
HOURS OF OPERATION:

Child Care is open 24 hours a day 7 days a week, except on the following days:

(Paid Holidays)

New Years Day, Memorial Day, Independence Day, Labor Day, Veteran's Day, Thanksgiving Day, Christmas Day and the day after if applicable. 

(Early Closings)

Child Care will close at 12:00 P.M. on Valentines Day, the day before Thanksgiving, Christmas Eve, and New Year's Eve. We will reopen at 6 a.m. the day after Valentines Day, Thanksgiving, Christmas, and New Year's 

VACATION:

The provider will give at least two weeks prior notice when taking time off for vacation. It is the parents' responsibility to obtain substitute care during this time. Payment is not required when the provider is on vacation. 

Parents are required to give at least two weeks prior notice when taking a vacation. Payment is required when parent is on vacation and is due prior to parent going on vacation.

PROVIDER SICK DAYS AND PERSONAL DAYS:

Although the provider will make every attempt to be available each day, there may be an occasion when she is ill and is unable to provide service. Parents will be notified as soon as possible about any personal illness, funeral, or emergency.

It will be the parent's responsibility to obtain substitute care on such occasions and to arrange payment to the substitute. The provider will give parents as much notice as possible. Payment for these days is not required.

SHORT ABSENCE AND DOCTOR APPOINTMENTS:

If the provider must be away for a short amount of time (15 minutes-4 hours) after care has started substitute care will be provided in the provider’s home. Provider will try to give parents notification.


RATES:

Weekly Rates.

    
 Full Time:  (26 – 50 Hours per week)

Part Time: (0 – 25 hours per week)

1 child                          $70.00 


1 child                          $40.00

2 children                      $60.00 each

2 children                     $30.00 each

3 or more children        $50.00 each

3 or more children        $20.00 each

Daily Rates:

Days (6 a.m. – 6 p.m.) 
$2.00 / hour

Evenings (6p.m. – 6 a.m.)
$1.75 / hour

*Individual payment schedules will be arranged by family.

RATE CHANGES:

If at anytime the provider decides to change her rates the parents will receive a one month advanced notice of all rate changes At that time the parents can choose whether to continue enrollment at Child Care or give the provider a 2 week withdrawal notice.

LATE PAYMENT:

If payment is late, parents will receive a $10.00 late payment penalty each day until payment is received. If Payment is not received within five days, the provider may terminate services without notice. If the provider is unsuccessful at obtaining her payment she will then contact a collection agency or father if necessary. Upon signing the contract the parents/guardians agree to pay all legal and collection fees the provider may concur in collecting payment.

OVERTIME:

Overtime is considered any time outside of the agreed upon time interval or more than 25 hours for part time and 50 hours for full time. The following charges will be assessed for overtime incurred. Fees will be collected on your billing date of each week.

Weekly Rates:

*$2.00 per hour per child for prearranged overtime.

*$1.00 every 15 minutes starting after 15 minutes when not prearranged for each child.

Daily Rates:

*$3.00 per hour per child for prearranged overtime.

*$2.00 every 15 minutes starting after 15 minutes when not prearranged for each child.

If pick up becomes a big problem termination of services may result. The provider is under no obligation to provide an extension of time if such extension conflicts with the provider's own plans. Late arrival does not justify late departure.

FUTURE ENROLLMENT:

If care is to begin at a future date, one full week advanced payment will hold a place for the child. This payment will cover the child's first week of care. The money will not be refunded if enrollment is canceled.

ABSENTEEISM:

Parents are asked to call (317) 917-1636 before their scheduled arrival time on the days their children will not attend. Full payment is due regardless if the children attend the group or not.

RELEASING YOUR CHILD:

Written or telephone notification must accompany any individual who picks up your child and is in our records. If they are listed, the provider will release the children only after presented with proper identification. Identification must have a photo of the person on it.

RECORDS AND FORMS:

The provider must have all forms signed on or before the first day of care. Provider must also have a copy of you child / children’s immunization records. Occasionally parents will be given a packet to update all information.

ARRIVAL AND DEPARTURE:

When arriving in the morning please do not pound loudly on the front door. A normal knock is fine: during arrival I am either in the living room or dinning room. This not only disturbs my neighbors but also startles me.

Children will miss their parents and often cry upon arrival and departure. It is a natural occurrence and the crying will stop within a few minutes after the parent leaves. It is important that before the parent leaves to take a moment to reassure the child that they will return at a specific time. Concerned parents are encouraged to listen at the door for a few minutes or call from work.

Children tend to act up a bit at departure times. This is normal since they are excited to see parents, upset about leaving and surrounded by more than one authority figure. ALL childcare rules remain the same until the children are out the door. Do not allow the children to run wild through the provider's home. She will continue to enforce the rules whether parents are present or not.

Parents must accompany their child upon arrival and departure. The provider does not like children to walk from Child Care to the parent's car by themselves.

INTOXICATED PARENTS:

If a parent or legal guardian arrives at Child Care under the influence of alcohol or drugs without a sober, drug free driver (driver must come to the door) the instance will be immediately reported to the police and care will be terminated. Provider reserves the right not to release child to a parent who is under the influence of alcohol or drugs

CUSTODY ISSUES AND UNAUTHORIZED PERSONS:

If only one parent has custody of the child / children and the other is not authorized to pickup the child, the parent must instruct the provider of this fact, and must provide a copy of the court order confirming that one parent does not have (or has limited) visitation rights. If there is any change in the legal custody of the child, the parent must provide written documentation confirming the change.

The custodial parent will be notified immediately if an unauthorized (someone not on the forms or a non-custodial parent) person arrives to pick up the child.

CLOTHING:

The children are actively involved in their day, meaning paint will be spilled and puddles may be splashed through. Durable washable clothes are essential, for the provider would much rather see a child freely explore than worry about stains.

The children go outside almost daily. It is recommended the children have weather appropriate attire. Each child must have a change of clothing in case of an accident. These clothes need to be labeled with the child’s name.

NON-FURNISHED ITEMS:

Parents will need to provide the following items:


*1 package of Diapers (for infants) Provider will inform parent when more are needed 


*1 complete change of seasonal clothing - labeled and kept in the cubby.


* Proper outdoor wear for outside play.


* Summer- swimsuit, towel and sunscreen.


* Winter- slippers, gloves and a hat.


* Fall / Spring: Jacket or sweater. OPTIONAL: raincoat & galoshes.

Please write your child's name on all belongings. The provider is not responsible for ANY items brought from home.

SHOW AND TELL

Monday and Saturday we have Show and Tell. On these days children may bring a toy or something to share with the group.

TOYS:

Toys must comply with the following conditions.


1.      The provider is NOT responsible for lost or broken toys.


2.      The children must understand BEFORE bringing the toys into childcare that they must share.


3.      Weapons (guns, knives, swords, etc.) are not permitted and will be turned away at the door. Unless it is attached to another toy


4.      The provider has the right to not allow toys she finds inappropriate into childcare.


5.      Toys may only be brought on Show and Tell days . . . with the exception of sleep aids.

TOILET TRAINING:

When your child shows readiness for toilet learning, this will be done in a relaxed manner and in cooperation with you. I do not allow the use of pull-ups in my care. If your child has frequent accidents or is just learning to use the toilet, you will need to provide plenty of extra clothes and underwear.

Elastic waste bands and simple fasteners on clothes make toilet training easier and children learn independence when they can use the toilet without too much assistance. Soiled clothes will be returned in a plastic bag at the end of the day. Potty pants will be left here and laundered each night. Please inform the provider of any detergent allergies your child might have. 

MEALS:

The Provider will supply 1 meal and 1 snack per day.

Children should be encouraged from an early age to develop good table manners. It is important that mealtime be a relaxed, comfortable time and not a time for exuberant play or singing, as this could lead to a choking hazard. Children in my care are not permitted to walk about holding food or drinks. You may provide a treat ONLY if there is enough for everyone.

The children are offered the food in a Family Style Dining Setting. This means we all sit together at the tables, say prayers and I serve our food. Children are not forced to eat, but they MUST remain seated with everyone else as part of the child care family unit. Children who choose not to eat will not be served additional food until the next mealtime. Please make sure the provider is aware of all food allergies.

The provider will serve nutritious meals and snacks. Meals are served at the following times (approximate):


Breakfast 9:30 A.M.


Lunch      12:30 P.M.


Dinner       6:30 P.M.


Snack        4:30 P.M.

If a child requires a temporary special diet, the parent is responsible for bringing these food items. The meals should come commercially prepared, ready to heat and serve.

OUT OF HOUSE ACTIVITIES:

The provider's regular program includes neighborhood walks, playground visits, grocery store, Wal-Mart, McDonalds, school and other out-of-house activities that involve transportation of children by foot, in strollers, or in vehicles owned by the provider. These activities may or may not be pre-planned. If pre-planned the provider will notify the parents in advance. A travel authorization form will be required to ensure that your child / children may participate in ALL out of house activities. 

FIELD TRIPS:

Throughout the year we might take a few major field trips. Parents are welcomed to join us anytime, but are not required to. Advance notice will always be given about field trips and a permission slip will be sent home with your child. The parents agree to pay for any admission charge and other expense involved in the field trip, if required. 

QUIET / NAP TIME:

After an active morning, a full lunch and a nice story, the younger children will need to rest for part of the day. They may lie quietly or fall asleep.

School-aged will have quiet time during this time. They can either read, do homework, or watch a video. The provider reserves the right to have school-agers lay down for a nap also, if they are especially grumpy or disruptive. 

AFTER SCHOOL:

After we have quiet time, complete our homework and have a snack, I will try to provide a fun group activity that all the children can be involved in. This may range from going for a long walk, building a village out of modeling clay to sitting down and playing a board game together. 

*Christian values may be incorporated into the themes and activities. Upon signing the following contract you state that this is understood and not a problem. *

ILLNESS:

It should go without saying, but PLEASE do not bring your sick child to child care. It is unfair to your child and unfair to the other children--both in the extra time your child will require, and exposing the other children to illness.

Examples of associated symptoms include, but are not limited to:


1. Fever of 101F measured orally. (Child needs to be fever free for 24 hours)


2. Nausea, vomiting or diarrhea.


3. Sore throat, loss of voice, hacking or continuous coughing, runny nose (Other than clear).


4. Runny eyes or ears.


5. Rash 


6. Lice (may not return child to care until no more nits are spotted) 

Parents of children who become ill during the day will be promptly notified. Parents are to make arrangements to pick up or have their children picked up immediately. In order to reduce exposure and risk to other children in my childcare, the sick child will be isolated from other children (if possible) until the arrival of a parent or emergency contact. If the parent cannot be reached, the person designated as the Emergency Contact and then Alternate Contacts will be notified. 

Children with acute non-infectious illness may only be brought to Child Care if a fever is not present and they are able to participate in activities. 

Parents of a child with a diagnosed contagious condition (measles, head lice, pink eye, mumps, chicken pox, etc.) are asked to notify me as soon as possible so that I may alert parents to watch for symptoms in their own children. 

The provider reserves the right to determine whether a child should remain in the day care when illness is in consideration. Also to do lice checks on all children if one child is scratching at their head excessively. 

MEDICATION:


*No Medication will be given after 10 DAYS unless specified by the physician.


*All Medication will be given at the proper time and the correct amount will be administered to the person/persons.


*All Medication will be listed on a form if more than one is to be given.


*All Medication will be given by the PARENT/GUARDIAN for 24 HOURS before I will give it to the child/children. 


*All Medication must be in the original container 

The provider will have a form for you to sign giving permission to give the medication to your child. Medication will be administered at the time specified and a written record kept. Please do not leave medicine in book bags or cubbies, hand the medication directly to the provider. 

INJURIES AND MEDICAL EMERGENCIES:

Minor cuts and abrasions suffered while at the center will receive proper care -- specifically, they will be washed with soap and warm water, properly bandaged, and if necessary children’s Tylenol, Motrin, or Advil will be given for pain (this includes headaches). Please inform Provider if your child cannot take any of the medicines listed. 

If a medical emergency arises, the provider will try to contact a parent first, unless doing so endangers the child's life. In that case the provider will take necessary steps, putting the child first (calling hospital, doctor, poison control, etc.). If need be, the provider will take the child to the nearest emergency hospital first, then try to call you when we arrive (a medical emergency release form must be filled out prior to child starting child care). 

If a parent is unable to be reached, the provider will keep trying until he or she is available. 

PARENTS: YOU OR YOUR FAMILY’S INSURANCE ARE RESPONSIBLE FOR COST OF MEDICAL HELP OR TREATMENT DUE TO ACCIDENTS OR ILLNESS WHILE AT CHILD CARE...

OTHER EMERGENCY PROCEDURES:

FIRE

In the event of a fire, we would evacuate the house immediately and gather on the sidewalk at the end of the block. This will be practiced at least once a month (usually more) so the children are familiar with what to do.

TORNADO

If severe weather arises and a tornado alert is issued, we will proceed to the basement where children will crouch and cover their heads.

MISSING CHILD

If a child should become lost, a thorough search of my house and grounds would be made. If the child is not located, police and parents would be notified and a neighborhood search begun. On a field trip the area where the child was last seen would be substituted for "my house and grounds."

POWER OUTAGE

If the power goes out we have candles, flashlights and matches. Extra blankets are in the storage chest and plenty of board games are in the playroom. We have some stored water and an abundance of boxed and canned goodies. 

PROVIDER EMERGENCIES

If the provider becomes unable to supervise the children during the day for any reason, her first choice for a back up would be her husband Billy. He is often here and the children know him. If he were unavailable she would call her mother, sister, etc. The provider would only leave your children in the care of someone with whom she trusts and knows very well.  

COMMUNICATION:

The provider will accommodate you and your child as much as possible to help them learn new skills and to provide a safe and nurturing environment. I maintain an open door policy (this means you are welcome to show up when your child is here anytime . . . NOT the door is unlocked and open!). Parents are always welcomed. Drop-in visits are more than welcome anytime, but keep in mind they tend to put us off schedule and may be for a period of no longer than ½ hour. 

Open lines of communication and lots of parental involvement are essential to the well being and development of each child in care. It is only through parent/provider interaction that the goal of quality, nurturing care can be achieved.

The provider will summarize the weeks' events regularly. The provider tries to send home a Weekly Behavior Sheet each Friday giving an overview of the events that occurred during that week. Conferences may be arranged every four to six months so we may discuss your child's progress and other topics that may need reviewing. Parents can feel free to arrange conferences any time they feel fit. 

TRIAL BASIS:

Your child's adjustment is important to all of us. It is, therefore, agreed that a two-week trial period will exist before arrangements for continued care become final. At the end of this period, the parents and provider will discuss how the child has adjusted to the new setting, realizing that this varies from child to child. At this time either party may terminate care. 

TERMINATION OF CARE:

The provider reserves the right to terminate any child or family from the program who does not abide by the policies set forth in this handbook. If the provider can no longer watch your child for one reason or another, she will try to give you at least a two-week written notice. If the provider finds it necessary, she reserves the right to terminate all services for any reason without notice.

Examples or reasons provider may terminate care include (but not limited to): 


*Failure of parent to pay.


*Failure to complete required forms.


*Failure to pick up on time.


*Lack of parental cooperation or communication.


*Failure of child to adjust to childcare after a reasonable amount of time.


*Provider's inability to meet the child's needs.


*Breach of contractual agreements. 

WITHDRAWAL:

After the trial period, if for some reason you decide to stop bringing your child to Child Care a Withdrawal Form must be turned in two-weeks prior to the date expected as the child’s last day. This will allow time to find a child to fill your child's spot. Payment is due for the two-week withdrawal period whether or not the child is brought to childcare.

Any outstanding fees must be paid on or before the child's last day. If it becomes necessary for the provider to resort to legal action to collect fees, the parent(s) or guardian(s) will be responsible for legal fees incurred on my part. 

DISCIPLINE:

Active and happy children are the sign of a good childcare. Occasionally discipline problems do arise, and the following methods are utilized:


*Redirection of the Child's Behavior: Talk with the child, explain the problem or the inappropriate actions of the child and redirect the child. 


*Time Out: The child must stand or sit in a corner away from group activities quietly for a period of 1 minute for each year of the child's age. 
Example: 
A 2year old will sit for 2 minutes.


*Removal of Privilege: In order to use a consequence as a learning experience for the child, I will remove a privilege, which is logically in response 
to an inappropriate or not allowed behavior. For example, if a child continues to ride a tricycle in an unsafe manner after being aware of the safety rules, I 
may take away the privilege of riding the tricycle for a period of time.

*Assistance: Parent's support is needed in situations where children are out-of-control. In these times, a parent will be asked to help at home with 
a positive reinforcement of the Provider's actions.


*Last Resort: In an instance where a child's behavior is continually upsetting or dangerous to others, or myself arrangements will have to be made for 
the child to go elsewhere for care.


*Children under 2: Are told NO in a stern voice and moved away from area. 

Children are never punished for lapses in toilet training or for accidents (spilled milk, for example). Instead, I will have the child help clean up if possible, not for punishment, but to help teach responsibility.

PROVIDERS PETS

The provider has animals in and around the house. They are a part of the provider’s family and will have their doctor visits and shots.

This Policy Handbook is valid through January 01, 2004. 


