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Curriculum Guide: Around the Clock Childcare Center of Learning and 

Development 

Our Approach: Our program guide and values are designed to provide a comprehensive and engaging 

learning experience for your child. We believe in providing a safe and nurturing environment that 

encourages exploration, discovery, and creativity. 

Core Values: Our values emphasize the importance of empathy, teamwork, and social responsibility. 

These values are integrated into our curriculum to foster a love of learning that will stay with your child 

throughout their academic journey. 

Key Components of Our Curriculum: 

1. STEM Concepts: We offer a comprehensive STEM curriculum that introduces children to science, 

technology, engineering, and math concepts through hands-on activities and play-based learning. 

2. Nature Exploration: Our nature program allows children to explore the outdoors, learn about 

plants and animals, and develop an appreciation for the environment. 

3. Social Skills: We believe in the importance of social-emotional learning and provide 

opportunities for children to develop social skills such as communication, collaboration, and 

problem-solving. 

4. Cultural Activities: We understand the significance of cultural diversity in the lives of our children 

and families. We incorporate various cultural activities into our curriculum to promote 

understanding and respect for different traditions. Holidays, including birthdays, are celebrated in 

a manner that is inclusive and respectful of all cultures and beliefs. 

Exposure and Choice: By exposing children to a wide range of activities, cultures, and ideas, we are 

giving them the power of choice and expanding their horizons. This exposure allows children to make 

informed choices about their beliefs, values, and interests. 

Celebrating Diversity: Our curriculum is designed to educate and empower children to embrace 

diversity. We celebrate different cultures and traditions, fostering respect and empathy for others' beliefs. 

This understanding helps children develop a sense of cultural identity and appreciation for the rich 

tapestry of humanity. 

Inclusive Celebrations: Our holiday celebrations are inclusive and educational. We ensure that all 

children feel welcome and valued, regardless of their background or beliefs. Children are encouraged to 

participate in activities that teach them about the cultural and historical significance of each holiday, 

promoting a deeper understanding and appreciation for different traditions. 

 

 

 

 



ATC Center is opening Monday – Friday 6 AM – 7 PM with the following holidays off. 
 
ATC Center reserved the right to hold 3 unscheduled days a year off for staff training. Families 
will be given a 2 weeks’ notice when these staff trainings should occur. 
 
 
 

ATC Center is closed for the following holidays: 
 

1. Martin Luther King Jr. Day 
 

2. President’s Day 
 

3. Memorial Day 
 

4. Juneteenth Day 
 

5. Independence Day 
 

6. Labor Day 
 

7. Veteran’s Day 
 

8. Thanksgiving Day 
 

9. Day After Thanksgiving 
 

10. Native American Heritage Day 
 

11.  Christmas Eve 
 
12. Christmas Day 
 
13. New Years Day 

 
*We will be closed for an observation day for holidays that land on the weekend.  
 
Vacation: Families are allowed 1 week of vacation time (5 business days) after one year enrolled.  



  



Drop-Off and Classroom Procedure 
 
The purpose of this SOP is to provide a clear, organized process for the drop-off of students to 
ensure a smooth and efficient start to the day. This procedure aims to maintain an orderly 
environment for both children and staff, support routine, and foster a focused learning 
atmosphere. 
 
Check-In Process 
 

• Paper Check-In: Upon arrival, parents must check their child in using the provided paper 
sign-in sheet. 

• Digital Check-In: Parents are also required to check their child into the Brightwheel 
system for digital attendance tracking. 

• Responsibility: Parents are responsible for completing both check-ins upon arrival. 
 
Cubbies 
 

• Check Cubbies Daily: Parents should check their child’s cubby daily for any items, such 
as spoiled clothing, artwork, or extra supplies. 

• Proper Storage: Place any necessary school supplies directly in the cubby. Avoid sending 
items in backpacks or plastic bags. This ensures that the classroom is organized and 
supplies are easily monitored. 

• Responsibility: Parents and staff will collaborate to maintain order in the cubbies. 
 
No Outside Food or Toys 
 

• Food Restrictions: Parents must refrain from sending their child with outside food or 
snacks during drop-off. 

• Toys and Personal Items: Personal toys and belongings should also be left at home to 
minimize distractions and maintain a structured classroom environment. 

• Responsibility: Parents must ensure that children do not bring outside food or toys to 
school. 

Hygiene 
 

• Hand Washing: Upon arrival, parents should take their child to the bathroom for 
handwashing before leaving them with their teacher. 

• Responsibility: Parents are responsible for ensuring their child washes their hands 
properly before entering the classroom. 

 
Drop-Off Process 
 

• Timely Drop-Off: Parents should aim to assist in transitioning their child from home to 
school in a timely and calm manner. Teachers will be engaged in classroom routines and 
will not be able to offer extended assistance during drop-off. 



• Minimize Distractions: Parents should help children settle in quickly to avoid delays and 
minimize distractions for other students. 

• Responsibility: Parents are expected to support a smooth and respectful transition to 
the classroom. 

 
Exit Process 
 

• Quick Exit: After dropping off your child, please exit the classroom swiftly to help 
maintain a focused environment. Extended goodbyes or lingering in the classroom may 
disrupt the students and teachers. 

• Responsibility: Parents must ensure a prompt departure from the classroom after the 
drop-off. 

 
Timely Arrival 
 

• Arrival Time: The drop-off window closes at 10:00 AM. Parents are encouraged to arrive 
by 9:00 AM to allow children to start their morning routines without rushing. 

• Late Arrivals: Any student arriving after 10:00 AM may miss key morning activities and 
may disrupt the classroom environment. 

• Responsibility: Parents should aim to have their child dropped off by 9:00 AM for a 
consistent and timely start to the day. 

Breakfast 
 

• Eating Time: If your child arrives after breakfast time, please ensure they have eaten at 
home as there will be no additional eating time before lunch (11:30 AM–12:00 PM). 

• Responsibility: Parents are responsible for ensuring their child has had breakfast if 
arriving after the designated breakfast time. 

 



 



 

 

 



Tuition Prices Menu 

Infants (if applicable) 

• Weekly Tuition: $380 

1 Year - 2.5 Years 

• Weekly Tuition: $340 

Potty Trained (2.5 - 6 Years) 

• Weekly Tuition: $290 

School Age (if applicable) 

• Weekly Tuition: $250 

Policies and Guidelines 

1. Payment and Attendance 

• Tuition is required regardless of attendance. You are paying for your 

child’s seat. 

• One week of vacation discount is available after one year of enrollment. 

• Care is provided for up to 10 hours a day. Additional care can be arranged 

for longer work hours or drive times. 

• Tuition remains due in cases of illness or other absences. 

• Tuition is due on a biweekly or monthly basis and must be paid 2 weeks in 

advance at all times 

2. Payment Schedule 

• Tuition must be paid two weeks in advance. 

• A two-week notice is required at the time of unenrollment. If your child is 

removed without a two-week notice, a two-week tuition charge will be 

applied to your account. 



• Autopay is mandatory through Brightwheel, unless a third-party agency is 

paying for your child’s seat. 

3. Late Pick-Up Fees 

• A fee of $1 per minute will be charged for every minute past the scheduled 

pick-up time, following a 5-minute grace period. 

• We expect a courtesy call and a message in Brightwheel if you are running 

late. 

4. NSF Fees 

• If your autopay is rejected, a $100 NSF fee will be charged. 

• Care will be suspended immediately until the account is resolved. 

• Late fees and NSF charges will be collected at pick-up on the same day 

and can be processed by debit or credit card in person. 

By enrolling in our program, you agree to these policies and understand the importance 

of timely payments to ensure uninterrupted care for your child.

 

Signature: ____________________________________ 

Date: _________________________________________ 

Policy Title: Late Drop-off and Pick-up Policy 

Late Drop-off: Parents or guardians are expected to drop off their child at the 

designated time agreed upon in their enrollment agreement. Late drop-offs after 11:00 

am, excluding drop-in care, will result in a refusal of service for that day. 

Late Pick-up: Parents or guardians are expected to pick up their child at the designated 

time agreed upon in their enrollment agreement. A 5-minute grace period will be 

allowed for late pick-ups. After the grace period, a fee of $1 per minute will be charged 

for every minute the parent is late. This fee must be paid at the time of pick-up. 

Courtesy Call and Emergency Contacts: If a child's parent or guardian has not arrived 

to pick up the child within 5 minutes of the agreed-upon pick-up time, a courtesy call 

will be made to the parent or guardian. If there is no answer, emergency contacts listed 

on the child's enrollment form will be called. Staff members are not permitted to leave 



the child unattended at any time. If a child is abandoned, staff shall immediately call the 

on-site director for guidance. 

Past Due Accounts: If an account is more than 3 days past due, or if a parent refuses to 

pay late fees or copays, the child will not be permitted to attend care until the account is 

brought up to date. 

Behavior Management and Restraint Policy 

In accordance with WAC 110-300-0490, Around the Clock Childcare Center of Learning 

and Development strictly prohibits the use of corporal punishment and physical restraint 

on children. Our approach to behavior management emphasizes positive guidance, 

redirection, and communication to support children’s emotional and social 

development. 

Guidelines: 

1. Positive Guidance: Staff will use positive language, reinforcement, and modeling 

to encourage appropriate behavior. 

2. Redirection: When a child exhibits challenging behavior, staff will attempt to 

redirect the child to a more appropriate activity or behavior. 

3. Verbal Communication: Staff will use calm and clear verbal communication to 

explain to the child why their behavior is inappropriate and provide alternatives. 

4. Physical Intervention: If a child continues to exhibit challenging behavior and 

verbal redirection is not effective, staff may gently scoop and move the child to a 

different area. During this process, staff will explain to the child why they are 

being moved and what behavior is expected. 

5. Staff Training: All staff members receive training on behavior management 

techniques, positive guidance strategies, and the importance of maintaining a 

safe and supportive environment for all children. 

By adhering to these guidelines, we ensure a positive and respectful environment where 

children can learn and grow. 

 



 

 

 

 

 



 

 

 

 



 



 

 



 

 

 

 



 

 



 

 



 



 



 



 



 



 



 



 



  

 

 



Daily Routine  

5:30 am - 7:30 am: Arrival and Rest Time Blended Class 

• 5:30 am: Arrival and Diaper Changes 

• 6:00 am: Quiet Time 

• 7:30 am: Wake-up, Wash Hands, and Transition 

8:00 am - 8:30 am: Breakfast 

• 8:00 am: Breakfast 

• 8:30 am: Teeth Brushing and Wash Hands 

9:00 am - 10:00 am: Circle Time 

• 9:00 am: Circle Time 

• 9:30 am: Diaper Check 

10:00 am - 10:45 am: Outside Time 

• 10:00 am: Outside Time 

• 10:45 am: Transition, Wash Hands, and Morning Snack for Infants 

10:45 am - 11:30 am: Worksheets 

• 10:45 am: Worksheets 

• 11:30 am: Transition and Wash Hands 

11:30 am - 12:30 pm: Lunch 

• 11:30 am: Lunch 

• 12:00 pm: Diaper Changes and Linen Changes 

• 12:30 pm: Clean Up and Wash Hands 

12:30 pm - 2:30 pm: Nap Time 

• 12:30 pm: Nap Time 

• 2:30 pm: Diapers and Nap Clean Up, Wash Hands 

3:00 pm - 3:30 pm: Snack 

• 3:00 pm: Snack 



• 3:30 pm: Transition and Wash Hands 

3:30 pm - 4:15 pm: Groups (Stations) 

• 3:30 pm: Groups (Stations) 

• 4:15 pm: Transition and Wash Hands 

4:15 pm - 5:00 pm: Afternoon Art 

• 4:15 pm: Afternoon Art 

• 5:00 pm: Transition and Wash Hands 

5:00 pm - 5:30 pm: Outside Time 

• 5:00 pm: Outside Time 

• 5:30 pm: Diapers and PM Snack 

5:30 pm - 7:00 pm: Calm Down Time and Free Play 

• 5:30 pm: Calm Down Time and Free Play 

• 7:00 pm: Pick Up 

Diaper Change Disclosure: Standing diaper checks are done on the hour or when soiled, on 

top of the scheduled changings listed. 

Afternoon Activities Disclosure: Outside time and stations in the afternoon may be swapped 

based on the climate of the center, energy level of kids, and weather. 

 



 

 

 



 

 

 

 

 

 

253-368-9705 Ext 1 

If your family is experiencing a crisis and/ or need further assistance, please call 253-368-9705



 

 

 

 



 



 



 

 

 

 



Policy Title: Termination of Services Policy 

Policy Statement: Around the Clock Childcare Center of Learning and Development 

reserves the right to terminate a child's enrollment in our program if a parent or 

guardian fails to meet the expectations and requirements outlined below. This decision 

will be made in accordance with Washington Administrative Code (WAC) 110-300-0485 

and will be communicated to the parent or guardian in writing. 

Expectations and Requirements: 

1. Unpaid Bills: Parents or guardians are expected to pay all fees and charges 

associated with their child's enrollment in a timely manner. Failure to do so may 

result in termination of services. 

2. Continual Late Arrivals: Parents or guardians are expected to adhere to the 

drop-off and pick-up times specified in their enrollment agreement. Continual 

late arrivals may disrupt the program and impact the quality of care for other 

children. Excessive tardiness may result in termination of services. 

3. Inappropriate or Unsafe Behavior: Parents, guardians, or family members are 

expected to conduct themselves in a respectful and appropriate manner when on 

the premises of the early learning program. Any behavior deemed inappropriate 

or unsafe by program staff may result in termination of services. 

Termination Process: 

1. Notice: If a child's enrollment is at risk of termination due to any of the above 

reasons, the parent or guardian will be notified in writing. The notice will include 

the specific reason for potential termination and the date by which the issue must 

be resolved. 

2. Meeting: A meeting may be scheduled between the program director and the 

parent or guardian to discuss the concerns and explore possible solutions. 

3. Resolution Period: The parent or guardian will be given a reasonable amount of 

time to address the concerns outlined in the notice. If the issues are not resolved 

by the specified date, termination of services may occur. 

4. Termination: If the issues are not resolved within the specified time frame and 

the program director determines that termination is necessary, the parent or 

guardian will receive written notification of the termination of services. The child's 

last day of attendance will be specified in the notice. 

 



Appeal Process: 

Parents or guardians have the right to appeal the decision to terminate services. The 

appeal must be submitted in writing to the program director within five business days of 

receiving the termination notice. The program director will review the appeal and 

respond in writing within ten business days. 

Affiliated Centers: If a parent or guardian is terminated from one center within the 

Around the Clock Childcare Center of Learning and Development network, they will not 

be eligible to enroll their child in any other affiliated centers within the ATC Center 

network. 

Policy Revision: 

This policy will be reviewed annually and may be revised as needed to ensure its 

effectiveness and alignment with the mission and values of Around the Clock Childcare 

Center of Learning and Development. Any revisions will be communicated to parents 

and guardians in a timely manner. 
 

 

 

 

 



 

 

 

 

 



 

 

Water Play Guidelines: 

1. Approved Water Sources: Water activities will be limited to sprinklers, misters, and 

water tables that are specifically designed for children's use. 

2. Monitoring: All water play activities will be closely monitored by staff to ensure the 

safety of children. 

3. Standing Water Prohibition: To prevent accidents and drowning hazards, no standing 

water will be allowed on the premises except in approved water play areas. 

4. Storage of Water Containers: Any equipment, such as 5-gallon buckets, planter pots, 

or other items that could hold standing water, will be stored in safe areas where water 

accumulation cannot occur. These items will be emptied, cleaned, and stored upside 

down to prevent water accumulation. 

5. Water Play Equipment Safety: All water play equipment will be regularly inspected for 

safety and cleanliness. Any damaged or unsafe equipment will be repaired or replaced 

immediately. 

6. Staff Training: Staff members responsible for supervising water play activities will 

receive training on water safety and emergency procedures. 

7. Parental Consent: Written parental consent will be obtained for children to participate 

in water play activities. Parents will be informed of the safety measures in place. 

8. Emergency Preparedness: Staff will be trained in emergency response procedures 

related to water activities, including drowning prevention and first aid. 

9. Communication: Any changes to the water activity policy or procedures will be 

communicated to parents, guardians, and staff in a timely manner. 

10. Special Occasion In the event ATC Center has a special event with water parents will be 

informed and be provided a permission slip for child’s participation.  

 



 



 



 

 

 

 



 

 

 

 

 



 

 

Policy Title: Third-Party Cameras and Communication Platforms Policy 

Use of Third-Party Services: Around the Clock Childcare Center of Learning and 

Development may utilize third-party cameras and communication platforms, such as 

Brightwheel, for monitoring and communicating with parents. These services are not 

under the control of ATC Center but are used as resources to enhance the quality of 

care and communication. 

Authorization Requirement: Every parent is required to authorize the use of these 

third-party services for monitoring and communication purposes. Authorization is 

mandatory for enrollment in our program. 

Privacy and Information Protection: ATC Center ensures that no information or data 

collected through third-party services will be sold or shared with any external entities for 

marketing or other purposes. 

Photography, Video, and Surveillance Disclosure: 

• Photography and Video: ATC Center may take photographs or videos of 

children participating in activities for educational or promotional purposes. These 

images may be used in print materials, on the website, or on social media. 

Parental consent is required for the use of these images. 

• Surveillance: Surveillance cameras may be used in common areas of the facility 

for the safety and security of children and staff. Recordings from these cameras 

are for internal use only and will not be shared with external parties except as 

required by law. 

Disclosure Requirement: Parents are required to read and acknowledge the 

Photography, Video, and Surveillance Disclosure as part of the enrollment process. 

Policy Revision: 

This policy will be reviewed annually and may be revised as needed to ensure its 

effectiveness and alignment with the mission and values of Around the Clock Childcare 

Center of Learning and Development. Any revisions will be communicated to parents 

and guardians in a timely manner. 
 



 

 



 



 

 

 

 



Parent Emergency Notification and Information Plan 

In the event of an emergency on-site, all parents will be notified as early as possible 

through Brightwheel and by phone. If the building has safety issues or concerns, the 

meeting place for your child will be moved away from the building to ensure safety. 

For more information on our emergency health policies and plans, please visit our 

website at atccenter.org and use the appropriate tab for the location your child attends. 

Additionally, please refer to the parent board located at the sign-in entry for important 

information, including: 

• Exit routes 

• Emergency contact information 

• Community resources 

For specific information on the following, please refer to our parent board or website: 

atccenter.org 

• Health policy 

• Staff policies 

• Menus 

• Liability insurance 

• Inspection reports 

• Notices of enforcement from the department 

• Other relevant program policies 

We are committed to ensuring the safety and well-being of all children in our care, and 

we appreciate your cooperation and understanding in emergency situations. 

Parent Access and Volunteer Policy 

All parents are welcome to access licensed space during business hours. However, to 

volunteer and provide support in the center, the volunteer process must be completed. 

More information on volunteering can be found in the job requirements section of this 

handbook. 



We value the involvement of parents in our center and appreciate your interest in 

volunteering to support our community. 

 

 

Smoke-Free, Tobacco-Free, Alcohol-Free, Drug-Free, E-Cigarette-

Free, Marijuana-Free, Vape-Free, and Weapon-Free Premises 

Policy 

Policy Statement: 

Around the Clock Childcare Center of Learning and Development is dedicated to 

maintaining a safe and healthy environment for all children, families, and staff. To 

uphold this commitment, our premises are designated as smoke-free, tobacco-free, 

alcohol-free, drug-free, e-cigarette-free, marijuana-free, vape-free, and weapon-free. 

Implementation: 

1. Smoke-Free and Tobacco-Free: Smoking and the use of tobacco products are 

strictly prohibited on all ATC Center premises, including indoor and outdoor 

areas. 

2. Alcohol-Free: The consumption, possession, or distribution of alcohol is strictly 

prohibited on all ATC Center premises. 

3. Drug-Free: The use, possession, or distribution of illegal drugs or unauthorized 

prescription drugs is strictly prohibited on all ATC Center premises. 

4. E-Cigarette-Free and Vape-Free: The use of e-cigarettes and vaping devices is 

strictly prohibited on all ATC Center premises. 

5. Marijuana-Free: The use, possession, or distribution of marijuana or any 

marijuana-related products is strictly prohibited on all ATC Center premises. 

6. Weapon-Free: The possession of weapons, including firearms, knives, or any 

other potentially dangerous objects, is strictly prohibited on all ATC Center 

premises. 

 

 

 



Enforcement: 

1. Education and Awareness: ATC Center will provide education and awareness 

programs to inform parents, guardians, and staff about the policy and its 

importance. 

2. Compliance: All parents, guardians, and staff are expected to comply with the 

policy. Failure to comply may result in disciplinary action, up to and including 

termination of services or employment. 

3. Reporting and Response: Staff are mandatory reporters and should report any 

suspicion of a parent being under the influence or posing a danger to their child. 

In such cases, ATC Center reserves the right to call an emergency contact for 

immediate pick-up of the child. 

Code of Conduct and Disruptive Behavior: 

1. ATC Center expects all clients to adhere to a respectful code of conduct. 

Disruptive behavior, including harassment via social media, in person, or on-site, 

will not be tolerated. 

2. ATC Center reserves the right to terminate the contract with any client who 

engages in extreme disrespectful behavior or disrupts the center's operations. 

By enrolling in our program, you agree to adhere to these policies and understand the 

importance of maintaining a safe and respectful environment for all. 

Transportation and Off-Site Activity Policy 

Policy Statement: Around the Clock Childcare Center of Learning and Development is committed to 

ensuring the safety and well-being of all children in our care during transportation and off-site activities. 

This policy outlines the procedures and guidelines that must be followed when transporting children and 

participating in off-site activities. 

Parental Authorization: 

1. Written parent or guardian authorization is required for any transportation or off-site activity 

involving their child. This authorization must include the specific event, date, anticipated travel 

time, and type of trip (e.g., school transport, field trip). 

2. Parents or guardians may provide a full range of authorization for all trips their child may take 

while in the care of the center. 

 

 



Notification Requirements: 

1. Written notices will be provided to parents or guardians at least twenty-four hours before any 

field trips are taken. 

2. The notice will include details such as the destination, departure, and return times, and any special 

instructions or requirements for the trip. 

 

Travel Safety Procedures: 

1. Health History and Emergency Information: Health history, appropriate medication (if applicable), 

emergency information, and emergency medical authorization forms must be accessible for each 

child being transported. 

2. Emergency Preparedness: Staff must have access to a phone to call for emergency help and 

maintain a complete first-aid kit. 

3. Staff-to-Child Ratio: The required staff-to-child ratio, mixed groupings, and active supervision 

must be maintained during travel. 

4. First-Aid and CPR Certification: Staff members involved in transportation must have current first-

aid and CPR certification. 

5. Attendance: Attendance must be taken using a roll call or other method to ensure all children are 

accounted for at the beginning and end of travel, and when entering and exiting a vehicle. 

6. Vehicle Safety: If the center provides the vehicle for transportation, it must adhere to all relevant 

laws regarding child restraints and car seats, ensure the vehicle is in good repair and safe 

operating condition, maintain a comfortable temperature, have a current license and registration, 

and have emergency reflective triangles or devices. 

7. Driver Requirements: Drivers must have a valid driver's license for the type of vehicle being driven, 

a safe driving record for at least the last five years, and not have any known conditions that would 

compromise their driving, supervision, or evacuation capabilities. 

 

Food Policy & Guidelines 

Parent-Supplied Meals Policy 

Parents who choose to bring meals for their children must ensure that the meals meet 

the following nutritional guidelines, as outlined in the meal chart below. Failure to 

provide a nutritious and proper meal will result in the center providing the missing 

components and charging a $10 fee for every meal that does not meet food standards. 

Meal Component Guidelines: 

1. Protein: Include a protein source such as meat, poultry, fish, eggs, or legumes. 



2. Grains: Include a serving of whole grains such as bread, rice, pasta, or cereal. 

3. Fruits: Include a serving of fresh, canned, or dried fruits. 

4. Vegetables: Include a serving of vegetables, either raw, cooked, or in a salad. 

5. Dairy: Include a serving of dairy, such as milk, yogurt, or cheese. 

 

 

New Center Opening Policy: 

In any new center opening, Around the Clock Childcare Center will not provide food for 

the first 30 days. This policy is in place to ensure proper onboarding and to 

accommodate individual dietary needs. Parents are required to provide their child's 

meals during this time and follow the above protocol. 

Thank you for your understanding and cooperation in providing nutritious meals for 

your child. If you have any questions or need assistance with meal planning, please 

contact the Director. 



 



  

No Food in Center Policy 

Policy Statement: Around the Clock Childcare Center of Learning and Development has implemented a 

strict "No Food in Center" policy to ensure the safety and well-being of all children in our care. This policy 

is in place to prevent allergic reactions, choking hazards, and other potential health risks associated with 

food. 

Guidelines for No Food in Center: 

1. Allergies: Many children have food allergies, some of which can be life-threatening. To prevent 

accidental exposure, we do not allow any outside food to be brought into the center. 

2. Choking Hazards: Certain foods, especially those that are hard, small, or round, pose a choking 

hazard to young children. By prohibiting food in the center, we reduce the risk of choking 

incidents. 

3. Health and Safety: Allowing food in the center can lead to food spills, which can attract pests 

and create unsanitary conditions. Our policy helps maintain a clean and safe environment for all 

children. 

4. Respect for Others: Food can be a sensitive issue for some children, especially if they have 

dietary restrictions or are unable to eat certain foods due to medical reasons. Our policy 

promotes inclusivity and respect for all children's needs. 

Exceptions to the Policy: 

1. Infant Formula/Breast Milk: Parents or guardians may provide infant formula or breast milk for 

their child, which will be stored and handled according to our policies for infant feeding. 

2. Special Circumstances: In some cases, such as for children with medical conditions that require 

specific dietary needs, exceptions to the policy may be made with prior approval from the center 

director. 

 



Temporary Request for Cold Lunch: During the first 30 days of opening, parents are requested to 

provide a cold lunch that includes a healthy, nutritional lunch with an ice pack or cooling component. The 

lunch should be peanut-free. Additionally, Around the Clock Childcare Center of Learning and 

Development offers gluten-free and low FODMAP diet options. Milk substitutes are to be provided by the 

parent. 

Meal Schedule: 

• ATC Center offers an 8am breakfast, a 1015 am morning snack exclusive to infants if applicable, 

11:30am lunch, an 2:30pm afternoon snack, and a late 5pm afternoon snack.  

Policy Enforcement: 

• Parents and guardians will be informed of the no food policy upon enrollment and reminded 

regularly through center communications. 

• Staff will monitor and enforce the policy to ensure compliance. 

Any food brought into the center will be confiscated and returned to the parent or guardian at pick-up.  

 

Food Allergy Guidelines 

Policy Statement: Around the Clock Childcare Center of Learning and Development is 

committed to providing a safe environment for children with food allergies. This policy 

outlines guidelines for handling food allergies, including the preparation, storage, and 

identification of allergy-safe meals. 

Guidelines for Food Allergy Management: 

1. Allergy-Prepared Meals: Meals for children with food allergies will be prepared 

separately from other meals to avoid cross-contamination. These meals will be 

clearly labeled and stored separately. 

2. Separate Storage: Allergy-safe meals will be stored separately from other meals 

to prevent accidental exposure to allergens. 

3. Individualized Allergy List: An allergy list, including photos of students with 

allergies and their specific allergens, will be maintained and accessible to staff in 

food preparation areas. 

4. Allergy Identification: Children with food allergies will be identified with a 

special plate or ticket system to ensure they receive the correct meal. 

5. Communication: Parents or guardians of children with food allergies will be 

required to communicate their child's allergies to the center, and updates to the 

allergy list will be requested as needed. 



 

Policy Enforcement: 

• Staff will be trained on food allergy management and the importance of 

following these guidelines. 

• Allergy-safe meals will be prepared and served according to the guidelines 

outlined above. 

Any concerns or issues regarding food allergies will be addressed promptly and 

communicated to parents or guardians. Contagious Disease Notification Policy 

Policy Statement: Around the Clock Childcare Center of Learning and Development is 

committed to maintaining a healthy environment for all children, families, and staff. This 

policy outlines guidelines for notifying parents and guardians of contagious diseases to 

prevent the spread of illness within the center. 

Guidelines for Contagious Disease Notification: 

1. Notification Requirement: Parents or guardians will be notified if their child has 

been exposed to a contagious disease within the center. Notification will be 

provided in a timely manner to prevent further spread of the illness. 

2. Confidentiality: Information regarding contagious diseases will be kept 

confidential and shared only with necessary parties. 

3. Health Department Reporting: Any confirmed cases of contagious diseases will 

be reported to the local health department as required by law. 

Policy Enforcement: 

• Staff will be trained on the importance of recognizing symptoms of contagious 

diseases and notifying parents or guardians promptly. 

• Any suspected cases of contagious diseases will be reported to the director or 

designated staff member immediately for appropriate action. 

Policy Review: This policy will be reviewed annually and revised as necessary to ensure 

compliance with best practices and regulations regarding contagious disease 

management. Any revisions will be communicated to parents, guardians, and staff. 

 



Health Risks of Interacting with Pets and Animals Policy 

Policy Statement: Around the Clock Childcare Center of Learning and Development 

recognizes the benefits of interacting with pets and animals for children's development. 

However, this policy outlines the potential health risks associated with such interactions 

and guidelines for ensuring the safety of children. 

Guidelines for Health Risks of Interacting with Pets and Animals: 

1. Animal Handling: Children will be supervised when interacting with pets and 

animals to prevent injury and reduce the risk of disease transmission. 

2. Handwashing: Proper handwashing procedures will be followed before and after 

interacting with pets and animals to reduce the risk of infection. 

3. Animal Health: Pets and animals brought into the center must be healthy and 

up-to-date on vaccinations to minimize the risk of disease transmission. 

Policy Enforcement: 

• Staff will monitor interactions between children and pets or animals to ensure 

safety. 

• Any concerns regarding the health or safety of children during interactions with 

pets or animals will be addressed immediately. 

Policy Review: This policy will be reviewed annually and revised as necessary to ensure 

compliance with best practices and regulations regarding interactions with pets and 

animals. Any revisions will be communicated to parents, guardians, and staff. 

General Cleaning and Specific Areas Policy 

Policy Statement: Around the Clock Childcare Center of Learning and Development is 

committed to providing a clean and safe environment for all children. This policy 

outlines guidelines for general cleaning and specific areas within the center. 

Guidelines for General Cleaning and Specific Areas: 

1. Daily Cleaning: All areas of the center will be cleaned daily, including floors, 

surfaces, and toys, using appropriate cleaning agents. 

2. Sanitization: Toys and equipment will be sanitized regularly to prevent the 

spread of germs and bacteria. 



3. Kitchen and Food Preparation Areas: Kitchen and food preparation areas will 

be cleaned and sanitized according to health department guidelines to ensure 

food safety. 

4. Bathroom Cleaning: Bathrooms will be cleaned and sanitized regularly, with 

extra attention to high-touch areas such as door handles and faucets. 

5. Outdoor Play Areas: Outdoor play areas will be cleaned and inspected regularly 

to ensure safety and cleanliness. 

Policy Enforcement: 

• Cleaning schedules will be posted and followed by all staff members to ensure 

thorough cleaning of the center. 

• Any concerns regarding cleanliness or sanitation will be addressed immediately 

by the director or designated staff member. 

Policy Review: This policy will be reviewed annually and revised as necessary to ensure 

compliance with best practices and regulations regarding cleaning and sanitation. Any 

revisions will be communicated to parents, guardians, and staff. 

 

Policy Statement: Around the Clock Childcare Center of Learning and Development is committed to 

ensuring the safety and well-being of all children in our care. Physical restraint will only be used as a last 

resort and in accordance with the guidelines outlined in WAC 110-300-0335. 

 



Guidelines for Physical Restraint: 

1. Use of Restraint: Physical restraint will only be used if a child's safety or the safety of others is 

threatened and after complying with all requirements of WAC 110-300-0330 and 110-300-0331. 

2. Technique: Physical restraint must be limited to holding a child as gently as possible to 

accomplish restraint, using the minimum amount of time necessary to control the situation, and 

must be developmentally appropriate. 

3. Prohibited Restraint Techniques: No person may use bonds, ties, blankets, straps, car seats, 

high chairs, activity saucers, or heavy weights (including an adult sitting on a child) to physically 

restrain children. 

4. Self-Control: Licensees, center directors, assistant directors, program supervisors, lead teachers, 

or trained staff must remove themselves from a situation if they sense a loss of their own self-

control and concern for the child when using a restraint technique if another early learning 

provider is present. They must intervene when observing another staff member or volunteer using 

inappropriate restraint techniques. 

5. Reporting and Documentation: If physical restraint is used, staff must report the use of physical 

restraint, assess the incident to determine appropriateness, document the incident in the child's 

file (including date, time, staff involved, duration, and circumstances), and develop a written plan 

with input from the child's primary care or mental health provider and parents or guardians to 

address underlying issues and reduce the need for further physical restraint. Notification to the 

department is required when a written plan has been developed. 

 

Behavior Management and Restraint Policy
In accordance with WAC 110-300-0490, Around the Clock Childcare Center of Learning and Development strictly prohibits the use of corporal punishment and physical restraint on children. Our approach to behavior management emphasizes positive guidance, redirection, and communication to support children’s emotional and social development.
Guidelines:
1.	Positive Guidance: Staff will use positive language, reinforcement, and modeling to encourage appropriate behavior.
2.	Redirection: When a child exhibits challenging behavior, staff will attempt to redirect the child to a more appropriate activity or behavior.
3.	Verbal Communication: Staff will use calm and clear verbal communication to explain to the child why their behavior is inappropriate and provide alternatives.
4.	Physical Intervention: If a child continues to exhibit challenging behavior and verbal redirection is not effective, staff may gently scoop and move the child to a different area. During this process, staff will explain to the child why they are being moved and what behavior is expected.
5.	Staff Training: All staff members receive training on behavior management techniques, positive guidance strategies, and the importance of maintaining a safe and supportive environment for all children.
By adhering to these guidelines, we ensure a positive and respectful environment where children can learn and grow.




 



 

 

Co-Parenting and Emergency Contact Policy 

To ensure the safety and well-being of all students, we require up-to-date records and 

emergency contact information at all times. Every quarter, we will reach out to request 

any new schedule changes and updated contact information. 

Important Guidelines: 

1. Emergency Contact Information: 



• Parents or guardians must provide and update emergency contact 

information regularly to ensure timely communication and response 

during emergencies. 

2. Custodial and Legal Documentation: 

• In cases of domestic violence, protection orders, or custodial plans, it is 

imperative to provide us with the relevant documentation. This 

information will help us serve your family better and ensure the safety of 

your student. 

• If we do not have the proper documentation on file, we will not be able to 

withhold a student from a guardian who can prove legal guardianship with 

the appropriate documents. 

3. Responsibility of Parents/Guardians: 

• It is the responsibility of the parents or guardians to keep the provider 

updated with any changes in care plans, custodial arrangements, or legal 

statuses. Failure to do so may result in our inability to enforce specific 

custodial or protection arrangements. 

Your cooperation in maintaining accurate and current information is essential for 

providing a secure and supportive environment for your child. If you have any questions 

or need assistance updating your records, please contact the Director. 

 

Arbitration Agreement 

In consideration of enrolling my child in any program offered by Around the Clock 

Childcare Center of Learning and Development ("ATC Center"),  

I,                       

agree to the following arbitration agreement: 

1. Agreement to Arbitrate: Any legal dispute or claim arising from or relating to 

my child's enrollment at ATC Center, including but not limited to disputes 

regarding fees, services, or any aspect of the program, shall be resolved through 



binding arbitration. This agreement to arbitrate applies to all disputes, whether 

based in contract, tort, statute, or otherwise. 

2. Arbitration Process: Arbitration shall be conducted by a single arbitrator in 

accordance with the rules of the American Arbitration Association (AAA) or 

another mutually agreed-upon arbitration service. The arbitrator's decision shall 

be final and binding, and judgment may be entered upon it in any court having 

jurisdiction. 

3. Waiver of Class Action: I waive any right to participate in a class action lawsuit 

or class-wide arbitration regarding any dispute covered by this agreement. Any 

dispute resolution proceedings will be conducted only on an individual basis and 

not in a class or representative action. 

4. Costs: Each party shall bear its own costs, including attorneys' fees, associated 

with the arbitration, unless the arbitrator determines otherwise. 

5. Enforceability: If any provision of this agreement is found to be unenforceable, 

the remaining provisions shall remain in full force and effect. 

6. Governing Law: This agreement shall be governed by and construed in 

accordance with the laws of the State of Washington. 

By signing below, I acknowledge that I have read and understand this arbitration 

agreement and voluntarily agree to be bound by its terms. 

 

Parent/Guardian Signature: ______________________________ 

 

Date: _____________________________ 

 

 

 



 

Parent Agreement 

I,  

acknowledge that I have received, read, and agree to abide by the policies outlined in 

the Around the Clock Childcare Center of Learning and Development Parent Handbook.  

I also agree to the terms and conditions of the enrollment contract for my child,  

 

Signature: ____________________________________ 

 

Date: _________________________________________ 

 
 
 
 
 
 
  


	Holidays Observed.pdf
	Parent Handbook.pdf
	Parent Handbook.pdf
	Drop Off and Classroom SOP.pdf
	Parent Handbook




