A & W Daycare
Policies/Parent Handbook

Welcome!!  I would like to start off by expressing how excited I am that you have decided to trust me with your most prized possession. Here at A & W daycare, we practice diversity and welcome children of all race, nationality and ethnic origin. I have created this handbook to facilitate greater understanding between us. It covers my childcare philosophies, business policies and expectations. Please read this handbook carefully and feel free to discuss with me any questions that you may have. 

Philosophy:
My goal is to provide a safe, healthy and happy environment for your child to grow physically, emotionally, intellectually and socially at their own pace.  I believe it is important to teach children early on, a strong sense of self-esteem and how to respect others and property. Daily activities will be offered that stimulate sensory motor development, language development and social interactions.
Enrollment Policy:
*Only parents and/or legal guardians are authorized to enroll a child in our center*
There are a few forms that MUST be completed and in my possession before your child can be left in my care. You are required to keep me informed of any change in address, telephone numbers, immunizations and any other pertinent information on these forms. There is a nonrefundable registration fee of $30 due at the signing of the contract. Contracts are renewed on January 1st. New forms must be filled out each year. Contract renewal fee is $10 per child. 



Hours of Operation:
Monday through Friday 7:00 A.M. to 6:00 P.M. 
The contract you sign will designate your hours. I require 2 weeks’ notice in writing if you need to change your enrollment hours. I reserve the right to terminate our childcare arrangement if your new hours will not work (with all fees due and payable)
Trial Period:
There is a 2 week (14 calendar days) trial period beginning on your child’s first day of care. During this time the child care agreement can be terminated with 24 hours’ notice. After the trial period, 2 week notice is required. Any and all pre-paid fees are nonrefundable.
Fees:
Your specific rates will be outlined in your contract. Payments are due no later than pickup time every Friday or on the last day of your child’s last scheduled day of care that week for the following weeks’ worth of care. If this day is a holiday or you are going on a vacation, payment is due the previous day.  All other fees (late, overtime, etc.) are due in the week they were made by the end of the day on your child’s last scheduled day of care for that week. 
Payments may be made by check, cash or money orders and made payable to Amber Peters. Post-dated checks will not be accepted. I do not keep change on hand if paying by cash so please bring exact change or the overpayment will be credited to your account for the following week.
Certain days and times are reserved for your child so you are responsible for paying the specific rate regardless of whether or not your child is in our care.  Full-time and part-time positions are available, but full-time positions are preferred over part-time. I reserve the right to terminate a part time position if it can be filled with a full-time child needing care. 
I will give you a minimum of 2 weeks’ notice of any increase in your childcare fee. 
Late pickup fees:
Hours of operation are not negotiable. It is your responsibility to have your child picked up on time. If you know you will be unavoidably late, it is your responsibility to have an authorized alternate person pick up your child. Bad traffic or weather will not be an accepted late excuse and you will be billed accordingly. Calling me to inform me that you are late does not waive your late fees.

Overtime rates are $1.00 per child per every minute late (I go by my clock)
Repeated late pickups can be grounds for termination of services (with all fees due and payable)
I really need all parents to be on time to pick up their child. I do have my own family and obligations and would hate to miss my daughter’s softball game or other activities due to lateness. 
Late Payment Fee:
Late payments are not accepted. If fees are not received on due date, services for the following week will be halted until the outstanding balance is paid. Continued late payments will result in termination of services (with all fees due and payable)
Returned Check Fee:
I will charge $30 plus any additional costs I may incur for any returned NSF checks. Service will be halted until I receive full payments in cash. In addition, I will only accept cash payments from that point forward. 
Taxes:
I will supply you with a yearend summary of all child care fees, paid for the year for tax purposes. This will be given to you in January of each year. You may request a statement at any time. 
Holidays: 
Daycare will be closed for the following holidays with pay: New Year’s Eve, New Year’s Day, Memorial Day, 4th of July, Labor Day, Columbus Day, Thanksgiving (Thursday and Friday), Christmas Eve, Christmas Day and the day after Christmas. 
If these holidays land on a weekend, then daycare will be closed the Friday before or the Monday after.
Vacation:
Each year I will take off 2 weeks paid vacation. I may take them consecutively or split them up. I will always try to give you ample notice (1-2 months). You will need to arrange alternate care during this time.
Maternity leave:
I also reserve the right to take at least 2 weeks of paid maternity leave if we conceive or adopt. This does not take away the paid vacation time that is allowed yearly. Notice will be given as soon as possible. If there are complications and more than 2 weeks would be needed, they will not be required to be paid. That notice will also be given as soon as possible. 

Absences:
Each year I reserve the right to take 7 paid personal days. I may not always take these days, but I leave the possibility open.  I again will try to provide ample notice, but if I am ill or a member of my family, then you may not be notified until the day of care. Parents again, are responsible for finding alternate care.
If I must be away for a short time (i.e. doctors or dentist), backup care will be provided by an assistant or substitute caregiver.
If your child is going to be absent from my care, I need to be notified so that we will not be waiting for your child. Please inform me as soon as you know they will be absent. Fees still apply for that day. 
Illness:
Please do not bring your child if he/she is sick (including, but not limited to fever, infection, diarrhea, communicable disease, infectious conjunctivitis “pink eye”, Hepatitis A, scabies, ringworm, chicken pox, lice, strep throat, discharge from eyes or nose, etc.)
[bookmark: _GoBack]If the child becomes ill while in my care, it is your responsibility to make immediate arrangements to remove your child from the daycare to ensure no other child gets ill. Children will not be allowed to return to daycare until they have been symptom free for at least 24 hours, without the aid of medication. In some cases, a note from the doctor may be required. 
Arrivals/Departures
Please send your child clean, well-rested, dressed for the day and fed if arriving after 8:00AM or 12:00PM.  Please make sure your child is wearing play clothes. Your child will be doing outside activities, painting and getting dirty at times. I am not responsible for clothes getting dirty or stained. 
Each child has to be signed in and out daily. The sign in sheet is on the desk by the front door. Please use my clock on the wall to document time.
During arrivals and departures, I ask that parents please back up my rules so that the child will not challenge my authority.
 Each child must be walked in and walked out by a parent or guardian. Children are not to be dropped off at the front door or run out to the car. If your child is being picked up by an alternate person, please notify me as soon as possible. I must have written permission to release your child whether or not they are on the contact list. Please inform anyone who is picking up your child, that I require to see photo ID before releasing the child. If I do not have written permission, I WILL NOT release the child. 
For all parents, if there is a court order with restrictions on any parents being able to have visitation with the child, I must have a copy for the child’s file. I cannot prevent the parent from picking up the child otherwise. 
Medical Emergencies:
In case of emergency, I or my assistant will administer the necessary first aid required; this may include CPR if needed. If life or limb threatening, an ambulance will be called and your child will be transported to the hospital. Under no circumstances will I provide transportation for your child. You will be notified as soon as possible. If an emergency caregiver cannot be located, you may be requested to pick up your child. All costs involved in emergency treatment and/or the cost of ambulance is your responsibility. 
For minor injuries, first aid will be provided and a “boo boo” report will be given to parent. 
Emergencies:
I have provided each parent/guardian with a copy of our Emergency Preparedness Plan. This will provide information regarding relocation site if evacuation from home was necessary, as well as protecting ourselves from disasters or severe weather. Staff will always have a copy of your child’s emergency contact information and will notify each parent/guardian if emergency occurs.

House Rules:
1) Respect peers, adults, furniture and toys
2) No physical or verbal aggression
3) No food or drinks outside of kitchen
4) No going out the door without an adult
5) No gum allowed
6) No willful destruction of property, parents will be responsible for the cost to replace
Behavior Management and Discipline:
· Positive reinforcement – child will be praised for good behavior, reminding child of behavior expectations daily
· Redirection – child be redirected to another activity and given another opportunity to try again
· Verbal warning – clear expectations will be verbalized and explanation of consequence if behavior is continued
· Time out – child is separated from group for a regulated period of time, after time is done, they will be integrated back to group
· Last resort – if a child compromises safety of staff or other children or if a child’s unacceptable behavior continues throughout the day, parents will be responsible to pick child up. If problems persist and do not get resolved, this can be cause for termination of care (with all fees due and payable)

Termination:
If parent chooses to terminate care, 2 weeks written notice must be given. No other notice will be accepted. The full 2 weeks’ pay will be due at time of notice. If parents wish to terminate this agreement without a 2 weeks’ notice, he/she agrees to pay the 2 weeks fee at time of notification. 
I reserve the right to suspend or terminate care of any child without notice, should it be deemed necessary for the overall safety and wellbeing of my family and/or children in my care. Some reasons may include, but not limited to:
· Lack of compliance with policies
· Failure to pay or pay on time
· Failure to complete required forms
· Lack of parental cooperation
· Disrespect
· False information given by parent whether written or verbally
· Consistent late pick-ups
· Failure of a child adjusting to environment
· Physical or verbal aggression, abuse to any person or property
· Serious illness of child or parent
· Multiple unexcused absences
If parent/guardian breeches contract he/she will be liable for all collection, attorney, court, any/all costs involved in breech. 
Damages: 
Our home is child-proofed to the best of our ability, however, accidents do happen. Any damage to my home, toys or personal belongings that is willfully caused by your child will be replaced or repaired at the cost of the parents. This does not include normal wear or tear on toys. 

Personal belongings: 
I prefer that no child bring any personal belongings from home (excluding infants). This causes fights between children and possible destruction of the belonging. Please keep all items at home. Child is allowed to bring pillow, blanket and stuffed animal for nap time only. This will remain in their cubbies until nap time. 
Supplies Needed: 
Parents are responsible to supply the following
· All disposable diapers/pull ups
· Wipes
· Bottles
· Sippy cups
· Formula and/or baby food
· Pack n play crib (children under 2 years old)
· Nap blankets, pillows and stuffed animals
· Change of clothes
· All necessary items such as powder, ointment, etc.
All supplies must be labeled with your child’s name. I will let you know when your supply is low. 
Potty Training:
I will be more than happy to help with potty training if the child is ready. Parents must begin the toileting process at home. The child must wear pull-ups only, no plastic pants for health and safety reasons.  The child must go 4 full weeks with no accidents here before putting your child in big girl or boy underwear at childcare. Please make sure plenty of extra clothes are sent during this time. 
Meals: 
Healthy well-balanced meals and snacks are served daily and are included in your rate. All special diet food and formulas are supplied by the parents. Breakfast, lunch and snacks are served daily. Infants are always fed on demand. If a child refuses to eat their meal, there will be no food served until the next designated meal/snack time. Menus will be sent out monthly for you to preview.
Nap Time: 
All children under the age of 5 are required to lie down for a rest period in the afternoon. Our nap time is from 1:00PM-3:00PM. No child is forced to sleep, however they must remain quiet and either nap, rest or read. 
Infants nap at varying times and their schedules will be accommodated. 
Please avoid dropping off and picking up child during the nap time. It disturbs other children. 
Water Play:
I have many water play activities scheduled throughout the year such as sprinklers, water bottles, water gun fights. This may also include bathing a soiled child. A signed permission slip is required for a child to engage in these activities.
Pictures:
I will be snapping pictures throughout the year to capture these precious children having fun.  We will use some of these for craft projects and decorating the daycare. Some pictures may be included on our website as well. A signed permission slip will be required before using an image without a name of course, on the website. 
Parties:
We will celebrate main holidays such as Christmas, Halloween, Thanksgiving and birthdays. Birthdays will be a big deal around here! That child will get to have a special day and we will provide a gift and cake. If you do not want your child to participate in these parties or celebrations please make alternate plans for that day.
Daily schedule:
Our schedule is posted in the daycare room. A schedule helps the day to flow more smoothly, allows the children to anticipate coming events and have things to look forward to. Keeping the children on this schedule will be important, but also will be flexible.  We will have “circle time” twice a day where we will talk, read stories, sing songs, talk about the weather, learn letters and numbers. We will also have exercise time and outdoor play if the weather permits. There will be some down time where the children will have a chance to watch only 30mins. of a movie or a t.v. show. This will always be educational. There will even be days where they can help cook their meals. Every day will be a new adventure for them.
Transportation:
At this time, we do not provide any transportation. This may change at a later date. A signed permission slip will be required if we offer transportation.


Field Trips:
At this time, we will not be taking any off site field trips. Again, we may offer this at a later date. We do not have the transportation to safely load up all children and car seats needed. If it does become available, a signed permission slip will be required. 
Open-Door Policy:
Parents are always welcome to visit and observe their children. I do ask that you try and be discreet as possible because they will get distracted easily. Please feel free to make an appointment to have a conference with me if you ever feel for any reason that you should have concern for your child while in my care. These meetings will be set for after operation hours.  It is important for us to have a trusting relationship. 
Reporting Child Abuse:
I am required by law not only as a childcare provider, but as a health care professional to report any signs or suspicions of child abuse. If you feel a child is being abused or neglected, please call 1-800-252-5400 to make a report.
Child Care Licensing information:
You may contact the local Child Care Licensing office located at 1501 Circle Dr. #310, Ft. Worth, TX 76119. The phone number is 817-321-8604. The website is http://www.dfps.state.tx.us/ . You may ask for my recent licensing report and/or questions about the Minimum Standard Rules for Registered and Licensed Child-Care Homes.





