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Dear Parents/Guardians, 
 
Welcome to Clemson Creative Academy (CCA)! Thank you for giving us the privilege of 
providing a loving, educational environment for your child. 
 
The following handbook has been prepared for you, the parents/guardians of the children who 
will be joining our family at CCA. You have been offered this booklet to read so that you will 
understand our program, its objectives, and procedures. Please keep this booklet and use it as a 
reference. 
 
Partnership of parent/guardians and CCA employees is the foundation for success at CCA. Our 
desire is that CCA can provide a consistent, loving home away from home environment for you 
children. We want to partner with you in raising the most well-rounded citizens possible while 
growing the student socially, emotionally, and intellectually. 
 
By giving children age-appropriate challenges and successes, CCA will provide a positive image 
of their environment, thus influencing their interaction with the world. Teachers will be warm and 
supportive in all interactions and will offer hands-on learning opportunities to explore science, 
technology, engineering, art, and math (STEAM) topics through age-appropriate activities.  
Additional  emphasis on music, reading, math, and real-world experiences will make CCA 
students’ transition to kindergarten completely seamless. CCA will provide the families of the 
local area with an effective platform for a life-long journey of joyful learning. 
 
Our mission is to be the premier provider of early childhood development by providing positive 
interactions for children to learn and establish positive social, emotional, intellectual, and 
developmental growth. 
 
Let the learning begin!  
 
Warm Regards, 
 
 
 
 
Andrea Mason, CCA Owner and Director 
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General Information 
As a parent, you are faced with the largest, most complicated task of your existence when you 
bring that beautiful child home. Now what? There are no instruction manuals, no “how to” 
guides, no CliffsNotes® on how to be a parent that comes with this new creation. You are now 
faced with the daunting task of determining how to shape and mold this new being into a kind, 
caring, empathetic, intelligent, well-rounded person. At CCA, we completely understand where 
you are. It can be very scary and overwhelming. Our goal is to partner with you to tackle this 
journey with as little fear as possible. 
 
Statement of Purpose 
CCA believes that a high-quality early childhood education program provides a foundation for 
healthy, realistic expectations for a life full of success and happiness.  There is much research 
that states that the early years are the most important for brain development. CCA will provide a 
safe and nurturing environment which responds to the developmental needs of the children and 
to the needs of the families. 
 
Non-Discrimination 
CCA provides childcare services to families fairly and equally, without regard to race, religion, 
sex, age, sexual orientation, national origin, handicap, marital status, economic status, political 
affiliation, medical condition or physical disability.  This business respects the confidentiality of 
the families who receive services. 
 
Program Description 
CCA plans daily activities which are both age and developmentally appropriate. These activities 
are designed to stimulate the social, emotional, intellectual and physical development of the 
children. There is a balance of activities that require cooperation and consideration of others 
and those that encourage the child to play alone. A daily activity plan is posted in each 
classroom. To enhance the development of the children we serve, our curriculum is customized 
for each age and developmental stage. 
 
Goals 
CCA has the following goals for our child development programs: 

• Maintain a safe and healthy environment. 
• Encourage development which enhances each child’s strengths by building trust, fostering 

independence, encouraging self-control by setting clear, consistent limits and having 
realistic expectations. 

• Expand the child’s language base. 
• Nurture and love each child. 
• Respect each child’s individual needs and progress. 
• Promote healthy self-esteem by helping each child to feel good about them self. 
• Enhance the child’s physical, mental, social and emotional development. 
• Provide many opportunities for the child to interact with adults and other children. 
• Respect the individual beliefs of each family. 
• Help parents to reinforce learning in the home. 
• Strive to involve parents in every aspect of CCA. 

 
Curriculum 
Our goal is to partner with you and support your child’s early development in the preschool 
years and in doing so meet all the goals you seek for your child to reach. Our everyday 
interactions and lessons will guide students to learn to make appropriate choices. In doing 
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varied activities and lessons each day, we will begin the process of molding students into being 
the best little people they can possibly be. There are seven general areas of development that 
our curriculum will be based upon: 

• Cognitive Development: Our goal is to create students that are curious, desire to explore, 
and aren’t afraid to tackle a problem. Age-appropriate successes and failures will drive 
students to keep learning. We will generally employ the science, technology, engineering, 
arts, and math (STEAM) areas of learning in all lessons. 

• Social Development: This kind of development is perhaps that most difficult to teach; 
however, there is nothing more rewarding than seeing a group of students playing together 
cooperatively. All encounters with other students are teaching opportunities that will be 
seized at CCA. 

• Emotional Development: Hand-in-hand with social development is emotional 
development—students must feel loved and trust their caregivers. Loving caregivers and 
positive role models will be the norm at CCA. Our goal is to have students be able to 
express their emotions in words and be able to control their emotions, no matter how 
intense they may be feeling. Ultimately, we want students to recognize other people’s 
emotions as well as have a positive image of themselves. 

• Motor Skill Development (Large and Small): Physical development is key to living a 
successful life. Large (gross) motor skill development will encompass activities that will 
develop stamina, strength, positive body image, and general healthy lifestyle choices. 
Small (fine) motor skill development focuses on activities that are setting up student’s 
hands and fingers to be strong instruments for writing, creative tools and endless 
opportunities for manipulation. 

• Language Development: Both written and spoken language fall into this category of 
development. Reading, writing, singing, dancing, interacting, listening, mimicking, 
vocabulary expansion—these are all parts of language development. We will explore both 
English and other languages as part of our curriculum. 

• Creativity Development: We at CCA believe that the arts, music, creative movement, role 
playing, and other creative components of our world are integral parts of a well-rounded 
individual. 

• Parental/Guardian involvement: Parents/Guardians are the best role models that children 
have. CCA will work closely with parents to partner together to provide the best 
environment for each student. The more consistency of interaction that a student can 
have, the more likely well-rounded students will be created.  

 
Classrooms 

• The “Black” room will welcome up to 10 infant children each ranging in age from 6 weeks 
until they are starting to move and beginning to eat baby food and solids. 

• The “White” room will welcome up to 10 infant children that have become mobile and are 
able to self-feed. 

• The “Red” room will welcome up to 12 children with developmental milestones of primarily 
walking, beginning verbalization and competent self-feeders. 

• The “Orange” room will welcome up to 12 children with increased independence, confident 
mobility. Centers are introduced in this classroom 

• The “Yellow” room will welcome up to 14 two-year old children. 
• The “Green” room will welcome up to 16 two- or three-year old children. 
• The “Blue” room will welcome up to 15 three-year old children. 
• The “Sky” room will welcome up to 8 three- or four-year old children. 
• Finally, the “Purple” room will welcome up to 20 four-year old children. 
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CCA, in consultation with the student’s parent/guardian, will determine the appropriate time to 
move a student to the next age group and classroom when the staff and administration 
determine that the student is developmentally ready.  
 
CCA Holidays 

• New Year’s Day (observed) (December 31, 2021) 
• President’s Day (February 21, 2022) 
• Memorial Day (May 30, 2022) 
• The entire week (Monday-Friday) of Independence Day (July 4-8, 2022) 
• Staff Development Days—the first Thursday (close at noon on August 4, 2022) and Friday 

(August 5, 2022) of August 
• Labor Day (September 5, 2022) 
• Wednesday before Thanksgiving (November 23, 2022) 
• Thanksgiving Day (November 24, 2022) 
• Friday after Thanksgiving (November 25, 2022) 
• Christmas Eve (observed) (December 23, 2022) 
• Christmas Day (observed) (December 26, 2022) 

 
Communication 
CCA strives to be completely transparent with parents/guardians. Daily communication is 
essential. CCA teachers and management will be available and always approachable regarding 
any concerns that you may have. If the current time isn’t a mutually convenient time, a meeting 
or conversation will be scheduled as soon as possible in the future. We desire to address issues 
promptly and confidentially. 
 
Daily communication will be done via the Class Dojo App.  Be sure to check your student’s 
personal cubby and the parent information board daily. CCA management will have information 
regarding getting plugged into the app once school gets started. You will also find information 
about the classroom happenings and/or other special reminders 
 
CCA will use social media to communicate closings and/or emergency situations, as well as 
Academy-wide events.  
 
Parental/Guardian Involvement 
As we partner with parents and guardians to develop students into responsible little people, we 
encourage and welcome parents to become involved in our program. Visiting your student’s 
classroom during the day is encouraged as long as the visit doesn’t prove to be a distraction for 
your student and the classroom as a whole. Snack and lunch times are great times to visit 
without being a distraction to learning. Parents may volunteer as helpers. Please see CCA 
management to fill out the appropriate paperwork. 
 
If there is a special interest that you have and would be willing to share that interest with the 
students, please let the Director know of that interest. There will be a place on the enrollment 
papers that you can indicate the interest as well. 
 
Potty-Training 
As with all things that we do at CCA, we want potty-training to be a partnership involvement. 
Students need to remain in diapers or pull-ups until they can remain dry/clean consistently. 
Students must be completely potty-trained before they may enter the Sky or Blue rooms. 
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Confidentiality 
Every student’s personal information will be kept in a confidential file located in the office as 
required by State law. Parents/Guardians wishing to review this information may do so at any 
time, please set an appointment with the Administration. 
 
Behavior Plan 
CCA firmly believes the goal of effective discipline is to teach the children self-control. That is, to 
teach each child how to live usefully and happily with himself/herself and others. Good discipline 
results in a child who conducts himself/herself in an appropriate manner even when adults are 
not present. We, at CCA, believe the benefits of respect, consistency and positive reinforcement 
are the best approach to classroom management. CCA employees will make every effort to 
resolve any behavioral issues within the classroom. It is our goal for students to learn to assume 
responsibility for their behavior and learn to manage their behavior. A partnership between 
parents/guardians and CCA will ensure that students are learning to self-manage their behavior.  
 
Some methods that will be introduced and/or modeled by CCA employees for behavior 
management include, but are not limited to: 

• Modeling appropriate behavior and responses to others by teacher 
• Praise, both verbal and non-verbal 
• Giving students the right to make a choice and respecting their choice 
• Allowing students to learn the natural consequences of their choices and/or 

behavior 
• Redirection toward a better choice 
• Separation from the issue causing the misbehavior 
• Active listening by teachers to help the student identify and address the student’s 

feelings 
• Consistency will be maintained in order to establish limits and boundaries for 

students 
 
Students who refuse to follow the classroom guidelines, ignore teacher’s requests, hurt 
themselves or others or are generally non-compliant will initially be reminded of acceptable 
behaviors. Staff members are advised to document behaviors that occur where this sort of 
action will take place. Then, CCA will observe the following protocol: 

1. Upon a student’s misbehavior, ignoring the negative behavior will be the first attempt to 
solve a behavior issue 

2. Redirection toward a better choice will be suggested. 
3. If the student doesn’t comply, they will be removed from the group or class to reflect 

upon their misbehavior in a time-out. A conversation will occur between teacher and 
student to make sure that the student understands the reason they have been removed 
from the group. 

4. If after the time-out, the negative behavior continues, the student will be removed from 
the classroom or setting the misbehavior is happening in, most likely to the Director’s 
office. 

5. If after the separation from the classroom the behavior continues, the parent/guardian 
will be notified of the issue, depending on the severity of the issue, it may be requested 
that parent/guardian pick their student up from CCA. 

6. A conference will be scheduled to discuss the behavior issue.  Parents/guardians will be 
intimately involved with helping to solve the behavior issue.  Suggestions for home 
practice may be required in order for a student to be allowed to continue at CCA. 
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7. If there are three instances of non-compliance resulting in parent/guardian notification 
within a two-week period, the student’s enrollment in CCA will be terminated.  

Aggressive behaviors such as kicking and hitting are unfortunately more common in group 
settings than in home settings.  These actions can be especially dangerous, even though 
developmentally we recognize that this is a very common reaction for a frustrated student. 
However, it will not be tolerated. CCA will address each incident on an individual basis. 
 

1. If a student becomes physically violent, aggressive and/or a danger to himself/herself of 
other students or adults in the classroom, a warning will be given to the student. 

2. If the student continues the inappropriate behavior a second time, the student will be 
removed from the classroom until the student is able to calmly return to the classroom 
and the parent will be contacted. CCA management will discuss the consequence of 
being removed from the center for the day. 

3. If there is a 3rd incident in one day the student’s parent/guardian will be contacted to 
come and pick the student up for the remainder of the day. 

4. If a child is removed from the center more than 2 days in a given week due to physically 
violent or aggressive behavior, CCA will determine next steps for the student at the 
center or determine removal from the center. 

 
Biting Procedures: 
 
Even though biting is normal behavior for children of this age it is not an acceptable one. 
Students who bite are not mean or bad. Often, they are frustrated by their inability to verbalize 
their feelings. 
 
For the child that was bitten: 

1. We comfort the child who was bitten. It is important to give this child a lot of love and 
attention. 
2. First aid is given to the bite. It is cleaned with soap and water. 
3. An Incident Report is completed by teacher and signed by teacher, director and parent. 
(A copy is given to the parent and a copy is kept in child’s file.) 

For the child that bit: 
1. We inform the biter of their wrong action by using phrases such as “No bite, biting 
hurts”. 
2. We redirect the behavior of the biter. We show the biter an alternative behavior, so 
he/she learns to substitute biting with a positive behavior. We demonstrate how to pat 
and touch softly. 
3. We remove the biter from the area to one that is less frustrating and engage him/her in 
an alternate activity. 
4. An Incident Report is completed by teacher and signed by teacher, director and parent. 
(A copy is given to the parent and a copy is kept in child’s file.) 

If biting continues: 
1. A teacher shadow is placed with the biter to help prevent further incidents. 
2. The child will be monitored by the classroom teachers and classroom procedures 

evaluated to determine what is causing the child to bite (teething, communication, 
frustration, etc.) 

3. If the child bites 3 times in one week the director and teacher will conference with the 
parents to discuss a plan to modify the child’s behavior. 

Biting is a very developmentally appropriate behavior that will occur more often in group setting.  
Biting will often be mistaken for a “bad behavior.”  Clemson Creative Academy will work with 
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parents of the biter to determine the cause of the biting and to determine best practices to get 
the child to stop biting. 
 
Parents/Guardians of both victim and aggressor will be notified.  The involved students will not 
be revealed to parents/guardians in an attempt to protect each student’s privacy. 
 
Corporal punishment is not acceptable at CCA. 
 
Illness 
If your child is deemed that they are ill enough to be sent home from school, parents will be 
requested to sign an “Illness Report” form. This form outlines the reason the child is being sent 
home and for how long the exclusion from school will be effective.  For fever, vomiting and 
diarrhea, children must be symptom free from 24 hours before returning to school. 
 
This policy is taken from the South Carolina DHEC exclusion list.  More information can be 
found at http://www.scdhec.gov/Health/ChildTeenHealth/SchoolExclusion/ 
 
CCA can only accept well students. Students must be able to function comfortably in all daily 
activities to attend each day. The general population of students will not be put in contact with 
illness. Please keep your student home if the following symptoms/conditions are present: 
 
COVID 
As the current climate of our community is such that revisions may be made as new guidelines 
are given, this policy has been added to the handbook and will likely change as the year progress.  
Updates will be made known as the climate changes.  All exposures to persons with COVID must 
be reported to CCA management.  According to the most recent CDC and DHEC, here are the 
guidelines that CCA will follow. 
 
Students that are vaccinated will be required to observe a 3-day quarantine once exposed to a 
confirmed positive COVID case.  If on day 3 following the exposure, there are no COVID 
symptoms, persons may return to CCA on day 4.  A mask must be worn until a negative test 
result is provided or 10 calendar days after the initial COVID exposure, whichever is sooner. 
 
Students that are not vaccinated will be required to observe a 5-day quarantine (may not attend 
CCA) once exposed to a confirmed positive COVID case.  If on day 5 following the exposure, 
there are no COVID symptoms AND a negative COVID test taken on day 5 or later is provided, 
unvaccinated children may return to CCA on day 7 after exposure.  If no test results are 
provided, unvaccinated children may return to CCA on day 10 after exposure provided they 
have no COVID symptoms 
 
Diarrhea 
If a student has three or more stools containing liquid in a 24-hour period, this is diarrhea. 
Parents/Guardians will be called to pick up the student. The student may return to CCA when 
the frequency and consistency of the stool has returned to normal. 

 
Fever only 
Keep your child home for a fever of 101 degrees or higher by mouth or 100 degrees or higher if 
taken under the arm or with a scanner thermometer. Your child can return to school or childcare 
with a parent note when the fever is gone for at least 24 hours without the use of fever reducing 
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medications. Please note: An infant 4 months of age or younger with a fever (100.4 F) should 
receive medical attention. 
 
Flu, Influenza or Influenza-Like Illness (ILI) 
(ILI is defined as an oral temperature of greater than 100° F with a cough and/or sore throat for 
which there is no other known cause) 
 
Fever 
A child will be excluded for a fever of 100 degrees with cough and/or sore throat. Your child can 
return to school or childcare with a parent note when the fever is gone for at least 24 hours 
without the use of any fever reducing medications. 
 
Hand, Foot, and Mouth Disease 
Children with hand, foot, and mouth disease should be out of school or childcare while they 
have fever, above normal drooling, trouble swallowing, or are too sick to do normal school or 
childcare activities. Your child may return with a parent note. 
 
Head Lice 
Children with crawling lice or with nits (eggs) 1/4 inch or closer to the scalp may be sent home 
at the end of the day, if head-to-head contact with other children can be avoided. Otherwise, 
they may be sent home immediately. Your child may return with a parent note after their first 
treatment with a facility-approved lice removal product, if there are no active lice crawling on 
your child’s head. The school or childcare should check your child’s scalp for any newly hatched 
lice 7-10 days after treatment. If any are present, your child will have to be removed and 
retreated for 
lice in order to come back to school or childcare. 
 
Haemophilus influenzae Type B (Hib) 
Children with a Hib infection are excluded until cleared by a health care provider to return to 
school or childcare. 
 
Hepatitis A 
Children are excluded until 1 week after the start of illness or jaundice. The child may return with 
a medical note 1 week after the start of the jaundice. 
 
Impetigo 
Your child may return after receiving antibiotics for 24 hours, as long as the sores have stopped 
oozing and are starting to get smaller, or if the sores can be covered completely with a 
watertight bandage. A parent note is needed to return to school or childcare. 
 
Measles (Rubeola) 
Children with measles can return with a medical note 4 days after the rash begins, if they have 
no fever and feel well enough to participate in regular school or childcare activities. 
 
Meningitis 
A child with signs of meningitis (high fever, rash, stiff neck) must remain out of school or 
childcare until a health care provider provides a medical note stating that the child may return. 
 
Mouth Sores 
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Exclude young children for sores, including mouth ulcers and blisters, inside the mouth 
associated with uncontrolled drooling, unless the child’s health care provider states that the 
child is noninfectious. A parent note is required to return. 
 
Mumps 
Children with mumps can return with a medical note 5 days after the beginning of swelling. 
 
Pink-eye / Conjunctivitis 
Exclude symptomatic children who have fever, severe eye pain, purulent drainage or are too 
sick to participate in routine activities. Your child may return with a parent note. 
 
Rash with fever, behavioral changes or other symptoms 
Exclude children with rash until a health care provider has determined that the illness is not a 
communicable disease. 
A medical note is required to return. 
 
Ringworm 
Children with ringworm of the scalp must remain out of school or childcare from the end of the 
day until they have begun treatment with a prescription oral antifungal medication. Your child 
may return with a medical note. Children with ringworm of the body must remain out of school or 
childcare from the end of the day until they have begun treatment with a topical antifungal 
medication. Your child may return with a parent note. 
 
RSV (Respiratory Syncytial Virus) 
Exclude younger children with RSV if the child has a fever or if the child is too sick to participate 
in activities with other children and staff. Your child may return with a parent note. 
 
Rubella / German Measles 
Keep your child home until 7 days after rash starts. The child may return with a medical note. 
 
Scabies 
Keep children with scabies out of school or childcare until treatment/medication has been 
completed (usually overnight). A medical note is required to return. 
 
Shingles 
Keep children home who have shingles sores or blisters that cannot be covered. Your child may 
return with a parent note once the sores are dried or scabbed. 
 
Skin Infections from Staph or Strep (includes MRSA) or Herpes Gladiatorum 
Children may attend school or childcare if the sores are covered with clothes or dressings, and if 
the drainage does not come through clothes or dressing. 
 
Strep Throat / Streptococcal Pharyngitis 
Your child with “Strep throat” can return to school or childcare with a medical note 24 hours after 
starting antibiotics, if there is no fever. 
 
Tuberculosis (TB) 
Keep children with active TB home until the health care provider treating the TB writes a 
medical note that says that the child is no longer contagious. 
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Vomiting 
Keep young children home when vomiting has occurred 2 or more times in a 24-hour period. All 
children should stay home for any green or bloody vomit. If the child is vomiting and also has 
not urinated for 8 hours the child should stay home. 
 
Whooping Cough / Pertussis 
Children with whooping cough can return to school or childcare with a medical note after 
completing 5 days of antibiotics. If there is an outbreak of disease in your child’s school or 
childcare, DHEC may change the exclusions found in this document in order to stop the spread 
of disease. 
 
If your child has not received immunizations to protect against diseases like Measles, Mumps, 
Rubella (German measles), or Chickenpox, your child may need to be removed from school or 
childcare if there are cases of these illnesses in the school or childcare. Your school nurse will 
provide more information if there is an exposure or outbreak. 
 
If a student shows signs of illness (fever, vomiting, or diarrhea) the evening before or in the 
middle of the night, please do not send your student to CCA even if the symptoms appear to be 
better in the morning. Your student must be free of illness and/or fever for 24 hours without the 
assistance of fever reducing medications before they may return to CCA. Please do not 
administer a fever-reducing medicine and send your student to CCA. 
 
Medication 
Prescription medicines will be administered at CCA only upon receipt of written instructions on 
the Medication RX Form (attached at end of document) AND if the medicine is in the original 
container with the original prescription label including student’s name, physician’s name, and 
dosage instructions. No prescription medication will be given unless the Medication RX Form is 
completed. All prescription medicines will be handled by the student’s teacher and stored in a 
locked location. “As needed” is not considered dosage instructions for prescription medication; 
the only exception to this is an EpiPen. 
 
If parents/guardians want to have over-the-counter medication available for their child at CCA, 
this medicine will be stored in the office. 
 
Before over-the-counter medications will be given, parental consent is required. This consent 
will come in the form of phone conversation, email, or dojo message.  No “as needed” requests 
will be honored effective in January of 2022.  A CCA management team member is required to 
reach out to you in order for any over-the-counter medications.  
 
The only circumstance that students will be given medication without parental consent is in an 
emergency situation. CCA will attempt to contact parents/guardians prior to administering 
medication in an emergency situation, however, if no response, we will make an appropriate 
decision according to the Good Samaritan law. Examples of emergency situations include but 
are not limited to a bee sting allergic reaction, an injury resulting in need of pain reducing 
medication, a new allergic reaction requiring response to save life or if a student wakes from a 
nap with a very high fever.  
 
When medication is administered. Parents/Guardians will be notified immediately if the need 
should arise to give medication for an emergency situation.  At the end of the day, 
parents/guardians will be required to sign a Medication Incident form.  This form will be added to 
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a child’s personal file. A Medication Incident form (attached at end of document) will need to be 
signed when the child is picked up from CCA. 
 
Parents acknowledge and consent to this policy before medication will be administered. By 
signing the acceptance form at the back of this handbook, parents/guardians acknowledge this 
policy. 
 
Enrollment Procedures 
Students must be at least six weeks old to enroll. Enrollment packets are available on our 
website (clemsoncreativeacademy.com) or you may pick one up from the CCA office. The 
enrollment packet is extensive, and all forms must be completed entirely before the student may 
begin attending CCA. Copies of current immunization records are also required; please make 
every effort to ask your pediatrician for an updated immunization record at each vaccination 
administering appointment. 
 
If at any time there is any change to a student’s personal information (address, telephone 
number, emergency contact information, etc.), we ask for the prompt communication of the 
changes with CCA, so we have the most current information.  
 
Hours 
CCA is open from 7:15 AM until 5:45 PM Monday through Friday. We ask for your cooperation 
in picking your student up by 5:45 PM. Please inform CCA immediately if you are unable to pick 
up your student by the end of the day. Late fees will be applied, details described below. 
 
Tuition and Fees 
All fees can be paid via ACH/bill pay, credit card (3% convenience fee will apply as of 8/1/2020), 
or VenMo to @Andrea-Mason-32. Cash, check or Money order will also be accepted; please 
give to a staff member or place in lock box by Stop Sign. While I am willing to work with families, 
I ask for your courtesy in understanding that payment needs to be made in a prompt manner. 
Unless prior payment plans have been discussed, payment must be made weekly or monthly as 
you have requested. Venmo will be accepted as long as payments are made regularly. If 
payments get behind or don’t occur regularly, we must switch to ACH/bill pay or credit card 
payment.  
 
Enrollment Fee 
You are required to pay a refundable enrollment fee of $50 before your student will be 
considered for enrollment.  
 
Supply Fee 
You are required to pay a supply fee of $75 each year. This is due at the time of enrollment and 
at the anniversary of enrollment each year. 
 
Tuition Fee 
Monthly tuition is due by the 5th of each month. Weekly tuition is due the Monday or Tuesday of 
each week. If extenuating circumstances cause financial hardships, contact CCA management 
immediately to see if other arrangements can be made.  
 
Any student account balance that falls more than two payment periods behind will be put on a 
mutually agreeable payment plan by CCA. Failure to meet the terms of this payment plan will 
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result in the student’s dismissal from CCA and loss of the student’s priority number at the 
Academy.  
 
Multiple Student Discount 
For families with 2 students attending CCA, a discount of 2% off weekly and monthly tuition fees 
will be applied to both students. Likewise, a discount of 3% will be offered for three or more 
students in the same family attending CCA. This discount cannot be combined with other 
discounts. 
 
The tuition fees are as follows: 
 

Monthly  
      Cost per child 

2 day/wk (TTh) 3days/wk (MWF) 5 days/wk (M-F) 

1 Child $320.00 $450.00 $675.00 
2 Children (per child) $313.60 $441.00 $661.50 
3+ Children (per child) $310.40 $436.50 $654.75 

 
Weekly  
        Cost per child 

2 day/wk (TTh) 3days/wk (MWF) 5 days/wk (M-F) 

1 Child $82.00 $115.00 $168.00 
2 Children (per child) $80.36 $112.70 $164.64 
3+ Children (per child) $79.54 $111.55 $162.96  

 
Late Pick-up Fee 
CCA closes at 5.45 PM. It is our desire to leave promptly at that time in order to enjoy our 
personal lives and families, please be respectful of that time. If your student is not picked up by 
the CCA closing time, you will be charged a late pick-up fee of $2/minute/student for the first 
fifteen (15) minutes of lateness and an additional $5/minute/student thereafter. As a courtesy, 
please let CCA know if you know you will be late picking up your student; however, late fees still 
apply. One day of grace lateness will be allowed. 
 
Returned Payment Fee 
A charge of $35 will be added to your account for any payment not honored by the bank. 
 
Yearly Statement 
Each family will be given a yearly statement of childcare expenses for tax purposes by January 
31st. 
 
Waitlist Fee 
If you wish to place your student on Clemson Creative Academy’s waitlist, you are required to 
pay a fully refundable waitlist fee of $50. The payment does not guarantee enrollment for your 
child on the date you requested. This fee assigns you a family priority number that will be used 
to assign students to spaces as they become available in our school. The waiting list fee will be 
applied to your enrollment fee upon registration in CCA. 
 
This prioritized Registration Wait List of students is used for classroom assignments when 
space becomes available. Family priority numbers have been maintained at CCA since we first 
started receiving registration requests in June 2018, with each family being assigned a priority 
number based on the order CCA received the family’s Registration Wait List fee payment. Once 
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a family gets a priority number, it is theirs permanently to maintain proper fairness in room 
assignments. New registration wait list requests from families with children currently enrolled at 
CCA are given priority consideration in order to maintain family continuity at the Academy. 
  
When a space becomes available in a classroom, the student with the lowest priority number 
who is eligible for that room will be contacted by CCA and given two options: 

1. Accept the open classroom space and enroll at CCA after completing the required forms 
and providing all necessary information. In this case, the Registration Wait List fee is 
applied towards the student’s account balance for tuition and supplies. Regular tuition 
billing will commence on a pro-rated basis for the first month if necessary, then in full for 
each subsequent month. 

2. Decline the open classroom space but remain on the Registration Wait List (and keep 
their priority number). In this case, CCA will contact the next eligible student on the 
Registration Wait List and offer them the open classroom spot. 

  
In order to be fair to all students and families, CCA requires that one of these two options be 
accepted within 48 hours of being contacted with CCA’s offer. If no response is received, Option 
2 to remain on the Registration Wait List will be selected for the student. 
  
Unfortunately, CCA will not hold spots open in classrooms for extended periods of time. 
However, families may choose to pay for the classroom spot in full, even though they may not 
wish to send their child to CCA immediately for personal reasons. CCA is happy to provide 
additional information about each student’s position on the Registration Wait List upon request. 
  
Any student on the Registration Wait List not wishing to remain in consideration for a classroom 
can ask for a refund of their wait list fee at any time, no questions asked. CCA will ask for a 
mailing address and promptly send a refund check. 
 
Withdrawal/Termination 
As a courtesy, please give two weeks written notice of a student’s last day of attendance at 
CCA. No refunds will be given for partial month’s tuition unless a written notice is submitted to 
CCA two weeks prior to the student’s last day of attendance. 
 
Daily Operations 
This section is offered to make the transition from home care to days spent at CCA seamless. 
Our desire is for every student to enjoy being at CCA in a safe and loving environment. 
 
Cell phones should not be in use during arrival and departure times. Never leave any child 
unattended in a vehicle. Students must be accompanied by an authorized adult at all times. 
 
CCA will not receive students until after 7:15 AM and all students should be picked up by 5:45 
PM. 
 
Each family will receive a door code that will be used to gain access to the building by using a 
keypad on the exterior of the building. Until a student becomes a part of the CCA family, please 
use the doorbell in order to have someone meet you at the door. Someone will greet you at the 
door and accompany you while you visit our building.  
 
Arrival 
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Parents/Guardians will bring their child to the entrance to CCA.  You will be met by a staff 
member that will escort your child to their classroom. Teachers will greet students at the 
classroom door and escort them into the classroom. Parents are asked to have students arrive 
at CCA by 9:00am as this is the time classroom instruction will begin. For older children bringing 
a student to CCA after classroom instruction begins can cause a distraction for other students. 
For younger students, 9:00am arrival gives all students a good opportunity to get good and tired 
before naptime. Please be courteous. 
 
CCA staff is keeping a detailed account of who is present in the building.  Teachers also keep a 
detailed account of their classroom. 
 
Departure 
Students will be released only to a parent, guardian, or other adult that is listed on the Pick-Up 
Authorization form. The only exception to this rule is if CCA has received written authorization 
from a parent/guardian (dated and signed) stating otherwise.  
 
In the event that a person who has not been listed on the Pick-up authorization form 
unexpectedly must pick up a student, a parent/guardian must send written notification via email 
with the name of the person picking up the student and a predetermined “code word.” 
Parents/Guardians must call CCA to confirm receipt of email. The person picking up the student 
in this situation will be required to state the “code word” that was provided on prior email and 
provide proof of identification with photo ID. 
 
Please understand that verbal instructions alone cannot be honored. A person who is not 
authorized to pick-up a student will not be allowed to depart with the student. 
 
Nap Time 
If it is necessary to pick up your student during nap time (12:00 pm to 2:30 pm), please check in 
with CCA management in the office before going to your student’s classroom. CCA 
management will get your student and their belongings and bring them to the office. Please 
remain in the office until your student returns.  
 
Teacher Accountability 
Teachers will know and are responsible for the exact whereabouts of all students in their care 
from the moment they are signed in by parents/guardians until the moment that students are 
signed out by their parents/guardians.  
 
Absences 
Regular attendance is important for your student to receive the full benefit of CCA. We want all 
our students to be present every day. Please notify the office as soon as possible if students will 
be absent because of sickness, family vacations, or mental health days. Please remember that 
you must still pay full tuition even if your student is absent.  
 
Sunscreen Application 
By signing the acceptance form at the back of this handbook, parents/guardians acknowledge 
that CCA employees will apply sunscreen to all students. Parents need to provide their 
preferred brand of sunscreen.  We will label each bottle with child’s name and store out of 
student’s reach. 
 
Permission to photograph and publish photographs 
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By signing the acceptance form at the back of this handbook, parents/guardians acknowledge 
that your child might be photographed and published to the public in a respectful and 
appropriate manner.  
 
Accidents 
When you put a bunch of young people together, accidents may happen, even with the closest 
of supervision. In the event of an accident, CCA employees will record the accident details on 
an Incident Report Form. Upon parent/guardian arrival at the end of the day, the injury and form 
will be shown to the student’s parent/guardian. The form will be acknowledged, signed by the 
parent/guardian and added to the student’s confidential file in CCA office. 
 
Allergies 
CCA does not believe that students with allergies will require an entire center to accommodate 
this allergy; this isn’t how the real-world works. If your student has a severe allergy (food, 
medicine, insect bites, etc.) please inform the student’s teacher and discuss with CCA 
Management; an Allergy Action Plan must be on file at CCA. Separate locations will be offered 
to students with food allergies. Sharing lunches among students will not be permitted. If snacks 
are brought into CCA to be shared with other students for things like parties or birthday 
celebrations, please be mindful of possible allergies other students might have. 
 
Lunch, Snacks and Other Supplies 
Parents/Guardians provide lunch and beverages other than water if students want that to drink 
for lunch. Please label all personal items. Microwaves are available to heat lunches as long as 
the container is microwave safe. Lunches will be refrigerated unless otherwise noted.  
 
Crock Pots will be used to heat bottles to the desired temperature. All infant bottles should be 
labeled with student’s name and date. Formula should be premixed in bottles and ready to be 
heated and dispensed. Breast milk should be sent in ready to feed portions in bottles or frozen 
in single portion storage bags. The crock pot will be used to heat the frozen breast milk to the 
appropriate temperature and then transferred to corresponding labeled bottles. 
 
Diapers and wipes will be provided by parents/guardians for their students. These items will only 
be used for your student. Parents/guardians will be notified when more items need to be sent in, 
please do so promptly. 
 
Clothing and Personal Belongings 
Please label all items that your student brings into CCA. Every student must have a complete 
change of weather-appropriate clothing at all times. Students will go outside most days, please 
make sure they are weather-ready. 
 
If your student has a special item that helps them to sleep, they may bring it to CCA (labeled 
with their name). They will only be able to have this item during nap time. No other personal 
toys will be allowed at CCA.  
 
Please send a water bottle with your child’s name on it. They will use this container throughout 
the day. It will travel with them as they change locations. 
 
Emergency Situations 
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CCA employees will do everything possible to prevent emergency situations, but sometimes 
things happen outside of our control. The following policies are in place in order to 
accommodate for the emergency situations. 
 
Emergency Closings 
CCA will close for inclement weather if CCA management determines it necessary. A delayed 
opening will be offered if the conditions are safe. In the event that we are closed due to 
inclement weather, it will be announced on social media, via email and class dojo. 
 
If during the day there is an emergency or inclement weather that causes an early closing, 
parents/guardians will be called and/or notified via email or class dojo notification. Immediate 
pick up is expected. 
 
Tuition will not be reimbursed due to any emergency closings. 
 
Emergency Medical Care 
In the event that a student requires emergency medical care, 911 will be called. Then, a 
parent/guardian or emergency contact will be called to inform them of the student’s symptoms 
and where the student will be transported for medical care. Unless otherwise determined or 
stated at the time of emergency, students will be transported by Emergency Medical Services 
(EMS) to AnMed Medical Center in Anderson for emergency care. 
 
CCA employees will be trained in CPR/First Aid and he/she will render aid until emergency 
personnel arrive. A member of CCA management will take the student’s personal file to the 
hospital and remain with the student until his/her parent/guardian or emergency contact person 
arrives. 
 
Child Abuse and Neglect 
Any person who has reason to believe that a child through the age of 17 has been subjected to 
abuse and/or neglect is required by law to report such incidents to the Department of Social 
Services for evaluation. Childcare workers are bound by this law and are required to report any 
signs of child abuse or neglect to the proper authorities. Please notify CCA employees of any 
pre-existing injuries. 
 

• Pickens County Daytime # 864-898-5810 
• After Hours # 864-239-8655 

 
Emergency and Disaster Plans  
Although disasters are unlikely, it is important that we have a plan in place and are prepared 
should an emergency occur. Each student will receive training concerning emergency 
evacuation procedures. Evacuation routes are posted in each classroom. Fire drills will be held 
monthly. Drills for lockdowns and for disasters (such as tornados) will be held at least every 6 
months. We will inform you in advance of fire and weather drills.  

• “On-Site Evacuation”: In a situation that requires shelter within our building, like a tornado, 
chemical or biological spill or in the event of needed lockdown, students and employees 
will take shelter in the hallway areas of the building. CCA employees will be nearby to 
ensure the safety and continued care of the students. 

• “Off-Site Evacuation”: In the event that an emergency occurs such as a fire, flash flood or 
other major disaster event that compromises our safety within the CCA building forcing 
students and employees to relocate “off-site,” they will go to Olli building in the Patrick 
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Square Community. CCA employees will be nearby to ensure the safety and continued 
care of the students.  A parent, guardian or emergency contact will be contacted to be 
made aware of the situation and make arrangements to pick up their students. If care for 
students is possible in the alternate location, a parent, guardian or emergency contact 
may authorize that care be provided for the remainder of the day. 



 

 
Parent Handbook Acknowledgement Form 
 
Student Name(s): __________________________________________________ 
 
By signing below, you acknowledge that as the parent/guardian of the student named above, you: 

1. Have read and understand the policies and procedures outlined in the 2022 Parent Handbook. 
2. Agree to comply with policies mentioned with the 2022 Parent Handbook. CCA reserves the right to 

change policies and procedures at any time but will inform parents/guardians of revisions. 
3. Understand that the 2022 Parent Handbook does not cover every situation that may arise, it is intended 

only as a general reference. 
4. Understand (and are encouraged) that questions regarding the 2022 Parent Handbook should be 

discussed with CCA management. 
 
_______Acknowledge and consent to emergency medication administration policy 
 
 
 
_________________________________________________________ 
Printed Parent’s/Guardian’s Name 
 
 
 
 
_________________________________________________________ 
Parent’s/Guardian’s Signature 
 
 
 
 
_________________________________________________________ 
 
Date 
 
 
Address: ________________________________________________ 
 
 
________________________________________________________ 
  



 

Medication Form 

 
Student’s Name: __________________________________ Medication: _______________________________ 

CCA Representative receiving medication: _______________________________________________________ 

Prescribing Physician: ____________________________ Prescription #: _______________________________ 

Amount of Dosage: ______________________________ Times of Dosage: _____________________________ 

Continue Medication until (date): ______________________________________________________________ 

Refrigerate? Yes No Any other instructions? ______________________________________________ 

*Note: Medication must be in its original container and labeled with your student’s name and the date 
medication is left at CCA.  Medications can only be administered in amounts according to the label directions. 

I authorize CCA to administer the medication as described above. I acknowledge that CCA cannot be held 
responsible for any allergic reaction or complication caused by this medication if given according to above 
directions. 

Parent/Guardian Signature: ________________________________________ Date: ______________________ 

Record of Administering Medication: 

Name of Medication 

 

Date 

 

Time 

 

Dosage 

 

Name of individual dispensing 
medication 
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Incident Medication Form 

 
Student’s Name: _______________________________________ Date: _______________________________ 

Situation requiring attention: __________________________________________________________________ 

Method of parent communication: _____________________________________________________________ 

CCA Representative administering medication: ___________________________________________________ 

Amount of Dosage: ______________________________ Times of Dosage: _____________________________ 

I was notified that my child had been involved in a situation that medication given was allowed per 
conversation.  The incident did not warrant pick up from school, but medication on site was administered to 
improve before mentioned situation. I authorize CCA to administer the medication as described above. I 
acknowledge that CCA cannot be held responsible for any allergic reaction or complication caused by this 
medication if given according to above directions. 

Parent/Guardian Signature: ________________________________________ Date: ______________________ 
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