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Lil’ Stars Family Child Care
Parent Handbook of Policies and Procedures

	WELCOME to Lil' Stars Family Child Care! I want to thank you for enrolling your child in my family child care. I am excited to get to know your child and your family. My goal is to provide fun-filled days for your child and work together to provide your child the best possible experience at Lil' Stars Family Child Care. Communication is the cornerstone for the success of this partnership! Please feel free to talk with me regarding any information, suggestions, or concerns you have about your child while in my care.

Please read my handbook thoroughly and talk to me, write a letter, email, phone call or text me if you have any questions or need clarification. These policies and procedures are a way for me to keep things running as smoothly as possible and so that there are no surprises to you. You are welcome to call or text me any time during child care hours. If I do not answer the phone, please leave a voice mail or a text message; I am taking care of the children. If any of my policies or procedures seem unfair or unnecessary, please take a moment to think about that policy or procedure and how it would apply to your current working situation… I am sure it will make sense in that light. These policies and procedures are enforced for the same reasons policies and procedures are enforced in any job situation - for fairness and respect.

A. Center and Provider Name / Address of Child Care Center / Phone Number 

	Lil’ Stars Family Child Care Center 
	Rebecca Quintanilla
	1145 Aphrodite Rd
	Green Bay, WI 54311
	(920) 471-9987

B. Hours of Operation

Lil’ Stars Family Child Care is open from 6:30 am to 5:30 pm, Monday – Friday, January – December. Due to State Licensing, I am unable to care for children outside of my licensed hours. 

Every day I do need to take my daughter, Gabriela, to middle school. You can either drop you child off before 7:00 am 
or after 7:20 am. I will  need to leave my house by 2:50  to pick her up from school for 3:00 pm or if she is doing an afterschool activity then I load the kids into my van and leave my house at 3:30 pm for a 3:45 pm pick-up.

This schedule will change once she enters high school in the school year 2025-2026. 

C. Education of Provider

· I graduated from NWTC-Green Bay in 1992 from with a Child Day Care Diploma. 
· I graduated from NWTC-Green Bay in May 2016 with an Associate's Degree in Early Childhood Education.
· I have worked in various group daycares in the Green Bay area for 12+ years from 1993-2005. 
· I became licensed in family child care in February 2013. 
· I am certified in CPR and first aid.
· I have a YoungStar 5-Star rating
· I earned a Registry Level 12

D. Mission Statement

At Lil' Stars Family Child Care, my mission is to provide fun-filled days in a safe, nurturing environment along with providing high
quality care in an educational setting. I strive to meet the needs of each child and family.

E. Educational Philosophy

Lil’ Stars Family Child Care believes that play is important for children’s development. Learning through play is viewed as the
cornerstone of the curriculum. I encourage children to explore and be curious by providing many hands-on activities and experiences. I provide care that is engaging, comforting, culturally sensitive and compassionate. Children are
respected as individuals within a child-oriented rather than teacher-directed program.
Lil’ Stars Family Child Care educational philosophy is to provide developmentally appropriate practices for children that fosters
the whole child concept, respects each child as an individual and stimulates a child’s natural interest in and joy of learning. I want
to help foster the development of a young child’s creative thinking skills by giving them meaningful opportunities using play to
experiment, explore, question, and discover.

Lil' Stars Family Child Care is committed to the following goals for helping each child:

· To become creative, independent thinkers.
· To feel competent, productive, and self-reliant, as well as fostering good self-esteem and a sense of self-worth.
· To develop a sense of responsibility for their own mental and physical health.
· To understand that they are a part of a diverse, multicultural global community and that their actions influence the quality of that community.
· To foster the value that many kinds of intelligence – linguistic, logical/mathematical, musical, physical, spatial, and personal – are valuable and important to our community; and,
· To encourage the development of higher moral reasoning, helping children to develop into adults with an internalized code of ethics and principles.

Lil’ Stars Family Child Care Center’s daily classroom practice and programming objectives will be designed to support the
program’s philosophy and the established goals. A program’s educational philosophy is supported not only through its
curriculum, but also by the teacher, families, and parents involved in the program that provides role models for children. It is
critical, then, for parents to choose a program with an educational philosophy that matches and supports their family values and
their goals for their child. I respect and believe in each child as a unique individual with the ability to construct knowledge about
themselves, others, and the world around them through active learning.

I am committed to provide the following:

· A curriculum designed to address the developmental, social, and educational needs of the children.
· Assess each child social, emotional, cognitive, and physical growth and progress to individualize the program accordingly.
· Provide a consistent schedule of activities such as choice and small group times, outdoor play, quiet time, art / sensory activities, science, math, music and movement, and stories / flannel boards.
· Provide an environment filled with developmentally appropriately materials for the children to explore.
· Provide well-balanced, nutritious snacks and meals that contribute to the growth and development of a happy, healthy child.
· Spend time with each child, developing closer teacher-child bonds of affection, trust, and respect.
· Provide verbal support in a language that the children understand.
· Provide opportunities for peer interactions.
· Provide a mutual respect for the children by getting down on their level when talking with them and participate in activities with them.
· Foster problem-solving skills by asking follow-up questions during play and activities.
· When a conflict arises between children, I will work with them to come to a solution.

F. YoungStar 

Young Star is a program of the Department of Children and Families created to improve the quality of care in Wisconsin. Young Star evaluates child care providers on education, learning environment, business practices, and the health and well-being of children. Only programs that participate in YoungStar can receive Wisconsin Shares payments. In order to provide that benefit for eligible families, Lil’ Stars Family Child Care has opted to participate in YoungStar.

G. Learning Environment

Lil’ Stars Family Child Care uses the “Family Child Care Environment Rating Scale-Revised (FCCERS-R)” self-assessment tools
for quality improvement.

A “Quality Improvement Plan (QIP)” is then developed based upon self-assessment using the quality improvement self
assessment process described above.

Play-based Learning 

Lil’ Stars Family Child Care uses a play-based learning approach. It is an educational approach that incorporates play as a central component of the learning process. It recognizes that children learn best through active engagement and exploration in a meaningful and enjoyable context. As children play, they engage their imagination, take risks, and learn problem-solving to support their development. 

At Lil’ Stars Family Child Care, play-based learning can take various forms. For instance, it could involve setting up hands-on sensory activities, such as a water table or a sand table, where children can experiment and discover new textures and properties. It could also involve imaginative play with dress-up clothes or pretend kitchens, allowing children to explore different roles and scenarios while developing their language and social skills.

Play-based learning is child-initiated and teacher-supported. The teacher's role is to motivate and encourage the children to learn through interactions that expand their thinking. For example, if a child is working in the block area building a structure, you might try asking open-ended questions or prompts, such as: 
· Tell me about the structure you’re building.
· Why did you choose those blocks?
· What do you think might be your next step?
Through play, children engage in problem-solving, critical thinking, and decision-making, all while having fun and building a strong foundation for future academic success.
WMELS

The WMELS provides a framework to be used as a guide for determining developmentally appropriate expectations for young children. When developing lesson plans, the following five domains of WMELS are recognized:

1. Health and Physical Development
2. Social and Emotional Development
3. Language Development and Communication
4. Approaches to Learning
5. Cognition and General Knowledge

· Lesson plans reflect WMELS’ five domains (listed above), have group or individual child goals / learning objectives included on them, and have developmentally appropriate practices for learning written on them. 
· Each interest center / area (dramatic play, block and construction play, literacy and writing activities, science and nature / outdoor, music and movement experiences, math experiences, art experiences, sand and water and other sensory play, outdoor large motor activities, small manipulatives and games, and social studies experiences) also reflect the WMELS’ five domains.
· A copy of the WMELS book is available for parents to view as well as WMELS Tip Sheets for Families to view.

Individual Child Portfolios

Every child that is enrolled in Lil’ Stars Family Child Care will have an individual child portfolio. The portfolio will include the child’s ASQ-3 developmental screening, the Redleaf Quick Guide Developmental Milestones of Young Children Revised Edition 2016, and a monthly goal tracking sheet. I will also be collecting pieces of artwork from the children to add to the portfolio. The parents are welcome to look at their child’s portfolio at any time.

Assessment Tools

Lil’ Stars Family Child Care uses “Redleaf Quick Guide Developmental Milestones of Young Children Revised Edition 2016,”
to assess the children. Assessments are conducted a minimum of three times per year for each enrolled child.

Developmental Screening Practices

Lil’ Stars Family Child Care is in the process of implementing a developmental screening tool called the Ages & Stages
Questionnaires®, Third Edition (ASQ-3™). Children will be screened initially at 2 and 4 months; then at 4-month intervals
until they are 2 years old; and at 6-month intervals until they go to 4K.

Individual Child Outcomes Tracked

	Individual child goals / learning objectives are tracked to demonstrate that provider training and child interactions improve children’s individual outcomes.

H. Expectations for Families

I have the following expectations: 

Communication 

I value working in a partnership with parents. Good communication is of the utmost importance to me. When I accept a new family into my business, I like to be sure that we can share honestly & openly about any concerns or questions that may arise. It is important that there is a similar child care philosophy between the parents and me. I welcome questions, feedback, or discussions of any kind that are oriented towards a positive outcome for the child (ren). If you have any questions regarding the program, you can request a meeting with me so that I can answer your questions for you.

Clothing

Please bring an extra set of clothing for your child, including shirt, pants / shorts, underwear, and socks. If your child is being toilet-trained, please bring two extra sets of clothing. During the winter months, please bring clothes for outdoor play, including a jacket, hat, scarf (optional), mittens or gloves, a snowsuit or snow pants, and boots.

Backup Child Care

You are responsible for finding backup child care if I must close my business or am unable to care for your child for the day. This may include, but not limited to, the following reasons:

· Dr. Appointments
· Vacation or “provider day-off” days
· Attend my children’s activities at school
· I am sick or my children are sick
· There is an emergency in my family (death, serious illness, accident, etc.).
· Your child is sick
· Wisconsin Family Child Care Conference (WFCC) in late April or early May (Professional Development Days)
· PreACT or ACT
.
· Please be courteous and phone or text if your child will not be attending or will be late that day! 

· Lil’ Stars Family Child Care promotes diversity throughout the classroom. I provide pictures / posters on the walls that represent diversity, the block area has a set of multicultural family block people, multicultural dolls in the dramatic play area, and skin tone paints. 

· To promote diversity in my child care center, I will plan meals or snacks from a variety of cultures and provide music and songs from different cultures. I encourage families to share family customs with the children enrolled. 

I. Children’s Indoor and Outdoor Physical Activity

Children attending Lil’ Stars Family Child Care shall play outdoors daily when weather and air quality conditions do not pose a
significant health risk. Time planned for outdoor play and physical activity depends on the age group and weather conditions.
Activities shall include structured play (led by the adult caregiver) and free play (not led by an adult).

I will provide at least 60 minutes of outdoor active playtime for all children, except in cases of inclement weather.  If unable to g0
outdoors, I will make indoor space available for active play for all children. 

· Children shall be dressed appropriately for the weather, including wearing appropriate seasonal clothing and footwear, so they can participate fully, move freely, and play safely. 

· Child care providers will inform parents, caregivers, and families that children need to be dressed appropriately for the current weather conditions to play outdoors.

· Children should wear clothing appropriate for the current weather: 

• Warm weather: shorts, short-sleeve shirt, tennis shoes 
• Cold weather: warm coat, hat, and mittens. 
• Snow: heavy coat, snow pants / snowsuit, waterproof boots, hat, and mittens. 
• Different temperatures during the day: layers of clothing. 

During heavy rain, icy conditions, poor air quality, or dangerous heat or cold, children will stay indoors, but get the same total
amount of time for physically active play.

· Footwear should provide support for running and climbing:

· Examples of appropriate footwear include sneakers, gym shoes, and other shoes with rubber soles that enclose the feet and will not come off easily. 

· Examples of inappropriate clothing and footwear include: 

· Footwear that can come off while running, or that does not provide support for climbing (examples: flip
       flops and clogs / crocs). 
· Clothing that can catch on playground equipment (examples: clothes with drawstrings or loops).
· Clothing that does not protect children from the current weather conditions.

· Infants are provided:
· 
· supervised tummy time several times each day. 
· with opportunities to move around within the classroom throughout the day, excluding eating and sleeping times.
· outdoor active play for at least 60 minutes each day, except in cases of inclement weather 
· with opportunities for outdoor exploration, including rolling, scooting, crawling, and walking 

Infants will not be in a bouncy seat or exersaucer for no more than 15 minutes at a time.

I ask that families support my efforts by dressing children ready for play. This includes tennis shoes and clothing that is
appropriate for the weather and allows children to comfortably run, jump, and climb, both indoors and out.

J.    Breastfeeding & Infant Feeding

Giving infants a healthy start helps them develop healthy habits for life. My program is committed to breastfeeding and other developmentally appropriate infant feeding practices. 

Providing Breastmilk to Infants

I invite mothers to provide breastmilk for me to feed to their infants. Breastfeeding mothers may store their expressed breast milk
in the center refrigerator/freezer. Mothers should provide their own containers, clearly labeled with name and date. There is always refrigerator/freezer space available for daily storage of breastmilk. 

Infant Foods

When infants are developmentally ready (around 6 months of age), I work with families to begin introducing solid foods. My program provides a variety of healthy meals and snacks for infants each day, including iron-rich cereals, pureed/mashed vegetables and/or meats without added salt, and pureed/mashed fruits without added sugar. Families will provide information about known allergies and already introduced foods on the infant “feeding plan” they are asked to complete for my program.

Infant Feeding Practices

I strive to use “best practices” when feeding infants to help them build healthy eating habits right from the start. These best practices include feeding infants when they begin to show signs of hunger and ending feedings when they show that they are full. Extra bottles/bags of breastmilk shall be provided daily. Some days infants are hungrier than others. My feeding practices are flexible to the needs of families. For example, I can avoid large feedings at the end of the day before mothers plan to breastfeed. 

K. Nutrition
I am committed to providing healthy foods and beverages and positive mealtimes so that your child can learn good eating habits and grow up strong. 

Foods and Beverages

· Children are offered a fruit and/or vegetable at every meal and snack.
· I do not serve fried foods, high fat meats, or vegetables cooked in fat.
· Sweets and salty snacks are offered once a month or less.
· I offer only whole or 1% milk (unless your child has a milk allergy), and water

Mealtimes

· Teachers and children eat meals together, family style, so that children can learn and practice table skills.
· Television and other screens are turned off so that teachers can talk with children about healthy habits and healthy foods,
· and check-in with them about hunger and fullness.
· Teachers never force or bribe children to eat any particular foods or to clean their plates.

L. Potty Training

I require that the child be at least 2 years of age and must also show signs of readiness (Please read the Key Signs of  Readiness Checklist below). Potty training is a big step in a child's development. Children generally achieve this between ages 2 to 3 years old.. Please keep in mind that the activity level here at the center can distract your child from responding to an urge to use the potty, more so than at your home. Therefore, It is required that parents provide pull-ups if they desire to use them (until the child is ready for underwear) and a few extra changes of clothing. 

Key Signs of Readiness Checklist

I strive to support your efforts of potty training at home right through the day at daycare. However, there are some key signs to look for before I can help you train your child(ren) at the center. 

The key signs of readiness for potty training include:

· The child(ren) can pull down and up their pants and underwear/pull-ups on their own with little or no assistance.

· The child(ren) can communicate to you when they need to go to the bathroom.

· The child(ren)’s diaper or pull-up is dry after nap times and for long periods during the day.

· The child(ren) can hold their bowels and bladder until they get to the potty once they realize that they need to go.

If these signs are not present, your child(ren) is not ready to potty train at daycare, as I cannot have a potty in each room for them to use – it is against public health sanitation policies. When your child(ren) does potty train, I ask that you provide extra clothing and remove soiled clothing daily. If I run out of clean clothes and underwear, then I will contact you for a change of clothes. 

Proper Clothing 
The child must be kept in diapers or pull-ups (your choice) at all times. Please use the Velcro pull ups that are easily removed. Do not bring your child in panties or underwear until your child remains dry for two weeks throughout the day, can announce that he/she has to use the bathroom and can control his/her bladder and bowels for a few minutes beyond that announcement. Until this happens, I will continue to use diapers or pull-ups. During potty training your child must be dressed in “User friendly” clothing at all times such as: Soft, loose pants with an elastic waistband which will aid in developing independence. Be sure to send your child with plenty of clean clothes. 
· No tight clothing 
· No shirts that snap in the crotch 
· No pants with snaps & zippers 
· No overalls or bib type clothing 
· No belts 

The clothes listed above can make it difficult for your child to reach the potty in time. Your child also needs to be able to pull his/her pants up and down and these items will hinder your child’s ability to do so. 
Required Supplies 
The following items are to be left at the childcare program and replaced as needed. 
· Two (2) changes of clothing including socks
· A bag of pull-ups (if you choose to use them)– you will be notified when the supply is running low.

Soiled clothes will be returned in a plastic bag at the end of the day.











POLICY HANDBOOK – LICENSED FAMILY CHILD CARE CENTERS
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I. GENERAL INFORMATION - Policy Effective Date: April 1, 2023

Non-discrimination statement

Child care services are available without discrimination based on sex, race, color, creed, disability, sexual orientation, national origin, or ancestry.

Number of children the program is licensed to serve

Lil' Stars Family Child Care is licensed by the State of Wisconsin, Department of Children and Families (www.dcf.wisconsin.gov). Lil’ Stars is licensed to care for no more than 8 children at any one time. I am inspected regularly to ensure that I meet licensing standards.

Ages of children served

Lil' Stars Family Child Care will provide care for children ages 6 weeks through 12 years.

Lil’ Stars Family Child Care will only provide care for children in grades 5K through 5th grade on non-school days if space is available. I cannot hold a school-age child spot when I can fill it with a full-time younger child.

Hours, days, and months center is open

Child care services will be provided between the hours of 6:30 am and 5:30 pm, Monday through Friday, January through
December.

Licensed Family Child Care Center Ratios

A program regulated under DCF 250 where a person provides care and supervision for less than 24 hours per day for at least 4 and
not more than 8 children who are not related to the provider.

Age groups may be mixed according to the following combinations. Additional allowed school-aged children in care for 3 or fewer
hours per day as shown in parentheses. 

Children Under Age 2		Children Aged 2 and Older		School-Age Children	   	Maximum Group Size

	0		               +		    8		+		(0)		   =		8
	1		               +		    7		+		(0)		   =		8
	2		               +		    5		+		(1)		   =		8
	3		               +		    2		+		(3)		   =		8
	4		               +		    0		+		(2)		   =		8

[bookmark: _Hlk119508973]Holidays: paid and closed

[bookmark: _Hlk119494719]Lil’ Stars Family Child Care will be closed on the following holidays each year:

· New Year’s Day
· [bookmark: _Hlk120818363]Martin Luther King, Jr Day 
· Good Friday		
· Memorial Day
· July 4th
· Labor Day
· Thanksgiving Day
· Day after Thanksgiving
· Christmas Day
[bookmark: _Hlk119503977][bookmark: _Hlk97131012]All regular fees will be charged for these holidays. If a holiday falls on a Saturday, I will be closed the previous Friday. If a holiday
falls on a Sunday, I will be closed the Monday following.

If a holiday falls on your child’s scheduled day to be in care, then you will pay for the day. Make-up days are not permitted in place of holidays. If you would like to add an additional day, then you will pay for that day.    fb

[bookmark: _Hlk119497046]Lil’ Stars Family Child Care will close early on the following days each year:

· New Year’s Eve (closing at 4 pm)
· [bookmark: _Hlk120818397]Halloween (closing at 4 pm) 
· Christmas Eve (closing at 12 pm)
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Items posted for parents

I will post the following items for your review:

· License certificate.
· The current Compliance Statement or Noncompliance Statement and Correction Plan
· Any notice from the department related to rule violations, such as a warning letter or enforcement action. These items will remain posted until the violations have been verified as corrected and the action is closed.
· Any stipulations, conditions, temporary closures, exceptions, or exemptions that affect the license.
· Center policies.
· Emergency contact numbers
· Emergency drills

Procedure to ensure that the number, names, and whereabouts of children in care are known to the provider at all times

Lil’ Stars Family Child Care's procedure to ensure that the number, names and whereabouts of children in care are known to the provider at all times is by using the daily attendance sign in / out form. You will sign in and out your child daily. After each week, this form will be filed.

Summary of licensing rules

Parents will receive a pamphlet titled Your Guide to Regulated Child Care, which is a summary of child care licensing regulations, as part of an enrollment packet.

Visits

Parents are welcome to visit my child care program at any time during the hours of operation unless parental access is prohibited or restricted by a court order. If so, I will need a copy of the order. Please understand that I cannot legally limit access to a parent if there is not a copy of a court order on file at the center.

Daily attendance record

I am required to maintain a current, accurate, written record of daily attendance for all children. Please assist me in meeting this requirement by signing your child(ren) in and out of the center on the required Daily Attendance Record – Licensed Child Care Centers.

Release of children

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, I need to be notified in writing, text, or by a telephone call in advance. The person picking up the child may need to show a driver's license or a picture ID.

Alternate arrival / release

I will walk children who attend school at Wilder Elementary to school in the morning. If parents wish to allow a school-age child to leave the center unescorted, they must provide written authorization for this activity. School-age children who leave the center unescorted must be traveling to school where adult supervision is present. Parents may use the form Alternate Arrival / Release Agreement – Child Care Centers to provide this information to the center.

Parents / guardians under the influence of alcohol or drugs

If the parent or other authorized person arrives to pick up a child and that person appears to be intoxicated or under the influence of drugs, all reasonable steps will be taken to prevent the person from leaving with the child, including offering to call a cab or another contact person. While I cannot legally withhold a child from the legal guardian, I will not hesitate to call the local authorities if I feel the child is in danger.

Communication with parents

It is important that we communicate daily concerning the needs and interests of your child. If there are issues or concerns that need to be discussed, please work with me to arrange a convenient time to talk on the phone at nap time or in the morning so I can give the issue the attention it deserves. To foster communication, Lil’ Stars Family Child Care provides a parent bulletin board and uses GrowthChart instead of paper daily sheets on a regular basis. GrowthChart is an electronic version of paper daily sheets and I email you the daily sheet.

Confidentiality of information

To protect each family’s confidentiality, Lil' Stars Family Child Care 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.

Insurance coverage on the premises

Lil' Stars Family Child Care is covered by liability insurance for the premises.

Insurance coverage on the business operations

Lil' Stars Family Child Care is covered by liability insurance for the business operations.

Records

Parent’s, upon request, have access to all records and reports maintained on his or her child, unless restricted by court order.

Mandated reporter of child abuse and neglect  

All child care providers are mandated reporters of suspected child abuse or neglect. If a child care provider suspects a child has been abused or neglected, that provider is required to report the abuse or neglect to Child Protective Services (CPS) at 920-448-6035 or 920-448-6036. After hours, the number is 920-448-3200. Each child care provider and substitute will receive training at least every 2 years in child abuse and neglect laws, how to identify children who have been abused or neglected, and the procedure for ensuring that all known or suspected cases of child abuse or neglect are immediately reported to the proper authorities.

Wisconsin’s Concealed Carry Law

Wisconsin Act 35 relating to carrying concealed weapons went into effect November 1, 2011. 

No person may carry weapons while on the premises of the child care center during licensed hours. 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 expected to see the sign.

Car Seats or Seat Belt Use

I will discourage the release of children to any person who does not have an appropriate car seat or seat belt to transport children. If I observe this behavior, I will use community resources to educate the families about proper car restraints for children. If the behavior continues, I will contact the local child welfare office.

Items provided by parents / provider

1. Parent provided

· Disposable diapers, diaper rash ointment or cream
· Bottles for formula or breastmilk
· Clothing suitable for outdoor play for each season	
· Full change of clothing including underwear and socks
· Sandals, flip flops, and Jelly shoes can be dangerous. Please leave a pair of athletic shoes in your child’s cubby for outdoor use.

2. Center provided

· Blanket for naptime (12 months and older)
· Car seat or booster seat
· Cot or pack-n-play with sheet and pillow
· Sippy cups
· Baby formula and baby food
· Baby wipes (Costco’s Kirkland Brand)
· Sunscreen
· Insect repellent

Personal belongings
 
Please do not bring toys from home. If toys are brought from home, they must stay in the child’s locker. These tend to cause disruptions, as children at this age have a hard-enough time with sharing and are often even more reluctant to share something “special” of theirs. I will not be responsible for the damage of any toy, book, video, etc. brought into my home. Children may bring a blanket or favorite stuffed animal to be put away until nap time. Please do not allow your child to bring food, drink, gum, candy, money, etc. into my home. Please keep these in the car. These tend to make a mess for me to clean, and many things can be a choking and safety issue for the smaller toddlers and infants in my care.

[bookmark: _Hlk163024283]Inclement weather / snow (effective April 3, 2024)

If Green Bay Schools are closed or have a 2-hour delay due to a snow storm, then I will open 2 hours later (8:30 am). This will allow me time to get my driveway and sidewalk cleared for parents.

II. [bookmark: _Hlk96580474]ENROLLMENT AND DISHCHARGE OF CHILDREN - Policy Effective Date: April 1, 2023

Trial period

All children will be enrolled for a trial period of two weeks. During the trial period, either the provider or parent may terminate child care without advance notice.

Enrollment procedures

I will provide a tour of the program to prospective families. If families wish to enroll, initial paperwork will be given to the families and a child care agreement will be signed.

Parents must meet with me to discuss their child's specific needs and to review program policies. I will make a reasonable accommodation for a child with disabilities as specified under the Americans with Disabilities Act.

Forms to be completed and timeline for submission

The following items must be completed and returned to the center by the first day of attendance.

· Child Care Enrollment
· 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 week's regular fee
· Registration fee
· Parent / Provider Agreement
· WECA Food Program Forms (done online)

I will inform you of any updates that are needed and give you 2 weeks to submit the updated forms.

The following items must be completed and returned to me by the time listed in parenthesis for each of the following.

· Child Health Report – Child Care Centers (60 days from first day of attendance)
· Day Care Immunization Record or an electronic record of your child's immunizations (30 days from first day of attendance)

[bookmark: _Hlk97640885]Enrollment options

I offer the following enrollment options for your child care needs:

· [bookmark: _Hlk97043076]Full-Time Care consists of 4-5 full days of care per week up to a maximum of 50 hours per week at 10 hours a day. 
· [bookmark: _Hlk97045304]Part-Time Care consists of a minimum of 2-3 full days per week for a maximum of 30 hours per week.
· [bookmark: _Hlk97119829]Before School Care consists of 5-Year-Old Kindergarten-5th grade using care prior to school in the morning during the school year only. Children attending Wilder Elementary will be walked to school. If a child is attending another school, you will need to set up transportation. You will be charged at the hourly care rate which consists of less than 10 hours of care per week. 
· Drop-in care is care that is not regularly scheduled. A 24-hour advance notice is required for drop-in care and can only be guaranteed if space is available. In order to maintain appropriate child-teacher ratios.
· I will only provide after school care for Head Start and 4K children
· I currently do not provide after school care for 5K and up. Many of the schools do provide after school care.

Head Start or 4K children

All children who attend either Head Start or 4K will be charged the regular daily rate unless in full day school. 

I do not provide transportation for Head Start or 4K children.

Discharge Procedure

A child may be discharged from the center for reasons, including, 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.
· 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 agreement.
· Verbal or physical abuse or threat by a parent or any other person transporting a child.
· A child’s behavior which threatens the well-being of any person at the center.
· Any other reason as deemed necessary by Lil’ Stars Family Child Care.

I reserve the right to suspend or terminate care of any child without notice, should it be deemed necessary for the overall safety
and well-being of my family and/or other children in my care. I will try to inform parents of local resources that may be of help to
them, except when the discharge is due to parent's failure to keep current with fees owed.

Withdrawal Procedure

Parents must give a two-week written notice of your intent to withdraw the child(ren). You must pay for the two-week notice period regardless of any other term in this contract. 

Termination after the Trial Period

You must give a two-week written notice to end this contract. Notice will begin on the first Monday following the giving of the notice to me. Payment is due for the notice period whether or not the child is brought to the provider for care during that time. I may terminate the contract at will without giving any notice. The client must pay for the two-week notice period regardless of any other term in this contract.

III. FEE PAYMENTS AND REFUNDS - Policy Effective Date: April 1, 2023

WI Shares Tuition Payments
WI Sares payments are accepted when prior arrangements are made. A special payment schedule must be agreed to, and a payment contract signed and submitted by parents before WI Shares payments are accepted. Parents are responsible for co-payments and any unpaid amounts. WI Shares families pay monthly on the first of each month. The monthly rate is calculated by taking the weekly rate and multiplying it by 4.34.

Private Pay Tuition Payments
Tuition is based on the current fee schedule and you child’s schedule listed on the Provider/Parent Agreement. 

Tuition is due in advance on Friday for the following two week’s care. See the monthly calendar that is sent to each family.

If you choose to pay monthly, then you will take the weekly rate and multiply by 4.34 to get the monthly rate. 

Tuition – Temporary Shut Down

In the event that the center is forced to close temporarily due to emergency, pandemic, or any other reason, parents are responsible for payment of full tuition fees as contracted. Continued payment of tuition during this time reserves your child’s spot and provides funds to keep the program financially stable so care will be available when the crisis is over. If the emergency causes financial hardship for your family, please let me know so we can work out a plan that is beneficial to everyone.

Annual Non-Refundable Registration Fee (updated)

[bookmark: _Hlk152317647][bookmark: _Hlk141447362]WI Shares Parents: Beginning January 1, 2024, an annual non-refundable registration fee of $35.00 per child will be charged to your account. You need to call your local agency to request funds to pay the registration fee to your provider when your provider charges the fee. This fee will be added to your account each year from the date you enroll.

Private Pay Parents: Beginning January 1, 2024, an annual non-refundable registration fee of $35.00 per 1 child, $50.00 per 2 children, or $65.00 per 3 children will be charged to your account...This fee is prorated when children enroll after January 1. This fee will be added to your account every January 1.

What is a registration fee?

A registration fee is an amount that a provider:

· Initially charges to enroll or register the child.
· Charges on an annual basis to continue the child’s enrollment. 
[bookmark: _Hlk146969370]
Registration fees are not transportation fees, supply fees, late pick-up fees, etc. that a provider charges separately from a registration fee. 

Fees when children are absent

[bookmark: _Hlk141447469]Fees are based on enrollment, not attendance. No refunds will be given for days when children do not attend due to illness or other
reasons unless you are using your sick day allowance. Then you will receive a credit. 

Early drop-off and late pick-up 

You will pay $1.00 per minute if you drop off earlier than 6:30 am or pick-up after 5:30 pm. If you notify me of an early drop-off the night before, there will be no early drop-off fee. If you notify me of a late pick-up at least one hour before the scheduled pickup time, there will be no late pickup fee.

Late Tuition Fee

Prompt payment of tuition is necessary to ensure that the center can continue to function. Tuition fees that are not paid in full by 5:30 pm on the scheduled Fridays, according to the monthly calendar, are considered past due, and a charge of $10.00 per day, including weekends, will be assessed to your account until fees are paid in full.

Tuition NSF Fee

The fee for an insufficient funds check is $25.00 plus any bank charges to my account. After one returned check, payment must be made with cash, money order, Facebook Pay, or Zelle.

[bookmark: _Hlk97641260]10 Hour Day Policy.

I do not believe it is healthy for children to remain in any child care setting for more than 10 hours a day. Any child care slot which requires more than 10 hours on any given day, will be charged the extended care rate for each child beyond this limit. This includes children who may be out of the center during part of their day.

Holding Fee

[bookmark: _Hlk141367818]A holding fee of 50% of the rate per child per week is required to hold a spot. This fee is non-refundable, and it does not apply towards credit of tuition. This fee can be paid upfront, monthly, bi-weekly, or weekly. If you fail to make a payment, I will notify you that I will no longer be holding the spot.

The purpose of the holding fee is to compensate me for holding the space open and turning down the opportunity to make money by enrolling other clients.

Waiting List

A waiting list is maintained and used to fill vacancies. While on the waiting list parents will receive periodic updates on the status of any current and anticipated openings.

When an opening becomes available all families will be notified. Priority will be given to siblings of children already enrolled and families whose child care schedule most closely fits the available opening. 
Rates

**See the attached rate sheet for current fees**

· Rates are higher for children under 2 years of age than for older children.
· No refunds will be given for days when children do not attend due to illness or other reasons.
· There will be no reductions for additional children from one family. I am limited in the number of children that I may care for at
one time.
· The financial terms will be finalized upon signing of the child care agreement and policies.
· I will establish a regular rate based on your child's enrollment. 
                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                               
End of year statements

I do provide parents with a W-10 form at the end of each calendar year if all fees are paid with no outstanding balances. 

IV. CHILD AND PROVIDER ABSENCES - Policy Effective Date: April 1, 2023
  “Time-off” Policy 

[bookmark: _Hlk99453690]Many parents may feel that they should not have to pay when their child or children are absent, but if you look at it in terms that you are paying for the SPACE and not just the day then it sheds some light onto my reasons for charging you. I would not be able to operate if parents only pay for the days that their child attended. My expenses are the same whether your child attends or not. I rely on the income from each child to support my child care business as well as my family. This secures that your child’s spot remains open, and I do not fill it with someone else. 

Parents must pay for child care whether or not the child is brought to care. Exceptions are child sick days allowed or vacation days allowed as stated below under Child Vacation Time and Child Sick Days.

a. Child Absence

[bookmark: _Hlk97132180]If your child will not attend on a regularly scheduled day, please let me know within 2 hours before your child’s scheduled arrival time.

If a child who is scheduled to arrive at the center does not arrive within 30 minutes after the specified time on the written agreement signed by the parent, and I have not been notified in advance of the child’s absence, I will attempt to contact the parent or guardian to determine the child’s whereabouts. All attempts, whether successful or unsuccessful, will be documented.

If a child is expected to arrive at the center from someplace other than home (e.g., school, Head Start, etc.) and does not arrive as scheduled, I will immediately attempt to contact the parent to determine the child’s whereabouts.

Child Vacation Days

You may take up to five consecutive vacation days each calendar year with no fee required. You must give me at least two weeks’ notice of the dates of your vacation. 

After these five vacation days are used, I will require full payment for any vacations for the rest of that year.
[bookmark: _Hlk119508153]
[bookmark: _Hlk120804287][bookmark: _Hlk120353188]Child Sick Days

No refunds will be given for days when children do not attend due to illness or other reasons.

b. Provider Absence

[bookmark: _Hlk97132085]Provider Vacation Days

I may take up to two weeks (10 weekdays) of unpaid vacation each calendar year. Vacation days may be taken consecutively or separately. I will try to give at least one month’s notice before taking vacation days, but this may not always be possible. Parents are responsible for finding child care for these vacation days. 
[bookmark: _Hlk120353366]
“Provider Day-Off” Days

Studies have shown that lack of benefits contributes to provider burn-out and a high rate of turnover in the early childhood education field. In order to ensure that child care will remain available to you and your children, I will close occasionally for a “Provider Day-Off Day.” No fees will be charged.

[bookmark: _Hlk97641475]“Provider day-off” days will be taken throughout the year for any personal or family needs, including (but not limited to) personal or family sick leave, funeral leave (up to 3 days), doctor and dental appointments, school testing, and audiology appointments. I will close for a day in which I try to schedule multiple appointments or just to take a break. I do give each family a monthly calendar of the days in which I will need to close for a full day or when I need to close early. This is usually given a month in advance.

Provider Sick Days

If I become ill, I will notify the parents of all regularly scheduled children no later than 5:00 am the morning that the center will be
closed. No fees will be charged.

If my children become ill, I will notify the parents and it will be your choice to bring your child or not. My children are able to be
separated from the child care children.

Unplanned absence

In case of an emergency that requires my immediate attention, Guillermo Quintanilla will be my emergency back-up provider. My
emergency back-up provider has been trained in Shaken Baby Syndrome prevention, and will come to the center to stay with the 
children during my absence. Parents will be called to pick up their children as soon as possible, and should do so within 1 hour
of receiving the call. Each time an emergency occurs, I will provide my emergency back-up provider 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 not be charged when I am closed because of an emergency.

Planned Absence  

In the event that I am scheduled to be gone, the center will be closed. You will be given at least two weeks’ advanced notice of
the scheduled closure. No fees will be charged.

c. Other Absences

Professional Development Days

I do attend the Wisconsin Family Child Care Conference that is usually held at the end of April-beginning of May each year. I will require payment for these two days if your child normally attends these two days (Thursday and Friday). By attending this conference, it helps me improve the quality of my program. If I choose not to attend, I will be open for care.

Snow Days and Other Weather-related Closures
I do not close for snow days or other weather-related days. Your fees are based on enrollment, not attendance, and no credit is provided for absences due to snow days or other weather-related closures. 

Pre-ACT / ACT

Due to one of my children attending Wisconsin Virtual Academy (WIVA) which is an online virtual charter school here at home, I will need to close when he is scheduled to take his Pre-ACT /ACTs which is in March or April each year. You will not be charged for these days.

d. [bookmark: _Hlk119564393][bookmark: _Hlk120796924]Teachers and staff employed within a school district

Please remember that I am not requiring payment when you take the full week off for spring break and winter break. I am also not requiring payment if you choose to take the whole summer off. In exchange, I am requiring payment for everything else regardless if your child attends or not. This includes holidays (if they fall on your scheduled day), my professional development days, snow days and any other weather-related days, and any days that teachers or staff do not need to report to work.	

Teachers and staff will need to talk with me in regard to their plans for summer. You have the option of taking the whole summer off, change to drop-in care, or change to part-time care.
I would encourage you to bring your child at least one day a week during the summer to stay in somewhat of a routine.

V. ORIENTATION PLAN - Policy Effective Date: April 1, 2023

Prior to being left alone with children, new employees, volunteers, substitutes, and emergency back-up providers will receive an
orientation.

VI. HEALTH - Policy Effective Date: April 1, 2023

a. Child Illness / Injuries

Ill child exclusion guidelines

In order to provide the most positive daily experience for each of the children, licensing rules require that all children be observed for signs of illness upon arrival and prohibit Lil’ Stars Family Child Care from caring for any child who is ill. Children who show these or other signs of illness will not be allowed in the child care center. I encourage parents to be on the alert for signs of illness in their children and to keep them home when they are ill. I will make a visual inspection of children upon arrival and / or take their temperature.

Children who are ill are not to be brought to the center. The following are examples of children who are ill:

· A temperature of 100.40F (38.00C) or higher in the past 24 hours 
· Vomiting or diarrhea has occurred more than once in the past 24 hours
· A contagious disease, such as chicken pox, 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
· Breathing issues (wheezing, excessive congestion, croup)
· A skin rash other than diaper rash or prickly heat (to return your child to care, you must provide a written statement from a doctor saying that your child does not have a communicable disease)
· Requires constant attention
· Refuses to play
· Cries, whines, and/or wants to be held constantly
· Generally, seems unwell or unable to participate in a full day’s activities
· Is unable to tolerate a regular diet
· Any Covid related symptoms

I will only care for a sick child who has a mild, noncontagious illness, such as the common cold or a low-grade fever associated with teething.

I will not care for a sick school-age child who would not be allowed to attend school under the school health guidelines. 

Isolation of ill children

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 1 hour. If the child is not picked up within 1 hour, the emergency contact person on the child's enrollment form will be called.

When children may return after being ill

		Children may return to the center when they are symptom free, have been appropriately treated, or have been given medical
	approval to return to child care. I will follow procedures on personal cleanliness and communicable diseases in accordance with
		licensing rules and the guidelines for exclusion of children from child care as adapted from the Department of Health Services,
	Division of Public Health.

Communicable disease reporting requirements

I 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.

Children with communicable diseases shall not attend child care. Examples of communicable diseases include but are not limited to:

· Influenza
· Pink Eye
· Strep Throat
· Diarrhea of unknown causes
· RSV
· Covid-19

Covid

When a person tests positive for covid, CDC guidelines will be followed. If child care provider or the providers children test positive for covid, the child care center will be closed for 5+ days depending on when each person tests positive. If child care children test positive for covid they will need to isolate and will not be allowed at my child care center for 5 days. Children may return on day 6 if they are no longer showing symptoms and have no fever.

Minor injuries

	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 another authorized person.

Head Injuries, breast milk, allergens, poisonous materials, and medication

Parents will be notified immediately in any of the following situations: 

· head injuries (any bump, blow, or jolt to the head)
· seizures 
· consumption of incorrect breast milk 
· consumption of food or drink that may contain a child’s allergen 
· consumption or contact with poisonous materials 
· administration of incorrect medication. 

Emergency medical procedures

	I have received training in first aid. I will follow standard emergency medical procedures for treating injuries. I have a current certification in infant and child cardiopulmonary resuscitation (CPR) including training in the use of an automated external defibrillator (AED).

	Planned source of emergency medical care

	If there is a need for emergency medical treatment, 911 will be called and the child will be taken to the hospital. Should an ambulance be needed, parents will be responsible for any costs. Parents 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.

Medical log procedures

	All medication administered, accidents or injuries occurring during the time the child is in my care, marked changes in behavior or appearance and any observation of injuries to a child's body received outside of my care will be entered into the center's medical logbook. As a licensed childcare provider, I am required to report suspected child abuse or neglect to the local authorities.

	I will maintain a medical log book with pages that are lined and numbered and a stitched binding. I will record in ink any injuries
	received by a child, evidence of unusual bruises, contusions, lacerations, or burns received by a child in or out of center care or
	medication dispensed to a child in the medical log and sign or initial each entry. Pages may not be removed, or lines skipped.

	Providing care for mildly ill children

I have not been authorized by the licensing agency to provide care for mildly ill children.

b.	Medications

I will administer medications under the following conditions. Prescription and non-prescription 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. I 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.

A written record, including the name of the child, type of medication given, dosage, time, date and the initials or signature of the
person administering the medication will be made in the medical log book on the same day that the medication is administered.

Prior to applying sunscreen or insect repellant to a child, I will obtain a written authorization from the child’s parent. The authorization shall include the ingredient strength and be reviewed and updated periodically.

c.	Smoking

	Smoking is not permitted on the premises of the center or in a vehicle used to transport children when children are in care.

d.	Sudden Infant Death Syndrome (SIDS)

To reduce the risk of SIDS I will do the following:

·     Children under one year of age:
· Child will be placed to sleep on his or her back in a pack-n-play unless the child’s physician authorizes another position in writing.
· If a child falls asleep in a bouncy seat or car seat, the child will be immediately removed from the b or bouncy seat and placed to sleep on his or her back in a pack-n-play.

· Child will not sleep in a pack-n-play that contains soft or loose materials, such as sheepskins, pillows, blankets, flat sheets, bumper pads, bibs, pacifiers with attached soft objects, or stuffed animals.

· An audio monitoring device shall be used in any area or room where children under the age of one year are placed to sleep.

· Children under two years of age:

· Pack-n-plays shall contain a tight-fitting mattress and any mattress covering shall fit snugly over the mattress. Waterbeds may not be used by children under age 2.

· Sheets or blankets used to cover a child one year of age or older shall be kept away from the child’s mouth and nose, and if sleeping in a pack-n-play, shall be tucked tightly under the mattress.

e. 	Immunizations

	You are required to keep your child's immunizations current and give me a copy of the immunization records for your child. I will
notify you immediately if I learn that a child in my program does not have proper immunizations. 

Radon Testing 

I am required to test for radon every 2 years. My home does have a radon mitigation system that was installed in 2016.

VII. NUTRITION - Policy Effective Date: April 1, 2023

USDA / CACFP guidelines

I must follow current USDA / CACFP guidelines when planning menus. Parents providing their own children's meals and snacks will
be informed verbally or in writing of the USDA / CACFP nutritional requirements and must follow the current USDA / CACFP food
guidelines. 

All leftover food that is frozen must be used within 6 months.

Schedule of meals and snacks

No child will go without nourishment for longer than 3 hours. I will offer the following meals and snacks to all children in attendance
At the times identified in the daily schedule.

· Breakfast (8:30 am)
· Lunch (11:30 am)
· P.M. snack (2:30 pm)

Infants / Young Toddlers will follow their own feeding schedule.

Food allergies / special dietary needs

If your child has special dietary needs (whether due to a medical condition or personal choice) or has food allergies, parents must
notify the center in writing. I will provide food alternatives to your child, or you may bring your child's meals / snacks if they meet the
USDA / CACFP nutritional requirements.

Any special diet based on a medical condition, 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

Meal and snack records

Monthly records of meals and snacks are available for your review upon request.

Participation in child and adult care food program

Lil' Stars Family Child Care 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 based on 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.

Snack for school-aged children

School-aged children will be offered an afternoon snack upon arrival from school.

Formula / breast milk / baby food

Children younger than 13 months must be served formula or breast milk unless written direction is on file from the child's health care
professional. All bottles must be labeled with your child's name. Leftover milk or formula will be discarded within 2 hours after each
feeding and bottles will be rinsed after use.
 
VIII. DAILY ACTIVITIES - Policy Effective Date: April 1, 2023

Religious instruction / education 

I do not include religious instruction or practices in my daily activities. We do not offer prayers before meals and snacks. I do not
offer a religious education program or curriculum.

Planned activities appropriate to age / development of all children

I plan activities 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. The activities provided will expose the children to a variety of cultures and will encourage the children to use and develop language and literacy skills, use large and small muscles, think creatively, learn new ideas and skills, and participate in imaginative play. The activities are designed to provide protection from excess fatigue and over stimulation and to ensure that each child can be successful and feel good about himself or herself. 
Some of the activities include: 

· Language development:  e.g., Books, music, story time, finger plays, flannel board stories
· Large muscle skills:  e.g., Balls, hula hoops, bean bags, swinging, outdoor play
· Small muscle skills:  e.g., Arts / crafts, stringing beads, pegboards, blocks
· Creative expression:  e.g., Dramatic play, puppets, music / instruments, flannel board
· 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 my program. Enough time, materials and space are provided for children to actively explore the
world around them. I offer activities through learning centers, where children become involved in self-directed, teacher-monitored
exploration of materials. My child care center is arranged with different learning areas such as blocks, dramatic play, sensory
table, small manipulative materials, creative art, science, literacy, and music. 
My center is arranged with equipment and materials appropriate for the ages of the children in my center based on the Family Child
Care Environment Rating Scales-Third Edition (FCCERS-3). Tables, chairs, and toy shelves are placed low to the ground for the
children. Shelves are filled with toys for exploration and learning about colors, shapes, numbers, letters, and other concepts.
Learning materials are accessible to the children at all times. 

Art activities are available every day. I focus on the process of creating rather than the end product. Process involves the child
manipulating, experimenting, and exploring art materials. The final product is an individualistic and joyful display of the art
experience. At times, only your child, the artist, can tell you exactly what the end product is. The children are introduced to a wide
variety of materials and textures to use in their creations. In addition to creative art during ‘center time,’ crayons, washable markers,
stencils, and paper are available during early and late day activities. 

The children occasionally have special activities in the classroom as well. I enjoy cooking with the children and “traveling” to other
countries as they learn about other cultures.

Infant programming

Infants will have a flexible schedule which reflects the child’s individual needs. They will be given individual attention, including lots
of time for talking.

The most important need of young infants is secure, nurturing relationships. Infants learn that their needs are met promptly and they
are held and cuddled frequently. 

Non-mobile infants are moved from place to place frequently throughout the room to provide a balance of active and quiet time.

‘Tummy time’ is made available throughout the day. 
Feeding and diapering times are used as opportunities in language development and other individual learning experiences. I
introduce the infants to language throughout the day by talking, singing, reading books, and encouraging them to verbalize. 

Individual daily activities are planned according to each child’s developmental stage and home routines of feeding and
sleeping. Toys and equipment offer opportunities for music, movement, fine and large motor development in a safely monitored
environment.

Toddler Programming 

The need for security and the desire to explore continue into the toddler age. Since this is the age when children seek to be in
control, activities are planned to promote cooperation through play. 

I help toddlers to increase their language and social skills by guiding them to ‘use their words’ and express their feelings. Reading
stories are a favorite activity. 

Self-help skills are encouraged, especially in the areas of eating, dressing and toilet training. 

Materials and equipment provide a balance of dramatic play, sensory, large, and small motor activities as well as active and quiet
times. Children are given opportunities to develop their creativity through dramatic play, process art, music, and movement
activities.

Preschool Programming 

I help the children learn how to establish positive co-operative relationships with adult and peers through a variety of small and large
muscle group activities. 

Self-esteem is promoted by planning activities that children can successfully complete. Language and listening skills continue to
develop through books, songs, and conversations. 
Theme activities are incorporated into different learning centers where children are free to choose their own activities under the
guidance of the teacher. Creative expression is fostered through a variety of art media, puppetry, dramatic play, and music
activities.

School-age programming

I only provide services to school-agers if I have space available on non-school days.

Daily outdoor play

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 aged 2 and above
· Wind chills of 20 degrees F. or below for children under age 2

Outdoor play space  

There is an outdoor play space on the premises of the center.

Swimming pools 

I have a wading pool for the children. I will be outside providing sight and sound supervision when the wading pool contains water and is present in the outdoor play space. The water will be changed daily, and the pool will be disinfected daily.

Rest or nap time 

Rest or naptime will be provided for all children younger than five years of age who are in care for more than four consecutive hours. Children who do not sleep may get up after 30 minutes, and children who awaken early will be allowed to get up when they wake. I will help awake children find appropriate activities.

Children under one year of age will sleep in a pack-n-play. Children over the age of one year will sleep in a pack-n-play or on a cot. 
I will ensure that children’s naptime cots (or pack-n-play) are spaced out as much as possible, ideally 6 feet apart. I will consider
placing children head to toe in order to further reduce the potential for viral spread.

Laundering of blankets, sheets, pillows, and cots / pack-n-plays

Bedding (sheets, pillows, and blankets) will be washed weekly. Each child’s bedding will be kept separate and stored in individually labeled cubbies. Cots are labeled for each child. Bedding that touches a child’s skin will be cleaned weekly or before use by another child.

Use of televisions / videos / DVDs

I will follow the recommended guidelines for the use of televisions / videos / DVDs. Children are not required to watch television and
other activities are available during this time for children to use.

Field trips

We occasionally take field trips and other off-premises activities, including walks around the neighborhood. Emergency information
for each child will be taken whenever the children leave the premises. I will notify you in writing 5 days prior to the field trip or off
premises activity.

Night care programming

I am not licensed to provide care between the hours of 9:00 p.m. and 5:00 a.m.

See attached SCHEDULE OF DAILY ACTIVITIES

IX. CHILD GUIDANCE - Policy Effective Date: April 1, 2023

Positive guidance techniques

Children's behavior will be guided by setting clear limits or rules for children. I will talk with children about expected behaviors and
model those behaviors consistently for them. I 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. Children will be given a wide variety of age
appropriate activities to choose from and will be given the attention they need before they demand it. Behavior management will be
for helping children develop self-control, self-esteem, and respect for the rights of others.

Appropriate ways to manage crying, fussing, or distraught children

I understand that there will be times when a child will become distraught, fussy or will not quit crying. My first action in these
situations will be an attempt to determine the cause of the distress. It may be related to a basic need such as hunger or comfort, or it
may be that the child just needs some extra time and attention. I understand that crying is normal, and that all babies will have times
when they cannot stop crying. At these times, I will stay calm and will do whatever I can to soothe your child. Sometimes this may
mean just allowing the child to cry for a few minutes and then trying again. However, there also may be times when I need your
advice or assistance, and I will not hesitate to call you if I feel that it is necessary.

Time-out period

A “time-out period” means a break from the group that a provider offers a child to provide the child an opportunity to calm and regain composure while being supported by the provider.

I may use a time-out period to handle a child’s unacceptable behavior only if all of the following conditions are met:

· The child is 3 years of age or older.
· The provider offers the child the time-out period in a non-humiliating manner.
· The time-out period does not exceed 3 minutes.
· The child is not isolated.
· The child is not removed from the room.

The purpose of discipline for young children is to teach coping skills and discourage inappropriate behavior. "Time-out" is not a first choice, but a last resort technique for a child who is harming another or in danger of harming herself. Used infrequently and for
very brief periods (no longer than three minutes), a time-out period may give a child the opportunity to calm down and cool off after a frustrating situation. Used often or inappropriately, time-out may not only be ineffectual it may be damaging to the child. The early years are a time for children to develop confidence and self-control. When adults create environments that respect each individual child, they set forth a message that the world is a warm, friendly learning place. Positive discipline techniques that combine caring and direction are a part of this healthy environment. Adults should look for meaningful ways to show children why harmful and aggressive acts are unacceptable.

Prohibited actions

In accordance with DCF 250 Licensing Rules for Family Child Care Centers, actions that may be psychologically, emotionally, or physically painful, discomforting, dangerous, or potentially injurious are prohibited. Prohibited actions include spanking, hitting, pinching, shaking, slapping, twisting, throwing, or inflicting any other form of corporal punishment on the child; verbal abuse, threats, or derogatory remarks about the child or the child's family; physical restraint, binding, or tying the child to restrict the child's movement; enclosing the child in a confined space such as a closet, locked room, box or similar cubicle; withholding or forcing meals, snacks or naps; actions that are cruel, aversive, humiliating or frightening to the child; or punishing a child for lapses in toilet training. These forms of punishment will never be used, even at a parent's request.

X. TRANSPORTATION - Policy Effective Date: April 1, 2023

Transportation statement

I do provide transportation. I transport children when I take my daughter to and from school middle school (6:55 am and 3 pm) and on field trips in vehicles owned by Lil’ Stars Family Child Care / Rebecca Quintanilla. Car seats are provided for all children requiring a car seat according to WI Car Seat Laws.

School-age children walk to Wilder Elementary.

Every day I do need to take my daughter, Gabriela, to middle school. You can either drop you child off before 7:00 am or after 7:20 am. There may be times when I also need to leave my house at 2:50  to pick her up from school for 3:00 pm or if she is doing an afterschool activity then I load the kids into my van and leave my house at 3:30 pm for a 3:45 pm pick-up.

This schedule will change once she enters high school in the school year 2025-2026

Use of public transportation

I do not use public transportation.

Field trip or other off-premises activity notification / permission

Field trip or other off-premises activity notification / permission forms are completed for each child for each planned field trip and
whenever transportation services are used. 

You will be notified in advance of the date, time and destination of any field trip or other off-premises activity notification requiring
transportation.

Procedure to ensure that no child is left unattended in a vehicle

Children will never be left unattended in any vehicle. 

Procedure to track children

To track children being transported and ensure that their whereabouts are documented from the time the child is picked up until that
child is relinquished to the responsible caregiver; I will take a written attendance checklist to make sure that all children are
accounted for by name and sight at each transition, including each time any vehicle is exited. If I am transferring the children to
another responsible adult, I will be sure the adult acknowledges the transfer before leaving the child.

Transportation provided through a written or verbal contract with another individual or organization

This does not apply to me due to the that I am the only one who will be transporting children and not contracting with another
Individual or organization

Procedure to ensure all children exit the vehicle after being transported including alarm information 

All vehicles will be visually checked upon reaching a destination to ensure all children have exited. Any vehicles that have a
manufacturer seating capacity of 6 or more passengers in addition to the driver have a child safety alarm that is in working order.
This does not include public transportation.

Vehicle insurance coverage

All vehicles used to transport children in care are covered by liability insurance.
Driver training before an individual can transport children, and annually thereafter

This does not apply to Lil’ Stars Family Child Care as I will be the only driver transporting children.

 Annual review of driving record and vehicle inspection

Annually, I will obtain and review the driving record of any person who will transport children and obtain an inspection for each
vehicle used to transport children. This does not include public transportation.

Procedure for inspecting vehicle for safety and for ensuring that any required vehicle safety alarm is in operating condition

My vehicle is equipped with a child safety alarm that prompts the driver to inspect the vehicle for children before exiting if all of the following conditions apply: 

1. The vehicle is owned or leased by a licensee or a contractor of a licensee. 
2. The vehicle has a seating capacity of 6 or more passengers plus the driver. The seating capacity of the vehicle shall be determined by the manufacturer. 
3. The vehicle is used to transport children in care.

No person may shut off a child safety alarm unless the person first inspects the vehicle to ensure that no child is left unattended in the vehicle. The child safety alarm shall be properly maintained and in good working order each time the vehicle is used for             transporting children to or from a center.
At least once per year, the department shall inspect each vehicle that is required to have a child safety alarm to determine whether
the child safety alarm is in good working order. 

Procedure for ensuring the child is released to an authorized adult

1. Check the enrollment form for authorized adults that the child can be released to.
2. Check identification of the authorized adult.

Procedure for tracking children during an emergency 

1. Call 911 if the situation requires. 
2. Secure the vehicle: shut off motor, set brake and remove keys.  
3. Determine the appropriate evacuation route such as:  front door, side doors, rear exit, roof hatch if installed or windows. If 
necessary, the windshield and rear glass panels can be kicked out.
4. Choose an assembly area at least 100-300 feet from danger, usually up-wind. Keep in mind that if the emergency occurred due to weather or other environmental conditions, other vehicles may lose control in the same place. Vehicles passing by may be distracted by the situation and cause additional crashes.
5. Instruct children to evacuate and where to assemble. In cases when time is of the essence, instruct the children to leave personal belongings in the car. Assign older children to lead younger children to an assembly area and keep everyone together. In the case of infants, remove the child safety seat with the child strapped in.
6. Check each seat and floor area to be sure everyone is off.   
7. Leave the vehicle last, with the emergency binder, first aid kit, and cell phone.
8. Gather with and keep the children together at the assembly area.
9. Do not reenter the car until cleared to do so by appropriate authorities.  

Behavior management techniques for use with children being transported

1. Stop the car in a safe place and speak to the child in a courteous but “I mean business” tone.
2. If you must change a child’s seat, move the student to a seat near you.

Procedure on the use of a cellular phone or other wireless communication device by the driver

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:

1. The phone or device is used to call 911.
2. The phone or device is used to communicate with emergency responders.

Procedure on the use of navigation devices 

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.

Procedure for sharing information with the driver on any special needs that a child being transported may have and the plan for how
those needs are to be met

When children are transported in a vehicle, there shall be at least one adult supervisor in addition to the driver whenever there are
more than 3 children who are either under 2 years of age or who have a disability that limits their ability to respond to an emergency.

XI. PETS - Policy Effective Date: April 1, 2023

Lil’ Stars Family Child Care does not have pets on the premises. Prior to adding pets to the center, I will notify parents in writing.

XII. EMERGENCY PROCEDURES - Policy Effective Date: April 1, 2023

Fire evacuation plan shall be practiced with the children monthly and tornado drills shall be practiced with the children monthly from April through October. Completion of all practice drills will be documented.

In the event of a tornado warning, the children will be taken to the basement bathroom. Blankets a portable radio. a
flashlight, and extra batteries are kept in the tornado shelter area at all times. The attendance form and emergency contact
information will be brought along.

In case of an emergency that would require an evacuation, children will be evacuated through the nearest safe exit. The
attendance form and list of phone numbers for parents and emergency contacts will be taken along to ensure that all children are
accounted for and all parents notified. Children will be assembled at the mailboxes on Aphrodite Rd. 

If we are unable to re-enter the building after a necessary evacuation, I will take the children to Wilder Elementary and parents will be contacted to pick their children up within 1 hour.

In the event of a lost child, I will check all areas of the center. If the child cannot be found, the child's parents and / or emergency contact and the police will be notified immediately. I will notify the Department within 24 hours after the occurrence.

If the center should lose the use of heat, water, electricity, or other building services before the center opens, I will call the parents of enrolled children.

If the center should lose the use of heat, water, electricity, or other building services while children are in attendance, I will call the parents of enrolled children

In the event of a flood before the center opens, I will call the parents of enrolled children. 

In the event of a flood while children are in attendance, I will call the parents of enrolled children.

If local schools are closed due to severe weather, the center WILL NOT close. 

If the center receives a threat to the building or its occupants (e.g., bomb threat, bodily injury threat, etc.), I will immediately contact law enforcement and the parents to advise them of the threat. Depending on the nature of the threat, evacuation and/or closure or lock-down may be required.

In the event of a medical emergency, I will contact emergency medical services (911) and the parents to alert them of the situation. 

To prevent allergic reactions due to food or other causes, I will get more information on the allergy from the parents. Each child with an allergy should have a written care plan that includes instructions regarding the allergen, steps to be taken to avoid that allergen, and a detailed treatment plan in the event of an allergic reaction, including the names, doses, and methods of prompt administration of any medications (such as an epinephrine auto-injector). The care plan should include specific symptoms that would indicate the need to administer medication. 

If a child has an allergic reaction that does not appear to be life-threatening, I will contact the parents. I will immediately contact parents if I suspect an allergic reaction or contact with / ingestion of an allergen. 

In the event of a vehicle accident while transporting children, I will immediately contact law enforcement and the parents to advise them of what happened.
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XIII. PERMISSION TO SHARE INFORMATION - Policy Effective Date: April 1, 2023

My first priority is to protect your child's health and safety. To ensure that I am operating with your full understanding and
agreement, I ask that you grant me permission to conduct the following activities. Please initial for your consent:

_______ Pictures will be taken of the kids at play. I use these for many things including but not limited to emailing parents,
      memories, Facebook page, sharing with families, and posting on daycare walls to generate a feeling and sense of
                    belonging.

XIV. SIGNATURES - Policy Effective Date: April 1, 2023

By signing this parent / policy handbook and the child care contract, you acknowledge that you have received and read my handbook of the policies and procedures and agree to abide by them. When I make changes in my policies and procedures, I will give you a two-week written notice and ask you to sign the new parent / policy handbook.

___________________________________________________________________	___________________________________
Parent/Guardian Signature 							Date

_____________________________________________________________________	___________________________________
Parent/Guardian Signature 							Date


I agree to guarantee the above space exclusively for the above-named child, and to provide such care and services as specified in
the current Parent Handbook.

_____________________________________________________________________	___________________________________
Rebecca Quintanilla, Owner / Provider 						Date


I will provide reasonable accommodations by translating materials and having them available to families in their native language in
a timely matter.

A copy of the agreement and the handbook of policies and procedures of Lil’ Stars Family Child Care are given to each
family when they enroll.

REVISIONS TO HANDBOOK AND CONTRACT

Revisions to this handbook and agreement will be made as needed. I reserve the right to make changes in rates and policies and
procedures, as I deem necessary. You will be notified, in writing, of any changes that may occur. Every attempt will be made to give
at least two weeks’ notice of any changes.

Updated April 2023
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