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INTRODUCTION

Our Purpose

We believe children are active learnersȴ We believe they are capableȴ Togetherȵ we
nurture the learning processȴ We create the environment for growthȴ
We help them thriveȸone child at a timeȹ

Ekobé School of Learning

Our school name was carefully chosen by the founder of Ekobé School of Learningȴ
Ekobé means the ɕEssence of Lifeɖ and we believe the ɕEssence of Life is Found in
the Childȴɖ The letter ɕOɖ has a brush stroke in the middle of the word to represent
the creative mind of the childȵ the leaf in the center represents the growth of the
childȵ and the circle represents community engagementȴ
The essence of life is found in the creative mindȵ the inquisitive thoughtsȵ the
passionȵ the loveȵ the compassion and the curiosity of the young childȴȴ

Our Mission

Our mission is to provide an educational environment that fosters a positive approach to
respecting childrenɘs ability to learn and grow in an openɅended learning experience
through explorationȵ creativity and collaborationȴ

We are committed to creating a nurturing environment that inspires learning while
stimulating the socialȵ emotionalȵ cognitive and physical wellɅbeing of the child to fully
thrive in a diverse and inclusive communityȴ

We value the communication among childrenȵ teachers and parents to create a
challenging and joyful space that promotes the potential of all childrenȴ
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Our Approach

Our teaching philosophy is inspired by the ReggioɅEmilia approach to learningȴ

THE IMAGE OF THE CHILD
We view the childɘs ideas as valuable tools for learning and exploring their potential growthȴ
The Reggio Emilia approach takes the children seriously and the children are trusted as
active participants in building knowledge while exploring the environmentȴ

THE ROLE OF THE TEACHER
The teacher takes a distinguished role from the traditional teaching approachȴ The teacher
is the listenerȵ the observerȵ the documentorȵ the researcherȵ the negotiatorȵ and the
supporter of the childrenɘs ideasȴ

THE THIRD TEACHER
The environment is the third teacherȴ The environment is created with flexibility to stimulate
opportunities for transparencyȵ curiosityȵ relationship and reciprocityȴ The environmentȵ the
children and the teacher collaborate in the social construction of knowledgeȴ

THE EMERGENT CURRICULUM
Our curriculum is childɅcenteredȴ It is created with flexibility to embrace childrenɘs interestsȴ
The children provide the direction for how the curriculum will be developedȴ Teachers
engage with children by asking reflective questions to encourage more elaborated
answersȴ

THE RELATIONSHIP
The relationship among the childrenȵ teachersȵ and parents is fundamental to how well
children construct knowledge based on reciprocityȴ The culture of engagement builds the
shared sense of responsibility for all childrenȴ

THE DOCUMENTATION
Documentation makes childrenɘs growth development and interests visibleȴ Documentation
creates an opportunity to have a glimpse into childrenɘs world of imaginationȴ It allows
teachers to understand and interpret childrenɘs working process instead of simply
evaluatingȴ Documentation is produced and presented by photographsȵ written
observationsȵ journalsȵ audiotape and videotapeȴ

Emergent Curriculum Ʌ Toddler Component and Preschool Program

Our curriculum is childɅcentered and Reggio Emilia Inspired for both Toddler and Preschool
Ageȴ It is created with flexibility to embrace childrenɘs interests and it will be developed
according to their developmental stageȴ
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In the Toddler programȵ curriculum will be designed to foster toddlerɘs independence
along with activities that will strengthen their individual learningsȵ languageȵ gross motor
skillsȵ while building a strong relationship between the teacher and childȴ
In the Preschool programȵ the children will provide the direction for how the curriculum
will be developedȴ Teachers engage with children by asking reflective questions to
encourage more elaborated answersȴ
Our experienced staǪ embraces a dynamic curriculum that will prepare our young learners
to thrive in the classroom and beyondȴ Our curriculum incorporates a playɅbased
approach with a variety of handsɅon opportunities for exploration of the world around
themȴ
We will also implement the Conscious Discipline and Kindness Curriculum within our
learningsȴ

Language Program: Portuguese and Spanish

The language program will be oǪered twice a week ɍTuesday and ThursdayɎ for children
attending Ekboé School of Learningȴ Parents will be notified once the Language Program
startsȴ Program is still under development and preparing qualified teachersȴ Parents will be
provided with the choice of language Portuguese or Spanishȴ Time to start ȶ TBDȴ

Atelierista Ʌ Art Room

The atelier ɍart roomɎ will be used by all students under the supervision of their teachers
and the AtelieristaȴThe atelierista will incorporate art concepts and explorations of diǪerent
art mediums ɍclayȵ woodȵ paintȵ fabricȵ charcoalȵ etcɎ with the childrenȴ The atelierista will
collaborate with your childɘs teacher to further explore their interest and ways of
expressing their learnings and viewsȴ Parents will be notified once we hire the right
Atelierista to join our teamȴ

Hours of Operation

Ekobe School of Learning is open Monday through Friday from ǹȶ30 AM to 5ȶ30 PMȴ
FullɅDay ȶ ǹȶ30 am to 5ȶ30 pm

Program Age served

Toddler program Ʌ Ages 1Ǻ months to 3Ǹ
Preschool program Ʌ2 years old to 5 years old

ȿParents choosing to enroll their child in the toddler program must provide a written
permission to enroll their child into the program ɍ1Ǻ months and 3Ǹ months of ageɎȴ A form
will be provided and accessible for download on our websiteȴ No child in the toddler
program shall be placed in the preschool program before the age of 30 months without
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written permission from the childɞs authorized representative along with Directorɘs
permission and assessment of the childɘs developmental stageȴ Both parents and director
must agree under written form when transition to preschool program should take placeȴ
Ekobé School of Learning reserves the right to deny any transition request to preschool
program if child is not at the developmental stage andɁor for any other reason that could
impact the normal operation of the facility in relation to teacherɁratio capacityȴ

Calendar

The yearly calendar will be posted online for easy access to parents and inside the
classroomȴȴ The school reserves the right to make any changes necessary to the calendar
during the year at any timeȴ

Daily Routine

Our daily routine is determined by the children and their teachersȷ it can be a routine that is
flexibleȵ predictable and balancedȵ loudɁquietȵ indoorɁoutdoorȵ childɅledɁteacherɅledȵ and
structuredɁfree playȴ

Schedule

ǹȶ30 AM ȶ Ekobé School of Learning opens
Ǻȶ30 AMȶ Breakfast ɍprovided by parentsɎ
ǻȶ00 AM Ʌ 11ȶ30 AM ȶ Indoor or Outdoor Activities
11ȶ45 AM ȶ Lunch ɍprovided by parentsɎ
12ȶ30 PM to 2ȶ30 PM ȶ Rest Time
03ȶ00 PMȶ Afternoon Snack ɍ additional snack provide by parentsɎ
3ȶ30 PM Ʌ 5ȶ30 PM ȶ Indoor or Outdoor Activities
5ȶ30 PMȶ Ekobé School of Learning closes

Holidays Closed

ȿPlease refer to updated list of closed daysɁholidays on our website

ENROLLMENT POLICIES

Admission and Registration

Students may enroll at any time through the yearȴ If space is not availableȵ you can request
to be placed on our waitlistȴ The application process must be completed each yearȵ as
student records must be updated annuallyȴȴ To secure your spot in the programȵ please
submit the documents ɍhard copyɎ belowȴ All forms must be turned in on the first day of
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attendanceȴ Any forms not returned within two weeksȵ a charge of ɴ25 per week will be
added to your accountȴ

Enrollment application
Registration fee ɍannualɁnonɅrefundableɎ
Materials fee ɍannualɁnonɅrefundableɎ
Admission Agreement ɍcontractɎ
Notification of Parentɘs Rights ɍLIC ǻǻ5Ɏ
Personal Rights ɍLIC Ǹ13AɎ
Identification and Emergency Information ɍLIC ǹ00Ɏ
Consent for Emergency Medical Treatment ɍLIC Ǹ2ǹɎ
Childɘs Preadmission Health History ɍLIC ǹ02Ɏ
Physicianɘs Report ɍLIC ǹ01Ɏ
Up to date immunization record Immunizations
Childɘs Profile Photo 4XǸ Ʌ photo will be used for Childɘs Folder Ʌ Oǫce ɍcolorɎ
Any other requirement documents Ʌ see on website for updates

Inspection Authority Of Childcare Licensing

The State Licensing Department has the authority to interview children or staǪ without prior
consentȴ The State Licensing Department has the authority to inspectȵ auditȵ and copy child
or childcare center records upon demand during normal business hoursȴ Records may be
removed if necessary for copyingȴ Removal of records shall be subject to the requirements
in Sections 10121ǹɍcɎ and 101221 ɍdɎȴ The State Licesing Department has the authority to
observe the physical condition of the childɍrenɎȵ including conditions that could indicate
abuseȵ neglect or inappropriate placementȴ

Payment Method

Tuition payments must be made through our software systemȴ Please check online for
direct payments andɁor with our oǫceȴ

Adjustment Period

Some children take their own time to adjust to a new environmentȴ Pleaseȵ prepare your
child for the new transition by talking to your child about the new preschool and visiting the
preschool before your childɞs first day in classȴ Enrollment fee and material fee are non
refundable if no adjustment occursȴ

Easy Goodbyes
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Prolonged goodbyes might create more anxiety and emotional distress to your childȴ Quickȵ
clearȵ and eye contact with your child will help make the goodbye easier on a daily basisȴ
Keep the same wordings and routine dailyȵ ɕ I love you and momɁdad will pick you up after
workingɁrunning errandsȴȴɖ Always say goodbye to your child even if your child is upsetȴ
They will remember your words and teachers will comfort your childȴ Sneaking out is never
suggested as it can create frustration and fear in the childȴ Always say goodbyeȴ

What to bring to preschool on your childɘs first day

A list of items will be accessible to parents onlineȴ Pleaseȵ do provide all the items on the
listȴ Teachers will communicate if any item needs to be replenishedȴ

Personal Rest Mat

In order to avoid the spread of germsȵ we consider resting mat a personal itemȴ Parents
are responsible for purchasing and providing their childɘs rest matȴ Rest mat ɍtriɅfoldɎ is
available for purchase at the oǫce ɍprice will be the same as online to facilitateɎ or online
at wwwȴcomunityplaythingsȴcomȴ No other type of rest mat will be acceptedȴ Pleaseȵ check
with the oǫce for purchaseȴ

Emergency Kit

Please do provide an emergency kit for your child in case of emergency or major disaster
ɍearthquakeȵ lockdownȵ etcɎȴ The emergency Kit List is provided to you online on our
websiteȴ Pleaseȵ make sure to label all items before handing over the kit to your childɘs
teacherȴ Emergency kit must be provided on the first day childɘs attendanceȴ

AttendanceɁSignɅ In and SignɅout

Children may attend only on those days and for those hours that they are enrolled under a
signed contractȴ
Parents are required by law to sign in and out the child dailyȴ Sign in and out attendance
will be done electronically via designated parentɘs account under Procare Appȴ Parents will
receive a PIN to log the child in and out dailyȴ
Ekobé School of Learning reserves the right to terminate any contract and service if a
parent chooses to disregard this important policy

Notification of Absence

Parents should notify Ekobe School of Learning by phone or email whether the child will
not be present for the day or a time period such as vacation andɁor illnessȴ All absences
should be reportedɁ communicated by ǻȶ00amȴ
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Late DropɅoǪ

The child attending childcare must be present by 0ǻȶ30 aȴmȴ No child will be
accepted after this timeȴ We will only accept a late dropɅoǪ by 11ȶ00am with a
doctorɞs noteȴ Parents should present a doctorɞs note to the front oǫceȴ

Late PickɅUp

Pleaseȵ be considerate of our teacherɘs scheduleȴ They are to close the preschool by
5ȶ30pmȴ Pleaseȵ pick up your child before 5ȶ30pmȴ I understand that if I fail to pick up my
child by the scheduled closing time and agreed under contractȵ I will be charged a lateɅflat
fee of ɴ20.00 per any minute up to every 15 minutes increments if my child is not picked up
after closing hour 5ȶ30pȴm or halfɅday ending time at 12ȶ00pmȴ The late fee will not be
prorated by minutesȴ If you enter any 15 min blockȵ another ɴ20ȴ00 will be chargedȴ
LateɅfee will be charged to your accountȴ

Authorized Pick Ups

Any person picking up your child must be listed in the State Form as authorized person to
pick up your childȴ The person authorized must present their ID at the reception and
signɅout the childȴ Pleaseȵ do not send anyone without adding the personɘs name to the listȴ

Fees

Wait List Fee ɍnonɅrefundableɎ
Annual Enrollment Fee ɍnonɅrefundableɎ
Annual Material Fee ɍnonɅrefundableɎ
FourɅweek Notice Deposit ɍto be used towards the last 4 weeks of withdrawalɎ
Tuition must be paid via ProcareɁTuition Expressȴȴ Parents will complete the Recurring
Payment Authorization Form so that payments will be automatically deducted from bank
account or credit card weekly or each monthȴ
Tuition payments are deducted every Monday for an amount determined under a signed
contractȴ Pleaseȵ review the Admission Contract for more detailed tuition payment
guidelines and feesȴ

Annual Registration and Materials Fee

An annual nonɅrefundable registration fee and material fee are due at time of registration
and at enrollment period during Septemberȴ

FourɅweek Notice Deposit
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A payment of fourɅweek notice deposit must be made upon registration periodȴ This
deposit will be used towards the last month your child will be attending ɍwithdrawalɎȴ A
60Ʌday withdrawal must be filled within the oǫceȴ

Delinquent Account

A lateɅpayment charge of ɴ40ȴ00 per week will be applied to your account until the
delinquent amount is paid in fullȴ The preschool reserves the right to remove the child from
attending preschoolȵ at any momentȵ until the account is paidȴȴ If legal action is taken to
collect delinquent accountsȵ parents or guardians are responsible for the payments of all
costs associated with the collection of debtȵ including but not limited to the followingȶ any
collection costsȵ court costsȵ applicable feesȵ and attorney feesȴ

Returned Payment Fees

Any and all returned payments and declined ACH payments will be charged ɴ40ȴ00ȴ Ekobé
School of Learning does not accept outɅofɅ state checksȴ Cashiersɘ check or money order
will be accepted until a proper payment is issuedȴ

Tuition Reductions

Ekobé School of Learning staǪs its programȵ purchases supplies and equipmentȵ and plans
its operational budget on the assumption that children are enrolled for a complete yearȴ As
suchȵ there is no reduction in tuition for absencesȵ sick daysȵ vacationȵ holidaysȵ inclement
weatherȵ school closuresȵ emergency closuresȵ or short academic monthsȴ

Annual Tuition and Fee Increase

Ekobé School of Learning reserves the right to make any necessary tuition and fee
increase annually to ensure the quality of service are met and to sustain operational costsȴ
Annual Tuition and fees increase will be informed with at minimum thirty ɍ30Ɏ days noticeȴ

Siblings Discount

Ekobé School of Learning does not oǪer discounts for siblings attending our centerȴ We
believe that every child and family deserves the same quality of care and the same fees
should be applied to every child and familyȴ

Schedule Change Request

All changes in schedule require a Ǹ0Ʌday written notice by completing and signing a new
contract and requires approval from the Directorȴ No schedule changes are permitted for
illness or holidaysȴ We will facilitate schedule changes on a first comeȵ first serve basis and
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will accommodate schedule changes sooner than Ǹ0Ʌdays if possibleȴ Parents must sign a
new contractɁtuition reflecting the new scheduleȴ

Withdrawal

Withdrawal from the program after the start date requires a 60Ʌday notice to the Directorȴ
Full tuition for this period is requiredȴ If no written withdrawal is givenȵ the full tuition will be
due and payable for the entire Ǹ0Ʌdayȴ A Withdrawal form must be completed.

Dismissal

Ekobe School of Learning reserves the right to dismiss a child from attendance for any
reason whatsoeverȵ includingȵ but not limited toȵ healthȵ lack of adjustment to the preschool
settingȵ behavior that disrupts the cooperative climate of the classroomȵ or delinquency of
the tuition accountȴ

Public Health Emergency Closing and Inclement Weather

It is the intention of Ekobé School of Learning to be open and provide childcare service
every week of the year specified in the contractɁcalendarȴ I agree that in the event the
preschool is closed for an extended period of time due to inclement weatherȵ
naturalɁnational disasterȵ major building issueȵ any public health emergency ɍeȴgȴ covid Ɏ
andɁor any other public health emergency defined by the State that may disrupt or cause
the childcare service to close from time to timeȷ it is parents full responsibility to continue
tuition payments according to contractȴ During such timeȵ parents are to contact the
preschool to ensure the preschool will be open or closedȴ

Remote Learning

Ekobé School of Learning will not be oǪering remote learning during closuresȴ Teachers will
not be required to teach or to provide learning materials during such timeȴ We recognize
that pandemic closures can be highly stressful for all families including for our own staǪ
and teachersȴ Ekobé School of Learning willȵ in our best capacityȵ provide online resources
to parents with activities they can do at home with their childrenȴ Teachers will be required
to check in via phone or online weekly with students to continue building connectionsȴ
Tuition will be processed as normal during this timeȷ please see the contract for tuition
paymentsȴ

GENERAL INFORMATION

Drop oǪ and Release Procedures

Please make every eǪort to be on time for school for both drop oǪ and pick upȴ Parents
are required by law to sign their children in and out each dayȴ Ekobé School of Learning

ReYised 07.22.2024

12



reserves the right to terminate its services to any family who disregards the signɅin and out
policiesȴ The parent or guardian should use a full legal signature when signing inɁout and
record the time of dayȴ If a person from the authorization list picks up the childȵ photo
identification will be requiredȴ

Parking Area

Ekobé School of Learning oǪers a large parking area for drop oǪ and pick upȴ When
arriving at the parking lotȵ please enter via the first entrance coming from Genesee as you
enter Mtȴ Herbert Aveȴ To exitȵ please go around the parking lot and exit to Mtȴ Herbert on
the side where garbage containers are locatedȴ Pleaseȵ be patient and kind to other drivers
and aware of children getting in and out of carsȴ Pleaseȵ hold your childɘs hand when
cautiously walking in the parking lot to enter or exit the buildingȴ Never leave small children
unattended in a vehicle when dropping oǪ or picking up preschoolersȴ Pleaseȵ be mindful
of your childɘs precious time and turn oǪ your cell phone during drop oǪ and pick upȴ We
highly discourage the use of cell phones within the centerȴ
Pleaseȵ never park in ADA parking or Directorɘs reserved parkingȴ ADA parking is reserved
for those with permitsȴ

Personal Items

The school will not be responsible for items brought from homeȴ All items should be
marked with your childɘs name including sweatersȵ shoesȵ lunch bag and water bottlesȴ
StaǪ will not be searching for lost itemsȷ if lost items are found by a staǪ or parentȵ the
item will be placed in the Lost and Found Cornerȴ

Lost and Found

Items left unclaimed for more than one month will be donated to a charity or nonɅprofit
organizationȴ

Breakfast, Snack, and Lunch

EǪective September 01ȵ 2024 Ekobé School of Learning will not longer provide afternoon
snacks with twoɅfood componentȴ Licensing regulations require that when serving snackȵ
two food groups are oǪeredȴ ESL will continue to oǪer an abundance of fresh fruits and
vegetables at snack timesȴ Because we will only be oǪering one food groupȵ we are
required to inform our families and oǪer them the opportunity to send additional snack
items if desiredȴ If you would like your child to have a second food groupȵ please send an
additional snack to schoolȴ
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Parents are responsible for providing their childɘs daily meals ɍbreakfastȵ lunchȵ and and
additional snackɎȴ The lunch box and all items must be labeled with your childɘs nameȴ All
children are encouraged to bring a nutritional lunchȴ We discourage any sugary items like
donuts or cookies and might be sent back homeȴ

Water Bottle

A filled water bottle for your child must be sent to school dailyȵ labeled with your childɘs
nameȴ We can refill water bottles with freshȵ cold water at school when necessaryȴ

Rest Time

Rest time is from 12ȶ30PM ɇ 2ȶ30PM everydayȴ During this timeȵ relaxing music might be
played and the lights are turned oǪȴ Children are not required to sleepȵ although they are
required to rest quietlyȴ Resting mats are considered personal items and parents must
purchase a resting mat in the oǫce or at wwwȴcommunityplaythingsȴcomȴ No other style or
brand will be accepted due to space and storage in the classroomsȴ Parents are to provide
two childɅsize bed sheets andɁor blanketsȴ Parents are fully responsible for laundering
childrenɘs bed itemsȴ Items will be sent home every fridayȴ

PottyɁToilet

A toiled learned child is a child who can do the followingȶ
Ɣ Be able to TELL the adult they have to go potty BEFORE they go on their diapers or

underwearȴ They must be able to say the words ɕI haveɁneed to go pottyɖȴ
Ɣ Be able to pull down their underwear and pants and get them back up without

assistanceȴ
Ɣ Be able to wipe themselves after using the toiletȴ
Ɣ Be able to get oǪ the potty by themselvesȴ
Ɣ Be able to wash and dry handsȴ
Ɣ Be able to postpone going if they must wait for someone who is in the bathroom or

if we are outside and away from the bathroomȴ

The child should be in diaperɁunderwear during the school hoursȴ Children are expected to
use the toilet and clean up properly without assistance from teachers or staǪȴ Assistance
with hand washing reminders and clothing fastening will be given if necessaryȴ
In the event the child is found not to be fully toiled learned as indicated by three ɕaccidentsɖ
ɍinability to reach the toilet on timeȵ wetting or soiling undergarmentsɎȵ at the discretion of
the teacherȵ the child will be asked to take a 2Ʌweek leave from the center to work towards
readinessȴ Parents who choose not to take the 2 week potty train may continue bringing
the child to childcare and potty training will be addressed again in a few monthsȴ During
the time of leave the parents will be billed as if the child were attending as enrollment will
be reserved for the childȴ Soiled garments will be placed directly in a Ziploc bag to be sent
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homeȴ Teachers are not expected to potty train your childȴ It is the parentɞs responsibility
to nurture the process at home until the child is ready to be without diapers and fully potty
trainedȴ Make sure to send 3 pairs of extra clothes during this period of trainingȵ extra pair
of shoesȵ and diapers for napɁrest timeȴ Pleaseȵ avoid any clothing item with snaps and
buttons during this periodȴ

At Ekobé School of Learningȵ we have a no pullɅup policy. Before or during pottyɅtraining
periodȵ the child must wear regular diapers or underwear during the training periodȴ

Pleaseȵ before sending your child to preschool without diapersȵ please communicate with
your childɘs teacher to assess whether your child is ready to be oǪ diapersȴ Parents and
teachers should both agree on the right date to try the process of potty training.

Potty training is a long process and part of your childɘs growthȴ
Potty training is a major milestoneȹ Soȵ celebrate with your childȹ

Dress code

We encourage you to send your child in sturdyȵ washable clothes because we will be
paintingȵ enjoying messy projectsȵ and doing exercising each dayȴ Clothing should allow
movement without being baggyȴ Please leave a full change of clothing enclosed in a
Ziplock bag in your childɘs backpackȴ If no clothes are providedȵ parents will be notified to
bring someȴ Ekobé School of Learning is not responsible for clothes and shoes that are
soiledȵ stainedȵ or ruined during daily activitiesȴ

Footwear

Comfortable running shoes with velcro are recommended in our programȴ For your childɘs
safetyȵ we do not allow flipɅflopsȵ crocsȵ sandalsȵ or openɅtoed or openɅheeled shoesȴ We
play outside everyday so footwear that is strong enough to protect your childɞs feet and
little toes is extremely helpfulȴ

Jewelry

If your child wears jewelryȵ we request your child to wear pieces that are secured to your
child and not easily pulledȵ tangledȵ or hooked on to the childɞs clothing or to other childrenȴ
If your child wears earringsȵ as a safety precautionȵ please make sure that the earrings are
properly secured to the childɞs earlobe and the design will not hook onto clothing of
another childȴ It should not easily be pulled out or fall outȴ We will not be held responsible
for the loss or damage of jewelry or any valuable items that a child wears or brings to
preschoolȴ For safety reasonsȵ we highly recommend no jewelry for children under the
age of 5ȴ

ReYised 07.22.2024

15



Cubbies

Your child will have a cubby to keep hisɁhers belongings in during the dayȴ Please check the
cubby at the end of each dayȴ We use the cubbies as a means of communication with the
families and you will find your childɘs artwork and other important notices and information
thereȴ

Birthdays

Birthdays are very important for the children and are recognized at our preschoolȴ We do
not serve birthday cake or cupcakes at schoolȴ Parents are encouraged to check with their
childɘs teacher if you wish to provide a special projectɁcraft for that dayȴ No goodie bags
or balloons at school are allowedȴ If you are having a party at home to which the whole
class is invitedȵ invitations may be given out at schoolȴ If everyone is not invitedȵ the
invitations must not be brought to schoolȴ

Items not allowed at Ekobé School of Learning

Any items listed below brought from home or left inside a childɞs bag will be removedȵ
discardedȵ or placed under directorɘs discretionȴ The list includesȵ but are not limited to
items like toysȵ any electronic deviceȵ cell phonesȵ ipadsȵ candyȵ medicineȵ spray sunscreenȵ
recording deviceȵ glass bottlesȵ glass containersȵ hand sanitizer for childrenɘs useȵ moneyȵ
any toy used for ɕplaying warɁweaponɘ and gunsȴ Guns are not allowed in the preschool
and you will be asked to leave the premisesȴ

Religious Instructions

While at Ekboé School of Learning we strongly believe it is important to model and
teach good values such as concern and respect for all peopleȷ we believe it is the
parentɁguardianɘs responsibility to provide religious instruction of their choice and
we refrain from religious instructions or worshipȴ

For parents interested in religious learning and engagement for their family and
childȴ We will direct you to the Clairemont Fellowship Church upon request and they
will provide you with their own resources and teachingsȴ

HEALTH , SAFETY AND NUTRITION

Communicable Disease

Certain symptoms in children may suggest the presence of a communicable disease
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A communicable disease is one that is spread from one person to another through a
variety of ways that includeȶ contact with blood and bodily fluidsȷ breathing in an airborne
virusȷ or by being bitten by an insectȴ

Excluding an ill child may decrease the spread of the disease to others in the child care and
school settingsȴ Recommended exclusion varies by the disease or infectious agentȴ Children
with the symptoms listed below should be excluded from the child care or school setting
until symptoms improveȵ or a healthcare provider has determined that the child can returnȴ
A note from the doctor allowing the childɘs return to school must be presented. The
school reserves the right to deny services to a child who is illȴ

Feverȶ Elevation of body temperature of 100 degrees or aboveȴ

Diarrhea and vomiting

Rashes of unknown origin

Discharge from the nose and eyes

Any symptoms or behavior indicating possible illnessȶ when the child is unusually tiredȵ has
uncontrolled coughingȵ unexplained irritabilityȵ persistent cryingȵ diǫculty breathingȵ
wheezingȵ or other unusual symptoms or behavior for the childȴ

Any child presenting any of the listed symptoms aboveȵ will be isolated and parents will be
contacted for pick upȴ

If a child who is sick has a sibling attending Ekobé School of Learningȷ in order to minimize
the spread of diseases within the centerȵ we ask that both children ɍin the familyɎ to stay
home until well enough to returnȴ

Children attending Ekobé School of Learning must be well and healthy to engage in normal
activitiesȵ symptom free andɁor on antibiotics for at least 24 hrsȴ

ȿAny other diseases not listed aboveȵ parents should consult a doctor before bringing the
child to school and present a doctorɞs note for returning to schoolȴ

AccidentɁIncident reports

In case of any event like accidentɁincidents involving your child occurring during daily
activities while at our centerȵ an Accident or Incident Report will be completed and placed
in your childɘs fileȴ Review the report and if you find it necessary to have a deeper
understanding of the event please reach out to the oǫce or the teacher to set a date and
timeȴ

Hand Washing
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We kindly ask visitorsȵ parentsȵ childrenȵ and staǪ to wash hands when entering the
buildingȴ Frequent handɅwashing is encouraged at Ekobé School of Learning Ʌ LLC as a
conscious eǪort to minimize the spread of germsȴ

Lice policy

Children with nits or lice will be sent homeȴ Child must be treated and upon returnȵ oǫce
staǪ will check your childɘs headȴ Ekobe School of learning reserves the right to deny
services to a child who has lice at any timeȴ

Dogs

Dogs are not allowed inside the school grounds or on the sidewalk or parking lotȴ All dogs
must be secured at a safe distance from the premisesȴ
We love dogsȹ Butȵ we also understand the risks and how we prioritize the safety of all
children attending Ekobé School of Learningȴ

Sunscreen

Parents must apply sunscreen daily before sending the child to schoolȴ During warmer
seasonsȵ we advise you to apply an ǺɅ12 hour full coverage sunscreen to your child before
you drop them oǪ in the morningȴ Parental permission form must be provided if sunscreen
ɍonly lotionȵ not spray allowedɎ is needed for the afternoon playground activityȴ Teacher
will only apply sunscreen in the afternoon as neededȴ Pleaseȵ check expiration dates before
sending it to preschoolȴ We will dispose of any expired itemȴ

Medications

Ekobé School of Learning does not dispense any medications with the exception of asthma
inhalers and EpiPenȴ Parents must provide the inhalers and EpiPenȴ Medications must be
labeled with your childɘs nameȵ instructions and dosageȴ

Incidental Medical Services

EKOBÉ SCHOOL OF LEARNING prefer not to administer any medications while a child is
in our careȴ We do realize sometimes it is necessary to do so for the health and welfare
of the childȴ Medications will be administered under the following conditionsȴ Types of
incidental medical services to be provided will be prescription medications and OTC
medications with a doctorɘs note onlyȴ

Prescription medications will be administered only if the medication is in its original
container with a prescription label attachedȴ The doctor recommended dosage must be
on the label as well as the childɞs nameȴ A consent form must be filled out and signed by
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parents or guardian along with authorization to contact the childɘs health providerȴ Consent
forms will be placed in your childɘs fileȴ If a change in dosage occursȵ a new label must be
obtainedȴ

OTC medications will be administered only if the medication is in its original containerȴ A
consent form must be filled outȴ Consent forms will be placed in your childɞs fileȴ OTC
medications also require a doctorɘs note with the following informationȴ The duration the
child will be taking the medicationȵ start dateȵ stop dateȵ amount to be administeredȵ and a
time schedule of when the medication is to be administeredȴ The note must be on the
prescribing doctorɘs letterhead with a phone numberȵ doctor signatureȵ and an oǫce
stampȴ

Epi Pensȵ Inhalersȵ Nebulizersȵ and medications will be given with a prescription and
according to doctor instructionsȵ require written parental consent and an individual planȴ
Epi pens require an allergy list that is to be kept in a childɘs file with a list of reactions to
look forȴ If an Epi Pen is administeredȵ parents will be calledȴ A consent form must be
filled out and signed by parents or guardian along with authorization to contact the
childɘs health providerȴ

Records shall be maintained in each instance and provided to a parent representativeȴ
Written instructions from the childɘs Physicianȴ StaǪ training is to be provided by the
childɘs doctorȵ it must be written instructions or referral to a websiteȴ The referral to a
website must be in writingȴ It is the parentɘs responsibility to obtain training materials for
the childcare staǪȴ A record of medication service log with the times that medication was
administered will be kept in the childɘs fileȴ

Medication will be kept inside a box and placed in the kitchen cabinet above the sink
away from children accessȴ Medications that require refrigeration will be kept in the
refrigeratorȴ It is the parentɘs responsibility to collect medications at the end of the dayȴ

In case of evacuationɁdisasterȵ the box with medications will be at easy access in the
kitchen cabinetȴ The kitchen is the main path to outsideȵ thus making it possible for
helpers and teachers to take the box along with the children outside for a safer locationȴ

The Director will administer all medications authorized by parent or guardianȴ If Director is
not availableȵ the assistant staǪ in charge will administer the medicationȴ Medications will
be brought to field trips or to an evacuation due emergency situationȵ if deemed
necessaryȴ

Gloves will be worn while administering medication to insure no potential exposure to
blood or body fluidsȴ Hands will be washed immediately after removal and disposal of
glovesȵ and disposal of used instruments in approved containersȴ

Any emergency prescribed medications such as Epi pensȵ inhalersȵ nebulizers when
needed in an emergency situation to save a childɘs life will be reported to the licensing
supervisorȴ The date and timeȵ the amount used prescribed by the doctor will need to be
written down and reported to the licensingȴ
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Parents will be communicated immediately before andɁor after medication has been
given to the childȴ Andȵ in the event that medication is deemed necessary to save the
childɘs lifeȷ the staǪ in charge will administered the medication and call the emergency
help Ʌ ǻ11ȴ Thenȵ staǪ will notify the parents right after by phone callȵ text messageȵ
andɁor emailȴ

Record Keeping

Records to be obtained and maintained are ParentalɁAuthorized representative permission
to provide the incidental medical serviceȴ A copy of the prescription and written instructions
from the childɘs Physician are also requiredȴ StaǪ training is to be provided by the childɘs
doctor or a person authorized by the physician in administering the appropriate serviceȵ
the instructions must be in written format and must include use and maintenance of
required equipmentɁsupplies and what to do in the case of an emergencyȴ

Storage of medication

All medications ɍinhaler and EpiPenɎ must be given to the oǫce staǪ in a sealed Ziplock
bag with the childɘs name clearly labeledȵ storage instructionsȵ and the medicationɘs
expiration dateȴ Storage of medicationsɁprescriptions will be kept in a secure locationȵ out
of reach of childrenȴ

Allergies

Please notify us with any allergies your child has and what precautions must be taken in
the case of an allergic reactionȴ If your child has an EpiPenȵ parents must provide an
EpiPenȴ

NutɁPeanut Ʌ Free Environment

We are a nutɅfree preschoolȴ Pleaseȵ be mindful of foods that can possibly contain peanutsȵ
walnutsȵ almondsȵ cashews to avoid any allergic reaction to our little friendsȴ

We strive to be a NutɅFree schoolȴ We know that we cannot guarantee thisȵ especially
because we share space with the church and outside groups that use roomsȴ Many children
have lifeɅthreatening nut allergiesȴ In order to provide a safe environment for these
childrenȵ please do not send peanut butter or other nut buttersȵ or whole nuts of any kind in
your childɘs personal snack bagȴ The nut butters stick to fingers and surfaces even through
washings and whole nuts can be stepped on and smashed without anyone noticingȴ Please
read the labels on food you send to school for your childɘs personal snack so we can avoid
nutsȴ If your child has a lifeɅ threatening allergy to another foodȵ please make sure the
classroom teachers know and oǫce staǪ as wellȴ
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Injuries and Other Emergencies

Minor cuts and abrasions that occur at our school will receive proper careȷ they will be
washed with warmȵ soapy water and bandagedȴ Any minor injury and treatment will be
communicatedȴ If the injury is seriousȵ the guardian will be notified so the child can be
transported to the hospital or doctorɘs oǫceȴ ɍIȴeȴ needs stitchesȵ broken armȵ or dislocationȵ
etcȴɎȴ All expenses associated with injuries to the child will be the responsibility of the
guardianȴ

In case of a medical emergencyȵ guardians will be contacted immediatelyȴ If a guardian is
not reachedȵ emergency contacts listed on the emergency card will be contactedȴ If
emergency contacts cannot be reachedȵ a staǪ member will transport your child to hisɁher
doctor or to the hospitalȵ if necessaryȴ If immediate intervention is requiredȵ appropriate
action will be takenȵ including calling ǻ11 and having your child transported to the nearest
hospitalȴ Guardians are responsible for the cost of medical help or treatment due to
accidents or illness while at our facilityȴ

Emergency Disaster Plan

In the case of an emergencyȵ our school has an emergency disaster plan that will go into
eǪect in the event of an emergency or disasterȴ Your child will be cared for until you are
able to pick himɁher upȴ In the event that the building must be evacuatedȵ you will be
notified of the new locationȴ Ekobé School of Learning will provide you with a view of the
emergency and evacuation plan upon requestȴ

Gates and Doors

Make sure you secure all gates and doors immediately after you go through themȴ Please
do not expect staǪ to close the door for youȴ Every child attending the school is important
to usȴ Safety is a priority and it should be taken seriously by all families entering and exiting
the schoolȴ

Mandated Reporting of Suspected Child Abuse

Ekobé School of Learningɘs staǪ and teachers are mandated reportersȴ They are required
by law to notify Child Protective Service of any reason to suspect that a child has been
abused or neglectedȴ

Transportation Arrangements

No transportation will be oǪered by Ekobé School of Learningȴ Parents are responsible for
their childɁren transportation to and from schoolȴ No arrangements or transportation for
field trips are determined under this 2024 yearȴ
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Choking Hazard AccessoriesɁTeething Necklaces

For the protectionȵ health and wellɅbeing of the childrenȴ The preschool does not allow
choking hazard accessories in classrooms with children under the age of 3 years oldȴȴ
Although all children in the Center are closely supervisedȵ it only takes a moment for a child
to get a hold of a choking hazard accessory and attempt to put it in their mouthȴ Examples
of choking hazard accessories includeȵ but are not limited toȶ Teething Necklacesȵ Hair Tiesȵ
Rubber bandsȵ Bowsȵ Barrettesȵ and Earringsȴ When necessaryȵ the administrative team will
determine how to manage choking hazard accessories brought in or worn by a child and
the item will be removedȴ

Biting

Biting is a normal part of developmentȴ Preschoolers may have many emotions that they
are just learning to manage and may bite to express anger or frustration or simply
because they lack the language skills needed to express their feelingsȴ Parents are
expected to understand the possibility of this event to happen and how developmentally
appropriate this behavior can happen with and to any child of young ageȴ Parents and
teachers are encouraged to find ways to minimize the behaviorȴ If you believe you need
more understanding of childɘs behavior on why biting happensȵ a pamphlet with more
information may be provided to youȴ

Smoking Policy

Any type of smoking or vaping inside the buildingȵ in the playgroundȵ or in the parking lot
area is prohibited at all timesȴ

Behavior Guidance

Redirection is used to guide inappropriate behaviorsȴ As we implement and make daily use
of the Conscious Discipline and KIndness Curriculumȵ we expect and will strive to curb and
diminish any unusual and inappropriate behavior during our daily routineȴ In the case of
persistent behaviorȵ parents and teachers are to address the best way to help the child and
both ɍparentsɁteacherɎ must agree to the solutionsȴ Ekobé School of Learning reserves the
right to terminate a contract with any childɁfamily whose inappropriate behavior persists
or becomes violentȵ unsafeȵ andɁor creates a tense environmentȴ

Health School Act of 2000Ʌ Pesticide

This law requires public schools to notify parents and school employees about pesticides
being used in school environmentsȴ
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CODE OF CONDUCT AND COMMUNICATION

General Policy

Limits are established to assure the safety and well being of all childrenȵ and we use
positive reinforcement techniques to assist children and adults with peaceful conflict
resolutionȴ Mindful and respectful language is always usedȴ Inappropriate behaviors are
redirected in a positive wayȵ and appropriate and safe choices are always oǪeredȴ At no
time will a child be subjected to punishment including corporal ɍphysicalɎ punishmentȵ
shamingȵ frightening or humiliating methodsȵ or any type of verbal abuseȵ threatsȵ
derogatory remarksȵ deprivation of foodȵ or any other violation of personal rightsȴ A child
who seems overwhelmed or overɅstimulated may be oǪered the chance to ɕbe mindfulȵɖ
which is space and time to cool downȴ
If behavior problems persist andɁor begin to be disruptive to the learning environment
andɁor a childɘs behavior begins to threaten the personal happiness and wellɅbeing of
another childɍrenɎȵ a parent conference will be arranged as soon as possibleȴ The purpose
of the parentɅteacher conference will be to determine and implement an appropriate and
fair behavior intervention planȴ

Respectful Behavior

Parents are to be respectful of all childrenȵ families and staǪ at all timesȴ The preschool
reserves the right to terminate any familyɁchildɘs enrollment at any time without notice if
behaviors such asȶ the use of inappropriate languageȵ yellingȵ physical and intimidating
actionsȵ unprofessional behaviorȵ any speech that may damage the preschool reputationȵ
any gossipingȵ conversationsȵ and hurtful words about childrenȵ staǪ andɁor parentsȵ
threats or harassment of any kind are used within the preschool or via social mediaȴ

Social Media Code of Conduct

Any use of social media to complainȵ gossipȵ harass or to create prejudice by a
parentɁfamily enrolled is considered inappropriate by Ekobé School of Learningȴ Any
concerns you may have must be made directly to the classroom teacher and the directorȴ
Libelous or defamatory posts will be taken seriously and any familyɁcontract will be
terminatedȴ Ekobé School of Learning reserves the right to seek any legal option against
such poor use of social mediaȴ As educators and parentsȵ we should strive to create an
environment where children are protected not just physically but also mentallyȴ Thusȵ any
social engagement that disturbed the environment in which our children are cared for is
not appropriate and highly unacceptableȴ

Parents Right to Access
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Parents and guardians of a child in our care are entitled to immediate and equal access to
their child without prior noticeȵ as provided by lawȴ In cases where the child is the subject of
a court order we must be provided with a Certified Copy of the most recent order and all
amendments theretoȴ The orders of the court will be strictly followedȴ In the absence of a
court order on fileȵ all guardians shall be aǪorded equal access to their child as stipulated
by lawȴ It is the parentɞs responsibility to inform the preschool of such conditionsȴ

Communication

We believe that a good relationship between the teachers and parents is an important part
of each childɘs experienceȴ Please feel free to reach out to us if you have questions about
your childɘs day or would like more information about what is happening in the classroomsȴ
Parents are also encouraged to communicate with the teachers about their childɘs day
when picking up their childȴ A parent ɇ teacher conference can be requested at any time
during the year by the parent or teacherȴ Teacher will communicate with parents via
Weekly Exploration Newsletter ɍWENɎȴ Pleaseȵ keep communications during childcare
hours from ǹȶ30 am to 5ȶ30 pmȴ No text or email will be answered by teachers or any
employee after childcare hours or during the weekend unless it is an emergencyȴ
Any concerns and questions should be addressed during the hours of operationȴ

Confidentiality

For your childɘs safetyȵ confidential and sensitive information will only be shared with
employees in order to most appropriately and safely care for your childȴ Confidential and
sensitive information about facultyȵ other parents and children will not be shared with
parentsȴ Please refrain from asking questions about another child besides your ownȴ
Confidential information includes, but is not limited to: names, addresses, phone
numbers, special needs information and health related information. California
authorities with legal rights may review childrenɘs files upon requestȴ

BabysittingɁnonɅsolicitation policy

Parents are to maintain professional relationships and are not to enter into any contract
with any employee from Ekobé School of Learning for personal babysitting activitiesȴ The
administration understands that parents need babysitters from time to timeȴ We hope this
policy does not present diǫculty for your family and appreciate your observanceȴ Many
babysitting companies are based locally and available for your needsȴ

Employees of Ekobé School of Learning are not allowed to babysit for enrolled familiesȴ No
exceptions can be made as it creates a conflict of interest and can lead to favoritismȵ
breaches in confidentiality and privacy of other families and including your ownȴ In case
such an event occursȵ parentsɘ contracts will be terminated and employees as wellȴ
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Mindfulness

Drop oǪ and pick up time is all about communication with your child and the teaching staǪ
and we want to give you our full attention at all timesȴ We prefer you finish all cell phone
conversations before you enter the preschoolȴȴ Cell phone conversations at any time
detract from the importance of your child and his or her dayȴ Please refrain from using
your cell phone during this timeȴ

Get to know your childɘs teacher

Teachers not only play a huge role in the development of our childrenȵ they can have a
lasting impact on them for the rest of their livesȴ Be respectful of their time in and outside
the classroomȴ Teachers do one of the most important jobs in our communityȴ Take some
time to show appreciation during Teacherɘs Appreciation Week ɍcelebrated during the first
full week of MayɎȵ Birthdayȵ and Holidaysȴ

Visitors

All visitors to the school are required to check in at the front desk upon arrivalȴ Photo
identification is requiredȴ All visitors are asked to sign in upon arrival with their nameȵ IDȵ
time and purpose of visitȴ

StaǪ replacement

Ekobé School of Learning will strive to maintain staǪ retentionȴ The childcare industry has
been changing over the last few years with an average of job changes every 2 to 3 yearsȴ
While transitions might happen while your child is attending our centerȵ we will try to make
this transition as easier as possible for your childȴ

Audio and video monitoring

At this momentȵ we do not have audio and video monitoringȴ Howeverȵ it will be a technical
device we will be installing sometime in the futureȴ Parents will be notified once installedȴ
Once installedȵ the system will be used for administrative purposes and not accessible for
livestream for parentsɁfamiliesȴ Access to video will be only viewable with court orderȴ

TLC Ʌ Teachers Leading for Creativity

TLC is an inɅservice educational training for teachers and staǪ of Ekobé School of
Learning that will happen throughout the yearȴ The goal is to educate the minds and
also care for the bodyȴ When we take care of our teachers and staǪȵ we take care
of our childrenȴ We hope to extend some of the training to parents as wellȴ Training will
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vary from Reggio Emilia Understanding and Approachȵ to Behavior guidanceȵ to Nutrition
education and much moreȴ Parents will be informed and invited when open to parentsȴ

Parent Yearly Volunteering and BuyɅOut Policy

The principles of Reggio Emilia were created based on the work of parents and the
community in the benefit of the childrenȴ At Ekobé School of Learningȵ we believe that
family participation can only contribute to childrenɘs learning and developmentȴ Families
enrolled at Ekobé School of Learning will be expected to volunteer 10 hours per school
year towards the enhancement of the classroom or preschool aside from regular family
eventsȵ conferencesȴ Thusȵ providing an important support system to Ekobé School of
Learningȴ Families may choose to fulfill this obligation by a ɕbuyɅoutɖ of volunteer hours at
a rate of ɴ20.00 per service hourȴ Throughout the preschool year Ʌ July 1 to June 30ȵ
families agree to selfɅreport their service hours to the Oǫce Assistantȴ Any family whose
volunteer hours or buyɅouts have not been fulfilled will be billed on June 1 at the buyɅout
rateȵ with settlement of volunteer hour requirements due by June 30 of the calendar yearȴȴ

NonɅdiscriminatory policy

Ekobé School of Learning admits students of any raceȵ colorȵ national and ethnic origin to
all the rightsȵ privilegesȵ and activities generally accorded to or made available to all
students at the preschoolȴ It does not discriminate on the basis of raceȵ colorȵ national or
ethnic origin in administration of its policies and programsȴ

Ekobé School of Learning respects and values all familiesȵ childrenȵ culturesȵ traditionsȵ and
diversityȴ Parents and children should respect any other childrenȵ familyȵ teacherȵ staǪ
members who workȵ attendȵ or visit the preschool who might have diǪerent valuesȵ
traditionsȵ or views of the world other than their ownȴ

I have received a copy of the Parent Handbookȴ I have read and I understand its
contents and policies and I agree to be bound by the sameȴ

Studentɘs Nameȶ ɌɌɌɌɌɌɌɌɌɌɌɌɌɌɌɌɌɌɌɌɌɌɌɌɌ ClassroomȶɌɌɌɌɌɌɌɌɌɌɌɌɌɌ

ParentɁGuardianɘs Signatureȶ ɌɌɌɌɌɌɌɌɌɌɌɌɌɌɌɌɌɌɌɌɌɌɌɌɌɌɌɌɌɌɌɌɌɌɌɌɌɌ

ParentɁGuardianɘs Signatureȶ ɌɌɌɌɌɌɌɌɌɌɌɌɌɌɌɌɌɌɌɌɌɌɌɌɌɌɌɌɌɌɌɌɌɌɌɌɌɌ
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