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ABOUT US
Philosophy of Aurora Kids Learning Center
We at Aurora Kids Learning Center believe that high quality child care is essential in the first five years of life, as 90% of brain development occurs during these years.   Aurora Kids Learning Center teaches children in a fun, hands on, safe, and intentional learning environment. We allow them to make choices within limits while discovering the world around them through exploration.  Our goal is to provide a fun, loving, safe, enriching and creative environment for every child with an emphasis on early education.  Our philosophy of learning combines the most important elements in early childhood development, including but not limited to, character development, play, language, creative arts and music.  Our program gives parents peace of mind. With us, your children have the best opportunity for learning in our care.
We value and respect each and every child.  We believe that high quality child care should be focused on the whole child.  This means we focus on the social- emotional, academic, and physical needs of each child.   This is where children learn through play and play to learn!
Our Mission
Aurora Kids Learning Center is an education based child care facility/school.  We strive to create lifelong learners and successful members of society.  We offer each child the opportunity to develop values and goals for themselves and others.  One of our objectives is to work with our families in supplementing and enriching the child’s experiences and education.  Children should be able to learn at their own pace under the direction and understanding of qualified and competent teacher.  Our goal is to provide a safe and exciting play experience that can and will meet each child’s needs and interests and promote their growth and development; while most importantly providing a quality early childhood education. Our staff will work hard to ensure that each child has a positive experience so that they will learn, develop, and gain confidence in themselves and their abilities. 
More About Us
Our curriculum allows us to provide individual as well as group needs through age appropriate activities and assessment.  A weekly lesson plan will be posted in your child classroom.  Some subjects that may be included are as follows:  reading readiness, developing writing skills, early literacy, early math, music, early science, circle time, art, free choice, dramatic play, sensory table, manipulative play and outdoor play.  The objectives for all lessons and activities are to provide opportunities of development in the following areas:  social skills, self-help skills, physical coordination, responsibility/independence, positive self-concept and creativity.
Ages of Children Accepted
We accept children ages 6 weeks to 12 years of age.
Special Needs/Inclusion
Aurora Kids Learning Center complies with all regulations of the American Disabilities Act.  We strive to meet the needs of every child, including those with disabilities.  We will work with the parent, guardians or any professional who is working towards meeting the needs of the child.  We believe that children of all ability levels are entitled to the same opportunities and education.  We will make every reasonable accommodation to encourage full and active participation from all children in our program based on his/her individual capabilities and needs.  If your child has special needs, please schedule an appointment with the director to ensure that we can meet your child’s needs accordingly.  Children with special needs will be admitted if the director and owner feel the center can appropriately meet the child’s needs.  We may ask that you provide us with an extra helper to accommodate your child’s needs, and/or do everything that we can to provide the appropriate referrals for the child. We have an open door policy for all therapists and special needs facilitators that work with families and their child(ren) that have proper documentation. Kid’s Zone Early Intervention, Aurora Mental Health, Solace Pediatric Homecare
Hours of Operation
Aurora Kids Learning Center is open Monday through Friday from 6:00AM to 6:00PM.
Parents please note: Our Center will be closed at 2:00 pm the day prior to the upcoming Holiday marked with an (*). If Holiday fells in the weekend such Saturday, the holiday will be observed they day before if holiday fells on Sunday Holiday will be observed the day after.
Holidays
The center will be closed on the following holidays:
*New Year’s Day
Martin Luther King Day
Memorial Day
Fourth of July
Labor Day
*Thanksgiving Day 
The Friday after Thanksgiving
*Christmas Day
Pick up time on the evening before the holiday is at 2:00 pm. Please plan accordingly for your child to be picked up in time as late fees will apply. 

Arrival
All children must arrive by 9:15 am.  If your child is going to be late, please call us prior to 9:15am to let us know.  If we do not hear from you by 9:15 am his/her spot may not be held for the day. Please note that Circle Time is one of the most important parts of the day and starts at 9am. NO EXCEPTION will be allowed except with Dr. Note. 

It is the parent’s responsibility to ensure that a teacher has acknowledged the fact that the child has arrived or is leaving.  Please drop your child with a teacher. All children must be signed in and out by parents at the front desk.
Attendance will be taken daily and as needed to ensure the safety of all children.

[bookmark: _Hlk15651535]Inclement Weather
Aurora Kids Learning Center will make every attempt to operate under normal hours.  If, however, bad weather occurs, please listen to the local news channels for closures.  Closing information will also be updated on our center’s Facebook page at: Aurora Kids Learning Center or it will be texted to you. In case of closures and delay we are going to follow Aurora Public Schools Schedule of closures.  If APS has one hour delay we will open Two hours later. To ensure that our staff gets to work safely please allow extra time for them to arrive. Please text your cell number to 303-817-2272 and it will be added to the 

emergency contact list and important announcements using Talking Points App. 
In case of Fire
Our center will be evacuated to Jewell Elementary and you will be called to pick up from that location.
In case of active shooter in the area we will be in lock down. No one will get in no one will get out until cleared from the local police. 
In case of tornado we will remain in the building no one in no one out until cleared. 
In case you can’t get a hold of us on the main line 303-751-2480 and its is an emergency please call Ms. Luiza 303-817-2272. 

Excessive Temperatures
Children will have playground time daily unless the temperature is above 90 degrees or below 20 degrees.  Additionally, outdoor play will be cancelled if there are High Winds, Snow, Rain or Thunderstorms.
Please be sure your children are dressed appropriately for daily activities.
Translators
Translators will be available upon request in Spanish and Arabic and other languages please call director to make arrangements.
Enrollment Procedures
Aurora Kids Learning Center is open year round and will accept registration throughout the year.  Parents are encouraged to tour, observe a class, meet the prospective teacher, and meet with the director to discuss your child’s needs.
AURORA KIDS LEARNING CENTER RESERVES THE RIGHT TO TERMINATE SERVICES AT ANY TIME WITHOUT REASON.
A non-refundable registration/enrollment fee of $75.00 per child is required at time of registration.  All required enrollment paperwork must be completed and on file prior to your child starting.  This includes immunizations and a medical report including Vision and Hearing test signed by the child’s doctor. 
Aurora Kids Learning Center, LLC
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The doctor may fax these items directly to us at 303-200-8810.  Families are responsible for assuring that their child’s physicals are kept up-to-date and a copy of the results of the child’s health assessments is given to the progra
Page | 2













Page | 2

Tuition Schedule 2020-2021

Infants ( Ages 6 weeks-12 months)
5 Days/week----------------$345/week

Toddlers (12months-18months)
5 Days/week---------------$340/week

Toddlers (18months-24months)
5 Days/week----------------$280/week

Preschool 1(30months-36months)
5 Days/week----------------$270/week

Preschool 1(36months-5years)
5 Days/week----------------$245/week





School-Age (ages 5years-12years)
Full-Time -----------------$220/week

Before and After------------$165/week
Before------------------$100.00/week
After------------------$100.00/week

Drop In Service------- $20/hour or
$95/day

Registration Fee----------$100.00
Late pick-up Fee---------$2.00per
minute after 6:00pm and up to $60 per
child


Returned Checks $35.00
Payments are due bye the end of the
day on each Monday of each week Late
fee $10 per day for each day balance
is not paid.
Rates effective July 2020
All fees are per child and discounts may apply for siblings already enrolled
*A one week deposit is required prior to enrolment.
• The registration fee of $100.00 per child is due upon registration and annually.
Private Rate- Receive 10% discount if paid ONE Week in advance!! Disclaimer-
Returned Checks $35.00 
Rates effective July 06, 2020  Prices are subject to change without notice.
All fees are per child and discounts may apply for siblings already enrolled.
*A one week deposit is required prior to enrolment.
· The registration fee of $100.00 per child is due upon registration and annually.
Private Rate- Receive 10% discount if paid ONE Week in advance!! Disclaimer- Existing discounted rates does Not Applied. 
[bookmark: _Hlk514414489]Military discount available with Military ID. Prices are subject to change without notice.
All fees are per child and discounts may apply for siblings already enrolled.
*A one week deposit is required prior to enrollment.
The registration fee of $100.00 per child is due upon registration and annually.
We offer a 10% discount (full time only) for the oldest child in families with multiple children enrolled.
Tuition is due each Monday for the following week.  We do not adjust prices for days that your child(ren) do not use.  Your rate is based on the number of days you are scheduled to use.  Monthly payments may be made in advance on the last Friday of the month for the upcoming month.
Tuition is due in FULL on holiday weeks as well.
You are responsible for your child’s full tuition amount based on his/her scheduled days.  No deductions for absences will be allowed. Credit will not be given for Sick Days. Sick days are pre-considered in determining tuition and are not refundable.  Credit will not be given for Inclement Weather.  If we do not open due to inclement weather on a day that your child is scheduled to attend, your account will not be credited for that day.
Each child enrolled in a five day per week program will receive a total of ten (10) vacation days per year after enrolled for 6 months.  If your child is enrolled less than 5 days, he/she will receive 50% of their weekly scheduled days after 6 months of being enrolled.  For example, if you child is enrolled for 4 days per week, you will receive 4 days of vacation per year.  Your child must be absent in order to use this vacation credit.  It cannot be used towards balances due upon disenrollment.  All vacation credits must be used within one year.  Vacation credits do not roll over after one year.  In addition, once notice is given to terminate enrollment, you are no longer eligible for vacation credit.
Special Activity Fees
From time to time there will be additional fees associated with special activities.  These fees are due prior to the event or activity.
Late Payment Charges
If payment is not received on the due date, a late fee of $10 per day will be charged.  If your account has not been paid in full within 5 business days, your child may be discharged from the program.  If payment is more than 10 business days past due, we may attempt to recover payment in small claims court and/or your account may be sent to a third party collection agency.  You will be responsible for 100% OF THE COST OF COLLECTIONS AND ATTORNEY FEE. CCAP Parent fees are due on the first of each month if you are past due on your Parent fee you will be dis enrolled from our program and you will be also be reported to CCAP. 
Returned Checks/Rejected Transaction Charges
All returned checks or rejected ACH (automatic debits) or credit card transactions will be charged a minimum fee of $35.00 up to the maximum amount allowed by law.  This charge may be collected electronically.  Two or more returned checks or rejected transactions will result in your account being placed on “cash only” status.  
Financial Assistance
The State of Colorado Child Care Assistance Program (CCAP) is available to working parents who are eligible.  The State also offers assistance to parents who attend school.  For further information and to determine your eligibility, please contact your county’s human services department.
Parents are required to pay all fees not covered by CCAP (such as special activity fees, late pick up fee, parental fees, etc.)  In addition, until authorization for your child to attend Aurora Kids Learning Center is received, you are responsible for the daily tuition rate.  CCAP clientsare required tocheck in and out daily.Parent will be billed for any missed days in attendance. Our center will report any excessive absences to the county and parents are responsible for unexcused absences. Please refer to your CCAP Authorization
It is the responsibility of the parent to report any and all employment changes to CCAP.  You are also responsible for getting reauthorized.  If for any reason your authorization is cancelled, you will be responsible for all tuition and fees not covered by CCAP. Plan ahead as CCAP offices gets busy at times to avoid any delays in your case and possible denial.  If you have any questions, please ask the director or the assistant director for assistance. It is your responsibility to check in and out you child. 
Security
Aurora Kids Learning Center is committed to providing a safe and secure environment for all students and staff.  The front door is locked at all times.  A staff member will admit you.
Aurora Kids Learning Center will take every precaution to keep all children safe and accounted for at all times.  Teachers keep an attendance sheet.  Head counts are done numerous times throughout the day.  Head counts are always done prior to leaving the classroom, on the playground, upon leaving the playground, and once again when back in the classroom.  
Discipline
Every effort will be made to keep children engaged in appropriate activities, as this helps to keep discipline problems to a minimum.  Communicating consistent, clear rules and involving children in problem solving helps children develop their ability to become self-disciplined.  We encourage children to exhibit appropriate behavior, to be fair and respectful, and to learn to understand the results of their actions.
Children are guided to treat each other and adults with self-control and kindness.  Teachers use positive reinforcement.  In the event of a problem, teachers use redirection to another activity.  If the behavior continues, the child may be placed in a quiet place for them to think, have a discussion with the teacher and participate in a quiet activity.  When a child becomes physically aggressive, we intervene immediately to protect all of the children.  
In the event that a behavior arises that the staff deems serious, parents will be notified immediately. We will work with you to determine the reason for the behavioral issue and to work through it with you.  
In taking disciplinary action, the teacher considers what is most appropriate for a particular situation and the children involved.  The outcome should be to resolve the conflict as well as empowering the children to gain self-awareness and problem solving skills.
Intervention- Intervention is needed to stop actions that have become disruptive.  It is important that children know an adult is stepping in to take control when they have lost control of themselves.
Resolution of Conflict- Clarify what happened, how each person is feeling, then question and examine possible solutions with the children.  Note:  Feelings, both children’s and adults, are an important part of life requiring attention and expression.  We encourage and support open and direct communication.  We believe that both positive and negative feelings are real and valid and that school should be a safe place to explore them.
Redirection- When a child is unable to behave appropriately in certain areas, with certain children or toys, the teacher may ask the child to play in a different area until he/she is able to behave appropriately.
Separation from Group-This is sometimes needed when a child can regain self-control.  The teacher acknowledges the purpose (regaining self-control, calming down, etc.).  The child is with teacher, only long enough to regain self-control.  “Let me know when you are ready to try again” Shall not exceed 1 minute per year of life.
If our program has a concern about a child’s development we provide support to our families by following steps:
1. Teachers notifying directors of concerns
2. Director/ teacher meeting with parent/guardian
3. Director provides referral resources: 
Your child Pediatrician
Aurora Mental Health 
 791 Chambers Rd, Aurora, CO 80011
    
Child Find
 Chris Miller, Child Find Specialist
(3 to 5 year olds)
303-866-6667
Email Chris Mil
  Developmental Pathways 
	Referral Contact
   Bree Burns
   325 Inverness Drive South
   Englewood, CO 80112
   Office: 303-858-2073
   Fax: 303-858-2200
   eireferrals@developmentalpathways.org
   http://www.developmentalpathways.org
Intake: 303-858-BABY (2229)
 

   Program Contact
   Kent Dyson
   325 Inverness Drive South
   Englewood, CO 80112
   Office: 303-858-2123
   Fax: 303-341-0382
   k.dyson@dpcolo.org
   http://www.developmentalpathways.org
 

	



Safety/Accidents and Injuries
Safety is a major concern in child care.  Daily safety inspections are completed both indoors and outdoors in order to prevent injuries.  If your child suffers a minor injury you will be notified with a written incident report outlining the incident and the course of action taken when you arrive to pick up your child.  We will contact parents immediately if a child is severely injured and/or requires medical attention.  In the event of a serious medical emergency, 911 will be called.  A proper escort will accompany and remain with the child until a family member or emergency contact arrives.
Please be sure all contact information is kept current so that we can always contact you.
Hot beverages are not allowed in classrooms for the safety of the children.



Dress code
For the safety of your child, sandals and flip-flops should not be worn to the center.  These types of shoes are not appropriate for center play and make it difficult for your child to participate in some activities.  
Illness
Children should not be brought to the center if they are noticeably ill.  The center has the right to refuse a child who appears ill.  If your child has any of the following symptoms while in our care you will be called and asked to retrieve your child. 
This is not an all-inclusive list.
Illness that prevents your child from participating in activities.
Illness that results in greater need for care than we can provide.
Fever (above 100°F)
Diarrhea – stools with blood or mucus, and/or uncontrolled, unformed stools that cannot be contained in a diaper/underwear or toilet.
Vomiting 
Mouth sores caused by drooling.
Rash with fever, unless a physician has determined it is not a communicable disease.
“Pink Eye” with white or yellow eye discharge, until on antibiotics for 24 hours.
Impetigo, until 24 hours after treatment.
Strep throat, until 24 hours after treatment.
Head lice, until treatment and all nits are removed.
Scabies, until 24 hours after treatment.
Chickenpox, until all lesions have dried and crusted.
Pertussis (Whooping Cough), until 5 days of antibiotics.
Hepatitis A virus, until one week after immune globulin has been administered.
Children who have been ill may return when:
They are free of fever, vomiting and diarrhea for 24 hours.
They have been treated with an antibiotic for 24 hours.
They are able to participate comfortably in all usual activities.
They are free of open, oozing skin conditions and drooling (not related to teething) unless:
The child’s physician signs a note stating that the child’s condition is not contagious, and the involved areas can be covered by a bandage without seepage or drainage through the bandage.
If a child had a reportable communicable disease, a physician’s note stating that the child is no longer contagious and may return to our care is required.
Lost or Missing Children
In the unlikely event that a child becomes lost or separated from a group, all available staff will search for the child.  If the child is not located within 10 minutes, the family and police will be notified. 
Tornadoes
In order to be prepared, tornado drills will be held in the spring and summer months.  Students and staff will be directed to inside areas as far away as possible from windows and doors.
Fire Safety
Unannounced fire drills will be done monthly.  Records of these drills are kept in the office.
Walking Field Trips
The four year olds or school agers may occasionally go on a walking field trip to a nearby location.  Written parental permission will be required for your child to participate.  Staff will be provided with an attendance sheet and emergency card of each child to assist the group leader with accountability for all children on the field trip.  For security and safety reasons, any child that arrives late for a field trip will not be participating in the field trip.  Children not participating will be supervised at the facility.  Should an emergency arise, staff will be trained and equipped with child & emergency contact information, emergency supplies and a working cell phone.  Staff will immediately call the center for assistance and notify parents and authorities if necessary.  The center will send additional staff to the scene for assistance.  Children will be kept safe and remain with a Lead Teacher at all times. Staff will file an incident report of the incident.

Television/Video Policy
Television/videos will be watched for educational purposes only and with the permission of the parent or guardian and no longer than 15 minutes per day / 30 minutes per week.

Electronic Visual Aid Usage might be used at times to enhance learning in our center.
If any devices are brought from home our center does not assume responsibility in case of loss or damage.  Children are allowed to bring in their electronic devices. Aurora Kids Learning Center does not assume responsibility for any damaged, lost or missed placed devices.  
Media
Aurora KidsLearning Center’s Staff may occasionally photograph your child and have pictures him/her posted around the classroom/center.  Please let us know if you do not want your child’s picture posted.
Celebrations/Special Activities
Our holiday policy encourages an enhanced understanding of, and respect for different cultures and beliefs of children, families, staff and community.  Special activities (parties, guest speakers, etc.) may occur throughout the year.  Staff will continue to supervise the children during these times.
If you wish to bring snacks for your child’s birthday please give the teacher and director 24 hours’ notice please check if any allergies in the specific class exists. 
Communication & Family Partnership
It is imperative that our teachers and you as parents to keep communication open for our center success. We have a small community in our center with a very diverse culture, us all very different, but we all the same. We all humans and we want the very best for our children.  If we keep our communication open we can accomplish what we are set to do so keep our center safe, secure and a fun environment for our children and us.  Please communicate any concerns and suggestion to the director or assistant director we will try our best to address them in timely matter. 
Daily Communications:  Daily notes from center staff will keep you informed about your child’s activities and experiences at the center.  Notes will be placed into your child’s cubby at the end of the day.
Bulletin Boards:  Located throughout the center, bulletin boards provide center news, upcoming events, faculty changes, holiday closing dates, announcements, etc.
Disenrollment/ Withdrawn 
Parents will notify center Two weeks prior in writing. Parents will be responsible for one week tuition if written notice has not been given.
Authorized and Unauthorized Pick Up
Your child will only be released to you or those people you have listed as Emergency and Release contacts.  The adults must be 18 years or older.  Staff will require a photo ID for all unknown individuals picking up children.  We will verify in the child’s file that this person is allowed to pick up the child.  A child will not be released to someone unknown without a photo ID.  If you want a person who is not identified as an Emergency and Release Contact to pick up your child, you must notify us in writing, in advance.  Your child will not be released without prior written authorization.
Child Custody 
Without a court document, both parents/guardians have equal rights to custody.  We are legally bound to respect the wishes of the parent/guardian with legal custody based on a certified copy of the most recent court order, active restraining order, or court-ordered visitation schedule.  We will not accept the responsibility of deciding which parent/guardian has legal custody where there is no court documentation.
Late Pick Up
If you child has not been picked up by closing time, we will call you and all Emergency and Release Contacts.  If we are unable to reach anyone after one hour the local police will be called and Human Services.  Please note that a $2.00 per minute late fee will be charged per child, up to $60 for the first 30 minutes. This needs to be paid in cash at the time of pick up or the very first day. Your child will not be readmitted into care until this fee is paid and you will still be held responsible for paying the full tuition. Human Services will be called in case no one answers.

Closing Procedure
The staff of Aurora Kids Learning Center will perform a final walk-thru at the end of each day before closing the center to ensure that all children have been picked-up and the center is secured.
Medication
Aurora Kids Learning Center requests that medication be given at home unless medically necessary.  Should your child need to be given medication it must be brought in the original prescription bottle.  It must be accompanied by an Authorization of Medication Form signed by the parent and physician.  Over the counter medicine must be accompanied by a note signed by the physician.
All medication will be dispersed by Aurora Kids Learning Center staff that have been fully trained and certified in Medication Administration and will be kept in a locked container in the front office.  Medication should never be left in a child’s cubby or with the child to administer on their own.
Non-prescription topical ointments (e.g., diaper cream) require a note signed by the parent.
Children’s Belongings
Aurora Kids Learning Center provides age appropriate toys, art materials and other educational equipment.  We ask that children please do not bring other personal items or money from home unless specifically requested by the teacher (for example – show and tell).  Small toys, choking hazards, rings and necklaces are not allowed.  Aurora Kids Learning Center cannot be held responsible for any personal items or money that children or parents may bring to the center. Please label everything that belongs to your child.
Supply List
Please label all items brought from home with your child’s name to prevent items from being misplaced or lost.  We are not responsible for lost or damaged items.
Infants:  an adequate supply of diapers (as needed), and adequate supply of wipes (as needed), Two extra bottles to be kept at school, at least an extra change of clothing to be kept in cubby, blanket for ages twelve months and above, pacifier. All Items have to be labeled. Formula has to be in original can/bottle. If you arrive early have a bottle ready for your child. Your child should leave and arrive with a clean diaper. As you expect your child to leave the center with a dry diaper we do have the same expectation from you as well. 
Toddlers:  Pack of diapers (as needed), pack of wipes (as needed), two crib sheets, blanket for naptime, change of clothing to be kept in cubby, extra underwear, extra pair of socks
Older Toddlers:   At least two changes of clothing per day if potty training, sheet, blanket for naptime
Preschoolers:  At least one change of clothes, extra socks, crib sheet and blanket for naptime
Meals and Snacks
Based on the time of arrival, children will be provided with breakfast, lunch and afternoon snack.  Please do not bring outside food without prior authorization.  Parents of infants may bring breast milk or formula.  We also provide a specific brand of formula that your child may use.  Food brought from home is permitted under the following conditions: 
Perishable food to be shared with other children must be store-bought and in its original package to show proof that it was made in licensed food facility.
Foods should be labeled with the child’s name, date, and type of food.
Children will not be allowed to share food provided by the child’s family unless the food is intended for sharing with all of the children.
Leftover food will be discarded except for foods that do not require refrigeration and/or come in a commercially-wrapped package that was never opened.
Food prepared at our center will always be properly planned, prepared and portioned according to the Child and Adult Care Food Program (http://www.fns.usda.gov/cnd/care/) and the state requirements for food service.
If your child has a food allergy, you must notify us in writing in order to make appropriate substitutions.  This notification should list food substitutions and be updated at least annually.
Safe Sleep Rules
Aurora Kids Learning Center follows the new rules regarding safe sleep for infants.
· No soft bedding in cribs, including, but not limited to:  bumper pads, pillows, blankets, quilts, comforters, sleep positioning devices, blankets, flat sheets (fitted sheets only), cloth diapers (i.e. burp cloths).
· Infants must be placed in a crib, on the back to sleep, unless there is a physician order and health care plan for alternative sleep position.  The crib must meet Consumer Product Safety Commission standards.
· Infants may only be swaddled with health care plan signed by physician.
· Sleep equipment must be safe and free of hazards.
· A firm, tight fitting mattress must be used in the crib.
· Nothing attached to or hanging in/on crib or draped over the rails or head/footboard of crib.
· Restricts using equipment that is not manufactured for commercial or institutional use.
· Expands the definition of infants who fall asleep outside of crib (i.e. swing, car seat).
· Cribs are used for sleeping, not confinement.
· Infants are not to be confined to cribs or high chairs for more than 15 minutes unless sleeping or actively eating.
· Music must not be played so loud that an infant cannot be heard, and music equipment must not be placed under a crib or within 3 feet of a sleeping infant.
· Supervised tummy time will be offered up to 20-30 minutes per day.  The infant is immediately moved to a crib if the infant falls asleep during tummy time.
· Temperature in the room must be comfortable for a lightly clothed adult, and infants must be checked to ensure that they are comfortably clothed, and that bibs, necklaces, and garments with ties or hoods are removed.  Clothing sacks or other clothing designed for sleep must be used in lieu of blankets if needed for additional warmth (not sleep sacks that confine arms).
· Smoking is strongly discouraged during working hours.  If an employee must smoke, they do so outside and away from the building.  Anyone working with infants is required to put on an additional layer prior to smoking.  That layer is removed before reentering the building.
· All Safe Sleep rules, including those listed above, are posted in the classroom.

Toilet Training and Diapering
Children who wear diapers will be changed at regular intervals as well as at any time they have a soiled diaper.  Please maintain an adequate supply of diapers and wipes for your child.  Teachers responsible for diapering will be trained on proper diapering procedures including the use of disposable gloves, proper hand washing techniques, and sanitation procedures.  A diaper changing area is provided and located separately from any food preparation, storage or serving area and complies with Colorado Department of Health and Environmental Rules and Regulations governing the health and sanitation of child care facilities.
The most important factor in making the toilet learning experience successful and as low-stress as possible is a family/teacher partnership that supports the child.  Research indicates that children cannot successfully learn how to use the toilet until they are physically, psychologically, and emotionally ready.  Many pediatricians say that most children under 24 months of age are not physically capable of regulating bladder and bowel muscles.  Most positive toilet training occurs only after children show signs of physical control or awareness of their bodily functions and when they demonstrate an interest or curiosity in the process.  We are committed to working with you to make sure that toilet learning is carried out in a manner that is consistent with your child’s physical and emotional abilities and your family’s concerns. 
Visitors
Visitors must have proper identification.  Visitors will be required to use a sign-in/sign-out log that will include their name, address, telephone number and purpose of the visit.
Hand Washing 
Anyone entering a classroom is required to wash their hands upon arrival.
Sunscreen 
During the summer all parents are required to apply sunscreen on their child before arrival sunscreen is required for all children attending our center to be provided by the parent to have on their class always during the summer. Sunscreen must be at least SP30 and is to be labeled with first and last name. Teachers will apply Sunscreen 20 minutes prior any outside activities.  
Immunizations
We ask each one of you to have the updated immunization record up to date. It is your responsibility to have your child doctor office print out the Updated Immunization record and Health form signed. Please pick up the general health forms at the time clock. If you do not vaccinate your child, please sign the Immunization waiver. 
Parent Teacher Conferences/Child Assessments
Parent teacher conferences occur twice a year. April and November of each year. At this time teachers and parents will discuss and plan for the child’s current and future needs including child’s progress, behavioral, physical, social and emotional needs.  Individual learning plan will be discussed at the parent/ teacher conferences. You may request additional conferences regarding your child’s progress at any time.  We encourage you to communicate any concerns. Child Assessments are completed in October /March and/or within 30 days from the enrolling in our center. Our center will be following Colorado Early Developmental Guidelines. Please see attached information in your enrollment package.
Transitions
We understand that changes in environments could put stress in our children to eliminate these stress we will transition children as follows. We will notify the parents one-week prior transition, so they can prepare their children as well as their teachers.
Mon. 9- 11 am they visit the class
Tue. 9-11am visit the class 
Wen.9-12 pm visit the class and eat lunch
Thur. 9-3 pm visit the class, eat lunch and nap 
Friday all day 
We do understand that many of our families are transition between parents and at times can be difficult for children as well as the parents. We encourage parents to talk to their child(ren) about this transition and encourage them in a positive manner. At the same time our teachers are preparing the child(ren) in a perspective positive manner to make them feel as comfortable as possible in their transition. 
Parents and teachers will discuss the transition procedure at Parent/Teacher conferences. This meeting will give an opportunity for individualization of the transition if needed. Our conferences are in April and November. The transition meeting will be at the closest conference date to the transition time.
Transitioning to Kindergarten it’s a process as a childcare provider we try to ensure a smooth process as we partner with our parents, so that this transition would be as easy as possible for each individual child. 
Kindergarteners will be taught what to expect and prepare for kindergarten. 
We will be discussing the before and after schedule pick up place and safety expectations
Annual Family Surveys
Our center conducts annual family surveys. These gives us a chance to improve the quality of our center. It is very important to have each one of you participate and complete these surveys. We are always open for suggestions and feedback. The surveys help us complete our quality improvement plan which can be located by at the sign in table.
Parent Concerns or Complaints
Aurora Kids Learning Center believes in open communication.  Parents are urged to communicate regularly with their child’s teacher as well as administrative staff.  If any questions or concerns arise, parents are always welcome to discuss them with their child’s teachers and center directors.
Parents/Guardians and Emergency pick up persons are expected to be respectful to anyone that are in our center including staff and other visitors. Any incidents are to be reported to the director or assistant director immediately, so it can be addressed on the spot. We do reserve the right to disenroll your child from attending our center. Any confrontation disrupting behavior on our center premises will not be tolerated and will be reported to the local police. Please keep in mind this is a child care center and we are here for our children. 
If you feel you need to file a formal complaint about the center, you may call the Colorado Office of Early Care and Learning at 303-866-5958.

Child Abuse Reporting
Colorado law requires that employees of all childcare centers report any and all suspected or known abuse or neglect of a child to the Department of Human Services.
Withdrawing from Center
A written notice, of two weeks in advance, is required by the center when a child is being withdrawn.  Failure to notify two weeks prior will result in additional fees (One Week Tuition) You will be responsible for 100% OF THE COST OF CLOLLECTIONS AND ATTORNEY FEE. Aurora Kids Learning Center reserves the right to terminate care for any reason at any time.

Aurora Kids LC Quality Improvement Plan 
1.) [bookmark: _Hlk20494636]75% of Early Childhood assistant teachers and aides meet criteria for Early Childhood Professional 1 Credential or higher. (Uploading will be done on Friday’s at the work site as needed)
2.) 75% of Early Childhood teachers meet criteria for Early Childhood Professional ll Credential or higher. (Uploading will be done on Friday’s at the work site as needed)
3.) Written policy indicates the program provides teaching staff with Paid time planning. (Most time will be available during nap time before or after staff person takes 1 hour lunch)
4.) Increase materials in the classrooms as needed to meet ITERS & ECERS requirements. (Will apply to all available grants)
5.) Program will conduct a self-assessment using an assessment tool to assure quality improvement plan. (Family surveys will occur once per quarter)
6.) Program will continue partnership with Colorado Shines to ensure continuance of Quality Improvement Plan.














Acknowledgement of Parent Handbook and Policies Receipt

Child’s Name_________________________________________
BY SIGNING I ACKNOWLEDE RECEIPT AND UNDERSTANDING OF THE PARENT HANDBOOK AND POLICIES FOR AURORA KIDS LEARNING CENTER, I AGREE TO ABIDE BY THEM.
Printed Parent /Guardian Name ____________________________________
[bookmark: _Hlk504486700]Signature______________________________________ Date_____________
	SUNSCREEN PERMISSION FORM
Date:  ____________
Name of Child:  _______________________________
Name of Sunscreen and the SPF number ____________________
Your child’s childcare provider will assist with applying sunscreen to bare surfaces including the face, tops of ears, bare shoulders, arms, legs and feet 15-30 minutes before outdoor activities.  Sunscreen will not be applied to any broken skin or if a skin reaction has been observed.  Any skin reaction observed by staff will be reported promptly to the parent/guardian.  It is the parent’s responsibility to provide sunscreen with a minimum SPF of 30 and have it labeled.
Special Instructions
_____	In the event that my child’s sunscreen is not readily available, my child may use the sunscreen provided by the school.
	Name of Sunscreen and SPF ____________________
_____	I do not want my child to use any other sunscreen than the one he or she brings.

Parent/Guardian Signature ____________________________
Date _____________



Aurora Kids Learning Center, LLC
Child Emergency Contact Information and Consent Form
Child’s Name: ___________________________________________________________________Birthdate:__________________
Address: _____________________________________________________________________________________________
Primary Language Spoken at Home: ______________________________________________________________________________
Parent or Guardian #1: _________________________________________________________________________________________
Telephone: Home__________________________ Work __________________________ CellPhone__________________________
Parent or Guardian #2: _________________________________________________________________________________________
Telephone: Home__________________________ Work __________________________ CellPhone_______________________
Emergency Contacts(to whom your child may be released to when parent or guardian cannot be reached) 
Name #1: ___________________________________ Relationship: ________________________Telephone:Home__________________________ Work________________________
Cell Phone __________________________
Name#2:________________________________________________________________ Relationship: 
Telephone: Home__________________________ Work _________________________ Cell Phone__________________________
Written permission must be on file for anyone other than a parent/guardian to pick up your child from the center. 
Child’s Primary Medical Care 
Physician’s Name:_________________________________________________________ Phone#:___________________________
Address:______________________________________________ _____________ In case of an emergency, hospital to take your child:_________________________________________________________________ 
Child’s Health Insurance 
Name of Insurance Plan:_______________________________________________
Certificate Number (or ID) #:______________________________________ Group #_______________________
Policy Holder’s Name: _________________________________________________________________________________________
Special Conditions,Disabilities, Allergies, or Medical Information for Emergency Situations: _____________________________________________________________________________________________
Parent/Legal Guardian Consent and Agreement for Emergencies 
As parent/guardian, I give consent to have my child receive first aid by facility staff, and, if necessary, be transported to receive emergency care. I understand that I will be responsible for all charges not covered by insurance. I agree to review and update this information whenever a change occurs and at least once a year.   Parent/Guardian  Signature: ____________________________________________________________ Date:_________________________
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