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Thank you for choosing my home for your childcare needs.  My childcare home is registered by the Texas Department of Protective and Regulatory Services and I adhere to the minimum standards set by the state.  You may view those standards by going to www.tdprs.state.tx.us.  My home is inspected on a regular basis and those inspection reports are available for you to review at the TDPRS web page.  If at anytime you wish to contact childcare licensing you may do so by calling the main number, 713-940-5200.  All suspicions of child abuse and neglect must be reported by calling 1-800-252-5400.

Parental involvement is important to me.  You are welcome to visit my home at any time during operating hours without having to inform me prior to your visit! I do ask that once you’re here to please knock, as I do lock my doors during business hours for the safety of our children.
Prior to admitting your child into my home, you must provide me with the following information: 

· The parent handbook acknowledgement form
· Statement of child’s health 

· Immunization records

· Emergency medical authorization

· Emergency contacts

· Authorized pick-up list

· Behavior contract acknowledgement

· Permission to be photographed, to apply sun block, & travel
· “Your Child’s Special Needs” Information Questionnaire

· Registration Form (Includes child’s school info)

· Notice of Pets on Premises Consent

· Policy on Parents Transporting Their Children

· Infant Feeding Instructions (if applicable)

PAYMENT SCHEDULE & LATE CHARGES
I have agreed to care for your child _____________________.  As such, my rate will be $________ weekly/bi-weekly/monthly.  There is also a $_______ enrollment fee per child.

Payday is: Friday
Payment Acceptable: Check
Cash

Money Order

For your tax records, I will submit an annual statement to you, providing you with my EIN# so that you can obtain your child tax credits.

Please realize that I count on your money as much as you count on your paycheck, and please make arrangements to pay on time.

Payment is due on Friday, unless otherwise stated above.  Payment is late Monday morning and a late payment fee of $15 for the first day and $5 for each day after will be due in addition to tuition.  If payment is not received before the next week’s tuition is due, then the child will not be cared for until the balance is paid in full.

Checks, cash, or money orders are accepted as payment.  However, in the event a check should be returned for non-sufficient funds, the parent will be responsible for tuition, plus an additional $35 for a NSF fee as charged by my bank.  After the first bounced check, cash or money order will be the only payments accepted.

VACATIONS, HOLIDAYS & LEAVE

The following holidays will be paid time off in addition to one week unpaid vacation at which the parent will be responsible for providing alternate care.

· New Year’s Day

· Good Friday

· Memorial Day

· Independence Day

· Labor Day

· Thanksgiving Day & the Friday After

· Christmas Eve

· Christmas Day

I will give at least two weeks notice when going on vacation, providing it can be done. I ask that if parents choose to take their child from care during vacation time or perhaps during a parent’s maternity or medical leave that they pay half the child’s tuition fees to hold their child’s place.  Otherwise, their space will not be guaranteed when they return.

Your regular tuition fees are due each week regardless of how many days your child attends.  Parents of children contracted for full time care may take up to (7) personal days per calendar year after the child’s one year mark.  You will be given a card with (7) free days clearly labeled upon your child’s one year anniversary.  These cards are to be used when your child does not attend care due to illness, a relative in town, a fun day with parents, doctor appointments, vacation, etc.
· Personal days may not be used if the child is sent home ill or leaves early for any reason.

· Personal days may be taken at a maximum one per week, allowing the parent to deduct one day’s fees from their tuition the week following their child’s absence.

· Personal days may be used in a quantity of (2) or more with 30 days written request to the provider.  If a 30 day WRITTEN notice is not given then the regular tuition fees still apply.  I have to be strict on this, as I will need to budget for your vacation.

· Personal days may not be used on provider’s paid holidays, vacation time, continuing education days, or when the provider is using a personal day herself.

· Personal days do not accrue from year to year.  Use them or lose them.

· If a parent loses or misplaces the personal day cards, they will not be replaced and therefore terminates the (7) personal days until the following calendar year.  The provider may still use her personal days.  Parents may request that the provider keep the cards in the child’s file.
· Upon termination, either by the parent or provider, remaining personal days may not be used or be refunded to the parent.

Once all seven days are taken, then the parent must pay for a full week of child care whether their child attends or not.  The tuition rate paid is to reserve your child’s place in my childcare home.  This allows me to budget my income accordingly.
SICK CHILD POLICIES

Mary had a little lamb,

She also had the flu.

And when she left her daycare,

The others had it too.

So anytime your child is sick,

Please keep them home with you.

Then the children in our daycare

Will be happier & healthy too!

This daycare is a well child facility.  This means that if your child is not feeling well for any reason, you need to find alternate care.  Please do not bring your child if they have a fever of 101 degrees or above, is vomiting, has diarrhea, or a contagious illness.  If they’re too sick to go outside, then they’re too sick to be in daycare.

If your child has a common cold (slight cough, sneezing, running nose, and mild temperature) you may bring them to childcare.  However, if the child reaches a point when they require constant attention, will not play, cries all the time, whines and wants to be held constantly, then they need to be taken home and a parent will be called.

If your child requires a prescription medicine, I ask that you keep them at home for at least 48 hours or until they are no longer contagious.

A medicine consent form must be filled out in order for me to dispense medications.  Please dispense all medications at home whenever possible.

All medications must be in the original container with the pharmacist’s label and the doctor’s name and number.  Over the counter medications may be accompanied by the same information.  If a child is brought sick to the daycare, the parents will be phoned and the child isolated from the other children until their parents arrive, to prevent the other children from getting sick.  We will occasionally have in-care sick days.  When all the children are sick at the same time it is pointless to keep them separated.  These precautions will be taken when necessary.  If at anytime you are unsure if your child should attend daycare, please do not hesitate to call.

Illness may include, but are not limited to:

Fever (100 degrees F. or higher)

Vomiting

Diarrhea

Excessive Coughing

Discharge from Eyes or Ears

Lice or Nits

Communicable Diseases (chicken pox, roseola, mumps, measles,
conjunctivitis, poison ivy or poison oak, etc.)
Head Lice and Nit Policy
What are head lice?
Head lice are very small, less than 1/8 long, tan colored insects that live on the human head.  They live and lay their eggs, called nits, close to the scalp.  The nits are tiny and can be gray, white, or brown.  The nits are firmly cemented to the hair shaft.

Who can get head lice?

Anyone can get head lice.  They are not a sign of being dirty and do not reflect poorly upon parents.  Head lice are a common problem any place where groups of children, such as childcare settings or schools.

What are the symptoms of head lice?

Itching and scratching of the scalp and neck are usually the first sing that head lice are present.  The areas most often affected are behind the ears and the back of the neck.  If lice or nits are found on the head of one person in a household, the heads of all household members should be checked.  Look for crawling lice in the hair near the scalp and nits glued to the hair shafts.  They are usually found within ½ inch of the scalp.

What if my child is sent home with head lice?
Should I contact you regarding your child having head lice you should arrange pick up of you child immediately.  At that time, all children will have a head inspection for lice and nits.  Any other children with such will be sent home as well.  The daycare home will also be treated for lice and nits, along with my own children.  Once at home you’ll want to purchase a product to get rid of the lice and nits.  Follow the directions on the product package carefully.  The directions are not the same for every product.  The lice don’t always die immediately.  It might take up to 24 hours.  If live lice are seen two days after treatment, retreat with a different product.

When may my child return to daycare?

Your child may return to care when he/she has been lice and nit free for 24 hours.  Please make arrangement to bring in the package of the product used for treatment for assurance.  This is to insure that each child affected with lice and nits has been treated properly.  
Are there any exceptions?

No.  These guidelines are set to protect everyone: children, siblings, and parents.  If your child still has lice and nits after treatment they will be sent home again, until all lice and nits are gone.
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NAP/QUIET TIME

Naptime in this daycare is traditionally from ________ to ________.

Older children ages:  ________ to ________.

While I understand that you may not wish your child to take a nap, a quiet time is still required of at least ________ minutes if an older child stays a full day. Quiet time may be used to read books, work on puzzles or just lie quietly.

The reason I need to request that your child take a quiet time is that this is my time to catch up.  It will give me the time to straighten up the house, prepare a meal, or attend to personal things within my home.  I will not abuse this time, nor will I ask your child to stay down longer than we agree.

Nap/Quiet time is also allowed to help wind down the children after a busy morning full of activities.

MISCELLANEOUS

ARRIVALS AND DEPARTURES- Please send your child clean, dressed for the day, and fed (if arriving after breakfast-7am).  I do not serve breakfast after 8am.  Please make your good-bye brief, the longer you prolong your departure the harder it is for your child to let you go.  Please never leave without telling your child good-bye.  You must sign your child in and out everyday.  Also, there will be a late pick up fee for every child not picked up by 6:00pm each day.  I have extended my hours until 6:00p to allow time for those parents that work outside of my area.  However, after 6:00pm it becomes my time with my family.  If a child is left late then it takes me away from my children eating dinner on time, taking baths, and getting to bed.  I will not let a child sit and watch my children eat dinner.  If you’re child is here when my children sit down to eat then he/she will eat also.  This would be considered an extra meal which means the food program will not reimburse me for feeding your child.

For this I have implemented a late pick up fee policy.  It is an additional $1/minute charge.  After you are an hour or more late, I will contact someone on your authorized list to pick your child(ren) up from daycare.
However, you may avoid these charges by notifying me that you are running late and requesting an additional 30 minutes of care for a flat fee of $15 (by not calling you will spend $30 in late fees). These fees will be paid before child can resume care the next day.
IMMUNIZATIONS-
Parents will keep current with child’s immunizations and will advise me when shots are scheduled or have been given so that I am aware and keep an extra eye on the child for reactions.

PERSONAL TOYS- It has been in my experience that children, especially toddlers are very possessive.  I have a strict policy on not bringing personal toys into the daycare home as it usually does cause fighting.  I do not allow any type of toy weapons in my home—guns, knives, water pistols, grenades, etc.  under any circumstances, NO EXCEPTIONS!  I do not make a habit out of letting children express violence.

POTTY TRAINING- I will be more than happy to help with potty training provided that it is not done before the child is ready.  Parents are asked to initiate training at home (on vacation or a weekend) before starting at the daycare home.  Once potty training is initiated, parents are to supply a day’s worth, if not more, of 5-ply training pants with plastic covers or pull-ups.  Parents are also asked to bring an extra set of clothes.

DIAPER CHANGING- Diapers are checked and changed every two hours or more frequently if required.  Hand washing of child and myself is performed after every change.  Parents are responsible for supplying diapers and wipes. 
CLEANLINESS/HYGIENE- We do our best to maintain strict cleanliness and hygiene standards.  Sometimes this can be difficult.
Children's hands are washed before and after meals and after toileting. We use paper towels for drying hands, so children do not have to use the same towel.

Washable nap mats are used for naptime.  Nap mats are cleaned and sanitized on a regular basis. At the beginning of the week each child is assigned a pillow, sheet, and blanket set.  Sheets and pillowcases are washed weekly.  Pillows are sprayed with Lysol daily.
High chairs and table areas are cleaned thoroughly after each meal.
The provider’s hands are washed after every diaper change and as needed throughout the day. The diaper changing mat is sanitized after each use.  Toys and playroom items are washed and sanitized on a monthly basis or as needed.

BEFORE/AFTER SCHOOL CARE- It is your responsibility to provide transportation to and from school for your child, unless your child attends Cannon Elementary. If your child arrives after the scheduled breakfast time, your child will need to be fed before they arrive. An afternoon snack will be provided once your child arrives after school. If your child needs care for a day in which school is closed, you will need to notify me in writing at least one (1) week in advance. I will be unable to provide care if these days fall on a paid holiday, my personal day or my scheduled vacation. Tuition will be charged at the full daily rate and payment will be expected at drop-off time or care will not be provided. It is your responsibility to provide your child with the necessary supplies to complete their homework once they arrive. 
HOUSE RULES- Please respect my profession, my home, and me. The respect that you show me, including my home, furnishings, equipment, yard, and other children will communicate itself to your child and will make for a better working relationship. There are certain house rules that all children will be taught and expected to follow. This is for the safety and well being of everyone. 
There will be no running or yelling permitted in the house. Hitting, pushing, biting, grabbing, kicking, spitting, or pinching will NOT be allowed. No standing, jumping or climbing on chairs, tables or furniture. There will be no use of obscene, derogatory or disrespectful language. 

Children may not walk around the house with food, cups or bottles. Respectful treatment of other people and all property, toys, and furniture is expected. Willful destruction of property will be charged to the parent at the cost to replace the item. 

My home is a smoke-free home; therefore smoking will not be permitted on the premises. Children and families are welcome in any areas of the home that are used for childcare purposes.

TRIAL PERIOD

All children brought into care are accepted on a two-week trial period for the child, the parent, and myself.  At the end of this time, the parent or I may decide to terminate care without prior notice at no additional charge to the parent.  The decision for termination by me may be based on how well the child interacts with the other children in care or the everyday behavior of that child.

TERMINATION

Please allow a two-week notice when removing the child from my care.  This allows ample time to fill that child’s position.  Two week’s tuition will be accepted in lieu of a two-week notice.

PARENT HANDBOOK

ACKNOWLEDGEMENT

Parents are welcome to come by anytime during daycare hours to check on the care that is provided.  The contract between the parent and I will be reviewed by both parties and signed annually.

My signature signifies my agreement to the terms in the parent handbook.

As this is a family daycare home, I feel it is important that you and I are able to discuss any problems that may come up.  I want you and your child to be more comfortable in my home.

We, the undersigned parents of _________________, hereby give our permission for Peggy Carty of Tot Spot Childcare to provide childcare services as stated in the above contract.

Parent Signature: ______________________ Date: ___________

Parent Signature: ______________________ Date: ___________

Provider Signature: _____________________ Date: ___________
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I reserve the right to make changes to the Parent Handbook as I deem necessary. Every effort will be made to notify all parents at least two weeks (14 calendar days) before changes take effect.[image: image9.png]
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