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[bookmark: _Toc459978524]Responsibilities of the Program

We believe in the value of both a structured and flexible schedule. Structured activities will include regular curriculum, reading time, arts and crafts, and musical activities.  

Enrollment will be open to any child, provided the daycare can meet the needs of that child based on the NYS regulations. Enrollment will be granted upon availability of openings. Enrollment is also granted without regard to sex, nationality, political or religious belief or any other protected classification. Before any child can start, the parent must complete and return the enrollment paperwork and required documentation.

We are licensed by the New York State Office of Child and Family Services and comply with all of the standards put forth by that office. We utilize the quality rating scale to assist in maintaining quality standard.

All staff undergoes a criminal background check, including being fingerprinted, screened through the New York State Central Registry for Child Abuse and Maltreatment, processed through a criminal background check and must provide references. In addition, all child care staff are required to attend regular workshops and training, including CPR and first-aid.          

Parents have the opportunity to discuss issues related to their children and the care of their children with the director, group teacher, or assistant teacher in an annual meeting.

[bookmark: _Toc459908129][bookmark: _Toc459978525]Supervision of Children
Sleeping and napping arrangements will take place in the sleep/napping room during nap times. With written permission of the permission of the parent, children may nap or sleep in a room where an awake adult is not present with the use of an electronic monitoring device.

School-aged children may be allowed to participate in outdoor activities outside the direct supervision of a caregiver. 

All parents of children enrolled in program will be made aware of the locations of all video surveillance cameras used at the program.

[bookmark: _Toc459908130][bookmark: _Toc459978526]Inclement Weather and Emergencies
In the event of snow/emergency closing, parents should watch WIVB (channel 4), WKBW (channel 7), and WGRZ (channel 2). In the event that an emergency causes the center to close during the center’s hours of operation we will try and reach you by phone. Therefore, it is imperative that we have your current work/emergency phone numbers on file. As a general rule we will close only if there is extreme weather or a driving ban that would limit incoming staff.

[bookmark: _Toc459978527]Responsibilities of the Parent
Parental involvement with the program and cooperation with its policies and procedures is essential. Effective communication between parents and staff is essential to providing quality care. Please take time to read and understand the policies contained in this handbook. 

Parents are responsible for informing the center, immediately, of any changes in family status, address, phone numbers, emergency contacts, persons authorized to pick-up, and to review the financial agreement annually. 

[bookmark: _Toc459978528]Admission and Disenrollment
The completed enrollment packet and first week's payment is due at the time of admission. 

The program reserves the right to terminate care for the following reasons (but not limited to):
· Failure to pay
· Failure to complete the required forms
· Lack of parental cooperation
· Failure of child to adjust to the center after a reasonable amount of time
· Physical or verbal abuse of any person or property
· Lack of compliance with handbook regulations

Parents are required to give two weeks written notice when they decide to terminate childcare.  
The two weeks will be paid in full, regardless of whether or not the child is in attendance.

[bookmark: _Toc459978529]Accident Policy
In the event of an emergency, 911 will be called. 

The day care will contact the parent or emergency contact as soon as possible.

[bookmark: _Toc459978530]Behavior Management Policy
Acceptable behavior is encouraged by positive verbal reinforcement. This reinforces a child’s good feeling about his/her behavior and serves as an example to the other children so they may also receive such praise. Asking a child to stop and think about his/her inappropriate behavior enables the child to work at self-control.

Our goal and primary concern at Ready to Grow is that we provide a positive, safe, and secure environment for all children and staff. There are several steps that the staff will follow in order to maintain effective classroom management. The teachers will:
a. Redirect
b. Foresee and Prevent
c. Use Verbal Intervention
d. Use Logical Consequences
e. Reinforce Children’s Appropriate Behavior
f. Observe and Record Children’s Behavior

Corporal punishment is strictly prohibited with children. Children will not be hit, slapped, yanked, or spanked in any manner while attending our program.

As mentioned above, if behavior problems persist, the parents are asked to participate in a conference to discuss ways of motivating the child to behave in an acceptable manner. It may be suggested that a child become involved in a behavior modification program, with direct participation encouraged.  If the child continues with this type of behavior without improvement after an agreed amount of time, the child may be asked to leave the program.

The safety and well-being of each child in our care is our number one priority.  For a child not able to modify his/her behavior after being redirected by the above method, PK’s Playhouse staff will implement our progressive discipline policy to help correct the undesired behavior. Listed below are the steps utilized by our staff:

a. Verbal warning given: explain why behavior is inappropriate.
b. Timeout - Time to refocus and redirect. This is done for a very short period of time, and has proven to be very effective.
c. Verbal communication between parent and Director
d. Parent conference with Director, followed by a written contract agreeing to acceptable behavior and alternative solutions.
e. If inappropriate behavior continues, child may be suspended from program for up to one week.
f. Prolonged disruptive and inappropriate behavior will result in dismissal from the program.

[bookmark: _Toc459978531]Evacuation Plan
A summary of the program’s evacuation plan including the primary and secondary evacuation sites will be provided to parents upon enrollment.

[bookmark: _Toc459978532]Program Activities
Parents will be given a daily schedule with the program activities to be provided. 

For children younger than school age, sleeping and napping arrangements will be made in writing between the parent and the program. 

[bookmark: _Toc459978533]Healthcare Policy
Your child must maintain an up-to-date medical form, which requires a yearly physical and updated current immunization record for your child.  Your pediatrician must use state approved medical forms.

Children with asthma and/or allergies are required to have the appropriate ‘Action Plan’ on file. The ‘Asthma Action Plan’ and ‘Allergy Action Plan’ forms are provided in the enrollment packets; additional copies are available from the Daycare Director.
It is the parent’s sole responsibility to notify the daycare in writing immediately of any changes concerning allergy and health issues

[bookmark: _Toc459978534]Illness
In the event your child becomes sick while at the daycare, you will be promptly notified. We expect that you will come to the daycare as quickly as possible to take your child home.

We are a daycare for healthy children. A child who is not well does not benefit from our program and can adversely affect the health of the class. If you have doubts about your child’s health, please keep your child home and contact your family doctor

In the event that any of the following occur, we ask that you keep your child at home:

· Temperature of 101° or above
· Any fever accompanied by:
· A deep cough,
· Earache or draining ear,
· Spasms of cough, or
· Sore throat
· Diarrhea or vomiting (your child must be free from these symptoms for 24 hours before returning to school)
· A rash of any kind until diagnosed, treated or declared harmless by a physician
· Red, runny or matted eyes – this might be Pink Eye (Conjunctivitis)
· Severe colds with purulent discharge

[bookmark: _Toc459978535]Administration of Medications
The program will make written arrangements with parents on the administration of medications.

[bookmark: _Toc459978536]Pickup/Drop-off and Visitor Control
Your child must be escorted into the building every morning, signed in and taken to the appropriate area. 

Your child will be released only to those persons specified on the signed parental agreement form; valid photo identification is required. No person under the age of eighteen (18), including family members, may pick up your child from the daycare.

Parents are responsible for keeping their pick-up authorization information up-to-date. The daycare must also be notified in writing if someone other than those authorized will be picking up your child from the daycare.

In the event that a parent does not show up, the emergency contact on file will be notified and asked to pick up the child; if they cannot be reached, the authorities will be notified.

[bookmark: _Toc459978537]Nutrition
All children 12 months old and older will be provided with nutritious USDA-approved hot or cold meals daily.  If your child does not come in until after a meal is served, it will be your responsibility to make sure the child eats prior to arriving.

It is very important to inform the daycare of any food allergies your child may have or develops immediately.  If your child is on a medical-controlled diet, please obtain a doctor’s statement of all the foods the child cannot eat. Please do not send in prepared meals for your child; we cannot accept any outside food except for infant baby food.

The Center utilizes dietary recommendations from the New York State Child and Adult Care Food Program and the USDA. Commitment to providing healthy meals prevents childhood obesity.

Additional information on daycare center menu guidelines can be found at https://www.health.ny.gov/prevention/nutrition/cacfp/.

[bookmark: _Toc459978538]Transportation Policy
Parents whose children receive transportation services must receive, at the time of enrollment of their children, a copy of the program’s transportation plan. (If the plan is amended, parents must receive a copy of the amended plan prior to its start date.)
[bookmark: _Toc459908143]
[bookmark: _Toc459978539]Child Abuse and Maltreatment
[bookmark: _GoBack]Under New York State Social Services Law, we are required to report when we have reasonable cause to suspect that a child who is coming before us in our professional or official capacity is an abused or maltreated child. As mandated reporters, all staff is required to report any suspected case of child abuse or maltreatment.

[bookmark: _Toc459978540]State Office of Child and Family Services
Information about the State Office and daycare regulations can be found at www.ocfs.gov. Daycare regulations can also be requested from the Center Director. Violations of daycare regulations or complaints can be made by calling the State Office Childcare Complaint Line 
at 1-800-732-5207.
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