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PROGRAMS OFFERED

Our Preschool Program, designed for children ages 3-5, runs from September through June. We also offer a Toddler Program for younger children. In addition, we provide a before and after school program for elementary school-age children, with transportation to and from local schools available.**

RATES:

Registration Fee:		$100.00	per child/per year

Ages:
	1–2 ½ years:		$1400.00	
				
	2 ½ - 6 years:		$1300.00	
             (not enrolled in school)		
				
	School Agers		$800.00	during the Sept-Mid June
(5-12 yrs. enrolled in school)	$1200.00	Mid June-August 

**School transportation ~ per month       (these fees are not covered by DCYF/Co-Pays)
				$45.00	1 child*
	         		            *$30.00      Drop off or pick up only
$55.00	2 children	
				$60.00	3 children
			           
All families are required to give a two-week written notice of withdrawal as well as any schedule changes.  All families are also financially responsible for those weeks if notice is not given. This charge is $70.00 a day per child for up to two weeks. We will also give a two-week written notice prior to increasing our rates. 

Our facility is open Monday through Friday, from 6:00 a.m. to 6:00 p.m. Children are required to arrive by 10:00 a.m. each day, unless prior arrangements have been made for a later arrival. If your child will not be attending, please provide notice by 9:30 a.m. If their arrival time differs from the scheduled time, we require 24 hours' notice in advance. This helps us maintain proper staffing levels.

We will be closed in observance of the following holidays: New Year’s Eve, New Year’s Day, Martin Luther King Jr. Day, President’s Day, Memorial Day, Juneteenth, Fourth of July, Labor Day, Veteran’s Day, Thanksgiving, Native American Heritage Day (Black Friday), Christmas Eve, and Christmas as well as up to five training days a year (notice will be given in advance of training days).

We may also be closed when District 81 is closed due to severe weather conditions. Please call to confirm any closures due to weather.
Registration Paperwork
[bookmark: _Hlk190863396]All forms included in this packet must be completed and all necessary fees paid before we can accept your child(ren) into care at Crayon College. Additionally, if the cost of care will be covered by another agency, we must have prior approval from that agency before your child start.

Non-Discrimination Policy
In accordance with federal civil rights law and U.S. Department of Agriculture (USDA) civil rights regulations and policies, this institution is prohibited from discriminating on the basis of race, color, national origin, sex (including gender identity and sexual orientation), disability, age, or reprisal or retaliation for prior civil rights activity.
Program information may be made available in languages other than English. Persons with disabilities who require alternative means of communication to obtain program information (e.g., Braille, large print, audiotape, American Sign Language), should contact the responsible state or local agency that administers the program or USDA’s TARGET Center at (202) 720-2600 (voice and TTY) or contact USDA through the Federal Relay Service at (800) 877-8339.
To file a program discrimination complaint, a Complainant should complete a Form AD-3027, USDA Program Discrimination Complaint Form which can be obtained online at: https://www.usda.gov/sites/default/files/documents/ad-3027.pdf, from any USDA office, by calling (866) 632-9992, or by writing a letter addressed to USDA. The letter must contain the complainant’s name, address, telephone number, and a written description of the alleged discriminatory action in sufficient detail to inform the Assistant Secretary for Civil Rights (ASCR) about the nature and date of an alleged civil rights violation. The completed AD-3027 form or letter must be submitted to USDA by:
1. mail:
U.S. Department of Agriculture
Office of the Assistant Secretary for Civil Rights
1400 Independence Avenue, SW
Washington, D.C. 20250-9410; or
2. fax:
(833) 256-1665 or (202) 690-7442; or
3. email:
Program.Intake@usda.gov
This institution is an equal opportunity provider.
Staff
The Staff at Crayon College have been carefully selected and screened to provide quality care for all the center’s children.  All of our staff meet licensing requirements set forth by the State of Washington.  The leadership is dedicated to protect and enhance the well-being of your children and the community.  Crayon College has been fortunate in being able to retain long-term staff who understand their important role in each child’s life and to help them learn and grow into amazing individuals. 
Open Door Policy
[bookmark: _Hlk83285352]Parents are always welcome to stop in for a visit with their child at any time of day.  No notice or appointment is necessary.

Program Philosophy
Crayon College places importance upon the individual.  Our program is structured to provide for:
1. The physical health, safety and comfort of each child.
2. An organized social environment which encourages constructive communication and interaction with others.
3. Planned activities which will:
· Encourage self-esteem and self-confidence
· Allow for development of creativity
· Promote coordination and physical movement
· Provide intellectual stimulation

The physical arrangement and emotional climate will demonstrate special consideration for the needs and interests of the children who are living and learning in our center’s environment.  Emphasis is placed on providing experience to enrich their daily lives.  Culturally and developmentally appropriate activities will be provided.
Staff will encourage children to see themselves as worthwhile individuals who are able to:
· Act constructively and independently
· Problem solve creatively
· Communicate feelings, problems and ideas
· Compromise, negotiate and cooperate

With this in mind, the staff will act as resource, exposing children to a wide range of materials, ideas, experiences and facts for them to explore, experiment with and assimilate according to their individual rate of development.  The staff will provide guidance and facilitate the learning process but will adjust to the pace and capabilities of each child.  Our program will also provide each child with ample opportunities for success within a secure and affectionate environment.
Developmental Screening
Crayon College uses the CDC Developmental Milestones screening tool. To coincide with curriculum-based assessment, we monitor each child’s achievement of developmental milestones, share observations with parents/guardians, and provide resource information as needed for further screenings, evaluations, and early intervention and treatment. Every child in our program will be screened within 45 days of enrollment, then annually at the beginning of each school year (September). The results will be shared with the family either in person, or on the phone. If a family's home language is other than English, and there is not a family member or friend who can help translate, we will provide contact information for translation services in order to complete the screener and share the results with the family. 


Curriculum and Assessment
At Crayon College, we utilize The Creative Curriculum by Teaching Strategies and Child Progress Reports to assess each child’s development across all classrooms. Our curriculum is aligned with the Washington State Early Learning Guidelines, and our assessment tool is also aligned with WaKids. All lead teachers receive training in both the curriculum and assessment tools to ensure consistency and quality.
As part of this approach, we collect information about each child’s developmental progress through both formal and informal assessments, including documentation, photos, and work samples. Informal assessments begin on the child’s first day and continue throughout their time with us. Teachers use this data to adjust classroom activities and provide individualized instruction tailored to each child’s unique needs and goals.
Formal assessments are completed by the lead teacher within the first 90 days and are shared with families three times a year—Fall (November), Winter (February), and Spring (May)—following the initial assessment. Lead teachers will collaborate with families to develop personalized goals based on the results of formal assessments and ongoing informal observations and documentation.
For families whose home language is not English, we are committed to ensuring clear communication. If a family member or friend is unavailable to assist with translation, we will provide contact information for translation services to ensure the results of the assessments are effectively shared with the family or caregiver.
Sign IN and OUT Procedure
We are required by the State of Washington to have parents sign their children in and out each day.  You must sign your FULL NAME each time.  Children will not be allowed to sign themselves in or out.  In all cases only parents or authorized persons may pick up the child(ren).  We also encourage our families to inform their authorized pick-up persons that our staff will ask and require picture ID before your child(ren) will be released to them, until we are familiar with that person.  We will not release any child to a parent who is believed to be under the influence of drugs and/or alcohol.
Schedule
6:00am 		    	Center Opens/Free Play
7:15am - 9:00am 	    	Breakfast/Free play
8:30am - 11:30am        	Preschool/Learning Activities/Outside play
11:00am - 12:00pm	     	Lunch
12:00pm - 2:00pm	   	Quiet time
2:15pm - 3:30pm		Afternoon Snack
2:00pm - 5:30pm	 Afternoon Activities/Outside Play/Departure
5:30pm	 Evening Snack if needed
6:00 pm 			Center Closes

Religious Activities
Crayon College will respect and facilitate the rights of the child in care to observe the level of the child’s faith.  Although Crayon College is a Christian based center, we respect the religious beliefs of every family.  We observe the right to have prayer at meals and celebrate holidays to include Christmas.
“Bless this house, bless this food, bless us all and make us good… AMEN!”
Meals and Snacks
At Crayon College, we offer nutritious, child-friendly meals that include breakfast, lunch, an afternoon snack, and a late snack for those who need it. All meals adhere to USDA guidelines. Our rotating five-week menu is available for review and is posted in the cafeteria as well as in a binder labeled "MENU" at the front counter. Breakfast is served until 9:00 a.m. — if your child arrives after this time, please ensure they have eaten beforehand. If you'd like to bring a treat for your child to share with their class, it must be store-bought and in its original packaging. Individual food items are not allowed in the center or in the cubby area.
Personal Items
We discourage children from bringing toys from home, as we cannot be responsible for them. If a toy is brought for a scheduled show-and-tell, it should be clearly labeled with the child's name and placed in their cubby until the designated time, as instructed by the teacher. Please avoid sending any toys that promote violence or harm. If your child has a special blanket for nap time, we recommend labeling it before bringing it. Water is accessible throughout the day to ensure your child stays hydrated we also encourage bringing a labeled water bottle especially during the warmer months.
Outside Play and Supplies
Children should be dressed according to the weather conditions.  All outer wear must be clearly marked with your child’s name.  Crayon College reserves the right to inconspicuously label any unlabeled garments or items.  All children will have access to outside play time during their daily schedule.  If you feel your child is too sick to play outside, then please remember that your child is too sick to be at the center. 
Clothing, Diapering and Supplies
All children will need to have at least one full change of clothes on hand daily.  Children who are not potty trained will need to have a supply of diapers/pull-ups at the center.  If we need to use the center’s back-up supply of diapers/pull-ups, a charge of $2 per diaper/pull-up will be added to your bill. We will send home a notice of “supplies needed” when we believe your child will run out within the next day or two.  We are willing to work with your child when they are ready to potty train, please provide extra clothing.  Please work with the staff and have your child continue to potty train when they are at home. All children are required to wear appropriate clothing and shoes. 

Nap Time
A child that attends the center between 12:00-2:00 will have a period of rest on a cot provided by the center.  Every child, with the exception of school agers, will be expected to rest at this time, unless being picked up shortly after lunch.  There is an established routine for rest and sleep which can be anticipated by the children.  Children are not required to sleep; however, the majority of the children fall asleep.  All children are expected to rest without being disruptive to other children during this time.  All bedding is laundered once a week, between uses by others or more often as needed.  Young toddlers will follow their own sleep schedule.
Field Trips
Crayon College requires a parent-signed consent form for all field trips taken outside of the center, which can be found at the front counter. Preschool through school-age children will use our van transportation service or walk for scheduled trips. Field trips are a privilege and must be earned to ensure the safety of all children while outside the center. Additionally, children must be fully potty trained to participate in any field trip.
Discipline Policy
Crayon College childcare center promotes the child’s developmental social behavior, self-control and respect for the rights of others.  We wish to offer each child a pleasant atmosphere in which to interact with other children.  Our center will have definite limits on the children’s behavior.  Our center cannot let any child hurt another person or abuse and destroy property.  Crayon College offers the following plan of correction.
Each child will be properly instructed about acceptable behaviors and center rules as he/she becomes a part of our center family.  When a child needs correction their care provider will:
· Remind the child of the proper expected behavior.
· Redirect the child to another activity if necessary.
· Support any child that has been offended.
· Allow the child with inappropriate behavior to gain control of their actions and emotions.
· In severe cases; the child will be removed from the immediate environment with supervision until they are ready to rejoin the group once again with success.
All forms of corporal punishment will be strictly forbidden at the center. By law, and program philosophy and policy, the following forms of discipline are forbidden hitting, spanking, shaking, scolding, shaming, isolating, labeling or any other negative reaction to the child's action. 
Child Abuse Reporting
We are mandated by the state laws to report any form of suspected child abuse to Child Protective Services (CPS).  If your child has had an accident, please inform us of the injury. WAC 110-300-0475


Dismissal Policy
Crayon College is designed to meet the developmentally appropriate needs of all children and their families.  However, there may be times that we need to re-evaluate a child’s placement in the center.  If a child is not ready for the group experience, or if his/her needs are not being met in the group setting we will discuss with the parents’ other options.
We firmly believe that we need to support the child and their family if we are looking towards dismissal.  Ongoing communication will happen between the center staff and the child’s parents.  The staff at Crayon College will receive specific training on how to deal with certain situations regarding behavior to ensure we do everything possible to keep the child enrolled.  
Steps that will take place before dismissal:
· Frequent parent meetings (to include having them speak with their child’s pediatrician)
· Staff training
· Consulting with our center nurse
· Transition to another class
· Documentation of challenges
· Referrals to other programs
Crayon College will do everything in our means to ensure that all children enrolled are given the opportunity to be successful in our center setting.  Children who pose a serious threat to themselves or others may be dismissed immediately from the program until further support is arranged.
Transition Policy
The Meaning of Transitions
	There are a number of transitions that children will encounter within their early years.  Change and transition can unsettle and upset children when in unfamiliar surroundings, introduced to new people or routines.  As children develop from birth throughout childhood they move, or transition, from one learning environment or setting to a new one.  They also thrive on routines so any change is going to have an effect; therefore, it is important for all involved in the process of change or transition to demonstrate an understanding of a good transition strategy.  This will enable them to adapt their thoughts, feelings and behaviors to meet new expectations.  By the time a child reaches school age they may have already experienced several transition periods including:
· The transition from home to the Center
· Transitions within the center (classrooms and teachers)
· The transition into potty training
Positive Relationships
	At Crayon College we recognize that children learn best when they are safe, secure and they have positive relationships with the adults caring for them.  We aim to develop caring, respectful, professional relationships with the children and their families.  This helps them to be strong and independent.
	It is our goal to provide a supporting role in regards to all children’s transitions and settling in periods and to work strongly alongside parents/guardians to lay a secure foundation.  We believe in prenatal partnership and that building upon relationships with the parents/guardians will establish superior knowledge to give their child the best start in life.  We recognize that parents/guardians are children’s first and most enduring educators and we value the contribution they make.
Our Goals
	Transition is like a journey that takes time, preparation and planning.  Adults can help a child’s journey into new territory by supporting them before, during and after the transition occurs.  Parents and staff need to work together, sharing information they have about the child and what support he or she may need.  In order to achieve this, we aim to:
· Talk with parents about their child before their child starts in our setting.
· Allow all children to have the opportunity to spend time at the center with their parents/guardians before starting.
· Support children through the transition between classrooms.  This is also to support staff and parents in getting to know each other as well as the child.
· Ensure all parents know who their child’s lead teacher is and provide an area where issues can be discussed privately if needed.
· Provide daily contact through verbal and written My Days.
· Inform parents when children are ready to be transitioned into another room. Staff will work closely with each other and parent to ensure the transition is as smooth as possible.
· Parents will complete the Please Tell us About Your Child Form before starting their child to aid in a smooth transition from home. 
· To provide ongoing communications throughout any transition period to ensure success.
· When the child is managing through the potty-training period the staff will encourage the process but never force the issue following the child’s and parents’ lead.
Communication should be seen as the fundamental means to aid a smooth transition for each and every individual child.
Program Goals
The Early Childhood years are a gift of time the Preschool Program at Crayon College provides the following:
· Growth in awareness of Self as experienced in family, center and community 
· Development of a positive self-image 
· Development of a social-interdependence with adults and peers 
· Experiences which will enable the child to communicate effectively with others 
· Development of motor skills which lead to proficiency and coordination in action and movement 
· Use of concrete materials and “hands-on” experiences to facilitate learning through discovery 
Curriculum Philosophy
Our curriculum at Crayon College is based on knowledge of child development along with assessment of individual needs and interests. The learning environment and activities for the children reflect the program’s philosophy and goals and involves the following components.
Personal-Social Development: This is the primary goal for the young child entering an early childhood program. The more a child understands himself/herself, the better equipped the child is to relate to other children and adults. Social development includes cooperative play, sharing, following directions, initiating conversations, and play situations with peers, entering into group activities, developing a positive relationship with teachers and caring about others.
Social-Emotional Development:  This is a major focus for the young child. A positive self-concept is key to successful learning. Teachers use positive guidance techniques such as modeling expected behavior, directing children to acceptable activities and setting clear limits. Expectation respects the children’s developmental capabilities.
Language:  Crayon College uses several different approaches that are specifically for the Preschool child.  That is a comprehensive integrated Preschool program that provides all children with the foundational skills they need to succeed as lifelong learners. The “hands-on, minds-on” program is based on scientific research and is aligned with key critical Preschool learning goals. Delightful, high-quality literature and child-centered themes is the core of the Preschool Curriculum. The flexible lesson structure specifically develops critical early learning skills—oral language, listening comprehension, vocabulary, phonological awareness, print awareness and alphabet knowledge—as well as teaches early mathematics skills on a daily basis.
Mathematics:  The young child develops an understanding of math concepts through manipulation, examination, and practical experiences using concrete materials. Further knowledge comes from the understanding of colors, shapes, size, counting skills, classification and numeral recognition. Communication of questions, predictions and outcomes foster the development of critical thinking and problem-solving skills.
Play:  Play is a child’s work. The value of free play cannot be overstated. Children are provided the opportunity to play though out the day and around structured learning activities.
Multi-cultural Awareness:  This is a necessary aspect of positive social development. It fosters an appreciation for all people by encouraging an awareness of cultural diversity. Activities, stories, holiday customs, and religious celebrations are a few multi-cultural activities which enhance the child’s awareness that people are alike in many ways, but may have different ways of expressing themselves.
Motor Skills Development
Gross Motor:  Body coordination is enhanced through large muscle activities such as walking, running, jumping, and hopping. Rhythm and movement provide an outlet for creative expression.
Fine Motor:  Eye-hand coordination is developed through manipulating play-duh, stringing beads, pasting, coloring, painting, pouring, lacing, and using scissors. Eye tracking is a fine motor activity that promotes the left-to-right progression skill required for reading readiness.
Aesthetic Development
Music:  Music is one channel for creative expression.  Singing, listening to music, making and
using rhythm instruments, dancing, and other rhythmic activities are ways of developing a love
of and an appreciation for music.
Art:  Our Art Program, offers the opportunity for creative experiences full of self-expression, includes the following:  art as an individual expression of the child, art as a pre-academic skill
and art as a “craft” exercise. Manipulatives that are used to develop fine motor skills include play-duh, paint, paste, crayons and so much more.
Social Studies and Science:  These concepts and related activities are an important part of the early childhood curriculum and are integrated throughout the program
Medication Management
Medication can only be administered if we have a written authorization form filled out by the child’s parent/guardian.  All prescribed medication must be in the original container with physician instructions attached.  Some over the counter medications can be administered if we have a signed authorization form filled out check with management if you have questions.  We will keep medications in an orderly manner and out of the reach of all children.  Please help us with this and do not leave any medication in your child’s (diaper) bag.  We will store external and oral medications separate.  Records will be kept for all medication given and we will return any unused or expired medication.   
Hand Washing
Handwashing is an important part of keeping everyone healthy at Crayon College. All children and staff are required to wash their hands upon arrival at the center, after using the toilet or assisting a child with toileting, after playing outside, after contact with bodily fluids, before eating, and after eating if needed. Proper handwashing helps prevent the spread of germs and keeps everyone safe.
[bookmark: _Hlk190863599]Sick Child Policy
At Crayon College, we prioritize the health and well-being of all children, making every effort to prevent the spread of contagious illnesses within the center. If a child becomes ill while at the center, their need for care and comfort cannot be met here, and you will be notified immediately to arrange for pick-up. A child must remain at home or will be sent home if they exhibit any of the following symptoms:
· Fever of 100°F or higher
· Vomiting or diarrhea
· Unexplained rashes, skin eruptions, or pink eye
· Severe cough, difficulty or rapid breathing
· Any severe contagious illness or noticeable change in behavior or activity level indicating illness
· Lice or nits
To protect both the child and others, a doctor’s note is required upon the child’s return, stating the illness, that the child is no longer contagious, and is well enough to return to school. If the child requires a prescription, they must have been on the medication for at least 24 hours before returning. If a communicable illness has been exposed to the center, a notice will be posted.
A child will not be accepted for care if they display the symptoms listed above. The child must be fever- and illness-free for 24 hours without the use of medication before returning. If a physician is involved, parents should consult the doctor regarding the child’s return date, and a doctor's note will be required for any contagious illness. In cases of severe illness, injury, or emotional distress, staff will separate the child from the others and provide constant care until they can be picked up. Regular sanitization of toys and equipment is practiced, and spare clothing is laundered daily. Children are not permitted to share personal hygiene or grooming items.
Our main concern is for the child’s comfort and health, as well as the prevention of illness among others.


Medical Emergency
At the time of enrollment, parents are asked to provide written consent for the center to seek medical treatment for their child if they cannot be reached. In the event of an accident or emergency, 911 will be called, and First Aid will be administered by trained staff. Minor injuries will be treated, and the child may remain at the center. Parents or guardians will be notified the same day of any injury, and if a physician’s attention is required, they will be contacted immediately. If the parent or guardian cannot be reached, the next emergency contact will be notified. In more serious emergencies, the child will be transported to the hospital if necessary, and a staff member will stay with the child until the guardian arrives. All staff are trained in First Aid and CPR to ensure the safety and well-being of the children.
Disaster Plan
Crayon College could be subject to an emergency affecting the center or as part of a larger scale event.  The director/supervisor and staff are responsible for the safety of children and will coordinate actions and/or requirements with public safety officials and parents/guardians.
The intent of this plan is to assist the staff in responding to emergency situations, provide information to family members concerning emergency planning, and provide a basis for restoration of services.  This plan contains emergency response information for the fallowing situations:
Natural Hazards:				Technological Hazards:
· 
· Severe Weather		
· Tornado			
· Earthquake
· Snow and Ice Storm
· Utility Disruption (Heat, Water, Power)	
· Fire					
· Bomb threat, threatening call or suspicious person

Facility Organization
Crayon College is located at 115 E. Indiana and is licensed to care for up to 104 children. Our class ratios are clearly posted in each classroom for transparency. The owner is Nick Fross and is supported by Jenn Talbert the director who brings experience as a nationally certified EMT and an Army Combat Medic. All staff members are trained to respond to emergency situations and the center is equipped with a first aid kit. The facility is also equipped with phones for emergency use, fire extinguishers, and smoke and CO2 detectors. Our center is monitored by ADT security and appropriate notifications are made to the required departments in the event of an alarm. In addition, we conduct monthly fire drills and a fire evacuation plan is posted in each classroom to ensure the safety of all children and staff.
Emergency Notification  

Medical Emergency: 911 
Police: 911
Fire: 911
Rescue: 911
CPS: 363-3333
Poison Control: 1-800-222-1222



Natural Hazards
Natural hazard emergencies relate to conditions caused by weather, weather related effects, and geological events such as earthquakes.  We will have enough supplies (i.e. Food, water, blankets) on sight to provide adequate care for children and staff for a minimum of three days.
Severe Weather
Severe weather may be predicted over several days in advance in the case of winter storms or within a few hours or less for tornado and other wind, rain, or ice storms.  Listening to weather forecasts and storm warnings is critical to being prepared.
WE WILL:	
· Monitor forecasts
· Take necessary precautions in safe guarding our children and staff.
Tornado
Tornadoes usually do not occur in Washington. Weather fronts that can produce tornadoes may also generate severe rain, wind, and hail that can cause serious damage.
WE WILL:
· Monitor tornado watch, warnings or severe thunderstorm watch/warning.
· Direct students and staff to interior areas away from windows.  If needed we will seek protection under desks and tables.
· We will have access to a phone and the parent book.
· Report any injuries and damage to the appropriate people.
Earthquake
Earthquakes vary in intensity and degrees of damage.  Some may hardly be felt and others can bring down structures.
WE WILL:	
· Access damage
· Phone parents if closure is needed
Snow and Ice Storms
Severe snow and Ice storms can result in the shutdown of facilities, closed roads, and damage power lines and structures.
WE WILL:	
· Monitor storm watch, warnings, blizzard warnings and/or travel advisories.
· Consider pre-storm closing (night before) or early closing depending on conditions.  We would rather be safe than sorry.
· We may be closed any time District 81 (local school district) is closed due to severe weather.
· Get out our battery powered radios and back-up lighting.

Technological Hazards
Technological hazards concern emergency situations that may rise from man-made or technological factors, materials or process.
Fire
Fire is the most common hazard.  Fire can occur for many reasons, including damage from an earthquake, cooking, electrical, etc. 
WE WILL:	
· The lead teacher will grab the clipboard or binder from their class.  This item contains that class’s attendance, allergies, and notes that we may need to know for a specific child.
· Each class will line up with a set of rings to help quicken the line up process.
· Exit the building quickly and safely using the closest possible door.
· The supervisor will recheck each room and grab the parent book before exiting the building.
· Depending on the type of fire depends on the meeting location.  If the building is engulfed in flames we are to go across Ruby Street to the Washington Mutual Bank.  If it is a small fire we will meet in the back parking lot of Planned Parenthood.
· Attendance is checked by the lead teacher once the class has arrived at the meeting place.
Utility Disruption
Utility Disruption may be caused by several factors most of which are unpredictable.  Depending upon the season will depend upon how each situation is handled, due to heating and lighting factors.
WE WILL:	
· Contact our utility provider.
· Phone parents for pick up if needed.
Bomb Threat or Threatening Call or Suspicious Person
Bomb Threats may be made to any business at any time.  As well as any person posing a threat to staff and children.
WE WILL:	
· Take immediate action to contact the police.
· Bring all children into the Pre-K room if we go into lock down mode.
*all doors can be locked and shades can be closed.
· The parent book will also be brought.




You are welcome to retain the above information for your records and refer to it as needed.






























Policy & Procedures Acknowledgement 
This form acknowledges that you have received a copy of the Crayon College Parent Handbook, Enrollment Packet, and Emergency Disaster Plan. It is essential that each parent reads and understands the procedures outlined in these documents.

If you have any questions, please do not hesitate to speak with the director or a staff member.

If you have reviewed and understood our procedures and the information provided in this packet and have no further questions, please sign and date this form.

Signature of parent(s) or guardian(s):
X______________________________________________ 		Date: ____________________
X______________________________________________		Date: ____________________




Payment Conditions & Overtime Fees
Crayon College closes promptly at 6:00 pm if your child is not picked up on time an overtime/late fee will be enforced.  A penalty of $20 per child will be applied for every 1-15 minutes after 6:00 pm. Accepted form of payment is cash and must be paid before your child returns to care. These fees are solely the parents’ responsibility and not covered by any other agency. 
 We will except cash, money order or check a $50 fee will be charged for any returned checks due to insufficient funds. Fees are due by the 15th of the month.  A two-week written notice is due for cancellation of this contract.
The parent(s)/guardian(s) hereby agree to the terms contained in this document. This is a legal and binding document; by signing it acknowledges it as such this applies to all clients.
Signature of parent(s)/guardian(s)
X___________________________________________			Date____________________
X___________________________________________			Date____________________


Signature of Crayon College director:

X______________________________________________		Date: ____________________

Crayon College
CHILD INFORMATION
	
Date Originated: ___________________			Revised: ____________________

Child’s Name:     _________________________			____________________________
                           
_________________________			____________________________

Parent/Guardians:

__________________________           			Phone # (wk): ________________________
						     
(cell): ________________________
 
__________________________           			Phone # (wk): ________________________
						     
(cell): ________________________

Address:             __________________________            

__________________________

Doctor:           ____________________________		Phone #: __________________________

Preferred Hospital:        _____________________________________________________________

Medical Information (allergies, surgeries, etc.): _________________________________________

________________________________________________________________________________

Emergency Contacts: __________________		Phone #: __________________________
                      __________________________		Phone #: __________________________
                      __________________________		Phone #: __________________________

Authorized for pick-up:
                      __________________________           	  _____________________________
                      __________________________          	  _____________________________
                      __________________________           	  _____________________________

Non-authorized for pick-up:
                     __________________________            	 _____________________________
                     __________________________            	 _____________________________

Any other pertinent information: _____________________________________________________

________________________________________________________________________________

_________________________________________________________________________________

It is extremely important that you keep this information up to date.
	CHILD CARE AGREEMENT

		             First	Middle	Last
[bookmark: Text1]Child’s name:	         	     	     

		             First	Middle	Last
Parent or Guardian name:    	     	     	     

	

	Days and times my child will receive care:

	Check days of care
	[bookmark: Check1]|_| Sunday
	|_| Monday
	|_| Tuesday
	|_| Wednesday
	|_| Thursday
	|_| Friday
	|_| Saturday

	Arrival time
	[bookmark: Text2]     
	     
	     
	     
	     
	     
	     

	Departure time
	     
	     
	     
	     
	     
	     
	     

	

	
[bookmark: Check2]FEE:  $     	 per:	|_|  Hour
[bookmark: Check3]	|_|  Day
[bookmark: Check4]	|_|  Week
[bookmark: Check5]	|_|  Month
	Date payment due:  15 th

	
	Source of payment:
[bookmark: Check6]|_|  Parent
[bookmark: Check7]|_|  Other (specify):       

	Overtime rate:  $ 20              per: 1-15 min after 6:00
	Late fee:  $ 50        per: month

	

	
I agree to promptly notify the child care provider of any changes of the above information. I understand that I am fully responsible for the terms of this agreement as stipulated. 

I have read, understand and agree to comply with the policy and procedures and information for parents given to me by:
	Crayon College	
	Name of Licensee

	Parent or guardian signature
	Date
     
	Parent or guardian signature
	Date
     

	

	
I agree to provide child care services according to the above plan. I agree to promptly notify the parents or guardians of any changes to above information. 

	Licensee signature
	Date
     

	Street Address	City               	State	Zip code
115 E Indiana	Spokane	WA	99207

	

	Comments
     


	

Dear Parent/Caregiver,
At Crayon College, we understand that healthy teeth are an important part of your child’s overall health and well-being. Baby teeth play a key role in eating, speaking, smiling, and maintaining the space needed for adult teeth.
We also recognize that many families already include tooth brushing as part of their morning and bedtime routines and feel it is their responsibility to manage this at home. Because of this, most parents choose to opt out of our Tooth Brushing Program, and we fully support families in maintaining these routines at home.
To support good dental hygiene, Crayon College offers an optional Tooth Brushing Program to promote strong, healthy teeth. Teeth brushing will be carried out once a day at the center for children enrolled in the program.
If you wish to enroll your child in this program, there will be a $40 monthly fee per child, which must be paid before the start of each month. If you prefer to opt out, no action is needed other than providing a signature to confirm your choice.
We believe that by encouraging children to brush regularly, whether at home or at the center, we are helping them build habits that will benefit them for a lifetime.
If you have any questions or would like to discuss this program further, we are happy to help.
Thank you for your continued support!
Child(ren) Name___________________________		__________________________
		 ___________________________		__________________________

Parent/Caregiver Name_______________________________________________
____I agree to pay $40 a month per child (this cost is not covered by state)
____I opt out of this service

Parent’s Signature___________________________________ 		Date_________________
[image: ]





 Topical Ointment Authorization
Authorization form for the application of non-prescription topical ointment or cream, including but not limited to sunscreen, insect repellent, diaper ointment, hand sanitizer or teething gel (with a physician’s note for children under two).  All containers are to be marked with the child’s name in permanent marker.  Authorization Form must be completed for each child annually.

	NAME

	AGE
	CLASSROOM



I authorize staff to apply the following non-prescription topical ointment or cream to my child, as described below.  I understand that these products will only be applied according to the product’s label.  Any deviations from the label will require a physician’s written authorization.  For children under two years, please ensure their age is represented on the label or provide physicians written authorization.  The center will only provide BULK sunblock and hand sanitizer please note brand of lotion, diaper ointment, if providing your own sunblock, and any other ointment or cream.
  
	TOPICAL OINTMENT/CREAM
	WHERE ON THE BODY TO BE APPLIED
	WHEN TO BE APPLIED
	PARENT/ GUARDIAN INITIALS
	BRAND/NOTES

	Sunblock*

	Exposed skin
	Afternoon only
	
	

	Lotion

	Dry skin
	
	
	

	Hand Sanitizer**

	Hands
	
	
	For 2 years old and up ONLY

	Diaper Ointment***

	Diaper area
	
	
	

	

	
	
	
	

	

	
	
	
	



*Sunblock must be applied before drop off and will be re-applied in the afternoon if needed.  Please note if you will be providing your own sunblock, the center will provide:

COPPERTONE (SUNSCREEN LOTION)
BULK MEDICATION ACTIVE INGREDIENTS
Avobenzone 3%, Homosalate 10%, Octisalate 4.5%, Octocrylene 8%

** Hand sanitizer will only be used if hand washing is unavailable. The center will provide: PURELL 

***Diaper Ointment must be provided by the parent please note brand above.  

This authorization is valid for one year.

_________________________________________		__________________
                 PARENT/GUARDIAN SIGNATURE				 DATE
Please tell us about your child
[image: C:\Documents and Settings\Compaq_Owner\Local Settings\Temporary Internet Files\Content.IE5\KXGD65CN\MC900325674[1].wmf]            ___________________________________            [image: C:\Documents and Settings\Compaq_Owner\Local Settings\Temporary Internet Files\Content.IE5\KXGD65CN\MC900325674[1].wmf]
Child’s name
Parents name_________________________			Child’s Birthday__________________

What has your child done that surprised you with a new ability, skill or understanding?
_____________________________________________________________________________________
_____________________________________________________________________________________
How does your child go about trying something new?
_____________________________________________________________________________________
_____________________________________________________________________________________
What does your child really enjoy doing?
_____________________________________________________________________________________
_____________________________________________________________________________________
How does your child respond to new situations or challenges?
_____________________________________________________________________________________
_____________________________________________________________________________________
Who among your family and friends does your child enjoy spending time with?  What are some of the things that person does with or teaches your child?
_____________________________________________________________________________________
_____________________________________________________________________________________
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115 E Indiana     Spokane, Wa 99207   (509)324 - 2390  
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