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Cozy Corner Academy LLC Parent Handbook
Welcome to Cozy Corner Academy 
Welcome to Cozy Corner Academy! I’m honored that you are considering our program for your child’s early learning and care. My goal is to create a warm, safe, and loving environment where each child feels seen, supported, and celebrated for who they are. 
Cozy Corner Academy is a place where children can explore, imagine, grow, and develop at their own pace. Through play-based learning, nurturing guidance, and strong family partnerships, I strive to provide a home-like setting where children feel comfortable and confident each day. 
I believe that families are a child’s first and most important teachers. I welcome open communication and collaboration, and I encourage you to share your child’s routines, preferences, strengths, and needs. Together, we can create a consistent foundation between home and childcare to help your child thrive. 
This handbook describes the policies, routines, schedules, and expectations that help Cozy Corner Academy run smoothly and safely. These guidelines are designed to protect every child, maintain a calm learning environment, and ensure that families always know what to expect. 
Thank you for choosing Cozy Corner Academy as a place for your child to grow, learn, and build lasting relationships. I look forward to partnering with you and your family on this wonderful journey. 
Nondiscrimination Statement 
Cozy Corner Academy LLC welcomes all children and families. Children and families will be treated with dignity, fairness, and respect. 
Cozy Corner Academy does not discriminate based on race, color, national origin, religion, creed, sex, gender identity or expression, sexual orientation, marital status, family composition, disability, medical condition, Military status. veteran status, immigration status, language, culture, or any other protected status under federal or Washington State law. 
Every child will be included in the program to the fullest extent possible based on the child’s individual needs, the safety of the child, and the safety of the group. 
Family Engagement and Partnership Communication Plan 
Families are a child’s first and most important teachers. Cozy Corner Academy values strong partnerships with families and believes children thrive when home and childcare work together. 
Communication may include: 
· Daily conversations during drop-off and pickup 
· Text messages or phone calls as needed 
· Written notes, reminders, or updates 
· Parent conferences or meetings when needed 
· Progress updates and developmental concerns 
· Family feedback, questions, and suggestions 
· Shared routines, comfort strategies, and care plans 
Parents and guardians are encouraged to share information about their child’s routines, culture, language, strengths, needs, allergies, fears, preferences, and changes at home that may affect the child’s day. Cozy Corner Academy will communicate respectfully and privately with families regarding their child’s care. 
Curriculum Philosophy 
Cozy Corner Academy believes children learn best through play, exploration, hands-on experiences, positive relationships, and nurturing guidance. Children are encouraged to learn at their own pace in a safe, loving, and developmentally appropriate environment. 
The curriculum philosophy is implemented through daily routines and activities that support: 
· Social and emotional development 
· Language and early literacy 
· Fine and gross motor development 
· Creative expression through art, music, pretend play, and movement 
· Problem solving and independence 
· Outdoor play and active movement when available 
· Positive peer relationships and cooperation 
· Age-appropriate learning experiences for infants, toddlers, preschoolers, and school-age children 
Activities are flexible and based on the ages, interests, abilities, and needs of the children in care. Cozy Corner Academy uses play-based learning to help children build confidence, curiosity, communication skills, and self-help skills. 
Enrollment Requirements 
To enroll a child in my daycare, the following must be completed before the first day of care: 
Required Forms and Documentation 
· Enrollment packet 
· Signed parent handbook agreement 
· Emergency contact and authorized pickup forms 
· Immunization records (CIS) or exemption 
· Medical/allergy forms, if applicable 
· Permission forms (photos, outings, sunscreen, diaper cream) 
Payments and Fees 
· First week’s tuition paid in advance 
· Holding fee if reserving a spot 
Child Information 
· Updated emergency contacts 
· Daily routines for infants/toddlers 
· Allergy or special-needs details  
· Communication preferences 
Parent-Supplied Items 
Parents and guardians are responsible for providing items their child needs for safe and comfortable care. Items must be labeled with the child’s name when possible. 
Depending on the child’s age and needs, parents may be asked to provide: 
· Diapers and wipes 
· Diaper cream, if needed, with written permission 
· Extra clothing appropriate for the season 
· Training underwear or extra clothes during toilet training 
· Infant bottles, formula, breast milk, baby food, or other infant feeding supplies as needed 
· Blanket or comfort item for children old enough to use one safely 
· Weather-appropriate outdoor clothing 
· Medications or medical supplies, if applicable, with required authorization forms 
Parents are responsible for checking supplies regularly and replacing items when they run low. If supplies are missing, families may be contacted to bring needed items as soon as possible. 

Child Records and Confidentiality Policy 
Parents and guardians are responsible for keeping their child’s records current. Current records help Cozy Corner Academy respond quickly and safely in an emergency. 
Parents must update the provider immediately when there are changes to: 
· Parent or guardian contact information 
· Emergency contacts 
· Authorized pickup persons 
· Medical conditions, allergies, medications, or dietary needs 
· Custody or court order information 
· Immunization status 
· Child routines or care needs 
Child records are kept confidential and are stored securely. Information about children and families will not be shared with other families. Records may be accessed by the child’s parent or legal guardian, the provider, authorized program staff if applicable, DCYF/licensing representatives, and other individuals or agencies as required or allowed by law. 
Parents may request to review their child’s file. If a court order restricts access to a child or child records, the parent or guardian must provide a copy of the current court order. 

8.Sign-In and Sign-Out Requirements 
Children must be signed in and signed out each day by a parent, guardian, or authorized pickup person. Attendance records are used for supervision, emergency accountability, and licensing documentation. 
Only individuals listed on the child’s authorized pickup form may pick up the child. Identification may be requested before a child is released to anyone the provider does not personally recognize. 
Parents must notify the provider in advance if someone different will pick up the child. Children will not be released to unauthorized individuals. If there is a custody restriction or court order, a copy must be provided to Cozy Corner Academy. 
Parents must ensure the child is safely transferred to the provider at drop-off and safely released at pickup. Children may not be left unattended at the door or outside the childcare area. 


9.Disenrollment Requirements 
Parent-Initiated Disenrollment 
· Two weeks’ written notice is required. 
· Tuition for the notice period is due whether the child attends or not. 

Provider-Initiated Disenrollment May Occur Due To 
Repeated late payments or non-payment 
Frequent late pickups 
Failure to follow policies 
· Continued unsafe behavior after all supports tried 
· Failure to supply required documents 
· Parental disrespect or unsafe conduct 
· Child’s needs exceeding what can be safely provided 
Two weeks’ notice will be provided unless there is a safety concern. 
Final Payments 
All outstanding balances must be paid before the child’s last day. 

10. Fees and Payment Plans 
Hours of Operation Monday-Friday 
5:00 AM to 5:30 PM Tuition 
Rates 
Weekly Tuition 
· Infants (0-2): $275/week 
· Toddlers (2-4): $250/week 
· Preschool (4+): $225/week 
· School-Age, Before/After: $140/week 
· Summer School-Age: $210/week 
Drop-In Care 
· $60/day, based on availability 
Payment Schedule 
· Tuition is due on the first day of care each week. 
· Tuition is required regardless of absences for any reason. 
Returned Payments 
· $35 returned-payment fee 
· After one returned payment, future payments may require cash or certified funds 
Holding Fees 
To reserve a future spot: 
Half tuition per week, non-refundable 

Daycare Vacation & Holiday Schedule
Cozy Corner Academy LLC operates year-round from 5:30 AM to 5:00 PM, but our program will be closed on the specific days listed below. Weekly tuition rates remain fixed and are due in full during holiday weeks to guarantee your child's permanent enrollment slot.
· New Year's Day
· Memorial Day
· Thanksgiving Day & The Friday After
· Christmas Eve 
· Christmas Day
Note on Provider Paid Vacation: In addition to the standard holidays listed above, the program closes for up to two weeks of provider vacation per calendar year. Families will be given a minimum of 30 days' advance written notice on Brightwheel regarding these specific dates so you can arrange backup care
Tuition Payment, Deposit, & School Closure Policy
To maintain a secure and sustainable program, Cozy Corner Academy LLC requires all families to adhere to the following financial and scheduling policies:
1. The Secure Enrollment Deposit
· The Rule: A non-refundable deposit equal to two (2) weeks of tuition is required immediately upon acceptance into our program to secure your child’s enrollment slot. 
· How It Works (With Notice): If you decide to leave our program and provide a written 2-week notice, your deposit will be applied directly as a credit to cover your child's final two weeks of care. You will not pay out-of-pocket for those final two weeks.
· How It Works (Sudden Exit): If you pull your child out of our care instantly with zero notice, your deposit is entirely forfeited to compensate for the sudden loss of tuition.
2. Advance Tuition Billing Schedule
· Two-Week Advance Payment: To ensure all care is covered ahead of time, Cozy Corner Academy LLC operates on a strict two-weeks advance billing schedule. Your very first payment upon enrollment must cover your first two weeks of active care.
· Flat-Rate Invoicing: Tuition is billed as a flat weekly rate. Invoices are generated automatically through Brightwheel every Monday morning.
· Payment Due Date: Payments must be submitted digitally via the Brightwheel app by Friday evening at 5:00 PM to pay for the upcoming week of care.
Late Payments: A late fee of $10.00 will be applied to your account for each day payment is not received after due date. 

Public School Closures & Roster
Because our program accommodates school-age schedules, our total daycare capacity changes on days when local public schools are closed (including scheduled holidays, spring/winter breaks, teacher workshops, and unexpected snow days).
· Mid-Day Roster Suspensions: On these specific school closure days, our 5th mid-day part-time slot (9:00 AM – 4:00 PM) is temporarily suspended so we can maintain proper state-mandated licensing ratios when our own school-age child is home.
· Advance Notice: A full calendar of known school district closure dates will be sent out via Brightwheel at the start of the enrollment term so you can arrange backup care ahead of time.


Emergency Closures 
· Unpaid 
· Families notified as soon as possible 
Child Absences 
· Tuition is due regardless of absence 
Late Pick-Up Fee Policy
Our operating hours are strict, and prompt pick-up is required to respect the provider's personal time, maintain proper Washington state staffing ratios, and comply with home daycare licensing limitations.
· The Closing Window: All children must be completely picked up and out of the facility by 5:30 PM.
· The Late Fee Rate: A late fee of $1.00 per minute will be charged for any child remaining in care starting at 5:31 PM.
· How It Is Billed: Brightwheel tracks check-out timestamps automatically based on your digital sign-out. Any late fees incurred will be added directly to your next automated billing cycle.
· Emergency Situations: We understand that heavy traffic or emergency situations happen. If you know you are going to be late, please send a direct message in the Brightwheel app immediately so we can reassure your child. (Standard minute-by-minute late fees will still apply).

11.Parent Access Policy 
Parents and legal guardians may access any area used for childcare during business hours. 
Open Access 
· No appointment needed 
· Parents may observe, visit, or briefly participate 
Safety and Confidentiality 
· No photographing/recording other children 
· Confidential information about other families is private 
Restricted Access Only When 
· A court order limits access 
· A parent appears impaired or unsafe 
· Safety would be compromised 

12.Photography, Video, and Surveillance Policy 
Written parent or guardian permission is required before a child is photographed, videotaped, or included in any video or surveillance use beyond normal safety monitoring. 
Photos or videos may be used for childcare-related purposes such as documenting activities, sharing learning experiences with families, child portfolios, or program communication only when permission has been given. 
Children will not be publicly identified or posted publicly without specific parent permission. Parents may decline photo/video permission without affecting their child’s care. 
Parents, guardians, visitors, and volunteers may not photograph or record other children in care. This protects the privacy and confidentiality of all children and families. 

13.Pet Policy 
At Cozy Corner Academy LLC, we understand that pets can be an important part of a loving home environment. Our goal is to provide children with a warm, safe, family-centered atmosphere while also maintaining the highest standards of health, supervision, cleanliness, and safety. 
Our family dog, Shadow, is a 7-year-old pit bull who lives in our home. Shadow has been raised in a family environment and is calm, friendly, and well-socialized. Children’s safety and comfort will always come first, and all interactions between children and pets are closely supervised at all times. 
Safety and Supervision 
· Children are never left unsupervised by any animal. 
· Shadow will remain separated from children whenever appropriate or if supervision cannot be fully maintained. 
· If at any time a child appears uncomfortable around the dog, accommodations will be made immediately. 
· Parents are encouraged to inform the provider of any fears, allergies, sensitivities, or concerns regarding animals. 
Health and Cleanliness 
To maintain a healthy environment: 
· Shadow is kept current on vaccinations and routine veterinary care. 
· Food and water dishes are kept away from childcare areas. 
· Pet waste is immediately cleaned and disposed of properly. 
· Childcare areas are cleaned and sanitized regularly in accordance with Washington State licensing requirements. 
· Children are taught gentle, respectful behavior around animals when interactions occur.
Parent Communication 
We believe open communication with families is important. Parents will be informed of any changes involving pets in the childcare environment. Families are always welcome to discuss any questions or concerns regarding our pet policy. 

14.Restraint Policy 
Restraint is only used in an immediate safety emergency. 
If a child is at risk of harm: 
· A brief, gentle, supportive hold may be used 
· Breathing and comfort are monitored 
· The hold stops when the danger ends 
· The incident is documented 
· Parents are notified that day Never used for punishment or control. 
15.Expulsion and Suspension Policy 
Expulsion is a last resort. 
Before considering expulsion: 
· Document behavior 
· Communicate clearly with parents 
· Adjust environment/routines 
· Create a support plan 
· [image: ]Seek specialist support with permission  Use short suspensions only for safety planning Expulsion may occur only if: 
· Safety risks continue despite all supports 
· Needs exceed what can be safely provided 
Parents will receive documentation, notice, and referrals. 

16.Mandatory Reporting Policy 
Cozy Corner Academy staff are mandated reporters under Washington State law. This means the provider is legally required to report suspected child abuse, neglect, exploitation, or unsafe situations involving a child or youth. 
Reports may be made to Child Protective Services, law enforcement, or other appropriate authorities as required by law. The provider does not investigate suspected abuse or neglect; the provider reports concerns to the proper agency. 
Families will be treated respectfully and confidentially. However, the duty to report suspected abuse or neglect cannot be waived by a parent or guardian. 
17.Alcohol, Tobacco, Cannabis, and Illegal Drug Policy 
The use of alcohol, tobacco, vaping products, cannabis, or illegal drugs is prohibited during childcare hours and in childcare areas. 
No person may care for children while under the influence of alcohol, cannabis, illegal drugs, or any substance that impairs the ability to safely supervise children. 
Smoking, vaping, cannabis use, and illegal drug use are not allowed in childcare spaces or in areas where children may be present. Any legal substances stored on the premises are kept inaccessible to children. 
A child will not be released to an adult who appears impaired or unsafe. If needed, emergency contacts or appropriate authorities may be contacted to ensure the child’s safety. 
18.Weapons on Premises Policy 
Children’s safety is the top priority. Any firearms, weapons, or ammunition on the premises are stored in a way that is inaccessible to children. 
Any firearms or weapons on the premises are unloaded, locked, secured, and stored according to Washington State requirements. Ammunition, if present, is stored separately and securely. Children are not allowed access to weapons, firearm storage areas, ammunition, or any item that could reasonably create a safety risk. 


19.Staff-to-Child Ratios and Classroom Types 
Cozy Corner Academy operates as a licensed family home childcare program and follows all Washington State DCYF staff-to-child ratios and capacity requirements. 
The program is a home-based, mixed-age early learning environment. Classroom types may include infant, toddler, preschool, and school-age care depending on enrollment, licensing capacity, and age range approved for care. 
Activities, supervision, materials, routines, and expectations are adjusted based on children’s ages, developmental levels, and safety needs. 
20.Mixed Age Group Policy 
Cozy Corner Academy operates as a mixed-age childcare environment. Children of different ages may be together during portions of the day, including arrival, departure, meals, outdoor play, free play, reading, music, art, and group routines. 
When children are in mixed-age groups, activities and supervision are adjusted to meet the developmental and safety needs of all children. Small materials or activities that are unsafe for younger children will be closely supervised or kept separate. Older children are encouraged to be kind helpers, but they are never responsible for supervising younger children. 
The provider will maintain required ratios and supervision at all times. 
21.Infant and Toddler Care 
Responsive, individualized care includes: 
· Holding, soothing, bonding 
· Age-appropriate play 
· Consistent routines 
· Developmental support 
Infants and toddlers are cared for based on their individual routines, cues, and developmental needs. Parents are encouraged to share feeding, sleeping, comfort, and communication preferences so care can remain consistent between home and childcare. 

22.Diapering Procedures 
· Changed frequently/as needed 
· Gloves worn; hands washed 
· Surfaces sanitized 
· Parents provide diapers, wipes, creams, and extra clothes 
Diapering is handled in a sanitary and respectful manner. Soiled diapers are disposed of properly, and children are cleaned and changed promptly to support health, comfort, and dignity. 
23.Feeding Procedures 
Infants 
· Fed on demand 
· [image: ]Held during bottle-feeding  No bottle propping 
Toddlers/Preschoolers 
· Healthy meals/snacks 
· Encouraged to try new foods 
· Water available all day 
Parents must provide information about allergies, food sensitivities, special diets, or feeding instructions. Food safety and supervision are maintained during all meals and snacks. 
24.Toilet Training 
· Begins when child shows readiness 
· Works best when home and daycare stay consistent 
· No forcing or shaming 
· Parents provide extra clothes and training underwear 
Toilet training is handled with patience, encouragement, and consistency. Accidents are treated as a normal part of learning. 
25.Sleep and Safe Sleep Requirements 
Infants 
· Back to sleep only 
· Firm sleep surface 
· No blankets, toys, pillows, bumpers 
· Frequent checks 
· No sleeping in swings/car seats unless medically required 
Older Children 
· Daily rest time 12 pm - 2 pm 
· Quiet activities for non-sleepers 
Safe sleep practices are followed to protect children and meet licensing expectations. Parents may not request sleep practices that conflict with safe sleep requirements unless medically required and properly documented. 


26.Dual Language Learning Policy 
Children who speak languages other than English are welcomed, supported, and encouraged. Cozy Corner Academy respects each child’s home language and culture. 
Families are encouraged to share important words, routines, songs, books, or comfort phrases from the child’s home language. The provider will support children’s communication and belonging through respectful interactions, visual cues, routines, and family partnership. 
27.Religious and Cultural Activities 
Cozy Corner Academy respects the religious beliefs, cultural traditions, and family values of enrolled families. 
Holidays and cultural experiences may be discussed or celebrated in age-appropriate, inclusive ways. Activities will focus on kindness, family traditions, community, creativity, and respect. Parents are encouraged to share cultural practices or family preferences. 
If a family does not want their child to participate in a specific holiday, cultural, or religious activity, the provider will work with the family to offer an appropriate alternative when possible. 
28.Transportation and Off-Site Field Trips 
Routine transportation is not currently offered by Cozy Corner Academy. 
If an off-site field trip or activity is ever planned, parents will receive advance notice and written permission will be required before the child participates. Permission will include the destination, date, transportation plan if applicable, supervision plan, and any needed supplies. 
Children will never be transported or taken off-site without parent/guardian permission except in an emergency where relocation is necessary for safety. 
29.Water Activities Policy 
Water activities may include supervised water play such as sprinklers, water tables, or similar age-appropriate activities. Children will be directly supervised during water activities at all times. 
Water activities require parent permission when applicable. Safety rules will be followed, and activities will be adjusted based on children’s ages and developmental needs. Standing water will be emptied when not in use. 
Swimming pools or higher-risk water activities are not part of routine care unless specifically planned, permitted, supervised, and approved by parents in writing. 

30.Overnight Care Policy 
Cozy Corner Academy does not currently provide overnight care. Program hours are Monday-Friday, 5:00 AM to 5:30 PM. 
If overnight care is ever considered in the future, policies, staffing, safe sleep, supervision, emergency procedures, and parent agreements would be updated before care is offered. 
31.Kindergarten Transition Plan 
Cozy Corner Academy supports children as they prepare for kindergarten by encouraging independence, confidence, communication, social skills, routines, and age-appropriate self-help skills. Kindergarten readiness support may include: 
· Practicing routines such as cleanup, handwashing, group time, and transitions 
· Encouraging children to communicate needs and emotions 
· Supporting early literacy, counting, fine motor skills, and problem solving through play 
· Encouraging independence with belongings, toileting, meals, and simple tasks 
· Communicating with families about strengths, needs, and next steps 
When appropriate, families may be encouraged to connect with their local school district regarding kindergarten registration and transition activities. 


. 
32.Care for Children with Specific or Special Needs 
Cozy Corner Academy supports inclusive care. 
Support Includes 
· Adjusted routines 
· Visuals, prompts, calming tools 
· Communication with specialists (with permission) 
· Care plans for medical/developmental needs 
If needs exceed what can safely be provided in a home setting, I work with families to support a smooth transition. 
33.Parent Review of Program Documents 
Parents and guardians may review important program documents upon request and/or in the parent information area near the entrance, as applicable. 
Documents available for review may include: 
· Health policy 
· Staff policies, if applicable 
· Consistent care policy 
· Menus 
· Liability insurance information 
· Inspection reports and notices of enforcement actions, if applicable 
· Other relevant program policies 
Parents may ask questions about any program policy at any time. Copies may be provided when appropriate. 
34.Receipt and Agreement 
I have read and understand the Cozy Corner Academy Parent Handbook. 
By signing below, I acknowledge that I have received, reviewed, and agree to follow the policies and procedures outlined in this handbook. I understand that it is my responsibility to ask questions if I need clarification and to keep my child’s information current. 
Child Name: _____________________________________________ 
Parent/Guardian Name: _____________________________________________ 
Parent/Guardian Signature: _____________________________________________ Date: _____________________________________________ 
Provider Signature: _____________________________________________ 
Date: _____________________________________________ 
Provider Name: Haley Barger 
This handbook may be updated as needed. Families will be notified of significant policy changes. 
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