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Welcome to the Kid’s Connection Family of children and staff!

We are honored that you have chosen our center for your child’s care.  Our program will provide a nurturing environment that will enhance your child’s cognitive, social, emotional and physical growth.

Please take a few minutes to review and become familiar with the parent handbook of information.  We suggest you keep the handbook for future reference.

Please complete and return the acknowledgement of receipt form.

We look forward to getting to know you and your child.  If there is anything we can do to improve our services, or if you have any questions about the content of this handbook, please speak to the Center Director.

Thank you for choosing Park Ridge Kid’s Connection, and entrusting your child to our care.
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Your Child’s First Day’s:  We want to help your child adjust to our program as quickly as possible.  Becoming accustomed to a new environment can be challenging for any child.  Some children adjust quickly, while others may take a while to adjust to their new environment.

Feel free to call anytime during the day, to check in with your child’s teacher.  Directors may be the one you speak to if the teacher is not available.  Some separation anxiety is normal ad expected.  Please discuss with the teacher or director, if you need any suggestions to make the transition more comfortable for your child.  Be positive and upbeat when bringing your child to the center.  Some children adjust to the classroom and staff faster when a parent leaves a short time after arriving; others take a while to adjust to coming in, requiring you to stay a few minutes after arriving. We welcome feedback as to how you would like us best to support your child when you leave.  Please remember that your child will soon feel comfortable in our center and look forward to attending every day. 
Enrollment and Admission Procedures: Parent’s are required to complete and return all forms which include enrollment forms and immunization cards before children start childcare.  The program/registration fee and the first week’s tuition are due on or before the first day of care.

Adherence to the Americans with Disabilities Act:  We comply with the Americans with disabilities act (ADA) and other applicable regulations pertaining to providing services to individuals with disabilities.  We carefully consider each child’s unique needs.  If your child is disabled or has any special needs, please communicate this to the director.
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Discrimination Prohibited:  Child Day Care Centers are defined by state and federal law as places of public accommodation and shall not discriminate on the basis of race, creed, color, national origin, sex, age or disability.
Free Access:  Parent’s are permitted free access, at all times to the centers areas used by the children.

Daily Sign-in And out Procedures:  When arriving and departing, you are required by law to complete the sign in and out form, including complete signatures, on a daily basis.  All parents are required to escort their children to and from their designated classroom.  Do not leave a child in a classroom unattended by a staff member.

Personal Items:  Park Ridge Kid’s Connection is not responsible for personal items such as toys, jewelry and other misc. items brought to the center that may be lost or damaged.  Personal items should be clearly labeled with the child’s full name.  Daycare items are not allowed to go home.
Program/Registration Fees:  I agree that a non refundable annual program/registration fee shall be paid, due no later than September 1st or the first day of enrollment and each September there after. The yearly fee is $50.00 per family.  An initial enrollment/registration fee of $100.00 shall be due on or before the first day of enrollment.
Termination of Childcare:  We reserve the right to terminate childcare services at any time for any reason.  A written notice prior to termination will be provided in most cases.  When terminating childcare with us, 2 weeks notice is required to terminate childcare fees.

Release of Child:   Please understand that your child will be released only to those persons whose names you have listed on the 
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child’s enrollment form.  You must advise the director or any other designated persons of Park Ridge Kid’s Connection in writing, if any other person other than those listed on the enrolment forms are to pick up your child.  Kid’s Connection will still require proof of identification from any person arriving to pick up your child.  If a parent does not want a biological parent to pick up a child, a current restraining order or court order MUST be provided along with a photo of the individual.
Illness:  Children need to be in good health to get the most out of their early education experience.  We understand that children may occasionally get sick during the day or show signs or symptoms of illness prior to arrival.  In order to reduce the spread of illness and maintain the health if the children and staff at our center, your child may not be allowed to attend the center or participate in certain activities for the following reasons.

An illness or symptoms as described below that prevents participation in routine of our daily program of activities including outdoor activities.  

An illness that requires more individual care than our center staff members can provide without compromising the health and safety of our children.

The following symptoms or signs of illness may also prohibit your child from participating in our center:

Eye Drainage

Diarrhea (more than 2)

Blood in stools

Mouth sores

Persistent stomach pain

Rash

Respiratory distress

Runny nose

Unexplained irritability, lethargy, and or persistent crying

Vomiting
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If your child becomes ill while in our center, we will notify you immediately.  Children may not return to the center until the symptoms or signs are treated and the child is symptom free for 24 hours (24 hours is not overnight)
We value your child’s health and recognize that preventing the spread of infectious disease is an important and necessary component of quality child care.  You will be notified if your child becomes ill during the day, and it will be necessary to make arrangements to have your child picked up as soon as possible.  A medicine form authorization must be completed prior to us administrating prescription medication.  All prescriptions must be labeled with the original prescription label.  

Over the counter medications will be administered only with written authorization from the child’s physician.  
Please keep your child’s emergency contact numbers updated. If there is a medical emergency 911 may be called.

While we do our best at preventing the spread of illness, children will be exposed to various illness from childcare settings.  It may be required that your child stay home for more than one day when ill.

Fee and Payment Policy:  Fees for childcare are due weekly and payable in advance.  The payment of weekly tuition is due on or before the first day of each week.  Please deposit all tuition in the check box provided.  Cash Payments must be made to the Director.  If payment is not received before Wednesday of each week, a late fee of $15.00 will be assessed to your account.  I understand that if my account is continuously delinquent, my child will be dis-enrolled from Park Ridge Kid’s Connection.  I understand that there is a $25.00 NSF check fee.  If more than 2 checks are returned within a calendar year, I may be required to pay by cash or money order.  No refunds are given for days missed...  Two weeks notice or two weeks tuition is due when terminating childcare from Park Ridge Kid’s Connection.
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Charges for Late Pick-Up:  Park Ridge Kid’s Connection is open from 7am-6pm Monday-Friday.  Upon request we will open at 6am.  24hrs Notice is required.  Children look forward to the arrival of their parents at the end of the day.  Please make every effort to pick up your child in a timely manner.  If you know you are going to be late please arrange to have someone else that you have designated as a pick up person on your enrollment form pick up your child.  I understand that if my child remains past the scheduled closing time, I will be charged $5.00 for the first 10 minutes past 6:00pm.  After 10 minutes the fee increases to $1.00 per minute, the late fee must be paid directly to the staff caring for your child.  If a child is continually picked up past 6:00pm, childcare may be terminated.  If no one on your pick up authorization can be reached, the police or appropriate authorities will be called.  If the authorities place the child in protective custody, a note in an envelope will be posted on the door that will provide the contacts phone number.  Directors and staff of Park Ridge Kid’s Connection may not deliver the child home under any circumstances.  
Absences/Vacation Credit:  No allowances shall be made for occasional absences.  Refunds, credits, or make-up days are not granted.  Once your child has attended a minimum of 6 Full Time months, 10 days per calendar year may be used at HALF RATE.  The credit may be used one at a time or the entire amount at once.  Credits are not carried over from year to year, and they cannot be redeemed for cash.  The credit is only applied if your child is absent from the center.
Babysitting:  Some families may ask staff to baby-sit outside of the center.  We assume no responsibility for any individual who cares for a child outside of our center.  A part of the enrollment process you will be asked to sign a babysitting authorization form indicating that you understand that our center and or company are not responsible for the care of your child while not in attendance at our center, nor are we responsible during the employees non-work hours.
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Interviewing Children:  We are required by Washington State law to report immediately to Police and CPS any suspected occurrences of physical, sexual, or emotional child abuse, child neglect, or exploitation.  The Department of Social Services shall have the authority to interview children or staff, and to inspect and audit child or facility records without prior consent.  The licensee shall make provisions for private interviews with any child or any staff member, as well as examination of all records related to the operation of the facility.  The department agency staff shall have authority to observe the physical conditions of the child, including conditions which indicate abuse, neglect, or inappropriate placement, and to have a licensed professional physically examine the children.
Pesticide Notification: The State of Washington requires that if any pesticides are used within the grounds or within the center, that prior notification will be given.  Notification will be posted as to the treatment plan and the ingredients of the chemicals used.

Meals: Park Ridge Kid’s Connection provides breakfast from 7am to 8am, a morning and afternoon snack.  If your child has a food allergy to food we serve, please provide us a Doctors note stating what the allergy is, so that your child’s diet will be closely monitored.  If you have a preference, as a parent that your child does not eat certain food that we serve, or has an allergy to food we serve, you must bring in an alternative food that is nutritionally sound.  Parent’s of children who are regularly not wanting to eat our food served, will be asked to provide a nutritious alternative. 

Inclement weather: In an effort to serve our parent’s and families, it is our intent to remain open every day (except designated holidays and weekends).  If inclement weather does occur, please be aware of the schedule changes for the School District.  If schools are closed Park Ridge Kid’s Connection may be open three hours late.  For our school aged children, we reserve the right to not provide transportation to school.
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Should it be necessary for your child’s early pick-up.  There is no tuition credit for any time our center is closed early.  (Scheduled or unscheduled).  By law, if the power goes out we cannot operate and may need to close early or not open at all until the power is restored.  If the power is not restored by 10am, we reserve the right to decide whether we will open for the day.
Field Trips:  In the event of a field trip, parents will be notified ahead of time and are required to sign a consent form before departure.  Occasionally a fee is charged for the field trip, the fee must be paid in cash and in advance of departure.  We welcome the participation of a parent/guardian volunteer on field trips.  All drivers of children on field trips are required to show proof of insurance.  Kids are transported by our van, qualified parent volunteers and occasionally use the bus for transportation to and from field trips. (Additional fees may be required)

Clothing: We want your child to have fun while playing and learning at Kid’s Connection.  Therefore, we recommend easy-fitting comfortable, washable play clothes.  Clothing that is simple for your child and our staff to put on or take off is best.  Please bring an extra set of clothes for your child that will be stored in his or her cubby (place in a large zip-lock bag-Label the clothes and bag with your child’s name).  We are not responsible for lost, stained, soiled or torn clothing. 
Discipline Policy: Kid’s connection staffs use positive methods of discipline which encourage self-control, self-esteem and self-direction.  Discipline and guidance at our center is consistent and based on individual needs and development.  We strive to promote self-discipline by using positive reinforcement techniques and daily planning.  The least restrictive discipline technique is a brief separation from the group.  When uncontrolled behavior persists and becomes disruptive and or harmful to themselves or other children   
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the parents will be advised.  Children are never subject to any corporal punishment such as shaking, striking, spanking, embarrassing or restricting of food.  When a child is removed from the group, he or she will never be out of sight of a staff member.  Discipline shall not be associated with food, naps, or bathroom procedures.
Minor and Major Emergencies: In the event of a minor emergency, a staff member will perform basic first aid and give parents a written incident report.  If a major emergency occurs, 911 may be called upon. Parents or emergency contact will be called immediately, for this reason all parents are required to keep their children’s emergency and work numbers current.
Extra Clothes: Provide enough extra clothes for your child to leave in his or her cubby, including underwear. (if applicable), pants, shirt, and socks.  If extra clothes at the daycare are not available for your child to wear, and no spare clothes are provided, you may be called upon to bring your child extra clothes.  

Problems/Concerns: If you have problems or concerns about the care your child is receiving or have come across an area within the center that is of concern, please notify the director immediately.  We welcome your suggestions for improvement.

Conferences/Parent Meetings: While formal conferences generally are not held, if you wish to meet with your child’s teacher or Director, about your child’s progress, please notify us.  A time will be made to discuss your child’s progress.
Photos at Park Ridge Kid’s Connection: Pictures are taken regularly of the children.  With your permission, pictures are posted on the walls and doors of the center, or brochures.  In addition, with parent approval some are posted on our website.

Page 10

Holidays

New Years

President’s Day

Memorial Day

Fourth of July

Labor Day

Thanksgiving Day and the Day after Thanksgiving

Christmas Eve we close at 1:00 (No Preschool)

Christmas Day and the Day after Christmas.

Holidays that fall on the weekends will be observed on Friday or Monday.  The official day closed will be posted prior to the Holiday.  Parents are required to pay for days we are closed, due to fixed cost.  Staff are paid for these days

Make-up days are not given.

Check with the director if you have any questions.

Custody and Visitation: Please review and share information regarding your custody and visitation rights with the director.  If a restraining or no contact order is in place for any family member, a current copy of it will need to be on file prior to your child’s enrollment.  If there is a current court ordered no contact or restraining order in place, please provide us a picture of the person for our files.
Mixed Age Grouping:  Our programs encourage mixed-age grouping of children.  This provides a rich learning environment based on the philosophy that all children are unique and develop at their own pace, according to their individual interest and abilities.  
Welcome to Park Ridge Kid’s Connection

Family Handbook Acknowledgement

Please read this handbook of policies and procedures carefully and refer any question you many have to your Center Director for further information

After you have read and understood this handbook, complete this form if you wish to enroll your child and return it to your Center Director
I have read and fully understand the guidelines, policies and procedures required set forth in the family handbook for my personal reference.

Name (print) ____________________________

Signature ______________________________

Date:        ______________________________
