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WELCOME
											
Welcome to Kids 4 Real Inc. (K4R) I am pleased that you have enrolled your child in our Quality Rated four stars out of five stars program.  I ask that you look over this handbook and keep it at home for future reference.  Please have all of your children’s caregivers (e.g. extended family, nannies, etc.) review the handbook as well.
The purpose of this Parent Handbook is to provide an organized source of detailed information specifically related to ways that families can partner with the program to ensure a high quality experience for all. We have established a number of policies concerning program and classroom practices. These guidelines have been developed to comply with both state licensing standards and other accreditation criteria. The policies and procedures described in this booklet are written to provide a clear description of what parents may expect of K4R and what K4R expects of parents. Our goal is to provide exemplary early childhood services for families.
 All parents must sign a written statement agreeing to abide by these policies at the time of enrollment.
I hope that your experience at K4R is positive and that you are secure in the fact that your child is well cared for. 
Thank you for allowing us to travel on this journey with you and your child!
Sincerely,
Roman J. Hollowell, MA
Director/Owner
[bookmark: _Toc208104670][bookmark: _Toc254954404]
GENERAL INFORMATION
[bookmark: _Toc254954405][bookmark: _Toc206380866][bookmark: _Toc208104671]Philosophy 
K4R offers a balanced program of mental, social, and emotional development for children.  This includes creative stimulation in school projects as well as recreation.  Parent participation is encouraged and welcomed.
The goal is to help children grow physically and mentally in an atmosphere of acceptance that helps build feelings of confidence and independence.  Every effort is made to consider the whole child in all environmental experiences.
[bookmark: _Toc254954406]Mission
Our mission is to create a caring, safe, and developmentally appropriate environment for toddlers, preschool, and school age children. Our focus is to provide an inclusive and stimulating early care and education experience which promotes each child’s social/emotional, physical and cognitive development. We also strive to provide quality care for children through a cooperative partnership between parents and staff.  Our goal is to support children’s desire to be leaders and life- long learners.
[bookmark: _Toc206380868][bookmark: _Toc208104673][bookmark: _Toc254954407]Non-Discrimination
K4R does not discriminate on any basis in regards to hiring practices or enrollment. K4R is dedicated to promoting full inclusion of children into all aspects of program services.  Every effort is made to provide comprehensive services to all children including those with special needs. K4R provides services in accordance with the ADA.  We will work with your needs to the best of our ability and make any reasonable accommodations.
[bookmark: _Toc254954408][bookmark: _Toc206380869][bookmark: _Toc208104674]Hours of Operation 
Monday thru Thursday: 8:00a.m to 5:00p.m
Friday: 8:00a.m to 4:00p.m

Shutdown

K4R will shut down for two weeks per year (in summer/end of December) in order to clean and maintain the facility as well as provide staff with required training hours. Advance notice will be given to all parents/guardians/sponsors to expected closing dates. Parents/guardians/sponsors are responsible for paying for and swiping (CCAP) for all shut down days in advance or after the scheduled shutdown week at the regular rate.
[bookmark: _Toc206380870][bookmark: _Toc208104675][bookmark: _Toc254954409]Ages Served
[bookmark: _Toc254954410]K4R accepts children 2.5 to 12 years of age.  

Filing a Complaint
If you would like to file a complaint please contact The Colorado Department of Human Services:
Division of Child Care, 1575 Sherman St. Denver Co 80203-1714 or Call 303.866.5958 or 1.800.799.5876.

Mandatory Reporter Policy

All K4R staff members are mandatory reporters. We are required to complete mandatory reporter training every year and are required by law to report child abuse or neglect if we reasonably suspect abuse or neglect is occurring. To report child abuse or neglect, contact the Colorado Child Abuse and Neglect Hotline at 844-264-5437.


[bookmark: _Toc206380871][bookmark: _Toc208104676][bookmark: _Toc254954411][bookmark: _Toc206380872][bookmark: _Toc208104677]CURRICULUM & PROGRAM SERVICES
[bookmark: _Toc254954412]Staff
All of our staff members are hired in compliance with the requirements and qualifications set forth by The Colorado Department of Human Services Division of Child Care.  All staff members of K4R are placed in well-supervised team situations with scheduled breaks.  In addition, staff members participate in a staff orientation class and ongoing staff training in the areas of child growth and development, healthy and safe environments, developmentally appropriate practice, guidance, family relationships, cultural and individual diversity, and professionalism.
The staff of K4R is mandated by Colorado State law to report any evidence or knowledge of suspected child abuse or neglect to the county’s Department of Human Services.
K4R strongly discourages parents/guardians/sponsors from entering into employment arrangements with staff (i.e., babysitting).  Any arrangement between a parents/guardians/sponsors and a K4R  employee for employment or services outside the programs and services of K4R  is an individual endeavor and private matter, not connected with or sanctioned by K4R .  
[bookmark: _Toc206380873][bookmark: _Toc208104678][bookmark: _Toc254954413]Toddler Care (2-3 years old)
Parents/guardians/sponsors of children enrolled in the toddler program are responsible for supplying diapers and at least two changes of clothes per day if your child is not fully potty trained. 
[bookmark: _Toc254954414][bookmark: _Toc206380874][bookmark: _Toc208104679]Partnership Programs 
Denver Preschool Program 
K4R, in conjunction with Denver Public Schools, participates in the Denver Preschool Program. The Denver Preschool Program, a state funded program, is designed to serve four year old children who face learning readiness challenges due to individual and family risk factors to increase kindergarten readiness skills prior to entering kindergarten.  This partnership allows parents an additional educational option and offers part day, full-day, and extended day care. 
Early Learning Ventures (ELV)
ELV provides services and assistance in critical business functions such as fiscal management, marketing, human services, administration, operations & development, quality improvement & professional development, and referral to supportive services.
Colorado Shines
Colorado Shines is the new state Quality Rating and Improvement System (QRIS). Colorado Shines assigns a quality rating to licensed early care and education programs, similar to rating systems for other service-related industries like hotels and restaurants. This rating system will assess, improve and communicate the level of quality on licensed early care and education programs.
[bookmark: _Toc254954417][bookmark: _Toc206380875][bookmark: _Toc208104680]Before & After School Program 
K4R will provide transportation to children enrolled in the following schools:
1. Columbine Elementary School
2. Cole Arts & Science Academy
3. Barrett Elementary School
4. Harrington Elementary School
5. Whittier Elementary School
6. Wyatt Academy Charter
7. Gilpin Elementary School
A transportation agreement must be signed by a parent/guardian/sponsor and kept on file at the center. All families who request transportation to and/or from school will be charged a $3 per day fee. Arrangements to pay this fee must be set up with Mr. Roman.  A $5 fee will be charged to your account if you fail to inform us that your child does not need to be picked up from school.

[bookmark: _Toc254954418][bookmark: _Toc206380876][bookmark: _Toc208104681]Curriculum 
At K4R, the Starfall curriculum is utilized. This exciting program integrates math, science, health, creative arts, social studies, physical movement, early literacy, and social emotional development, all under a framework of guided instruction and imaginative play. Key curriculum highlights include:
· Motivation — Build a cooperative classroom environment to fuel motivation, with child-directed instruction, hands-on experiences, ownership of materials, and interactive online activities, and by supporting and exploring imagination.
· Phonological Awareness — Ensure readiness for phonics instruction with short, daily exercises.
· Phonics — Introduce letter-sound relationships systematically, sequentially, and explicitly.
· Vocabulary — Explore vocabulary in quality literature, during instruction, and in everyday communication.
· Social & Emotional Development — Prepare children for new social environments presented at school by example, through direct communication, and with cooperative learning activities.
· Science — Explore the magic of the natural world with simple scientific experiments involving plants, temperatures, textures, and more!
· Math — Build a foundation for mathematical thinking through center exploration, activities, and games, using math children encounter every day.
Starfall Pre-K provides research-based lessons and time-saving teacher tools to help our staff create an integrated learning environment in which young minds thrive. 

[bookmark: _Toc254954419][bookmark: _Toc206380877][bookmark: _Toc208104682]Parent/Teacher Conferences   
Parent participation is encouraged and welcomed.  K4R uses The Personal Visit model for family support and communication.  The Personal Visit model is designed:
· To guide families and teachers with a way of sharing valuable information about their child;
· To individualize the planning process for each child in the context of their family, culture, and community; 
· To explore ways to use a child’s family’s strengths to promote growth and development;
· To utilize practical, everyday activities and routines to enhance each child’s development at home, in school, and within the community; 
· To create an ongoing process for recording the growth and development of the child.
Each family (with the exception of school-agers) receives two conferences with their child’s teacher each year.  The first visit occurs upon enrollment and every August thereafter.  The visit may take place in the home, at school, or at another mutually agreed upon place (generally in April or May).  The teacher and family discuss their child’s strengths, likes and dislikes, and styles of learning.  At this time we work together to set goals for their child’s growth and development.  Parent/Teacher conferences will be held in November to update families of their child’s progress.  We will also share information with families on child growth and development as well as ideas to use at home to promote growth
A parent/guardian/sponsor may request a conference regarding their child’s progress at any time.  K4R encourages parents/guardians/sponsors to communicate concerns through conversations with their child’s teachers or center director.
[bookmark: _Toc254954420][bookmark: _Toc206380878][bookmark: _Toc208104683]Field Trips 
The children of K4R go on supervised trips at the discretion of the Center Staff.  K4R uses a work vehicle (van), the City Transit System, or walks to our desired location for field trips. Proper restraint systems (seat belts) and the correct use of them are critically important during travel to/from field trips. The volume of children will determine the number of teachers required. If an emergency occurs during transport, the van will be parked to side of the road and the appropriate party will be contacted immediately.
  We welcome you to join your child on their field trips.  Permission slips for each field trip must be signed by the parent/guardian/sponsor.
We ask for your cooperation to have your child dropped off on time for field trips.  Departure times are coordinated with event times.  To ensure your child’s safety, children will not be permitted to be dropped off or picked up at the field trip site by a parent/guardian/sponsor unless the parent remains with them.
Walking shoes are required for field trips.  Sandals and flip-flops are not appropriate.  Please send your child in sturdy walking shoes. 

[bookmark: _Toc206380879][bookmark: _Toc208104684][bookmark: _Toc254954421]Rest Time
All children less than seven years of age will participate in a quiet rest time.  Children are not required to sleep and after a short period of rest, they are given quiet activities. Mats will be provided by the center. All parents of ECE scholars will be required to provide blankets and sheets for their child during naptime. Staff will return the bedding to parents each Friday. Please return the laundered bedding to the center on the following Monday.

Toilet Training
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. 
 
General Procedure
K4R is committed to each student’s success in learning within a caring, responsive, and safe environment that is free of discrimination, violence, and bullying. Our center works to ensure that all students have the opportunity and support to develop to their fullest potential and share a personal and meaningful bond with people in the school community.
Thoughtful direction and planning ahead are used to prevent problems and encourage appropriate behavior. Communicating consistent, clear rules and involving children in problem solving help children develop their ability to become self-disciplined. We encourage children to be fair, to be respectful of other people, of property, and to learn to understand the results of their actions.

Discipline Policy
We have created a discipline policy that reflects our philosophy of positive guidance with children. A copy of the discipline policy is included in your enrollment package for you to review and sign.
Challenging Behavior
Children are guided to treat each other and adults with self-control and kindness. 
Each student at K4R has a right to: 
· Learn in a safe and friendly place
· Be treated with respect
· Receive the help and support of caring adults
When a child becomes verbally or physically aggressive, we intervene immediately to protect all of the children. Our usual approach to helping children with challenging behaviors is to show them how to solve problems using appropriate interactions. When discipline is necessary, it is clear, consistent and understandable to the child. We maintain a zero tolerance to bullying. If you have any concerns about this at any time, please report it to the Director of the Center.

Resources below:
Parenting Essentials
This page may help you handle common parenting challenges. It has fun videos and “how-tos” for specific parenting skills.
Family Resources from the Center on the Social and Emotional Foundations for Early Learning
This website provides resources to help you support your child’s social and emotional development, and prepare for kindergarten. It has resources for children from birth to age 5. It provides information on teaching your child to express emotions, responding to biting, teaching your child to cooperate, and much more.
Head Start Center for Inclusion
This resource offers information on supporting and including children with special needs in the classroom and home.
PBS for Parents: Understanding Emotions and Self Awareness
This website provides families with tips to help children name their feelings, understand them, and develop strategies for expressing them in healthy ways.
National Center for Effective Mental Health Consultation
This website provides families with practical guidance on ways to promote young children’s healthy social and emotional development and reduce challenging behaviors.
National Association for the Education of Young Children (NAEYC) Encouraging Positive Behavior and Reducing Challenging Behavior
This website provides families with helpful resources, including how to help your child develop self-regulation skills, how to address biting, and how to provide positive guidance and encourage compassion.
Zero to Three: Challenging Behaviors
This website provides several resources to help families address challenging behavior, including how to deal with tantrums, defiance, biting, and aggression.
 

Physical Restraint
Physical restraint is not used or permitted for discipline. There are rare instances when we need to ensure a child’s safety or that of others and we may restrain a child by gently holding her or him only for as long as is necessary for control of the situation.
Notification of Behavioral Issues to Families
If a child’s behavior/circumstance is of concern, communication will begin with the parents as the first step to understanding the child’s individual needs and challenges. We will work together to evaluate these needs in the context of our program.
On rare occasions, a child’s behavior may warrant the need to find a more suitable setting for care. Examples of such instances include:
· A child appears to be a danger to others.
· Continued care could be harmful to, or not in the best interest of the child as determined by a medical, psychological, or social service personnel. 
· Undue burden on our resources and finances for the child’s accommodations for success and participation.

Early Childhood Expulsion and Suspension Policy 

 High quality child care and early learning programs are important to preventing suspensions and expulsions in the early learning setting. Early childhood education programs are responsible for creating positive learning environments that focus on preventing expulsions and suspensions, encouraging partnerships between programs and families to support healthy development, and ensuring fairness, equity and continuous improvement to support children’s social, emotional and behavioral health. It is recommended that early childhood programs focus on fostering social emotional development and responding to challenging behaviors by incorporating positive discipline practices and policies before ever considering expulsion or suspension from early childhood programs. 

Guidance for prevention of expulsion and suspension: 
In an effort to prevent expulsion and suspension of children, this agency shall adopt the following, in policy and practice and in a consistent and non – discriminatory manner: 
- Use developmentally appropriate practices that provide for stimulating and interactive learning environments, diversity, age appropriate expectations, small group activities, teachable moments and knowledge of research based evidence and best practices in child development, early learning and education. 
- Invest in professional development, training and education to ensure educators have the competencies to support children’s social and emotional health. 
- Develop and implement classroom schedules that meet the needs of the children. 
- Adapt learning environments to promote healthy social interactions with others. 
- Develop healthy and nurturing relationships with children. 
- Develop strong partnerships and relationships with parents. 
- Develop and implement classroom expectations that are developmentally appropriate, clear and consistent. 
- Provide family engagement opportunities. 
- Ensure fairness and equity. 

Other Options Prior to Expulsion 
Prior to the expulsion of any child from this program, the staff and director will follow these guidelines:
 - Identify and engage mental and behavioral health consultants and community resources after obtaining parent permission. 
- Reduce the number of days or amount of time in care for a specified amount of time. 
- Conference with parents to discuss positive behavior interventions and development of goals. 
- Document efforts to prevent and reduce expulsion. 

Transition Procedures If an expulsion must occur, the child care agency will assist the child and family in transitioning to another program by identifying and engaging mental / behavioral health consultants and community resources to assist in determining the most appropriate placement for the child.

Resources 
The following list will assist child care agency staff and families in locating services and resources. 
1. Center stone (615) 460-4100 or (888) 291-4357 https://centerstone.org/ 

2. Regional Intervention Program (615) 963-1177 https://www.tn.gov/behavioral-health/support-for-families.html 
3. Tennessee Early Intervention System 1-800-852-7157 www.teis.org 

4. Tennessee Voices for Children (615) 269-7751 www.tnvoices.org 

5. STEP, Inc. (423) 639-0125 or (800) 280-STEP www.tnstep.org 

6. Association of Infant Mental Health (931) 561-3209 https://aimhitn.org/ Additional Resources 
[bookmark: _Toc254954422][bookmark: _Toc206380881][bookmark: _Toc208104686]Clothing 
Children should dress in practical clothing that allows for freedom of movement and is appropriate for the weather.  Your child will be involved in a variety of activities including; painting, outdoor play, sand, water and other sensory activities.  Please dress your child in clothes that allow for your child’s full participation in all classroom activities.  Our classroom staff takes precautionary measures to protect your child’s clothing; however, in the event that your child’s clothing is damaged or lost, K4R will not be held responsible.  Each child should have a minimum of one change of clothing, labeled with the child’s name.
[bookmark: _Toc254954423][bookmark: _Toc206380882][bookmark: _Toc208104687]Toys 
K4R does not allow your child to bring toys or money to our center unless requested by your child’s teacher.  K4R will not be responsible for lost or broken items.
[bookmark: _Toc254954424][bookmark: _Toc206380883][bookmark: _Toc208104688]Guidance 
Guidance at our centers is positive and re-directive.  Children are treated with dignity and respect at all times.  Parents/guardians/sponsors may be asked for advice and assistance regarding their child’s behavior.  There are times when the needs of some children cannot be met by the programs at K4R.  When those needs cannot be met, alternative placement is recommended and/or required.
[bookmark: _Toc206380884][bookmark: _Toc208104689][bookmark: _Toc254954425]Professional Behavior
All K4R employees have been trained to treat all children and families with respect and dignity.  In return, we expect the same from all of our families.  K4R will not tolerate hostile or aggressive behavior from families.  If this occurs, we reserve the right to ask you to remove your child/ren from our centers care.
[bookmark: _Toc206380885][bookmark: _Toc208104690]Family Nights 
K4R encourages family participation.  Parents/guardians/sponsors are encouraged to visit our classrooms at any time, volunteer, come along on a field trip, or to come and eat a meal with your child.  Family nights allow parents and children time to share, learn, and have fun.  Parents have an opportunity to feel welcome, be part of their child’s early learning experience, and allows for opportunities to connect with other parents.
Family nights are scheduled on a regular basis.  These family nights include dinner and fun filled age-appropriate activities for children and parents/guardians/sponsors to engage in together.
[bookmark: _Toc254954427][bookmark: _Toc206380886][bookmark: _Toc208104691]Television, Video Viewing & Internet Usage 
K4R only allows television, video viewing, and internet usage if it corresponds with the curriculum or if it is educational.  We encourage adult and child interaction and believe that children learn through individual and small group play. 
[bookmark: _Toc206380887][bookmark: _Toc208104692][bookmark: _Toc254954428]
PROGRAM POLICIES & PROCEDURES
[bookmark: _Toc254954429][bookmark: _Toc206380888][bookmark: _Toc208104693]Confidentiality 
All records concerning your child are confidential.  Information regarding your child will not be released without your written consent, with the exception of those requested by our regulatory and partnering agencies.
K4R is mandated by Colorado state law to report any evidence or knowledge of suspected child abuse or neglect to the county’s Department of Human Services.
Babysitting for Families/Disenroll
Staff MAY NOT be employed by current clients of Kids 4 Real Inc. Both parties may have their enrollment/employment terminated as a result. In addition, the $150.00 deposit may also be forfeited. Employment refers to any agreement for services outside of Kids 4 Real Inc. services. Such agreements include but are not limited to, babysitting, house-sitting, mother's helper, nanny services, and carpooling regardless of whether or not those services are voluntary or paid.

A $150 deposit is due for each family, which can/will be terminated in the event of a Parent Handbook violation or failure to provide two weeks’ notice prior to dis-enrolling your child(ren) from Kids 4 Real Inc.


[bookmark: _Toc206380889][bookmark: _Toc208104694]Attendance Monitoring 
[bookmark: _Toc206380890][bookmark: _Toc208104695]With your child’s safety and well-being as our primary concern, it is the parents/guardians/sponsors responsibility to sign their child in/out and accompany him/her to their classroom upon arrival and pickup.  All children will be accounted for by use of sign in sheets, attendance recorders, and/or field trip attendance lists. 
All classrooms monitor attendance by updating their attendance records throughout the day and by counting and matching the numbers of children present with names on attendance records.  Children are accounted for at least once every 15 minutes and when transitioning from the classroom to another location and upon return.  The number of children and adults present are recorded in the child management system every 30 minutes.
[bookmark: _Toc254954433][bookmark: _Toc206380892][bookmark: _Toc208104697]Open Door Policy 
K4R has an open door policy for parents/guardians/sponsors.  We encourage you to visit us at any time.  Child development is a partnership with families.
[bookmark: _Toc254954434][bookmark: _Toc206380893][bookmark: _Toc208104698]Weather: Excessive Hot/Cold Weather 
Children have access to a shaded, sheltered or inside-building area at all times to guard against the hazards of hot or cold weather.  Please keep in mind that the children go outside every day.  Please dress them accordingly.  If your child is too sick to be outdoors, please keep them home.
[bookmark: _Toc206380894][bookmark: _Toc208104699][bookmark: _Toc254954435]Visitor Policy
For your child’s safety and protection, all visitors entering our centers must sign in at the front desk with their name, address and reason for the visit.  This is a Colorado Department of Human Services licensing requirement.  Each visitor must wear a visitor’s badge while on the property and sign out upon leaving.
[bookmark: _Toc254954436][bookmark: _Toc206380895][bookmark: _Toc208104700]Arrival & Pick-Up 
In order for parents and children to gain the greatest benefit from our Early Childhood Education Program, it is necessary for children to attend school regularly, and for school to be part of a child’s normal routine. Children must arrive to the center no later than 9:00a daily to participate and be included in the daily activities. If you are planning to drop your child off at the center after 9:00a because of a scheduled appointment, please inform a Kids 4 Real Inc. staff member ahead of time.
The Colorado Department of Human Services requires a full signature from the parent/guardian/sponsor when the child is dropped off or picked up from the center.  No child will be released to any person without prior approval from the enrolling parent/guardian/sponsor or to any person less than 18 years of age.  Parents less than 18 years of age will be allowed to pick up their own children.  A photo ID will be required for any adult other than you.
If staff members feel that the adult picking up the child is not in a condition to be driving, any one of the following options may be exercised:
· We may contact additional authorized adults who can pick up your child;
· Pay for a cab (fare will be charged to your account);
· If the parent/guardian/sponsor or other adult is aggressive or threatening, we will call 911.
If this situation happens repeatedly, we will discontinue care of your child.
[bookmark: _Toc206380896][bookmark: _Toc208104701][bookmark: _Toc254954437]Non-Authorized Pick-up
In the event that someone who is not authorized arrives to pick up a child, the child will not be released and the parent/guardian/sponsor will be notified.  If possible we will try to prevent the child from seeing the non-authorized person.  If the child does see them we will try to prevent them from coming together physically (i.e., the person picking up and holding the child).  The non-authorized person will be informed that they need to leave the premises immediately or the authorities will be called.  We will do as much as possible to prevent the non-authorized person from taking custody of a child.  If a child is removed, we will attempt to get the license plate number of the vehicle they are driving and to report this matter to authorities.  We will not take unnecessary risks with our staff, the child, or other children to prevent abduction.
[bookmark: _Toc206380897][bookmark: _Toc208104702][bookmark: _Toc254954438]Child Custody
If there is a custody issue, we are legally bound to respect the wishes of the parent/guardian/sponsor with legal custody.  We will ask for a certified copy of the most recent court order.  Without a court document, both parent/guardian/sponsor have equal rights to custody.  We will not accept the responsibility of deciding which parent/guardian/sponsor has legal custody where there is no court documentation.  
[bookmark: _Toc254954439][bookmark: _Toc206380898][bookmark: _Toc208104703]Safety 
Customers, guests, or staff (other than law enforcement officers) possessing a dangerous weapon will not be permitted onto the premises of K4R.  A dangerous weapon is a gun, knife, razor, or any other object, which by the manner it is used or intended to be used, is capable of inflicting bodily harm.
In cases that clearly involve a gun, or any other weapon on our premises, the police will be called and the individual(s) involved will be immediately removed from the premises.
This policy applies to visible or concealed weapons.

[bookmark: _Toc206380899][bookmark: _Toc208104704][bookmark: _Toc254954440]Medical Emergency Transportation Policy
In the event your child needs to be transported due to a medical emergency, an ambulance will be called to transport. This will only occur in the event that no other authorized person can be contacted and the need for transportation is essential. 
See general transportation policy for K4R.
[bookmark: _Toc206380900][bookmark: _Toc208104705][bookmark: _Toc254954441]Emergency Procedures
The center has an evacuation plan in case of fires, inclement weather (tornadoes etc…) or if a lock down becomes necessary.  These plans are posted in the individual centers and reviewed with the children and staff on a regular basis. All children with disabilities will be accommodated appropriately during emergencies. When the emergency has passed all parents/guardian/sponsors will be notified immediately and all children will be available for pickup as long as it is safe to do so.  In the unlikely event that a child should become lost or separated from a group, all available staff will look for the child.  If the child is not located within ten minutes, the parent/guardian/sponsor will be notified by phone, the authorities will be notified, and this will be reported to the State Office of Colorado Department of Human Services Office of Child Care Licensing. 

Lost Child
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 a timely manner, the family and the police will be notified.

Fire Emergency
Our center is fully equipped with a fire extinguisher and smoke/carbon monoxide detectors.Our fire evacuation plan is reviewed with the children and staff on a monthly basis. 
[bookmark: _Toc206380901][bookmark: _Toc208104706][bookmark: _Toc254954442]
Publicity
K4R reserves the right to use pictures and names of children for United Way or K4R publicity unless the parents/guardians/sponsors indicate on the Media Release Form that they do not want their child to participate in publicity.
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K4R is a part of the Child and Adult Care Food Program (CACFP). The CACFP allows us to provide daily nutritious meals and snacks to our young scholars who are enrolled for care. Through CACFP, our young scholars gain access to nutritious foods that contribute to the wellness, healthy growth, and development of young children.
Breakfast, lunch and an afternoon snack are served daily. Breakfast is served from 6:30a.m to 8:45 a.m. If you want your child to eat breakfast at K4R, please have your child at the center prior to 8:45a.m. Breakfast will not be served after 8:45a.m. During meal times, the children serve family style. Family-style meal service occurs when the dining table is set with individual plates and flatware.  Food is placed in small bowls from which children can help themselves.  Children and the teachers sit at the same table and share the same meal.  Children are encouraged to serve themselves from food passed around each table.  Good table manners are modeled and encouraged.  Weekly menus are posted and available for parents/guardians/sponsors.  Children with food allergies must have a special diet statement from their physician that lists appropriate food substitutions.  Special diet statements must be update at least annually. Children are encouraged to eat healthy foods included on our menu.

                             INTERPRETERS
In the event, a family does not speak English; K4R will provide documentation and the use of an interpreter, or other resources in the language of the enrolled families. 
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ENROLLMENT & TUITION
There is an initial and annual non-refundable registration fee of $20 per child or $20 per family.  This fee is charged upon enrollment and annually thereafter.  
Families that withdraw or are discharged from our center and then re-enroll will be charged an additional registration fee, and will have to re-register. 
[bookmark: _GoBack]A $150 deposit is due for each family.
Tuition must be paid (at minimum) for one full week by close of business on Monday for the current week of care.  A charge of $5.00 will be added to your account if not received by 9am the following business day, and will accrue daily until full payment is received. Timely payments are essential for continued enrollment as well as the daily operation of K4R. However, if you anticipate difficulty with paying on time, please discuss the matter with the Center Director immediately. If alternative arrangements for payment are approved, you will be notified by the Center Director. Your weekly fee holds one position open at K4R that is for your child (ren). Tuition is not paid based upon attendance. Non-payment of tuition is grounds for immediate dismissal from the program. If we do not receive payment, we will not hold a position open for your child. All families are subject to ten straight hours of care per day. If care extends past the ten hour mark, additional charges will be added to your account ($10.00 per hour).
Rates
Weekly Full Time- $325 (4 hours or more)
Weekly Part Time- $200 (under 4 hours)
Transportation- $3 a day
Drop In Care- $50 (daily)
Disclaimer: Rates may vary. 
A discount is offered to families with two or more children enrolled with K4R. Discount applies only to preschool and school age children on our sliding fee scale.  
Non-payment/Late payment
If you fail to make a full payment for two consecutive weeks (or if your unpaid balance equals that of two full weeks), your care will be suspended until payment is received or your care will be terminated and your child care slot will be filled.
Any balance that is not paid within 30 days of termination will be sent to collections. If your unpaid balance is sent to collections, you will be charged an additional 50 percent of the total amount due to cover fees. You will also be responsible for all court and attorney fees. After your account is sent to collections, all correspondence regarding your account must be made directly with the collection agency.
  
[bookmark: _Toc208104712][bookmark: _Toc254954448]CCAP
K4R will accept childcare assistance for eligible families. CCAP families must have the case manager call before they start care so that we may ensure that we follow our contractually obligations to the program. Our sliding fee scale reflects the income guidelines set by CCAP. If you choose not to participate, your fee will be based on the CCAP prevailing rate or sliding fee scale or whichever is higher.
CCAP families must swipe their CCAP card at the start of each time care is provided. Your CCAP swipes are not based on attendance; It is required that you swipe your CCAP card daily to hold your child care slot.   If you do not have your CCAP card upon arrival, your child will not be authorized to stay at the center. If you have lost your CCAP card, you will need to contact your CCAP case manager and request a new card. Your child will not be authorized to return until you receive your new CCAP card.
All CCAP parental fees are due by the close of business on the first day of the month. A $5 late fee will be charged by the end of the next business day if payment is not received, and a late fee will be charged for each day thereafter until full payment is received.  If payment has not been collected by the close of business on the third day, your child may be discharged from the center. If the 1st falls on a day K4R is closed, then payment is due by close of the next business day.  Nonpayment of CCAP parental shares are reported to CCAP and may result in the loss of assistance. 
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There will be a $33.00 fee charged for tuition checks returned by the bank. Two or more returned checks will result in your account being placed on “cash or money order only” status. K4R does not accept post-dated checks and we do not hold checks.
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To accommodate your needs as a parent, our center is open from 6:30 a.m. to 6:00 p.m. Monday through Thursday. And Fridays open from 6:30 a.m. to 4:00 p.m. If a parent cannot pick-up their child by closing time, it is their responsibility to find an ALTERNATE PERSON to do so. 

The parent is to accept full responsibility for their child if left after the proper closing time. 
A fee is established to cover the inconvenience to staff, and to cover the additional cost to the center in wages. Parents whose children remain past closing time must pay a penalty fee as follows: 

$5.00 every five minutes for the first thirty minutes and then $20.00 for any part of the next half hour after closing. EXAMPLE: If you arrive at 6:10p.m on a Tuesday, you will be charged a $10.00 late fee. If you arrive at 4:35p.m on a Friday, you will be charged $50.00. And your child will not be allowed to return to the child care center until this fee is paid in full.
 NO EXCEPTIONS!

If it is 6:15p.m (Monday-Thursday) and a child has not been picked up, the closing teacher will begin calling emergency numbers on the child’s enrollment form. 

And if it is 4:15p.m (Friday) and a child has not been picked up, the closing teacher will begin calling emergency numbers on the child’s enrollment form.

If the child has not been picked up after 30 minutes of closing and there has been no contact with a parent or emergency person, the authorities will be called and the child will be placed under their protection. 

In case of emergency, we request notification of any delay in picking up your child.  A call does not void late pickup fees. 
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Drop-in care is available at K4R.  Clients utilizing drop-in care must pay for drop-in care in advance. Drop-in care is $50 per day.
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Parents are responsible for 100% of your regular tuition.  Vacation days can be used if written notice is given in advance for days the child will not be in attendance.   Vacation days only apply if the child is normally scheduled to attend on those days.   Tuition must be paid prior to going on vacation.  These fees are non-refundable if you choose not to return.  Drop in children are not eligible for vacation days.
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If your child is absent due to a contagious disease/illness or absent at the request of the child’s doctor.  A written doctor’s note is required to receive a credit for an absence.
We understand that it is difficult for a family member to leave or miss work, but to protect other children; you may not bring a sick child to the center. The center has the right to refuse a child who appears ill. You will be called and asked to retrieve your child if your child exhibits any of the following symptoms. This is not an all-inclusive list. We will try to keep your child comfortable but he/she will be excluded from all activities until you arrive.
· Illness that prevents your child from participating in activities.
· Illness that results in greater need for care than we can provide.
· Illness that poses a risk of spread of harmful diseases to others.
· Fever (100°F or higher under the arm, 101°F or higher in the mouth, 102°F or higher in the ear) accompanied by other symptoms.
· Diarrhea – stools with blood or mucus, and/or uncontrolled, unformed stools that cannot be contained in a diaper/underwear or toilet.
· Vomiting – green or bloody, and/or more than 2 times during the previous 24 hours.
· Mouth sores caused by drooling.
· Rash with fever, unless a physician has determined it is not a communicable disease.
· Pink or red conjunctiva 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.
· Tuberculosis, until a health professional indicates the child is not infectious.
· Rubella, until 6 days after the rash appears.
· Mumps, until 5 days after onset of parotid gland swelling.
· Measles, until 4 days after onset of rash.
· Has a physician or other health professionals written order that child be separated from other children.
· Any severe accidents/injuries.

Information will be recorded on an illness log when children are sent home due to symptoms of illness that require exclusion. All items used to care for the child (cot, bedding, etc.) will be cleaned and sanitized or cleaned and disinfected if contaminated by body fluids after the child leaves the child care center. The date and time when the child returns to the center will be recorded on the illness log.
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.

Outbreaks
If our child care center has a child with an illness that is required to be reported to the health department, the health department will be contacted immediately. Outbreaks of illness must also be reported to the health department when there is a larger number than normal of children ill with the same symptoms. For example, above normal seasonal absenteeism for a child care facility would be concerning and the health department will be contacted. The health department will also be contacted when there are two or more people that do not live together who are ill with symptoms including vomiting, diarrhea, or jaundice.
Inclement Weather Policy
K4R is closed if the following school district is closed: Denver Public Schools.  If this happens during the course of the day, parents/guardians/sponsors will be notified immediately to pick up their child. 
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All holidays will be included in the weekly tuition.   
Martin Luther King Day
Memorial Day
Independence Day
Labor Day
Thanksgiving Day & Friday after Thanksgiving
Christmas Day (Entire week)
New Year’s Eve (K4R will close at 3:00 p.m)
New Year’s Day
There is no credit given for scheduled school holidays, child illness, or for closings due to emergency situations, inclement weather or acts of God.
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Immunizations must be turned in prior to enrollment along with a current physical or an appointment date indicating scheduled physical/immunizations.  Children who do not have current physical and immunization records may be excluded until their physicals/immunizations are brought up-to-date. Physicals and immunizations must be updated annually. We are unable to hold a spot for your child unless your account is current.
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K4R requires a two week written notice when a child is being withdrawn from our program.  A two week tuition fee may be applied in lieu of receiving the two week notice.  K4R reserves the right to waive these fees.  If your child has not been in attendance for 5 or more days, we will treat that non-attendance as giving notice unless you contact the center administration regarding the absence and your account is current.  Families who withdraw and later re-enroll will be charged a re-enrollment fee.
The provider reserves the right to give written notice of immediate termination where there are extreme circumstances that affect the well-being of the provider or other children in attendance.


Kids 4 Real Inc.


[bookmark: _Toc254954458]PARENT HANDBOOK ACKNOWLEDGEMENT 


I acknowledge that I have received and will abide by the policies in the K4R’s Parent Handbook. 


	
	
	

	
	
	

	Parent/Guardian/Sponsor Signature
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	K4R Administration Signature
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