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Letter from our Director 
 
Dear Parents, 
 
We are excited that your child is a part of FBC Learning  
Center. We look forward to a year of fun, learning and 
growing. 
 
Please take the time to read and familiarize yourself with 
this handbook. It will give you information along with  
guidelines for our program. It also gives ways in which you as 
parents can help and our basic philosophy of working with 
children. 
 
We want your child to have a positive experience. If you 
have any questions or concerns, please feel free to contact 
me. 

 
Barbara Goodman 
Preschool Director 

817.995.1523 
Barbara@fbcardmore.org 

 
 
 
 

 
 

“Train up a child in the way he  
should go: and when he is old,  

he will not depart from it.”  
Proverbs 22:6 

 



T 
Our Program 
 

 he purpose of First Baptist Church Learning Center is 
to provide a Christian atmosphere to support parents in 
training their children as they grow physically, socially,     
emotionally, mentally and spiritually. Our aim is to create a        
positive learning environment that is nurturing, caring,      
engaging and secure. We want to allow the child to grow 
and develop as Jesus did “in wisdom and stature, and in     
favor with God and men”. Luke 2:52 
 

Please accept this personal invitation to visit our church and 
participate in our church activities. 
 

Our educational approach is learning through play. Learning 
centers help children in many different ways. Puzzles help 
develop hand-eye coordination and fine motor skills. Home 
living expands the imagination and the ability to share and 
work together. Art or painting centers enhance creativity, self
-expression, and a sense of accomplishment. 
 

Learning Center is a ministry of First Baptist Church and    
operates under their policies, procedures, and statement of 
faith. 
 

Spiritual Influence 
1. Bible stories and singing songs will be a part of our       

program.  
2. Teachers reinforce the Bible story with their daily               

activities. Material is age appropriate and easy to                       
understand. 

3. Chapel will occur the each Thursday and will have age  
appropriate Bible stories for your kids. 

 
Thank you for considering FBC Learning Center as a place to 
take care of your precious little ones. If you should have any 
further questions regarding our program, please feel free to 
contact our director, Barbara Goodman or our Children’s 
pastor at 580-223-1473 or Barbara@fbcardmore.org. 



Ages 
 Children who are between the ages of 6 months 
through 4 years may be enrolled in FBC Learning Center. 
 

Operating Hours 
FBC Learning Center will operate from 9:00am to 2:45pm 
each Tuesday and Thursday. 
 

Tuition and Fees Policies 

1. There is an annual supply fee of $35.00 and is due at                
registration. This fee in non-refundable. 

2. Tuition is $150.00 per month per child and is due the first 
Tuesday of each month. August and September for the 
Fall Semester are counted as one month. 

3. A $25 fee will be charged if your tuition is not paid by the 
10th of each month. 

4. Tuition payments may be hand delivered to the Nursery 
Desk on Tuesday’s or Thursdays. Checks are to be made 
out to First Baptist Church. A $25.00 fee will be charged 
for any returned checks. Any person submitting two 
checks that are returned for insufficient funds will be     
required to pay in cash. 

5. Online payments with a credit card are now accepted at 
fbcardmore.org. Monthly recurring payments can be 
scheduled as well. Set it and forget it! 

6. Tuition is due on the first Tuesday of the month. If your 
child is absent, payment will still be due in order to keep 
your child’s place in his/her class.  

7. If you are unable to make this payment plan, please feel 
free to contact the Preschool Director to discuss options. 

8. A two week notice is required in writing if a child is to be 
withdrawn from our program. No fees will be refunded. 

9. A copy of tuition payments will be furnished upon request 
for tax purposes. Tax Statements will be mailed by       
January 31 of each year. 

General Information Continued… 

Policies and Procedures 



Policies and Procedures 
Tuition and Fees Policies continued... 

11. $1.00 per minute per child is charged after 3:00pm. 
Please call the FBC Nursery, 580-223-1473 Ext. 330 in case 
of a delay or an emergency. 

 

Financial Agreement 
1. FBC Learning Center is operated as a non-profit ministry 

to young children and their families. 
2. All payments should be paid on the first Tuesday of the 

month. 
3. All accounts must be kept current. Accounts which        

become two (2) weeks delinquent will be subject to       
removal of child from the program. 

4. A family is eligible to re-enroll their child for the next               
semester only if their account is up-to-date. 

5. Children not picked up by 3:00pm will be charged $1.00 
per child per minute. Correct time will be determined by 
the school clock.  

6. The school reserves the right to make adjustments in     
tuition which may be required due to increased operating 
expenses. Parents shall be notified in writing of tuition   
increases at least 30 days in advance.  

 

Arrival and Dismissal Policy   
1. Children will only be dismissed to those persons whose 

names appear on the authorized pick up list on the      
enrollment form. Any changes or additions to this form 
need to be made by a parent to the Director in writing.  

2. If teachers do not know a person picking up a child, the          
teacher will require the person to present a driver’s license 
for proof of identification. This is for the protection of your 
child. 

3. School starts at 9:00am. Drop-off begins at 8:50am.                 
Children are to be taken to their room each day and will 
be picked up only by a parent or authorized adult. A 
child may not be released to a minor. 

4. Please DO NOT arrive before 8:50am. 
Arrival and Dismissal Policy continued… 



Policies and Procedures 
5. All children should arrive promptly between 9:00am and 

9:15am. Activities begin with the arrival of the first child—it is 
important that our activities begin promptly and that all 
children be on time for class. 

 

General Information 
     Time of Operation: FBC Learning Center opens at 9am 
and closes at 2:45pm on Tuesdays and Thursdays. Punctuality is 
vital to the effective operation of our program and to                          
fostering a sense of security and consistency for the children                   
attending. 
      Attendance: Consistent, prompt attendance is advised. If 
your child is going to be absent or late, please notify the                        
Director. If your child is absent, payment is still                         
required. 
     Birthdays: Parents may bring simple refreshments. Please  
notify the teacher in advance so that proper arrangements can 
be made. This must be done at least the operational day                  
before so we can post allergy alerts. 
     Other Parties: Thanksgiving, Christmas, Valentines, Easter, 
and End-of-the-Year are our other party times.  
     Lunch/Snacks: Peanut butter and any nut products are no 
longer allowed in any room. We are a peanut free facility. A 
mid morning snack will be provided each day. Breakfast must 
be eaten before your child arrives at school. Each child is to 
bring his/her lunch. A lunch should have nutritious foods with a 
drink included. Please do not send candy in your child’s lunch. 
We encourage children to have good, healthy eating habits. 
       Please bring plastic bottles for babies. Baby foods may be 
brought for infants. We can refrigerate and warm bottles if 
needed.        
     Rest time: Each class will have a rest/nap time each day. 
Children may bring a “lovey” and/or a pillow for rest time. 
Please make sure all items are labeled and will fit in the                
backpack. Parents may provide nap mats but this is not                 
required. Sanitized mats are available for each students. 



General Information Continued… 
     All children are required to rest quietly on their mat                  
during rest time. They do not have to sleep but we cannot 
allow them to disturb the others in the class. 
        Infant and toddlers are provided with a crib, sheets, and 
a blanket.    
     Clothing: Children should wear play clothes at all times. 
Each child also needs an extra change of clothes with his/her 
name clearly labeled on them. Boots and crocs are not                  
permitted. Tennis shoes are the best. Please send a jacket in 
fall, winter, and spring.     
     Lost and Found: Lost and found articles are kept in the 
office. 
     Child Custody: Our program has no legal authority to 
refuse either parent the right to pick up their child unless a 
court has granted temporary or permanent custody to one 
parent or to a third party. In this instance, the program will 
need to be given a copy of the orders bearing the court’s              
signature. 
     Curriculum: WEELearn Church Weekday Education is               
published by the Sunday School Board of the Southern   
Baptist Convention. The curriculum provides Bible based age 
appropriate activities along with thematic units for young 
children. 
     We also supplement the curriculum with age-appropriate 
academic activities to help develop the total child. 
 

Planned Days Off (Holidays) 
FBC Learning Center follows the Ardmore School District in 
regards to holiday days off.  
 

Bad Weather Days 
FBC Learning Center follows the Ardmore School District in 
regards to bad weather school closings.  Please watch KTEN 
for school closings and delays.  If Ardmore City Schools is 
closed, then FBC Learning Center will be closed. These days 
will not be made up and tuition will not be refunded. 

Policies and Procedures 



Bad Weather Continued… 
If for any reason the program needs to take cover for severe 
weather we will move to the playroom downstairs and wait 
out the storm. Please do not attempt to pick-up during the 
storm. You may call or text the Children’s Pastor or Director to 
check on your child. 
 

Follow the Learning Center at First Baptist Church Ardmore 
on Facebook for up-to-date information on program          
activities as well as  closings. 
 

Health Policies 
     Immunizations: FBC Learning Center requires each par-
ent to provide proof of his/her child’s immunization record. It 
is essential that these be up-to-date and on file in the office. 
     Medications: Medication will not be given to any child 
under any circumstances. If Medication is needed then a                  
parent must come to the center to administer that                            
medication. 
 

Illness and Accidents 
1. Any child showing any of the following symptoms of illness 

will be taken to the office and the parent will be contact-
ed. 

 Fever 
 Vomiting and/or diarrhea 
 Chicken pox, scarlet fever, measles, mumps 
 Sore throat/Croup 
 Runny Noses (up to the discretion of the Director) 
 Skin infection (i.e.. Ringworm, impetigo, boils) 
 Pink Eye 

 

The child will not be admitted back to school until he/she is 
free from illness and/or fever for 24 hours. Re-admittance 
will be at the discretion of the Director. 

Policies and Procedures 



Illness and Accidents Continued… 
2. Parents will be notified when a child has been exposed to a              

communicable disease within the school. Parents should    
notify the school when children are exposed to               
communicable disease away from school. 

 

3. In case of any accidents or sudden illness, the Director will 
contact the parents immediately. In an extreme emergency, 
when the parents or the personal physician cannot be 
reached, the child will be taken to the emergency room. 
The Child’s record will be pulled and the parents notified. 
The medical release and file will be with the Director at the 
hospital. The Director will leave the program with the child 
and emergency personnel. 

 

Discipline and Guidance 
Discipline must be: 

1. Individualized and consistent for each child; 
2. Appropriate to the child’s level of understanding; and 
3. Directed toward teaching the child acceptable                    

behavior and self-control. 
 
A caregiver may only use positive methods of discipline and 
guidance that encourage self-esteem, self-control, and self-
direction, which include at least the following: 

1. Using praise and encouragement of good behavior 
instead of focusing only upon unacceptable behavior; 

2. Reminding a child of behavior expectations daily by  
using clear, positive statements: 

     3. Redirecting behavior using positive statements: and 
     4. Using brief supervised separation or time out from 

the group, when appropriate for the child’s age and 
development, which is limited to no more than one 
minute per year of the child’s age. 

Policies and Procedures 



Discipline and Guidance continued... 
There must be no harsh, cruel, or unusual treatment of 
any child.  The following types of discipline and                   
guidance are prohibited: 
 Corporal punishment or threats of corporal punish-

ment; 
 Punishment associated with food, naps, or toilet 

training; 
 Pinching, shaking, or biting a child; 
 Hitting a child with a hand or instrument; 
 Putting anything in or on a child’s mouth; 
 Humiliating, ridiculing, rejecting, or yelling at a 

child; 
 Subjecting a child to harsh, abusive, or profane lan-

guage; 
 Placing a child in a locked or dark room, bath-

room, or closet with the door closed; and 
 Requiring a child to remain silent or inactive for in-

appropriately long periods of time for the child’s 
age.  

Biting and Scratching Policy 
Physical acts of aggression such as biting/hitting/scratching are 
amongst the biggest concerns voiced by parents. While it is 
shocking when your child becomes physical, it is not unusual be-
havior for children of a young age. When children are overcome 
with emotions such as fear, anger, frustration, or disappoint-
ment, for example because another child has a toy they want, 
they do not have the language to express themselves. 
 
Many children go though stages in their development that oth-
ers find unacceptable. Biting and scratching in particular is a 
very unpleasant form of behavior. Temper tantrums are anoth-
er form of behavior that most children of a similar age or devel-
opment stage go through. Happily, just as temper tantrums 
eventually diminish with age so, usually, does biting and 
scratching. 

Policies and Procedures 



Biting and Scratching Continued… 
Here is how we will handle these situations: 
 we will comfort the bitten/scratched child and administer 

appropriate first aid. 
 Explain to the biting/scratching child why it is unacceptable. 

Also removing the child from the circumstances that                     
provoked the biting/scratching for a short period of time. 

 We will always inform the parents of the child that has                   
bitten/scratched and discuss with them how they deal with 
such incidents if they occur outside the Learning Center. 

 We will notify the parent of the child that has been bitten 
but we will not disclose the identity of the child that has                 
bitten, as it is vital to maintain confidentiality. 

 We will discuss the incident with all staff members so that 
the situation may be monitored. 

 It is not our policy to exclude a child for this type of behavior 
as it only removes the child and does not address the                
problem. 

 We would ask that the parents have their child’s                           
immunizations up to date including tetanus and hepatitis.  

 Teachers make every effort to prevent biting in the                    
classroom. However, young children sometimes bite. As Early 
Childhood Educators, we know that biting is a normal part 
of some children’s development. There are three levels of 
biting behavior and the subsequent discipline method for 
each listed below. 

 
Here are our different levels of thinking when it comes to biting/
scratching. Discretion will fall to the Director and/or Children’s 
Pastor. 
 
LEVEL ONE 
If a child bites/scratches one time, they will be told, “No, biting 
hurts” or “nice hands” and then redirected to another activity. 
Attention will be given to the injured child. 
 
LEVEL TWO 
If a child bites/scratches three times in one day, the same disciple 
method will be followed each time. In addition, the parent will 
be required to pick up the child from the Learning Center. The 
child may return the next day. 

 

Policies and Procedures 



Biting and Scratching Continued… 
 
LEVEL THREE 
If a child reaches Level Two again in the same week, the above 
methods will be followed. In addition, the child may not be able 
to return to school the next day. Any child exhibiting level three 
behavior for three weeks may be disenrolled. At no time will we 
share information about the child biting or the child bitten with 
any other parent other than their own. We will do everything 
possible to avoid disenrollment but in some extreme cases this is 
our only option. 
 

Ways Parents Can Help 
1. Help the child attend FBC Learning Center regularly except 

when he/she is ill. 
2. Communicate with your child’s teachers, but refrain from 

discussing your child in his/her presence. 
3. Know your child’s teachers. Work with them concerning 

problems that may arise. The more the teacher knows 
about the child, the better she can help the child. We all 
need to work  together to help your children grow and 
learn. 

4. Take an interest in your child’s weekly program activities. 
5. Build into your child a wholesome, friendly attitude toward 

the teacher and other children. 
6. Take time to do things with your child. Love, work, visit 

school, and play together as a family. 
7. Report any upsetting experiences which you think will help 

the teacher understand your child. 
8. Help your child know his/her full name, age, address, and 

phone number. 

Policies and Procedures 



 

 

 

 

Questions or Concerns 
If you have any questions or concerns please do not 
hesitate to call the Director or Children’s Pastor. 
Learning Center is a ministry of First Baptist Church 
and operates under their policies and procedures. 

225 1st Avenue SW 
Ardmore, Oklahoma 73401 

www.fbcardmore.org 
 

 
 

Barbara Goodman, 
Director 

barbara@fbcardmore.org 
580-223-1473 [office] 

817-995-1523 [cell] 


