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INTRODUCTION 
 

 WELCOME TO HONEY GROVE!  
Honey Grove proudly offers infant/toddler care, preschool, pre-kindergarten and before and after care 

at all Center Grove and Clark Pleasant elementary schools. Our early childhood facilities are located in the 

heart of the Center Grove Community School district with one Bargersville location and one Center Grove 

location. We are very proud of our highly qualified teaching staff that is dedicated to providing an educational 

environment where children can enjoy engaging, fun and hands on experiences that continually support 

optimal learning and development. 

Honey Grove Educational Center, Inc. is a privately owned and operated business that started in 

January of 2002 by Ms. Bonnie Buckley. The original Honey Grove opened with 33 students enrolled. We are 

proud that our program has quickly grown to include two infant through pre-k locations, as well as two before 

and after care programs for school age children within the Center Grove and Clark Pleasant school districts. 

We now have the privilege of serving over 1,000 local families. Our centers strive to maintain a clean, healthy 

and safe environment for all students, parents, staff, and community. Honey Grove offers a nurturing staff 

committed to fostering a love for learning in each of our students. When your child experiences our 

programs, they will naturally develop into successful and eager learners. Our students will experience the 

educational environment for the first time and have fun learning in a place where student success begins! 

 

 
MEET OUR HONEY GROVE ADMINISTRATIVE TEAM 

 

 HONEY GROVE PROGRAM  

Bonnie Buckley: Honey Grove President/Owner Bonnie@HoneyGroveEducation.com 

Adam McClurg: Vice President/Business Director Adam@HoneyGroveEducation.com 

Mackenzie McClurg: Director of Curriculum, Teaching, and 
Learning 

Mackenzie@HoneyGroveEducation.com 

 

 
HONEY GROVE @ BARGERSVILLE: 4990 N ROAD 500 W, BARGERSVILLE, IN 46106 (317) 887-5500  
Cassie Root: HGB Center Director CRoot@HoneyGroveEducation.com 

Melissa Scott: HGB Administrative Assistant  MScott@HoneyGroveEducation.com 

 

 HONEY GROVE @ CENTER GROVE: 2911 S MORGANTOWN ROAD, GREENWOOD, IN 46143 (317) 887-5500  
Lexi Clark: HGCG Center Director  Lexi@HoneyGroveEducation.com 

Amanda Hubner: HGCG Administrative Assistant  AHubner@HoneyGroveEducation.com 

mailto:Bonnie@HoneyGroveEducation.com
mailto:Adam@HoneyGroveEducation.com


 

 HONEY GROVE MISSION STATEMENT:  
Honey Grove effectively builds a child’s foundation and love of learning starting at 6 weeks of age and 

continuing through PreK. We are proud to offer a balanced, hands on curriculum including play-based 

learning, teacher lead learning, and structured classroom routines while ensuring that each child is included 

in a safe and loving environment. This is truly the place Where Student Success begins! 

 VISION:  
Honey Grove prides itself on providing the support needed for successful growth in early learning and 

development. We create the love and excitement of learning that will provide the strong foundation needed 

for a child’s educational experiences. It is our goal to provide this educational environment to as many 

students and families as possible by continuing to assist and monitor student growth and development in the 

elementary years. 

 HONEY GROVE PHILOSOPHY:  
TEACHERS: 
Honey Grove takes pride in providing an all-star staff featuring highly qualified teachers! Each classroom is 

lead with a trained and educated teacher that holds a 2-year Associates Degree in Early Childhood Education 

or a Bachelor’s Degree in Education. Many assistant teachers also hold degrees or are currently working on 

this personal and professional goal. All staff members are required to continue their education by completing 

training hours each year. This provides our staff with the opportunity to learn the most current best practices 

of child care, development, and teaching. Our staff is committed to providing your child with a one of kind, 

safe, secure and exciting learning environment. 

CLASSROOM ENVIRONMENT: 
Honey Grove offers developmentally appropriate classrooms for infants through Pre-K students. Classrooms 

are equipped and furnished with child sized furniture and an abundance of toys and supplies to support the 

development of all ages and stages. Our staff strives to ensure that classrooms are full of nurturing 

relationships and loving care that strongly support social and emotional development. All students are treated 

with kindness and encouragement, so they will consistently develop a sense of safety and emotional security. 

DISCIPLINE: 
Honey Grove staff members practice a form of discipline known as “Conscious Discipline.” We work with our 

students to help them process through their problems and emotions. We feel that is it vital to take the one on 

one time with students in order to understand their emotions, the root of the emotion and to help them 

problem solve. This allows us to teach our students some of the most important life and self-help skills 

needed for a successful future. 

CURRICULUM: 
Honey Grove provides an educational environment that supports each student’s learning style and 

developmental needs. Students will be assigned a designated classroom based on his/her age and 

developmental level. Our qualified lead teachers use specific, age appropriate, developmental goals to guide 

their lessons and daily activities. Our Administrative team works together each year to provide engaging 

themes and a center wide calendar of academic focuses including literacy, math, social skills, and STEAM. All 

lessons and activities planned will go through the center Director for approval each week. All lessons will be 

adapted to meet individual needs when necessary. Daily activities will consistently be shared with families 

using our Tadpoles system. 



 

SCHOOL READINESS: 
Research states that the first five years of a child’s life provide the basis for their social and emotional 

development. Honey Grove staff believes that it is important for children to learn through play and 

exploration daily. These important experiences allow infants, toddlers, and preschoolers to relax while 

developing social skills such as concentration and cooperation. The imagination, problem solving, self-help, 

social and motor skills are also enhanced through play. While learning through play is imperative to a child’s 

development, we also understand there is a need for structure and routine in our preschool classrooms. By 

having a routine academic time where students experience calendar time, story time, writing and project 

time, we are bridging the gap by preparing our students for the high standards and expectations that are part 

of the rigorous academic journey within today's elementary school programs. With a strong balance of play, 

routine and structure we can do our best to ensure that student success starts at Honey Grove. 

MEASURING STUDENT SUCCESS: 
In order to monitor current student success, our lead teachers assess our students at least two times per 

year. We value these assessments for many different reasons. They allow our teachers to guide and adjust 

their daily curriculum to fit the needs of his/her students. Through assessments, we are also able to 

communicate student specific development and growth with family members. We are very pleased with the 

positive testimonials that we receive from elementary teachers who observe the success of our former 

students. 

FAMILY AND COMMUNITY: 
Family and Community involvement are very important pieces of our Honey Grove program. We value the 

relationships that we build with our families and staff daily. We enjoy planning and implementing special 

events where we welcome family members to step into our center and enjoy time with their children. We 

provide our students with the awareness of the wonderful community that we are part of through our 

“Community Connections” where students enjoy trips to observe and experience all that Center 

Grove/Greenwood has to offer. Our “Community Night” also serves as a wonderful way for our families to 

see our community small businesses come together for a night full of fun! By joining Honey Grove, you are 

not just enrolling your child, but you are becoming part of a very special family where the love of education, 

children, family, and community are celebrated every day! 

 CENTER LOCATIONS:  
HONEY GROVE- BARGERSVILLE DESCRIPTION- 6:30AM-5:30PM 

Honey Grove of Bargersville was constructed in 2016 and is our second state of the art facility. The center is 

roughly 12,000 square feet. It is located at the roundabout of Morgantown and Whiteland Roads nestled in a 

quiet area surrounded by nature. The facility hosts a large multipurpose room, technology room, 8 

classrooms, a full kitchen, playgrounds, a nature learning classroom and much, much more! Honey Grove in 

Bargersville allows quick access to State Road 135 as well as State Road 37. 

HONEY GROVE- CENTER GROVE DESCRIPTION- 6:30AM-5:30PM 

Honey Grove of Center Grove is located in the PRC building immediately south of the Center Grove High 

School and west of the football stadium. The building first opened as Center Grove Middle School, then 

transferred to Maple Grove Elementary and now houses Honey Grove @ Center Grove as well as the Care 

Pantry and all CG alternative academies. The center is located off Morgantown and Pennington Roads. The 

facility has two playgrounds, a full sized indoor gymnasium, sensory area, a kitchen, and 9 classrooms. This 

center provides the option for families to attend during the Center Grove School calendar or year-round. 



 

OUR HONEY GROVE STAFF PROMISES TO:  
1. Welcome you and your child with respect, understanding, and compassion. 

2. Value your feedback and questions about your child and the care they are receiving. 

3. Listen without judgement as you share concerns about your child’s development. 

4. Treat you as the most important person in your child’s education and development. 

5. Respect and value your family’s culture, experiences, and needs. 

6. Consistently communicate your child’s development, progress, and excitement of learning. 

7. Join you in advocating the best care and services for your child and family. 

8. Help you find community resources when needed and requested. 

9. Work with you to discover and meet your child’s needs. 

Offer guidance and support to help you understand and respond to predictable ups and downs of your child’s 

growth and development. 

Honey Grove is committed to providing you and your child with the best in early childcare education. Our 

policies contained in this handbook support and protect our Honey Grove values that we have maintained 

throughout the years. It is with these values that together we have created the foundation for building 

wonderful and effective educational programs for our students and families where student success begins!” 

Once again, we welcome you to our Honey Grove family and encourage you to become familiar with our 

policies and procedures. If you have any questions, concerns or feedback please let one of our team members 

know and will assist you in any way that we can. Thank you from the bottom of our hearts for allowing us to 

be a special part of your child’s life and education. 

Sincerely, 
 

 
Bonnie Buckley (Honey Grove Owner) 

Adam McClurg (Business Director) 



 

ENROLLMENT 
 

 POLICIES:  
Honey Grove will discuss and provide the following information, in writing, to the parent/guardian at 

the time of the child’s enrollment. These forms can also be found on our website for your review and 

knowledge. 

1. The name of the persons legally responsible for the child care center. 

2. Description of the program and philosophy. 

3. Policy regarding children who are left past closing time. 

4. Provisions for emergency medical care. 

5. Any allergies or special needs that the child requires. 

6. Provisions for treatment of illness. 

7. Policy regarding visits, field trips, or excursions off the premises. 

8. Policy regarding the child care center’s abuse and neglect reporting responsibilities. 

9. Policy regarding the release of a child to an intoxicated or impaired person. 

10. The discipline polices of the center. 

11. A statement that the child will be released only to a parent, legal guardian, or other person authorized 

by the parent who has proper identification. 

12. A statement regarding the necessity of a health examination for the child, including up-to-date 

immunizations. 

13. Policy regarding updating health records. 

14. Procedure regarding the transporting of breast milk, if applicable. 

15. Procedure regarding the transporting of food safely. 

16. Policy on parents hiring our staff for personal babysitting services. 

17. Policy regarding vacation and summer withdrawal. 

18. Policy regarding inclusion. 

19. Policy on potty training. 

20. Policy regarding safety procedures and drills. 

 ENROLLMENT REQUIREMENTS:  
The child must be at least six weeks of age. If the child’s class is full he/she may be added to the Honey 

Grove wait list. A paid, non-refundable registration fee along with the first week’s tuition and all paperwork 

required, must be turned in during a mandatory enrollment meeting with the Center Director prior to the 

child’s start date. The physical form, including an updated vaccination record, must be completed and signed 

by a physician within three months prior to or no longer than thirty days after enrollment of the child. The 

following information is required in the student’s file: completed enrollment and emergency forms, physical 

form including immunization record, copy of the child’s birth certificate, a “Getting to Know Your Child” 

form, sunscreen and bug spray form and if applicable, an infant feeding plan signed by the child’s physician. 

This information is required by the State of Indiana and the Indiana State Board of Health to be kept in the 

student file and updated on a regular basis. 
 

 ENROLLMENT MEETING:  
After your registration fee and first week’s tuition has been paid, the above paperwork will be sent 

to you via email. Once you complete the paperwork, we will schedule an enrollment meeting. During this 

meeting, we will review all paperwork, our parent handbook, answer any questions that you may have and 



 

tour the classroom. This is a mandatory meeting and must be complete before leaving your child under our 

care. 

 

GENERAL INFORMATION AND POLICIES 

In order to ensure the health and safety of all children, families, and staff who take part in our programs, we 

have guidelines and policies to assist us in daily operations. The following policies will assist and guide parents 

and staff in making decisions about participation in our programs. 

 ARRIVAL & DEPARTUREPROCEDURES  

ARRIVAL (DROP-OFF) – In order to ensure the safety of your children, you (or an authorized person) must 
always bring your child inside the center and have your child received by their teacher. Your child is to be 
checked into our computer system by any authorized person before the authorized person exits the building 
for the day. Children are encouraged to be dropped off during breakfast time (7:00a-8:00a) to receive the full 
benefits of the program. If you choose to bring your infant into the building in a car seat, we do have storage 
available. We ask that you make sure to keep the infant buckled until he/she arrives in the classroom. If you 
have other children in the car during drop off, you are required to bring them in with you. Leaving siblings in 
the car during drop off times is prohibited at all times due to safety. 

DEPARTURE (PICK-UP) – In order to ensure the safety of your children, the center will only release your 
child from the center to persons that you have listed on the enrollment/registration application. If this 
information changes during the year, you must notify the front office manager in writing. Your child is to be 
checked out of our computer system by any authorized person before exiting the building. It is important that 
you are on time to pick up your child. 

*Please note: No child may be picked up or dropped off at the fence of the playground. 

If your child is to be picked up by an individual who is not on the enrollment application under 
authorized pick-ups, an advanced notice provided in writing is required via our account change 
form located on our website. The authorized pick-up is to provide identification to the front 
desk manager. 

LATE PICK UP POLICY: As part of the enrollment agreement you must agree to our late pick up fee. Under 
this policy, it is stated that you will be charged a fee of $1.00 per minute, per child after five minutes of the 
center’s designated closing time. Starting 15 minutes after the closing time you will be charged $2.00 per 
minute, per child. Any late pick up fees will be charged to your Honey Grove account. 

*Honey Grove- Bargersville and Center Grove: 6:30 AM – 5:30 PM 
 

 DISCIPLINE POLICY  

Positive guidance techniques, such as redirection and natural and logical consequences are used to 

help children develop self-control and assume responsibility for his/her actions. Learning self-control is a 

normal part of growing up, so our policy is never to embarrass or ridicule a child when he/she misbehaves. In 

the classroom, teachers will stress positive behavior as we believe that the use of positive tactics strengthens 

the self-esteem of children. Our teachers practice a disciple model called “Conscious Discipline.” There are 

many wonderful resources online if you choose our discipline method to assist in home behavior. 

Honey Grove staff is not permitted to use corporal or physical punishment, nor will children be 

subjected to loud, harsh or profane language. The withholding of food as disciplinary measures, under any 

circumstance, is not permitted as well. 



 

Honey Grove is committed to ensuring the safety and well-being of all children in our care. In the event 

your child is not responding to the above-mentioned techniques, an individual behavior management plan 

may be developed. Please see our attached policies for important details. 

 VACATION POLICY  

DEFINITIONS TO REFERENCE REGARDING THE BELOW POLICIES 

• School year-1st day of School (Center Grove Calendar) through the Last day of School (Center 
Grove Calendar). 

• 1st Semester-1st day of School (Center Grove Calendar) through December 31st. 

• 2nd Semester-January 1st through the last day of school (Center Grove Calendar). 

• Vacation Week-Five (5) consecutive days absent. 

• Normal Room Rate-Rate without discounts. 

• Summer Schedule-Center Grove Summer Calendar 
 

VACATION POLICY: 
YEAR-ROUND STUDENTS: Each student will be provided one (1) complimentary week for vacation each 

school semester, and one (1) complimentary vacation week during summer. To receive this complimentary 
week, your child(ren) must be absent from HG care for the entirety of a vacation week and a two-week notice 
must be given by submitting the online form located on the HG website. Any additional vacation week(s) 
taken will be discounted to half the normal room rate. For example: If a child is absent the first week of fall 
break and a complimentary vacation week is applied, the fee for additional weeks missed during that semester 
will be half price of the normal room rate of that child’s class. You are welcome to request to save your free 
vacation week to use any time during the semester. However, you may not carry unused complimentary 
vacation weeks over into the next semester or summer. 

ACADEMIC CALENDAR STUDENTS (HGCG CENTER ONLY): Charges are not applied to these students who are 
not in Honey Grove care during the Center Grove calendar breaks and summer. These families will not receive 
complimentary vacation weeks each semester. However, if your family plans an absence for 5 consecutive 
business days and a two-week notice is given by submitting the online form located on the HG website, the 
fee for the week will be half price of the normal room rate. 

 TWO HOUR DELAYS AND SCHOOL CLOSINGS:  
TWO HOUR DELAYS: Honey Grove will open at the normally scheduled time on two-hour delays. 

The billing schedule will not change due to school closings. 

SCHOOL CLOSING: Honey Grove follows the Center Grove school district closing schedule. The billing 
schedule will not change due to school closings. 

 

 HOLIDAY/CENTER CLOSINGS:  
Honey Grove will be closed on the following holidays; New Year’s Day, Memorial Day, July 4th, Labor 

Day, Thanksgiving Day, the Friday after Thanksgiving, Christmas Eve, and Christmas Day. If a holiday falls on a 
weekend, it may be observed on the next closest business day(s). The billing schedule will not change due to 
Holiday closings. However you choose to spend these days, we wish your family the best and safest of times 
filled with many long lasting memories! 

• In the event of a significant reduction in enrollment (due to days near a holiday or summer break), 
Honey Grove reserves the right to consolidate enrollment into one center location. 

• Honey Grove @ Center Grove will be closed between Christmas and New Years, as well as the week 
of or before the 4th of July. If you need care during this time, you must complete the online form to 
reserve a space at Honey Grove @ Bargersville 2 weeks prior to the closing date. 



 

 WITHDRAWING YOUR CHILD:  
It is your responsibility to inform the front desk, via our account change form located on our company 

website, if you intend to withdraw your child/children from our facility. At least two weeks written notice of 
withdrawal is required. The last two weeks tuition must be paid current. 

 

 INTOXICATED PARENT POLICY:  
In the event that an intoxicated or impaired person insists on removing a child(ren) from our facility, 

we would immediately notify the police department and try to delay the person from leaving the facility. If the 
person insists on leaving, we would make sure to get a complete description of the vehicle or license plate 
number and watch to see the direction of travel the person takes, to give that information to the police. 

 

 PAYMENT POLICY:  
• A non-refundable registration fee and first week’s tuition is due to reserve space for your child(ren) in 

their classroom(s). If a child is withdrawn from the program for any reason, to re-enroll, the 
registration process and fees must be repeated. 

• A non-refundable supply fee of $75.00 will be due at the beginning of each school year for all students 
that start the school year in our Tigger’s class through our Owl’s class. 

• Automatic payment is required for all families. If there are three declines within one year and 
payments are not made by the end of that week, the center reserves the right to terminate childcare 
services for the child(ren). 

• There will be a $5.00 processing fee will be added to your account for any declined ACH transactions. 

• Optional activities will be offered throughout the school year in which additional fees may be applied. 

• Fees are subject to change with two weeks prior notice to all families. 
• Honey Grove’s Federal Tax Identification Number is 35-2142842. A year-end Tax Statement can be 

printed upon request at the year end. 
 

 CLOTHING  

It’s important that every child dress appropriately for outside play and inside activities, (painting, 
gluing, floor play, etc.). Please label all of your child’s clothes, as well as everything that is brought into our 
center, to ensure that he/she goes home with the right belongings. An extra set of clothing (jacket, pants, 
shirt, underwear, and socks), clearly marked with your child’s name, should be kept in your child’s cubby. 
Please dress your child comfortably so that he/she may learn through play and participate freely in activities. 
We suggest sneakers or rubber-soled shoes because they are less slippery and therefore safer. Since we plan 
daily outdoor time, please dress your child according to the weather. 

 PERSONAL ITEMS:  
Your child will be playing with a variety of fun and educational toys daily. Therefore, we ask you to 

keep your child’s toys or special personal items at home, so they won’t become lost or destroyed. 
Occasionally, there are “show and tell” and sharing times when your child can bring in an item as long as it is 
labeled with his or her name. Students may also bring one “snuggly” toy for rest time, but it will remain in the 
cubby until the scheduled rest time. If your child happens to lose anything while at the center, contact the 
director or assistant director immediately. Although we’ll be more than happy to look, we cannot be held 
responsible for lost or damaged items. 

 REST PERIODS  

After hours of exciting, educational and fun activities, your child needs rest. All children, toddlers 
through five years, will nap or rest quietly. We will have a set rest time for a minimum of 1 ½ hours each day. 
If your child does not fall asleep after thirty minutes, we will have quiet activities for them to do during this 



 

time. Children will need to bring their own blanket, pillow, a sheet to sleep on (standard crib sheet works the 
best), and sleep toy from home (if necessary) to use on their cot which is provided by Honey Grove. We only 
ask that you label it and take them home for laundering every week. 

 

 NO SOLICITING  

We are very strict in prohibiting any distribution of literature or products at the front desks of our 
Honey Grove Centers. Please look for your center’s designated parent board and resource center to find flyers 
of upcoming events, advertisements, community news, etc. 

 

 CENTER PICTURES  

Individual and class pictures are taken two times per year, in the fall and in the spring. Parents will be 
notified prior to the scheduled picture date. Directions for payment of pictures are handled as per the 
photographer’s instructions. Parents may purchase pictures as desired, but it is not required. 

 

 OUTSIDE PLAY  

All children will go outside for a period of time every day unless a health advisory is issued when the 

temperature and weather conditions allow. Children should be properly dressed. The fresh air will help build 

immunities against childhood illnesses. If there is a medical reason why your child may not be outside, a 

written statement from the doctor is required. 
 

 MEAL PROGRAM  

We provide a nutritious breakfast, lunch, and A.M. and P.M. snack. Our menus are not only filled with 
food that kids love but they also meet all the federal and state guidelines. Breakfast and lunch are provided 
each day at scheduled times, according to state regulations. If a child misses a meal due to late arrival to the 
center, it is the responsibility of the parent/guardian to provide food for the child prior to arriving at the 
center. 

 

• Breakfast is served from 7:00am – 7:45am and includes foods from the following food groups: protein, 
fruit or vegetable, bread/bread alternative, and milk. 

• Lunch is served between 11:00am – 12:00pm and includes foods from all five food groups, including 
meat/meat alternative, vegetable, fruit, bread/bread alternate, and milk. 

• The morning snack is at 9:00am and the afternoon snack is at 3:00pm. 
 

Menus can be viewed on our website each week and at the designated parent information board at 
your child’s center location. You will also find them posted in each of our classrooms. For children with food 
allergies, religious, or personal beliefs, the parent/guardian must supply medical documentation from the 
child’s physician and alternatives will be made accordingly. If your child is on a special diet due to religious or 
personal beliefs, then we ask that you follow the guidelines below: you may provide an alternative food that 
is brought in a lunch box, or lunch sack that can be kept in the center’s kitchen. This alternative food should 
not have to be specially prepared, i.e. microwaved or refrigerated. 

 

 NUT FREE POLICY  

Due to the severity of current nut allergies, Honey Grove is a Nut Free Program. We ask that all parents not 
send any food product that lists peanuts and/or tree nuts on the ingredient label including almond/cashew 
milk. We request that parents carefully monitor foods being packed in lunch boxes to ensure that no peanuts, 



 

BIRTHDAY PARTIES 

COMMUNITY INVOLVEMENT 

FAMILY INVOLVEMENT 

INCLUSION POLICY 

peanut oils, or other nuts or nut oils are among the foods that are selected (allergy wise, coconuts are 
considered a fruit and are okay). Please read all food labels carefully to make sure the products are nut free. 
 This includes labels that read “May contain traces of peanuts/nuts,” “May contain traces of 
 almond,” “Manufactured in a plant that processes peanuts,” and so forth. Remember that Food 
labels/ingredients may change over time, so it is requested that you read the food labels before 
purchasing snacks. A suggested rule of thumb: If in doubt, make another choice! 

Food and baked goods must be store bought only and not prepared at home. 
 

Holiday and party activities are occasionally scheduled. Staff is responsible for ensuring the 

appropriateness of all activities and will support parents in considering health, nutrition, safety and 

developmentally appropriate practices that consider the cultural diversity within the classroom. Food 

provided will be consistent with the State’s nutritional guidelines and reflect a variety of food choices. All food 

contributed to such events, must be store bought and prepared. 
 

Honey Grove values and remains actively involved in the community. We participate in fund-raising 

activities for local and national charities, sponsor many businesses/organizations around the community and 

host many on-site/off-site programs offered by local police, fire departments, and child development 

professions. In each of our classrooms, our students enjoy celebrating many cultural and seasonal festivals. 

As part of our preschool program, students take field trips to observe and participate in all that our wonderful 

community has to offer. 
 

Parent involvement is encouraged and is an important part of our program. Teachers will work closely 

with parents to help ensure that individual student needs are met. Parents are always welcome to come in 

and read or share special talents with the children. We feel it is important to work as a team to ensure the 

safety and well-being of your child. We are here to assist you in raising your child in any way that we can. 

Our staff encourages you to visit at any time and to join us for field trips or special family events at the center. 

To help keep parents informed on a daily bases we use Tadpoles. You will receive your child’s daily 

report via email upon checkout. The report will include daily meals, snacks, diaper changes for infants, potty 

breaks for toddlers, a paragraph notifying you of daily activities, student specific comments and pictures. If 

you have any questions regarding your child’s day feel free to reply to daily report and our Director will notify 

the classroom teacher. 

If you need to speak with your child’s teacher, please let our Administrative staff know and we will find 

a way to relieve the classroom teacher. We will provide adequate time for a private conversation outside of 

the busy classroom environment. Please keep in mind, we encourage open communication as much as 

possible, but also hold high expectations for our teachers keeping their focus on student interaction while in 

the classroom. 
 

Honey Grove welcomes all children and is committed to providing developmentally appropriate early 

learning and developmental experiences that support the full access and participation of each and every child. 

We believe that each child is unique and work in partnership with families and other professionals involved 

with the child to provide the support every child needs to reach their full potential. This policy applies always. 



 

 BACKGROUND CHECKS  

Prior to employment, all Honey Grove employees will have performed a state regulated fingerprint 

background check, physical, drug screen, and a T.B. test. 

 STATE LICENSING  

Honey Grove follows Indiana State Licensing rules and regulations at all times. Please visit the 

following website to learn more about our licensing standards: https://www.daycare.com/indiana/ 

 SOCIAL MEDIA AND WEBSITE  

To get the most up to date information please visit our website, showcasing all of the wonderful 

experiences that make up our program! Our Facebook page is also full of wonderful information and 

resources. 

HEALTH, SAFETY, AND SECURITY 
 

 SAFETY AND SECURITY:  
Our Honey Grove locations host a vestibule foyer at the main entrance to our beautiful facilities. The 

Administrative office and reception area are located at the entrance and is secured by a locked keypad 

allowing access into the actual center. Our centers currently utilize camera security systems. We use this 

system as needed to ensure the safety of all or staff and students. 

We put the safety of your child first and foremost by having a secured fenced-in playground area for 

each of the age groups to enjoy. Each area offers age appropriate equipment for your child’s physical play. 

 

 VACCINATIONS  

Honey Grove requires a set of vaccinations to be submitted by the first day of and throughout the 
child’s attendance at our center. The State of Indiana requires that children be excluded from school if they 
are not up to date on the required immunizations. Our administrative staff will notify you if your child needs 
updated vaccinations or a physical. Families will be given a specific time frame to complete the needed 
documentation to be submitted to Honey Grove. If records are not received within the allotted time given, 
the child will not be able to return to Honey Grove until all paperwork is up to date. If this situation occurs the 
family is still responsible for payment while the child is actively enrolled. The Center for Disease Control has 
provided a set of guidelines for vaccinating young children and are as follows: See the chart attached to this 
handbook. 

Birth: Hepatitis B 
2 months: Rotavirus (suggested) 
2 months: Hepatitis B; Polio(IPV); Diphtheria; Tetanus; Pertussis(DTP); 

Hemophilus B(HIB); Pneumococcal (PCV) 

4 months: Rotavirus (suggested); DTP; HIB; PCV; IPV 
6 months: Rotavirus(suggested); DTP; HIB; PCV 

12 months: Hep B; HIB; PCV; Polio(IPV); DTP; HIB 
12-15 months: DTP; HIB; Measles; Mumps; Rubella(MMR) 
4-6 years: Polio(IPV); DTP; Rubella(MMR) 
11-12 years: Diphtheria 
All children two years and younger shall have an annual health examination (physical) signed by a physician in 
their file. 
A parent may request that their child be exempt from immunizations, physical examinations, or medical 
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treatment based on religious beliefs with the following conditions: 

a. The parent shall make a signed, written request for exemption based on religious beliefs. 
b. The center shall keep the request in the child’s health record. 
c. Nothing in this provision precludes the child care center from using emergency first aid techniques to 

treat the exempted child or to exclude a child where control of contagious disease may be necessary. 
 

If a child’s physician determines that a child should not have immunizations for medical reasons, the physician 
shall indicate and update annually these exceptions on the child’s health record form. 

 

 EMERGENCIES, SEVERE WEATHER, ANDDRILLS  

Honey Grove has an emergency preparedness plan that provides guidelines for a wide range of unlikely 

emergency situations from a naturally occurring weather condition to a terrorist attack. The HGEC Emergency 

Preparedness Plan is posted in each of our classrooms near the emergency kit. The safety of the children and 

staff is always the school’s primary concern. 

TYPES OF EMERGENCIES 

• Fire and explosions 

• Severe storms 

• Flooding 

• Winter storms 

• Earthquake 

• Unexpected utility failures 

• Hazardous and Radioactive materials 

• Terrorism and other potentially violent situations 

• Medical emergencies 

• Family/Community concerns and/or violence 

NOTIFICATION OF EMERGENCY 

HG regularly monitors weather emergencies with alerts from our national and local television stations. 

HG maintains emergency phone and email lists to notify parents of any unexpected events, such as school 

closing or an evacuation. The contact information supplied on the enrollment form will be used for 

emergency contacts. Please keep us let us know if your contact information changes. 

To prepare for fire or severe weather/disaster evacuation, we have regular scheduled drills and 

practices, so your child can react in a safe and orderly manner. Emergency locations and procedures are 

posted in each room at the center. In the event an actual emergency requires the evacuation of our center, 

we will notify you as soon as the children are safe. In cases when we close due to severe weather, a decision 

will be made consistent with the nature of the weather condition or emergency and consideration for 

arrangements required for the safety and care of the children and staff. Caution and concern for the overall 

safety and best interest of the children and others affected will provide the determining factors for such 

decisions. If such conditions exist prior to the opening of the center on a day, the center will follow the closing 

procedures of the local County schools. Please see your local television stations for announcements or view 

our website for updates. Honey Grove school closings will be listed on WISH TV on your local T.V. station. 



 

 WELLNESS POLICY  

At Honey Grove, we strive to protect and monitor the wellness of all students. Each child will be given 
a daily health check upon arrival by their teacher. You will be notified of any significant occurrences or 
problems which affect your child, including exposure to communicable disease. If your child shows any sign of 
illness, he/she will not be permitted to stay and pick-up is required within the hour, to protect the health of 
students and staff. Some conditions may require approval by a local health official before admittance is 
possible. Some may also require a 24 hour rule which is defined as the length of time required to be free of 
symptoms before returning for care.  Please see the illness policy for more information. 

MEDICATION  

All medication, prescription and non-prescription may only be administered by staff with written 
documentation from a health care provider and signature of parent or guardian on the daily medication 
request log. 

Always clearly make the center aware of specific directions for administration, including minimum time 
between doses, the maximum number of doses, and criteria for administration. All prescriptions and 
medications must be provided in the original, unopened bottle with instructions. Parents should review these 
instructions and information including discussion about past use of the product such as allergic reaction, 
drowsiness, etc. 
The parents/guardians are encouraged to administer the first dose of any new medication to monitor for 
possible adverse reactions. All medications must include a form with the child’s name, dosage, and authorized 
physician’s name. Medication will not be given to a child if the expiration date on the bottle has passed. 

Parents are encouraged to give all medication at home. For example, a prescription to be given three 
times daily could be given before school, after school, and before bedtime. If you have any questions in specific 
cases, contact the center director or assistant director to work out details. 

 SUNSCREEN AND BUG SPRAY  

Guardians must fill out a form, provided by Honey Grove, that lists the specific type of sunscreen and 

bug spray provided by the guardian for the child’s use. Sunscreen and bug spray must be labeled with the 

child’s name and be received unopened. The Honey Grove staff will notify families if the supply needs to be 

replenished. All sunscreen/bug spray will be sent home at the end of the school year or summer, whichever 

applies. 
 

 ACCIDENT REPORTS  

Staff is required to complete an accident report on any child with a center related injury requiring first 

aid. Parents will receive a copy of the report on the day of the accident. The injury will also be documented in 

our Tadpoles program. Families and/or emergency personnel will be contacted if the child shows signs of 

more significant concerns. 

 SICK AREA  

Honey Grove offers a sick area in all centers for any child who becomes ill. We realize that children 

often get sick at inconvenient times during the day. This service allows parents the necessary flexibility in 

arranging their work schedules. This also protects the other children from the exposure to those dreaded 

germs! The sick room will have a director/assistant director on duty at all times. Likewise, we reserve the 

right to determine who will be admitted to the sick room. In the event of any serious accident or illness, an 

ambulance may be called. To ensure your child’s safety, we keep a file of names, addresses, and phone 

numbers of all people authorized to pick up your child. In addition, we also ask you to supply names and 

phone numbers of your family doctor, dentist and preferred hospital on your Enrollment/Registration Form. 



Behavior Policy 

At Honey Grove Educational Center, we do our best to ensure that every child has the ability to be successful in 

his/her environment.  Our staff members are well trained with developmental milestones and understand how 

to approach and handle disruptive behaviors in the classroom.  However, it is very important that we have a 

plan in place to follow if a behavior begins to affect the safety of students and/or staff within the classroom.  

Below is our policy that will be followed if we consistently see this type of behavior.   

Step 1: Teacher Meeting with Director 

The teacher and director will meet to discuss the behavior and come up with the strategies to implement within 

the classroom. 

Step 2: Parent Communication 

The Director will contact parents to discuss behavior concerns. 

Step 3: Tracking 

The child’s behavior will be tracked to see if we can find a common trigger or cause. 

Step 4: Parent Meeting 

The Director will follow up with the parents regarding the findings from step 3 and develop a plan to help the 

child gain self-control and a positive attitude toward their peers and teachers as well as implement the three-

step process below. 

First Occurrence Second Occurrence Third Occurrence 

Director will process behavior with 
the student. 

Parents will be notified via email 
or phone call. 

Parents will be asked to pick the 
students up from Honey Grove 
within one hour and will not be 

able to attend Honey Grove for 24 
hours. 

As the enrollment agreement states, I understand that should my child(ren)'s behavior result in suspension, or 

present a real threat of harm to him/herself or others, HGEC program management may deny care and 

participation in HG programs, and this agreement may be terminated immediately with notification. 

Parent/Guardian Signature: _____________________________________ Date:  _________________________  
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Temperature: 

Ancillary (armpit) temperature 100.5 degrees or greater accompanied by one more positive symptom. 

Must be fever free without medication for 24 hours before returning. 

Sore throat: 

With fever and swollen glands. 

Must have a doctor note and be fever free without medication for 24 hours to return.  If the child is diagnosed with 
strep throat, the child must be on medication for 24 hours before returning.  

Diarrhea:

Uncontrolled diarrhea is defined as an increased number of stools compared with the child’s normal pattern, with 
increased stool water and/or decreased form that is not contained by a diaper or toilet use; runny, watery or bloody 

stools. A child will be sent home after two occurrences at the center.  

Must be symptom free for 24 hours before returning.  A doctor’s note does not reduce the 24-hour rule. 

Vomiting: 

One time or more with one more positive symptom. 

Must be symptom free for 24 hours before returning.  A doctor’s note does not reduce the 24-hour rule. 

Spots around the mouth, on the hands, or feet that continue to multiply: 

This symptom could indicate “Hand Foot and Mouth Disease” which can easily spread to other students. 

Child must be fever free for 24 hours and spots may not be multiplying, open, or have fluid in the blisters in order to 
return.  A doctor’s note does not grant a family permission to return if the spots are still multiplying, open, or have 

fluid.  

Persistent coughing: 

With one more positive symptom.  

Must be symptom free for 24 hours before returning. 

Eye discharge: 

that is thick mucus or pus draining from the eye, or pink eye.  

Doctors note required.  Child may return 24 hours after medication is administered. 

H1N1/seasonal flu: 

Fever or exhibits other signs of being contagious. 

Must have a doctor note and be fever free without medication for 24 hours to return. 

Head lice: 

Live lice on the scalp or nits attached to the hair shafts. 

24 hours after treatment and there are no lice or nits present.  Child will be checked upon return by office staff. 

Illness Policy 
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Positive symptoms include: 
Headache, sore throat, cough, rash, low grade fever, inability to participate, nasal discharge, fatigue and 

lack of appetite. 

EXCLUSION: 
If any of the above symptoms are noted at drop off, parent/guardian will be instructed to take their 

child home. Some symptoms will require the child to see a health provider to gain clearance for return. 

These symptoms which require clearance are noted above. If a child becomes ill while at daycare, 

he/she will be isolated from the group and closely monitored until a parent or a person authorized for 

pick-up arrives (within an hour of being called). 

Parent/Guardian Signature:  _____________________________________  Date:  _________________ 

Rash: 

Rash of unknown origin (not believed to be from medication) with one other positive symptom. 

Rash has been identified by a physician as not a contagious rash or is under treatment and no longer contagious – 
must have a doctor’s note to return. 

Fifths disease: 

A common and highly contagious childhood ailment causing a distinctive face rash. 

24 hours fever free without medication and child is able to participate in care. 

Ringworm: 

Flat, spreading ring shaped lesion. 

Child must be out for 24 hours after treatment has begun 

Measles, mumps, chickenpox, scabies and impetigo: 

Child must be out for at least 24 hours and have completed the contagious stage of the illness. A doctor’s note is 
required to return and does not reduce the 24 hours. 

Ear infections: 

Child may return with a doctor’s note after starting medication.  If the child has a fever, or lethargy, nausea, vomiting, 
loose stools, drainage, or irritability the center may call for pick up. 

Tuberculosis: 

Child must be out until the child’s physician or local health department authority states in writing the child 
is non-infectious. 

Shingles: 

Child must be out for at least 24 hours - if the sores cannot be covered by clothing or dressing until the sores have 
crusted. 

Severe wounds: 

with instructions from a healthcare provider on proper care for the wound. With 
a physician’s release, the child can participate if wounds that are draining or have pus and covered 

with clean, dry bandages until healed. 

Mouth sores: 

with drooling unless the child’s physician or local health department authority states the child is non-infectious. 



  

 SIGNATURE PAGE (TO BE RETURNED TO HONEY GROVE AND KEPT IN FILE)  

 
I have read the Honey Grove Parent Handbook and fully understand all the policies that are part of the 

program. By signing below, I agree to follow the policies noted above and understand that I can reach out to 

the Honey Grove Administrative team with any questions or concerns that arise during my experience and 

time with Honey Grove. 

 

 
Parent Name:    

 

 
Child(ren) Enrolled:  _ 

 

 
Signature:  Date:    
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