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Welcome to Jennys House Family DayCare/Preschool, the purpose of this Parent Handbook is to outline the policies and procedures under which we operate as licensed child care providers.State Licensing Requirements:Jennys House Family DayCare/Preschool is licensed and complies with all applicable licensing regulations and standards. These
standards relate to our home, staff, health, safety procedures, nutrition, care giver to child ratios, and record keeping. We believe that these standards are in the best interest of the children. Our home is subject to inspection by state and city health, fire, and licensing officials.Termination Policy:The first two weeks will be regarded as a trial period, in
which case either party may terminate the contract without notice. After the first two weeks of enrollment, a two week written notice from parent or provider is required to terminate the contract, with the exception of (providers) family emergency, gross misconduct on part of the, parent or child, or failure to follow the rules as stated in this handbook
and agreement. This is grounds for immediate discontinuation of service. In lieu of written notice, two weeks of pay may also be given to terminate the contract. In cases of non-payment, legal action may be taken, and the parents will pay all legal fees incurred.Enrollment/Registration Fee:A non-refundable set up fee of $25.00 is charged upon
registration of each child.Payment:Weekly payment is due regardless of attendance and is due on or before Friday at drop off or the last day of thats week care for the following week of child care. If payment is not made by such time without prior arrangements, you will be considered late and a fee of $5.00 will be applied. If this should occur
payment with late fee is expected to be made by drop off time the following Monday or child care services may be suspended until such payments are made. Payments may be made by cash, check (made out to Jennys House Family Daycare) or automatic payment. Receipts are available upon request. A $35 fee will be charged if your check is returned.
The parent must pay the amount of the check plus the $35 fee immediately upon notification of a returned check. The child will not be permitted to stay in care until all fees are paid in full in cash or money order. The parent will be responsible to pay for any time your child missis while you are catching-up on tuition. The parent will be required to pay
by cash or money order after the first returned check.Over-Time Fee:A late fee equal to $5.00 per child shall be made per 15 minute intervals for drop-offs and/or pick-ups outside of contracted hours. Example 1 to 15 minutes early/late, you owe $5.00 per child, 16 to 30 minutes early/late you owe $10 per child. If prior notice of early drop-off (evening
before or earlier) or late pick-up (morning of care or earlier) is arranged late fees may be waived, but regular over time charges may occur.Hours of Operation:Jennys House Family DayCare/Preschool is open from 7:00am to 5:00pm Monday thru Friday. There are two main options for care. Full time care is available from 7:00am to 5:00pm. The
Preschool Only Program (POP) is held from 8:30am to 12:30pm. POP participants may elect to stay for the nap buddies program for an additional $5/ day. If your child is to arrive before 8:30am, they will be considered enrolled full time regardless of pick-up time.Authorized Release:The child will ONLY be released to the parent/guardian with legal
custody or persons over the 18 who are designated by the parent on the Emergency Contact Form. The provider will refuse to release the child to anyone not on the list. The provider will require photo identification from anyone that it is not recognized. The providers will not release the child to anyone including the parents/guardian s if they suspect
the person in under the influence of drugs or alcohol, or any other substance that they feel may pose a threat to the child.Sign In/Sign Out:Parents/guardians are required to sign their child in each morning and out each afternoon. This serves as a record of attendance in the case of emergency. Every time someone brings in a child or picks up, he or
she must sign in/out. Please advise anyone who is dropping off or picking your child up of this policy. To ensure that the provider is in compliance with any court orders pertaining to the custody of the child, the provider requires a certified copy of the custody order. The provider will keep this information confidential and solely for the safety and well-
being of the child. If a new custody order is issued or if a restraining order is issued against either parent, the provider will also need this information on file. It is the policy of the provider to remain neutral in all custody maters and the facility may not serve as a visitation site.Open Door Policy:Please feel free to come and go at any time throughout
the day to visit your child. However, please keep in mind that in doing so it can prove to be disruptive to the other children in our care. During times like these the other children have a hard time listening and following our directions.Reporting Child Abuse:I am required by law to report any suspected incidents of possible child abuse or neglect. Your
child can be questioned by child protective services at any time without your consent.Privacy and Discrimination:I will abide by the state privacy law. All records and information about your child and family will be kept confidential, unless I have your written permission to reveal specific information (i.e. Speech or developmental delays). I also ask that
you respect my privacy and that of my family by not sharing any information you learn about my family without my written permission. For example, contents or layout of my home, vacation schedule, routines, etc.I do not discriminate based on race, color, gender, disability, national origin, sexual orientation, or public assistance status.Smoking:This is
a non-smoking facility. Smoking is strictly prohibited on the premises. Please inform spouses or those on your pick-up list about the policy. In addition, smoking is prohibited on field trips. If you need to excuse yourself from the field trip, please let the provider know so that they are aware of your absence.Daycare Holidays/Closures:I realize your need
for reliable daycare and will attempt to give as much notice as possible whenever I must close for any reason. In order to spend quality time with my own family, I will be closed for the holidays.Daycare will be closed with pay of the following holidays:New Years Day Labor DayGood Friday Columbus DayEaster Monday Thanksgiving DayMemorial Day
Christmas DayIndependence DayDaycare will be closed with no pay on these additional days:New Years EveThe Day after ThanksgivingThe Day after ChristmasIf a holiday should land on a Saturday, I reserved the right to close the Friday before. And if the holiday should land on Sunday, I reserve the right to close on the Monday after.I will also take
2 weeks (10 days) of unpaid vacation. This may be taken all at once or split up, and will most likely be taken one week in the spring and one week in the summer. I will give aminimum of 2 weeks notice before any closure when possible so you can have time to arrange alternative care for that period.Also, working with exposure to many families and
especially children, it is expected that I will become ill occasionally. Therefore, I reserve the right to take up to (5) paid sick/personal days per calendar year. We also use these days for our continuing education classes (CPR, Pediatric First Aid, etc.) in order to keep our childcare license in good standing. Of course we will give you as much of an
advance notice as possible.Preschool Only Program Holidays/Closures:The Preschool Only Program follows the Montrose Area School District calender. Also, the POP follows Montrose Area School District weather delays and closures.Birthday/Holiday Parties:You may bring, if you wish, a small, healthy snack to share for your childs birthday, but is
not mandatory. We do celebrate holidays with a small party; a sign-up sheet may be posted on the parent board if you wish to donate. For Christmas, I ask that instead of gift buying for other children in care, that each parent purchase a gift for the daycare that the children may open and share here, but is not mandatory. You can spend as little or as
much as you would like. I will give out a wants and needs list to offer suggestions of the childrens wants and interests. Some of the things the list might include are: a replacement of a broken toy, educational video or cd, books, games, art supplies, etc. I would prefer your child not know what you are buying to make it more special. Gifts are to be
wrapped and labeled Jennys House and have no from on it.Medical and Dental Emergency Procedures:Emergency information is kept on file at the daycare. In case of illness or injury this information will be used to notify you or the person designated by you, of your child's status. If your child is injured while at the daycare, first aid will be
administered. If treatment by a doctor is necessary, we will make every effort to contact you or the doctor you have chosen to treat your child. In all cases, an injury report is completed, and a copy is given to the parents as well as the Department of Social Services. Authorization for emergency treatment must be signed at the time of enrollment to
ensure that in the event of an emergency, we can make sure your child receives the necessary emergency treatment he or she needs. It is very important that all emergency contact information is kept up to date and correct. Please inform us immediately of any changes to keep your information current. Parents are responsible for all costs involved in
emergency medical treatment, including emergency transportation if required.Note: In case of a serious accident or sudden illness requiring immediate medical attention, the following procedures will be followed. A phone call to 911 is made. Child's parents (or emergency contacts) are called. Child is separated from the other children and
appropriately cared for. Parent, provider, or ambulance takes the child and health records to the doctor or hospital.Evacuation Procedures:Jennys House Family DayCare/Preschool has written policies and procedures for dealing with emergencies and natural disasters. Evacuation plans are posted in the daycare. In the unlikely event, the children will
be evacuated to an emergency location, and you will be notified as soon as possible. Our emergency location of choice is the Silver Lake Township Building at the top of the hill on our road. A notice will be posted at the daycare with all information on the alternative sight. Directions to the Township Building are as follows: From our house on John C.
McNamara Dr. turn left out of our drive way. Go to the top of the hill and the township building will be on your right.Illness:For the health and safety of your child and all of the children in our facility, please do not bring your child to daycare sick. In which case we in turn may become sick making it difficult to care for the children at the high
standards that we have set for ourselves. We can only care for children with mild cold like symptoms that are otherwise feeling and acting well. Mild cold like symptoms are clear runny nose, slight cough, and a slight or no fever. If you are not sure if your child should be brought to daycare, then please call and check with us. If a child becomes ill
during daycare hours the parents will be contacted to pick up their child. Parents need to pick up their children within one hour of being notified. If parents are not available, the emergency contact person will be notified.Note: Once the child is removed from daycare due to illness, they may not return to daycare until symptoms requiring removal are
no longer present. The child must also be void of any contagious disease, unless accompanied by a doctor's note stating the illness in question is not contagious, and the child is otherwise feeling well enough to participate in our daily schedule.A child with any of the following illnesses must be completely free of any symptoms before returning to
daycare. If the child is taking antibiotics for an illness, the child may return to daycare after the initial 24 hours of beginning antibiotics as long as he or she has a slight to no fever (under 100F under the arm), no longer contagious, and is otherwise feeling well enough to participate in our daily schedule. Signs of illness include the following; unusual
lethargy, irritability, persistent crying for no reason, runny nose (more than clear), cough (more than slight), difficulty breathing, diarrhea, vomiting, mouth sores, rashes (note from doctor stating non-contagious is ok), pink eye, chicken pox, mumps, measles, roseola, hepatitis A, impetigo, lice, ringworm, scabies, strep throat, scarlet fever,
tuberculosis, shingles, and any other contagious disease or rash. Any child with a fever of 100 degrees or above, orally (in the mouth), or axillary (under the arm), may not attend daycare. State law requires that we notify parents of children who have been exposed to certain contagious diseases. Please notify us if your child becomes infected, so a
note can be posted.Note: A fever in and of itself is not all bad (given that it is not too high). A fever is your bodys natural way of trying to protect itself against whatever virus or bacteria is attacking it. Illnesses that cause fevers cannot live in our bodies' abnormally hot environment. However, a fever is an obvious indicator that the child is sick and
possibly contagious, therefore requiring exclusion from daycare.Medication:Both nonprescription and prescription medications, ointments, and creams may be given to your child by myself if needed. Parents are required to fill out the proper form and to supply all medications in their original container. Medications must be labeled with the childs
name, weight, and dosage amount. I suggest keeping a supply of fever reducer of your choice and Benadryl at daycare to be kept for emergencies.Child's Absences and/or Vacations:If your child will not be attending daycare due to illness or other, please let us know as soon as possible so the day's activities won't be held up waiting for your child to
arrive. Also, we need to know how many children we need to prepare meals for. No discounts will be given for your child's absences due to illness or vacations. If your child will not be attending daycare for whatever reason, you are still required to pay.Diaper Policy:It is the parent's responsibility to provide diapers, wipes, and diaper cream for your
child. It is also the parent's responsibility to check periodically to see if or when your child needs more diapers, wipes, and cream, (not the providers). Each child has his or her own clearly labeled diaper bin, either in the infant/younger toddler room or older toddler/preschooler room, depending on the age of the child. Diapers are checked frequently,
and changed every two hours or more often if required. Diapers containing #2 are changed immediately. The diaper changing tables are cleaned and disinfected between each diaper change, and hand washing of childcare provider and child is performed after each diaper change.Toilet Training:We are more than happy to encourage potty training as
long as the child is ready (typically between 2 and 3 years old). The initial start needs to be done at home for at least two weeks with success before it can be effectively started at daycare. Parents will be required to supply pull-ups and wipes. Children will be allowed to come to daycare in cotton training pants/underwear after they have been accident
free for at least two weeks in pull-ups. Communication between parents and the daycare provider is imperative for a successful transition from diapers to toilet.Television Viewing:Television viewing is only done once or twice a week, no more than a half an hour at a time and is limited to PBS or an educational video. On occasion, usually only on
Fridays, we may pick an appropriate children's video to watch. Children are never required to sit and watch TV, and TV is not offered in place of free play or learning activities.Toys:We have well organized, separate, age appropriate toys for the toddler and infant class. Infants will not be allowed to be around or play with small objects and toys. During
the initial adjusting period we encourage your child bring a piece of home with them; a special blanket, toy, or teddy can be very comforting. Photos of family members, neighbors, and pets can be left with us to help remind your child of familiar people if he or she feels lonely during the day. However, please do not bring your child's toys to daycare
except on designated sharing/show and tell days. As much as we try to encourage sharing, this seldom works when it is the child's own personal toy. It only causes problems between them and the other children. Never send your child to daycare with toy weapons.Miscellaneous:Understand that your child may be included in classroom evaluations by
State Licensing officials, Head Start Program, USDA Food Program, and other parents observing their right to our open door policy.Understand that your child may be included in pictures connected with our daycare program, unless otherwise specified by you the parent.Behavior Management & Discipline:We believe that the discipline of a child is
achieved through patience, consistency, and positive reinforcement. We also try and teach the children in our care manners, kindness and to be respectful to others. One of the ways in which we do this is by the example we as providers set. We understand that our actions and reactions speak much louder than our words. The children are explained
the rules of the daycare frequently, so they know what's expected of them. Once a child is old enough to understand the rules and disobeys them by, exhibiting inappropriate behavior (hitting, aggression, etc.), hurts others, or property, the following developmentally appropriate guidance techniques will be used. These techniques are as
follows:Positive Reinforcement: The child will be encouraged when he or she is demonstrating acceptable behavior.Redirection: The child is redirected to another activity and given an opportunity to try again at another time.Time-Out: The child is separated from the group for an age appropriate amount of time (one minute per one year of age). This
technique is only used when a child repeatedly will not follow our directions or listen to our words, is exhibiting temper tantrum type behavior, or hurting ones self, others or equipment. When the child shows that he or she is ready to demonstrate acceptable behavior, they are encouraged to join the rest of the group to try again.Last Resort: When a
child's behavior is continually upsetting or dangerous to others, a conference will be called with the parents. If the problems cannot be resolved, arrangements will have to be made for the child to go elsewhere for care.Note: Sometimes if both a parent and a provider are both in the same area (examples would be during drop-off and pick-up times) a
child may forget the rules or test the boundaries. Please help show your child that you respect us, the rules of our house, and our property by reminding them that the rules still apply when you are around. We will also remind them of the rules and correct them if needed.Cleanliness:We take the well-being of your child very seriously and work hard to
provide an environment that is as healthy as possible. We are committed to keeping our home and the children in it as clean as possible, in order to help minimize and/or prevent the spread of germs. Our home is kept clean and disinfected at all times. We thoroughly clean surfaces that children come in close contact with using soap and water, or
Lysol, etc. The high chairs are cleaned between each use, and the diaper changing tables are cleaned and disinfected between each diaper change. Toys are cleaned and disinfected often, and water-play tables are cleaned and disinfected before being filled with water and carefully supervised when in use. Hand washing is the single most effective
practice in preventing the spread of germs. We wash our hands many times throughout the day, as well as the children's hands before and/or after engaging in a thorough list of activities.Staff washes their hands: Before beginning work Immediately before handling food or feeding children After using the toilet, helping a child use the toilet or after
changing soiled clothing or diapers After coming into contact with any bodily fluid, such as a wet or soiled diaper, runny nose, spit or vomit After handling a pet or pet equipment Whenever hands are visibly dirty After cleaning a child, the room, toys, or bathroom Before giving medication or applying ointment After workChildren wash their hands: As
we enter each morning Immediately before and after eating After using the toilet or having soiled clothing or diaper changed Before and after using water tables After using play-dough or other substances After playing on the playground Whenever hands are visibly dirty Before going homeArrival and Departure:Please send your child clean, dressed
(no pajamas, unless you don't mind your child wearing their pajamas all day), fed, if arriving after meal time, and ready for the day, as well as all of your child's necessary supplies needed for that day's care. Please do not send food i.e. (half eaten breakfasts, breakfast bars, candy, etc.) or gum with the children. Please make your goodbye brief (no
more than a couple minutes): the longer you prolong departure the harder it gets for both parent and especially for your child. Never leave without telling your child goodbye. Please be in control of your child during drop-off and pick-up times. Do not allow your child to run out to your vehicle while you are still inside or in the play yard. The safety
rule is No one goes outside without me or a parent with them. Drop off and pick up times are usually hectic times of the day, so this is not the time to discuss problems. If there are any problems you feel need to be addressed, please feel free to set up a time that is convenient for the both of us to discuss these matters. Parental communication is vital,
it is the key to a successful childcare arrangement and I encourage any feedback you may feel relevant. No one other than the parent or person designated by you will be allowed to pick up your child without advanced written permission indicating the person's name and relationship to your child. If there is a court order keeping one parent away from
the child, we must have a written note from the custodial parent in our file to that effect. Otherwise, we cannot prevent the non-custodial parent from picking up the child.Supplies Needed at Daycare:Parents are responsible for supplying the following items: diapers/pull-ups, wipes, diaper creams, weather appropriate clothes and a change of clothes,
jacket, and shoes that lace-up or Velcro and/or stay on feet (no flip-flops please), pacifier (if needed), a swimsuit, and sunscreen. For the older children sleeping on a cot: a crib sheet and a blanket are needed. If necessary a comfort object for rest-time, and anything else your child may need. A supply list is provided for your convenience. All bedding
will be washed by the provider at a minimum of once per week. There is a good possibility your child will get dirty throughout the day because of food, paint, markers, dirt, bubbles, etc. So please dress your child accordingly for play. If your child should require a change of clothing, we will send home the soiled clothing and you will need to replace
them with clean ones the next day. We are not responsible for replacing stained or soiled clothing. Furthermore we suggest that you write your child's name on the tags of their clothing (especially socks and underwear) in order to prevent any clothing mix-ups.Note: Please periodically check to make sure they still have all of their necessary items
needed at daycare. Furthermore, as the weather changes throughout the year, so do your child's items needed at daycare. We greatly appreciate your adherence to this subject, as it helps ours and the children's day run more smoothly to have all of his or her necessary belongings with them at daycare. This way we can care for your child in the best
possible way.Meals/Snacks:Each day we provide three nutritious and well balanced meals. We provide morning breakfast at 8:00am, lunch at 12:00pm and afternoon snack at 3:00pm. You are responsible for feeding your child if he or she will arrive after the set meal time. Infants are always fed on demand. Except for special occasions and when
requested, please do not send food, drinks, or sweets with your child. Milk or juice is served with all the meals and snacks, and water is offered throughout the day. We also provide baby food and formula for infants. Written feeding instructions are required from parents of infants, including type of formula and/or food, amount of formula and food and
feeding times. The meals and snacks for each week constantly vary in order to ensure the children receive a well-balanced diet. The children are offered the food, but they will not be forced to eat. It is our goal to offer nutritious meals and snacks to the children in our care, as nutrition is a vital part of a child's health. Children need to eat well-
balanced meals in order to meet his or her daily energy needs and to help them build a strong body and mind. We know that the good food habits a child develops will help them prevent cavities, iron deficiency anemia, and obesity, etc. - all common nutritional problems in young children.Special Diets:If your child has any particular dietary needs
resulting from being a vegetarian, or having allergies, religious beliefs, or non-religious beliefs, etc., then we must be informed, and when applicable given a doctor's note stating to the fact. At that time it will be determined if your child can participate in the USDA Food Program. Certain meals and different types of foods can usually be substituted in
place of, in order to still fulfill the dietary requirements of the USDA Food Program. However, if a viable solution can not be reached between parent, provider, and the USDA Food Program with regards to their rules and regulations, then all of the child's meals and snacks will have to be provided by the parent.Learning and Fun:For ages three
through five, we use a theme-based curriculum implementing the teaching strategies from the Creative Curriculum. Literacy, math, science, social studies, the arts, and technology are presented in each interest area. In addition to the materials in the interest areas, I also use the Project Approach. The Project Approach builds on children's curiosity,
enabling children to interact, question, connect, problem-solve, communicate, reflect and more. Children have a strong disposition to explore and discover. It is my desire to create an environment where children can play with purpose, discover, create, explore, develop and be celebrated! In addition, I use the Zoo Phonics program. I've had
tremendous success with this program in the past. Zoo Phonics is a method developed to make children strong readers and spellers using a phono (hearing), oral (speaking), visual (seeing), kinesthetic (moving), and tactile (touching)whole brain approach. Students actually learn the sounds of the alphabet and advanced phonemic concepts through an
easily understood, concrete method of presentation. Zoo-phonics takes something that is very abstract (reading) and through music, stories, puppets and games, turns it into something that is concrete and understandable to young children. For more information, visit www.zoophonics.coml also proudly participate in the Scholastic Book Club
program. Each month, you'll have opportunities to purchase low cost books for your home and earn points for the classroom. You'll find my program is rich in literacy experiences and that I am passionate about children's literature.For ages 35 months and younger we work on and with the following: throughout each day we practice on large and small
motor skills by reaching, grasping, rolling, sitting, crawling, standing, walking, climbing, throwing, catching, kicking, cooing and talking; whichever developmental stage your child happens to be in at the time. Infants and toddlers learn through play by utilizing flash cards, books, numbers, shapes, colors, the alphabet, stacking blocks, puppets, age-
appropriate toys, and much more. We encourage participation, but the child will not be forced to participate. Most importantly, our goal is to make learning for all ages fun, and non-intimidating. It is our hope that both you and your child will be as enthusiastic as we are about our program.Activities:We know that children also learn through play;
because of this, we do not under estimate its importance on a growing child's mind, body and spirit. Therefore, the children under our care receive lots of both free-play and structured-play throughout each day. During structured-play we primarily have only one group of toys or activity out at a time in order to allow the children to concentrate fully on
each thing they do. Age appropriate activities will be scheduled with the flexibility allowed to respond to the needs of each individual child and their various ages. Activities that we and the children participate in, include, but are not limited to the following. Indoor activities include: books and story-time, Legos, circle-time, tumbling exercises, Lincoln
Logs, Kids-K'nex, music and dancing, dress up, play food, interactive stuffed animals, cars/trucks/planes, arts and crafts, puzzles, flash cards, animals/dinosaurs, trains, musical instruments, balls, dolls and Barbies, various learning toys, musical instruments, various games, Mr. Potato Head, bean bag toss, blocks, beads and string, song games, play
dough, coloring, sing along story books, painting, science, board games, puppets, Simon-says, and singing. Outdoor activities include: climbing, sliding, jumping, running, balls, jump rope, racing, water balloons, parachute, catch, bubbles, follow the leader, squirt bottles, ride-on toys, wagons, tunnels, safe water toys, various games, water table,
painting, exploring nature/weather, soccer, and yes falling. As you know, children play hard and will get some bumps and bruises from time to time. We do our best to limit the amount of times this occurs, with constant supervision and watchful eyes. Due to the safe environment/toys we have surrounded ourselves with, we hope to prevent any injuries
before they can happen. During the summer months (June, July and August) we allow for more outdoor activities and creative art projects. Weather permitting, we play outdoors every day.Nap Time:Infants and toddlers sleep in a separate room from the preschoolers. The infants sleep in provider provided cribs, and the toddlers and preschoolers sleep
on cots. Our goal is to have the two different age groups (24 months and older, younger than 24 months) sleeping on the same afternoon nap schedule. Nap time for children 12 months and older is during the time between 12:30pm and 2:30pm each day. Typically children 12 months and younger will take a morning nap as well. Typically children 6
months and younger may need a third nap during the day, which can be incorporated into their late afternoon schedule. The State of Pennsylvania requires that all children under the age of five have at least a two hour rest period every day. No child will ever be forced to sleep, however they are encouraged to remain quiet and on their mat during
this time.Daily Schedule:This schedule is meant to give you an idea of your child's day. Actual times and activities may vary depending on time of the year, weather, age and temperament of the children. Age appropriate activities are scheduled with the flexibility allowed to respond to the needs of each individual child and their various ages.Older
Toddler/Preschooler (36 months and older)7:30 - 8:00 drop-offs, welcome children, free-play and/or structured-play, trains, story-time, etc.8:00 - 8:30 breakfast, clean-up/wash-up8:30 9:00 free play9:00 - 9:30 circle-time (Mother Goose Time Preschool Curriculum)9:30 - 10:00 arts and crafts, story-time, various learning games10:00 - 10:30 music, song
and dance, tumbling exercises10:30 - 11:15 outside play-time11:15 - 11:45 table activities and occasional educational video11:45 12:15 lunch time, clean-up/wash-up, and get on cots12:15 12:30 story time12:30 2:30 rest-time and/or quiet-time2:30 3:30 free-play and/or structured-play, puzzles, books, various learning toys, etc.3:30 - 4:00 afternoon
snack, clean-up/wash-up4:00 - 5:00 pick-ups, outside play (depending on season), coloring, play-dough, toys, story-time, etc.Infant/Young Toddler (younger than 36 months)Throughout each day we practice on reaching, grasping, rolling, sitting, crawling, standing, walking, climbing, throwing, catching, kicking, cooing and talking; whichever
developmental stage your child happens to be in at the time. For a younger child still taking three naps a day, a third nap can be incorporated into their late afternoon schedule.7:30 - 8:00 drop-offs, welcome children, free play and/or structured-play, story-time, toys, etc.8:00 - 8:30 breakfast, clean-up/wash-up8:30 9:00 free play9:00 - 10:00 naptime
(depending on age), flash cards, arts and crafts, story-time, stacking blocks10:00 - 10:30 music, song and dance, games10:30 - 11:15 outside play-time11:15 11:45 table activities and/or occasional educational video11:45 - 12:15 lunch time, clean-up/wash-up, nestle into cribs12:15 2:30 rest-time and/or quiet-time2:30 3:30 free-play and/or structured-
play, books, flash cards, various learning toys, etc.3:30 - 4:00 afternoon snack, clean-up/wash-up4:00 - 5:00 pickups, outside play (depending on season), puzzles, musical instruments, story-time, etc.Infant (3 to 6 months)7:30am - 5:30pm cuddles, love, and affection, eat, poop, and sleepGuidelines - What Is Asked Of Children? All food and drinks must
be kept at the table in a sitting position. No playing in the bathroom. No coloring on anything but paper. Name calling and foul language or yelling is not allowed. No hitting, kicking, pushing, pinching, biting, spitting or pulling hair. No pulling or picking of plants, grass, trees, or flowers. No picking-up, pulling, poking or squeezing of babies. All
cupboards are off limits to daycare children. Take turns and share. Help clean up. Laugh, smile, play, and be happy.Communication:So we can provide the best possible care, please feel free to communicate any needs, wants and/or concerns regarding your child. It is only through good parent/provider interaction that good quality nurturing care can
be achieved.Referrals:For past and present clients: a referral from a client is one of the biggest compliments we can receive. As a special thanks to you, we provide families with one week of child care free for each referred child that has successfully enrolled in our daycare. The one week free will be given to you after the referred child has attended
the daycare through the two week trial period without gross misconduct on part of the parent, or child. If at the time of the referral we are full and have no more spots available for the child, then the family will be given the option to be put on a waiting list. If in the future when a spot becomes available the family in question takes the spot, then at
that time you will be given the one week free.Contract Adherence:This is our home as well as our business, so please be respectful of our family and home by adhering to the policies and procedures outlined in the parent handbook. We realize this is a lot of information to absorb. Because of this, please keep your parent handbook accessible so you
can periodically review our policies and procedures as necessary. We reserve the right to amend any portion of the Parent-Provider Contract/Enrollment Application, and Parent Handbook at any time. If and when we do make a change to the contract you will be given a copy.A Final Note:Please remember that although I chose this profession because
of my love of children, it is also my job. My family depends on my income as I am sure yours does also. Prompt payment, adherence to drop off and pick up times, consideration of your sick child, and consideration of my personal time is very much appreciated. I take my job very seriously, and am committed to the very best care of your child. I
consider it a privilege to have been entrusted with the care of your child, and I will always treat him or her with love and respect. It is important that you feel comfortable with our policies and procedures. If you do not understand something, have a concern, or you feel uncomfortable with one or more of our policies and/or procedures it is important
that you express that to us before enrolling your child in our daycare. We are always open to suggestions and feel communication is a very important part of a quality daycare. If there are any problems or concerns in the future, we encourage you to talk to us about them. If a lengthy discussion is needed, a time that is convenient for both of us will be
scheduled, as the other children still need our attention during business hours. Thank you for the opportunity to work with you and care for your little one. We look forward to a future of keeping your child smiling and safe.Note: By signing the Parent-Provider Contract/Enrollment Application, it is understood that all of the policies and procedures of
Jennys House Family DayCare/Preschool handbook are understood and agreed upon.Thank you,Jennifer NagyJennys House Family DayCare/Preschoo Effective communication with families is key to ensuring a smooth and successful partnership in supporting children's early development. A parent handbook serves as a vital tool in establishing clear
expectations, policies, and procedures for both families and staff members. Whether you're in the process of creating a new parent handbook or looking to improve your existing one, this article will provide you with valuable insights and tips to ensure that your parent handbook becomes an invaluable resource for both your preschool and the families
you serve. What to add to your preschool parent handbookEvery preschool parent handbook will have its differences; however, each one will include a significant amount of important information about your program that is helpful for families to know. Start by making it easy to follow and use for referencefor both you and your familiesby including a
table of contents section at the beginning.While the length of these handbooks will vary by program, be thorough and include all policies and procedures, for example, your childcare philosophy, enrollment policies, sign-in procedures, health and safety regulations, emergency procedures, billing policies, and more. As time goes on, you may
incorporate new policies or make changes at the start of each school year. Update your handbook whenever you revise any policies or add any new ones, and notify your families of the changes as they happen.Simplify your administrative tasks and streamline your operations with brightwheel's center management feature. Easily distribute handbooks
or policies to specific rooms or your entire program and tailor reports, schedules, and observations to suit your business needs. Brightwheel keeps my day running smoothly. You know what is happening at your center every single day. It keeps things seamless so you have more time to focus on the things you want to focus on." Alyssa D., Executive
Director of McNeilly Center for Children in Nashville, TNBelow, we discuss the sections to include in your preschool parent handbook. 1. Introduction and welcomeBegin with a welcome to families. This section is a great way to stress your commitment to the community and your excitement about what is to come.Keep this first section short and
sweet, but craft it with care. The introduction sets the tone for your center's relationship with families.2. Childcare and teaching philosophiesEvery childcare program has its approach to teaching and early childhood education. Laying out your approach will give families a good idea of what to expect. Share about your curriculum design and how
families will learn about their childs development.For example, will you focus on academic skills? Are you using aplay-based learning approach? This information will help families contextualize what their child learns daily and how their teachers approach learning opportunities and development benchmarks.Use language that parents can understand.
While you and your staff understand lesson planning and the intricacies of conflict management for three-year-olds, parents may not. One way to approach this section is to detail the specific outcomes you aim for at your childcare program and the best ways to get there.3. Operating informationThis section is an essential reference for parents and
staff alike. Include facility hours, care schedules, a calendar, start and end dates, half days, and holiday policies. It's important for parents to know which days they can expect care and which days your center is closed.If you send parents a digital handbook, make the calendar page in a format that is easy to print.In addition to a calendar, include all of
the contact information for your center including phone number(s), email(s), website, childcare app(s), and physical address.4. Enrollment, waitlist, and withdrawing policiesEven if your preschool parent handbook is made available only to registered families, include your enrollment information. Parents may want to reference it to re-enroll their
children or to refer another family. Include program costs and eligibility requirements for enrollment.Include information on your waiting list process so that returning families know, for example, whether certain groups, like siblings, get preference for spots or whether there are early-enrollment windows. Be transparent about when families can
expect to hear back from you and how long typical waiting lists are.With tool like brightwheel's enrollment feature, you can make enrollment easier for your families and your center. You can accept online applications and manage your admissions digitally and use waitlists to automatically admit new children to your program.And because families'
best-laid plans can change, ensure your handbook includes withdrawal information. For example, how can parents notify you if they have to move? How far in advance is best? Are families penalized for withdrawing a child? Although withdrawals may be infrequent, laying out this information can make ending a care agreement smoother because
everyone knows the proper procedure.5. Sign-in and pick-up proceduresLaying out your sign-in and sign-out procedureswill help make familiesespecially new familiesfeel safe and confident. Knowing how everything is supposed to run means parents can prepare their child for the process before they step through your doors.Don't forget to include
information about late and early arrivals and departures. Do you use digital check-in software? How does it work? This is also the time to outline your policies on non-parent/guardian pick-ups.6. Sample daily scheduleA well-defined daily schedule provides parents with a clear understanding of the structure and routine of their child's day at your
childcare center. By outlining specific activities, meal times, nap times, and other important events, parents can have a better sense of what to expect and can prepare their child accordingly. This consistency helps children feel secure and comfortable in the childcare environment, leading to smoother transitions and reduced anxiety.7. Meals, snacks,
and additional suppliesThis comprehensive section covers detailed information about the meals and snacks you provide at your center and any additional supplies that families need to provide.By outlining the types of meals and snacks offered, ingredients used, portion sizes, and any dietary considerations, such as allergies or restrictions, you can
assure parents that their child's nutritional needs are being met. In addition to meals and snacks, childcare providers often require parents to provide certain supplies for their child's daily needs. Including a clear list of these requirements in your parent handbook ensures that parents are well-prepared and can provide the necessary items without
confusion or last-minute rushes. This may include items such as spare clothes, diapers, wipes, bottles, or specific comfort items like blankets or pacifiers. Clear communication regarding supply requirements sets expectations from the start and allows parents to plan and organize accordingly.8. Sick days and schedule interruptionsThis section can
outline your daycare sick policy and your protocol for contacting parents and emergency contacts if a child needs to go home. It's important for families to understand when to keep their child at home and what criteria they must meet to be allowed back to your center. For example, your policy may state that if a child has a temperature above 100 F
they must remain at home. Also, include how parents can notify you that their child will not be coming in.Aside from sick days, include information on your policies regarding weather-related schedule interruptions, such as snow days or flood warnings. How will parents be notified? Include information on half-day or early pick-up procedures, if
applicable.9. Special classroom activity rulesHere is a chance for you to outline any rules about special classroom activities, such as birthday parties or holiday celebrations. For example, can parents bring in treats?Another activity to cover is field trips. Do you have any trips on the calendar? What are the guidelines, including parent permissions?
What happens if a parent doesn't give their child permission?10. Codes of conduct and discipline proceduresSharing your codes of conduct with familiessets the expectation for how your childcare community members treat one another. By articulating your position, everyone comes in with the same understanding of mutual respect. Outline how you
expect teachers to behave toward children and families and children to behave toward teachers and other children. In addition, include how families are expected to behave towards administration, staff, and other families.In addition, outline any disciplinary procedures for children, families, and staff. While this may be an uncomfortable topic, it's
important for your community to know how you will handle a behavioral issue involving a teacher, a parent, or a child. Include information on how parents can expect to be notified of any incidents.11. Health and safety regulationsProvide all necessary information about health and safety at your childcare center. Include how you comply with state
regulations, such as child-to-staff ratios or outdoor playtime, and where parents can check your certifications. If any group accredits you outside a state agency, put that information here.In addition, include information on your medication policies and procedures. Do you dispense medication at your center? Do you have a required form for parents to
fill out? Do you require a physicians authorization?12. Emergency proceduresDetail your emergency procedures here, whether it is a weather alert or an accident. Be sure to give information on where your emergency meeting points are if your childcare building is damaged, and be clear about who will contact parents and how they will receive
information and updates.This section is also a good place to outline information on how parents of children with medical conditions, such as severe allergies, can work with teachers to create an emergency plan.In this section, remain factual. The likelihood of an actual emergency happening at your childcare center is not high, and chances are that
your time together will be relatively uneventful.13. Parent conferences and communicationWhile your handbook will cover specific cases where parents will be notified or need to contact you,it is worth including a section on general parent communication since your center will connect with parents far more than in the few ways outlined above.In this
section, include the following:How often do you expect to meet with parents throughout the year, and when?What is covered in a parent-teacher conference, and how can parents prepare?How can parents expect to hear routine updates from you? Do you have an app you use daily, or a weekly newsletter, for example?How can families get involved to
support your program?Are parents/guardians able to visit during school hours?How can parents contact you with a non-emergency question, comment, or concern?How can parents change or update a child's basic information, such as address? Do you have an online system they can log into, or do they need to fill out a form?Family and staff
communication is needed to run a childcare center successfully. Setting the basics in your preschool parent handbook is an excellent way to facilitate that communication.14. Billing policiesYour preschool parent handbook willbe an exhaustive resource for parents to consult regarding your billing and payment policy. Include the following:Your pay
structurePayment due datesLate payment policiesAccepted forms of payment (e.g., by check or autopay)Any additional charges parents can expect throughout the year (e.g., for field trips or holiday parties)How sick days, holidays, and other schedule interruptions affect billing and paymentsYour childcare center is a business; detailing your billing
policies will help it run more smoothly. Families will also appreciate having all the information laid out so they can avoid surprises and be prepared when bills are received.15. Forms to returnMake a checklist of any childcare forms that need to be returned before the session starts, so familiescan easily see whether they have completed everything
necessary for enrollment.You can include any relevant forms in your parent handbook, but even if you have a separate forms packet, this can serve as a nudge to get everything in.16. Acknowledgment and signatureAt the end of your preschool parent handbook, include a small section that parents can sign and return. This acknowledgment canstate
that the parents have read and understand your policies and agree to any stipulations you set in your handbook.Preschool parent handbook examplesThe below preschool parent handbook examples can offer inspiration as you create your own family handbook or update an existing one.1. Crossroads Weekday Preschool parent handbookThe
Crossroads Weekday Preschool parent handbook is an example of a handbook done well. The table of contents outlines the important information to communicate to families including their calendar, various policies and procedures, and details on their mission statement and program goals.Source2. Scholars Academy student/parent preschool
handbookThe Scholars Academy handbook begins with details on the values and mission statement of the school district and a letter from the schools principal.Next, the parent handbook is divided into three sections: program design, general information, and the curriculum.The handbook provides more information on the school calendar, daily
routines, and positive behavior systems. An obvious supporter of family involvement, this handbook closes out with suggestions on how the childrens families can become involved in school activities and events to strengthen the childs educational experience.Source3. Berkeley Unified School District parent handbookFor information on enrollment
policies, you can use the Berkeley Unified School District parent handbook as a guide. This handbook dedicates nearly three pages to eligibility, enrollment requirements, and guidelines for children and parents.For example, the Berkeley Unified School District outlines that they enroll toilet-trained children between the ages of two and five. Childcare
programs can determine who is eligible to be a part of their program, and this handbook can help guide you in making your decision.Source4. Spring Valley United Methodist Church Preschool parent handbookThe Spring Valley United Methodist Church Preschool parent handbook covers specific information regarding the curriculum, absence policy,
tuition and fees, and more.Additionally, their handbook contains a breakdown of teacher-to-children ratios and procedural information on emergency responses. The preschool parent handbook also includes the following sections: licensing, immunizations, discounts, allergy action plan, pets/animals, and field trips.SourceFinal thoughtsA thorough
parent handbook sets clear expectations for families, fosters collaboration, and provides a nurturing environment for children to thrive. A family handbook serves as a valuable resource that keeps parents informed, addresses concerns, and promotes a strong partnership between providers and families. With a comprehensive parent handbook in
place, childcare centers can lay the foundation for a positive and successful childcare experience, where everyone feels confident, supported, and actively involved in the growth and development of the children in their care. Brightwheel is the complete solution for early education providers, enabling you to streamline your centers operations and
build a stand-out reputation. Brightwheel connects the most critical aspects of running your centerincluding sign in and out, parent communications, tuition billing, and licensing and compliancein one easy-to-use tool, along with providing best-in-class customer support and coaching. Brightwheel is trusted by thousands of early education centers and
millions of parents. Learn more atmybrightwheel.com. Do you wantmore traffic?Stop wasting money and unlock the hidden potential of your advertising.Are you using Google AdsTry our new free ads grader?Boost your childcare center's ROI with Michael Tasner, Founder of No Joke Childcare. With his extensive experience and expertise in childcare
marketing, Michael Tasner offers innovative strategies tailored to the unique needs of your center. From web 3.0 marketing to social media strategies, he'll guide you to achieve maximum visibility and generate quality leads. Don't miss out on this opportunity to supercharge your marketing efforts and position your center for success.Hey, I'm Michael

gather more contact information from this reviewer to reach out to further explain our services via Trustpilot's "Find Reviewer" request, though the reviewer has not replied. Contradictory to this reviewer's claim, we do offer a monthly subscription of $49.00 per month. While this subscription is active, it provides unlimited access to all forms on
eForms.com until the subscription is cancelled. All pricing options are listed in our Terms of Use, reiterated before checkout, and displayed in full transparency on our pricing page. As we cannot confirm that this customer actually utilized our services and the review does not represent our available services or customer experience, we respectfully
request that it be removed.They said free templates after 20 min of filling form they said pay $16 Waste of timeDate of experience: July 15, 2025We respectfully request that this review be removed as it does not offer a genuine experience or representation of our available services. We attempted to gather more contact information from this reviewer
to reach out to further explain our services via Trustpilot's "Find Reviewer" request, though the reviewer has not replied.Contradictory to this reviewer's claim, we offer our forms for FREE as blank templates without registering an account or entering any billing information. Every FREE form is available per the individual state's compliance
standards in Adobe PDF, Microsoft Word, or as an ODT file. Each FREE form is available on that specific form's webpage on our site. Users can download our templates for FREE and never have to register an account or enter any payment information.If a customer elects to utilize our form-filling software instead of downloading the FREE form (an
optional upgrade elected by the customer), that service comes with a premium plan. All pricing options are listed in our Terms of Use, reiterated before checkout, and displayed in full transparency on our pricing page. Customers still have the ability to obtain their forms for FREE, even after using our premium form-filling services, as our Monthly
Subscription Plan comes with a "no obligations" 7-Day Free Trial period for new subscribers.As we cannot confirm that this customer actually utilized our services and the review does not represent our available services or customer experience, we respectfully request that it be removed.Responsive, courteous, proficient supporting technician



(Sebastian).Highly satisfied customer.Date of experience: July 08, 2025Thank you for complimenting our agent, Sebastian! We will share your amazing feedback with him. Thank you for being an eForms customer. Please BE SURE TO READ ALL fine print before signing up or entering your credit card information, because once you hit submit, its no
cancelling or receiving a refund. Cancellation is only honored after 1 year of making you keep the services! As well, upon reading EForms reviews on Google, Trust Pilot, etc, Im now aware that there are many others customer complaints of this company. I was more than willing to pay, what I assumed was $16.00 per month, which was listed in bold
letters on EFORMS website, instead I was charged $199.00 and this is why I immediately requested to cancel the services. Date of experience: June 03, 2025We ask that this review be removed or amended, as it does not accurately represent our services or the support this reviewer claims. The user's account was serviced, and a pro-rated refund was
issued. This user signed up for our 1-Year Pro (Annual) Plan via PayPal. That plan costs $199 annually, paid upfront for unlimited use of our premium services for the entire year. The terms of the subscription are clearly stated on the pricing page and reiterated on the checkout page prior to entering billing information. Once the user was billed at the
time of download, she filed a direct dispute with PayPal, putting the contested transaction in a "HOLD" status until PayPal concluded its investigation. eForms does not have the ability to edit the transaction while the case is investigated. PayPal found the case in eForms' favor; however, we processed a pro-rated refund to this customer due to her
misunderstanding of the subscription she signed up for. We changed the Annual Subscription to a Single Document purchase, per her initial request when seeking the refund. We ask that the user check her PayPal account to view their refund receipt and remind her that she has lifetime access with unlimited edits to the document purchased. Based
on the information above, we kindly request that this review be removed. Date of experience: July 04, 2025Thank you for your kind feedback, Jeanne! We are happy we could serve your needs. They had the form I needed. The system was easy to use. I was able to fill out the form quickly and download it. When I realized I made an error, it was easy to
go back, fix it and download again. I am not tech savvy, so this really is a good program.Date of experience: July 07, 2025Thank you kindly, Erin! We are happy to know that you could easily navigate through the site to revise your saved form as needed. Thanks for sharing your experience!Easy to understand and use your web. Quick courteous help
when needed. KenDate of experience: July 06, 2025Hi Ken, thank you for taking the time to leave a review! Wed love to hear more if you have any additional thoughts or questions.E form is a great tool for those who does a lot of legal work, contractual work and agreements. It provides the necessary question to complete any form. Nonetheless, for a
person just needs one document it is a little costly.Date of experience: July 06, 2025Thank you, Reginald! Were pleased to know the process was smooth for you. We're always here if you need support in the future.Date of experience: July 05, 2025We aim to make our site and forms user-friendly. Thank you for choosing eForms, Michelle. We
appreciate having you with us!Ease of use. When I ran into a problem, the online support service was great!! Date of experience: July 05, 2025Great to hear! Thanks for sharing your experience with our forms and free trial. Were here if you need anything else.Prompt customer service Date of experience: July 04, 2025Thank you for the kind words
about our team, M]J! Were always here to helpjust let us know if you need anything else.Repersentative knew what to do. I should never had to need his services, but he took care of everything with respect, and was extremely courteous.Date of experience: July 03, 2025Were happy to hear that, Manny! Thanks for sharing your thoughts on your
experience with eForms. Let us know if you need any further help.Easy to use and quickDate of experience: July 03, 2025Thanks a ton, Donna! Were thrilled you had a great experience. Your satisfaction is what we aim for every day.Clear instructions.Great results.Date of experience: July 03, 2025Hi Shannon, thank you for your review! Wed love to
hear more about your experience. Please reach out if we can assist with anything else.Date of experience: July 02, 2025Thank you for your kind words about our Customer Service team, Jewel! Were always happy to help feel free to reach out anytime you need assistance.Date of experience: July 03, 2025We aim to make our site and forms user-
friendly. Thank you for choosing eForms, Joseph we appreciate having you with us!The person, Brendan, explained where I went wrong. Now I understand.Date of experience: July 02, 2025Thank you for your kind words about our Customer Service agent, Brendan! If anything comes up, dont hesitate to contact us!Easy to use and print documents and
forms were complete Date of experience: July 01, 2025Thank you, Michael! Were so happy to hear you had a great experience your satisfaction means the world to us.It was simple and easy to use. I got my form done and was able to use it for my immediate need. Date of experience: July 01, 2025Hi Portia, thank you for your feedback!Were just a
message away if theres anything more we can do for you. For parents seeking the perfect daycare, nothing describes it better than a comprehensive and informative handbook. Here are some beneficial example sections that you should always incorporate into your handbook: Introduction Schedule Policies and procedures Emergency procedures
Contact information Learn an example of a well-written handbook that provides clear information about the daycares regulations, expectations, policies, and procedures to parents and help them feel confident about leaving their child in your care. Handbook Examples Your handbook serves as a first impression for potential clients, making it essential
you portray yourself in the best possible light. Your daycare handbook must be well-organized, concise, and informative giving parents all the necessary data to make an educated and favorable choice about enrolling their children in your facility. Here are a few sections that Id suggest you must include in your handbook: Start off your introduction to
your childcare facility with meaningful lines and visuals that capture the essence of what you stand for: your vision, Motto, experience, faculty and facilities. Keep it concise yet powerful avoid superfluous details in order to get the message across as effectively as possible! Tip: While it is not typical to include photographs in handbooks, I would
recommend going against the grain and embracing this approach. A vibrant, visually stimulating manual will capture attention for a longer period of time and be more enticing. Our Motto is- Nurture minds, Inspire creativity! Or This section should contain the rules and regulations of your daycare. Its important to have expectations in place for both
parents and staff, so its beneficial to keep this concise and crystal clear. We operate from 7am 6pm, Monday-Friday. All staff and parents must adhere to the daycares health and safety policies. We require 24-hour notice for any absences and vacations. We allow healthy snacks. However, no candy or sugary drinks are allowed at any time. You might
also want to read: Can Daycare Kick Out a Child? We understand parents may have specific needs or requests from time to time; therefore, we allow for reasonable flexibility. However, if the rules are not followed, or situations arise that we consider disruptive, we reserve the right to make changes and/or terminate services. This section should
include the bios and qualifications of each staff member as well as information about the curriculum being taught. You might also want to read: Do You Need a Degree to Open a Daycare? Our teachers are certified in Early Childhood Education, and our curriculum is based on the Creative Curriculum. We focus on developing childrens language,
literacy, math and science skills through hands-on activities and exploration. Themed projects are also incorporated into our plan to bring the learning process to life. We value the relationship between home and school. Therefore, we encourage regular parental involvement and communication with teachers via email or phone. You might also wan to
read: Daycare Teacher Duties This section should provide an overview of the facilities you offer. Again, visuals would be beneficial here! Our daycare is located in a safe and secure environment with plenty of space for both indoor and outdoor activities. We have an array of age-appropriate toys, books, and creative elements to ensure each child is
developing in an enriching environment. We provide regular outdoor activities, such as nature walks and playgrounds. We have a healthy and clean snack menu, etc. You might also want to read: Online Daycare Inspection Reports This section should outline the hours and days of operation, including pick and drop schedules, policies on holidays and
other pertinent information. Our daycare operates from 7am-6pm, Monday-Friday. We are closed on weekends and major holidays. We require parents to pick up their children no later than 6pm. If you are running late, please notify us as soon as possible. We also offer flexible drop-off times for parents who have busy schedules. And the list goes on!
This section should include details about the enrollment process, such as required forms and documents, payment information, eligibility criteria etc. To enroll your child in our daycare, we require the following documents: A completed application form. Immunization records. Proof of address and ID documents (passport, drivers license etc.).
Financial details and payment information. We also require a non-refundable registration fee that covers administrative costs. You might also want to read: Daycare Enrollment Process Now this section could be covered in the enrollment part as well, but Id suggest you highlight it separately. Provide a clear outline of the fee structure, payment
methods, subsidies and any other related information. We offer flexible fee payment options. Payment can be made in monthly, quarterly or yearly installments. We also provide a discount for families with multiple children enrolled in our daycare. Additionally, we accept subsidies from the government for eligible families. Please contact us for more
information on subsidies and payment options. This is a critical section and one that should not be overlooked. Provide information on health care policies, such as illness policy, medical emergencies, child behavior and first aid procedures. You might also want to read: How long is hand, foot and mouth contagious for daycare? Example: We have a
strict illness policy in place to ensure all our children remain healthy and safe. If your child exhibits any signs of illness or has an elevated temperature, we will contact you and request that your child is picked up immediately. In case of a medical emergency, we will contact you and/or 911 as soon as possible. We also have a zero-tolerance policy
regarding violence and aggressive behavior. We will take appropriate disciplinary measures to ensure the safety of all our children. You Might Also Want to Read:Best First Aid Kit for Daycare Finally, we have trained staff members to administer first aid in case of any minor injuries. This section should outline parental rights and responsibilities, such
as the right to view records, policies for visitation and other important information. You might also want to read: Daycare Parents Board Ideas As a parent, you have the right to visit our daycare at any time after prior notice or during visitation hours. Any child must be picked up and dropped off by an authorized guardian. You have the right to inquire
about your childs everyday activities, etc. As a parent, feel free to drop an email regarding your concerns and complaint. You Might Also Want to Read:Can Daycare Refuse to Release Child to Parent This section should outline the daycare program, such as activities, curriculum, meal program and other important information. We offer age-appropriate
activities that foster creativity, physical activity, social skills and language development. Our meals are carefully planned and meet nutritional standards. Our daycare program follows the curriculum set forth by the provincial government. We also organize field trips and special activities to keep the kids engaged and entertained. You might also want
to read: Daycare Schedule Ideas This should include policies regarding child abuse and complaints, including processes for filing a complaint and reporting abuse. You might also want to read: Can a child get kicked out of daycare for biting? We have a strict policy against any form of abuse and neglect. All staff members have gone through a
thorough background check before joining us, and we take any complaint of abuse seriously. You might also want to read: How to Look Up Daycare Violations? We also have a clear process for filing complaints and reporting any cases of suspected abuse. If you ever suspect any abuse, reach out at our official email address or contact number. You
might also want to read: Why Does Daycare Need Social Security Number? Finally, this section should include information on policies for illness and schedule changes. In the event that your child is unwell and necessitates a day off from daycare, its important to keep their authority informed. Daycare could call you in an emergency to take the child
home in case of sickness. Additionally, you can take them home before or after drop-off time as long as you provide adequate notification in advance. You might also want to read: When to Keep Baby Home from Daycare? By obtaining the signatures of parents in this section, you ensure that not only do they grant their approval for all handbook details
but also acknowledge these as well. By signing below, I acknowledge that I have read and understood the contents of this handbook. I agree to abide by the policies and procedures outlined within. Signature of Parent/Guardian . Date . Having a detailed daycare handbook that outlines all the policies and
procedures can prove to be incredibly beneficial. Not only does it help lend credibility to your daycare business, but it also provides parents and employees with an understanding of what is expected from them. Additionally, the handbook sets clear boundaries and expectations, which helps create a more positive environment overall. Info: Having a
handbook also serves as a great reference document for daycare owners. You might also want to read: How to Promote Your Daycare Business? Creating a comprehensive daycare handbook doesnt have to be a daunting task. Here are some tips that may prove to be helpful: When creating your daycare handbook, its important to keep it concise and
easy to understand. You may want to include a few examples of daycare handbooks from other centers so that you can get an idea of what to include. Your daycare handbook should also be written in a clear, straightforward manner. Be sure to include the contact information of your staff, as well as any other relevant information that parents and
employees need to know. Lastly, its important to review your handbook annually and make adjustments as needed. One way to ensure your daycare handbook is up to date is by reviewing it bi-annually. Consider making changes to your handbook as necessary based on feedback from parents and employees. You can also set up an anonymous survey
for your staff and parents to provide feedback on the daycares policies and procedures or to share any new suggestions. Its also important to stay informed on any new laws and regulations that may apply to your daycare business. Creating a detailed, well-written daycare handbook can make all the difference when it comes to providing quality care
for children. From your daycare handbook, parents could understand their responsibilities and the expectations of their childrens care. This includes policies concerning payment, drop-off and pick-up times, rules regarding behavior, any special requirements for children with allergies or illnesses, and more. You might also want to read: Daycare Sign
Board Ideas For employees, the handbook could outline expectations related to communication, punctuality, and time off. It can also include policies surrounding the use of mobile phones in the daycare, as well as what employees should do in the event of an emergency. By having extensive information readily available, both employees and parents
are better equipped to make informed decisions which will significantly reduce the transition rate. You might also want to read: Daycare Bulletin Board Ideas Crafting an accurate daycare handbook is absolutely essential for any daycare facility. Youll be able to structure your entire guide quickly and efficiently with the right workflow. Dont forget that
its just as important to make sure all content within your manual is truthful and pertinent! Ushna Gul
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