior to enrollment
All feeding practices comply with licensing and health guidelines.
Bottle Handling and Breast Milk Policy
To ensure safety and sanitation:
· All bottles and breast milk containers must be clearly labeled with the child’s full name and date
· Breast milk is stored, prepared, and warmed according to licensing guidelines
· Bottles are warmed using approved methods only; microwaves are not permitted
· Bottles are discarded according to required timeframes
· Unused breast milk is handled by family instructions and health guidelines
Sleep and Safe Sleep Policy
Sleep is essential to growth and regulation and is supported in a safe and respectful manner.
· Infants are placed on their backs to sleep unless a physician’s note indicates otherwise
· Each infant is provided with an individual crib that meets safety standards
· Cribs are free of loose items, including blankets, pillows, or toys
· Sleep schedules are individualized
· Teachers conduct and document required sleep checks per Title 22
· Sleeping infants are always supervised
Health, Safety, and Well-Being
The Infant–Toddler Program follows all California Community Care Licensing Title 22 regulations, including:
· Safe sleep practices
· Required teacher-to-child ratios
· Daily health checks
· Ongoing supervision
Health and Illness Policy
To protect the well-being of all children:
· Daily health checks are conducted upon arrival
· Children showing signs of illness may be excluded according to the center policy
· Medication is administered only with proper authorization and documentation
· All injuries or incidents are documented and shared with families
(Refer to the Health and Safety section of the Parent Handbook for additional details

Family Communication and Partnership
Families are valued as essential partners.
· Daily communication includes updates on feeding, sleep, diapering, and well-being
· Families are encouraged to share changes in routines or health
· Teachers communicate concerns promptly and respectfully
This collaboration supports continuity of care between home and school.
Transitions
Transitions are handled thoughtfully and with care.
· Entry into the Infant–Toddler Program is gradual and family-centered
· Transitions within the day are predictable and responsive
· Transitions to Preschool are planned collaboratively with families, honoring readiness and relationships
Primary Caregiving and Relationships
Orchard Atelier prioritizes relationship-based care.
· Infants are assigned to a primary caregiver, when possible, to support attachment and continuity
· Consistent staffing supports emotional security and trust
· Teachers respond attentively to infants’ cues, rhythms, and communication
Strong relationships form the foundation for exploration, learning, and well-being.
2. Supervision and Ratios
· Infants and toddlers are always supervised, both indoors and outdoors
· Required teacher-to-child ratios are maintained per Title 22 regulations
· Teachers position themselves to ensure constant visual and auditory supervision
· Children are never left unattended
Family Partnerships
Families are considered essential partners in the Infant–Toddler Program. We support strong partnerships through:
· Daily communication about care routines and milestones
· Respect for family values, culture, and caregiving practices
· Collaboration during transitions into and out of the Infant–Toddler Program

Infant Sleep Check Policy Procedures
Program: Infant Program (0–24 months)
Licensing Reference: California Code of Regulations, Title 22, §§101229, 101438, 101239.2 (Infant Safe Sleep)
Policy Statement (Title 22 Compliant)
Orchard Atelier is committed to ensuring the health, safety, and well-being of all infants during rest and sleep periods. In accordance with California Title 22 regulations, all sleeping infants shall be visually checked at least every 15 minutes by a qualified staff member. These checks are documented and maintained on file.  Infants are always supervised and placed in environments that promote safe sleep practices.
Safe Sleep Requirements (Required by Title 22)
Staff must ensure that:
· Infants are placed on their backs to sleep, unless a licensed physician’s written authorization is on file.
· Infants sleep in a crib or play yard that meets current safety standards.
· Cribs are free of loose items, including:
· Blankets
· Pillows
· Bumper pads
· Stuffed animals
· The infant’s face always remains visible and unobstructed.
· The room is well-lit enough to allow clear visual supervision.
· Staff remain physically present and attentive in the infant sleep area.
15-Minute Sleep Check Procedure
During each 15-minute interval, the assigned staff member must visually confirm and document the following:
· Infants breathe normally
· Infants are in a safe sleep position (on their backs)
· Infant’s airway is clear
· Infants show normal skin color
· Infants are not in distress
· Crib environment remains free of hazards
If any concern is observed, staff must respond immediately, provide appropriate care, and notify the Director and the parent/guardian as required
APPENDIX A

Technology and Screen-Free Learning Policy
Orchard Atelier is committed to providing a rich, hands-on learning environment.
Children learn best through:
· Human interaction
· Nature exploration
· Conversation
· Movement
· Creative expression
· Open-ended materials
Screen use is extremely limited and only utilized when it directly supports curriculum investigations.
Examples may include:
· Research related to projects
· Viewing documentation of previous work
· Virtual experiences that enrich learning
Personal electronic devices are not permitted for children during school days. Families are encouraged to support healthy screen habits at home.
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APPENDIX B
Nature School Expectations
Outdoor learning is an essential part of the Orchard Atelier experience. Children participate in outdoor exploration daily whenever weather permits. Families are expected to provide:
Appropriate Clothing
· Comfortable play clothes
· Extra clothing
· Jackets or sweaters
· Hats
· Closed-toe shoes
Sun Protection
Families should apply sunscreen before arrival. Additional sunscreen may be applied according to signed authorization forms.
Outdoor Exploration
Children may encounter:
· Dirt
· Water
· Mud
· Sand
· Gardening materials
· Natural loose parts
We encourage families to dress children for exploration rather than concern about getting messy. Messy learning is meaningful learning.
Closing Message
Thank you for choosing Orchard Atelier.
We are honored to share this journey with your family. Together, we will cultivate a learning community rooted in curiosity, creativity, collaboration, and respect for the extraordinary capabilities of every child.
Welcome to Orchard Atelier—where children's ideas take root, grow, and flourish.
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