

   2012 Parent Handbook

Please read this ~Parent Handbook~ thoroughly, as it covers very important policies and procedures that not only governs our childcare contract agreement, but also pertains to the care of your child/ren. There may seem to be a lot of information, if you have any questions regarding my policies, please doesn’t hesitate to ask. We will go over this book during your interview, but this copy is for you to reference back to. There will be a yearly revision to this ~ Parent Handbook~ and the accompanying contract. All families will sign a new contract each year. I reserve the right to make changes to the policies and procedures, as I deem necessary. You will be notified, in writing, of any changes that may occur.
Highlighted in Gray text are new polices in this year’s handbook. Any text with green is update from Lexie law new regulations that became effective 2/3/2012. And I have to have in effective some by May 2012 and required more trainings by 2/3/2013 
See any typos or errors please notify me ASAP. THANKS!!!
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Release of Liability Parents enroll their child in Dayna's Daycare and through signing the contract corresponding with this  parent handbook, hereby release Dayna Brown , her family, and all employees, independent contractors, and volunteers of Dayna's Daycare of any financial responsibility in the case of any and all accidents both minor and fatal, and including illnesses occurring on the childcare premise.
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My References/ Testimonials
Phone references are available by request. Also have online testimonials at http://childcareratingz.com/ShowRatings.jsp?tcvid=5332 also link on my website on main page. 

Please feel free to fill out online testimonials for my daycare services.
Please visit website above or email testimonial to daynasdaycare@cox.net
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Premium Childcare and Early Childhood Education 
 Single Group Licensed for nine children ages 2 1/2 years through 5 years and up 
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301 W.53rd St. S.   Wichita, Kansas 67217
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Email: dayna@daynasdaycare.com   [image: image7.jpg]


Website: www.daynasdaycare.com 
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  http://www.facebook.com/daynasdaycare.com 

   Owner /Provider: Dayna B.  Brown
Why choose Home Daycare? Home daycares have smaller groups of children to provide more attention to individual needs. Your child has all the comforts and security of a home setting. Children have a single, consistent caregiver and children may be exposed to fewer illnesses. I am private home daycare provider Group Licensed with KDHE.
More importantly why choose me to care for your child? I offer:
· Most important, I provide a loving home with smaller groups of children, where your child can learn and grow and feel comfortable and secure in their surroundings.
· Competitive rates with tax receipts each January
· SRS Welcome (State Assisted Daycare)
· Flexible 

· Follow development learning program (age appropriate) were your child can also learn while they play (at their own pace)
·  I am a Medical Assistant
· KBI screening for all person living in home and substitutes 
· Yearly Fire Marshal Inspections, Monthly Fire & Tornado Drills (April- September)   *Inspections at least yearly by the (K.D.H.E) Kansas Dept of Health and Environment 
· Security System in our home 
· Previous foster parent
· Familiar and parent of special needs child/adult
· Music time, calendar, weather, alphabet sounds and recognition, numbers and counting, colors, and theme based weekly learning 

·  Dramatic play, blocks/cars, computer, writing and crafts, reading, science, listening skills and manners.  
·  Nutritious and healthy breakfast, lunch and PM snack, sometimes AM snack also. Visit here for
.
·  I am on USDA food program, my sponsor http://www.childcarelinks.org 
·  Fenced daily outdoor play (weather permitting)
· Weekly 

·  Transportation to South Wichita and Haysville Schools (additional charges)
· References Available online and per request during interview and much, much more
Welcome to Dayna’s Licensed Group Home Daycare
License # 0001012-007
Being a parent myself, I know that it is very important for parents to find a person who is responsible, friendly and trustworthy when looking for childcare. I'm sure that you will find all these qualities within me. My goal is to help prepare your child/ren for school. I run weekly year round preschool thematic themes for 2.5 to school age.
My husband James and I have been married since 1982. We have two children of our own. Our daughter Kayla is 22 years old, who is adopted and our previous foster child. She is a special needs child/adult.  She is a challenge but more a wonderful joy. We have home schooled her since 6th grade. She lives at home with us and will always due to her special needs limitations.

 We also have a 22-year-old biological son who attends WSU/Cowley Community College majoring in Industrial Engineering. Josh will lives with us while he attends college. He has a rare form of MD (Muscle Dystrophy). 

Years ago my husband and I were a family foster care home that was licensed from S.R.S. We have many previous foster children who are now adults that have children of their own now.

 I am also a. M.A. “Medical Assistant” for 15 years I did in home private duty care for clients, specializing in care of others affected with Alzheimer’s disease.

 So I am very experienced in caring for children of all ages and needs. Please note that I am not a babysitter, but an educator and caregiver of a family daycare. 

At first, you and your child may need to adjust to a new environment and routine. Therefore, if I can be of any assistance to you as a working parent, please let me know. I hope that you will be able to look upon me as both a friend and a caregiver for your child. The daycare welcomes any new ideas! Feel free to speak up or even take a peek at us. 

My Responsibilities to You

*Provide your child/ran with a loving, clean and nurturing environment for your child to flourish

* Provide you open honest communications on your child’s day at daycare 

*Provide a weekly newsletter with notices of birthdays, outings, closings and that week’s theme unit etc

*Provide nutritious snacks and lunch; provide you with copy of 12-week rotation of my menus

*Provide all age’s children appropriate educational and fun things to do 

* Provide weekly Pre k themes for your child to learn letters, ABC, Shapes to help prepare them for school

* Help to teach your child good manners and social skills 
*Provide infants (12 months and under) with daily interactive play to explore and learn milestones

*Be aware of any updates with childcare issues through support groups and local agencies

 *Email and post of any illness of children of families that attend my daycare

* Notify you of any illness or injury of your child/ ren

*Provide all payments made and issue yearly statement for your taxes each January

Your Responsibilities to Me

*Provide all necessary information on all registration forms in a timely manner

*Make sure that the child's immunizations are kept up to date, providing me copies of all records. I am required to do this by KDHE

*Fees must be paid on time each Friday (or last scheduled day of the week) at drop-off or pick-up of your child. I should NOT have to remind you, your employer you don’t have to remind to pay you (
    *Drop-off and pick-up child within times specified in your contract. If change in hours needed please discuss if I can even do new hours?

*Keep child home when displaying signs of illness; arrange to get your child within 1 hour if they become ill during daycare time

*Notify me immediately if your child has a communicable disease defined by the K.D.H.E.

*Notify me promptly of any changes in attendance; phone call or telling me is GREATLY appreciated.

*Provide all diapers, pull-ups, wipes and ointments needed. For infants only formula and jarred baby foods

*A change of (weather appropriate) clothing must be kept here at all times

*In summer months you will provide a hat, sunscreen, and bathing suit, towel and swimming diapers for water play

*In winter months you will provide a warm hat, mittens, and scarf (Please write Childs name on all items with permanent marker)

*Dress your child appropriately for the weather as we are outdoors all year round (weather permitting)

*Bring at least 2 sets clothes with pull-ups and that the children can remove easily. If I am working on helping to potty train your child*
* Please read emails, newsletters and FB post on what is happening in daycare. I have done my part to keep communications open, please do   YOUR part and READ( 

Please treat me as a PROFESSIONAL, this is my career choice.  I am a childcare provider not a “babysitter”.
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CHILD ABUSE:
Unfortunately, this is a topic that must be addressed in today’s society. It should go without saying that I will not knowingly allow any form of sexual, physical, or emotional abuse of any child in my care at any time. This includes the time that the child is in its own home. On the surface, this may sound like an invasion of privacy, but I cannot ethically turn a blind eye toward such abuse .I am required by law to report to proper officials. I have been trained in the recognition of all forms of child abuse, and will do everything in my power to prevent any instances from occurring. If I notice any signs of abuse at any time, I will alert that child’s parent(s) immediately both verbally and in writing, along with a full description of the symptoms. (Bruising, sores, sudden extreme behavioral changes, etc.) Will document this same information for myself, and if necessary, alert the proper authorities after first attempting to handle the situation discretely. You may get notes about your child having bruises or scrapes without needing to fear that I suspect you of abusing your child. Be assured, if I think your child has been abused, I will let you know! The notes I send home are just to alert you in general of any instances that may come up, and also to protect myself from mistaken accusations of abuse. I am also required by law to do this. I would prefer not to have to deal with this issue, but I think it is best that we handle it openly and honestly to avoid any possible misunderstandings. We both want what is best for our children. Please feel free to discuss this or any other issues with me at any time. I am a mandated reporter, I must report all suspicion of neglect or abuse by law.
[image: image14.wmf] SMOKING AND ALCOHOL USAGE:
Smoking will not be allowed in my home at any time. No member of my family smokes. For this reason I must request that you refrain from smoking while visiting my home. It is also K.D.H.E law that no smoking around children in daycare centers or daycare homes. I do not drink alcohol beverages. Also, alcoholic beverages will not be served or consumed by anyone else in my household during regular care hours.

[image: image15.wmf] NAPS:
All children will be offered an afternoon nap shortly after lunch. Some children sleep on cots in nap room and some on cots in main daycare room. I have a baby monitor on my desk in main daycare room so I can to hear children in nap room and they are visually checked on at least every 15 minutes during nap time. At naptime, each child will have clean and separate bedding all children will be expected to sleep or rest quietly during this time, so that he children who need to sleep can do so. Nap times will start with a story time and/or quiet songs to encourage children to fall asleep. All bedding and linens will be provided. Please do not request that your child be exempt from naptime. In a group are situation, this would not be in your child’s best interest.  Also, please refrain from dropping off or picking up your child during the scheduled nap times as this potentially disrupts the entire group. Normal noon naptime is 1:00 PM to 3:00 PM. I will attempt to accommodate occasional deviations from this policy, such as for emergencies and other necessary events. You may bring a special blanket or other security item for naptime. Special blankets/ items are ONLY allowed during naptime.
[image: image16.wmf]POTTY TRAINING:
The decision of when to assist your child with potty training is your decision, and should be made based on your child’s signs of emotional and physical readiness. I will be happy to offer you verbal assistance and can recommend several good books on the subject. However, please do not request that I begin training your child until he/she has experienced prolonged toileting success in your own home. Your child will need to remain in diapers or “Pull-Ups” during daycare hours until he/she has shown the ability to remain accident-free in your home for period of at least two weeks. This is for several reasons: children often appear to be trained in a (calmer, quieter) home situation, but are not yet able to “listen” to their body’s signals when presented with the distractions of a group care environment. Asking me to allow your child to go without diapers before he or she is truly ready would cause unnecessary stress on your child, my home, and myself. Please send child in loose fitting clothes that they can do themselves. I require at least 2 extra sets clothes when I am helping to potty train your child. When your child is fully trained, including no reminders or very minimum assistance then will I allow the discount for potty-trained child? 
KDHE Required Trainings
These trainings below are now required to be licensed provider in the state of Kansas
I am required to have 15 initail hours of child developent training . Then each year after I am required to have yearly at least  5 hours of courses on child developemnet courses.
  *Licensed Home Daycare Orientation

*CPR / 1st Aid to be kept current 

*Safe Sleep / SIDS Course
 *Child Abuse/ Neglact and Head Trama Course
[image: image17.wmf]WEAPONS AND FIREARMS:
At no time will I allow any form of weapon / gun in the day care. This includes, but is not limited to: guns, knives, pocket-knives, swords, stun-guns, pepper spray, mace, num-chucks or other martial arts accessories, lassos or hand-cuffs, smoke bombs, etc. This policy also includes all toy guns and other toy weapons such as plastic swords. If your child is found to have a gun, any weapon, or dangerous substance in his or her possession while in my home, you will receive an immediate call from me informing you that you need to pick up your child immediately. I will require written assurance from you that your child will not ever bring any guns or other weapons to my home before I will be able to accept your child for care again. If this is not provided, the terms of this contract will be voided immediately, and you will forfeit any deposits. If your child arrives with an inappropriate toy, it will be stored in their cubby until the end of the day, and returned with a note asking you not to with your child in the future. Toy guns and swords may be fine for pretend play at home, but they are not suitable for a group care environment.
[image: image18.wmf]DAILY ACTIVTIES:
I will strive to provide a safe, comfortable, stimulating, fun, educational environment in my home with a semi-structured day plan. Activities will include free playtime, structured playtime, large motor skill playtime, small motor skills activities, story time, arts and crafts, music and dance activities, nature, nutrition, and other educational yet fun activities. I will also provide nutritious meals and snacks, and encourage good personal hygiene skills and manners. A computer will be available also for children may have Internet access, upon written parental consent, but again only while supervised. Through a mixture of guided and undirected creative play, children in my care will have the opportunity to learn about color, shapes, textures, numbers, letters, animals, seasons, feelings, senses, nutrition, personal hygiene, manners, basic science and math concepts, and creative concepts such as “pretend” play, art, music, drama, and dance. These may sound like lofty goals for infants, toddlers, and preschoolers, but children can learn all of these things and more through creative play. I do not believe in pushing any child to learn at an accelerated rate. I will not make a child feel pressured to achieve any developmental milestones.   By providing the right kind of fun safe environment, I believe those children will learn at their own appropriate pace.

 I started in September 2008 thematic approach each week; visit this web page for more information on topics we study each week http://www.daynasdaycare.com/monthlythemes.htmlI will send in weekly newsletter the words we will work on daily at daycare. I also post in weekly newsletter and on daycares [image: image19.png]facebook.



 page. So if you choose to work with your child on our theme words and shapes etc. 
[image: image20.wmf]GIFT EXCHANGES:
Due to different religious and cultural practices, gifts will only be exchanged if all of the families I serve would like to participate. Typically, the children enjoy exchanging small, inexpensive gifts during the December holiday period and I enjoy giving each child a small present before the holiday break. I also enjoy giving each child a birthday gift. However, I discourage a general exchange among the children at birthdays since there could be as many as 15 plus birthdays each year - or more if there are part-time children in care! In addition, children often have birthday parties at their home, so the exchange of presents during daycare hours is not really necessary. If parents would like to provide a special treat for the group on their child’s birthday, that would be more appropriate.
[image: image21.wmf]  BIRTHDAYS AND OTHER HOLIDAY CELEBRATIONS:
Please feel free to bring a special treat to share with all of the children in my care on your child’s birthday, but this is certainly not necessary. You may also, if you wish, plan to attend lunch with us on this special day in order to celebrate with your child. However, please give me at least one week’s notice of your plans so that I may prepare the children to expect this disruption to the usual routine. Your child will no doubt enjoy this special day regardless of a celebration (or lack thereof) at daycare, so please do not feel obligated to plan anything elaborate. As for other festivities, including religious holidays, I will always give you plenty of notice prior to the celebration of any cultural or religious occasions. I personally do not practice or teach any particular religion with the children in my care. The families I care for come from many different cultural and religious backgrounds and beliefs.  I would prefer to refer your child’s questions on these subjects to your authority. Please feel free to discuss with me any preferences you have in my handling of these topics where your children are concerned. I do enjoy giving a small gift to each child during Christmas. We also sometimes draw names within the children to exchange gifts and a small Christmas part before the holidays. I will give you plenty of notice on day and child’s sex and age. If you don’t want your child to participate please let me know ASAP.I also will give the children in my care a small bag of candy etc during Halloween, Valentines and Easter.
Emergencies:
Fire Safety Plan:

 I have a written fire evacuation plan and practice a fire drill with the children at least once each month. In addition, 
I incorporate fire safety curriculum into my program occasionally. My home is inspected regularly for fire safety. More detailed information and drill records are posted on the bulletin board. Our meeting place is the playground area in the back yard on the blue slide.

Tornado Safety Plan:
In case of a tornado warning or watch will go in the basement to the family daycare room or restroom. Or safe are under the stairs in the basement! Listen to radio reports. If watch turns to a warning then we will go to the center of the room have the children sit on the floor with head tucked in their lap. 

Flood Safety Plan:
In case of a flood we will immediately go to the upper level of our daycare home.

If flooding is above upper level we will take children to the highest accessible point.

Will take our cell phone to notify children’s parents and emergency help if is possible.

Serious Injury Plan:

We will call 911 for immediate help if required in the situation. Apply necessary first aid before medical help available. Or take the child to the closest emergency room. We will call the substitute daycare provider if the situation requires. I will take my cell phone to notify parents of situation.

Other Disaster Plans:

Ice, Snow or any other disaster. Make sure have enough emergency supplies, water food, blankets, flashlight, candles first aid etc. Take children to basement or safest area of daycare home. Or take to safest place available. Call parents from cell phone if possible. To notify the children’s parents of the location we are at. Also how their child or children are doing. Wait out storm until safe to return children to parents. 

SIDS (Sudden Infant Death Syndrome) Policy 

I have required written policy by KDHE.   If and when I do care for an infant the parents and myself will both need to sign SIDS policy. A copy is also on the parent’s communication wall in the  main daycare room.
Supervision Plan:  
Is posted on communication wall and also enclosed enrollment child’s booklet of forms .You must read sign and date the Supervision of Children Policy form.
[image: image22.wmf]   NUMBER OF CHILDREN IN MY CARE:

             Licensed   # 0001012-007 by K.D.H.E.

I switched in December of 2005 from Registered (6 kids) to Licensed (10 kids) Daycare Home. In October 2011 switched to Licensed Group Daycare Home I follow the State of Kansas regulations for a family Licensed Group Day Care Home, which limit the total enrollment to 9 kids 2 ½ years to five years old  OR 10 children if  are all above the age of 3 years  cared for in the provider’s personal residence at one time. Or I may also run under licensed capacity of 10 children in all 3 age groups limited to no more 3 under 18 months of age. The provider’s own children under eleven years of age must be included in the total count I believe that children receive the best possible care when these guidelines are followed. I will do my best to avoid caring for more than one infant (under the age of 12 months) at a time. When it comes to filling vacancies or increasing the number of children I care for I will always give preferential consideration to the families I currently serve. Children need to feel they are getting quality attention from the adults in their lives, and they also benefit from lots of one-on-one care. From time to time, in order to accommodate the families I serve, it may be necessary to accept one or two extra children for a day or two, such as in the case of a public school closing due to weather conditions. On these days, I reserve the right to accept older children for temporary care at an additional fee subject to available openings. To the extent possible, I will notify all parents in advance of such days, so that you can decide if you wish to keep your child in care on that day. Be assured that I will never accept more children for care than I believe would be safe and in the best interest of all families I serve. I anticipate that this will be a rare event and not a routine situation.
****All homes effective July 1, 2010 will have to be licensed or group licensed by new Lexie law that passed. There will be no more registered homes in state of Kansas. All changes in regulations became effective 2/3/2012 .
[image: image23.wmf]ASSISTANT / SUBSITUTE PROVIDERS:
Due substitute changes in regulations by KDHE  2/3/2012 . Substitute care is NOT offered to the parents in my daycare. I will close the day care facility should I need to for illness, doctor appointments, professional or personal reasons. Parents will find alternate care during these times. I do not provide, weekend or overnight care. I will try to give as much possible notice if need to close to go to my own personal appointments myself. These are now current new regulation requirements below for all substitutes, as you can see not financially able to pay or guarantee any substitute care any longer. I am sorry for the inconvenience to my families and myself with changes in regulations. See paid sick /personal days for other changes. KDHE SUBSTITUTE REQUIRED TRAININGS As in past all substitutes and person living in daycare home, must pass KBI check and pass TB skin test .
In a temporary absence (must be less than 3 hours per day), a substitute must meet these  requirements*First Aid/CPR certifications remain current ( Avg. cost $50.00  plus time of class 6-8 hours 
*Safe Sleep/SIDS class 2 hours ( Avg. cost $20.00 plus time of class 2 hours)
*Orientation provided by the home provider ( No cost but time of 1 hour to train)
In an extended absence (more than 3 hours per day), a substitute must have the same new trainings as the owner/provider:*First Aid/CPR certifications remain current (Avg. cost $50.00  plus time of class 6- 8 hours )
* Safe Sleep/SIDS class ( Avg. cost $20.00 plus time of class 2 hours)
* Orientation provided by the home provider ( No cost but time of 1 hour to train)
*Child Abuse/Neglect and Head Trauma (Avg. cost $20.00 plus time of class 2 hours)
*Basic Child Development, 15 hours initial then 5 hours yearly (Cost of $200 plus )
[image: image24.wmf]Transporting Children by Car:
All children will be properly restrained in the appropriate car seats or booster seats.

I have basic first aid kit in my vehicle, also vehicle inspections done yearly as required by KDHE.
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Kansas Car Seat Laws:
Kansas Car Seat Laws require all children under the age of eight to be securely restrained

In an age/weight appropriate car seat or booster seat while riding in a vehicle. For more

Information regarding the specifications of these car seats, please visit @ http://www.kansasboosterseat.org/
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  DISCIPLINE POLICY:
Spanking, slapping, smacking, yelling or hitting. This type of discipline will not be used in my home, regardless of your practices in your own home. Instead, I prefer the following discipline methods to handle any dangerous or hurtful offenses: For children under the age of about 18 months, I find it most effective to remove the child from the situation, and redirect their attention elsewhere. Although I will most likely explain to the child that the offending behavior was inappropriate; children of this age are rarely are able to fully understand what they have done. Fortunately, at this age their attention span is also usually shorter than with older children, so simply showing them a different toy or activity usually does the job. For children of about age 2 and over, I will alert the child to the offense by saying firmly “NO”, counting 1-5 to give child choice to stop. Explaining why the behavior is unacceptable, and offering the child the choice to behave. If the child chooses not to behave appropriately, I will first explain to the child why their behavior is not acceptable, and then I will place the child in time-out rug or chair. Isolated observation of the child for a period of about 1 minute per year of age, not to exceed 5 Minutes. At the end of the time-out, I will ask the child if he or she understands why they had a time-out, ask if they understand why they shouldn’t do that behavior, then ask if they are ready to play nicely again. I will also encourage children to apologize to the other child (ren) involved, when developmentally appropriate. This method not only stops the offending behavior, but also teaches the child consequence, responsibility, and empathy in a positive manner. Dangerous and hurtful offenses include hitting, biting, kicking, pushing, hair pulling, throwing objects at someone, climbing on an inappropriate structure, and willful destruction of property, tantrum throwing, and not following reasonable requests. These relatively minor offenses will be handled as described above, depending upon the child’s age and developmental stage. To a point, kids will be kids - but only as long as the emotional and physical safety of all of the children in my care is protected. In the rare instance that I feel any child in my care has a serious discipline problem I will request a conference with the parent(s). If an understanding cannot be reached, I reserve the right to terminate our contract with as much notice as possible in order to guarantee the comfort and safety of the other children in my care.
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The Day Care House Rules [image: image28.png]



Please discuss house rules with your children
	No hitting, pinching, throwing, pushing, hair pulling, or otherwise hurting ourselves or others. 

Or biting (please review biting policy on page 16)

	No intentionally breaking anything

	No running, jumping, wrestling, or climbing, etc. in the house on the furniture or any stairs.

	No picking up the babies or toddlers

	No leaving the house or the yard without permission

	No climbing of trees or throwing rocks under the deck, or mulch in play area 

	No child in the front yard/ drive way without adult supervision

	No names calling, yelling, foul language or teasing—everyone deserves to be treated with respect

	All food and drink will remain in the kitchen area. Unless otherwise told .NO GUM ALLOWED 

	Please have kids take off shoes on the landing, back pack, coats and put on landing on hooks

	Older kids please have them not to bring small items like money, chap stick etc into daycare room, 

Dangerous for babies and toddlers. Need to be left on landing in child’s back pack

	All children will wash their  hands when entering daycare, before / after meals, after playing outside 


[image: image29.wmf]Each week older children that have no time outs will get to choose a toy from our treasure box on Fridays, or last day of that week. I also will give daily stickers for good behavior each day when child is picked up.
****Please don’t send toys with your child from home ***. If your child does I will put up until you return to pick up your child up.  I have plenty of toys. This causes fights and I don’t like soft toys due to spread of lice etc. Or can or do I want to be responsible for your children’s toys.  PLEASE also don’t send food or drink unless you plan on bringing enough for all children. I would appreciate advance notice also if you plan on bringing treats for everyone. Or have your child come walking into daycare with food/ toys; this is upsetting to other children already here.
[image: image30.wmf] Pick up by someone other than the child’s parent or legal guardian:
I will not under any circumstances release your child into the custody of anyone other than his or her parent or legal guardian, as indicated by the signatures on the contract. If you wish to have anyone else pickup your child, YOU will need to call me or tell me when dropping off your child. If that person is not listed, in your children’s emergency contact information. In the event of an emergency, I will attempt to contact you and/or your spouse, or the child’s other legal guardian, or other adult listed on your emergency contact form for approval. In any case, if I am not familiar with the person, I will require a valid photo ID card from an authorized government agency (such as a driver’s license) as proof of identification before I will release the child into their custody. Please advise anyone who may pick-up your child not to take offense to this pick up policy. It is simply the only way I can assure the protection of you, your child, and all other parties involved. Also, if your family is experiencing a divorce or other legal situation, which would affect who is allowed to pick up you child, please let me know immediately. You will also need to provide court orders or other proper legal documents indicating who is no longer allowed custody of your child. Unless these papers are provided, I will have no choice but to release your child into the custody of anyone currently on your list. Verification of legal custody: I must have a copy of the court order recognizing the parent who has legal custody of the child, as well as visitation schedules. Otherwise I have no choice except to release the child to his/her parent. IT IS YOUR RESPONSIBILITY TO KEEP AUTHROZATION TO PICK UP CHILD FORM CURRENT
[image: image31.wmf]Signing In and Out:
All children must be signed in/out daily of childcare in attendance book.
Each day parent or person is required to sign your child/ren in and out of daycare, with the time arrived and leaving with initials. Attendance book with sign in/out sheet is located on communication wall. This gives me a written record of the child/rens attendance. Hours and who brought picked up child/ren. Also required for parent’s who receive SRS assistance for daycare.  Must sign  parent/ guardian’s full name/date on Fridays or last day of care.
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We do have pets in our home / daycare. All have current rabies vaccinations as required by KDHE. Our cats are both declawed inside cats only. If you child has an allergy to pet's? I will not be able to provide care

Shadow~ Cat, Domino~ Cat, Bruno ~ Bugg Dog, Rosie ~ Boxer Dog~ and our Birds, Horton, Simon & Ringo that are upstairs, I bring down occasionally for short visits with the children.   
[image: image34.wmf] PRE-ENROLLMENT VISITS:
I believe that children, providers, and parents do best when everyone participates in “get-to-know-you” sessions prior to the first day of care. This helps children get used to the provider and allows parents plenty of time to ask questions of the provider. It also helps everyone feel more comfortable with the situation. This benefits the child by allowing us to approach the first day of care with ease in which helps reduce stress for everyone. Children benefit from a stable, long-term care environment. My hope is that these visits will help reduce the number of misunderstandings that can inevitably arise, so we can develop a good working relationship and avoid the need for unnecessary termination of care. I will work with you to schedule as many pre-enrollment visits as possible, without any cost to you. These visits should only last about an hour or less, depending upon the number of questions you have. I would prefer that one of the first visits be without children present to limit distractions. After that, though, I would prefer to gradually increase my interaction with your child, taking cues from their comfort level. Some of these visits may be at your home, if you prefer, however visits should be in my home in order for your child to get used my daycare home

[image: image35.wmf] PARENT CONFERENCES:
Parent conferences will be scheduled periodically with the parent(s) and/or guardian(s). This will allow you to meet with me in a relaxed environment without the distractions of other children and parents, to discuss things such as your child’s development, discipline strategies, and needs. I would also welcome your feedback on my effectiveness as an educator and care provider, as well as other issues and concerns that may arise. By keeping the lines of communication open, I hope to foster a more stable and enjoyable working relationship with the families I serve
[image: image36.wmf]PARENTS COMMUNICATIONS:
I have on the wall in the family daycare room a bulletin board. I have all emergency plans, licenses, and a copy of my 12-week rotation of menus.  Also an attendance book to sign your child/ren in and out of daycare (Please sign your child in and out of the daycare) Also paper cubbies for notes etc to take home, Please check daily for supplies and notices... I have copies of daycares monthly news on bulletin board. All current closings and news are located on daycare website www.daynsasdaycare.com . I also will send out reminder emails periodically to parents who have email access sometimes. I send out a weekly newsletter usually on Thursdays or Friday’s also with our next week’s plans. 

I also post updates / pic’s on what we are doing in daycare on our [image: image37.png]facebook.



  web  page , when time permits . 

If Grandparents or other family & friend would like to keep updated on what kiddos are doing also? Have them add Dayna’s Daycare as friend on FB @ http://www.facebook.com/daynasdaycare 
[image: image38.wmf] VISITS AND PHONE CALLS DURING REGULAR CARE HOURS:
Parents or guardians are welcome to drop by unannounced at any time during the hours their children are in care. If you call and I am busy, I will call you right back .If I am picking up children from school before and after school. If you don’t reach me at home during school drop off or pick up times. Please don’t hesitate to call my cell number. Best way to reach me during open hours is my home number. Please if I am busy with children; leave a message so I can return your call. 
[image: image39.wmf] OUTSIDE PLAY:
If I provide care for an older child (8 years or older) you will have to sign a consent form for the child to play outside in privacy fenced yard without adult supervision. The child will have to follow our daycare house rules (on page 8 of parent handbook). If the child doesn’t, I can’t not allow child outside with out adult supervision even if he/ she is over 8 years old and has parent permission. So please talk with your child on daycare rules on page 8 of this handbook. 
NO CHILD less than 8 years of age will be allowed to play outside without adult supervision.
We will go outside daily unless below frezzing temps or raining/ snowing. Please always send coat / jacket  gloves and hat to daycare. Be sure and lable with name/initials. Put gloves/hats inside each childs arm of coat .
[image: image40.wmf] FIELD TRIPS:
Admission fees for most field trips will YOUR responsibility. I will provide their food and drink as I normally do. But admission fees are your responsibility. I will always welcome your assistance and participation during field trips or other special fun events, though this will be purely voluntary. Any suggestions also are welcome. The places and frequency will depend on the ages of the children in my daycare


[image: image41.wmf]   COMPUTER ‘S   & INTERNET
We have 2 (two) computers in the Daycare bedroom in which I have numerous educational games and read along books. These computers do not have Internet access. I also have computer in main daycare room, but children are NOT allowed on.  I also use many internet sites for educational learning. For your child to be able to have Internet access, you will have to sign a consent form before they can use the computers. Computer time is monitored.   
	[image: image42.wmf]• SUPPLIES:  You will be responsible for providing your child’s: Please be sure labeling all children’s items with a permanent marker. 

•Diapers/ Pull Ups     •Diaper Bag or Back pack for older child if you choose

	• Diaper wipes   • Baby powder       • Diaper rash ointment     • Bottles and nipples including (optional) bottle liners

	• Infant formula or breast milk if you don’t use Parents Choice, Is only formula I will provide on USDA Food program

	Any special milks such as Vita-mite, Soy or formulas etc.     • All prescription and over-the-counter medications 

	• Complete change of clothing (more if we are toilet training) to be left here.  This includes shirt, pants, socks, and underwear.  Please label your child's personal possessions with permanent marker.
Soiled clothing will be sent home and a new change of clothes will need to be brought back the next day.

	· Personal Items   (comb, brush, toothbrush w/ a cover etc.) If you choose, I will attempt to help with brushing of your Childs teeth, but this is not always possible if I have a group of younger kiddos.


Note: If you prefer not to supply these items to be left here, you may send them daily in a diaper bag. 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, so they will need to be brought daily. Again, if you choose not to supply me with the required items, I will purchase them for you and you will be responsible for the cost.

I will provide all food, drink and supplies. Including formula  (Parent’s Choice ONLY formula), baby cereal, jarred baby food. Please do not bring any food, gum, or candy. Please don't send your child in the door eating food or holding it in their hand.  This makes a hard situation for all the kids.  They want whatever your child has, and it's not fair for them to watch your child eat.  If you want to bring something please make sure there is enough for everyone and we can share it at snack or mealtime. Of course, donations of all sorts of materials are always welcome! In order to purchase a fresh supply of crayons, construction paper, paint and other creative materials, ink for pintables I request that you pay a $20 yearly enrollment /supply fee. At the beginning of each child’s enrollment into daycare as detailed in the tuition section of this handbook. This money will be used to maintain a full range of artistic supplies, like paper ink for pintable’s etc.  I cannot be responsible for damage or loss to clothing or any personable items brought to the daycare. Please be sure and write child name on all personal belongings. I will provide all linens and a wide variety of toys and educational activities, so there should be no need to bring your own. Please be certain that shoes slip on and off easily, zipper's zip, etc. as the malfunction of these things can hinder and frustrate the child learning to dress him/herself. Please encourage children to take responsibility for their own belongings. I am not responsible for replacing lost or broken toys. This is why I request you keep such items home. If toys are brought, they will go into their bins. Accepting responsibility for their own possessions is an important skill for a child to learn.
[image: image43.wmf]     TIPS FOR SMOOTH TRANSITIONS AT DROP-OFF AND PICK-UP:
Transition times can be stressful for some children. In the morning they may not want to say good-bye to you and at pick up time they may not want to go because they are involved with a fun activity. This is a natural occurrence and may vary with your child’s age and developmental stage. To ease the situation I encourage parents to take a minute to help their child feel comfortable and to adjust by offering positive statements. A parent who shows reluctance to depart only makes the transition harder for their child. Although parents should never sneak out without saying “good-bye” to their child, a brief good-bye usually works best. Crying will usually stop a few minutes after you depart. Whether you plan to stay for a while when during transition times or you prefer to keep transition times short, it is important that you establish a consistent routine and stick with it. My house rules apply from the time they walk in until the time them walkout. This is a time of testing when two different authority figures are present (parent and provider), and this situation will be tested at one time or another to see if the rules still apply. I will remind your child if inappropriate behaviors are being displayed. Please be prepared to back me up. If your rules or desires are being tested, I am ready to back you up as well. Children of all ages adjust to transitions differently. Most do not like to be too rushed, or to wait too long once they are ready to depart. This is especially true during the colder months, when children may get uncomfortably warm once dressed in a coat, gloves and a hat. When leaving, please DO NOT ALLOW CHILDREN TO RUN OUT TO YOUR CAR WHILE YOU ARE STILL INSIDE! Our safety rule is “No one outside in front yard without a parent or guardian with them.” There may be other cars on the street and a serious incident could occur. Please be sure and sign your child in and out of Daycare in the attendance book.
SICK CHILD POLICIES
This daycare is a well child family daycare facility. This means that if your child is not feeling well, for any reason, you will need to find alternate care. Please do not bring your child if he/she has a contagious illness or exhibits any of the following symptoms: 
You need to pick your child up after I call you within 1 hour.
· Fever of 100 degrees or above 

· Vomiting, in excess of typical infant spit-ups 

· Diarrhea that is excessive 

· Conjunctivitis ("pink eye") 

· Consistent complaints of ear or stomach pain 

· Bleeding other than minor cuts and scrapes 

· Excessive greenish nasal discharge, indicating possible infection 

· Head lice 

· Any other Contagious disease
· In general, if your child is too sick to go outside and play, then your child is too sick to attend childcare. If your child becomes ill during daycare, you will be phoned at work and asked to pick your child up immediately. (No later than 1 Hour from when I notify you of child’s illness)If you cant pick up your child, you will need make arrangements for someone else to pick up your child.If not on emergency list you will have to notify me who will be picking up your child.If your child has a common cold (slight cough, sneezing, clear runny nose and/or a temperature below 99 degrees) your child may attend daycare. However, if your child reaches a point when he/she requires constant attention, will not play, cries continuously, whines and wants to be held constantly, then your child will need to stay home. 
Any child requiring prescription medication will need to be kept at home for a period of at least 24 hours until no longer contagious, unless accompanied by a signed note from the child's medical practitioner. Please dispense all medications at home whenever possible. For times when this is not possible, a Medicine Consent Form must be filled out in order for me to dispense any medications. All prescription and over-the-counter medications must be in their original container(s), and prescriptions must display the pharmacist’s label with the doctor's name. In addition, a signed note must accompany all prescriptions prescribed from the child's parent. If you have any questions, please feel free to discuss them with me at any time. Please notify me ASAP if you child/ren or family members get any contagious disease. I am REQUIRED to report to KDHE some contagious diseases that children in my daycare hav
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TUITION AND HOURS OF CARE: 



Tuition rates are for normal daycare services.  HTMLCONTROL MARQUEE.MarqueeCtrl.1 My services will be available Monday through Friday from 6:30 am 5:30pm.You can arrange earlier drop of times. Discuss needs for care outside these times and I will try to accommodate reasonable requests at a possible additional fee.
Or I can have 10 children at one time if all children are 3 years or older.
 I can also run a regular licensed capacity of 10 children in all 3 age groups is only time can care for infants. 
FULL TIME DAYCARE  

Is considered 9 hours a day not to exceed 45 hours a week
 Infants – (Birth to 18 months)- $175.00 Week, Rarely take  infants, call to see if available
Toddlers/ Preschool (18 months to 5) -$125.00 Week, after Potty Trained $115.00 Week 

School Age- ( 5 years and older )- $105.00 Week , school days out $15 per day not to exceed $105.00 per week
NO TRANSPORTATION IS ANY LONGER AVAILBLE

Yearly supply/Enrollment fee $20, due on enrollment date with also deposit as in contract.
 
PART TIME DAYCARE

  Up to 25 hours a week 
Infants –(Birth to 18 months)- No Infant care available for part time or emergency care
Toddlers/ Preschool -$80 per week
School Age ( 5 years and older )- $80 per week 

School age care (5 years and up ) cost is $40 per week not to exceed 15 hours a week. From 15 to 30 hours cost is $80 per week. In the summer I sometimes can offer all day care for school age, subject to current placements. Cost is $105 per week up to 45 hours.

Pre K  ( under age 5 years )that attends half day in school cost is $125 if potty trained or $115 if not potty trained, due to still considered full time placement in my licensing capacity.

NO TRANSPORTATION IS ANY LONGER AVAILBLE
Yearly  supply / Enrollment fee $20/year due on enrollment date with also deposit as in contract.
 

 DROP IN / EMERGENCY DAYCARE
 
 Toddlers (18 months to 2.5 years old) $40 per full day (Not to exceed 9 hours day per these prices)

Preschool/School Age (18 months to 5)   $30 per full day.  (Not to exceed 9 hours day per these prices)

I do have brief contract for short term care that need’s to be filled out prior to me caring for your child/ ren.  

NO SUPPY / ENROLLMENT FEE FOR DROP IN / EMERGENCY
Late fees of $ 2 per minute will be billed if you are late past the normal pick up time.

(This will be filled in the contract.)  It will be added to the weekly tuition charge, unless prior arrangements have been made in advance. I realize job pressures, traffic, and weather conditions occasionally affect your ability to arrive on time. However, since a habit of arriving late does affect my family life, I will need to charge late a fee if I feel a pattern of late arrival develops. Please feel free to discuss arrival and drop-off times with me if your needs vary, such as when you or your spouse need to travel .I will attempt to be flexible to meet your needs for occasional early arrival and late pick-up times, but these will need to be exceptions rather than a general rule so as not to unduly impact my own family. Late fee of $10.00 per day will be charged for late tuition payments.
If you are an SRS contracted client you are responsible for any fees that are not covered by SRS.

When you give me 2 weeks notice I will credit your deposit to the last week’s tuition. If you don’t give me 2 weeks notice on termination of my daycare services, I will keep your deposit and you will be responsible for any tuition for the last 2 weeks of daycare tuition. Even if you choose not to have your child (ran) attends the last 2 weeks. As is our daycare contract for my daycare services. Enrollment/Supply Fees are no refundable.
When I am running Group Licensed child ratios only allowed nine children 2 ½ years old and up.

 *****This option is what I usually operate with on filling available openings. *****

I can also run a regular licensed capacity of 10 children in all 3 age groups is only time can care for infants
[image: image46.wmf] PAYMENT TERMS:
Unless other arrangements are made in advance, or what we agreed on in daycare contract, charges for the next weeks care will be due on Friday. All daycare tuition is payable prior to my daycare services no mater if paid weekly, bi weekly or monthly. This will enable me to purchase food and supplies over the weekend for the coming week. Payment is preferred in cash; however, money orders and personal checks will be accepted when drawn on a local bank. Please write check to “Dayna’s Daycare / Dayna Brown”. In the unlikely event of a returned check, I will require a $30 service charge in addition to the repayment of any extra bank charges I may incur as a result of the inconvenience. Subsequent payments will need to be made in cash or money order. A late fee of $10.00 per day will be applied as in your contract. If you need to be late PLEASE talk with me prior to due date. If you are late past 2 days, daycare services can and will stopped until payment is made. Unless PRIOR arrangements have been made in advance. If you are late more than two times, may cause termination of my daycare services. If I am closed on our scheduled daycare tuition due date of Fridays, Tuition is due by last day open for that week, may post date your check for Friday  . In order to provide my own family with a stable financial situation, I cannot offer any discounts for days your child is not in my care, such as when you are on vacation, days when your child is ill, or other days when you choose not to bring your child. Though I realize daycare is a major expense for most working parents, I also rely on this business to help support my own family. Since I will beholding your child’s space for you to use at will, I need to charge for fulltime whether you use it or not. Rare exceptions may be made at my discretion for extreme circumstances. If you request, you may receive a written receipt for each individual payment of tuition and supplies fees. In January of each year, I will provide you with a summary of all fees paid for the previous calendar year. I will also provide you with a proper tax form showing my taxpayer ID number and the full amount of any charges for the previous calendar year so you may claim this expense on your taxes. If you are an SRS contracted client. You are responsible for any daycare services not covered under your SRS Child Service Plan.  Also any yearly supply /enrollment fees that your SRS child care plan will not cover payable prior to entering daycare. All SRS payments are due by the 5th of the month unless otherwise stated in contract. 

TAXES- I will supply you with a year-end summary of all daycare fees paid during the year for tax purposes. This will be given to you in January each year .You may request a statement at any time.
HOLIDAYS, VACATION AND PROVIDERS SICK-DAYS:

Although I will do my very best to be available every business day, it is conceivable that I may be forced to close occasionally due to vacation, illness, or other emergency. If you cannot ever tolerate rare, but possible lapses in care, you should consider placing your child in a daycare center, or make arrangements for backup coverage. I realize your need for reliable daycare and will attempt to give as much notice as possible whenever I must close my home to care for any reason. In order to spend quality time with my own family.

I will be closed on the following major holidays In Highlighted teal: 

	~New Years Day , Falls on  Saturday, Will take Monday  January 2nd OBSERVED

	~Memorial Day , Monday May28th 

	~ July Forth , Wednesday July 4th 

	~ Labor Day , Monday September 3rd 

	~ Thanksgiving Day Thru the \after Thanksgiving, Thursday Nov.22nd  & Friday Nov. 23rd 

	~ Christmas Eve , will take Monday  December 24th  

	~Christmas Tuesday December  25th  


If the Holiday falls on a weekend I will take the following Monday or Friday before. I will also take ten (10) additional days of paid vacation, but only with at least two (2) weeks written notice. Working with exposure to many families and especially children, it is expected that I will become ill occasionally. Therefore, I reserve the option to take five (5) paid sick /or Personal days also if I have death of immediate family member per calendar year. I will not take these days unless I am genuinely ill or death in the family, and I will always attempt to give as much notice as possible when I am forced to close my home due to illness or injury to a family member or myself. If I use one of 5 personal/sick days for myself for personal time needed off for like going to my own personal appointments, I will give you at least 2 weeks’ notice if all  possible . Also, in the event that one of my own family members is mildly ill, I will also give you as much notice as possible to allow you to decide if you want to risk exposure to your child. These days will not count toward the paid sick days since I will still be available to care for your child. In order to provide my family with a reliable income, I cannot offer discount for days when your child is unable to attend due to his/her illness or vacation. 
I will take off the 2012 year on the above Holidays and the dates below for vacation days.
This is your notice of my planned vacation days for 2012. Please find alternative care for these days:

	1. Fri. Apr. 20th 
	   2. Mon. Jul 2nd  
	   3. Tues. Jul 3rd 
	    4. Thur. Jul 5th  
	     5. Fri. Jul 6th

	6. Wed. Nov. 21st 
	   7. Wed. Dec. 26th 
	   8. Thur. Dec. 27th 
	   9.Fri. Dec 28th 
	 10. Mon. Dec. 31st


[image: image47.wmf] FOOD OR DRUG ALLERGIES: [image: image48.wmf]
Please alert me to any suspected food sensitivities or allergies so that I may attempt to accommodate your child’s dietary needs. Also, if you avoid any foods or combinations of foods for religious, cultural, or health concerns please let me know your needs and I will attempt to accommodate your requests for your child. An additional fee may apply if your child’s dietary needs require me to purchase special food or beverage items. Also please request a form to fill out allergies and sign /date this form. I also need a a meal substitute form filled out from your physician for the USDA food program.

[image: image49.wmf] MEALS AND SNACKS: [image: image50.wmf]
Dayna's Daycare participates in the Child Care Links Food Program.  This is a program that monitors my menus and nutrition and reimburses based upon compliance with USDA requirements.  What this means for your child/ren is that a well-balanced, nutritious, home cooked meal can be expected every day.  Milk, fruit/vegetable. ,protein, vitamins C and A, iron and bread requirements will be met daily as well.  Menus are available to download online, or you can ask for a copy at the daycare .All allergies will be taken into account.  Infants formula (ONLY Parents Choice Provided), cereal and jar foods will be provided by me if your child is on CACFP. If you want specific jarred or cereal used you will have to provide. I serve breakfast, lunch and snacks at no additional costs.

All foods will be cut into safe-size pieces and served in child-sized portions. Children are expected to try one bite of any food served, unless the child has an allergy or sensitivity to that food. If, after trying a bite, the child does not like that food, he/she will not be forced to eat anymore of it at that meal. I have found that children often like foods they did not initially want to try, once they have been exposed a few times. Children may have second helpings of any or all foods upon request after taking one bite .No child will be required to eat more than one bite of anything. It is my experience that children will eat when they are hungry, and will get all of the nutrients they need when consistently presented with a variety of healthy choices. I joined USDA food program in June 2010; my sponsor is Child Care links http://www.childcarelinks.org
Meal times might have to be adjusted due to ½ day Pre k and .1/2 day KNG schedules. I will notify you of any changes

	Breakfast served at 7:30- 8:30 AM 

	Lunch served at noon

	Snack served at 3:00 PM

School age kids after school 


If your drop of times are after our meal times please feed your child prior to brining them to daycare.

Nutritious meals are served at no extra cost to you. I run twelve (12) week rotation on menus. Posted on the bulletin board and on daycare  fridge. If you would like a copy please ask and I will gladly provide copies.

[image: image51.wmf] IF I BECOME ILL:
I will do my best to prevent the spread of illnesses through good hygiene and housekeeping, but total avoidance of illness is impossible. I will not close the daycare if I am mildly ill due to a cold. I will, however, notify you as soon as symptoms appear in me. Or if any of the other children, develop symptoms so that you can decide whether or not to have your child in care that day. Regrettably, I cannot offer any discount for days that you choose not to bring your child. If I should become ill with more than a standard cold, such as flu or other sickness, I will close the daycare until I have been fever-free for 24 hours. Per our contract, I will be paid for up to five (3) sick days per calendar year If possible, I will attempt to have an alternate caregiver in my home for my own sick days, however I cannot guarantee that this will always be possible. In the event that an alternate caregiver is provided, these days will not be counted toward the total amount contracted paid sick days.

Please notify me ASAP if you child/ren or family members get any contagious disease. 

I am REQUIRED to report to KDHE some contagious diseases.
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 ADMINISTRATION OF MEDICINES:
I will not administer any type of medication, including prescription and over-the-counter medications, without a signed consent form. Please fill current medications form in Childs booklet and keep updated/

	This form can be filled out when you drop your child off and must include:

	• The child’s name, age and current weight

	• The name and phone number of your child’s doctor

	• The name and phone number of the prescribing doctor (if different)

	• The name of the medication

	• The dosage amount and frequency

	• Possible side effects

	• Reason for needing the medication

	• Instructions for proper storage and preparation of the medication

	(Such as should it be refrigerated, shaken, mixed with water, etc.)?


All prescription medications must have been prescribed recently, and be clearly labeled with the pharmacies information. Also, the medication must be in a clearly labeled childproof container. I would prefer if you also bring the medication in a small sack or baggie labeled with the child’s name, so as to avoid any possible confusion. Please provide any necessary droppers, medicine spoons, or other dosing aids. Inhalers should be in their original outer package (carton), Labeled with your child’s name. Although I am trained in infant and child CPR, basic first aid, and recognition of communicable childhood diseases, I do not pretend to be a doctor, and will not under any circumstances provide any medications, including vitamins. Medications should be given at home by parents/guardians whenever possible. You must provide any and all medications for your child.
Please list on the long-term medication form in booklet
	*Permission to give your child /ren Tylenol / Motrin or any generic form as needed. 

	Sun screen or bug repellant as needed.

	Neosporin or any other bacterial cream as needed.

	 *Or any medication your child takes long term.

	You can date from time of care as in contract. 

	This will be so you and I will not have to fill a form each time these items need given. 

	Or if needed and you are at work.  *Has to be on KDHE form   Thanks for you help and support! 


[image: image53.wmf]Photography Policy
Because your kids are away from you for extended periods of time, I like to try and photograph them for you throughout the day. This is especially true for “firsts.” Also, some of our special craft activities (Mother’s Day, Father’s Day, Christmas, etc.) may require a photograph. These pictures may also be posted on my website, Face Book or used in advertising. No identifying information will be posted or printed regarding your child. You may share these photos with friends and family. Parents may choose to not have their posted on website and or advertising materials. The form for permission or to decline permission is in your child information booklet(
[image: image54.wmf]PROPER ATIRE
Child’s play is messy work. Your child will be painting, playing on the grass, in the water, playing with chalk and other various activities. Please do not expect me to keep your child’s clothes clean and free from stains. Please dress the kids appropriate. I will not be responsible for “Cute” clothes getting messed. The children will participate in all activities regardless of their dress. Children do not wear shoes when inside the home. They must be taken off in the entrance and put on the shoe cubby. Children CAN have slippers kept at child care to be used in colder months. 
[image: image55.wmf]HEAD LICE POLICY:
If your child/ren, or someone in your house hold has head lice, you need to call me as early as possible so I can notify other families and take necessary steps to treat my daycare/home.  A child who I see with  head lice will be sent home immediately. You will need to give your child a head treatment for the lice.  You need to treat also your home and car with lice spray , vacuum and wash everything soft . If  item’s can't be washed, you will need to place those items in a closed bag for at least 2 weeks.  The hair treatment will need to be re applied in 1 week. If your child returns and is checked and still has the head lice, they are NOT ALLOWED to return to daycare until they are"bug and egg ( nit)" free, and they will need to be given another treatment . You also will need to treat your home and car.  After a known case of head lice, I will perform head checks on all of the children for 2 weeks when entering daycare to make sure none of the other children have contracted lice. Dayna's Daycare has the right to immediate termination of childcare if head lice reoccur over and over on the same child due to the possibility of contamination throughout the daycare.  Deposits will not be refunded due to the huge expense  and work to treat my home.  If  I am forced  to close daycare  to treat my home/daycare ,  the day off will be applied to 3 paid sick days per calendar year.
[image: image56.wmf] IF YOUR CHILD BECOMES ILL:
I have been educated in the recognition of infectious childhood diseases and I will attempt to alert you at the first sign of any illness. In order to protect the health of all children in my care, I will call you at work and request that you pick up your child within one hour if he or she exhibits any of the following symptoms. Parents are responsible for all costs involved in medical treatment obtained for their child.
	• Fever over 100 degrees Fahrenheit for more than 1 hour

	• Excessive diarrhea for 2 consecutive diapers or toileting

	• Vomiting in excess of typical infant spit-ups

	• Conjunctivitis (“pink eye”)

	• Persistent complaints of ear or stomach pain

	• Bleeding other than minor cuts and scrapes

	• Excessive greenish nasal discharge, indicating possible infection

	• Head lice

	• Any Contagious diseases, I am required to report to KDHE some contagious diseases.


In the event your child is sent home due to one of the above conditions, he or she will not be allowed to return until they have been symptom free for a full 24 hours, or until accompanied by a signed note from your child’s doctor. This policy is intended to help prevent the unnecessary infection of the other children in my care. Although it may seem inconvenient when your child is sent home, you will appreciate knowing your child’s exposure is minimized when other children become ill. I will not send a child home with a common cold, unless accompanied by fever or other severe symptoms. However, many times when young children are ill, they may not exhibit “classic” signs of the illness (fever, vomiting, etc.) but will be excessively fussy and/or require constant cuddling and attention. While I believe in providing as much cuddling as desired, if a child is ill and requires my undivided attention this distracts from my ability to provide quality care to all the children in the group. Therefore, if your child reaches appoint when he/she requires constant attention, will not play, cries continuously, whines and wants to be held constantly, etc., then your child will need to stay home. You should expect that any time a new child is introduced to the group, colds and other minor illnesses are likely to occur until everyone’s immune systems have adjusted to the new exposures. Also, advise me whenever a member of your family has an illness so that I can be alert to the possibility of symptoms developing in the childcare group.

[image: image57.wmf]Biting Policy
Unfortunately when groups of small children are together biting inncendce will occur occasionally. One of my primary goals is to provide a safe and loving learning environment for children. When a biting incident occurs, there are many upset feelings. When it does occur I take it very seriously and try to find the reason why the child bit and try to extinguish the behavior as quickly as possible and assist in developing positive social skills. Biting is not uncommon. It causes more upset feeling than any other behavior in-group settings for young children such as learning centers and day cares. Parents of the child who was bitten, parent’s of the child biting, and for daycare provider all want the behavior to end as quickly as possible. As we know, young children up to two years of age learn through mouthing objects and people. Typically this does not continue after the age of three.
Why do children bite? Children will bite for many different reasons. Some of them include:

· Experimental biting· Jealosy · teething discomfort · becoming independent, · Child with delayed speech / communications often bites . Is learning to play with other children, · is frustrated in expressing his/her needs or wants, or is threatened by new or changing situations such as a mother returning to work, move to another home, a new baby, or parent’s separating. Adult or another child made game with play biting.  
When a child bites another child, I will, Intervene immediately· Help the child who was bitten TLC, ice and apply Neosporin etc · Talk briefly to the child who bite and remove the child from the situation for a brief period of time. I will tell the child in a calm but firm voice, “No biting, biting hurts.” Or “I do not like it
When you bite people. You hurt him/her. S/he’s crying.”· Reinforce positive behaviors· Notify parents of all children involved.· Talk with the parent’s of the child who is biting· Send home notice verbal / and in writing to both parents· Document biting child with, date time, child bitten, area bitten and area of body bitten on child· Try to shadow closer the child during free play when biting often occurs
While using all of these techniques, most children resolve the biting behavior. However, should this continue without any improvement, Then I must take further steps to ensure the safety of the children in my care? Therefore, I may require that the child that is bitting find another daycare environment that will meet his/her individual needs.
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6:30 AM  to 8:00 PM Children Arriving. We wash hands first thing when your mom or dad drop you off (
TV and quite time playtime.
 

7:30 AM to 8:30 AM Eat Breakfast . 
  

8:00 to 8:30 older kids get ready to go school

8:30 AM to 9:00 AM Free Choice Play 

 Outside and Learning time sometimes switched during school year to accommodate ½ school kids who have bus picking up or dropping off children during 11am-12:30 PM 

9:00 AM to 10:00AM LEARNING TIME, calendar, monthly themes, shapes, letters, colors, music, worksheets, art projects and etc.

   

 

10:00 AM to 11:30PM OUTSIDE PLAY (Weather permitting)

Cant go outside we do music time, dance, big balls and build forts etc 

.

11:30 AM to 11:45AM Restroom and wash hands

 

 11:45PM-12:00 TV Time , while I prepare lunch

 

12:00 PM to 12:30 PM Lunch

12:30PM to 12:45PM Restroom and wash hands 

 

12:45 PM to 1:00 PM Story/ Quiet Time

 

1:00 PM to 3:00 PM   Nap Time 

PLEASE DON’T PICK or DROP OFF DURING THIS TIME
 

3:00PM to 3:30 PM Snack time

 

3:30 PM to 3:45 PM Restroom and wash hands

 

3:45 PM to 5:00 PM   Free choice play/ outside play weather permitting

 School kids snack time when arrive to day care from school.

5:00 PM to 5:30 PM Clean up and get ready to go home. Parents picking up their child/ ren. TV time .
This schedule is subject to be changed at the Child Care Provider’s discretion and is dependent on the kid’s moods, weather, how many children are in attendance, etc.
We will watch videos, work sheets and hands activities each week with different themes below. Fire safety will be done every month also tornado safety will be done April - September of each year. We also work daily on shapes, colors, letters, children's names and calendar. 
Link to website for thematic units we use. http://daynasdaycare.com/monthlythemes.html 
Late Drop Offs
PLEASE  READ : If your child will be late to my daycare, I would appreciate a call/email or FB message early to notify, so I can plan for meals. If you are off work, and want to bring your child late. PLEASE bring your child before 9:00 AM, when you allow your child to sleep in, they will disturb whole group during naptime. Also when they arrive in middle of our preschool time, is VERY distracting to everyone. This causes your child, other children and me unnecessary stress.  Is understandable for late drop offs when you have scheduled doctor’s appointment. Still I would appreciate a call to let me know, so I can prepare for meals/crafts . 
[image: image59.wmf]TERMINATION OF CARE:
Either party may terminate our contract at any time for any reason with proper notice. According to the contract, proper notice will consist of written/verbal notice to the provider not less than two weeks prior to the child’s last day of care. If you choose to terminate care with less than proper notice, you agree to forfeit the entire deposit. In addition to the deposit, regular tuition charges will apply for the remaining time your child is in care. If at any time, after consultation with the parent or guardian, I feel that you or your child pose a safety risk to myself or any of the children in my care, I will give you as much written notice as possible that care is terminated. This action will be reserved for extreme cases only, and I will first attempt to resolve any issues with you before resorting to termination of care. Under these conditions, forfeiture of the deposit will be at my discretion.

All new contracts are under a 2-week trial period (unless other wise stated in contract) that either party can cancel. 

	I reserve the right to terminate for the following reasons (but not limited to):

* Lack of compliance with handbook regulations
* Failure to pay or pay on time
* Failure to complete required forms
* Lack of parental cooperation
* Disrespect 
* False information given by parent either verbally or in writing
* Consistent late arrivals disrupting our routine
* Failure of child to adjust to the child care after a reasonable amount of time
* Physical or verbal abuse of any person or property
* My inability to meet the child's needs
* Serious illness of child or provider


I appreciate as much advance notice as possible when terminating, and will give the same courtesy in return. You are required to give two-week's notice when you decide to terminate childcare per our contract. Likewise, I will give two-week's written notice of termination for which full tuition is due, whether or not your child is in attendance. I reserve the right to give written notice of immediate termination where there are extreme circumstances that affect the well being of myself or other children in attendance. REVISIONS TO HANDBOOK & CONTRACT There will be a yearly revision to this handbook (Every January or before) and the accompanying contract on renewal date. All families will sign a new contract each year. I reserve the right to make changes in rates and policies, as I deem necessary. You will be notified, in writing, of any changes that may occur. Prices changes will not change during your contract.
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NOT PICKING UP YOUR CHILD ON TIME Usually the provider’s fee is based on specific hours. If you change them without her consent, you take advantage of her financially by causing her to work without pay and you inconvenience her family as well.
I DO NOT want to work over time, while I love spending time with your children; I also want to have time for my family. Standard late pick-up or early arrival fee in our area and for my policy is $2.00 per minute per child. Continuous tardiness/earliness will result in losing your child’s placement. If you need to adjust your hours you need to clear them first with me. If you are going to be late picking up your child you need to phone me that your child will be picked up by someone on your pick up list. If after 15 minutes you do not show up to pick up for your child I will call your emergency contact to pick up your child. The late fee would have to be paid in cash before any more care is given. Under certain circumstances if one hour goes by and nobody can be reached I might be forced to call the authorities.

 EXAMPLE: HOW TO PREVENT A CHILD – CARE DILEMMA

When Joan first brought her three children to my house, she agreed to pick them up at 5:30 each evening. Says Sue who cared for children in her home. All went well for the first three weeks, but then Joan started coming late. She always had an excuse. She stopped at the grocery store or she had to work over . Soon she stopped offering apologies altogether and began coming late regularly. One evening when I reminded Joan of the agree-upon pick-up time of 5:30, she simply brushed me off. I can understand being late once in a while,” Sue continues, “but she didn’t seem to care that her lateness was disrupting my life. After 2 more weeks of her disregarding our agreement, I told her to find another provider.” Divorce, child-care style, can mean not only loss of income to both the provider and working parents, but, a loss of security to your child. If s/he is under 3, an abrupt change in the child-care situation can affect his emotional, intellectual and physical development. 
2012 Menu Schedule & Closings --Page 1of 2
I will have 10 days of paid Vacation.  I will have the 5 days of paid sick/personal  leave a year.

******In yellow highlight are paid vacation days for 2011. In Blue highlight are paid Holidays
The Parent  handbook will be completed by January and effective. Check daycare website for more
Wichita Public School (WPS) in green text.  Haysville Public School (HPS) Closings in purple text
I will be also closed on the following major holidays.

If holidays fall on weekend, I will take Friday before or Monday after off

Check daycare website http://daynasdaycare.com/menu_closings.html or http://daynasdaycare.com/calendar.html for more currents info. Wichita Public School- (WPS) closings or Haysville Public School closing (HPS)
	New Years Day:  OBSERVED Monday Jan. 2, 2012

	Memorial Day: Monday May 28th2012

	July 4th:  Wednesday July 4th 

	Labor Day: Monday September 3rd 

	Thanksgiving Day Thursday November 22nd   and the Friday  November 23rd 

	Christmas Eve : Monday December 24th  Christmas Day  :  Tuesday December 25th 


January 2nd to  6th  Menu# 5
Observed for Jan 2nd Holiday 

January 9th to 13th Menu#6
January 16th to 20th Menu#7
January 23rd to 27th  Menu#8
January 30th to February 3rd Menu# 9  
February 6th to 10th Menu#10
February 13th to 17th Menu#11
February 20th to 24th  Menu#12
February 27th to March 2nd Menu#1
March 5th to 9th Menu#2
March 12th to 16th Menu# 3
March 19th to 23rd Menu#4
SRING BREAK 

March 26th to 30th Menu#5
April 2nd to 6th Menu#6
April 9th to 13th Menu#7
April 16th 20th Menu#8
 Daycare CLOSED Friday April 20th 

April 23rd to 27th Menu#9
April 30th to May 4th Menu#10
May 7th to 11th Menu#11
May 14th to 18th Menu#12
May 21st to 25th Menu#1
May 28th to June1st Menu#2
Daycare CLOSED Monday May 28th Memorial Day Holiday
June 4th to 8th  Menu#3
June 11th to 15th Menu#4
June 18th to 22nd Menu#5
June 25th to 29th Menu#6
2012 Menu Schedule & Closings -- Page 2 of 2 
 I will have 10 days of paid Vacation.  I will have the 5 days of paid sick/ personal leave a year.

******In yellow highlight are paid vacation days for 2011. In Blue highlight are paid Holidays
The Parent handbook will be completed on or before  January of each year  and effective. Check daycare website for more 

July 2nd to 6th   CLOSED All week 
Daycare CLOSED Monday July 2nd   Tuesday July 3rd ,  Wednesday July 4th  Thursday July 5th  Friday July 6th
July 9th to 13th Menu#7
July 16th to 20th Menu#8
July 23rd to 27th Menu#9
 July 30th to August 3rd Menu#10
August 6th to 10th Menu#11
August 13th to 17th Menu#12
August 20th to 24th Menu#1
 September 27th to 31st Menu#2
September 3rd to 7th Menu#3
 Daycare CLOSED Monday September 3rd 

September 10th to 14th Menu#4
September 17th to 21st Menu#5
September 24th to 28th Menu#6
October 1st to 5th Menu#7
October 8th to 12th Menu#8
October 15th to 19th Menu#9
October 22nd to 26th Menu#10
October 29th to November 2nd Menu#11
November 5th to 9th Menu#12
November 12th to 16th Menu#1
November 19th to 23rd Menu#2
Daycare CLOSED Wednesday 21st , Thursday 22nd  Friday 23rd
November 26th to 30th Menu#3
December 3rd to 7th Menu#4
December 10th to 14th Menu#5
December 17th to 21st Menu#6
 December 24th to 28th Menu#7
Daycare CLOSED Monday December 24th  Tuesday December 25th
Daycare CLOSED Wednesday December 26th Thursday December 27th Friday December 28th 

December 31st 2012 to January 4th 2013 Menu#8
Daycare CLOSED Monday December 31st 
Tuesday January 1st 2013 CLOSED 
2013 closings to be announced in 2013 Parent Handbook 

Check daycare website http://daynasdaycare.com/menu_closings.html or
 http://daynasdaycare.com/calendar.html for more currents info. 
_________________________________________________________________________________________________________________

 For current school closings! Wichita Public School- (WPS) closings or Haysville Public School closing (HPS)
If your child will be late to my daycare, I would appreciate a call/email or FB message early to notify, so I can plan for meals. If you are off work, and want to bring your child late. PLEASE bring your child before 9:00 AM, when you allow your child to sleep in, they will disturb whole group during naptime. Also when they arrive in middle of our preschool time, is VERY distracting to everyone. This causes your child, other children and me unnecessary stress.  Is understandable for late drop offs when you have scheduled doctor’s appointment. Still I would appreciate a call to let me know, so I can prepare for meals/crafts. 
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