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235 Holly Berry Rd.

Fredericksburg, VA  22406

540-752-8070

Enrollment Letter

Dear Parents:  


Thank you for your interest in enrolling your child in my program.  I hope I can provide all of the love and attention you could possibly want for your child.  All of the children I care for are treated as my own, and I hope that everyone feels like part of the family.


The reason I began providing childcare in my home is because I really enjoy working with little children and I wanted to supplement our family’s income.  As I explained to you, I’ve found it best if everyone is aware of some of the policies that have helped to make our program satisfactory to all.


I have prepared the attached handbook, which includes the areas that are most important to me.  I hope that you will be comfortable talking to me about any area with which you feel you will not be able to comply.  It is very important that all of the parents respect my hours of operation, sick policy, and need for prompt payment of the weekly fee.


It is also important that we are in agreement about my policies regarding vacations, holidays, and other absences. 


Again, thank you for allowing me to care for your child.  You can be assured that I will do my best to provide an interesting day for your child so that you can have peace of mind while you are not present.







Sincerely,







Amy Fluharty
PARENT  HANDBOOK/CONTRACT

PROGRAM PHILOSOPHY
My purpose as a child care provider is to provide quality care for each and every child.  I am offering to care for children with special needs and devoted to insure non-discrimination in my home.  I plan on working with each child based on his/her individual development and learning process.  I will be working with the children to give them support and encouragement through out their stay here.

PROGRAM POLICIES
I will hold the following records for each child in care:  

· attendance

· emergency information

· child’s information sheet (including immunizations)

· brief summary of each child’s day

· a developmental folder 

FINANCIAL ARRANGEMENTS

Scheduled hours:  7:30am - 4:00pm

	Age
	# Hours per Day
	Daily Rate*

	2yr. old and up
	(0-8.5) hrs (8:30-4pm)
	$35.00

	2yr. old and up
	(0-4.5) hrs (8:30-1pm)
	$25.00

	5 yr. old and up
	(0-4.5) hrs (8:30-1pm)
	$22.00

	5 yr. old and up
	(0-8.5) hrs (8:30-4pm)
	$30.00


*subject to change with two weeks notice

***The 7:30 time frame is during the school year and if one is not there by 7:35am, will have to wait until I return at 8:30am.  Or can meet at FCS, 4pm is only available on occasion otherwise pickup is required at 3pm at FCS.

Additional Hours for all ages:

· Additional time will be negotiated as needed; an hourly/daily/weekly rate will be determined and adhered to if agreed to in advance (designated in the contract).
· Evening/weekend babysitting services may be provided on a negotiated, case by case basis.  

Start up fees:

· Registration fee $10.00 (nonrefundable)

· Two week’s deposit 

· Activities fee $30.00 per year per child (payable on Sept. 1 each year, for children 2 yrs. old and up) (nonrefundable)

Payments must be made to me each Thursday or sooner upon arrival, from the first week that care is given until two weeks after formal written notice is received.  In other words, the payment agreed to in the contract must be made each and every week (see additional terms below).  Two weeks courtesy notice must be given before canceling; if two weeks notice is not given, the deposit shall be kept and not refunded.  Additionally, if a payment is missed, the deposit shall be kept as that week’s payment; in this situation, for care to continue, a new deposit must be made and payments must continue on schedule.  Any late payments (defined as not received by each Thursday at 12:00 noon, or the last day of the child care week by 12:00 noon if the Thursday is on a scheduled closed day) will incur a late charge of $15.00 each calendar day late unless other arrangements have been made in advance with Quality Childcare and agreed upon in writing by Quality Childcare or if there is a bona fide emergency situation.  Parents shall be charged $25.00 for any returned check.

The following days care will not be available:

· New Year’s Day

· Martin Luther King’s B-day

· President’s Day

· Memorial Day

· Fourth of July

· Labor Day

· Veterans Day

· Thanksgiving Day and the Friday after Thanksgiving

· Christmas Eve, Christmas Day, and the day after Christmas Day (if during the week)

I do not charge when I am ill, on vacation, or if my substitute cannot fill in, and payment will be deducted accordingly.  Vacations and need of absences will be told to you at least two weeks in advance.  

HOURS OF OPERATION
· The hours of operation will be from 7:30 am to 4:00 pm Monday and Friday, and sometimes on Wednesday’s.  

· Children will not be accepted into care before 7:30 am.

· After 4:05pm, parents will be charged an additional $5.00 for every ten minutes they are late.  In implementing this policy, I realize that situations beyond a parent’s control happen; therefore, each parent shall have one grace period of 10 minutes each month that they may use before being assessed a late fee.  Unused grace periods will not accumulate.  Other situations (accidents, traffic, etc.) will be evaluated on a case-by-case basis.  If you know you may be late, please call!

PARENT RESPONSIBILITIES

· I expect the parents to give an approximate time as to when the child is to be dropped off and picked up.   This greatly helps in the planning and maintaining of schedules for the children.

· I also will expect you to provide the child with his/her clothing, medicine, bottles, diapers, etc.  

SUBSTITUTE CARE
In cases of emergency or sudden need of absence I have two substitutes.  If possible, I will notify the parent if this occurs to give you the choice of picking up your child or leaving him in the care of the substitute.  

SICK CHILDREN
If a child becomes ill, I will notify the parent to come pick him/her up.  I cannot allow any child to come or remain in care if the child is showing any symptoms including but not limited to: 

· Vomiting

· Fever

· Seizures

· Severe pain

· Diarrhea

In accordance with my regulations, I shall not care for a child during the period of a communicable or transmissible infection or disease.  

ADMINSTRATION OF MEDICATIONS

I will agree to give the child prescription or non-prescription medication only if I have written authorization from the parent.  The following must be adhered to:

· Parent authorization form signed prior to giving the medicine.  This form (or a written substitute) shall include:  child’s name,  parent’s signature and date signed, dosage for the child, dates in which the medication is to be administered, and time to administer the medication or the conditions for which the medication is to be administered.

· Prescription medication must be labeled by the pharmacy with:  the child’s name and the expiration date that indicates that the medication is still usable.  At least one dose of medicine must have been given to the child at home prior to administration at day care.

· Except for acetaminophen (i.e., Tylenol®, etc.), only one dose of a non-prescription medication may be administered unless a licensed health practitioner approves the administration of the non-prescription medication and the dosage.

NUTRITION
I will provide the children with a morning snack, lunch, and afternoon snack.  I will provide healthy snacks such as crackers, fruit, etc. 

	Morning Snack
	9:10 am – 9:25 am

	Lunch
	11:00 am – 11:30 am

	Afternoon Snack
	3:30 pm – 3:50 pm


**If your child will be arriving after a meal service is over, you will be responsible for serving your child that meal prior to his arrival at day care.

GUIDANCE AND DISCIPLINE

I will do the best I can to prevent the children from misbehaving by providing activities (some active and some quiet), as well as providing adequate supplies and toys. Giving positive verbal rewards encourages acceptable behavior. This reinforces a child's good feeling about his/her behavior and serves as an example to the children to act in such a way as to receive this praise. Asking a child to stop and think about their behavior enables the child to work at self-control. Depending on the situation, one warning is usually given and the child reminded of acceptable behavior. The next step would be a timeout. This timeout is not a punishment, but rather a time when the child may calm down, remember what behavior is acceptable, and decide when they are ready to rejoin the group with appropriate behavior. If timeouts are not effective, some sort of consequence will be imposed. This may range from a favorite toy being taken away for a period of time, to being excluded from a favorite activity. Naturally, parents will be advised. 

TOILET LEARNING
When a child reaches a certain age such as three years old, they should know when and when not to relieve themselves.  When a child is that old or older and does this deliberately they will be disciplined.  But when training a child, I will teach him/her to the best of my ability and will use rewards when they do right.  I expect the parents to continue the training process with me until needed.  Training pants or diapers shall be used at all times until the child has proven trustworthiness.  All children under the age of three must wear training pants during naptime, unless there is an extraordinary case.

SECURITY OBJECTS:  BLANKETS, PACIFIERS, AND SPECIAL TOYS
Pacifiers shall only be allowed for infants less than one year.

Blankets and toys may be brought at the parents’/children’s own risk (i.e., I shall not be responsible for them.)

NAPPING

I require naptime of all my children in care.

CHILD NEGLECT/ABUSE REPORTING RESPONSIBILITIES
I am obligated if I suspect any case of child abuse or neglect to report it to the authorities.

DEVELOPMENTALLY APPROPRIATE ACTIVITIES
I will provide these following activities for the children, but not limited to: 

· music and movement

· block building

· story time

· outdoor play

· small motor development play

· art/crafts

· video educational time/television

· discovery/theme learning

PARENT/PROVIDER COMMUNICATIONS

If there is ever a need to communicate a problem or just to talk about their child, please feel free to call before 5:00pm.

TRIAL PERIOD  

The first two weeks in care are considered a trial period. If for any reason either parent or provider feels continued care in my home would not be in everyone's best interest, care may be terminated without written notice or penalty (two week's fee). Payment must be made in full for time in care. Two week's written notice is required for termination after the first two weeks. 

TRANSPORTATION

No transportation outside of the day care facility will occur without the prior written consent of the parent or legal guardian.  This policy shall be waived only in the case of a medical emergency.  

CHILDCARE GUIDELINES

The following is a list of some of the guidelines in childcare. They are listed only to give you insight into my childcare policies and philosophies. 

· Everyone - Children and parents must remove their shoes or boots before walking on any carpeted areas.

· Name-calling, foul language, or yelling is not allowed.

· Hitting, kicking, pushing, pinching, biting, or hair pulling are completely unacceptable and time-out will be assigned for these offenses.

· Food and drinks must be contained to the kitchen area ONLY.

· “Back Talking” will not be permitted.

· No gum allowed in daycare!

· We emphasize the importance and practice of good manners.  Every young child is capable of learning some of the most important phrases:  
“Thank you,” “no thank you,” “may I/ please,” and “you are welcome.”  I thank you for reinforcing the practice of good manners in the home environment.

·  Nap time falls sometime between 1:00pm – 3:30.  If possible, please plan to pick up and drop off your child outside of these times.  Visitation during this time is discouraged. 

· Visitation at all other times is encouraged with advanced notice (if possible), to maintain the children’s focus and schedule.

· Throwing objects is not permitted at all in the house.

· Children will not be allowed to participate in outside playtime without having appropriate footwear and clothing.

TERMINATION OF CONTRACT: 

This contract shall be terminated if any one or more of the following occur. 

· Serious illness of a child, preventing attendance.

· The account becomes delinquent.

· Quality Child Care determines it is unable to meet the needs of the child. 

· Quality Child Care determines it is not in the best interest of Quality Child Care or the children enrolled to have the child in attendance. 

· Failure of the parents to cooperate with Quality Childcare that Quality Childcare determines is serious enough to warrant termination.

·  Parental Termination - Required to give a written two week notice for which you will be charged your normal child care rates. Advanced payment is required for the entire two-week period and is due upon Quality Childcare receipt of written termination notice. 

Many of the rules and information in this booklet are written from experience and situations that I have faced in childcare. It has certainly been a learning experience for me. I am always open to suggestions. If there are any problems or something has upset you, I encourage you to please come and talk to me about it.  I want everyone to be happy and comfortable with my childcare services. 

**PARENTS ARE RESPONSIBLE FOR PAYING ANY MEDICAL COSTS OF THEIR CHILDREN WHILE IN CARE.

*All terms of this handbook are subject to change at the discretion of the childcare provider.  Parents shall be advised of any changes at least two weeks in advance. 

Daily Schedule

Ages 2-4 years

8:30-9:10
outside play

9:10-9:25
snacks

9:45-10:10
theme learning’s (alphabet, theme goals) integrated in play

10:10-10:30
art 

10:30-10:50
music & computer time, free play

10:50-11:00
clean up

11:00-11:30
lunch

11:45-1:00
story time

1:00-2:20
nap/rest time

2:20-3:30
Ride to FCS, music,etc.

3:30-3:50
snack

3:50-4:00
clean up free play

Items needed for each child:

I need each parent to bring the following items for their child:

· food/milk for breakfast when applicable

· extra clothes


I will provide meals for the children.

CHILD CARE AGREEMENT

Please fill in the hours of care below:

Week 1

	Day
	Mon
	Tue
	Wed
	Thu
	Fri
	Sat 
	Sun

	Times
	
	
	
	
	
	
	


Week 2 (if different – i.e. compressed work schedule, etc.)

	Day
	Mon
	Tue
	Wed
	Thu
	Fri
	Sat 
	Sun

	Times
	
	
	
	
	
	
	


TOTAL number of hours per week:  ____________

	Child’s Name
	Age
	Weekly rate for above hours

	
	
	

	
	
	

	
	
	


TOTAL weekly rate* for all children listed above _________________

I agree to pay weekly the TOTAL rate for childcare for the above pre-designated times.  Further, I agree to the terms outlined in the handbook.

______________________________

name

______________________________

signature

______________________________

date

*As noted in the handbook, rates are subject to change.  Parents shall be given notice of any changes at least two weeks in advance.
�









