Parents Handbook
Please read this handbook thoroughly, as it covers very important policies and procedures that not only govern our childcare agreement, but also pertain to the care of your child.  I reserve the right to enforce these policies as I see fit. Failure to enforce one or more terms of the contract does not waive the right of the provider to enforce other terms of the contract and policies.

Hours of Operation

I am open from 6am to 5pm. You will be charged an early/late fee of $5/10 minutes before my opening time/past my closing time with payment being due on Friday along with your normal weekly rate.

Arrival

Children must arrive dressed for the day and in a clean diaper/pull up (if applicable).

Toys and items from Home 
Please keep personal toys at home. I have more than enough toys and crafts to keep the children busy. Any personal toys brought will be put up and returned at the end of the day.

No food or drink from home is permitted as it causes problems when the other children see it. I will provide all meals, snacks, and drinks for your child.

Meals
Breakfast is served between 6:30-8:00am
AM Snack is served between 9:30-10:30am
Lunch is served between 11:30-12:30pm
PM Snack is served between 2:00-3:00pm
I participate in the Child and Adult Care Food Program.  I provide meals to the children in my care following CACFP guidelines.  I will offer your child a meal/snack if they choose not to eat what is given at that meal time they will not be forced to eat, but they will have to wait until the next meal/snack time before they are offered something to eat again.
Sick children

I require that children with fevers of 100.4 or more, vomiting, or diarrhea be picked up as soon as possible. If your child is experiencing any of these at home please do not bring them to care that day. Any child that develops a rash during care or shows up with one will not be allowed to stay in care that day and will need to provide a doctors’ note stating the rash is not contagious in order to return to care. Same goes for red eyes with discharge or crusting. Children who become ill will be kept separate from the rest of the group in a comfortable environment until a parent picks them up. If the parent cannot be reached, the person designated as the emergency contact will be notified.  Please have alternate care lined up for these types of occasions.

Sick and Personal Days
For any day I cannot provide care due to sickness in my family or a personal emergency you are not required to pay. I will notify families with as much notice as possible if I need to close suddenly.

For any scheduled day your child cannot attend due to sickness or any other reason, over the 5 unpaid sick days, you are required to pay.

Parent Vacation/Sick Days
Parents may take 2 weeks of vacation per year that they do not have to pay the weekly childcare fees.  This only includes full weeks of vacation. Any additional full weeks the parent agrees to pay 50% of their normal childcare fees to hold the child’s position during any vacation time or extended leave due to illness. Parents are allowed 5 unpaid sick days to use throughout the year once you used these days you are responsible for paying the full rate for each day your child is scheduled and isn’t here.
2 weeks prior notice is required for vacation weeks. If prior notice is not given you will be charged 50% of your weekly rate.

Provider Vacation
I reserve the right to take 2 weeks of vacation per year unpaid. I will inform you of any vacation at least a month in advance.

Holidays
I will be closed for the following holidays:
New Years day

Christmas Eve

Christmas Day

Thanksgiving Day
Black Friday

Memorial Day
Labor Day
4th of July

Parents terminating childcare
Parents may terminate care with 2 weeks’ notice given in writing. Parents are required to pay in full for the final two weeks of care whether or not the child is present.

Provider terminating childcare
I reserve the right to terminate care with two weeks written notice. The reasons for termination can include but are not limited to:

Scheduling conflicts

Chronic late pickups

Discipline problems with child that cannot be resolved

Parenting differences

Rude or disrespectful behavior towards the provider by either parent or child

Chronic late payment

Nonpayment

Failure to provide child with proper clothing each day

Nonpayment will result in termination with less than 2 weeks’ notice. Refer to the first section under Money matters.

In the event of termination of the contract, all child care fees and late fees will become immediately due and payable. In the event that collection becomes necessary, you will be responsible for all costs of collection, including collection agency fees, attorney’s fees and court costs.
Payment due dates
Payment is due each Friday no later than 5pm. After 5pm a late fee of $10 a day will be assessed.

Probation Period
The first two weeks of care for any child will be considered a probationary period.  Either party may terminate care within the first two weeks without notice for any reason.

Schedules

Due to state laws I am only allowed 8 kids to watch at one time. Scheduled days of care will be followed strictly. If I have any open spots for a day they will be filled on a first come first serve basis.

Money Matters

If payment is not made within 3 days of the due date, your child will not be accepted into care until payment, including all late fees. If a period of 1 week passes without payment received, the contract will be terminated and the position filled.

Childcare receipts will be issued annually no later than February 1st.

Supplies
I will require the following for each child:

A change of clothes

Diapers/ Pull ups (if applicable)
Wipes (if applicable)
Appropriate outside clothing according to time of year. We will be trying to go out in the snow during the winter; I will let you know when so you may send in proper snow attire.
Sun block, bug spray, diaper cream with child’s name (optional, I will not be providing these due to possible allergies, if you want your child to have this please supply what you use.)
If you prefer not to keep these items here, you may send them daily.  The option of leaving these items here is for your convenience and is not required. However, all of the above items are required for me to care for your child.

Medications
Only over-the-counter topical medications such as sunscreen, diaper rash cream, and bug 

Spray will be administered to children under my care.  I am not allowed to have any other type of medication for children under my care. Please do not send medication in diaper/day bags. If your child is on medication you or an assigned adult relative (18 or older) may stop by to administer the med. Written notice from parents is required for any adult relative coming to administer medication.
Substitutes
************** is my substitute. If I have training or doctors’ appointments he will fill in for me. The only times when notice will not be given ahead of time will be in the case of an emergency. If you are not comfortable with this arrangement you may find other care for your child that day, or in cases of emergency come pick your child(ren) up from daycare. You will still be responsible for paying for that day if you choose not to have your child stay with the substitute. 
Enrollment

Due to daycare regulations all parents must submit the Blue card to me. Any child, not of Kindergarten age, must also have a medical assessment signed by a doctor, nurse practitioner, or physician’s assistant on file. Without these forms enrollment will not be possible. 

Rates
I reserve the right to change my rates once a year.  You will be given 2 weeks’ notice prior to any changes. 
These policies are for you to keep and refer back to if you have any questions. If you do not find the answer to your questions please feel free to ask me. Sign the following page and return to me for me to keep on file.
Signature page
I have read and understand the policies and procedures in my Parent handbook. I have asked any questions and received an answer from my provider *************.  I understand failure to abide by or follow any of these policies and procedures may end in my contract and care being terminated.

Parent’s signature____________________________ Date___________

Parent’s signature____________________________ Date___________

Provider’s signature___________________________Date___________
Notes:
