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P a r e n t H a n d b o o k P o l i c i e s a n d P r o c e d u r e s

W E L C O M E
Welcome t o [Ko lo r fu lwor lds ] . T o faci l i tate greater understanding between us, we have created this

handbook. I t covers the chi ldcare philosophies, business policies, and expectations. In order to make our

relat ionship as enjoyable as possible, the fo l l ow ing pages contain mutua l l y benef ic ia l requirements, wh i ch

are necessary to ensure that there are no misunderstandings between either party. Please read this

handbook careful ly, and feel free to discuss w i t h me any questions that you may have.

M I S S I O N S T A T E M E N T
Kolorfulworlds mission is to provide high quality, developmentally appropriate childcare for children
with the focus on the individual child?s age and ability to stimulate social, cognitive, physical and

emotional growth, through play-based learning curriculum.

P H I L O S O P H Y S T A T E M E N T
K o l o r f u l w o r l d s phi losophy
A ch i ld?s i m a g i n a t i o n w i l l lead t h e m to b e fu tu re stars

*Ko lo r fu lwor lds . W e bel ieve in foster ing children?s natural learning abil i t ies. Meet ing them hal fway

every ch i l d has the i r own learning pathway. W i t h supported educational toys, science, art, dance and

music. B r i ng ing the fun back into learning. When a chi ld is happy and feel safe, they learn at the i r

capacity.

G O A L S
Our goals is to keep on providing affordable care for families. We are working hard towards children to
become and prepping them until they reach school age. Building and guiding children fostering

I N C L U S I O N S T A T E M E N T
In compliance with state and federal regulations, applicants are considered without regard to race, color,
national origin, creed, religion, gender, disability, or handicap. [Kolorfulworlds] wi l l maintain and

conduct all practices relating to enrollment, discipline, and all other terms and benefits o f childcare
services provided in a manner that does not discriminate against any child, parent or family based on race,
color, religion, national origin, sex, or handicap. We wil l always strive to maintain a barrier free physical
environment to enhance the educational experience o f all children in our program.



CONFIDENTIALITY
[Kolorfulworlds] maintains all personal information in strict confidence. We understand that while caring
for your child, you may share confidential and private information with us. We respect the privacy o f all
the children and families we serve. We take this responsibility seriously. The use or disclosure o f all
information pertaining to families shall be restricted to authorized personnel strictly on a need-to-know
basis.

C O M M U N I C A T I O N
Communication is very important to us. When we accept a new family into [Kolorfulworlds, we like to be

sure that we can share openly any concerns or question that may arise. It is important that there is a
similar childcare philosophy between us. Parent communication is important for the development o f your
child. Please keep us informed o f any problems you may be having at home that could affect how your
child acts or behaves. We welcome questions, feedback, or discussions o f any kind that are oriented
towards a positive outcome for the child (ren).

I N F O R M A T I O N FOR PARENTS
Should we have any in format ion f o r you, it w i l l be posted on the parent board or given at the po in t o f

p ickup f o r the ch i ld either verbal ly or in wr i t ten form. [type in how you w i l l share informat ion for parents

here]

V I S I T A T I O N P O L I C Y
Y o u are welcome t o observe and vis i t [Ko lo r fu lwor lds ] wh i le you r chi ld is here. Parents, please

understand your presence can disrupt the other chi ldren and your chi ld(ren) might th ink it is t ime to go

and get upset when you leave. We want to make sure to prepare them the best we can, so we are asking

that you schedule ahead o f t ime for a 30-minute observation t ime. Y o u are asked to avo id v is i t ing dur ing

rest t ime as much as possible. I f you must p ick up at naptime, please send a tex t message so that w e can

prepare you r ch i ld to leave. Dur ing pandemics or any type o f emergency declaration, [Ko lo r fu lwor lds ]

w i l l l i m i t v is i tat ions in order to ensure the health and safety o f ourselves as we l l as the chi ldren in our

care.

HOURS OF OPERATION
Normal hours o f operation are Monday- Friday from 7:00 a.m.-5:00 p.m. You are still responsible for
paying all fees for your childcare each week regardless o f whether you come or not. Your fee is based on

the spot, not the hours that [Kolorfulworlds] is open.

M A X I M U M N U M B E R OF C H I L D R E N PERMITTED
[Kolorfulworlds] is permitted to have a maximum number o f 16 total kids with no more than 8 under the
age o f 2 years old. Many o f the forms completed at the time o f enrollment are required to make sure files
are up Enrollment forms are reviewed on a regular basis to ensure your child?s file is up to date.

D I V O R C E RECORDS/ CUSTODY AGREEMENTS
Divorced parents are required to provide a copy o f custody papers to be kept in the child?s file. Without
custody papers, we have no legal way o f preventing the child?s non-custodial parent from removing them
from the childcare home. I f we do have copies o f papers, we can call the police i f the non-custodial parent
shows up and tries to take the child.

LIABILITY



Parent agrees to be responsible for any damages to [Kolorfulworlds} real/personal property or to the
property o f another child at the childcare caused by his/her child. Parent agrees to repair or replace said
property promptly. It is very important for parents to prepare us ahead o f time about any behaviors that
your child may exhibit.

CLEANLINESS & H Y G I E N E
[Kolorfulworlds] does their best to maintain strict cleanliness and hygiene standards. Children should
arrive at childcare dressed, clean, and in a clean dry diaper or pull up i f potty training and ready for the
day, including wearing shoes. Children should be dressed accordingly to the weather.

INSURANCE

(Kolorfulworlds] has insurance

D A I L Y SCHEDULE
A schedule helps the day to f l o w smooth ly ; it a l lows the chi ldren to anticipate coming events, and aids in

achieving a var ie ty o f goals. There w i l l be t imes when w e must adjust the schedule. Infant?s schedule is

indiv idual ized to the i r needs. W e w i l l provide your ch i ld wi th tender lov ing care, understanding, patience

and guidance.

E N R O L L M E N T P O L I C Y
There are several forms that we must have completed in our possession before we can assume the

responsib i l i ty o f caring for your chi ld. The types o f forms that are needed are l isted on the fo l l ow ing page.

Th is is to ensure that you r ch i ld w i l l get the very best care possible f rom [Ko lo r fu lwor lds ] . Comple t ion o f

a pre-enrol lment informat ion packet is required f o r each chi ld.

The Forms are as fo l lows:

® C h i l d Enro l lment & Heal th Form

e Signature o f Acknowledgement o f Policies
e Diapers, Creams/Ointments Form
e Medica l Statement Form
e Permission to Admin is te r Medicat ion
© Social Media /V ideo/Websi te Permission Form

e Field T r ip Permission f o r Ch i ld Care
Sse Swimming Permission Form

e

Parents must have at least one visit to [Kolorfulworlds] to become familiar with us and the services
provided. We believe that children, providers, and parents do best when everyone participates in ?get-to-

know-you? sessions prior to the first day o f care. This helps children get used to the provider and allows
parents plenty o f time to ask questions. It also helps everyone feel more comfortable with the situation.
This benefits the child by allowing us to approach the first day o f care with ease which helps reduce stress

for everyone. We would prefer that the first visit be with your child present. You are required to keep me
informed o f any change in address, telephone numbers, and other pertinent information listed on any/all

the above forms.I f you have any questions regarding the completion o f these forms, please feel free to
ask,

ADDITIONAL ENROLLMENT INFORMATION



Upon written request o f the child?s records [Kolorfulworlds] wi l l transfer all documents to another
provider or the caretaker wi l l receive their child?s records within 14 days, when a child leave

[Kolrofulworlds].

GU IDEL INES FOR A R R I V A L S
I t is normal for your chi ld to cry on arr ival, especial ly f o r the f i rst few weeks. The cry ing usual ly stops

w i t h i n seconds o f you r departure. Please be in contro l o f your ch i ld dur ing drop o f f and p ick up t imes.

Th is is a time o f testing when two di f ferent author i ty f igures are present and this situation w i l l be tested at

one t ime or another to see i f the rules sti l l apply, i f you r ch i ld misbehaves dur ing transit ion t imes, please

correct the i r behavior. We w i l l remind you r ch i ld i f inappropriate behaviors are being displayed. Chi ldren

o f all ages adjust to transit ion f rom one act iv i ty to another di f ferent ly . M o s t do not l ike to be rushed and

most do not l ike to wai t too long once they?re ready to depart. I f y o u r ch i ld is schedu led to a r r i v e f r o m

a n o t h e r p r o g r a m / a c t i v i t y a n d does not a r r i v e w i t h i n 30 minu tes , w e w i l l f o l l ow up w i t h a cal l , tex t ,
o r e m a i l t o verify i f t h e c h i l d w i l l a r r i v e t o d a y c a r e f o r t h a t day, t u i t i o n i s s t i l l r e q u i r e d .

Attendance records shal! be maintained b y the provider. The records shall indicate the hours o f chi ldcare

service prov ided for each chi ld. In format ion shall be stored in the child?s fi le.

GUIDEL INES FOR RELEASING C H I L D R E N

[Kolorfulworlds] wi l l release child only to those that are listed on the child pick-up authorization form:
(1) Parents with legal and/or physical custody or to child?s legal guardian.
(2) Or welfare workers with proper authorization.

Anyone picking up the child that [Kolorfulworlds] staff does not recognize w i l l be required to provide
their driver?s License/ID card and must be listed on the alternate pick-up list. Telephone permission wi l l
not do. We must be notified in advance with written instructions i f your child is to be released to someone
that is not previously authorized. We assume responsibility for your child only while he/she is on our
property. * I f the person picking up their child appears to be under the influence o f alcohol or drugs,
another authorized person wi l l be called to pick up both the child and the adult.

C U R R I C U L U M

(Ko l ro fu lwo r lds ] uses Kids T h i n k Curr icu lum wh i ch provides developmental ly appropriate learning

opportuni t ies to encourage you r chi ldren to be confident, successful, l i fe- long learners. The activi t ies,

games, and experiences are all formulated to engage a child?s natural curiosity and provide a foundat ion

f o r l i fe long success. W e D O N O T c o n d u c t any f o r m a l assessments c u r r e n t l y . [Th is w o u l d be the

area t h a t you p u t t h e t y p e o f c u r r i c u l u m t h a t you a r e us ing f o r y o u r ch i l d ca re p r o g r a m ]

PARENT/PROVIDER CONFERENCES
A time may come when we may need to discuss certain situations. This can be done either over the
telephone. Appointments will also be made.

C H I L D N E G L E C T AND ABUSE
As a Childcare provider, we are considered mandated reporters. We have a responsibility by law to
recognize and report any evidence o f child abuse?abandonment, neglect, and abuse. This is strictly for
the benefit o f your child. [You state name] State law requires that any person living in the state are
required to report immediately to the [your state name] Department o f Job and Family Services, a local
public children services agency, or local police any suspected child abuse or neglect.

SUPPLIES

At, [Kolrofulworlds], parents are required to supply items that are necessary to care for your little ones.

Below is the list o f supplies that we would need from you. Also, keep in mind that if you send your child
in nice clothes, there is no guarantee they wi l l stay clean. An extra set of clothing should be brought to
daycare every day, or you can leave an extra outfit here appropriate for the season, in case o f accidents
with paint, mud, etc. We wil l provide cots, playpens, food, and wipes. I f your child uses formula, you are

required to supply and leave at the childcare.



Labe l all o f the be low i tems:

Diapers/Pull-Ups
Diaper rash ointment/sunscreen

Smal l Blanket

A l l prescriptions (label w i th your child?s name on the prescr ipt ion)

A complete change o f clothes (several dur ing potty learning)

Proper outerwear for ou tdoor play (w in te r and summer)

P A Y M E N T PROCEDURES
Your specific rates will be outlined in your Service and Fee Agreement. The weekly daycare fee is due in
advance every [On or before Friday], with no deduction for absence or holidays. [Kolorfulworlds} wi l l
accept Zelle, cash, check or, money order as a form of accepted payment. I f the weekly fee is not paid, a

late payment fee o f 10 is due. A child w i l l lose his/her spot and wil l not be permitted to return to care
until payment is made in full. After two late payments, you are subject for termination.

A l l tuition fees are due in full regardless o f absences, closed holidays, or suspensions. No refunds are

given for late arrivals, early departures and that also includes children that go home for any illness.

O V E R T I M E FEES
Over t ime fees are paid anyt ime you are late p ick ing up you r chi ld. A 5 charge after a grace period o f 10

minutes late w i l l be assessed per chi ld. I t is important that parents pick up thei r chi ldren on t ime. We

understand job pressures, t ra f f ic , and weather condi t ions occasional ly affect you r ab i l i t y to arr ive on

t ime. I f you are unable t o p ick you r ch i ld up on time, please arrange to have another authorized adu l t

( l isted on the emergency card) do so f o r you. A f t e r 30 minutes o f not hearing f rom you, we wi l l at tempt to

reach you r emergency contacts on fi le, and after 1 hour o f no contact, we w i l l contact the [ N e w Y o r k

C i ty ] Police Department for a safety check.

T A X S T A T E M E N T
[Kolorfulworlds] w i l l supply you with a year-end summary of all daycare fees paid during the year for tax
purposes. This wi l l be given to you in January each year or when services are terminated.

C H I L D CARE SUBSIDIES
Provider wi l l accept families paying for childcare through subsidies administered by the [New York City]
Department o f Job and Family Services. Co-payments are due on or before Friday of each week before
close. The provider shall notify the ACS delinquent i f more than 2 weeks from the date established in the
written copayment agreement. For parents paying for childcare with a childcare subsidy, care will only be

provided for the hours and days that are approved by the agency providing the subsidy. It is expected that
[New York City] Department o f Job and Family Service wi l l pay [Kolorfulworlds] for the care provided.
However, i f the [ACS] program does not pay daycare fees within 30 days after submitting attendance
form, parents wi l l be responsible for fees. The caretaker agrees to pay the provider additional fees
outlined by the provider which exceed those eligible for payment. Such fees may include special events,
late arrival for pick up expenses and absentee days.

PARENTS V A C A T I O N S
There is a one-week vacation period allowed per year (January to January) during which no fee payment

is required for parents. This vacation time may not be carried over to the next year. Parents must notify

[Kolorfulworlds] at least 1 (one) week in advance to vacation dates and must have been in our program



for at least a year. Any childcare fee?s due prior to leaving must be paid in full before receiving credit for

the vacation week. I f payment is not received prior to the vacation a late fee wi l l be assessed and the child
is not permitted to return until payment is made in full.

PROVIDER VACATIONS

The Provider reserves the right to two-week unpaid vacation days each year. Dates o f vacation wi l l be

announced 60 days in advance so that parents can mark them down on their calendar. The Provider has

the right to determine which days these wil l be and payment is not expected from families.

PERSONAL CLOSINGS

Although we wil l do our very best to be available every business day, it is conceivable that we may be

forced to close occasionally due to vacation, illness, or other emergency. We have set aside 5 personal
days for this reason. We realize your need for reliable childcare and wil l attempt to give as much notice as

possible whenever we must close for any reason. I f for any reason, [Kolorfulworlds must close for
personal reasons, parents do not have to pay their tuition fee. Parents are required to have back-up
care in case o f holidays, child illnesses, or any other circumstances in which back up care is
necessary.

C L O S E D H O L I D A Y S

Parents, please respect the hol iday schedule. Please make sure you mark your calendars f o r each day we

have scheduled. Y o u are N O T responsible f o r payments for the week o f a ho l iday that we are closed. N o

cred i t w i l l be given. Parents are responsible for back up care. [Ko lo r fu lwor lds ] w i l l be closed all hol idays

below, and a not ice o f any other days o f f w i l l be g iven we l l in advance:

Thanksgiv ing

Christmas Eve and Christmas Day

M e m o r i a l Day

Independence Day

Labo r D a y

New Year?s Eve and New Year?s Day

RESPONSIB IL IT IES OF T H E PARENT
To help ensure a positive environment for your child, we ask you to:

1. Pay you r tui t ion on time.

2. When leaving, please DO N O T A L L O W children to run out to your car.

3. You are responsible for your child when you pick up.

4. Children must be signed in and out as they arrive and depart.
5. Check your child?s diapers, baby wipe supply and refill at the beginning o f each month or as

needed.

6. Ensure children have the correct clothing according to the season.

7. Ensure medical insurance is up to date.
8. I f you are called to pick up your child, plan to pick up within | hour i f your child is sick or

injured.
9. Update your child?s file (phone numbers, addresses, back up provider, and paperwork i f

applicable)
10. I f we must go to court due to fees, you are responsible for all legal fees and court costs.

I M M U N I Z A T I O N S



Al l children who undergo immunizations must have their immunizations completely up to date before
entering childcare. Parents are responsible for always keeping these immunizations up to date. I f your
child is exempt from immunizations for medical or religious reasons, please submit the form for your
child?s file. Children may not return to care for 24 hours after shots.

B I R T H D A Y S
Each child?s birthday is his/her ?Special Day? and we look forward to celebrating with them. We wil l
have treats and parties on birthday and special! occasions. Al l the children love this, and i t makes them
feel special. Parents are not expected to provide treats, but i f you would like to provide snacks, you are
welcomed to. Please check with us for allergies and give us at least one week?s notice o f your plans.
Cupcakes must be store bought and sealed.

PHOTOS/VIDEOS OF C H I L D R E N
[Kolorfulworlds] may use your child?s photograph, video image, or voice for educational, informational,
and/or public relations purposes, with us without identification by name. I f you do not wish for your child
to participate, please provide a written notice. It is assumed that parent/guardians? consent to their
child(ren) being audio taped, photographed, or videotaped, unless such written notification is received.

E M E R G E N C Y DECLARATIONS, PUBL IC H E A L T H , AND N A T U R A L DISASTERS
Should a situation occur such as a pandemic, natural disaster, or emergency declaration [Kolorfulworlds]

wi l l remain open to families. Tuition is still required each week and is due on or, before Friday before

close. I f you decide not to bring your child during this time, tuition payments are still required as you are

paying for the spot and not attendance. (This is subject to change)

Direc t ion and guidance f rom the Federal Centers f o r Disease Contro l and Prevent ion (CDC) , and local

health department, w i l l be fol lowed. Because pandemics and emergencies are out o f o u r contro l , should a

Situation occur, that w o u l d require closure, payments w i l l N O T be due.

A n y actions, operational, o r po l icy changes that need to be made by [Ko lo r f u lwo r l ds ] in the case o f

emergency declarations, publ ic health emergencies, or natural disaster w i l l be communicated by the

owner and w i l l be updated as needed. Whi le closed, we w i l l cont inue to clean and sanitize the chi ldcare

f o r when fami l ies are al lowed to return.

P O T T Y T R A I N I N G

We are very happy to help your potty train your child i f we both agree to be consistent. The decision o f
when to assist your child with potty-training is a personal one and should be made based on your child?s
signs o f emotional and physical readiness. Both the parents and the provider need to work together to

accomplish your child?s success. During toilet training, your child wi l l nap with diapers or pull-ups.
Children being potty train must bring at least 2 full sets o f clothes and pull-ups. We wi l l provide progress

updates.

R I G H T TO BREASTFEED

A comfortable place with a seat wil l be made available for parents in a private area that enables a mother
to breastfeed her child. (Upon request). Also, parents have the right to provide breast milk for their child
while in care. Formula can be kept at the daycare wi th the child?s initials on it.

REST PERIOD/QUIET T I M E
There wi l l be a time in everyday that your child wi l l be required to ?rest?. While most children wi l l take a
nap during this time, others who do not nap wil l be required to lie down or read silently. Our Rest Period
is from 12:30-2:30pm. Infants and young toddlers sleep on demand. Diapers will be checked every two
hours. Infants shall be placed on their backs to sleep unless the child?s physician signs the ?Sleep Position
Waiver?.



No child is permitted to rest or nap on floor.
Rest or nap areas wil l have adequate light to allow the provider to supervise the children.
Any child who does not fall asleep shall have an opportunity to engage in quiet activities.
Evacuation routes shall not be blocked, and the provider shall have a clear path to each resting
child.

Daily record - The provider will maintain a daily written record for each Infant. This record wi l l be

provided to the Infant?s caretaker daily. The report shall include food intake, sleeping patterns, times and

results o f diaper changes, and information about daily activities. Each infant in attendance wi l l have a
separate crib or playpen that meets the following requirements:

1. Cribs and playpens wi l l be thoroughly cleaned with soap and water and sanitized. The sheet
wil l be changed before use by another child.

Cribs and playpens will be used according to the manufacturer?s instructions.

Cribs and playpens wi l l be used with their mattress supports in their lowest position.

The crib or playpen w i l l be placed in storage in the residence i f the infant to wh i ch it was

assigned is no longer using it. |

PARENT I N V O L V E M E N T

There w i l l be a t ime and ways that you can get invo lved in you r child?s childcare experience. Y o u are

we lcomed and encouraged to participate in any or all o f these. Some examples o f ways to be invo lved
include:

© Help ing to provide treats or other items f o r our parties

e Graduation party no ceremony (volunteer to provide treats)

M E A L S

Nutr i t ious meals w i l l be served to chi ldren one year and older at no extra cost to you. Chi ldren are fed

nut r i t iona l l y da i ly . There w i l l be a breakfast snack for those that stay overnight, breakfast, lunch, dinner,

and 3 snacks served during the t imes below: N o outs ide foods are a l lowed. Foods w i l l be stored and

served in a safe and sanitary manner. A menu w i l l be posted in a vis ib le place f o r caretakers to v iew.

M e a l Schedu le

B reak fas t : 8:30 a.m.

A M Snacks: 10:30 a.m.

Lunch: 11:30 p.m.

P M Snack: 2:40 p.m.

Formula and baby food must be provided for children less than one year o f age. Please do not send gum,
candy or money with our child. I f your child has any known food allergies, you must inform me o f this in
writing the day the child starts. The provider wi l l introduce new foods only after consultation with the
caretaker. The caretaker wi l l need to supply written feeding instructions for Infant's that includes type and
number o f food/ times for feedings. Children with dairy or milk allergies must have a note from their
physician stating they are allergic to dairy or mi lk products. Please notify us o f any allergies on
application as well as during enrollment. Because this is considered a modified diet, your physician will



need to complete the Diapers, Creams/Ointments Form which will, be given to you by the director and

once then returned for your child?s file.

I f breast milk is provided by the caretaker, it shall be labeled with the infant?s name, the date pumped, and
the date the bottle was prepared.

L i q u i d s a n d Foods h o t t e r t han 110 degrees are kept ou t o f the reacho f c h i l d r e n .

W E A P O N S A N D F I R E A R M S

At no time wil l we allow any weapons or firearms o f any kind at [Kolorfulworlds]. This includes, but is
not limited to guns, knives, pocket-knives, swords, stun-guns, pepper spray, mace, nun chucks or other
martial arts accessories, lassos or handcuffs, smoke bombs, etc. This policy also includes all toy guns and

other toy weapons such as plastic swords.

I f you r ch i ld is found to have a gun, any weapon, or dangerous substance in his or her possession whi le in

care, you w i l l receive an immediate cal l f rom us in forming you that you need to p ick up your chi ld

immediate ly . We w i l l require wr i t ten assurance f rom you that you r ch i ld w i l l not ever br ing any guns or

o ther weapons to chi ldcare before we accept you r chi ld for care again. I f this is not provided, the terms o f

th is contract w i l l be voided immediate ly , and no refunds w i l l be given.

W A T E R P L A Y

In wa rm weather, chi ldren may play in a wading poo l or play in a sprinkler. I f a wad ing pool is used, the

wad ing poo l wa l l w i l l be less than eighteen inches high in wal l height. The pool w i l l be emptied and

disinfected after each use. The required ration o f adults to chi ldren wi l l be always met. Parents w i l l

p rov ide a bathing suit and towel wh i ch w i l l be taken home and laundered after each use. Parents must

g i ve wr i t ten and signed permission for the i r ch i ld to participate in water play. The wr i t ten permission w i l l

include: The child?s name and date o f birth, a statement indicat ing whether the child is a s w i m m e r or a

non-swimmer , the locat ion o f any approved of f -s i te sw imming site, and the date or dates that s w i m m i n g

w i l l occur. Th is permission is updated annual ly, o r at the parent?s request.

F I E L D TRIPS
[Kolorfulworlds] wi l l take occasional outings away from the premises. Parents wil l be notified

beforehand as to where we wil l be. Safety rules wi l l be discussed with the children prior to leaving for the
outing. A written and signed field trip permission form will be kept in your child?s file for field trips or
routine field trips. A l l field trips are supervised; a first aid kit and emergency, a working cell phone, the

Child Enrollment and Health Information for, and ( i f applicable) the Child Medical/Physical Care Plan

for each child are taken on all field trips.

Children wi l l be always accounted for: T-Shirts for field trips and Buddy System.

Type o f Transportation for Field Trips: Provider wi l l walk the children to field trips that are near and for
Field Trips that are further away, provider wi l l transport the children in the provider?s van which will
have properly installed car seats and proper insurance.

TRANSPORTATION
[Kolorfulwords] offers transportation to and from field trips. The provider has a valid driver?s license and
insurance coverage. Parents are required to have a written and signed permission slip form which will be

kept in the child?s file.
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Note: When a Quiet Time is used, i t wi l l not exceed one minute for each year o f age, and it wi l l not be

used with infants (children less than 18 months old). Upon the child?s return to the group, we wil l review
the reason for the separation from the group and discuss the expected behavior with the child.

Progress reports wi l l be sent home, parents must sign and return. I f the behavior continues the child wi l l
be dismissed. Infants and young toddlers that do not understand the consequences o f their behavior wi l l
be reminded o f the rules and removed from the situation i f necessary.

C H I L D R E N ? S I N J U R Y

I f your child sustains a minor injury while in our care (e.g., scraped knee), you wi l l receive an Incident
Report outlining the incident and course o f action taken by us immediately at pick up. A signed copy will
be retained on file for at least six months. (Minor wounds, such as cuts, scrapes, or bites wi l l be washed

with liquid soap and cool running water fol lowing by rinsing. A dry bandage may be applied as

appropriate. You wil l be contacted immediately i f the injury produces any type o f swelling, is on the face

or head, or need medical attention. Incident reports wi l l be filled out and kept with your child?s records.
Repetitive problems such as biting may result in requesting that you child be removed from daycare. This
is for the safety o f your child as well as the other children.

ILLNESS P O L I C Y
Prior to child starting a copy of their shot record must be in the child?s file. I f a child?s shot record is not

up to date as the state requires, the parents wil l have two weeks in which to bring their child?s up dated
shot record in or the child can no longer attend until it is brought. Health records must be kept up to date.
It is the responsibility o f the parents to report any seasonal or food related allergies or any changes in
child?s health. It is also the parents? responsibility to keep updated phone and address information for
emergency contact. Failure to do so and we are unable to contact you, your child can or will be dismissed.

We wil l care for children with a common illness such as recovering from a cold, allergies, etc. No child
w i l l be admitted who is obviously ill or has a fever. Any child that becomes ill, including my own wil l be
placed in a room away from the other children. Parents wil l be notified immediately and have one hour
after being called to pick-up their child. I f a child needs medication it must have the original bottle and

physician instructions and a request for administration o f medication must be filled out and signed by the
parent. In the event of a medical emergency, the parent wi l l be notified as soon as possible. Diaper rash
ointment, powder and other topical creams may be applied. (Diaper/Creams/Ointment Form)

In the event you r ch i ld is sent home due to one o f the above condit ions, he or she w i l l not be al lowed to

return to chi ldcare unt i l they have been symptom free for a fu l l 24 hours (and not on fever reducing

medications), o r unt i l accompanied by a signed note f rom your child?s doctor. Please not i f y me as soon as

possible (the n ight before or in the morn ing before the ch i ld is supposed to arr ive) i f the ch i ld is going to

be absent. The fo l l ow ing are things a child should be kept home f o r and or can be sent home for:

Diarrhea (more than 2 loose stools)
Sever coughing, which causes the child to become red and blue in the face and making a

whooping sound, Consistent nose drainage.
Dif f icult or rapid breathing a sti f f neck.
Yellowish skin or eyes, unusually dark urine and/ or gray, white.
Conjunctivitis (pink eye)
A temperature o f 100.0 degrees F or higher in combination with other signs o f illness.
Untreated, infected skin patches



© One o f more episodes o f vomiting
* Untreated communicable disease

M E D I C A T I O N S
Parents are required to f i l l out proper forms and to supply all medications in their original containers. The
medication must be in a clearly labeled child-proof container. For medication to be given, the permission
to administer medication form must be completed by both the parent and the doctor or medical
professional and in the child?s file.

(Kolorfulworlds] wi l l not deliver medication, food supplement, medical food, or topical product until
after the child has received the first dose or application at least once prior to our administering a dose or

applying the product, to avoid unexpected reactions. Al l prescription medications must have been

prescribed recently and be clearly labeled with the pharmacy information. Please provide any necessary

droppers, medicine spoons, or other dosing aids. Inhalers should also be in their original outer package

(carton), labeled with your child?s name. School age children may care their own emergency medications
such as an Epi-Pen or Inhaler or their own topical products/ointments with a completed Administration o f
Medication form on file.

M E D I C A L EMERGENCIES
I f emergency services need to be called in order to provide treatment, care and or transportat ion for you r

ch i l d to an emergency faci l i ty , the parent is responsible for any and all b i l ls occurr ing f rom this incident.

In case o f a medical emergency, we w i l l cal l 911 and attempt to contact you immediate ly . I f we are

unable to reach you, we w i l l start ca l l ing the people designated as you r emergency contacts. I f immediate

intervent ion is required, we are cert i f ied in infant, chi ld, and adult CPR and First A i d and w i l l take

appropriate act ion inc lud ing ca l l ing 911] to transport you r ch i ld t o the nearest hospital. W E W I L L N O T
T R A N S P O R T .

Act ions t o be taken b y the provider, employee, and s ta f f in the event o f a general emergency:

C A L L 911 A N D F O L L O W T H E E M E R G E N C Y P L A N B E L O W :

The provider shall send the child?s ?Child Enrollment and Health Information? form with the child who is

being transported to a source o f emergency assistance. A first aid box shall be on the premises and readily
available to the provider but shall be kept out o f reach o f children. I f serious incident/injuries occur, the
?Serious Incident for Child Care? form wil l be completed and this incident report wi l l be given to the
caretaker the same day.

T H E PROVIDER W I L L N O T PROVIDE CARE TO T H E CHILDREN W H O M PARENTS
REFUSE TO G R A N T CONSENT F O R TRANSPORTATION TO T H E SOURCE OF
E M E R G E N C Y T R E A T M E N T . THE PROVIDER W I L L N O T ACCEPT RESPONSIBIL ITY OF
A C H I L D .

SUPERVISION A N D SAFETY P O L I C Y

At [Kolorfulworlds}, we want to assure you as parents that your child's safety is taken very seriously. We
practice safety here. Every child in our home is very important and safety guidelines wi l l be followed at
all times. Below are ways that we are practice safety in our daycare program:



We have installed outlet covers and all cabinets within a child's reach that could possibly pose a

hazard are safety locked.
Smoke detectors are located on each level o f o u r home, a long wi th a f i re ext inguisher.

Monthly fire drills are practiced in the event o f a fire. Emergency weather plans posted.
A list o f emergency numbers is posted by the telephone.

The provider is responsible for the child?s safety while child care is being provided. No child

shall ever be left unsupervised. When children are inside they shall be within sight or hearing o f

the provider at all times. When children are outside they shall be within sight and hearing o f the

provider at all times.

M O D I F I C A T I O N / A M E N D M E N T

Provider reserves the right to modify and/or amend this agreement upon four weeks written notice o f any
changes in the basic rates or services provided. Changes in basic rates/services do not require parent?s

consent, but wi l l be given in writing as an addendum to this parent handbook.

E N T I R E A G R E E M E N T

This agreement, together with those documents specifically incorporated herein by reference, contain the
entire agreement and understanding between the parties as to the subject matter hereof.

I N V A L I D PROVISIONS

The invalidity or unenforceability o f any particular provision hereof shall not affect the other provisions
hereof, and this agreement shall be construed in all respects as i f such invalid or unenforceable provisions
were omitted.

W A I V E R

No right under this contract shall be waived (lost) merely by delaying or failing to exercise it. Consent to
one act shall not be considered consent to any other or subsequent acts. Any waiver o f a default under this
agreement must be in writ ing and shall not be a waiver o f any other default concerning the same or any
other provisions o f this agreement.

G O V E R N I N G L A W

This agreement shall be governed by and interpreted in accordance with the laws o f the State of [New
York State].

REVISIONS TQ H A N D B O O K A N D CONTRACT

[Kolorfulworlds] reserves the right to make changes in rates and policies as we deem necessary. You wil l
be notified, in writing, o f any changes that may occur. Every attempt will be made to give at least a 2

weeks? notice o f changes.

SIGNATURE OF PARENTS/GUARDIAN

SIGNATURE OF OWNER ©



SERVICE A N D C O N T R A C T FEE A G R E E M E N T

CHILD?S NAME: D.O.B FIRST DAY OF CARE:

W r i t e i n your d r o p o f f a n d p ick up t i m e f o r each day o f s e r v i c e t h a t you use:

[Monday _ _ _ ' | Tuesday_ _ ? | Wednesday | Thursday | Friday

P A Y M E N T PROCEDURES
Y o u r speci f ic rates w i l l be out l ined in you r Service and Fee Agreement. The week ly daycare fee is due in

advance every [you r tu i t ion date], w i t h no deduct ion for absence or holidays. [Ko lo r fu lwor lds ] w i l l accept

cash or money order as a fo rm o f accepted payment. I f the week ly fee is not paid, a late payment fee o f 20

is due. A ch i l d w i l l lose his/her spot and w i l l not be permitted to return to care unti l payment is made in

fu l l . A f t e r t w o late payments, you are subject f o r terminat ion.

A l l tu i t ion fees are due in fu l l regardless o f absences, closed holidays, or suspensions. N o refunds are

g iven f o r late arr ivals, ear ly departures and that also includes chi ldren that go home for any illness.

in i t ia l here

O V E R T I M E FEES

Overtime fees are paid anytime you are late picking up your child. A $20 charge after a grace period o f 10

minutes late w i l l be assessed per child. It is important that parents pick up their children on time. We
understand job pressures, traffic, and weather conditions occasionally affect your ability to arrive on

time. I f you are unable to pick your child up on time, please arrange to have another authorized adult

(listed on the emergency card) do so for you. After 30 minutes o f not hearing from you, we wil l attempt to
reach your emergency contacts on file, and after | hour o f no contact, we wi l l contact the [name o f your
state] Police Department for a safety check.

In i t ia l here

PARENT?S REPONSIBL IT IES

Parents/Guardians agree to the parent?s responsibilities that are listed in the parent handbook.

In i t ia l here

Tuition Fee $ Co-Payment Subsidized Fee $

In i t ia l here



By signing this childcare and fee agreement, you are agreeing that you have read, understand, and agree

to adhere to these policies and procedures. Additionally, you acknowledge and understand that the
policies and procedures at [Kolorfulworlds] are legally binding and subject to change without advance
Notice and that any changes made wil l supersede any current policies, procedures, or contractual
agreements, including but not limited to payment and attendance policies, illness policies, and other
operational policies and procedures.

Signature #1 Print Name:

Signature 42 Print Name:



By signing this childcare and fee agreement, you are agreeing that you have read, understand, and agree

to adhere to these policies and procedures. Additionally, you acknowledge and understand that the

policies and procedures at [Kolorfulworlds] are legally binding and subject to change without advance

notice and that any changes made wil l supersede any current policies, procedures, or contractual
agreements, including but not limited to payment and attendance policies, illness policies, and other
operational policies and procedures.

Signature #1 Print Name:

Signature #2 Print Name:


