
                                                 DAY CARE 

                                         POLICY HANDBOOK 

 

 

WELCOME  
Welcome to my daycare. Since this will be your child’s home away from home, 

I try to provide a safe, caring, homelike atmosphere for your children while at 

the same time providing for their physical, intellectual, emotional and social 

development. Please read the policies of my daycare carefully. 

 

 

    Non discrimination: 
    I well not discriminate in relation to admissions of any child on the     basis of 

race, creed, color, national, origin, religions, sex or disability.      
 

House rules: 

No shoes past the foyer.This mean children and parents. 

The children will be taught by example here, to have respect for themselves and 

each other. They will also be taught to respect my home, property, and possessions. 

 

Any negative behavior will not be allowed. This includes but is no limited to: 

hitting, punching, kicking, biting, standing or jumping on furniture, throwing 

anything in the house, bad language. 

   DISCIPLINE  
My philosophy is that you use discipline to teach a child. I achieve this through 

love, consistency, and firmness. I stress two main patterns of behavior: respect for 

other people and respect for property. The children are explained the rules of the 

child care home frequently, so they are all familiar with the guidelines.  

Please keep in mind that there WILL be disagreements between children. Young 

children, especially, who are not adept at communication have a hard time 

expressing their feelings. Sometimes they hit or throw toys, etc. Although teaching 

children appropriate behavior is what I will be doing, remember that this behavior 

is normal in most cases.  

The following methods of discipline will be used:  

· Encourage children to solve problems themselves 

· Intervention and discussion 

· Re-direction to another play area 

· Loss of privileges 

· Time out 

Should a behavior continue after a few time outs, I will talk to the parent? A 

workable solution can almost always be found. 

 

PAYMENT PROCEDURES  

I am paid weekly. 



Your specific rates will be outlined in your Contract and Rate Agreement. Payment 

is payable in advance and is due no later than drop off time on the first contracted 

care day of each week, unless another arrangement has been agreed upon. If this 

day is a holiday, payment is expected on the previous day. If you go away on 

vacation, payment is due BEFORE you leave. If it is my planned day(s) off, your 

payment is expected BEFORE I leave. In cases of illness, your payment is still 

expected unless other arrangements have been previously made. If I close the 

childcare due to my own illness or emergency, payment will be accepted on your 

first day back to childcare.  

Payments may be made by check or cash, as long as no checks are returned to me 

for non-payment. Checks must be dated for the day they are due, no post-dated 

checks will be accepted. I ask you to consider how you would feel if your employer 

came to you on your expected payday and told you that your paycheck would be 

delayed? I will give you a minimum of two-week's notice of any increases in your 

childcare fee.  

 

TAXES  
I will supply you with a year-end summary of all daycare fees paid during the year 

for tax purposes. This will be given to you in January each year or when services 

are terminated. You may request a statement at any time.  

 

NSF CHECKS  
If a check is returned to me for non-sufficient funds, you will be required to pay all 

fees that I incur as a result of the returned check. Childcare services will be 

immediately halted until full payment of tuition and NSF charges has been made, in 

CASH. In addition, I will only accept cash payment from you from that point 

forward.  

 

HOURS OF OPERATION  
Normal hours of operation are Monday through Friday from 7:00 a.m. to 6.00 p.m. 

Your specific hours will be outlined in your Contract and Rate Agreement. I 

require two-week's notice if you need to change your enrollment hours. I also 

reserve the right to terminate if the new hours will not work well for my childcare 

business.  

     OPEN DOOR POLICY  
I maintain an open door policy for parents. This means that you are always 

welcome to call or drop in to see your children at any time during regular childcare 

hours. You are required to let me know of your presence before entering the 

premises. Knock, and then enter. Open door policy does NOT mean that my door 

will be kept unlocked. I believe that it is extremely important to keep the doors 

locked for the safety of the children. I do not want unwanted or unexpected visitors 

to enter without my permission or knowledge. I also do not want little ones leaving 

the house unsupervised. Your child's safety is my first priority. I would appreciate 

your taking into consideration my schedule when dropping in or calling, and 

remember that visitors usually cause children to react in an excited manner that 

does not normally occur when I am alone with the children.  



 

     SIGNING IN & OUT  
I am required to have all parents sign in and out for pick-ups and drop offs each 

day. A sign in/out sheet, pen, and a clock are located by the door for your 

convenience. This gives me a written record of the child's attendance, hours, and 

the person who brought/picked up the child each day.  

 

ABSENCES  
There will be no refunds or adjustments made to your child care fee for your time 

missed due to illness, holidays, or days off. A place has been reserved for each 

child that cannot be filled on a short-term basis.  

Although I will make every attempt to be available each day, there will be 

occasions when another family member or I are ill and I am unable to provide 

service. You will be notified as soon as possible of any personal or family illness, 

funeral, or emergency. It will be your responsibility to obtain substitute care on 

such occasions and to arrange payment to the substitute. If I am unable to provide 

care for any of these reasons, I will credit your next week of care day per day. I 

strongly suggest that you have a family member, a friend, or a substitute provider 

lined up for the times I am closed due to illness or emergency.  

When I must be away for a short time (1 - 4 hours), backup care will be provided 

by one of my substitute providers. If I am unable to use one of my substitute 

providers then it will be necessary for me to close for half the day or the full day. 

My substitute provider is authorized to carry out the terms of this contract.  

    PERSONAL BELONGINGS  
No toys should be brought from home. Little ones have a difficult time, sharing 

with others, and it is even harder with their own special toys. Exceptions being 

their "lovely" for nap time, which will be put up until naptime, and Show and Tell 

and other special activity days. I am not responsible for any loss or breakage of 

your child's personal items. All personal items must be clearly marked with the 

child's name.  

     MEALS  
I am a participant in the Food Program. Nutritious meals will be served to all 

children ages 12 months and up who are enrolled in this program at no extra cost to 

you. Breakfast is served at 8:00 AM. If you will be arriving later than 8:00 am, 

please see that your child have eaten breakfast prior to arriving. 

There will be a snack served at 10:00 am, lunch at 12:00 pm and another snack at 

the end of quiet time. 

      No smoking is permitted on the premises.  

     ILLNESS POLICY  
Under no circumstances will parents be allowed to bring a sick child to my home. 

Sick children expose other children, as well as myself and my family, to the spread 

of their illness and require additional care and attention that I am unable to give. 

Moreover, sick children want care from their parents in the comfort of their own 

homes. If other children become ill due to exposure to your sick child, either 

because he/she was returned to child care before full recovery or because he/she 

was not picked up promptly upon notice of becoming ill, other parents will be 



unnecessarily inconvenienced. If my family or I become ill due to exposure to a 

sick child, all of the children may need to arrange alternate care, and it is possible 

that I may lose a portion of my income. Because this is disruptive to other children 

and their families, as well as my own, your cooperation on this issue is extremely 

important.  

The following illness policies will be strictly enforced, for the health, well being 

and safety of all concerned.  

 

SYMPTOMS REQUIRING REMOVAL OF CHILD FROM 

CHILD CARE  
Fever: Fever is defined as having a temperature over 98.6°F taken under the arm, 

over 99.5°F taken orally, or over 100.4°F taken rectally. A child needs to be fever 

free for a minimum of 24 hours before returning to childcare; that means the child 

is fever free without the aid of Tylenol or any other fever reducing substance.  

Diarrhea: runny or watery stools, or 2 or more loose stools within last 4 hours.  

* As for infants with fevers and/or diarrhea and as it pertains to teething, I will only 

accept a child with these symptoms back into care after the child has seen a doctor 

and a note is sent from the doctor stating that these symptoms are due to teething.  

Vomiting  

     If your child is out ill regular fees still apply  

   MEDICAL EMERGENCIES  
In case of EMERGENCY, I will administer the necessary first aid. The Stow Police 

Department or Paramedic Unit will be called and your child will be transported to 

the hospital designated on your Emergency Transportation Authorization form. 

YOU WILL BE NOTIFIED IMMEDIATELY. If an ambulance is called to 

transport your child, the cost of the ambulance will be your responsibility.  

I am prepared with emergency caregivers in cases of unplanned absences of short 

duration caused by unanticipated circumstances such as illness or accident. You 

will be notified when an emergency caregiver will be used. If an emergency 

caregiver can not be located, you may be requested to pick up your children.  

   You are responsible for all costs involved in emergency medical treatment, including 

emergency transportation, if required. The owner of BUSY BEE Childcare or my 

family will not be held liable for any sickness/injury of either parent/guardian or child 

while on these premises, or while the child is in the company of me during field trips 

or outings.  

 

FIRE SAFETY  
I have a written fire evacuation plan and practice a fire drill with the children at 

least once each month. In addition, I incorporate fire safety curriculum into my 

program occasionally. My home is inspected regularly for fire safety.   

  TERMINATION POLICY  
I reserve the right to terminate 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 child care after a reasonable amount of time 



· Physical or verbal abuse of any person or property 

· My inability to meet the child's needs 

· Lack of compliance with handbook regulations 

· Serious illness of child or provider 

· False information given by parent either verbally or in writing  

I appreciate as much advance notice as possible when terminating, and will give the 

same courtesy in return. You are required to give two-week's written notice when 

you decide to terminate childcare. The two weeks will be paid in full, regardless of 

whether or not your child is in attendance.  

 

 


