A Kiddie’s Kingdom Contract and Parent Handbook
A Kiddie’s Kingdom mission statement:
A Kiddie’s Kingdom’s goal is to provide equally among all children a loving, safe and healthy learning environment. We strive to ensure a positive and rewarding experience for all ages including our staff.
The following is a comprehensive description of A Kiddie’s Kingdom’s policies and procedures. We are contracted with Department of Economic Security, Quality First, and Department of Child Safety. We are fully licensed and insured. We have liability and child medical insurance with Philadelphia Insurance and information in regards to that is located in our office.  If you have any questions regarding any of the policies or procedures listed here, please contact us at (602) 278-1513.
COMMUNICATION
Good communication is of the utmost importance.  When a new family is accepted into our center, we like to be sure that we can share openly about any concerns or questions that may arise.  It is important that there is a similar child care philosophy between the center and the parents.  We welcome questions, feedback, or discussions of any kind that are oriented towards a positive outcome for the child(ren).  Sensitive issues will be discussed in private at a mutually beneficial time. We also offer parent/teacher conferences at your convenience twice a year. If you are interested, let us know and signup sheets will be posted. Please report any changes in phone numbers, addresses, or other pertinent information within 24hrs. Any pesticide notices will be posted 48 hours in advance on our parent board. Our parent board has several pieces of important documentation for viewing which includes our menu, DHS license, center wide notices, etc. 
ENROLLMENT POLICY
There are several forms that make up A Kiddie’s Kingdom’s enrollment packet.  This enrollment packet must be completed and in our possession before we can assume responsibility of caring for your child.  The forms that need to be completed are: 
1. Child Care Registration Emergency Form (blue form) 
2. Signed Agreement Contract 
3. CACFP Food and Nutrition Affidavit Form 
4. D.E.S. Family/Provider Agreement (if applicable) D.E.S. contracts are to be renewed as needed. This will occur if there are any changes within the contract.  We reserve the right to make any changes to contract as the needs arise. 
5. Transportation Form (if applicable) for school age children
6. Weekly tuition or copay fees 
7. Infant Packet (if applicable) 
8. $50.00 Non-Refundable Registration Fee

This is to ensure that your child will get the very best care possible and satisfies the record keeping requirement of state licensing guidelines.  All forms will be reviewed annually.  If there are changes to any of the forms in the enrollment packet, please notify the office to update your records. You must keep enrollment records current as to all phone numbers (work, home, and cell), home address, and emergency contacts information. If you have any questions regarding the completion of the forms, please feel free to ask the office.
TUITION/PAYMENT PROCEDURES
Birth through 1 year $43.00 a day
1 and 2 year olds $39.00 a day
3 years to 5 year olds $34.00 a day (Must be toilet trained!)
6 to 12 year olds $29.50 full day/ $20.00 half day
You will be charged a non-refundable $50.00 registration fee that holds your child’s spot. D.E.S. eligible families are responsible for any amounts that D.E.S. does not pay. Your specific rates will be outlined in your Contract and Rate Agreement. Tuition is payable in advance and is due no later than the first day in attendance of that week.  Payments may be made by cash, money order, or credit card. Rate increases may come into effect if a yearly review finds it necessary to do so.  Written notice will be furnished to you 30 days in advance is such increases are necessary.  Co-payment changes for D.E.S. parents are NOT considered a rate increase. We require a minimum of 3 days per week in attendance and charge accordingly. There will be a late fee of $10.00 every week your account is not in advance. Repeated late payments will be grounds for termination and parents who are more than 1 week late on payment will be denied childcare until account is made current. Accounts that are not current by the 1st day of the month will result in your child being dropped from our program. We have an absent day policy. You will be charged if your child is absent and are not one week in advance. The success of our center depends upon the prompt payment of tuition/fees in order to take care of day-to-day expenses that are encountered.  Tuition and fees are computed with the following factors in mind: food, health supplies, curriculum supplies, toys, equipment, books, employees’ wages, building rent, and utilities.
LATE FEES
Any child left after closing time of 6:00PM will be charged $2.00 per minute per child. This must be paid in cash before the child’s next regularly scheduled day.  This will be strictly enforced, and habitual tardiness will result in termination of services.  If you are late, and we are unable to contact you or your emergency contacts, we will contact Department of Child Safety to pick up your child.
HOURS OF OPERATION
We are open Monday through Friday from 6:00 am to 6:00 pm.  All children MUST be in attendance no later than 9:30 AM. Parents must contact the office if children will be in later than 9:30 AM, if no call is made we will NOT allow child to attend that day- no exceptions. This policy is in place because teachers are expected to start their day and have a structured routine. Any child that is here for more than 10 hours a day will be charged $2.00 every additional hour following.  
ARRIVALS AND DEPARTURES
Children are to arrive clean and fed (unless arriving just before a meal time).  We will try our best to send your child home with a clean diaper, and would appreciate the same consideration when you drop off.  It is normal for some children to have difficulty separating from parents, or cry when dropping off.  Please make your drop off brief, the longer you prolong the departure, the harder it gets.  A smile, cheerful good bye kiss, and a reassuring word that you will be back is all that is needed.  In our experience, children are nearly always quick to get involved in play or activities as soon as parents are gone.  Please be brief at pick-up times as well.  This is a time of testing, when two different authority figures are present (the parent and the provider).  All children will test to see if the rules still apply.  During arrival and departure, we expect parents to understand and implement our rules.  Please be in control of your child during pick up times.  Our normal procedure is to release the child only to his/her parents, or someone else the parents designate on the authorized pick up and emergency contact form (blue form).  Please inform emergency contacts, or people designated to pick up your child, that if we do not know them that they will have to provide us with identification.  This is not meant to offend them.  This is simply a measure taken for the child’s protection.  Drop off and pick up are not good times to discuss serious problems.  Little ears and minds hear and understand everything.  The director can set up a time where the issues can be discussed in private.

SIGN IN/OUT
It is required by state law that all parents sign their child in and out each day. We require you use the computer as well to record the time.  This gives us a written record of the child’s attendance, hours, and the person who brought/picked up the child each day. If there are missing signatures, no time in/out; you will be charged $1.00 each time. 
CLOTHING/ATTIRE
Children should arrive dressed for play.  We like to have fun! Having fun involves outdoor play and lots of messy activities, so make sure your child is dressed appropriately.  Please don’t dress your child in nice clothing with the possibility of them getting dirty.  Clothing should be comfortable and seasonally appropriate for outdoor play.  Make sure this includes bibs, hats, coats etc.
PERSONAL BELONGINGS
We do not allow children to bring toys from home unless it is a show and tell day. Little ones have a hard time sharing with others, and it is even harder with their own special toys.  Sippy cups for children 3 and older are not recommended due to every class not having their personal refrigerator.  Bottles are only permitted for babies that are not walking yet.  Pacifiers have to have a clip attaching the pacifier to their clothes.  All personal items MUST be clearly marked with the child’s first and last name.  We are not responsible for any loss or breakage of personal items.
SUPPLIES
Parents need to supply a minimum of 6 diapers a day, wipes, change of clothes (if clothes get soiled), bottle and bib (if child is an infant).  All personal belongings should be marked with your child’s first and last name. This helps avoid mix-ups with other children. 
Donations help us keep costs down, so if you have any of the following items on hand and are willing to donate them, it would be greatly appreciated. This is not mandatory- 
· Dress up clothing (also clothing for children in case of accidents!)
· Crayons, any misc. art supplies, glitter, paper plates etc.
· IDEAS! We welcome any ideas that you have for fun activities or crafts!

CENTER RULES/Expectations
There are certain center rules that all children will be taught and expected to follow.  This is for the safety and well being of everyone.  No physical contact is allowed:
-No hitting, pushing, biting, grabbing, kicking, spitting, or pinching other children/infants/adults. A child will be sent home for inappropriate behavior for remainder of the day and possible days following. Teachers and assistant teachers are trained to positively redirect each child when aggressive behavior does transpire. We ask that you notify the teachers of different triggers on your BEST OF CARE form that you are given upon enrollment so that the teacher is aware of different issues that may occur and how to help each individual child. The teachers here at A Kiddie’s Kingdom are given continuous behavioral training to help with classroom management. If these techniques are not working, we will have a parent/teacher conference to address these issues. We also have a policy in place for immediate expulsion. In the event that our caregivers are unable to control or prevent the child from causing serious injury to others or himself/herself, they will be immediately expelled. We will use our immediate expulsion policy if a parent/guardian threatens or commits physical/intimidating actions towards our staff or facility. 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. No profanities or otherwise strong language is allowed. Remember that we are a birth to age 12 facility, what may be appropriate language at home, may not be appropriate here. Please make your child aware of these policies. Please support us in the implementation of these rules in order to create a safe and excellent learning environment.

CURRICULUM AND LESSON PLANS
We use Teaching Strategies Gold for all age groups. A lesson plan is posted in every classroom for the parent’s and visitors to see. All curriculums are in line with Arizona State Standards so your child is always learning! We continue to use developmental portfolios for each child to document their progression throughout their time here at A Kiddie’s Kingdom. If you any accommodations or modifications need to be added to fit your child’s needs, we will do so on the lesson plan for your child’s classroom. If you have any questions in regards to the curriculum, please see your child’s teacher or the office. 
CHILD SCREENING AND REFERRALS
We use developmental portfolios for each child that enters A Kiddie’s Kingdom. In these portfolios, the child is observed by his/her teacher each and every month. The teacher provides work samples, pictures, and antidotes to document the child’s progress. This portfolio moves as the child continues to move throughout A Kiddie’s Kingdom. We use these portfolios to record developmental progress or developmental red flags. These portfolios are used to benefit the child’s education. If there are any developmental red flags with a child, it is discussed with the parent in a timely and appropriate manner. We use our community partners, Isaac Preschool, to help once a year with developmental screenings for all preschoolers. We can refer children that do qualify for special services to different resources at their school district or with their health care provider.
FIELD TRIPS
Field trip schedules are provided for school aged children, ages 7-12 years of age, during the summer breaks.  Permission slips need to be sign and there is an additional fee for the parent.

ILLNESS
A Kiddie’s Kingdom is a “well-child care facility”. Your child’s safety is our first concern! At no time do we provide sick childcare.  The following illness policies will be strictly enforced for the health, well being, and safety of all concerned.  Under no circumstances may a parent bring a sick child to daycare, if the child shows any signs of illness, or is unable to participate in the normal routine and regular day care program. This makes it very important to have the parent’s full cooperation in this matter. Children will be visually screened when they arrive in the morning.  In the event a child becomes ill and needs to be picked up, the parent will be called and are expected to come pick the child up within one hour. Any children left for over an hour after the parent being notified will be given a violation notice.  If the parent cannot be reached, the emergency contact person will be called and asked to come pick up the child. If we are unable to get ahold of anyone on your emergency list, Department of Child Safety will be called as well as 911.  For the benefit of our staff and other children in our care, a sick child will not be permitted to return to care for 24hrs after the condition has returned to “normal.”  The child may return 24-48 hrs after (depending on the illness) they have received the first dose of antibiotics. If you are not sure about whether or not to bring your child to our center, please call our director to discuss it.  Allergy related symptoms, and non-communicable illnesses do not require exclusion if you have a note from your doctor.
Symptoms requiring removal of a child from day care:
· Fever: a fever is defined as having a temperature of 100 F or higher
· Fever and sore throat, rash, vomiting, diarrhea, earache, irritability, or confusion
· Diarrhea: runny, watery, bloody stools, or 2 or more loose stools within last 4 hrs.
· Vomiting: 2 or more times in a 24 hour period.  Note: please do not bring your child if they vomited the night before.
· Breathing trouble, sore throat, swollen glands, loss of voice, hacking or continuous coughing
· Runny nose (other than clear), draining eyes or ears
· Frequent scratching of body or scalp, lice, rash, or any other spots that resemble childhood diseases, including ringworm.
· Child is irritable, continuously crying, or requires more attention that we can provide without hurting the health, safety or well being of the other children in our care.
Just a note: How would you feel if another parent brought their sick child in and exposed your child? We STRESS again—if you are not sure if it is okay to bring your child, please call ahead and ask us.  We may require a doctor’s decision as to whether or not the child is contagious.  We appreciate your cooperation in this matter.
MEDICATION
We do not dispense any Tylenol or Ibuprofen for the child running a fever. Children cannot attend until they are fever free without medication for 24 hours. Parents will provide any medications needed by the child, including over-the-counter and prescription medication.  Written authorization is needed for us to administer ANY medication, prescription or over the counter. NOTE: All medication must be in the original container with the pharmacist’s or manufacturer’s label, child’s name, dosage instruction, current date, name of medication, and times to be administered clearly written. Medication of any kind needs to be left with the office personnel, NOT IN THE CHILD’S BAG. Any medication not checked in with the office will NOT be given to the child. We implement this policy for the safety of all children in our facility.
MEDICAL EMERGENCIES
Minor bumps and scratches are inevitable, but we make every effort to keep the children safe through supervision and childproofing.  Minor injuries receive appropriate first aid, and if an emergency injury or illness occurs, you will be contacted as soon as possible.  If necessary, your child will be taken to the nearest hospital where you will be asked to meet us.  If you are not going to be at your usual place of employment, or at home, please make sure that we have a number where you can be reached.  Parents are responsible for all costs involved in emergency medical treatment, including emergency transportation, if required. A Kiddie’s Kingdom has current liability.  Child medical insurance is required for each child enrolled.  This is an accident/medical policy which covers the child on premises and is a yearly fee.
TERMINATION POLICIES
We reserve the right to terminate a child for the following reasons (but are not limited to):
· Failure to pay
· Routinely late picking up your child
· Failure to complete the required forms
· Lack of parental cooperation
· Failure of child to adjust to the center after a reasonable amount of time
· Physical or verbal abuse of any person or property
· Our inability to meet the child’s needs
· Lack of compliance with regulations
· Serious illness of child
We appreciate as much advance notice as possible when termination, and will give the same courtesy in return.  Anyone who terminates daycare and has a balance that is outstanding will need to have the account settled within 30 days.  All accounts not settled within 30 days will be turned over to a collection agency regardless of the amount owed.  All accounts turned over to collections will have a $20.00 per week late fee, plus 35% collection fee added to the amount due.



REPORTING REQUIREMENTS
As a child care center we are mandated reporters to the Department of Child Safety if we feel a child is being abused or neglected.  Always be sure to let your director know when you drop your child off if he/she has any unexplained cuts or bruises.  All children that come to daycare with injuries have them logged into the child’s file. This facility is regulated by Arizona Department of Health Services (A.D.H.S.) 150 N 18th avenue Ste. 400 Phoenix, Az 85007 (602) 364-2539. Inspection reports are readily available at site.
In accordance with Federal law and U.S. Department of Agriculture policy, this institution is prohibited from discriminating on the basis of race, color, national origin, sex, age, or disability (not all prohibited bases apply to all programs).
I, the undersigned, being fully aware of and understanding completely the regulations and responsibilities set forth in this contract do, by the virtue of my signature, agree to abide by and fulfill all responsibilities and abide by all the regulations, understanding that failure to do so will result in termination of care and/or immediate action. A copy is provided to you upon request.

A KIDDIE’S KINGDOM HOLIDAY SCHEDULE:
We will be closed on certain holidays and will always post a sign prior to closure. We will send out a holiday schedule for the months of November, December, and January prior to November so that our parent’s can plan out their work schedule. We are closed on the following days each year:
· New Year’s Day
· Labor Day
· Memorial Day
· Thanksgiving Day
· Independence Day
· Christmas Day
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