HANDBOOK

Welcome to the Crayons & Castles Childcare, Inc.  

For a better understanding between parent(s) and myself. I have created this handbook. It covers all of my childcare goals, policies and expectations. Please read this handbook carefully, and feel free to ask me any questions that you may have. 
MY CHILD CARE GOAL: 

I try to provide all the children in my care, a clean, safe, comfortable, loving, home away from home, where they can play and learn and teaching them to take turns being kind to each other, and to help each other. I offer structured and flexible schedules. My structured activities include a toddler or preschool curriculum, circle time, story time and learning time. No child is made to participate. Any child not wanting to participate can continue playing. Some of my more flexible activities include free play, outdoors play, walks and parties. The most important thing is to have FUN! Please don't expect my home or your child to be perfectly clean at pickup time. We do lots of activities that are messy and will do our best to maintain cleanliness and order, but fun and the well being of the children will always come first, then the cleaning. 

 COMMUNICATION: 

Open communication is very important to me. When you enroll your child here, I hope that we can speak openly about any concerns or questions that we may have. We can try to come to mutual understandings if we have different views on things. I welcome questions, feedback, or discussions of any kind that are oriented towards a positive outcome for the child (ren). Sensitive issues will be discussed in private outside of regular childcare hours either by telephone or a personal meeting. I am looking forward to seeing you and your child each day at my home. 

ENROLLMENT POLICY: 

There are several forms that I must have completed before I can begin caring for your child. NO EXCEPTIONS. All forms must be updated at least every 12 months, sometimes sooner, according to need. The forms are as follows: 

· Child's Record
· Health History and Physical
· Parents Information
· Immunizations
· Pictures and Video
· Transportation Form
· Water Play/Pool Permission
· Signed Contractual Agreement
· Food Program Enrollment Form 
If you have any questions about these forms, please feel free to ask. 

TRIAL PERIOD: 

Your child's adjustment is very important to me. The two weeks of your child's enrollment will be considered the trial period. At the end of this period if there are still any problems we will discuss them and how your child has adjusted to the new setting, realizing that this varies from child to child. After this period a 2-week written notice is required to terminate the agreement. 

FEES: 

 I require a deposit for all new families. The deposit will be the amount of one week's tuition for your child or children. This WILL BE REFUNDED if you give me the two weeks notice as required in the contract before termination of care. If you don't give me two weeks notice, this fee will not be refunded. 
HOURS OF OPERATION: 

Crayons & Castles Childcare is open 6:00 AM-5:00 PM, Monday through Friday. I have an open door policy for parents during day care hours. This means that you are always welcome to call or drop in to see your children. Please look at our schedule before dropping in or calling, we are not always on the premises, and remember that visitors usually cause children to react in an excited manner that does not normally occur when I am alone with the children. If you call during the day, please be aware that I may be busy with the children and may not be able to answer the phone. If you would leave a message, I will call you back as soon as possible. 

 HOLIDAYS/VACATIONS: 

The following is a list of the Paid Holidays that I will be taking each year: 

            Noon on New Year’s Eve, New Year’s Day ,President’s Day, Memorial Day, 4th of July, Labor Day, Veteran’s Day, Thanksgiving Day and the Day after Thanksgiving, Noon on Christmas Eve and Christmas Day. I also allow myself 5 paid personal days. These days are similar to your sick days acquired at your job. I will give as much notice as possible when I will be using these days. I will be taking the Friday before the holiday if the holiday falls during on a Saturday or Monday after the holiday if the holiday falls on a Sunday.
VACATION

My vacation weeks are April 2- April 6, July 9- July 13, December 24- December 28 . You are not responsible for paying me during these times. Should you take another time frame you MUST pay ½ the week rate to hold your spot and give me at least two weeks notice to do so. You will only be allowed 2 weeks at the ½ rate. Any and all other weeks will require full pay rate. I will provide you with my vacation weeks for the next year by December 15th of each year.
RATE CHANGES: 
If at anytime I decide to change my rates you will receive a one month advanced notice of all rate changes. At that time you can choose whether to continue enrollment at Crayons & Castles Daycare or give me a 2 week withdrawal notice. 

ADDING OR CHANGING DAYS IN YOUR CHILD'S SCHEDULE: 

If your child is attending part time and you would like to add a day and there is space available that's fine or if you would like to change days if there is space available that's fine too. If your child is attending part time or full time and you want to cut down on the amount of days your child is attending then I need a 2 week notice and you will be required to pay for the spots your child has reserved even if they do not attend all the days for the remaining 2 weeks. 

LATE PAYMENT: 

Payment is expected on each Monday, or the first day your child attends that week. If payment is more than 24 hours late there will be a $10.00 a day late fee and your child will not be able to return until paid in full along with the late fees. If Payment is not received within five days, I will terminate services without notice. Please keep in mind that this is part of my family income… You wouldn't keep your job if you weren't paid on time, would you? The success of my business depends upon the prompt payment of tuition/fees in order to take care of day-to-day expenses that are encountered. Tuition and fees are computed with the following factors in mind: 
· Food, health supplies, craft/activity/curriculum books, educational toys, play equipment and books provided for the children
· Outside playground equipment
· Business taxes
· My Social Security, FICA, and self-employment taxes
· Gas and use of my vehicle on field trips
· Energy costs and use of provider's home and equipment
· Additional time spent, each day, on record keeping, parent newsletters, clean up from day care, and shopping trips for food and supplies. 

Although weekly daycare payments and monthly fees may seem high, please keep in mind the amount that is returned directly to your child via food, supplies, monthly curriculum, etc. My wage is the amount that remains after all of the above expenses have been paid. 

OVERTIME: 

Overtime is considered any time outside of the agreed upon time interval. The following charges will be assessed for overtime incurred. Fees will be collected Friday of each week. *$10.00 for every 15 minutes when not prearranged for each child. If pick up becomes a big problem termination of services may result. I am under no obligation to provide an extension of time if such extension conflict with my own plans. Late arrivals Does Not justify late departure. 

BOUNCED CHECK CHARGE: 

A penalty charge of $30.00 will be assessed if a check is returned for insufficient funds. In addition, the parent agrees to pay for all expenses to my account resulting from the returned check. In the event of a returned check, payment for six months must be made in cash or money order only or I may choose to terminate service. 

FUTURE ENROLLMENT: 

If care is to begin at a future date, one full week advanced payment will be required to hold a place for your child for up to 3 weeks. Until this deposit is received the spot is not "Saved" and could be given to another child. If enrollment is going to be longer than 3 weeks then I require one week deposit plus every Friday ½ the weekly fee to hold your child's spot until your child starts otherwise the slot will be filled. The money will not be refunded if enrollment is cancelled. Once care has begun, you deposit will be refunded to you ONLY IF you provide me with the required two week notice for termination.

ABSENTEEISM: 

Parents are asked to call me at 965-3385 before their scheduled arrival time on the days their children will not attend. Parents are still responsible for payment even if the child does not attend the group. We go out for walks in the park or play / do activities outside (weather permitting). If your child is going to be late please call.  So please if you’re going to be late call us or we may not be here when you arrive and if you chose not to wait for us to return you will still be responsible to pay for the day. If we know about when you’re going to arrive we can plan when to go for our walk. The kids enjoy their daily activities. It’s really to bad for the kids to miss this because were sitting here waiting for someone to show up who either isn't coming or is very late. That's why if I don't get a phone call telling me your going to be late and its past your normal time to come then we will just leave assuming your not coming and didn't call us. 

ARRIVAL AND DEPARTURE: 

Children will miss their parents and may cry upon departure. It is normal for your child to cry on arrival, especially for the first few weeks. It is a natural occurrence and the crying will stop within a few minutes after the parent leaves. If your child does a significant amount of crying at drop-off time, please make your stay brief. It is harder on the child when you prolong your stay. A smile, cheerful good-bye kiss, and a reassuring word that you will be back is all that is needed. In my experience, children are nearly always quick to get involved in play or activities as soon as parents are gone. You are encouraged to listen outside of the door if you are concerned, to be sure the crying stops, as it normally does. 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. Please be in control of your child during drop off and pick up times. This is a time of testing when two different authority figures are present (parent and myself) and this situation will be tested at one time or another to see if the rules still apply. I will remind your child if inappropriate behaviors are being displayed. Children of all ages adjust to transitions from one activity to another differently. Most do not like to be too rushed (sometimes just a quick look at what they have been doing all day will make departure a lot easier for the child and some do not like to wait too long once they are ready to depart. Parents must accompany their child upon arrival and departure. Please hold your child's hand or carry them out to the car and inside each day, as cars will be coming in and out of the driveway and may not see your child out there. I also require that your child be placed in a child safety seat when leaving my premises as requires by the Virginia State Law. I am concerned with the safety of your child and should you choose not to obey the law, the local police department will be notified and I will terminate your contract without notice. To provide the best possible care, the parents and I are encouraged to keep lines of communication open. This includes any discussions about changing behavior of the child. PLEASE feel free to call and discuss it with me. The best time to reach me would be during naptime (usually about 1 pm would be the best) or else after daycare hours, before 9 pm. It is only through our interaction that a goal of quality, nurturing care can be achieved. I prefer that there is not pick ups or drop offs during the nap/quiet time (12:45pm – 2:45pm), but if it is necessary, please be as quiet and quick as possible. Children who arrive during quiet time will need to remain quiet (they may play/read quietly) until quiet time is over, so that others will not awoken from their naps. 

EARLY OR LATE ARRIVAL OR DEPARTURE: 

If you are going to pick up your child earlier or later than usual please call me or let me know that morning or the night before if possible. We are not always on the premises. If you come early and we are out you will not be able to reach us. We are usually here at nap time but if I have only a few children that day I may end up doing an after noon hike and having a late nap time that day. My schedule is flexible and if it's a really nice day we take advantage of it. 

RELEASING YOUR CHILD: 

My normal procedure is to release the child only to his/her parents, or someone else the parents designate. If someone other than the parent is to pick up the child, please notify me ahead of time. A verbal notice is fine on that day, if this person is on the list of people who are authorized to pick up your child. If the person is NOT on that list, I MUST have written permission to release your child. Please inform emergency contacts, or people designated to pick up your child, that if I do not know them, then I would ask for identification. I do not mean to offend them. This is simply a measure taken for the child's protection. Drop off and pick up times are not good times to discuss serious problems. Little ears and minds hear and understand everything. I am not comfortable discussing children in the presence of anyone, but their parents. Topics that concern day-to-day events or light-hearted discussion are fine. 

CUSTODY ISSUES AND UNAUTHORIZED PERSONS: 

If only one parent has custody of the child(ren) and the other is not authorized to pickup the child, the parent must instruct the me 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. 

LEAVE OF ABSENCE: 

Full payment is due regardless if the child/ren attend the group or not. This includes paid holidays and paid personal days.

CLOTHING: 

Children should be wearing play clothes. We like to have fun! Having fun involves outdoor play and lots of messy activities, so make sure that your child is dressed appropriately. The children are actively involved in their day, meaning paint will be spilled and puddles may be splashed through. Please don't dress your child in nice clothing and expect them to be spotless when you arrive to pick them up Durable washable clothes are essential, for I would much rather see a child freely explore than worry about stains. Clothing should be comfortable and seasonally appropriate for outdoor play. Make sure to include hats, mittens, boots and coats for cold weather. Each child must have a change of clothing in case of an accident. These clothes need to be labeled with the child name. 

 SUPPLIES (You Need to Provide): 

Parents will need to provide the following items:
Infants: Diapers, pacifier (preferably on a pacifier string), bottles, formula, bibs, saline drops/gel and nasal syringe, blanket for rest time, and a complete change of clothes (replace when soiled).
Toddlers & Children: Diapers, pull-ups, pacifiers, blanket for rest time, swimsuit and towel (summertime), and complete change of clothes (replace when soiled). 

Please write your child's name on all belongings. I am not responsible for ANY items brought from home. 

DONATIONS: 

Donations help me keep costs down, so if you have any of the following items on hand and are willing to donate them, it would be greatly appreciated. This is not mandatory.
· Egg cartons, toilet paper rolls, paper towel rolls, etc. 
· Magazines for cutting any that have lots of pictures of people, children, or animals. We are looking for pictures that would appeal to children.
· Construction paper, paint paper, note books, any kind of paper, waxed, foil, paper towels, etc.
· Crayons, markers, play dough, or any misc. art supplies, such as fabric scraps, glitter, pipe cleaners, paper plates, etc.
· Children’s Books 

DAILY SCHEDULE: 

Young children, toddlers and babies enjoy a structured schedule that allows for flexibility. A schedule helps the day to flow more smoothly, allow the children to anticipate coming events, and aids in achieving a variety of goals. We will adhere to our written schedule to the best of our ability, keeping in mind that anything can happen when children are involved. There will be times when we have to make adjustments to the schedule. We appreciate families considering our schedule when picking up or dropping off their children. It is better if arrivals and departures do not occur during quiet time, but when they do, please take note of the fact that children may be sleeping. Come and go as quietly and quickly as possible. Children who arrive during quiet time will be expected to rest or play quietly until the rest period is over.  A schedule is posted on the bulletin board

TOYS: 

I prefer that children DO NOT bring toys from home as this usually causes fights over the toy. Your child not wanting to share his toy and the other children want to play with the (new to them) toy. Unless it is something that can be shared with the entire group (i.e. books, videos, etc.). Little ones have a difficult time sometimes sharing the toys here with others, and it is even harder with their own special toys. If toys are brought, please note that they may be put away, if they are the cause of disagreements among the children. Toy weapons (guns, knives, swords, squirt guns, etc.) and not permitted and will be turned away at the door. If your child has a favorite nappy time toy, please bring it and I will get it out of their cubby at naptime. I am not responsible for any loss or breakage of personal items. All personal items must be clearly marked with the child's name.

 TOILET TRAINING: 

When you feel your child is ready for toilet teaching, I ask that you begin this teaching at home during a weekend or vacation. I will follow through and encourage your child while in my care. Toilet training will be done in a relaxed manner with the cooperation of the family. I require that the child must be at least 2 yrs. old, and must be showing signs of readiness. When a child is ready, the process should go pretty quickly. The child must be kept in pull-ups training pants at all times. Putting a child in diapers part time, and training pants part time, can be confusing and delay the training process. Please keep in mind that the activity level here can distract your child from responding to an urge to use the potty, more so than at your home. Therefore, I will continue to use pull-ups until your child can and will announce that (s)he must use the bathroom (not just at home, but here, as well) and can control his/her bladder and bowels for a few minutes beyond that announcement. Parents need to supply training pants pull-ups, plus a couple of extra changes of clothing each day (don't forget the socks!). Do not bring your child in panties or underwear until (s) he has naptime and bedtime control established. During potty training the child needs to be dressed in "user friendly" clothing as much as possible. The best items are shorts and pants with elastic waists. Try to avoid really tight clothing, shirts that snap in the crouch, pants with snaps & zippers and overalls as often as you can. Your child will want to help pull pants, etc. up and down, plus clothing with too many "gadgets" makes it harder to get the child on the potty in time. 
When your child shows readiness for toilet learning, this will be done in a relaxed manner and in cooperation with you. I will only begin helping to potty train a child if you have successfully began training at home for a week prior. Please don't ask me to begin potty training your child if you haven't successfully began training at home. I will gladly follow your means of potty training if you just let me know what it is. For example, if your child is rewarded a sticker or an M & M for each potty in the chair, just provide the stickers or M & M's and I'll follow your lead. If your child has frequent accidents or is just learning to use the toilet, you will need to provide plenty of extra clothes and pull-ups. During potty training you are asked to supply me with at least 2 extra full changes of clothing, including socks and training & plastic pants or pull ups. These are to be left at the day care and replaced as needed. Soiled clothes will be returned in a plastic bag at the end of the day. 

 MEALS: 

Do not bring your child here in the morning eating pop tarts, donuts, candy, drinking soda, etc. If your child is eating food not received from my home they must remain in your car until food is gone or it will go in there cubby until pick up time. Its not that I'm being mean but how would your child feel if he saw another child eating a Popsicle or ice cream cone and he couldn't have one! . I prefer that children do not bring food, drinks, etc. from home unless requested. Children tend to think the "grass is greener . . ." when they see someone eating something different from them. If you would like to bring in a nutritious snack for you child and all the other children that's fine. But please check with me first to make sure that no one has an allergy to whatever you may like to bring. UNDER NO CIRCUMSTANCES IS CANDY OR GUM ALLOWED!! Candy ruins their appetites and gum can get stuck on the floor, furniture, hair, etc. Thank you. My menus follow the USDA Child Food Program. The program provides guidelines for nutrition and menu planning. 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. 

Meals will consist of breakfast, lunch and afternoon snack. Children who arrive after meal times should be fed before they arrive. Menus will be posted on the bulletin board by the front door. Parents of infants will need to supply all formula, breast milk and baby food. It is my belief that infants should be fed on demand. If parents have another feeding schedule in mind, we will need to discuss, so that the infant's needs will be adequately met. If your child has allergies, and needs to eat special foods, then you will need to provide what your child is going to eat. My menu will be posted on the board Monday morning and if there are things on there your child can eat let me know which ones and you will need to supply anything else your child will require to eat. I never force a child to finish what is on his/her plate, but I do encourage each child to try one or two bites of everything. Sometimes they are surprised by what they like! Occasionally, I have problems with children who consistently want to eat only one item, like fruit, etc. When this occurs on a regular basis, I may give the child just the main dish and vegetable on the plate to start, adding the "favored" item when a few bites of the main dish and vegetable have been tried. If a child refuses to eat their meal, there will be no food served until the next designated meal/snack time. All eating patterns will be communicated to the parents. 

MEAL TIMES: 

Breakfast 7:00 A.M. 
Lunch 11:00- 11:30 A.M. 
Snack 3:00 P.M. 

CLEANLINESS/HYGIENE: 

I do my best to keep things sanitary. Children's hands are washed before meals and after using the toilet. Children will use disposable towels. I wash my hands frequently and also use antibacterial gel. Infants and toddlers sleep in separate cribs, with clean sheets used only by them, between washings. Beginning around 15 months children are placed on cots with crib sheets on them. Each child has a separate cot; with sheets that are washed weekly (unless soiled, then they are washed as often as necessary) and cots are wiped with bleach water. If you wish for you child to have a blanket, please provide one that will be washed weekly with the sheets. Children use separate cups, plates, bowls and eating utensils that have been washed in the dishwasher and dried on the heat setting. High chair trays, etc. are disinfected with a bleach water solution after each use. We use air cleaners with very good HEPA filters in our home. I have a child with severe allergies and while I would like to keep windows and doors open, during high pollen seasons I cannot for her health. Air conditioning and heating will be provided. I use Lysol Disinfecting Cleaner to wipe toilet seats, between each use. Once a day they are cleaned with a bleach solution. 

MY TODDLER PROGRAM: 

My goal for the children in my care is to have fun learning and expressing themselves while learning how to form friendships with the other children. I want them to build a positive self-image. I implement an educational and arts program that all children age 16 months and older participate in. Age appropriate activities are scheduled with flexibility allowed to respond to the needs of the individual child and day. I will offer times for free play, art, stories, songs, music, learning activities, calendar, weather chart, and outside play appropriate to the child's ages, interests, and abilities. I will provide your child with tender loving care, understanding, patience and guidance in a happy family setting. I provide curriculum with monthly themes broken down into weekly themes. I make my own themes each month. I get ideas from the huge supply of art and curriculum books that I have, classes I have taken, and finding things on the web. These themes will be in the monthly newsletter and posted on the bulletin board for each month. We do daily arts and crafts on the theme for that week. I give the children the materials and they do the projects by themselves. I will offer assistance if they ask but otherwise I just sit back and let them do their project by themselves. I will do the project a lot of times with them so they will see how I do it but I let them do their picture however they want. They may put the eyes on the teddy bears feet at age 2 but at age 3 they will usually be on the face. The process of doing is far more important than the end product. Free play is an important part of a child's early years. It is here that they learn social skills that will be needed the rest of their lives. 

DRAMATIC PLAY 

The dramatic play center should NOT always be a "home center." There is so much more than just a stove, refrigerator, and ironing board for dramatic play. The joy of pretending. Children thrive on it. Children learn by experiencing and re-enacting what goes on around them. It gives them the opportunity to explore things they see and hear about. Some of the themes I do are store, veterinary, doctor, restaurant, florist, fishing, camping, office and pet store, etc. One idea we do for the camping theme is to set up a small indoor tent, plastic campfire, canteens, flashlights, a couple of small sleeping bags, and watch the fun begin! 
ART: 

I have a lot of art things set up so the children can use them at anytime during the day. I have play-dough available along with the play-dough toys to use such as small stoves and pots and pans, cookie cutters, rolling pins, flowers, scissors, small pegs, etc for the kids to use with it. I also have markers and crayons, paper and coloring books, and a chalkboard. A few times a month I set up the water table or sand table for the children to use in the mornings in the winter in the summer we have them outside. 

Math 

Math is all around us. Children do hands on math a lot of time without even realizing it. We do sorting of objects (red frogs in one pile, blue in another) patterns (red frog, green frog, red frog, green frog, which one is next?) Sequencing (I show them 3 cards mixed up and see if they can help me find which one is first, second, third. (Which comes first -the egg, the baby bird sitting, or baby bird flying - cards like that) we usually do these on the magnetic board. Matching items (I trace things around the classroom and then put them in a basket and have the children match the items to the outline. We work on sizes (small, medium, large) and learning our numbers. One cute game they do is to attach clothespin on number cards. (One clothespin on the number one card, etc.) 

Pre Reading 

We also work on our letters with foam puzzles and Velcro puzzles. The children match up either capital to capital or lower case to capital. We use lotto games to help learn the alphabet and sing the alphabet song everyday while I point to each letter. We have sound boxes that the older children can use to put in the right picture. The bird picture goes in the b box and the tree picture goes in the t box, etc. 

Science 

Topics include: 
· Seasons, weather, sky, living things (life cycles of plants and animals), death and dying, earth awareness. (Recycling, composting, gardening) 
· Human body, senses, (vision, taste, touch, hearing) hygiene, health, nutrition. 
· Sound, light, color, temperature, balance, magnetism, electricity, solids and liquids, chemical changes, simple machines, etc... 

Some of the ways I help them learn these things are: 

Some of these things are done in our monthly themes. Others are done at learning time. In the spring, we grow vegetables, grass and other things in the root view box that I have. The kids can see the plants roots and see them changing day by day. Though finger paint they mix the colors and learn about making new colors. They know blue and yellow make green. When we go for walks and they hear noises in the woods. We listen and try to guess what we are hearing. One time it was a woodpecker another time a squirrel, or an airplane in the sky. We hear lots of things on walks. I also have a box with magnets and things that are and are not magnetic and have them try and guess if it is or isn't before they try it. We also do sink and float at the water table, and so many other things. It is my goal to have a variety of toys readily available to the children. Tactile and sensory projects are a part of my basic program. We will utilize a variety of experiences each day. These experiences range from looking for bugs in the backyard, to watching birds build their nests, to helping make lunch and snacks. They may also include small chores. We have a job chart up and each day the children are given jobs to do. No one is forced to do a job. The kids love to help. Some of the jobs listed are washing off the table, sweeping the floor, feeding the fish, passing out cups, etc. Studies have shown that these types of activities nurture a sense of well being and belonging in children, and contribute dramatically towards the development of self-esteem. 

OUT OF HOUSE ACTIVITIES: 

My regular program includes neighborhood walks, playground visits, beach and other out-of-house activities that involve transportation of children by foot, in strollers, or in vehicles owned by me or my assistant. These activities are preplanned. Upon signing the contract the parents authorize that their child (ren) may participate in ALL out of house activities. 

FIELD TRIPS: 

Throughout the year we may take several major field trips. Parents are welcomed to join us anytime, but are not required to. Some of the field trips we will be taking will be to the zoo, Science Museum, Pumpkin patch, hikes to the top of Mt. Trashmore, etc. The parents agree to pay for any admission charge and other expense involved in the field trip, if required. 

 OPEN DOOR POLICY: 

At the Crayons & Castles Childcare, Inc. you can always be assured that the door is open to you. Please feel free to drop in and check on your child, however, keep in mind, a child just adjusting to a new surrounding will want to leave with you, if you pop in for a visit. (Remember that children act differently when parents are present) Please keep in mind there may be times when it is not convenient for me to run to the phone. (I.e. diaper changing, the kids painting, outside, etc.) If the phone goes unanswered, please do not become alarmed, simply leave me a message and I will call as soon as I am able. The best time to call is at nap/rest time 12:30pm until 2:30pm. 

QUIET / NAP TIME: 

All children will have a rest period from 12:30 p.m. – 2:30 p.m. everyday. No child is forced to sleep, however they must remain quiet. The infants and toddlers are placed away from the older children and put into some type of portable crib so they can nap. The older children that do not nap are usually in the main daycare room on cots with the music on. If your child has a favorite video they can always bring it in to share it at quiet time with the other children. The children can look at books, do puzzles at there cot, etc. as long as they are being quiet not to disturb the others. They must remain on there cots during quite time. Those who wake early will participate in a quiet activity until Rest Time is over. Please try not to schedule pick ups or visits during this time to lessen disturbance to the resting children. All older children will rest on their cot with individual linens. Infants and toddlers will be placed in portable cribs or pack n plays. Without rest time, some children are grumpy in the afternoon, angry with others, and not real happy when they go home in the evening. Infants nap at varying times and their schedules will be accommodated. Somewhere between 12 and 18 months, children usually drop down to one nap per day. At this time, I will attempt to put them on the scheduled nap/rest period. Naptime is my only opportunity to take a break, clean up after lunch, do paper work, and plan activities for the next day. 

TELEVISION: 

I allow limited TV viewing consisting of children movies only. Occasionally a child may bring a video from home to share at naptime. 

 OUTDOORS PLAY: 

Part of every day will be spent outside except unless it’s really cold or raining outside. We will go for walks around the neighborhood, play outside in the fenced in play area or go up to the Play ground in the summer. The children should be dressed appropriately to stay warm/ cool and enjoy being outside. If your child isn't feeling well enough to play with the other kids or go outside then your child is too sick to be in daycare that day. If your child is brought and they are not able to participate you will be called to come and get them. Children not feeling well will be much happier to be at home in familiar surroundings. 

ILLNESS: 

It should go without saying, but PLEASE do not bring your sick child to daycare. Under no circumstances will parents be allowed to bring a sick child to my home. Sick children expose other children, as well as my family, to the spread of their illness and myself and require additional care and attention that I am unable to give. Moreover, sick children want care from their parents in the comfort of their own homes. If other children become ill due to exposure to your sick child, either because he/she was returned to child care before full recovery or because he/she was not picked up promptly upon notice of becoming ill, other parents will be unnecessarily inconvenienced. If my family or I become ill due to exposure to a sick child, all of the children may need to arrange alternate care. Because this is disruptive to other children and their families, as well as my own, your cooperation on this issue is extremely important. The following illness policies will be strictly enforced, for the health, well being and safety of all concerned. 
SYMPTOMS REQUIRING REMOVAL OF CHILD FROM CHILD CARE Fever: Fever is defined as having a temperature over 98.6°F taken under the arm, over 99.5°F taken orally, or over 100.4°F taken rectally. A child needs to be fever free for a minimum of 24 hours before returning to childcare; that means the child is fever free without the aid of Tylenol or any other fever reducing substance 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. One way of knowing that your child is to sick to come to daycare is if there to sick to go outside then there to sick to come that day. If they are too sick to participate and want to be held the whole time there here then they are too sick to come that day. 

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

1. Fever (101.4 F. higher)-Child needs to be fever free for 24 hours 
2. Nausea or vomiting- only one episode 
3. Diarrhea: runny or watery stools, or 3 or more loose stools within last 4 hours. 
4. Sore throat, loss of voice, hacking or continuous coughing, runny nose with colored discharge where the child cannot stop on his/her own 
5. Runny and/or Crusty Eyes: Watery, matted, and/or red/pink eyes are not acceptable in childcare. 
6. Unexplained Rash 
7. Excessive Crankiness: Child is irritable, excessive whining or crying, wants constantly held, or requires more attention than I can provide without jeopardizing the health, safety, or well being of the other children in my care. 
8. Lice (may not return child to care until no more nits are spotted) 
9. Communicable diseases (chicken pox, roseola, conjunctivitis, mumps, measles, influenza, etc.) This benefits your child and the other children. Your compliance is appreciated, and will be compensated with the assurance that all ill children will be kept home

 Your child will not be accepted into childcare if he/she has had any of the above symptoms within the last 24 hours. A sick child should be allowed to recover fully after an illness so that other children in the group do not risk exposure and so that the child is able to fully participate in childcare activities. If you are unable to remain at home with your sick child it will be necessary for you to make substitute child care arrangements at your own expense. If your child becomes ill while in my care, I will notify you immediately. You are required to pick up your child within 60 minutes of notification. If you cannot be reached then your emergency contact will be called. 
     Further, there are times when a child is not that ill, but is terribly uncomfortable, and really needs some "one on one". At those times I strongly urge you to consider keeping your child at home. If your child is unable to participate in the normal activities of the daily schedule, then your child must stay home. 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 Crayons & Castles Day care if a fever is not present and they are able to participate in activities, such as an ear infection. 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. I reserve the right to determine whether a child should remain in the day care when illness is in consideration. If I am unavailable due to illness, I will give you as much notice as possible. You will be responsible for finding alternate care, no matter what the reason for my absence is. Please be assured that I don't take unnecessary days off without notice, and I try my best not to take a day off completely unless the situation is extreme. I realize that parents count on my care and I do everything I can to accommodate the families. In the event that I will need to go to doctor appointments, my husband is my back up and occasionally will be here in my place. 

Please note: This sickness policy applies to my family or me as well. If any of the above symptoms are present in my household, I CANNOT & WILL NOT run daycare until the symptoms are gone. You should have back up care arranged for these and other emergencies.

MEDICATION: 

If your child is on medication and it needs to be administered while he/she is at daycare, the medicine must be in the original container and labeled with the child's name, doctor's name, name of medication, dosage, and when to be taken. I will only give medication that authorized by a physician as per the new state law.  If medication is to be taken only twice a day, i.e. (morning & night) then it will need to be done at home. A medication form will need to be filled out by a physician before I will give any type of medication.. I will not administer medication until it has been given by the parent/guardian for TWO DAYS. If a child is going to have an allergic reaction to the medication it should happen in those first 2 days. If child refuses to take medication then the parent will need to come by to administer or send some one else over. Medication that isn't prescription medicine, i.e. (Tylenol, cold medicine, etc.) needs to be filled out on a medical form too. Please note that I provide specific over the counter medications. These medications orders need to be signed by a physician and are valid for 6 months. I will not accept any other kind of OTC medication except what I provide.  Please make sure all medicine is handed to me for safe storage. Thank you. 

 INJURIES, IF THE UNTHINKABLE HAPPENS: 

Every attempt will be made to ensure that your child will be in a safe environment, but no matter how much we monitor conditions, accidents do occur. Minor cuts and abrasions suffered while at daycare will receive proper care -- specifically, they will be washed with soap and warm water and properly bandaged. 

In the event of a serious accident, you will be contacted for instructions. Unless doing so endangers the child's life. In that case I will take necessary steps, putting the child first (calling hospital, doctor, poison control, etc.). If need be, I will take the child to the nearest emergency hospital first, then try to call you when we arrive. If you or your emergency contact person is unable to be reached, emergency actions and/or whatever means are necessary will be taken in order to provide the best care for the health of your child. All incidents and accidents will be documented on an accident report for your signature. And with signing the contract you are giving permission for emergency treatment  to be done by a staff member at Crayons and Castles Childcare, Inc. I also give permission for my child to be transported by car, ambulance, or Aid car to an emergency center for treatment, and agree to hold Crayons and Castles Childcare, Inc and its employees harmless.
PARENTS: YOU OR YOUR FAMILY INSURANCE IS RESPONSIBLE FOR COST OF MEDICAL HELP OR TREATMENT DUE TO ACCIDENTS OR ILLNESS WHILE AT Crayons & Castles Childcare Inc.
FIRE: 

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

 TERMINATION OF CARE: 

I reserve the right to terminate any child or family from the program who does not abide by the policies set forth in this handbook. If I 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 I find it necessary, I reserve the right to terminate all services for any reason without notice. Examples or reasons I may terminate care include (but not limited to): 

*Inappropriate Parent behavior
*Failure of parent to pay. 
*Failure to complete required forms. 
*Failure to pick up on time. 
*Failure of child to adjust to childcare after a reasonable amount of time. 
*My 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 Crayons & Castles Day care a two-week written notice is required. This will allow time to find a child to fill your child's spot. Payment is due for the two-week notice period whether or not the child is brought to day care. Any outstanding fees must be paid on or before the child's last day. If it becomes necessary for me 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: 
Please keep in mind that there WILL be disagreements between children. Young children, especially, who do not communicate well, have a hard time expressing themselves. Sometimes they hit or throw toys, etc. Although teaching children appropriate behavior is what I will be doing, remember that this behavior is normal in most cases my guidance and discipline is preventative- not punishing. There will be no physical discipline. Methods of discipline may include: 
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 sit away from group activities quietly for a period of 2 to 5 minutes, depending on the child's age. One minute per age. 

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. 


If I feel there is a chronic behavioral issue that needs attention, I will let you know so that you and I are handling it in the same way and your child has continuity in discipline between our homes. These types of behaviors might include such things as biting, use of bad words, chronic hitting, etc. Together, we will try to find a solution. You may be called to remove your child if his/her behavior prevents me from being able to properly care for the other children. If the problem continues, other arrangements for the care of the child will have to be made, for the safety and well being of all. 


Under NO CIRCUMSTANCES will there be any spanking, physical abuse, verbal abuse, name-calling or isolation used. Neither food nor sleep will ever be withheld from children as a means of punishment. 


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. 

Child ABUSE/NEGLECT 

I am required by law to report any suspected signs of child abuse and/or neglect. This includes any form of physical punishment by the parents in my home. 

RECORDS AND FORMS: 

I must have all forms signed on or before the first day of care. I must also have a copy of you child/rens immunization records. Yearly you will be given a packet to update all information. This Policy Handbook is valid through December 31, 2007
