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 Welcome to Free Time Kids Playcare! 

 All of us at Free Time Kids Playcare are excited you’re here!  Your children will be provided with an 
 enjoyable and enriching experience where they’ll be allowed to be crea�ve and imagina�ve through fun 
 explora�on.  We understand the uniqueness each child brings, so FTKP promotes each individual’s 
 physical, cogni�ve, and social-emo�onal development; all the while, providing a safe and clean 
 environment. 

 And parents, we’re here for you!  FTKP is an hourly, drop-in childcare for you to u�lize as you see fit. 
 We’ve been providing Free Time to parents since 2015! With affordable hourly prices for your 
 convenience and NO enrollment fees!  So parents, let the kids enjoy their fun �me while you enjoy your 
 Free Time! 

 To learn more about our unique approach, please read the Introduc�on to our Philosophy sec�on of this 
 handbook.  Thank you for your interest in Free Time Kids Playcare, and welcome to our family! 

 Sincerely, 

 Denise L.D, Cunningham 

 Denise L.D. Cunningham, President 
 Free Time Kids Playcare, Inc. 
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 MISSION STATEMENT 
 Free Time Kids Playcare understands the hec�c lives of today’s families and that is why our mission is to allow 
 parents the free �me they deserve and the fun �me their children want, by providing an innova�ve environment 
 that encourages learning through fun explora�on. 

 INTRODUCTION TO OUR PHILOSOPHY 
 Free Time Kids Playcare is dedicated to providing high customer sa�sfac�on by rendering excellent service, high 
 quality drop-in childcare to children 1 to 12 years of age.  We provide a safe, clean, fun environment for parents to 
 bring their children to when they need their free �me.  We maintain a friendly, crea�ve work environment that 
 respects diversity, ideas and hard work, while promo�ng proper development in children. 

 Our approach is unique to the tradi�onal childcare.  There are no enrollment fees to begin using our services, a�er 
 the one hour minimum stay, we charge every 15 minutes, and walk-ins are welcomed.  We do encourage and 
 recommend parents to call ahead for children ages 1 to 2 years  to ensure the proper staff to child ra�o can be 
 met.  We also have occasional Saturday hours for your convenience as well. 

 Safety is our priority, and that is why we designed our facility around this.  We have cameras throughout the facility 
 with monitors in the office, our play area is locked to only allow access to authorized persons, we have a strict 
 drop-off and pick-up policy for every child and our staff par�cipates in rou�ne trainings for emergency situa�ons. 
 To read more about our safety and security, please refer to the Drop Off and Pick Up Guidelines, Health and Safety, 
 and Emergency Procedures sec�on within this handbook. 

 Free Time Kids Playcare provides childcare on a non-rou�ne basis therefore we are considered a Legally License 
 Exempt Provider (LLEP).  To get the facts about licensed versus unlicensed childcare facili�es, please see the State 
 Guidelines sec�on of this handbook for more details.  Please be assured that FTKP holds SAFETY as an  utmost 
 priority.  Our management staff is available to answer any ques�ons or concerns; please feel free to contact any 
 one of us during our business hours.  The management informa�on is available in the General Center Informa�on 
 sec�on of this handbook and again, please read our sec�ons pertaining to our safety guidelines. 

 As parents ourselves, the management and staff at Free Time Kids Playcare understands the needs of other parents 
 and that is why we developed our program.  A few examples of when our drop-in service can be u�lized: 

 -Medical/Dental appointments    -Shopping; grocery and/or leisure    -Volunteer work          -Luncheons 
 -School events for older siblings   -Parents evening out                           -Leisure ac�vi�es        -Home projects 
 -Car shopping                                   -House hun�ng                                    -Personal errands       -Time to RELAX! 

 GENERAL CENTER INFORMATION 
 Free Time Kids Playcare, Inc. 
 235 W. University Dr. 
 Mishawaka, Indiana 46545 

 ADMINISTRATION 
 CEO, Director:  Denise Cunningham  Administra�ve Director:  April 
 dcunningham@free�mekidsplaycare.com  achabes@free�mekidsplaycare.com 

 SOCIAL MEDIA 
 Blog & Newsle�er:  www.free�mekidsplaycare.com 
 Facebook: Free Time Kids Playcare 
 Twi�er: FreeTimeKids1 
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 SERVICES 
 Free Time Kids Playcare offers drop-in childcare services to Mishawaka, Indiana and its surrounding areas.  We care 
 for children from one to twelve years of age.  Advance no�ce is recommended for children between 1 to 2 years. 

 HOURS OF OPERATION 
 Please refer to our website or Facebook page for informa�on 

 The facility is closed for the following Holidays: 
 New Year’s Day*  Independence Day                   Thanksgiving Day*  Christmas Day 
 *However, we may have All Night events for New Year’s Eve into New Year’s Day and Thanksgiving Night into Black Friday  . 

 WEATHER RELATED CLOSINGS 
 It is our inten�on that Free Time Kids Playcare will remain open during severe weather.  If the Director determines 
 the weather is too severe and unsafe to drive in, it may be appropriate to close the facility early or cancel for the 
 following day. 

 If this occurs, families of children currently in our care will be contacted & informed of the decision.  This will allow 
 children to be picked up within a reasonable �me.  Our  Facebook Page  and an Email will be updated with  the 
 weather related closings. 

 RATIOS 
 Free Time Kids Playcare maintains the following staff-to-child ra�os: 

 Toddlers  1 staff to 5 children 
 Two ½  1 staff to 7 children 
 Three Year Olds  1 staff to 10 children 
 Four Year Olds  1 staff to 12 children 
 Five Year Olds to Twelve Year Olds  1 staff to 15 children 

 STATE GUIDELINES 
 Free Time Kids Playcare is a legally licensed-exempt facility, as we provide non-rou�ne, short-term care for children.  We have 
 listed some of the licensed guidelines FTKP follows. 

 Staff to Child Ra�os: 
 State:  Infants – 1:4  Toddlers – 1:5  Twos – 1:5  Two ½ - 1:7 Threes – 1:10  Fours – 1:12  Five and up – 1:15 
 FTKP:  FTKP follows this guideline and has staff on-call to ensure ra�os are kept. 

 Annual Inspec�on: 
 State:  Food, sanita�on, health, program, safety and fire inspec�ons must be conducted annually. 
 FTKP:  As your children’s health and safety is our number one concern, FTKP takes precau�onary steps for 

 medical and emergency situa�ons; please see the Medical and Emergency Procedures sec�ons of this 
 handbook for details. 

 Health Requirements: 
 State:  Approved wri�en health policies, health exams for children and staff, immuniza�on records, drug tests, 

 and annual nega�ve TB test for staff. 
 FTKP:  FTKP abides by this guideline as follows:  Wri�en health policies are located on site; all staff are required 

 to pass drug-test screenings, criminal background checks and an extensive pre-employment screening; all 
 children are required to be up-to-date with their immuniza�ons on their 1  st  visit and provide us with a 
 copy of this record within 30 days. 
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 Staff Requirements: 
 State:  Universal precau�ons, first aid, 12 hours of in-service training annually, and at least one person with 

 appropriate CPR course comple�on on-site. 
 FTKP:  At minimum, FTKP requires  all  full-�me FTKP  staff to be cer�fied in adult and pediatric first aid and CPR, 

 complete universal precau�ons trainings, and have at least 12 hours of in-service training.  We always 
 have at least one staff that is CPR cer�fied on site. 

 Square Footage Requirements: 
 State:  35 square feet per child must be provided. 
 FTKP:  We have picked a facility that is large enough to provide ample space for children during our care. 

 Curriculum and Programming: 
 State:  A licensed facility must provide a developmentally appropriate program planned and carried out that takes 

 into account the level of physical, social, emo�onal, and intellectual development of a child. 
 FTKP:  FTKP has planned curriculums for each developmental age group that staff try to adhere to.  Our 

 curriculums have been developed with your children in mind.  We have created fun and exci�ng ac�vi�es 
 that will not only bring excitement to your children, but will intellectually invigorate them as well.  Due to 
 the nature of our business, our daily schedule and ac�vity lis�ng is used as a guideline only. 

 We know how important providing a safe environment for your children is your number one priority.  We take every effort to abide by the 
 guidelines set for licensed facili�es, as the safety of your children is just as important to us as well.  If you have any ques�ons or concerns, please 
 feel free to contact one of our management staff during our business hours.  The contact informa�on is listed within the General Center 
 Informa�on sec�on of this handbook. 
 State guideline informa�on obtained from the IACCRR’s “ABC’s of a Child Care Business” manual, revised 2010 and from the following 
 h�p://www.in.gov/fssa/files/Rule4.7.pdf  . Informa�on  in the FTKP Family Handbook isn’t updated regularly; however, if a state policy changes 
 FTKP will make every effort to incorporate that change in its policies. 

 FEE POLICIES 
 Our current Rate Schedule can be found on our website. All fees are due upon the pickup of your child.  We accept 
 cash, check (only ac�ve Member families), debit card, Visa, MasterCard, and Discover. 

 INSUFFICIENT FUNDS / RETURNED CHECKS 
 All checks rejected as insufficient funds will be charged a $49 fee; in addi�on to your bank’s fee. 

 LATE FEES 
 A late fee will be assessed if the child is picked up more than 5 minutes a�er our closing �me.  There is no late fee 
 for the first 5 minutes.  A�er that, $1 per minute will be charged.  This charge will accrue un�l the actual pick up is 
 established.  All fees are due upon pickup. 

 REGISTRATION GUIDE 
 Enrolling with FTKP is simple and FREE!  Simply fill out the Registra�on Form online (through MyProcare.com) and 
 provide us with a copy of your child’s most recent immuniza�on record, showing they are current, and you’re on 
 your way to enjoying your FREE TIME! 
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 DROP OFF AND PICK UP GUIDELINES 
 DROP OFF: 
 Upon arrival, guardians are required to enter the facility with their child.  If they haven’t registered through 
 MyProcare already, they will need to do so then. We will have a few forms that will need to be reviewed and 
 signed, to include an Authorized Pickup sec�on, Immuniza�on Agreement (unless the record was provided) & 
 Discipline Policy. We will then register you in our system for drop-off and pick-up. 

 PICK UP: 
 The individual that arrives to pick up your child must be listed as an authorized person on the Registra�on Form. 
 That person must have a valid Driver’s License or State-issued PHOTO Iden�fica�on Card with them.  A copy will be 
 made & kept in the child’s file.  A late fee will be assessed if the child is picked up more than 5 minutes a�er our 
 closing �me.  There is no late fee for the first 5 minutes.  A�er that, $1 per minute will be charged.  This charge will 
 accrue un�l the actual pick up is established.  All fees are due upon pickup. 

 If a child is not picked up by 15 minutes a�er our closing �me we will begin to call the main guardian listed on the 
 Registra�on Form.  If that person is not reachable, we will contact Guardian #2 and those listed as emergency 
 contacts, un�l one has been reached.  If the staff at Free Time Kids Playcare is s�ll not able to reach a guardian or 
 an emergency contact a�er 30 minutes past closing �me, we will contact the local authori�es. 

 If a staff member of FTKP suspects a person is intoxicated upon arrival for pick up, we will ask to see a designated 
 driver.  If a designated driver isn’t present, we will go through the contacts given on the Registra�on From un�l 
 someone is reached.  If we are unable to reach anyone, we are required to let the child go with that individual, 
 however, it is our policy to contact the local authori�es immediately following the situa�on.  Our goal is to ensure 
 the child returns back home safely. 

 CONFIDENTIALITY 
 Personal informa�on of families and staff will not be shared without prior wri�en consent of the individual and/or 
 guardian.  Pictures will only be taken for marke�ng purposes and will not be used unless we have received 
 permission from the guardian. 

 CURRICULUM 
 Free Time Kids Playcare’s management works coopera�vely in crea�ng an ac�vity schedule and plan that 
 incorporates a balance between ac�ve and quiet �mes, along with group and individual ac�vi�es.  Due to the 
 nature of our business, we use the daily ac�vity as a guideline only.  Please see our website, 
 www.free�mekidsplaycare.com  for the schedule. 

 MEALS AND SNACKS 
 Free Time Kids Playcare has snack at 10:30 & 2:30. We provide animal crackers and dried cranberries for those who 
 do not bring anything. Outside PEANUT-FREE  food IS allowed. We also have organic snacks for purchase.  JUST A 
 REMINDER  : FTKP is a PEANUT FREE facility* so please do not pack peanut products in your child’s lunch (double 
 check those granola bars!!).  If your child’s meal should be kept cold, please keep it contained in a storage container 
 with an ice pack. Our lunch is at 12:30. You have the op�on to place an order with us for Aladdin’s. Their healthy 
 meals are only $6. We order and pick up. Payment for snacks and meals are due at pickup. 

 IMPORTANT:  In considera�on for those children with peanut allergies, please DO NOT bring in PEANUT PRODUCTS.  If you have 
 any ques�ons or concerns regarding this, please feel free to ask the management.  Thank you for your coopera�on! 
 *Although FTKP makes every effort to limit the exposure of peanuts in our facility, we cannot always guarantee it will be a peanut free zone. 

 HOME AND CENTER PARTNERSHIP 
 INFANT DAILY SHEETS 
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 All infants will have an Infant Daily Sheet completed by a Free Time Kids Playcare staff during each visit.  This sheet 
 will provide the family with informa�on regarding feedings, naps, ac�vi�es & diapering. 

 QUESTIONS / CONCERNS / SURVEYS 
 All Ques�ons & Concerns should be brought to the a�en�on of Free Time Kids Playcare staff.  Families are 
 encouraged to send sugges�ons or concerns on the services we provide.  This should include services you’d like us 
 to provide, areas we are excelling at & areas you believe we should improve upon.  These sugges�ons can be 
 emailed to the Director at  dcunningham@free�mekidsplaycare.com  . 

 HEALTH AND SAFETY POLICIES AND PROCEDURES 
 ILLNESS 
 For the safety of all children at FTKP, it is our policy to not accept any child that is experiencing the following: fever 
 or vomi�ng within the past 24 hours, sore throat, rash, diarrhea or pink eye.  If your child develops these symptoms 
 during our care, they will be separated from the other children and the guardian will be contacted with the 
 expecta�on that the child is to be picked up in a �mely manner. 

 If your child has come down with a communicable disease and was recently in our care, please no�fy the center 
 immediately so the appropriate steps can be taken.  Your assistance in keeping our facility healthy is appreciated! 

 MEDICATIONS 
 Members of Free Time Kids Playcare’s staff are unable to administer any medica�ons, including over-the-counter. 
 We will however, possibly administer medica�ons used in life-threatening emergencies, to include, inhalers or 
 EpiPens,  if  the medica�on is supplied to us.  Please  note, we will  only  administer based on our discre�on  and only 
 authorized, trained, personnel can administer these medica�ons. Please inform our staff when your child is on 
 medica�on so we may keep accurate informa�on on file. You will need to fill out a Medica�on Authoriza�on Form 
 that we will keep in your file.  If you have any ques�ons or concerns regarding this policy, please ask. 

 INCIDENT REPORTS 
 All accidents and incidents that occur will be documented by a staff member using an Incident Report that will be 
 given to the guardian upon pickup.  Staff members have been trained in first aid and will a�end to minor incidents 
 as deemed appropriate.  When the incident is more serious in nature, the guardian will be contacted immediately. 
 Please see the Medical Emergencies sec�on of this handbook for further details. 

 PHYSICAL AND IMMUNIZATION REQUIREMENTS 
 Please complete the Registra�on Form answering if your child is restricted to certain ac�vi�es; FTKP will do our 
 best to follow those guidelines. 

 For the safety of others, FTKP requires  all children  to be up-to-date on their immuniza�ons prior to using our 
 services.  Please bring in a copy of the most current immuniza�on record or have your doctor fax 
 (574-204-2677-same as our office #) or email it to us at dcunningham@free�mekidsplaycare.com.  If you are 
 unable to retrieve this informa�on prior to your child’s first visit, your child will s�ll be accepted only if the 
 following are complete: 

 ●  A signed Registra�on form with the Immuniza�on sec�on completed 
 ●  A signed Immuniza�on Agreement form sta�ng that you will provide to us a copy of this informa�on within 30 

 days; otherwise your child will not be accepted un�l received. 

 All forms must be updated and it is the guardian’s responsibility to do so.  I know providing this documenta�on to 
 us may be an inconvenience to you as parents however, your children’s health and safety is our number one 
 priority. 
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 EMERGENCY PROCEDURES 
 MEDICAL EMERGENCIES 
 Guardians are to complete the Registra�on Form upon ini�al enrollment and update as informa�on changes.  In 
 the event of serious injury, the comple�on of this form allows Free Time Kids Playcare staff members to seek 
 emergency medical and/or dental care from medical providers. 

 If a child becomes injured or ill during our care, a staff member will a�empt to contact the guardian.  If the 
 guardian cannot be reached, the individuals listed as authorized pick-ups will then be a�empted. 

 If the child requires immediate medical a�en�on, a staff member will remain with the injured child while someone 
 else is to call 911.  The guardian or alternate contacts, whichever we can reach first, will then be no�fied.  If the 
 guardian or alternate contact has not arrived prior to the paramedics transpor�ng the child, we will allow the child 
 to be transported to the hospital by ambulance.  In this event, a staff member will accompany the child to the 
 hospital and take the child’s medical records we have on file. 

 FIRE, TORNADO, OR OTHER EMERGENCY SITUATIONS 
 Fire guidelines and tornado warning procedures are posted throughout the building.  Fire and tornado drills are 
 conducted rou�nely and those authorized children at the center during that �me will par�cipate. We will NOT be 
 exi�ng the building however. 

 In the event of a fire or other evacua�on emergency, including bomb threats, the children and direct care staff will 
 immediately leave the building and meet in the Times Square parking lot.  In the event of a tornado, we have a 
 designated area to seek shelter un�l the emergency is over.  Guardians will be called following an emergency 
 situa�on. 

 For everyone’s safety, we do ask that guardians refrain from picking up your child during an emergency situa�on. 

 SEVERE WINTER WEATHER 
 The Director or another management staff will monitor the weather and view the local news sta�ons throughout 
 the day to determine if the center will close early or cancel care for the following day.  If this happens, staff 
 members will contact the parents of the children currently in our care to inform them of the early closure. 

 We will always have closing updates on our  Facebook  Page  and no�fica�on will be sent via email. 

 Please note: Free Time Kids Playcare does NOT necessarily follow the school inclement weather closings and may 
 s�ll be open during these �mes. 

 Thank you for trus�ng us with the care of your child. We look forward to building a las�ng rela�onship 
 with the whole family! 
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 ACKNOWLEDGEMENT OF RECEIPT OF FAMILY HANDBOOK 

 I __________________________________ (Parent / Guardian Name) have read the Free 
 Time Kids Playcare Family Handbook. 

 I understand the policies and procedures given to me and agree to adhere to all facility 
 policies. 

 Please note: Free Time Kids Playcare’s policies and procedures are subject to change to 
 reflect the needs of the program, children and families we serve. You may view the most 
 up-to-date Family Handbook whenever you choose via FreeTimeKidsPlaycare.com 

 Signature ___________________________________ Date__________________ 
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