
 
 

Nursery Handbook 
 

“Train up a child in the way he should go and when he is old, 
he will not depart from it.”  Proverbs 22:6 

 

 
 
 

 
 
 
 
*The policies of this handbook are in full compliance with all South Carolina Department of Social 
Services (DSS) guidelines and directives.   
 

 



 
Westside Christian Academy 
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All situations not expressly covered by these policies will be referred to the current administration of Westside 
Christian Academy. 

Revised 03/26/2018 
*The policies of this handbook are in full compliance with all South Carolina Department of Social Services (DSS) 
guidelines and directives.  WCA is registered with SCDSS Reg # 877. 

Administering Medications & Medical Emergencies 
All medications are to be checked into the Health Room upon arrival and a Medication Authorization 
Form must be filled out and signed by the parent/guardian.  

 
WCA will not regularly administer over the counter medications to children in nursery care, i.e.; pain 
relievers and fever reducers.  Medications given to children in the nursery should be prescribed by a 
physician.   
Ointments, creams and sunscreens must be provided by parents for each child if needed.  These items 
do not require check-in but should be clearly labeled with the child’s name. 
 

 
Care and Interaction 

The ultimate goal of WCA’s nursery program is to provide quality Christian care to all children 
entrusted to us.  To that end, the following guidelines seek to promote a Christ like attitude and 
witness to children and their families. 
 

1. Caregivers will prepare and deliver age appropriate Bible teachings each day. 
2. Caregivers will prepare and implement age appropriate activities to include music, story time, 

creative and imaginative play, and outside time.  Activities should promote the development 
of fine and gross motor skills as well as cognitive and critical thinking skills and abilities. 

3. Caregivers will spend considerable time in face-to-face interaction with infants and toddlers 
each day. 

Caregivers will allow infants and toddlers ample opportunities for encouraging physical development 
including, but not limited to, placing infants on the floor to allow them to roll and stretch, providing 
low, soft items for children to climb on and providing items of varying textures and colors for 
exploration. 

 
 

Care for Mildly Ill Children 
WCA will not be responsible for providing care for children who are running a fever of 100 degrees 
or more. If a child exhibits signs of a fever, the Health Room attendant will be called and parents will 
be contacted to pick their child up immediately. 
 
Parents who suspect their child is teething and running a low grade fever MUST have a doctor’s note 
stating the child is free from illness BEFORE the child can be admitted back to the Nursery program.  
 
Some common signs and symptoms of childhood illness for which a child may be sent home include 
but are not limited to: swollen eyes with discharge (common for conjunctivitis), diarrhea that cannot 
be contained in a diaper and vomiting.   
 
Please refer to the WCA Student/Parent Handbook regarding other illness guidelines 
 

 



 
Diapering/Toilet Training 

Each room in which children who wear diapers are cared for will have its own diaper-changing area 
adjacent to the hand-washing sink.  Diaper changing areas will be located in clear view in each room.  All 
caregivers will wear protective, non-latex gloves when changing diapers.  Diapering surfaces will be 
cleaned and sanitized after each diaper change.  Toilet training assistance will be given at the request of 
the parents only in the 2 to 3-year-old classroom. 
 

Discipline 
Physical discipline such as spanking is expressly prohibited.  Time-outs and similar actions must be 
of a duration appropriate to the child’s age and must be accomplished within the caregiver’s sight.  
No isolation of a child will take place outside of the sight of the caregiver.  All discipline will be 
conducted with a Christ-like attitude.  
 

Feeding, Eating and Drinking 
Cups, bottles, bowls and other food containers MUST come to the nursery labeled with the child’s name 
and will be used only by that child.   

 
Parents must provide the caregiver with a written feeding plan which includes the time the feeding should 
occur, the specific food(s) or beverages, and the quantities.  Parents should update this information 
regularly and note any changes in writing. 

 
Due to nutritional concerns, the microwaving of breast milk is prohibited. If breast milk is provided for an 
infant, it will be heated by placing the bottle in an appropriately sized container of hot water until it is 
warmed enough for feeding.   

 
Infants will be held while being bottle fed until they are able to hold their own bottles.   

 
Baby formula, juice, and food served in a bottle should be prepared, ready to feed, identified, and 
packaged for single use for each child.  

 
If powdered formula is used, parents should provide the proper written instructions for the reconstituting 
of the powder for their child.  In the event that a parent does not provide bottled water to reconstitute 
powdered formula, tap water will be used.  Any excess formula, juice or food will be discarded after each 
feeding.   

 
Parents will receive daily notes indicating the time of feedings, the amounts consumed and any feeding 
concerns or observations. 
 
Children who are able to eat solid foods will be offered foods cut into pieces of one half inch in size 
or less for toddlers and one quarter inch or less for infants. 

 
Toddlers will be offered water routinely throughout the day.   
 

 
 
 
 
 
 



 
Sleeping 

Infants will be placed on their backs to sleep unless the parent provides a note from a 
Physician specifying otherwise.   

 
Cribs will not be placed next to each other so that one child may reach into the other child’s crib. 

 
Toddlers will have nap time on nap mats placed around the room.  Parents are responsible to supply a 
clean blanket for their child for nap time.  Children will never be left unattended during nap time. 

 
Parents will receive written notice each day of the length of their child’s nap(s). 

 
 

1. Infants and toddlers will not be allowed to sleep in swings or any other device other than a 
crib and must be placed in the crib on their back when sleeping.  

2. Keeping children confined to car seats, high chairs, playpens or similar devices for extended 
periods of time is prohibited.  

 
Staffing and Ratios 

The ratio of staff to children in each age group is equal to or less than the current published guidelines of 
DSS.  Current ratios for the WCA Nursery program are as follows:  Birth to 1 year: 1:5; 1 to 2 years, 1:6; 
2 to 3 years: 1:8.   

 
When there are mixed age groups in the same room the Staff: Child ratio for the youngest age present will 
be maintained.   

 
Children will be directly supervised at all times by qualified staff persons. For infants and toddlers, staff 
persons will be in the same room or area as the children and the children will be within their sight at all 
times. 
 
In the event of a caregiver turnover, the next caregiver will be apprised of all pertinent information for 
each child in their care.  Any concerns of the initial caregiver will be communicated to the parent by the 
caregiver on duty at the time of pick-up.  

 
Biting 

 
Biting is unfortunately not an unexpected behavior for toddlers.  Some children and many toddlers 
communicate through this behavior. However, biting can be harmful to other children and to staff. 
This biting policy has been developed with both of these ideas in mind.  We understand in our 
nursery biting, unfortunately, will occur.  Our goal is to help identify what is causing the biting and 
resolve these issues. If the issue cannot be resolved, this policy serves to protect the children that are 
bitten. If a biting incident occurs, we require that the parent of the child biting and the parent of the 
child who was bitten be contacted. In this communication with parents, the names of the children are 
not shared with either parent.  
When Biting Does Occur: 
Our staff strongly disapproves of biting.  We work very hard to keep children safe and help the child 
that bites learn more appropriate behavior.  We will not use any methods to alarm, hurt, or frighten 
children. 
  



 
For the bitten child: 

1.  First aid is given to the bite. It is cleaned with soap and water. If the skin is 
broken, the bite is covered with a bandage. 

2. Parents are notified. 

3. Teachers will fill out our biting form to document the incident and a report will 
be entered into RenWeb in the Medical Log. 

For the child that bit: 
1. Teacher will firmly tell the child “No, Biting hurts!” 

2. The child will be placed in timeout for no longer than one minute per each year of 
age. (Ex: 2-year-old – 2 mins) 

3. The Parents are notified  

4. The biting form will be filled out and the incident will be documented in RenWeb 
under the behavior tab. 

When Biting Continues: 
1. The child will be very closely monitored to help prevent any biting incidents and to help 

determine what is causing the biting. 

2. The child will be observed by the nursery director to help determine what is causing the 
child to bite (teething, communication, frustration, etc). 

3. The child will be given positive attention and approval for positive behavior. 

When Biting Becomes Excessive: 
1. If a child inflicts 3 bites in a one-week period (5 weekdays) in which the skin of another 

child or staff member is broken or bruised or the bite leaves a significant mark, a 
conference will be held with the parents to discuss the child’s behavior and how the 
behavior may be modified. 

2. If the child again inflicts 3 bites in a one-week period (5 weekdays) in which the skin of 
another child or staff member is broken or bruised or the bite leaves a significant mark, 
the child will be suspended for 1 day.  

3. If the child again inflicts 3 bites in a one-week period (5 weekdays) in which the skin of 
another child or staff member is broken or bruised or the bite leaves a significant mark, 
the parents will be asked to withdraw their child from WCA. 

If a child, who has gone through steps 1 and/or 2, goes 3 weeks (15 weekdays) without biting 
we will go back to step one of the excessive biting policy. 
If a child bites twice in a 4-hour period, the child will be required to be picked up from 
school for the remainder of the day. This will not count towards the 1-day suspension. 
 

Past experiences of biting are not included in this policy and only biting that occurs after 3/26/2018 will be covered 
by this policy. Administration will exercise their authority in making decisions in the best interest of all children 

involved. The Administration’s decision is final in all cases.  



 
WCA Statement of Cooperation 

 
In consideration of enrollment of my (our) child(ren), __________________________________in Westside Christian 
Academy: 
 

1. I(We) acknowledge that Westside Christian Academy is a private, Christian school. 
2. I(We) acknowledge that I(we) have received a copy of the Parent/Student handbook of WCA, that I(we) have 

read it, and I(we) have had ample opportunity to have all my(our) questions about it answered. 
3. I(We) acknowledge and I(we) pledge respect for the Statement of Faith, the Mission Statement, and the 

Statement of Philosophy of the School as printed from the Parent/Student Handbook. 
4. I(We) agree to adhere to the policies of the School as set out primarily in the Parent/Student Handbook.  
5. I(We) agree to abide by, and be guided by the statements, guidelines and other requirements set out in the 

Parent/Student Handbook. 
6. I(We) agree to pay the tuition charges as stated in the Student Handbook. 
7. From time to time, my child may have to take medication during the school day. I(We)will abide by the Health 

Room policies in the Parent/Student Handbook, and I(we) specifically consent to the designated school staff 
member administering the medication according to the written directions I(we) provide. 

8. I (We) agree to cooperate with the School Board, the Principal, the teachers, staff and other parents for the 
betterment of my child(ren) and His/her classmates as students of WCA, and I(we) grant authority to discipline 
my(our) child(ren) as described in the Parent/Student Handbook. 

9. I(We) give permission for my(our) child(ren) to take part in all school activities, including sports and school - 
sponsored trips away from the school premises and absolve the school from any liability because of injury. In 
case of accident or serious illness, I(we) 1) request the school to contact me(us), 2) authorize the school to call 
the physician if unable to reach me(us), or 3) make any arrangements necessary if unable to contact physician. 

 
Please initial: Both parents must initial and sign below. 

10. I have read and agree to ensure that my child will abide by the dress code standards. __________ 
11. I understand that if I do not want my child’s photo taken, or posted on the WCA Facebook page or website, I 

will notify the office in writing. __________  
 

Please Note: Both parents (unless legally separated or divorced), or all legal guardians, must sign this form and return 
it to the main office ASAP. 
 
Student Name: ________________________________________________________________________  
 
Teacher: _____________________________________________________________________________ 
 
Parent/Guardian Printed Name:  __________________________________________________________ 
 
Signature: ____________________________________________________________________________ 
 
Date: ___________________________________ 
 
Parent/Guardian Printed Name:  __________________________________________________________ 
 
Signature: ____________________________________________________________________________ 
 
Date: ___________________________________ 


