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DISCLOSURE
This parent handbook is in an abreviated form for parents to review at their lesiure. A full copy of the Parent Policy Handbook shall be provided for review upon request at the Panda & Pals Playhouse Child Care Center. In this handbook “PPP” shall be referred to as Panda & Pals Playhouse Child Care Center, LLC
[bookmark: _Toc109069911]











Welcome
Thank you for choosing PANDA & PALS PLAYHOUSE, to care for and educate your child.  We are committed to providing quality care and education through learning experiences that will prepare your child for success both spiritually and academically.  We believe that childcare is a partner relationship between staff and families.  By respecting one another, accepting responsibilities, communicating, sharing, and teamwork, we together can offer your child the possible care.  Please feel free to share your ideas, thoughts and concerns that will affect you and your child.
We understand and respect that parents are the most significant role models in a child’s life; we welcome you to come and volunteer in your child’s room.  We encourage you to get involved in your child’s learning and development.  There will be opportunities for you to participate in activities, share your talents, and help during holiday programs and field trips.
We will strive to meet your child’s emotional, physical, social, intellectual growth.  One of the more distinctive features of the daycare is our emphasis on modeling character and principles.  Our Caregivers are chosen for their ability to communicate these truths on the child’s level as well as for personal integrity, a love for children, and a desire to partnership with you to educate your child.	
This handbook is designed as a helpful resource so that your experience at PANDA & PALS PLAYHOUSE, will be a positive one.  If you have any questions after reading through the handbook, please direct them to the administrator or director.  Please use this reference for the length of you and your child’s stay.
[bookmark: _Toc108689039]We look forward to working with you to provide the best possible care for your child. 
PANDA & PALS PLAYHOUSE, LLC extends our warm welcome to all our parents and our children.  We invite and welcome visits to our facility so that parents may observe their children at any time during operating hours.  PANDA & PALS PLAYHOUSE, LLC also encourages parents to participate in all aspects of the program.
 Please feel free to call and visit if you have any questions concerning your child’s development and progress.  Throughout the year you will also receive parent handouts concerning child development tips.
A parent can request access to their child’s record, medical, logbooks or other reports on their child by notifying the daycare director. Confidentiality of information will be maintained.  Parents can only be given information concerning their child/ren.  Other agencies that assist in the planning for the children with informed written consent of the parent may also have access.
(Agencies authorized under s.48.78STATS)

Please read carefully over the tuition policies, the fees and collection are strictly enforced.  If you need a new copy of the parent handbook or tuition policies, you can receive a copy in the director’s office via email.  If you have any question concerning state regulations, you can review a copy of licensing rules book located on the parent information board as well as in the director’s office.  License and any violations will also be posted on the information board, which can be easily viewed when entering the daycare.   During orientation parents, will be asked to sign a form documenting that they have received and understood the parent’s handbook and tuition policies governing our facility. 
[bookmark: _Toc109069912]
PERSONAL BIO
Derek & Jennifer Jeter offer a unique blend and extensive breadth of experience relative to this venture. Derek & Jennifer have been involved in the childcare industry for more than fourteen years. They have been associated with such operations as, Precious Hands Child Care Center and Childcare Placement and Services, LLC. (CCPS). 
Derek is a 25-year veteran of the Milwaukee Police Department and has been retired as of January 2017. He has recognition under his achievements and was a trainer at the Milwaukee Fire and Police Academy. Prior to his retirement, Derek served 10 years as an Acting Desk Sergeant.
Jennifer founded Precious Hands Child Care Center. She maintained two successful residential locations for several years before deciding to combine those locations and move to a commercial building. She also formed Child Care Placement and Services, where she vetted trained temporary childcare professionals to work at child care facilities in need of temporary services.
Derek and Jennifer are active members with The Registry and combined, they exceed 40 years of experience.
When the parent of two of the children attending the daycare fell upon hard times, Derek and Jennifer took the children into their home and cared for them, giving the mother the opportunity to get back on her feet. After several weeks passed, Derek and Jennifer contacted the state (Dept of Children and Families) for financial assistance. The DCF in tern asked Derek and Jennifer to become foster parents to keep the children in their care.
After successfully completing the required courses for foster care, the State asked them to consider adoption. When a third child was born to the mother, the state intervened. With open hearts, Derek and Jennifer adopted all three of the children. Having four children of their own, they made the decision to close the doors to Precious Hands Child Care and focus on their own family. 
With six of seven children out of the nest, Derek and Jennifer decided to get back into the childcare field.  In 2019 Panda & Pals Playhouse opened its doors. It took only a short period of time before the original children of precious hands Childcare found out that Derek and Jennifer were back caring for children. Those children, now turned adults, decided to place their children with Derek and Jennifer and Panda and Pals Playhouse. 
As a team, Derek and Jennifer present a blend of certifications, trainings, and experiences relative to their business marketing, sales, customer service, operational and business experience operations, that makes them qualified to successfully guide this venture. 
[bookmark: _Toc109069913][bookmark: _Hlk54197823]
PHILOSOPHY
We at Panda & Pals Playhouse, believe that quality childcare facilitates the healthy growth and development of the whole child. We believe that all children are different and unique; our environment accepts and encourages children to become intrinsic learners and to express their full potential in all aspects of their development.
We have created a setting that first engages and then stimulates physical, social, emotional, and cognitive development, with a goal to maximizing a child’s potential and allow them their natural curiosity to explore their environment.
First, children need to believe in themselves, have healthy self-esteem and confidence as the platform for all dimensions of the heathy whole child to be successful.
Panda & Pals Playhouse, believe that our program offers each child a balance of challenging, stimulating experiences, and experiences that are warm and secure. It is essential to achieve the maximum benefit from each new experience. Our Panda Playhouse children will know that they are loved, valued, and cared for.
We believe that for the child to feel accepted and loved our program must blend and enhance that child’s family experiences with their experience in the center, thus family participation is encouraged to enhance the quality of experience of the child. We embrace multiculturalism’s and encourage acceptance with the belief that we are all different yet the same.
Our staff is well trained, nurturing, and loving individuals who are working for a stronger future for each child. We focus on each child as an individual, encouraging autonomy and independence in a group environment.
[bookmark: _Toc109069914][bookmark: _Hlk54197845][bookmark: _Hlk40698770][bookmark: _Hlk28769956]ADMISSION/GENERAL INFORMATION
Policy Effective Date: July 11, 2022
Panda & Pals Playhouse, LLC is licensed by the State of Wisconsin, Department of Children and Families (www.dcf.wisconsin.gov).  we are licensed to care for no more than 24 children at any one time.  We are inspected regularly to ensure that we meet licensing standards.
Childcare services are available without discrimination on the basis of sex, race, color, creed, disability, sexual orientation, national origin or ancestry. All applications from job postings will be accepted.
Panda & Pals Playhouse will provide care for children ages 6 weeks through 13 years 11 months. 
[bookmark: _Hlk69746877]Panda & Pals Playhouse’s procedure to ensure that the number, names and whereabouts of children in care are known to the provider at all times is by maintaining a Daily Attendance Record and child tracking system for each classroom.  
In addition to the “Parent Policy Handbook”, parents will receive a pamphlet, "Your Guide to Regulated Child Care" which is a summary of childcare licensing regulations, as part of an enrollment packet. A copy of the “Parent Policy Handbook” will be kept at the center and is available for review upon request. 
We maintain a working relationship with outside agencies such as the Department of Children & Families, 4Cs, Well Badger Resource Center, and several others.
Parents are welcome to visit our childcare program at any time during the hours of operation unless parental access is prohibited or restricted by a court order.  If so, we will need a copy of the order. Please understand that we cannot legally limit access to a parent if there is not a copy of a court order on file at the center.
We are required to maintain a current, accurate written record of daily attendance for all the children.  Please assist me in meeting this requirement by signing your child/children in and out of the center on the required Daily Attendance Record.
Children will only be released to persons listed on the enrollment form.  If anyone other than the child's parent or someone who is listed on the enrollment form is to pick up a child, we need to be notified in writing or by a telephone call in advance.  The person picking up the child may need to show a driver's license or other picture ID.
We WILL NOT walk children who attend school to and from the center in the morning or after school.  If parents wish to allow a school-age child to leave or arrive at the center unescorted, they must provide written authorization for this activity.  School-age children who leave the center unescorted must be traveling to home, school or another activity where adult supervision is present. Parents may use the form “Alternate Arrival / Release Agreement – Child Care Centers” to provide this information to the center.
Here at Panda &Pals we strive for excellence.  We understand that children not only need to be nurtured, but they also need to be challenged, stimulated, and empowered.  We will strive to teach your children to become good decision makers, by offering wide developmental based activities.  Through hands on activities, we will spark creative expressions from the children.  We will encourage, praise, and value each child for their individual achievements.
[bookmark: _Toc109069915]Cultural Diversity
PANDA & PALS PLAYHOUSE, will provide richness in cultural diversity to satisfy curiosity and exploration. Throughout the daycare will be displayed pictures of people, places, and things so that your child will be exposed to the world’s diversity. We do not discriminate on the basis of race, color, religion (creed), gender, gender expression, age, national origin (ancestry), disability, marital status, sexual orientation, or military status, in any of its activities or operations.
The Americans with Disabilities Act (ADA) prohibits discrimination against people with disabilities in several areas, including employment, transportation, public accommodations, communications, and access to state and local government’ programs and services.
Currently, we are providing a limited integration of special needs children into program.
[bookmark: _Toc108689040][bookmark: _Toc109069916]Clothing
We ask that all children wear clothes that are comfortable.  While at the daycare, the children will sometimes have messy projects, which cause clothes to soil.  Also, make sure children wear comfortable shoes, i.e., Gym shoes. All clothing should be labeled.  When weather permits our children will go outside. Please provide the appropriate clothing for outdoor play, mittens, hats, boots, etc.
Please make sure the children wear clothing that is simple for children to put on and take off by themselves.  
[bookmark: _Toc109069917]Hours of Operation/Closed Dates
[bookmark: _Hlk54197917]Childcare services will be provided between the hours of 6am and 12am Monday through Friday, January through December.  No services will be provided on New Year's Eve, New Year’s Day, Memorial Day, Martin Luther King Jr Day, Juneteenth Day, July 3rd & July 4th, Labor Day, Thanksgiving, Day after Thanksgiving, Christmas Eve, and Christmas Day.  All regular fees will be charged for these holidays. If a holiday falls on a Saturday, we will be closed the previous Friday.  If a holiday falls on a Sunday, we will be closed the following Monday.
[bookmark: _Toc108689041][bookmark: _Toc109069918][bookmark: _Hlk54198042]Authorization for pickup
The well-being of all children enrolled in PANDA & PALS PLAYHOUSE, is the primary importance.  A child will not be released to anyone other than their parent/legal guardian or the other two persons listed on the enrollment forms as being authorized to pick-up the child/children.  If you desire someone else to pick up your child /children, you must submit a parent-release statement in advance with the person’s name and date that he or she will pick up your child.  PANDA & PALS PLAYHOUSE, LLC will ask for proper identification (with a picture) before releasing a child to someone other than a parent or guardian.  This will be strictly enforced for the safety of your child
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PANDA & PALS PLAYHOUSE, LLC will not release any child to someone that is believed to be impaired/under the influence of drugs or alcohol for the child’s safety
[bookmark: _Toc109069919][bookmark: _Toc108689042][bookmark: _Hlk3783168]Parent/Provider Communication 
[bookmark: _Toc108689043]It is important that we communicate daily concerning the needs and interests of your child 
[bookmark: _Toc108689044][bookmark: _Toc109069920]Parent Information-Items to be Posted
We work hard to keep you informed of your child’s development and progress.  Lesson plans are posted on the parent information board located in each classroom. 
[bookmark: _Toc108689045] A parent bulletin board will also be available and affixed at the main entrance of the facility for general parent information, i.e.. written newsletters and a copy of PANDA & PALS PLAYHOUSE, LLC Parent Handbook. 
 You will also receive a monthly newsletter of more specific information concerning your child. 
Parents/guardian are encouraged to communicate with PANDA & PALS PLAYHOUSE, LLC regarding their child’s growth and development. When dropping off your child please make sure that your child’s Caregiver is aware that they are present.  When picking up your child please make contact with that child’s Caregiver before removing him/her from the daycare.  Check his/her cubby for notes and correspondence from the daycare.
Parents/guardian agree to notify, as soon as possible, of a child’s absence and if they expect to be late. 
Language: Profane or in-appropriate language is prohibited on Panda & Pals Playhouse premises. 
[bookmark: _Toc109069921][bookmark: _Hlk54198078]CONFIDETIALITY
To protect each family's confidentiality, PANDA & PALS PLAYHOUSE, LLC, will not disclose personal information regarding a child or facts learned about a child or a child's family to anyone who is not authorized to receive this information.  
Children’s records, medical logs, etc.; will be kept secure and out of the view of the public. 
[bookmark: _Toc109069922]Photos of Children
PANDA & PALS PLAYHOUSE, LLC will take photos of the children to be used in their portfolios and for arts and crafts projects.  The parent will need submit in writing indicating they do not wish for any photos or video to be taken of their child/children.
[bookmark: _Hlk54198118]Liability Insurance on Premises: 
PANDA & PALS PLAYHOUSE, LLC complete commercial insurance coverage for the premises.
[bookmark: _Hlk36722225]Liability Insurance on Business Operations: 
PANDA & PALS PLAYHOUSE, LLC, is covered by complete commercial insurance for the business operations. Employees are not responsible for any liability in connection with school activities.  
[bookmark: _Toc109069923]Mandated Reporting
The safety of the children in our care is our number one priority. All childcare providers are mandated reporters of suspected child abuse or neglect.  If a childcare provider suspects a child has been abused or neglected, that provider is required to report the abuse or neglect to Division of Milwaukee Child Protective Services at 414-220-SAFE (7233
[bookmark: _Toc109069924]Weapons
Wisconsin’s Concealed Carry Law:  Wisconsin Act 35 relating to carrying concealed weapons went into effect July 11, 2022.  
No person may carry weapons while on the premises of the child care center Signs (at least 5” x 7”) providing notice of refusal to allow weapons are posted near all probable access points where any individual entering the building or grounds can be reasonably expected to see the sign. 
[bookmark: _Toc109069925]ITEMS TO BE PROVIDED 
Effective July 11, 2022
Parent Provided    Center Provided    Items
☐    			☐    		Disposable diapers
☐    			☐    		Baby wipes
☐    			☐    		Lotions
☐    			☐    		Labeled sheet and blanket
☐    			☐    		Sleeping bag / mat
☐    			☐   		 Bottle for water, formula, and / or milk
☐    			☐    		Full change of clothing including underwear and socks
☐    			☐   		Sunscreen
☐    			☐    		Insect repellent
☐    			☐    		Clothing suitable for outdoor play for each season
☐    			☐    		Crib or playpen
☐   			☐    		Car seat or booster seat
[bookmark: _Toc109069926][bookmark: _Hlk54198216]
ENROLLMENT AND DISCHARGE OF ENROLLED CHILDREN
Policy Effective Date: July 11,2022
A personal interview shall be arranged with PANDA & PALS PLAYHOUSE CHILD CARE CENTER, LLC and the parent. Parents must meet with me to discuss their child's specific needs and to review program policies.  We will make a reasonable accommodation for a child with disabilities as specified under the Americans with Disabilities Act.
There are no limitations to whether a child is toilet trained or non-walking, ect.
[bookmark: _Hlk69746832]FORMS
*We will inform you of any updates that are needed and give you 7 Days to submit the updated forms.
The following items must be completed and returned to the center by the first day of attendance:
· Child Care Enrollment information
· Heath History and Emergency Care Plan
· Alternate Arrival / Release Agreement – Child Care Centers (if applicable)
· Intake for Child Under 2 Years – Child Care Centers (if applicable)
· Transportation Permission – Child Care Centers (if applicable)
· First month’s regular fee / no registration fee will be required
· Parent / Provider agreement
· Medication authorization (If applicable)
Enrollment will be done at the center where forms must be picked up in person.

The following items must be completed and returned to me within 30 days.
Child Health Report – Child Care Centers
Day Care Immunization Record or an electronic record of your child's immunizations
Health update for infants and toddlers is every 6 months.  This is the responsibility of the parent.
Health updates for children over 2yrs.  They are required to have a health update annually until enrolled in school. This is the responsibility of the parent.
Children may be enrolled on a full-time basis (7 hours per day or more), or a part-time basis (less than 7 hours per day).  No child may be regularly enrolled for less than 15 hours per week
[bookmark: _Toc108689047][bookmark: _Toc109069927]Dis-Enrolling and Discharge
The goal of PANDA & PALS PLAYHOUSE, LLC is to see that your child gets the best service possible.  If for any reason parents/guardians are displeased with our service, we ask that you inform the director immediately.  The daycare director will attempt to remedy the situation.  A parent/guardian dis-enroll or discharge of a child/children will require a 30-day time frame written notice to ensure proper administrative measures are taken.
If the 30-day n time frame notice of their intent to withdraw the child/children is not given, Parents/guardians will be required to pay for the remainder of those days the child is still enrolled in the day care, whether or not the child/children continue to attend. All outstanding fees must be paid
If a child/children are withdrawn from the center prior to the 30-day time frame written notice, all outstanding fees must be paid.
A child may be discharged from the center for reasons such as, but not limited to:
· Failure to pay fees on time (grounds for immediate termination, without advance notice).
· Lack of parental cooperation.
· Inability of child care program to meet the needs of the child.  I will consult with the parent concerning how any problems might be solved before ending the care arrangement.  The parent will be referred to other community resources such as Milwaukee County Family Resources, Child Protective Services, Social Development Commission, Ect.
· Repeated failure to pick up the child at the scheduled time.
· Failure to complete and return required forms.
· Failure to comply with the terms of the child care contract.
· Unmanageable behavior issues
We will keep accurate documentation of all violations and infractions in the child’s file. 
[bookmark: _Hlk54198262]PANDA & PALS PLAYHOUSE, LLC will give a 2-week time frame of written notice of intent to discharge a child
Children will be considered discharged after they have been removed from the DCF Provider Portal website. We will keep child enrollment forms and documents filed for 4 years.
 PANDA & PALS PLAYHOUSE, LLC reserves the right, without any outside agency involvement, to cancel or suspend the enrollment of a child.  
[bookmark: _Toc109069928]Appeal Process
If the parent/guardian is not satisfied with the discharge decision; they may be heard in the following manner and order:
Initial communication and discussion should be with the Director. This should happen within three days (weekends excluded) of the incident/issue.
The Director will meet with the Administrator and a final decision will be given within 5 days (weekends excluded).                                                                                                                               
[bookmark: _Toc109069929][bookmark: _Toc108689048]Attendance/ Sign-In and Out Procedures
We ask that you please turn off or silence your cellular phones during these precious moments. Also, please follow the sign in and out procedures each day your child attends.  The parent/guardian will be responsible for signing the attendance book and swipe the child in and out for that day.  This is necessary for the safety of your child, as well as keeping accurate attendance, number, and names of children.
When dropping off your child please make sure that your child’s Caregiver is aware that they are present.  When picking up your child please contact that child’s Caregiver before removing him/her from the daycare.  Check his/her cubby for notes and correspondence from the daycare.
[bookmark: _Toc109069930]Infant and Toddler Arrival 
When infant and toddlers arrive, the Caregivers and parents/guardians should discuss the infant/toddler’s night and morning prior to arrival.  (How baby slept, were any medications given and the last time it was given, last diaper change, etc.)
[bookmark: _Toc109069931]Drop-in Care
We do except children for drop-in care on limited basis and at our discretion. We will only except children who meet the Center’s requirements. All children in the center must have enrollment forms completed and turned in, along with updated medical and immunization records, emergency contacts, ect.
[bookmark: _Toc109069933][bookmark: _Hlk54198298][bookmark: _Toc109069932]Tracking System
There is a child tracking system for each classroom  Whenever a child leaves a classroom and enters another classroom or location, that child’s card will follow them.
PAYMENTS AND REFUNDS
Policy Effective Date: July 11, 2022
Fees (childcare payments) are to be paid in advance on the first day of each month for the following month’s services.  If there will be a third-party payment, as from an employer or the county, a special payment schedule will be arranged and detailed in the contract.  Parents will be responsible for any specified co-payments or unpaid amounts.
Families with Shares payments are billed at the beginning of each month in advance for childcare services.  Any parent share payments must be paid in advance at the beginning of each month.  PANDA & PALS PLAYHOUSE, LLC, will not issue any refunds for any reason.
[bookmark: _Hlk69744026]Families that are private pay must pay for childcare services in advance at the beginning of each month.  PANDA & PALS PLAYHOUSE, LLC, will not issue any refunds for any reason.
There will be a late charge of $25.00 for each week a payment is late.  This will be added on to your next payment.
If you feel you are eligible for childcare subsidy, but you are waiting on your interview to receive an authorization you are still required to pay in advance until you obtain a service agreement.
PANDA & PALS PLAYHOUSE, LLC reserves the right to use discounts and referral bonuses at our discretion.
PANDA & PALS PLAYHOUSE, LLC, will not issue any refunds for any reason.
***$125.00 Registration or materials fee will be required. 
Any additional fees for field trips, lunches, lessons, etc.; will be request in written and signed document from PANDA & PALS PLAYHOUSE, LLC.
FEES:
Panda & Pals Playhouse does not offer a sliding scale. We may offer discounts and referral bonuses at the discretion of the administrator/provider.
[bookmark: _Toc109069934][bookmark: _Toc109069935]Fees are calculated at a weekly rate.


RATEs 
[bookmark: _Toc109069936]Rates effective November 1, 2022, are as follows:             Weekly          Monthly                                                                                       
Full Time Hours (5 hours or more per day)
6 weeks to 1 year &amp; 11mounths                                 $372. 85           $1,491.40
Age 2 years- 3 years 11 months                                         $326.05            $1,304.24
4 Years – 5 years 11months                                               $299.04            $1,196.16
6 years and older                                                                $266.33            $1.065.32
Part Time Hours (Less than 5 hours per day)
6 weeks to 1 year &amp; 11 months                                 $255.85             $903.40
Ages 2 years -3 years 11months                                       $197.45              $789.80
Ages 4 years -5 years 11 months                                      $181.10              $724.40
Age 6 years &amp; older                                                 $161.35               $322.70
Hourly rate for extra hours $10 per hour
LATE FEES
All late fees are due in advance on the first day of each month. Late pick-up fees of $25 per every 15
minutes (or any fraction thereof) apply per child.
All childcare fees reserve a space for your child, therefore if your child has several unexcused absents in
a weeks’ time your fees will remain the same. PANDA &amp; PALS PLAYHOUSE, LLC, must be given
reasonable notice in writing (at least 30 days in advance) of parent intent to terminate services.
A child may be immediately terminated if all fees are not paid within 2 days of notice given. A child may be immediately terminated if all fees are not paid within 2 days of notice given.
CHILD AND PROVIDER ABSENCES/VACATION
Policy Effective Date: July 11, 2022
a.    Child Absence
If your child will not attend on a regularly scheduled day, please let me know within 1 hour or as soon as possible before your child’s scheduled arrival time.  When your child is absent, please inform PANDA & PALS PLAYHOUSE, LLC, by calling the Daycare at (414) 935-2441. This notification is necessary for proper attendance records and health and safety. If your child is ill, you should notify us of the nature of the illness, particularly if it is contagious.
Families taking vacation must give at least a 2 week notice prior to taking vacation. Families must pay one half their regular payment during their absence.
b.    Provider Absence
Vacation: Panda & Pals Playhouse will take 2 WEEKS of vacation each year. Parents/guardians will be notified of this time off at least 30 days in advance, so you and your family can make alternate arrangements.
[bookmark: _Toc109069937]Unplanned absence
 In case of an emergency that requires my immediate attention, I will call Jennifer Jeter. My emergency back-up person(s) have been trained in Shaken Baby Syndrome prevention and will come to the center to stay with the children during my absence.  Parents WILL NOT be called to pick up their children. Each time an emergency occurs, I will provide my emergency back-up person with a brief orientation immediately before being left alone with the children.  The orientation will include all the following:
The names and ages of children present.
Arrival and departure information for each child including the names of people authorized to pick up the child.
The location of the children’s files including emergency contact information, consent for emergency medical treatment and any special health care needs.
The procedures to reduce the risk of sudden infant death syndrome if the center is licensed to care for children under 1 year of age.
Regular fees WILL be charged when we are closed due to an emergency or emergences.
 HEALTH Policy Effective Date: July 11, 2022
[bookmark: _Toc109069938]Sudden Infant Death Syndrome (SIDS)
To reduce the risk of SIDS I will do the following:
Children under one year of age:
· [bookmark: _Hlk108624495]Child will be placed to sleep on his or her back in a CRIB or PLAYPEN unless the child’s physician authorizes another position in writing.
· If child falls asleep in a swing or car seat, the child will be immediately removed from the swing or car seat and placed to sleep on his or her back in a CRIB or PLAYPEN.
· The child will not sleep in a crib or playpen that contains soft or loose materials, such as sheepskins, pillows, blankets, flat sheets, bumper pads, bibs, pacifiers with attached soft objects, or stuffed animals


Children under two years of age:
· Cribs and playpens shall contain a tight-fitting mattress and any mattress covering shall fit snugly over the mattress.  Waterbeds may not be used.
· Sheets or blankets used to cover a child one year of age or older shall be tucked tightly under the mattress.                                                                                          
[bookmark: _Toc109069939]Health: Child Illness / Injuries/ Communicable Disease

Children who are ill are not to be brought to the center.  The following are examples of children who are ill:
A temperature 100.4 degrees F. or higher
Vomiting or diarrhea has occurred more than once in the past 24 hours
A contagious disease such as chicken pox, wring worm, strep throat, or pink eye
An unidentified rash
Has not been on a prescribed medication for at least 24 hours or continues to have symptoms of illness
Has a constant, thick colored nasal discharge
An illness, which makes the child too uncomfortable to participate in daily activities, including daily outdoor play
Suspected of strep throat until diagnosed 
If a child should become ill while at the center, parents will be contacted immediately.  Sick children will be isolated within my sight or hearing and made as comfortable as possible.  Children should be picked up within 2hrs or as soon as possible. If the child is not picked up within 2hrs, the emergency contact person on the child's enrollment form will be called.
Children may return to the center when they are symptom free, have been appropriately treated or have been given medical approval to return to childcare.  We will follow procedures on personal cleanliness and communicable diseases in accordance with licensing rules and the guidelines for exclusion of children from childcare as adapted from the Department of Health Services, Division of Public Health. Equipment and play materials are sanitized daily.
We will report all communicable diseases, when required, to the regional licensing office of the Department of Children and Families, to the local health department and to parents of all enrolled children.  Parents of all enrolled children WILL be notified when their child has been exposed to an illness other than a communicable disease.
PANDA & PALS PLAYHOUSE, LLC, STAFF have received training in first aid.  We will follow standard emergency medical procedures for treating injuries.  A head injury will be treated as a serious injury, and parents will be notified as soon as possible.  We have a current certification in infant and child cardiopulmonary resuscitation (CPR) including training in the use of an automated external defibrillator (AED).
[bookmark: _Toc109069940]On-site Injuries
Child-Superficial injuries will be washed with soap and water and covered with a bandage or treated with ice.  Parents will be told about the minor injury when the child is picked up at the center or delivered to the parent or other authorized person.
[bookmark: _Hlk108456512]If there is an injury of a serious nature to any child, and a need for emergency medical treatment, 911 will be called. If necessary, EMS will be initiated.  911 will be informed of the nature of the emergency and once medical has responded the child will be taken to St. Mary’s Hospital. At 2394 E North Av in the City of Milwaukee, State of Wisconsin. Should an ambulance be needed, parents will be responsible for any costs.  Parent’s medical will be contacted as soon as possible after contacting 911. If possible, I will ask that your child be taken to the emergency medical facility that you designated on the child enrollment form; the same procedure will be followed for off- site injuries.
All medication administered, accidents or injuries occurring during the time the child is in our care, marked changes in behavior or appearance and any observation of injuries to a child's body received outside of our care will be entered into the center's medical logbook.  As a licensed child care provider, PANDA & PALS PLAYHOUSE, LLC, Center administrator or director is required to report suspected child abuse or neglect to the local authorities.
[bookmark: _Toc109069942]Off-Site/Field Trip Injuries
For all field trips, an emergency medical kit, child emergency contact forms and the centers’ emergency contact numbers for the administrative staff shall be present.
Child: The emergency contact forms will be taken on all field trips for each child in attendance along with the emergency medical kit carried in each authorized vehicle used for transportation.  In the event of a superficial injury, soap and water will be used to clean the wound then covered with a bandage or treated with ice.  The Administrator or Director will be notified upon return to the center, the incident will be documented in the Medical Logbook and the parents will be told about the minor injury when the child is picked up at the center or delivered to the parent or other authorized person.
Serious Injury: If there a more serious injury while off site, the staff member will contact. If there is a need for emergency medical treatment, 911 will be called. If necessary, EMS will be initiated.  911 will be informed of the nature of the emergency and once medical has responded the child will be taken to the closest medical facility. As soon as practical the staff member will immediately call the Centers’ Administrator or Director.  The staff member will follow the medical transport to the medical facility with the other children on board the centers ‘vehicle. The staff member will wait the remining children until the Administrator or Director arrive, relay all the information related to the injury. The staff member will then return to the center with the children.
The Administrator or Director will contact the parent/guardian and wait with and console the child until the parent/guardian arrives. The incident will be documented in the center’s medical logbook and DCF will be contacted per regulations.
[bookmark: _Hlk108625702]Walking Field Trips: Walking field trips will take place within close proximity to the panda & Pals facility. Staff will supervise and monitor the children closely and will follow the Child/Staff ratio. We will use strollers and pully wagons for younger children who cannot walk or tire easily. If an injury should occur, the staff will assess and treat the injury then return to the day care for further treatment if necessary. The injury will be reported to the administrator or director. The injury will be noted in the medical logbook.
[bookmark: _Toc109069943]Mildly Ill/Medications
 We do not have admissions and exclusions by the licensing agency that authorize us to provide care for mildly ill children. Mildly ill (common, temporary illness that is non-progressive in nature) children will be isolated with a mat, sheet and blanket and within sight of staff until they can be removed from the daycare by the parent or authorized person.  Staff will make your child as comfortable as possible.
Medications: Center staff may give prescription or non-prescription medication, such as pain relievers, teething gels or cough syrup, to a child only under the following conditions: Prescriptive and non-prescriptive medication will only be given to children if parents have completed the authorization form provided.  All medicine must be in its original container bearing the label with child's name, dosage and administration directions. (Please supply a measuring device as well).  We will not exceed the age-related dosage on the label of any medication without a written doctor's authorization.  Blanket authorizations, such as dispensing pain relievers at my discretion, are not allowed.
Prior to applying sunscreen or insect repellant to a child, we will obtain a written authorization from the child’s parent.  The authorization shall include the brand and the ingredient strength.
If the child experiences a head injury, has a seizure, consumes incorrect breastmilk, consumes food or drink that may contain the child’s allergen, consumes or comes in contact with poisonous materials, if given incorrect medication or if a dose of medication is missed the parent will be documented and the parent/guardian will be notified of the correct time in which the medication was administered.
Medical Facility: Columbia/St. Mary’s Hospital, 2394 N E North Ave, Milwaukee, WI 53211 is the closest medical facility to Panda & Pals Playhouse Child Care Center, LLC.
[bookmark: _Toc108689050][bookmark: _Toc109069944]Diet Restriction and Allergies
If there are any foods the child should not have, it is the parent responsibility to submit a diet statement upon enrollment.  If your child has any food and other causes of allergies, they should also be listed on the child’s enrollment form for the daycare awareness.  It is very important that we know about all special diet needs of the children.  All special diets will be posted in the kitchen and the child’s classroom.
Allergic Reactions: In the event of a known allergic reaction, the child will be given their prescribed medication for listed allergies. If the allergic reaction is of an unknown origin, the parent/guardian will be notified, and the child may be transported to a medical facility by medical personal. The parents/guardians’ parents will be responsible for any medical transportation costs.
[bookmark: _Toc109069945]Communicable Disease
We will report all communicable diseases, when required, to the regional licensing office of the Department of Children and Families, to the local health department and to parents of all enrolled children.  Parents of all enrolled children WILL be notified when their child has been exposed to an illness other than a communicable disease. While all parents of exposed children will be notified confidentiality, the identity of the ill child will be maintained.
Care will not be provided for a child with suspected strep throat or any other contagious aliment until the child is cultured and diagnosed.  If diagnosed the child must be on medication for 24 hours before returning to care.
[bookmark: _Toc108689051][bookmark: _Toc109069946]Sanitation   
All toys and equipment will be cleaned in soap and water and sanitized weekly with bleach and water solution and properly dried for next day use.  All plates, eating utensils will be cleaned and sanitized as need as well as all other surfaces.  
Bodily fluids such as blood and feces will be treated as biohazards. 
Soiled clothing will be placed in plastic Ziplock or bio-hazard bags to be given to the parents for laundering. 
[bookmark: _Toc109069947]Handwashing
Both staff member and children will wash their hands with soap and water upon arrival, moving 
When dealing with body fluids and blood borne pathogens, we use universal precautions by wearing gloves and will disposed of all soiled or contaminated items in the same fashion as stated above.  Soiled clothing will be placed in plastic Ziplock or bio-hazard bags to be given to the parents for laundering. The same procedures apply to soiled sheets, bedding, sleeping bags, ect.
[bookmark: _Toc108689053][bookmark: _Toc109069948]Diapering and Toileting 
The daycare staff is willing to work with the parent/guardian in toilet training of the toddler over 18 months.
[bookmark: _Hlk3782846]Smoking: At NO TIME is Smoking or vaping permitted on the premises of Panda & Pals Playhouse.
[bookmark: _Toc109069949]NUTRITION Policy Effective Date: July 11, 2022

MEALS, SNACKS, AND FOOD SERVICE. Food shall be provided by the center based on the amount of time children are present as specified in Table 251.07. 


TABLE 251.07
Meal and Snack Requirements for each Child
in a Group Child Care Center
                                 Time a Child is Present_                               Number of Meals and Snacks
                            At least 2½ but less than 4 hours                             1 snack
                            At least 4 but less than 8 hours                                1 snack and 1 meal
                            At least 8 but less than 10 hours                              2 snacks and 1 meal
                            At least 10 or more hours                                          2 meals and 2 or 3 snacks
Panda & Pals Playhouse will provide all food, snacks and treats for birthdays and special occasions. No outside food will be sent by parents/guardians. 
We follow USDA guidelines when planning our menus.  Parents providing their own children's meals and snacks will be informed IN WRITING of the USDA nutritional requirements. 
	
	
	




No child will go without nourishment for longer than 3 hours.  We will offer the following meals and snacks to all children in attendance at the times identified in the daily schedule. Food will always be available to children as needed through early AM to late PMs.
	
	
	



☒    Breakfast
☒    A.M. snack
☒    Lunch
☒    P.M. snack
☒    Dinner
☒    Night-time snack

Food service areas will be always kept clean.  Designated staff will ensure the utensils and serving dishes are cleaned and properly sanitized.
Specialty Menus: Any special diet based on a medical condition, vegan, vegetarian, kosher, ect, excluding food allergies, but including nutrient concentrates and supplements, may be served only upon written authorization of a child’s physician and upon the written request of the parent. We will, however, allow parents/guardians to provide food for their child only due to the child’s restrictive or special diet or allergies.
Food will be provided daily by an authorized SDC agency. Daily records of meals and snacks are available for your review, UPON REQUEST. We will post the USDA guidelines in the kitchenette area.
PANDA & PALS PLAYHOUSE, LLC, participates in the USDA Child and Adult Care Food Program.  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.  To file a complaint of discrimination, write USDA, Director, Office of Adjudication, 1400 Independence Avenue, SW, Washington, D.C. 20250-9410 or call toll free (866) 632-9992 (Voice). Individuals who are hearing impaired or have speech disabilities may contact USDA through the Federal Relay Service at (800) 877-8339 or (800) 845-6136 (Spanish).  USDA is an equal opportunity provider and employer.
School-aged children will be offered an afternoon snack upon arrival from school.
Children will be encouraged to use mealtime as a time of social interaction.
Children younger than 12 months must be served formula or breast milk unless written direction is on file from the child's health care professional.  We WILL provide Similac, Good Start or other formula. All bottles and commercial baby food must be labeled with your child's name.
Food will never be used as a reward or punishment. 
[bookmark: _Toc109069950]DAILY ACTIVITIES 
Policy Effective Date July 11, 2022
Panda & Pals Playhouse Child Care Center, LLC. will discuss the use of television prior to its use.  It will be limited along with monitoring the quality of the programs. We WILL allow children to watch age-appropriate G-rated television including DVDs. Children MAY NOT bring DVDs from home. 
Activities will include and reflect the individuality of Panda & Pals Playhouse Child Care Center, LLC Planned activities will provide experiences in which all children can be successful and feel good about themselves (increasing their self-confidence), use and language development (build reading skills), and use of their large and small muscles. 
 Children will use materials and take part in individual and group activities, which will encourage social interaction, communication skills, and creativity.  
Daily activities will include indoor and outdoor play, active and quiet activities, individual and group activities, and protection from excess fatigue and over stimulation.  Children will go outdoors daily when weather permits.  Children will have an opportunity to use a variety of art materials, manipulative, and housekeeping equipment.  

[bookmark: _Toc109069951]Rest/Naps
Rest and naptime will be provided for all children less than 5 years of age who are in care for more than 4 hours. Bedding or a sleeping bag is to be provided by the parents and is to be laundered after 5 uses.  A crib or playpen is provided for each child under1 year of age.  Infants will rest/sleep according to the SIDS policy.
[bookmark: _Hlk108508276]Early morning and late afternoon may make use of and of the following:  television, movies, video games, board games, puzzles, coloring activity, reading, and writing exercises. The child will also have the opportunity to rest before the arrival of the other children.
[bookmark: _Toc109069952]Religious instruction/education 
Panda & Pals Playhouse Child Care Center, LLC will provide religious instruction to children entrusted to our care.  
PANDA & PALS PLAYHOUSE, LLC, will include religious instruction or practices in my daily activities.  We offer prayers before meals and snacks. We may offer a non-denominational religious education program or curriculum.
We celebrate the following Christian holiday/occasions: Christmas and Easter Harvest. 
[bookmark: _Toc108689054]Educational program
The planned activities and equipment present for each age group will promote the child’s desire to learn and explore.  The classrooms are designed that will help provide clear guidelines and promote positive behavior.  The staff is willing to working with the parent in reach of our goal/desire to expand the child’s educational level.  We will take and consider the ideas and suggestions and try to incorporate it in the lesson plan.
We (staff) plan activities and Montessori type curriculum according to the age and developmental level of each child in care and provide children with a variety of experiences.  The daily activities include a flexible balance of indoor and outdoor activities, active and quite play, and individual and group activities.   
Language development:  e.g., Books, music, story time, finger plays
Large muscle skills:  e.g., Balls, hula hoops, outdoor play
Small muscle skills:  e.g., Arts / crafts, stringing beads, blocks, felt boards
Creative expression:  e.g., Dramatic play, puppets, music / instruments, 
Self-help skills:  e.g., Assist with mealtime preparation, dress self for outdoors
Literacy skills:  e.g., Books, story board, alphabet and writing games
PLAY is the major component of our program.  Enough time, materials and space will be provided for children to actively explore the world around them.  Children will have an opportunity to use a variety of art materials and manipulative and housekeeping equipment.
Each classroom will have the needed supplies that will enhance and create a learning atmosphere.  
[bookmark: _Toc109069953]Infants and toddlers
 Children under two years of age will have a flexible schedule which reflects the child's individual needs.  They will be given individual attention including lots of time for talking. 
[bookmark: _Toc108689055]Preschoolers-Preschoolers learn at their own pace, and through their own experiences.  They acquire knowledge about the physical and social worlds in which they live in through playful interaction with objects and people.  
[bookmark: _Toc109069954]School-age 
children will have a quiet place to study or relax, access to appropriate materials and activities and will have ample time for large muscle activities and to participate in food preparation.
[bookmark: _Toc108689056]Combining Classrooms

During the early hour and the later hour of the day attendance may be low which may present the need to combine groups of children.  

INDOOR SPACE
Room requirements: (a) The space used by children shall be no less than 35 square feet of usable floor space for each child, exclusive of passageways, kitchens, bathrooms, coat storage areas, offices, storage areas, isolation quarters, staff room, parts of rooms occupied by stationary equipment, and areas not at all times available to children, including areas used exclusively for large muscle activity, napping or eating. (b) There shall be additional storage space for cots, bedding, supplies and equipment not in use.
[bookmark: _Toc108689057][bookmark: _Toc109069955]Outdoor Activities  
Children, including infants and toddlers, will go outdoors daily when weather permits, so dress your child appropriately for the weather.  The children may be kept indoors during inclement weather such as any of the following:
Heavy rain
Temperatures above 90 degrees F.
Wind chills of 0 degrees F. or below for children age 2 and above
Wind chills of 20 degrees F. or below for children under 2 and above                                 
Outdoor play space: 
The outdoor play area is located on the east (rear) side of the premises. It has at least a 4’ boarder which allows safety and security for the children and does not allow children to venture out of the area. The play area is equipped with age-appropriate activities such as games, toys and sports equipment for all ages.  The children will have constant adult staff supervision. 
Swimming pools/Water Activities: 
We do not have a swimming pool on the premises. The center will not be using any off-premises pool, wading pool or beach for the children. A mild water sprinkler system may be used in the play area for children who wish to participate. The parent(s)/Guardian(s) will be given notice of such activity in a written permission form to be signed by the parent or guardian. 
Field trips: We may occasionally take field trips, including walks around the neighborhood.  Emergency information for each child will be taken whenever the children leave the premises. Parents will be notified if additional charges may occur for special events, field trips, and special programs.
Any additional fees for field trips, lunches, lessons, etc.; will be request in written and signed document from PANDA & PALS PLAYHOUSE, LLC
[bookmark: _Toc109069956]Night care
 We are licensed to provide care between the hours of 9:00 p.m. and 12:00 a.m.  Children in care during the nighttime will follow a schedule designed to replicate activities typical to the child’s routine at home.  We have an evening and morning schedule of activities planned for the hours when a child is awake. Children who attend during the evening hours, but not the whole night, shall have the opportunity to sleep as needed.  Children who are present at the time the evening meal is served shall be served the evening meal. A nighttime snack will be available for children, and breakfast will be served to all children in care for the night unless the parent specifies otherwise.     
[bookmark: _Toc109069957]CHILD GUIDANCE
 Policy Effective Date: July 11, 2022
Children's behavior will be guided by setting clear limits or rules for children.  We I will talk with children about expected behaviors and model those behaviors consistently for them. We will state positively what children can do, using specific terms (e.g., "you need to walk" rather than "don't run").  Undesirable behavior will be redirected to another activity,
We understand that there will be times when a child will become distraught, fussy or won’t quit crying.   However, there also may be times when we need your advice or assistance, and we won’t hesitate to call you if we feel that it is necessary.
[bookmark: _Toc108689058][bookmark: _Toc109069958][bookmark: _Hlk22582659]Discipline Report
[bookmark: _Toc108689059]Sometimes biting is an issue. We will introduce sensory techniques and confer with parents or guardians to further address the issue. 
A discipline report provides information that summarizes the child’s behavior and corrections.  
[bookmark: _Toc109069959]Time outs
We use “time outs” to deal with unacceptable behavior.  A "time out" or "take a break" may be used when other techniques have not been successful. A child will not be placed in a “Time Out” for more than 3 minutes.
 A time out will be used to remove a child from a situation that has gotten out of control before a child can hurt himself or others. Time outs will not be used with children under three years of age.





[bookmark: _Toc109069960]SCHEDULE OF DAILY ACTIVITIES – Policy Effective Date: July 11, 2022

	
	
	
	
	
	
	
	
	

	6:00am to 8:00am………………………... Handwashing & Breakfast/Quiet Time

	8:00am   to 9:00 am………………………. Dramatic Play
	
	

	9:00am   to 9:15am………………………. Bathroom & Handwashing/Snack 

	9:15am   to 10:30am………………………Storytime/Let's LearnDue to Covid-19 and virtual learning, the outdoor time may be temporarily adjusted for some children.

	

	10:30am to 11:00 am……………………...Outdoor Play
	
	

	11:00am to 12:00pm…………………. …. Handwashing & Lunch
	

	12:00pm to 2:00pm………………………. Nap/Quiet Rest
	
	

	2:00pm   to 3:00pm………………………. Handwashing & Snack
	

	3:00pm   to 4:00pm……………………… Arts & Craft
	
	

	4:00pm   to 5:00pm………………………. Homework/Literacy Activities


	5:00pm   to   6:00pm………………………Handwashing & Dinner
	

	6:00pm   to   8:00pm………………………Dramatic Play/Gross Motor Activities

	8:00pm   to 8:30pm……………….………. Handwashing & Snack

	8:30pm   to 11:59pm………………………Rest/ Quiet Activities

	

	*Infants and Toddlers remain on their own schedule of eating and sleeping. 

	 Tummy time will periodically be provided to infants during their waking hrs.




[bookmark: _Toc109069962][bookmark: _Hlk31229891][bookmark: _Toc109069961]TRANSPORTATION
[bookmark: _Hlk108519841]Policy Effective Date: July 11, 2022.  
Permission And Emergency Information 
Before transporting a child, Panda & Pals Playhouse shall obtain signed permission from the parent/guardian for transportation and emergency information for each child.  
· An address and telephone number where a parent or other adult can be reached in an emergency. 
· The name, address and telephone number of the child’s health care provider.
· Written consent from the child’s parent for emergency medical treatment.
· Vehicle will carry at all times a first aid kit. 
· The driver will be certified in CPR.
· Transportation of Children

The centers’ driver will only be allowed to transport children under the care of Panda Pals Playhouse if the meet the guidelines in accordance with DCF Licensing Rules for Group Child Care Centers.
The driver will be familiar with all applicable statutes and rules affecting transportation of children. The driver will receive a printed copy of the Panda & Pals Playhouse regulations and procedures as it pertains to employees.
A driver of a vehicle that is transporting children in care may not use a cellular phone or other wireless telecommunication device while loading, unloading, or transporting children, except when the vehicle is out of traffic, not in operation, and any of the following applies:
a. The phone or device is used to call 911.
b. The phone or device is used to communicate with emergency responders.
c. The phone or device is used to communicate with the center regarding an emergency.
 A navigation device may be used during transportation of children if the device is
programmed to a destination when the vehicle is out of traffic and not in operation.
[bookmark: _Toc109069963][bookmark: _Hlk69499174]Required Information for Each Trip
PANDA & PALS PLAYHOUSE, LLC shall ensure that written documentation of the following is maintained at the center as well as the vehicle(s) transporting children while the children are being transported:
Form: TRANSPORTATION PERMISSION – CHILD CARE CENTERS CFS 0056-E. This form will help ensure compliance with portions of DCF 202.08(9), DCF 250.08, DCF 251.08 and DCF 252.09 of the Wisconsin Administrative Codes regarding regularly scheduled, operator / center-provided / center-contracted transportation of children in care
 All scheduled stops will be noted as well.  
[bookmark: _Hlk31225903]PANDA & PALS PLAYHOUSE, LLC will not transport children in personal/staff or any other vehicle that is not owned by the licensee or daycare.
[bookmark: _Toc109069964]FIELD TRIPS 
[bookmark: _Hlk31491194]PANDA & PALS PLAYHOUSE, LLC will inform parents/guardian of all field trips. There is additional cost for some field trips and parents whenever possible; a notice will be given prior to the field trip. The completed/approval for the field trip (permission slip) that informed the parent/guardian of the date, time, and destination of the field trip. will be kept within the vehicle. 
Public or contracted transportation (private licensed bus line) may be used for field trips if deemed necessary.  
We may often take walking field trips.
We will provide transportation at a rate of $25.00 per week to and from pick up locations, home, school, etc.  
[bookmark: _Toc109069965]THE DRIVER
 PANDA & PALS PLAYHOUSE, LLC. will employ a driver that is at least 18 years of age, valid Wisconsin operator’s license, with 1 year of experience as a licensed driver.  
The driver will be familiar with the DCF Transportation codes (250.08) as outlined in the Wisconsin Administrative Code Manual. 
[bookmark: _Toc109069966]Seatbelts and Safety Restraints
PANDA & PALS PLAYHOUSE, LLC will use the appropriate car seat, with working safety restraints, when transporting children.  Car seats (must meet current safety standards) will be provided by the:   
                Parent/Guardian                                Panda & Pals Playhouse   
Each child under 1 or weighs less than 20 pounds will be properly restrained in a rear-facing individual child car seat.
PANDA & PALS PLAYHOUSE, LLC No person may transport a child under 8 years of age in a motor vehicle, unless the child is restrained in a child safety restraint system that is appropriate to the child’s age and size and in accordance with s. 347.48 Stats., and ch. Trans 310. 
(b) 1. Each child who is not required to be in an individual child car safety seat or booster seat when being transported under par. 
(a) shall be properly restrained by a seat belt in accordance with s. 347.48, Stats., and ch. Trans 315. 2. Each adult in the vehicle shall be properly restrained by a seat belt in accordance with s. 347.48, Stats., and ch. Trans 315. 3. Seat belts may not be shared.
 (c) Children transported in school buses or vehicles built to school bus standards shall be properly seated according to the manufacturer’s specifications. 
(d) Children under 13 years of age who are in the care of the center may not ride in the front seat of a vehicle
Note: For further information on child safety restraints, see https://wisconsindot.gov/Pages/safety/education/child-safety/default.aspx.
Each child who is not required to be in an individual child car safety seat or booster seat when being transported shall be properly restrained by a seat belt.
 Each adult in the vehicle shall be properly restrained by a seat belt.
 Seat belts will not be shared.
Children under 13 years of age who are in the care of the center may not ride in the front seat of a vehicle.
The driver will check to make sure the passenger doors are locked at all times during transporting of children.
[bookmark: _Toc109069967]Tracking & Loading/Unloading Children
Upon arrival to the home and in the event, there are other children within the vehicle and the vehicle is stopped and out of traffic, the driver will attempt to contact the parent/guardian via the cellular phone to bring the child/children directly to the vehicle. After several attempts to reach someone inside have failed, the driver will contact the Director, explain the “No show” then continue their normal route. In some cases, the assistant or second authorized adult in the vehicle may ring and/or knock on the door.
When taking the child to their designated destination; the driver will assist, take, or/and wait until the child/dren enters the building or is in the custody of the parent or designated adult.  
Panda & Pals will not release a child to anyone other than their parent/legal guardian or the other two persons listed on the enrollment forms as being authorized to pick-up the child/children. Panda & Pals Playhouse will not release any child to someone that is believed to be impaired/under the influence of drugs or alcohol for the child’s safety. (See Authorization for Pickup)
[bookmark: _Toc109069968]Vehicle Emergency Evacuation
Accident while transporting the children
As soon as safely possible, the driver and assistant (if on board) will move the vehicle (if possible) out of traffic to a safe location, check the safety of the child/children on board for injuries then immediately notify the Administrator and or Director. If any child injuries appear to be of a serious nature, the driver is to call 911 then the centers’ Administrator or Director.
A police report will be filed with the local authorities and all occupants/passengers shall be listed on the police report
First Aide
The driver will have received training in first aid.  We will follow standard emergency medical procedures for treating injuries
If there is a need for emergency medical treatment, 911 will be called and the child will be conveyed by medical personnel (ambulance, fire rescue) to St. Mary’s Hospital. At 2394 E North Av in the City of Milwaukee, State of Wisconsin. Should an ambulance be needed, parents will be responsible for any
Vehicle Behavior Management
In the event a child/dren become unruly during transport, the driver will stop the vehicle out of traffic. The driver will contact the licensee and inform them of the event. The driver will then tend to the child to ascertain the cause of the behavior and make attempts to get the child/children back on an even emotional status.
Neglect & Abuse
PANDA & PALS PLAYHOUSE, LLC drivers as well as childcare providers are mandated reporters of suspected child abuse or neglect.  If a driver suspects a child has been abused or neglected, that driver shall notify the licensee for proper documentation and is also required to report the abuse or neglect to Division of Milwaukee Child Protective Services at 414-220-SAFE (7233).
THE VEHICLE
The licensee will be the owner of lease of the vehicle(s) used. All vehicles will be registered in Wisconsin, unless the vehicle is a short-term rental vehicle.
Insurance
Panda & Pals Playhouse, transportation vehicles and its daycare carry liability insurance.
Panda & Pals Playhouse and employees are not responsible for any liability in connection with school activities.  We assume each child is covered by the family’s health and accident insurance. 
Vehicle Capacity and Supervision
Children will never be left unattended in any vehicle.
The driver shall ensure that all of the children have exited the vehicle by conducting a visual check of the vehicle including the floor behind the driver’s and passenger’s seats.
No child will be transported in staff vehicles.
[bookmark: _Hlk40698653][bookmark: _Toc109069969]  Shelter in place-On Site
Tornado In the event that an emergency occurs at Panda & Pals Playhouse and “Shelter in place” is necessary due to events such as a tornado, earthquake, severe weather, etc., the children will be kept at the facility, but they will be moved to the designated tornada safe area. Blankets and a portable radio and flashlight, with extra batteries for both are always kept in the tornado shelter area.  The children will remain here under the care and supervision of our childcare staff until dangerous conditions subside. 
Infants will be covered by staff. Staff will gather the infants into one wheeled crib and moved to the shelter area.
Staff will take attendance to ensure all children are safely sheltered.  If a child is missing, staff will alert the director as well as law enforcement via cell phone (if possible).  
Staff will calm the children and ensure their basic needs are being met (drinking water and eating).
Staff will wait for an all clear before leaving shelter and resuming daily activities or begin evacuation procedures if the building is no longer structurally safe.
Parents will be notified via phone once the immediate threat has passed. 
PANDA & PALS PLAYHOUSE, LLC designee will notify the Department within 24 hours.
The Administrator/Director will check the building to determine if the emergency can be lifted and call an all-clear.
Depending on the nature of the threat, evacuation and/or closure or lockdown may be required.
Emergency/Lockdown drills will be practiced with children and staff quarterly (January, April, July, and October).  Completion of all practice drills will be documented. 
they will be transported to St. Mary’s Hospital by vehicle where they will be examined by a health care professional and the parents/guardians will be contacted via phone as soon as possible. Panda & Pals Playhouse designee will notify the Department within 24 hours.
Tornado and weather-related drills shall be practiced with the children monthly during the tornado season which is April through October. Completion of all practice drills will be documented. 
Emergency/Lockdown drills will be practiced with children and staff quarterly (January, April, July, and October).  Completion of all practice drills will be documented. 
If children are injured or are exposed to toxic fumes or injured during the emergency, during the emergency, they will be transported to St. Mary’s Hospital by vehicle where they will be examined by a health care professional and the parents/guardians will be contacted via phone as soon as possible. Panda & Pals Playhouse designee will notify the Department within 24 hours.

In the case of a Flash Flood, children will not be allowed to leave the center unless picked up by a parent or guardian. Children being prepared for transport will be kept at the center until the flash flood emergency has subsided. All doors will be checked for water breaches and fortified if necessary to prevent water from entering. Parents will be notified by the Administrator or Director of the emergency. The children will go to the safest part of the building and 911 will be called.
[bookmark: _Toc109069970]Off-Site Evacuation        
Fire: In the event that an emergency occurs at Panda & Pals Playhouse and “off-site evacuation” is necessary due to events such as a fire, etc., the children will be evacuated through the nearest safe exit.
Upon emergency being declared, emergency services (911) will be called, and evacuation procedures will begin.
Staff will gather the infants into one wheeled crib and moved to the shelter area.
Staff and children will evacuate as practiced using a planned route and assembled at the 3220 N Teutonia Av. If planned route is blocked, the secondary safest route will be taken.
Secondary location will be at south-west corner of West Ring and North 15th Street.
Children who can walk will hold hands and follow staff to the evacuation spot.  If possible, infants and 
Law enforcement and parents will be notified via phone once the immediate emergency has passed. 
The Administrator/Director will check the building to determine if the emergency can be lifted and call an all-clear.
Staff will wait for an all clear before returning to building and resuming daily activities.
Panda & Pals Playhouse designee will notify the Department within 24 hours. 
If re-entry into the building after evacuation is not possible, children will be relocated to 3220 North Teutonia Ave. The children will remain at this alternative site under the care and supervision of our child care staff while parents/guardians are contacted.  Panda Pals transportation vehicles will be used to keep children from the elements.
Missing Child
All teachers are responsible for keeping an accurate count and know the where about of children in their care.  If a child is missing staff shall be notified and a search shall be conducted by each teacher of their classroom to locate the missing child, and the daycare’s director shall search the out-door area.  If the child is still not located 911 shall be called immediately and the child reported as missing.  The parent of the missing child and the daycare’s administrator shall be notified immediately.  The daycare’s director shall continue searching for the missing child. All necessary reporting requirements will be made by the administrator.
Inclement Weather: If local schools close due to severe weather, the center WILL close.  The center will remain open to allow for all children to be picked up by parents/guardian or emergency contact person within the hour.
In the event of a “Human-caused threat”, staff will note the specific threat and attempt to identify the person making the threat. Staff will immediately notify the administrator who will contact the local authorities. Parents may be notified of the incident and may be asked to pick their child/children up from the daycare, depending upon the threat.

    Other emergencies: If there are any other emergencies that are out of the scope of what the facility can handle, we will immediately call 911.                                                                       
[bookmark: _Toc109069971]Loss of Building’s Services
 In the event of the building losses services the daycare’s administrator shall be contacted immediately. The daycare’s administrator shall contact a repair service company and repairs shall be made as soon as possible.   The daycare may close for the remaining shifts and parent will be contacted. An attempt will be made to help find alternate childcare.  For all children remaining at the daycare the daycare’s director is authorized to take children on field trip at the cost of the daycare.   
 If heating is lost and cannot be reestablished within a reasonable time and temperature has dropped to 67degrees, 
In the event that the air conditioning service is lost the director shall use box fans to keep the children cool.  
In the event that water service is lost the city of Milwaukee water works department shall be contacted by the daycare’s administrator.  If water service cannot be restored within a reasonable time (1-2 hours) the daycare’s director shall contact parents or guardians or emergency contact.
With the exception of telephone services, the same procedures shall be followed for electricity, plumbing, and telephone services each of the respective agencies shall be contacted and informed of the problem. .  
Reunification Procedures:
Parents are notified via phone once the immediate emergency has subsided, will be made aware of the situation (including all-clear) and make arrangements to pick up their child or authorize that care be provided for the remainder of the day.
If emergency response requires an evacuation, children will be relocated to 3220 North Teutonia Ave
If emergency response requires shelter in place, children will be moved to the identified safe space dependent upon the type of emergency.
If an emergency occurs, Derek Jeter, Jennifer Jeter or Kira Bressler will contact the parent/guardian about how we responded and provide any necessary information.  If possible, contact will be maintained with the parents throughout the time frame.
If your child needs to be transported for medical care:
Your child will be accompanied by Derek Jeter, Jennifer Jeter or Kira Bressler. And Your child will be taken to St. Mary’s Hospital, if possible. Your child will be transported by medical personnel (ambulance/fire rescue/ect.)
Medical transportation expenses are the responsibility of the parent/guardian.
If a parent and/or emergency contacts are unable to pick up your child after the all-clear is announced, a staff member will remain with your child until reunification can occur as soon as possible (but no longer than 2 hours).
Safety Drills & Inspections:
Panda & Pals Playhouse will have working fire and carbon monoxide detectors through the building(s)
Water:  
PANDA & PALS PLAYHOUSE, LLC does not use water from any private wells. Children will not use for drinking purpose any sink/faucet water. All children will use bottled water for drinking. Infants 6 months and under will be given distilled or infant specific water.
Discrimination /Cultural Diversity
Reasonable Accommodation of Religious Beliefs
Panda & Pals Playhouse recognizes the importance of individually held religious beliefs to persons within its workforce. PPP will reasonably accommodate staff member’s religious beliefs in terms of workplace attire unless the accommodation creates an undue hardship. Accommodation of religious beliefs in terms of attire may be difficult in light of safety issues for staff members. Those requesting a workplace attire accommodation based on religious beliefs should be referred to the administrative staff.
[bookmark: _Toc109069975]
Parking/Loading Zone
Panda & Pals Playhouse Child Care Center, LLC does not provide parking. On street parking is available on the 3300 block of North Teutonia or 1500 and 1600 block of West Ring St. The use of the loading zone at 3240 N Teutonia Ave shall be specifically used for loading and unloading of children and or deliveries.
Panda & Pals Playhouse Child Care Center, LLCProvider/Administrator (Shared)
Derek Jeter
 Director
Jennifer Jeter

Administrator (Shared)
Tywon Bressler
 Lead Teacher
Tara Goyco
Assistant Teacher
Kira Bressler

Assistant Teacher
Derek Jeter
Drivers
Brandon Saulsberry/ Derek & Jennifer Jeter

      

[bookmark: _Toc109069977]Delegation of Administrative Authority
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[bookmark: _Toc109069978]PARENT / GUARDIAN HANDBOOK ATTESTATION AND SIGNATURE

[bookmark: _Hlk28769771]If the parent of attending child/children is under the age of 18, a cosigner (parent or legal guardian over 18 years) must also sign the contract to act as guarantor to the contract and will agree to be bound by all financials and rules in the afore mentioned policy.

I, ____________________________ (parent / guardian), by my signature below attest that I have received a copy of the Panda & Pals Playhouse Child Care Center LLC, policies with an effective date of July 13, 2022.  I further attest that I have read and understand these policies, and I agree to abide by them.
My signature is also verifying that all questions concerning this information have been discussed with the daycare’s director and I have had them clarified.
Note: Policies shall be provided to the parents/guardians any time the policies are updated. It is recommended that the licensee obtain a new attestation and signature from the parents when updates are made.

[bookmark: _Hlk4137641]___________________________________    ___________________
     Parent/Guardian Signature		               Date		
                        
___________________________________    ___________________
     Parent/ Signature (Under 18)		               Date		
[bookmark: _Toc108689061]Please sign and return to the Director
[bookmark: _Hlk108514290]___________________________________    ____________________
  Directors /Designee Signature	                         Date
Note: Policies shall be provided to the parents any time the policies are updated.  It is recommended that the licensee obtain a new attestation and signature from the parents when updates are made.
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