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Welcome to my home daycare! It is so important to find a suitable safe place for your child or children while you have to be apart. I believe that a child’s best interests are very important, as well as being cared for in a safe and loving environment. To facilitate greater understanding between us, I have created this handbook.  It covers my childcare philosophies, business policies, and expectations.
Please read this handbook carefully and feel free to discuss with me any questions that you may have.

Acceptance Criteria

Children will be accepted into the daycare program after an initial interview between the child/ren,  parent(s), and myself.  This allows child/ren and parents to become familiar with the setting and also the provider. It may also make the transition more comfortable for your children. Please be aware that childcare can not begin until all the state required paperwork and/or documentation is completed and returned to me to be kept on file. This is very important, so please make every effort to have these completed before the first day of care is scheduled. 

CHILD TO CAREGIVER RATIO

As a registered caregiver, I may provide care to no more than 5 infants (ages 6 weeks to 2 years) and toddlers/preschoolers (ages 2 years to 4 years) at any one time, plus two school aged children.  I may not care for more than 2 infants at any one time.  Ratios for infants and toddlers are as follows:
· 0 infants and 5 toddlers

· 1 infant and 4 toddlers

· 2 infants and 3 toddlers
I may care for 7 unrelated infants/toddlers and school-aged children at one time, at the very most.  My own children are no longer counted towards this ratio, as they are both of school age. 
Drop off & Pick Up of Children 

Parents must notify me should anyone besides themselves be picking up the children.  This is a much safer method and eliminates any chance of confusion or harm to the children. Only persons listed on the departure slip may leave with your child, so please keep this list as up-to-date at possible. Parents should also provide information that may be important about the child/children….lack of sleep; ect…. at drop off time. Children must be dressed and ready to start the day. I can not dress your child for you in the mornings, children over the age of 1 should not be dropped off in pj’s/one piece sleepers. 

NSF CHECKS

Payments may be made by check, but please be aware that if a check is returned to me for non-sufficient funds, you will be required to pay all fees that I incur as a result of the returned check, plus a $25.00 fee.  Childcare services will be immediately halted until full payment and NSF charges have been made, in CASH.  In addition, I reserve the right to request cash payment from that point forward
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. 
The following rules are enforced for the safety and well being of everyone.  Please support me in the enforcement of these rules.

· There will be no running or throwing permitted in the house.

· Hitting, pushing, biting, grabbing, kicking, spitting, or pinching other children/infants/adults will NOT be allowed.

· No standing or climbing on chairs, tables, or furniture. 

· There will be no use of obscene, derogatory or disrespectful language.

· Children are not permitted to lift and/or carry other children while in my home or on my property.

· 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. Toys are meant to be played with, and if they break it is most likely from wear and tear. Unless a child deliberately takes a toy and breaks it, you or your child will not be held accountable. 
· No smoking is permitted in the house or property during daycare hours. 

SUBSIDIZED CARE FEES

I will be more than happy to take families who receive help from Canton/DSS for childcare costs.  Subsidized families are required to pay a co-pay each week, and are responsible to pay this no matter how much it amounts to. Payments must be made at the end of every week, unless other arrangements are made. Parents are also responsible for knowing how much their co-payment is, and providing all the documentation that DSS requires in a timely matter. If DSS does not pay, the parent will be responsible for all fees that have incurred. 

Clothing
Please do not send your child to daycare in “party clothes”, or any other type of clothes that would upset your child when they get dirty.  Please do not dress your child in nice clothing and expect them to be spotless when you pick them up. Do not send child in flip-flops or high healed dress shoes. Sneakers or snow boots should be worn or brought to daycare every day, to help prevent slip and fall accidents. An extra set of clothing should be brought to daycare everyday, or you can leave an extra outfit here appropriate for the season, incase of accidents with paint, mud, ect…  Please make sure your child’s name is on each piece of clothing.  During the summer months, we like to be outside as much as possible. Sunscreen, provided by the parent, can be kept here, labeled with your childs name. You may also bring a bottle daily if you prefer, but if none is supplied, none will be used. During the winter months, outside clothes should be provided for your child. We will be going out to play as the much as we can. You may leave outside clothes(ie: snow pants, mittens, gloves..ect) here, labeled with your childs name, or bring them to daycare daily. Snow boots are also important and should be worn or brought daily. Please remember, if your child is not dressed for outside play, we may not be able to go outside that day. That is not fair to the other children, including your own.
Diapers

Parents are responsible for providing daycare with plenty of disposable diapers, wipes, ect… In the event that I have to supply any of these, the parent will be charged for them. You are welcome to leave a full pack of diapers, wipes, ect.. here, and I will notify you when your child’s supply runs low.
Children Hurting One Another

This is going to happen.  I will inform you immediately upon pickup of any such situation.  An incident report will be filled out and kept with your children’s records.  Repetitive problems such as biting may result in requesting that your child be removed from daycare.  This is for the safety of your child as well as the other children.
Withdrawing A Child
A written notice 2 weeks in advance is required if a parent terminates this contract, or 2 weeks pay…this may be pro-rated.  As the provider, I may terminate this contract with no notice if a situation arises.

TOILET TRAINING

Toilet training will be done in a relaxed manner with the cooperation of the parents. If potty training is begun when your child is ready, the task is should be easy and quick. If a parent undertakes the task of potty training when they want it to happen, the task can be arduous and painful for all concerned. When we agree that the time is right for your child and until he is totally successful in his toileting, he should wear pull-ups/training pants and clothes that promote their independence. In addition, your child must have two complete changes of clothes (don't forget the socks!) The best items are shorts and pants with elastic waists, or dresses. Try to avoid really tight clothing, pants with snaps and zippers and belts, overalls, and onesies. These are difficult for children to remove "in a hurry". Do not bring your child in panties or underwear until he has naptime and bedtime control established. 

I have found it is best that you begin toilet training at home during a weekend or vacation. I will follow through and encourage your child while in my care. When a child is ready, the process should go pretty quickly. After 2 or more accidents in one day while in my care, your child will be put back into pull-ups/diapers for the remainder of the day. Please keep in mind that the activity level here can distract your child from responding to an urge to use the potty, more so than at your home. Therefore, I will continue to use diapers or pull-ups until your child can and will announce that he/she must use the bathroom (not just at home, but here, as well) and can control his/her bladder and bowels for a few minutes beyond that announcement. This is a special time for your child, a sign that he/she is growing up. Toilet training should be a good experience.
Birthdays & Special Occasions

At daycare, we will have treats and/or parties on birthdays and special occasions for your children.  All the children love this and it makes them feel special. Presents are not expected to bring gifts or treats, please feel free to provide a treat to share, (cupcakes ect..) with the children on your child’s birthday. Please inform me ahead of time. 

Toys

Children are allowed to bring a toy, stuffed animal or doll to daycare BUT will be expected to share that item with the other children. Please, talk with your child before he or she brings a toy to daycare, telling them they will be expected to share their toy. If this will be bothersome to them, the toy should be left at home. If the toy creates a problem with the other children, the toy will be taken away and put up for the remainder of the day. Please try to abstain from bringing favorite toys that your child is extremely attached to. Blankets and pillows may be brought for naptime, labeled with your childs name. These can stay here, and be brought home weekly to be washed or brought in daily. A favorite sleep toy for nap time is fine to bring to daycare. Please don’t allow your child to bring anything breakable, or anything that may pose a risk to the other children(ie: chocking hazards such as small beads, money..ect.)

Nap Time/Quiet Time

We have nap time/quiet time everyday between 1:00 and 3:00. ALL children will lay down with a pillow and blanket on a sleeping mat, so they can go to sleep if they need to. The older children may participate in a *quiet activity* such as reading, coloring or watching a movie if they do not take a nap.  It is best to have no disruptions at this time.  If for some reason, you must pick up your child/children during these times, please let me know in advance so I can have your child/children ready for you; and please come in and go out as quickly and quietly as possible.  I have found that kids sometimes get a little louder and over-excited when there is someone else here.

Parent Participation

State Regulations permits on demand access to this daycare during our hours of operation.  You are encouraged to stop by anytime your child is here, even if it is just to say hi. Open door policies are only in effect when your child is in daycare. If you need to meet with me after your daycare hours, please call first.
Discipline
State regulations do not allow corporal punishment, even if the parents request it.  I have a discipline policy that I will be happy to share with you.  Discipline will mainly consist of  re-direction. Re-direction means children will be reminded of the rules, and re-directed to a different activity. Infants and young toddlers that do not understand the consequences of their behavior will be reminded of the rules and removed from the situation if necessary.

Outside Play

The children will be outside as much as possible. We try to get out at least everyday during the warmer weather, and as often as possible in the winter months. Please provide appropriate outside clothing for your child depending on the season.  During summer months, when the sun is blazing, I will need permission to apply sunscreen to your child. You will need to provide sunscreen for your children labeled with their name(s).  The outside play area is completely fenced in and has 2 slides, swings, and one baby swing, ect. Sidewalk chalk, paints, and bubbles are just some of the outside activities we have. We try to take walks daily and occasional trips to a nearby park. Flip-flops should not be worn to daycare, please send your child in shoes or sandals that have a back on them to help prevent falls. We like to play with water toys during the hot summer months, and a swim suit/swim diaper must be provided for your child to participate.  

Food Program

Nutritious meals will be provided for breakfast and lunch for children one year and older. 

Breakfast is served at 8:20 daily. School age children should eat at home before coming to daycare. 

Lunch is served at 12:00 noon daily.

Formula and baby food must be provided for children under one yr of age. Please be sure to send in enough food for your child for the day or weekly if you prefer. Infants eating baby food should have their jars marked with their names. I can not provide baby food for your infant, but I occasionally have some *just in case*. You will be charged if I need to use my very limited supply of baby food. It is important that your child get the same nutrition here that he or she would get at home.

In order for me to make formula for your child, I need written permission from a parent or legal guardian.  I have a form I will provide for you to sign.  I also need to have a written feeding schedule.  This is part of the NY state regulations. Morning and afternoon snacks are also provided. Morning snack is served around 10 am and afternoon snack is served after nap time. Please do not send gum, candy or money with your child.
Safety of Your Child

At my daycare, I want to assure you as parents that your child’s safety is taken very seriously.  We practice safety here…I have installed outlet covers and all cabinets within a child’s reach that could possibly pose a hazard are safety locked.  We have a gate at the bottom of your staircase and one at the exit of our play area inside.  Smoke detectors are located on each level of our home, along with fire extinguishers near the furnace and one in the kitchen near the stove.  2 first aide kits are also placed with in the daycare.  Monthly fire drills are practiced in the event of a fire.  A list of emergency numbers is posted by the telephone.  In addition to this, it is important that I have an emergency number for an alternate person in case you can not be reached.  Please give prompt notice of change in address or telephone numbers at home or at work.

Information For Parents

Should I have any information for you, the parent, it will be given at the point of pickup for the child either verbally or in written form.  Parents will also be given at least 2 weeks written notice before any policy changes take effect. Notices for parents of days off and other important information will be posted on the daycare bulletin board by the front door.
Parent/Provider Conferences

A time may come when we may need to discuss certain situations.  This can be done either over the telephone or in a special meeting. (depending on the situation)  Appointments may also be made. Pick up time can be a very hectic time of day, while parents are coming in and out of daycare, therefore, may not the best time to discuss daycare issues. I am always available by phone in the evenings or during the children’s rest time.

Child Abuse Reporting
In accordance with section 432 of the State Social Service Law, I am a mandated reporter.  This is not meant to frighten parents, but to make you aware that I am trained in Child Abuse and Maltreatment Identification and Prevention.  On the other hand, should parents have concerns about their children’s care, they are urged to call the New York State Department of Social Services Child Care Complaint line at 1-800-732-5207.

Vacation Time

As mentioned in section *Financial Policy*, I will notify parents of any vacations at least 2 weeks in advance.  I, as the daycare provider, will be taking 2 weeks vacation per year. Parents are not expected to pay for my services during my vacation time. It is the parents’ responsibility to find back up care.
When parents take a vacation, half the weekly rate is expected in order to hold your child’s place in daycare.  Parents must also notify me 2 weeks in advance when a child will be withdrawn to accompany a parent on summer or any other vacations.  For a full summer vacation, parents are required to pay ½ the weekly rate in advance for the entire vacation in order to insure your child’s readmission

Pick Up time

I will close promptly at 5 pm daily.  When you notify me of the pick up time of your child, I will expect you to be here on the time agreed upon. I know traffic can sometimes be a problem, so with that in mind, 30 minutes after the agreed upon pick up time, late charges will begin.  A late charge of 5 dollars every ½ hour if it is before the closing time of daycare will be applied.  After the closing time, the late charge will be 5 dollars every 5 minutes. Late charges will be added into the weekly rates, if you are late picking up your child, you will be notified of the approximate late fee.  Please try not to be late, if for some reason, you know you are going to be late, call me to let me know….no late charges will take place if prior arrangements are made and agreed upon.  It disturbs everyone’s schedule when the parent is late, and the child may feel scared.  If you are going to be late dropping of your child, please notify me as soon as possible, this allows me to plan meals and activities accordingly.

Days Opened and Closed

Childcare is provided Monday through Friday during working hours.  These hours are 7:30 a.m. until 5:00 p.m.  Day care will not be open certain holidays.  These holidays include:

**Christmas Eve

**Christmas Day

**New Years Day 

**4th of July 

**Memorial Day 
**Labor Day
**Thanksgiving.  
Notice of any other days off will be given well in advance. All days off or early closings will be posted on the daycare bulletin board by the front door for your convienence.
Preschool/Early Learning
This is not a pre-school. But, we do learn new things everyday. I believe young children learn through play, not a structured, school-like environment. They will get that soon enough when they enter the school system. However, I do believe it is important for children to have early pre-school knowledge prior to entering the school system. Therefore, we spend our days learning through play, artwork and books. We will learn, among other things: our colors, numbers, shapes, our names, address and phone number, our ABC’s and some basic handwriting skills, along with some important fine motor skills, which include the proper way to hold a pencil and cut with scissors, through age-appropriate activities. Your child will not be pushed to do anything they he/she is not capable of doing, all children will learn these things at their own pace. Early learning should be a fun and enjoyable experience to help ensure a life long love of learning. 
Sick Days, Absent Days
If your child is going to be out sick, please notify me as soon as possible. I do not charge for days that a child is out sick as long as I am properly notified. On the other hand, if your child is scheduled to come to daycare, and does not show up without a phone call, you will still be charged for that day. Please try to notify me the night before if your child is going to be absent for any reason. You must also notify me if you are going to be late dropping off your child. If I am not notified, I will assume your child is going to be absent and we will go about our day. This may mean no one will be at daycare when you drop off late, so it is important to both of us that you keep me informed. Repeated “No Call, No Shows” may result in termination of this contract by the provider.

Trial Period/Termination Policies

Parents, and myself, will be given a 2 week trial period to decide if the child/children are happy at the daycare.  During this time, a 2 week notice is not required.  After this time, parents must give me a 2 week written notice of a termination of this contract. I, as the daycare provider, do not need to give a 2 week notice, but I will do my best not to let that happen.  Reasons for that may terminate this contract by the daycare provider include but are not limited to: 

**Failure to pay for child care services on the agreed upon day

 **Repeatedly disregarding the policy of this contract

 **Repeated failure to pick up your children at the agreed upon time

 **Repeat absences with out notice, or repeat late drop off without notice.

There are no refunds of deposits or payments.
Sick Child Policy

If your child has diarrhea, vomiting, a fever over 101, head lice or any other contagious illness, they cannot be brought to daycare until the symptom is gone for 24 hours. (this is a state law) Your child can be brought to daycare if they have a common cold (slight cough, runny nose, sneezing); however the parent will be called if the cough becomes severe or the child is just plain miserable (ie..excessive whining, crying, ect…) Please notify me as soon as possible when your child is ill so that I can notify the other parents. Also, if my children are sick, you will be notified and given the option of bringing your child that day. I will do my best to keep my child away from the other children. If a child becomes ill while at daycare, you will be notified immediately. In the event of a medical emergency, the parent will be notified as soon as possible. Diaper rash ointment, powder and other topical creams may be applied with written permission from the parent. However, as NYS new law, I will not be able to provide your child with any medications, either over the counter or prescription. All medications must be taken at home. Please notify me as soon as possible (the night before or in the morning before the child is supposed to arrive) if the child is going to be absent. List any known allergy's or special medical problems on the *blue cards* I provide you with. All children must have their immunizations within 30 days of starting daycare. I have a form for your child's Dr. to fill out and sign, that I need back before day care can be started.
Visitor Control Policy

In accordance with the NY State Law every visitor is to sign in upon entry to the premises. It shall be indicated in writing the date of the visit and the time of entry into the day care home. Also, the purpose of this visit and the time of departure will also be noted.  This is for your peace of mind, of knowing who is in and out of the home while your child is here. It also helps protect the health and safety of the children in care

