Parent Handbook

Introduction
Welcome to Almost Home Infant Child Care.  Please read this handbook carefully.  It covers very important policies and procedures that pertain to the care of your child.  If you need clarification with any of the content, please let us know.

Here at Almost Home, we believe that your infant is a unique individual.  

Your child will receive love and personal care and attention that will allow him or her to develop their skills and their own pace.  We achieve this by providing the following:

· We treat each and every infant with respect and dignity.

· We help them to develop trust in themselves and those who care for them.

· We employ enthusiastic get-on-the-floor teachers, who have a true desire for nurturing and teaching your child.
· We provide the tools and resources necessary for your child to develop their intellectual, social and emotional skills; as well as their fine and gross motor skills.
· We believe that baby’s first years are critical to their success later on in life.  Because of this we will be keeping you informed on your child’s progress and development.

We look forward to getting to know you, and being a part of your child’s first year.  If you ever have any questions, concerns, or suggestions, please come to us at any time.  We are here for you and your baby.

Center Policies
Hours of Operation

Almost Home Infant Care will be open from 7 AM to 6PM, Monday through
Friday, with the exception of certain holidays.  We celebrate the following holidays on the actual date.  If the holiday falls on the weekend we will be closed on the Monday after or the Friday before.

Our holidays are as follows:

New Year’s Day

Memorial Day

Fourth of July

Labor Day

Thanksgiving Day and the Friday after

Christmas Eve

Christmas Day

You will be notified in advance of holiday closings.  Full tuition is charged for those weeks in which a holiday falls.

Enrollment

Enrollment is available to all children six weeks until 12 months of age, based on open spaces within the center.

No child will be refused enrollment based on race, color, creed or sex.

KRS 199.898 Rights for Children

199.898   Rights for children in child-care programs and their parents, custodians, or guardians — Posting and distribution requirements.
(1)    All children receiving child-care services in a day-care center licensed pursuant to KRS 199.896, a family child-care home certified pursuant to KRS 199.8982, or from a provider or program receiving public funds shall have the following rights:
(a)    The right to be free from physical or mental abuse;
(b)    The right not to be subjected to abusive language or abusive punishment; and
(c)   The right to be in the care of adults who shall meet their health, safety, and developmental needs.
(2)    Parents, custodians, or guardians of children specified in subsection (1) of this section shall have the following rights:
(a)   The right to have access to their children at all times the child is in care and access to the provider caring for their children during normal hours of provider operation and whenever the children are in the care of the provider;
(b)  The right to be provided with information about child-care regulatory standards, if applicable; where to direct questions about regulatory standards; and how to file a complaint;
(c)  The right to file a complaint against a child-care provider without any
retribution against the parent, custodian, guardian, or child;
(d)  The right to obtain information from the cabinet regarding any type of licensure denial, suspension, or revocation of an operator, and cabinet reports that have found abuse or neglect by any child-care provider or any employee of a child care provider. Identifying information regarding children and their families shall remain confidential;
(e)    The right to obtain information from the cabinet regarding the inspections and plans of correction of the day-care center, the family child-care home, or the provider or program receiving public funds within the past year; and
(f)  The right to review and discuss with the provider any state reports and deficiencies revealed by such reports.
(3)    The child-care provider who is licensed pursuant to KRS  199.896 or certified
pursuant to KRS 199.8982 shall post these rights in a prominent place and shall
provide a copy of these rights to the parent, custodian, or guardian of the child at the
time of the child's enrollment in the program.

Effective: July 15, 1998
History:   Amended 1998 Ky. Acts ch. 524, sec. 3, effective July 15, 1998. -- Created 1992 Ky. Acts ch. 57, sec. 1, effective July 14, 1992.
Tuition

Tuition payments are due on Monday by 6PM for the upcoming week.  Payments are to be placed in the mailbox on the desk.  If payment is not received, a $5 late fee will be added.  If full payment (including fee) is not received by Wednesday, your child will not be admitted back into the program until full payment is made.

Even if your child is absent for a day or the week, tuition remains the same.  This also includes any holidays that fall within a week.  The center is closed
1 week every year for staff vacations.  The dates will be posted in Jan. Families do not pay for this week.  Families are allowed 1 more week for 

vacations, providing child has been enrolled for 6 months.  Please notify us

when you want to take this time.

Payments & Fees

You may pay by cash, check, or money order.  If you choose to pay by cash, please have the correct amount, as we may not be able to make change.  You will receive a cash receipt for cash payments.  You will also receive a receipt in January for you total tuition paid for the year.

A registration fee of $25 is due at the time of enrollment.  This fee is one time only and non-refundable.

There is a $35 fee for any returned checks.  If 2 checks have been returned at any time, you will be required to pay tuition in either cash or money order.

Closing time for Almost Home is 6PM.  If you pick up your child after 6:01 PM, there will be a late fee of $1 per minute.  This fee is due at time of arrival and should be made in cash.  If you have not called or arrived by 6:30, we will begin calling your emergency numbers.  If we are unable to reach you or the emergency contacts, we will notify the police.

Withdrawal & Termination

We require a two week notification, in writing, if you choose to withdrawal your child.  Failure to give notification will result in a charge against you for two weeks tuition.  If your child is absent for one week without any notification, we will assume you have withdrawn your child and steps will be taken to collect the two weeks of tuition.  We reserve the right to terminate any child or family from the program who does not abide by the procedures and policies.
Day to Day Activities

Arrival

We ask that you contact the center no later than 9:00 if your child will not be present for the day.

Upon arrival please sign your child in on the sheet provided at the desk.

Should your child require medication please fill out the medication authorization form, located at the desk, and give the medicine to a staff member with any special instructions for storage.  Medication must be labeled with your child’s name, and must be in the original container.  We can not give your child medicine without your signed permission.

Daily Schedule

The daily schedule for your infant will be based on the individual needs of your child.  Our staff is responsible for the nurturing and care of each infant.

During the day, activities of free play and individual will be offered.  These activities are created to offer developmentally appropriate experiences for your child in the following areas:
1) Sense of self

2) Social relations

3) Creative representation

4) Movement

5) Music

6) Communication and language

7) Exploring objects

8) Early quantity and number

9) Space

10) Time

Meal Times

Bottles

You will need to provide bottles and caps that are individually labeled.  If using formula please have it prepared in advance.  As we do not provide extra formula, please have enough for the day.  Bottles can not be stored for the next day.  Any formula or breast milk left overnight will be discarded.  Bottles will not be heated in the microwave, as this may produce “hot spots” within the bottle.  Instead bottles and baby food jars will be warmed in a warmer.

Baby Food 

As your baby grows, cereals and jarred baby food will become an integral part of your child’s life.  When your infant reaches this stage, please inform the staff as sometimes your child’s schedule may be a little off and their bowel movements may change when a new food is introduced.  By informing the staff, not only can we share in this exciting step, but we are also alerted to changes with your child. 

When your child becomes ready to have food during the day, cereals and other foods are to be provided by you.  Bowls and spoons will be provided by the center.
Diapers

Your infant will be changed at hourly intervals during the day unless your child is sleeping.  Diapers, wipes, creams, etc. need to be provided by you.  When supplies run low you will be notified on your child’s daily report.

Sleeping

Unless the parent has given written permission, infants will be placed on their backs to sleep in their individual cribs.  Their cribs are provided with a firm mattress covered by a tight fitting sheet and a blanket.  Pillows, bumpers, comforters, stuffed toys, or other fluffy products will not be used in the cribs.
Other Items

Please bring 2 or 3 changes of clothing in your infant’s diaper bag each day.  If your child uses a pacifier, please label with your child’s name.

Health & Illness

At the time of enrollment a current immunization certificate will be needed.

In the event that your child becomes ill during the day, you will be notified to pick up your child.  If your child is sent home for illness, they must be fever-free and/or symptom-free for 24 hours before returning to the center. 
You will be contacted if your child shows any of the following symptoms:

-temperature of 101’ or greater

-vomiting 

-diarrhea (more than 2 in a day)
-discharge from eyes or nose

-rash or skin lesions that blister

-excessive signs of cold, sore throat, runny nose or coughing

Emergency Medical

In the event that any accident or illness occurs that requires more than we can provide, EMS will be called; followed by the parents or emergency contacts.

If a parent can not accompany the child to the hospital, a staff member will stay with the child until a parent arrives.

Please keep your emergency contacts and phone numbers up to date.

Child Abuse Policy

Any suspicion of child abuse will be handled by the Director; documented, signed, and dated.  The proper authorities will be notified at the Child Abuse Center as requested by law.

Discipline

According to Kentucky State Regulations, a child shall not be subjected to 

corporal physical discipline, loud, profane, threatening, frightening, or abusive language or discipline that is associated with rest, toileting, or food.

Since we will be dealing with infants, discipline at this stage will be strictly redirection.  

Departure

At the end of the day, please sign out your child and pick up his/her daily sheet.  This sheet provides information on your child’s day as well as any other information you may need.

If someone besides yourself is picking up your child, we must be notified.  The person (s) who is authorized to pick up your child must be listed on the registration form and must show a driver’s license or another form of photo ID to a staff member before your child will be released.

Other Information

Disaster Plan

If a disaster occurs requiring us to vacate the premises, we will go to the owner’s residence at 4311 Billtown Rd.  We will notify you of our new location.

In case of other disasters, we will follow national or local advisories.

Staff

Our staff are well trained and have had criminal records checks,  child abuse registry checks, TB testing, orientation training, as well as annual 12 hour training in child development.

Healthy Practices

At Almost Home Infant Care, we are firm believers of healthy practices.  Proper hand washing is one of the best ways to combat germs.  All of the staff follows proper hand washing procedures throughout the day – including but not limited to:  

-before and after eating

-before and after feeding a child

-before and after diapering (gloves will also be used)

-after handling or cleaning body fluids

-after wiping noses, mouths, bottoms

-upon entering the center at the start of the day

General Disinfecting

Toys that have been mouthed by the children are disinfected every day throughout the day.  The diaper changing stations are disinfected after every use.  All other equipment, exer-saucers, swings, etc., will be cleaned at the end of the day. The crib sheets and blankets are changed and laundered every Friday.  The mattresses and cribs themselves are disinfected.  The center itself is vacuumed every evening and cleaned throughout on the weekends.  These practices will become more frequent to prevent the spread of germs if any of the children become ill.

Parent Communication

Please remember that we at Almost Home are here for you and your child.  If at any time a question or concern should arise, we want for you to tell us.  Time to time mistakes and misunderstandings will occur.  In order for us to meet our goal as being the best infant child care for your child, we need your concerns, questions, and suggestions.   When this does occur please remember:  

· We want the best for your child.

· We want you to feel satisfied with the care that your child is receiving. 

· Be assured that the teachers will never ‘take it out’ on your child if you have raised a concern.  If anything the teachers will be more conscientious about your issue and try to improve.

· Do not allow concerns to build up.  This puts an undue stress on yourself and your child.

· Sometimes we are restricted by what we can do, but we always want to hear from you.  We promise to seriously listen and respond in a timely manner.

Final Thoughts

“The Price of a Child”

The government recently calculated the cost of raising child from birth to 18 and came up with $160,140 for a middle income family. Talk about sticker shock. That doesn't even touch college tuition. For those with kids, that figure leads to wild fantasies about all the things we could have bought, all the places we could have traveled, all the money we could have banked if not for (insert child's name here). For others, that number might confirm the decision to remain childless.
But $160,140 isn't so bad if you break it down. It translates into $8,896.66 a year, $741.38 a month or $171.08 a week. That's a mere $24.44 a day. Just over a dollar an hour. Still, you might think the best financial advice says don't have children if you want to be rich. 

It's just the opposite.
There's no way to put a price tag on:
· Feeling a new life move for the first time and seeing the bump of a knee rippling across your skin.
· Having someone cry, "It's a boy!" or shout, "It's a girl!" then hearing the baby wail and knowing all that matters is it's healthy.
· Counting all 10 fingers and toes for the first time.
· Feeling the warmth of fat cheeks against your breast.
· Cupping an entire head in the palm of your hand.
· Making out da da or ma ma from all the cooing and gurgling.
What do you get for your $160,140?

· Naming rights. First, middle and last.
· Glimpses of God every day.
· Giggles under the covers every night.
· More love than your heart can hold.
· Butterfly kisses and Velcro hugs.
· Endless wonder over rocks, ants, clouds and warm cookies.
· A hand to hold usually covered with jam.
· A partner for blowing bubbles, flying kites, building sandcastles and skipping down the sidewalk in the pouring rain.
· Someone to laugh yourself silly with no matter what the boss said or how your stocks performed that day.
For $160,140, you never have to grow up. You get to finger paint, carve pumpkins, play hide-and-seek, catch lightning bugs and never stop believing in Santa Claus. You have an excuse to keep reading the adventures of Piglet and Pooh, watching Saturday morning cartoons, going to Disney movies and wishing on stars.
You get to frame rainbows, hearts and flowers under refrigerator magnets and collect spray painted noodle wreaths for Christmas, hand prints set in clay for Mother's Day and cards with backward letters for Father's Day.
For $160,140, there's no greater bang for your buck. You get to be a hero just for retrieving a Frisbee off the garage roof. Taking the training wheels off the bike, removing a sliver, filling the wading pool, coaxing a wad of gum out of bangs and coaching a baseball team that never wins but always gets treated to ice cream regardless.
You get a front row seat to history to witness the first step, first word, first bra, first date, first time behind the wheel. You get to be immortal. You get another branch added to your family tree, and if you're lucky, a long list of limbs in your obituary called grandchildren.
You get an education in psychology, nursing, criminal justice, communications and human sexuality no college can match. In the eyes of a child, you rank right up there with God. You have the power to heal a boo-boo, scare away monsters under the bed, patch a broken heart, police a slumber party, ground them forever and love them without limits, so one day they will, like you, love without counting the cost. 

Author Unknown

Thank you for letting us be a part of your child’s life.

