

“Helping Parents Raise Good, Smart, Healthy Kids One Day At A Time”
Provider : Keishna N. Hamilton

Location: 8220 Golf Links Rd. Oakland, Ca 94605
Phone: 510-635-6884

License : 013417870
I am pleased that you have chosen this program for your childcare needs.  We both have a great responsibility for the health, care and instruction of your child.  You, of course are the primary focus for your child; but during the day and for many hours, I am the support that they depend upon.  I take this role very seriously, both as a professional in childcare and as a way of life.
I provide quality childcare in a loving home- environment for children from 6 weeks to 13 years old.  At Keishna’s Kiddie Corner, children are allowed to be children and families are always a priority.  I believe that family involvement is essential to any quality childcare program and thus I encourage parent participation.  
This program is designed to meet the needs and abilities of each child’s physical, emotional, intellectual and social development.  Our environment is hands-on, educational and of course FUN.  My desire is to assist and encourage each child’s abilities and skills throughout every stage of their development.  Your child will have a safe, clean, healthy place to grow and learn.

Children learn through play.  I try to provide many opportunities for them to discover things about the world they live in.  Children are really very bright and need to be treated as special little individuals with much to share.  Each child brings a new and exciting personality to my daycare and I try not to stifle their personality, but to nurture it and help them with socialization skills, and guide them in areas where they need guidance.
The following information has been complied to familiarize you with the policies and procedures of this program.  Please read this handbook to ensure that you understand all items, and feel free to ask questions about any material that may be unclear to you.  Please keep your copy of this handbook easily accessible so that you can refer to it often as questions arise.  When done reading, please complete the form on the last page and return to me.








Keishna Hamilton
Arrival & Departure:
· All children must be brought into the daycare home by an adult each day and will only be released to an adult.  No child or adult is allowed inside my home without my permission.
· Please inform me of any pertinent information when you drop off your child (i.e. medicine given, woke up early, last feeding, etc.)
· Children are to arrive each day clean, dressed and with combed/groomed hair.
· You are required to notify me or my staff by the beginning of your contracted hours if your child will not be coming for the day or will be arriving late.  If your child needs to be picked up early for a doctor’s appt., etc. please call ahead so that I may have your child ready for you.  
· NO CHILD WILL EVER BE ALLOWED TO LEAVE MY HOME WITH ANY PERSON NOT AUTHORIZED BY THE PARENT. A driver’s license is required prior to any child being allowed to leave my home with anyone that I am unfamiliar with.
Changes
Families frequently have changes- new home, new jobs, and new telephone numbers.  Please keep me informed.  Accurate information is critical for efficient, professional handling of emergencies.  You are required to inform me if you are at any other location than what is listed on your emergency form and to provide a telephone number for that place.
Child Abuse/Neglect

I will notify Child Protective Services or the local law enforcement officials by telephone when it appears that a child is being seriously neglected or abused, no exceptions.

Children’s Absences

There will be no refunds or adjustments made to your childcare fee for your child’s time missed due to illness, holidays, or days off.  A space is reserved for your child and cannot be filled on a short –term basis.

Clothing

· This program is designed to keep children active- both indoors and out.  Children should wear appropriate clothing to accommodate the activities they will be involved in.  Please do not dress your child in his/her “Sunday Clothes” and expect them to stay clean.

· I will take reasonable precautions not to allow children’s clothing to become “damaged” during messy activities.

· An extra set of clothing must be left at the center at all times for all children.
· I am not responsible for lost or damaged clothing, but will take measures to make sure that your children’s clothing are kept safe.
Communication

· Communication is very important to me.  When I accept a new family into my home, I like to be sure that we can share openly any concerns or questions that may arise.  It is important that there is a similar childcare philosophy between us.

· I welcome questions, feedback, or discussions of any kind that affect a positive outcome for the child.  Sensitive issues will be discussed outside of regular hours either by phone or at a scheduled conference.  

· You may call me between the hours of 6:00 am and 9:00 pm, or evening hours if your child is in my care at night.  If you are calling during the day, please be aware that I may be busy with the children and may not be able to answer the phone.  If you will eave a message on my voicemail, I will call you back as soon as possible.

Days & Hours
· I will open when children are scheduled to attend.  Your specific hours will be outlined in your childcare contract.  I require two weeks notice if you need to change your contracted hours.  I also reserve the right to terminate care if the new hours will not work well for my childcare business.

· Children may be allowed to arrive earlier or stay later if prior arrangements have been made.

· In cases of emergencies or other problems, which may hinder you from picking your child up on time, I would appreciate a phone call.  Based on the situation, I will determine if add’l fees are due at time of pick up.  (see Late Fees)

Emergency Drills

· Emergency drills will be held periodically to acquaint the children with evacuation procedures.  This may make quite an impression on your child the first time a drill is held, but your child will soon become accustomed to it and know just what to do in the event of an emergency.
· Fire drills will be practiced each month.

Enrollment Requirements

Before any child may participate in this program the parent must complete and return the following forms. *NO EXCEPTIONS! The forms are as follows: Childcare Handbook, Childcare Contract, medical Authorization Form and other state mandated forms incl. in your packet. It is very important that you complete these forms thoroughly to help me meet your child’s needs.  I will also need immunization records for each child.

Equal Opportunity Provider

Keishna’s Kiddie Corner is an equal opportunity provider.  Applications for enrollment are accepted without regard to race, color, sex, age, disability, religion, national origin or political belief.

Extended Absence

In cases of your potential absence, of more than 2 weeks, due to maternity leave, summer break, or extended leave from your job, I will require ½ of your weekly tuition for the entire time of your absence to hold your child’s position.  I must receive at least a 2 week written notice.
Field Trips

Children may participate in field trips at various times throughout the year.  Parent approval will be requested prior to the field trip.  Occasionally, there may be fees related to trips to cover entry fees, on-site refreshments, etc.  Most trips will be during the summer break for school age children to participate.

Food & Nutrition
· Parents must supply infant formula and baby food for children under 1 year of age.

· Menus will be posted on the Parent Board.  

· Whole Milk will be served to children over 12 months of age.

· Breakfast is served between 8:00 am and 8:30 am.

Morning snack is served between 10:15 am and 10:30 am
Lunch is served at 12:00 pm


Afternoon snack is served between 3:15pm and 3:30pm


Dinner is served between 5:30 & 6:30 pm.

· If you arrive after these times please feed your child at home.

· No food or candy may be brought from home except for food brought for special days and parties.

Guidance & Discipline

· The program’s goals are to promote independence, autonomy, self-esteem, and caring towards others and the physical environment.  
· We use redirection when possible.  This means that if a child is in a potentially harmful situation to hi/herself or to another child, I will remove him/her and try to get the child interested in something else.
· Timeout ( a quiet, relaxed, neutral break; a cooling off period for the child to regain self-control) is used when a child is loosing control and refuses redirection- for example, acting aggressively, throwing a tantrum, complete defiance.
· NO ONE INCLUDING THE CHILD’S PARENT, IS ALLOWED TO SPANK, HIT, BITE, SHAKE, YELL AT, OR CAUSE ANY PHYSICAL OR EMOTIONAL HARM TO ANY CHILD WHILE ON THESE PREMISES.  No Exception!  If these are the only ways to handle a child’s bad behavior and the child does not respond to time out or redirection we may consider removing the child from the daycare environment until he is able to be disciplined without resulting to physical or emotional harm.
Health Requirements

Within one week of admission, I must have your child’s immunization record on file.  It is important to keep in mind that, in compliance with state laws, these forms must be updated from time to time.  Please bring me a copy of your child’s shot record each time they go to the doctor and receive new immunizations.

Illness

I reserve the right to temporarily deny any child admittance, or to require early departure should symptoms become apparent during the course of the day, for reasons of obvious illness including, but not limited to, a temperature of 101 degrees and /or symptoms and signs of possible severe illness.

· Please keep in mind that when small children are not feeling well, the thing they need most is TLC from mom or dad.

· If a child ids too ill to participate in “regular” daily activities, he/she is too ill to be left at the center.

· If your child has a runny nose or a bad cough, you must provide medicine to control the symptoms and complete a medication permission slip.  A green discharge or uncontrollable coughing will require a note from the physician to participate.

· PLEASE SEE UPDATED ILLNESS POLICY FOR SPECIFICS ON TYPES OF CONDITIONS AND RULES ON ADMISSION WHEN ILL.
Injuries

· I will make every effort to ensure the safety of your child while in my care.  Unfortunately, minor accidents may occur.  Parents are responsible for medical bills, which may arise from a minor accident.

· I will notify you immediately of any illness or accident, which requires first aid treatment.

· In case of a serious accident or injury, I will make every attempt to contact you immediately.  If I cannot reach either parent, I will call the emergency contacts listed on the enrollment form to make the medical decisions for your child.

· If I feel the injury is life threatening, I will call 911 or take your child to the nearest hospital.

Late Fees

You are scheduled for childcare for the hours listed in your Childcare Contract. If you drop off earlier or pick up later than your contracted times, you will be charged an early/ late fee.  There will be a late fee of $5.00 per minute beginning the first minute a child is left at my home prior to or past their contracted time.  This fee is due when the child is picked up or before the child is brought back to daycare.  NO EXCEPTIONS.  This rule applies to all parents, including those of subsidy programs.  If overtime is prearranged the charge will be 1.5 times the normal part time rate per hour.  Habitual tardiness may result in termination.  Please understand that I have a family also and enjoy spending time with them.    
Medication

I cannot administer medication to any child without an instruction form signed by the parent or child’s physician.  Any deviation from the recommended dosage (prescription or over the counter) must be authorized, in writing, by the child’s physician.

Open Door Policy
· I maintain an open door policy for all parents.  Parents are welcome to call or drop in any time during regular childcare hours.

· I would appreciate you taking into consideration my schedule when dropping in or calling, and remember that visitors usually cause the children to react in an excited manner that does not normally occur when I am alone with the children.

Outdoor Playtime

Children will play outside in the yard as weather permits.  It is important for children to have fresh air and new worlds to explore, and a wider field of play.  Please dress children for the possibility of outdoor play (i.e.  no dressy clothes).

Parent Bulletin Board

You will find the current month’s calendar, birthday list, current list of paid holidays and vacations, list of emergency numbers, and other pertinent information.  Please check this board on a regular basis.

Parties

A birthday is a special event in a child’s life.  Children enjoy sharing this exciting day with their friends.  We are happy to have you participate with us on that day.  Please provide a cake and all sweets for the party.  You may also bring decorations, and I can provide cups, napkins, plates and silverware.  We will also have parties at Christmas, Halloween, Valentines Day, etc. You may be asked to bring party goods for the children.  
Pictures

Professional pictures may be taken at various times throughout the year.  No one is obligated, at any time, to purchase these pictures.  I will take candid pictures of the children at various times during the day and/or on field trips to use for “me projects”.
Substitutes

I may employ a substitute caregiver, if necessary.  These caregivers will: be trained in these policies; have current CPR & First Aid; must pass a criminal history check; be familiar with the children before being left alone; and be someone that I know and trust.
Supplies

The following supplies, according to the child’s age, should be marked with the child’s name and left at the Center:  Tylenol, Orajel, complete change of clothes, wipes, diapers, pacifier, bottles, burp rags, etc.  A notice will be sent home when more supplies are needed.  If it becomes necessary for me to purchase supplies and/or requested items for your child, you will be billed.
Termination

· I reserve the right to re-evaluate any child or family’s continued participation in this program to determine that the program can adequately meet the needs of the child or family.

· I reserve the right to enforce these policies at will.  Lack of enforcement of a certain policy, at any given time, does not indicate that a particular policy is no longer in effect.

· Termination may be required for excessive and/or uncontrollable biting, inappropriate language, destructive or harmful behavior, etc.  Unless the child is an immediate danger to himself or the other children a two weeks notice will be given should withdrawal of the child be required.
· Termination may also be required if a parent does not abide by the policies set forth in this handbook.  Excessive breaking of policies will result in withdrawal with a two week notice.

Toilet Training

I do not begin potty training a child, until parents begin at home.  I will notify you if I feel a child has entered the toilet training phase and you have not yet begun the process.  I ask that during this time, you provide at least one complete change of clothing, including socks, and an adequate supply of training pants or pull-ups for your child.  Pull –ups are required until the child is completely toilet trained.  Clothing for this stage should be selected for easy on and off.  
Toys from home

No toys may be brought from.  Children tend to be very interested in a “new toy” and the owner is usually less than happy to share his toy with everyone.  I will not be responsible for lost or broken toys.  Please don’t make me be the bad guy!

Transportation

I will take all possible precautions when transporting the children.  All children must wear a seat belt.  Car seats will be provided and used when age appropriate.

Trial Period

There is a four week trial period for each child, beginning the day your child actually begins care.  This is to ensure harmony throughout the Center.  It is important that we all have a working relationship with total cooperation from children and parents.  Either party may terminate this agreement within this trial period, with 24 hours notice, with or without cause and no notice will be required.  No pre- paid fees will be refunded upon cancellation by the parent during the trial period.

Tuition, Fees, Deposits, Refunds

· Your specific rates will be outlined in your Financial Agreement.  Tuition is due at 5:30pm on Friday for the following week.  A late fee of $10 per day, including Saturdays and Sundays, will be added to any payment not received before 5:30 p.m. on Friday.  NO EXCEPTIONS!  Tuition, including all late fees, must be paid on or before the following Monday or care will no longer be provided.  

· If your child will be absent on Friday due to vacation, holiday, etc. you are responsible for payment on the last day that your child will be in attendance.  Otherwise, late fees will begin at 5:30 pm on Friday.

· A supply fee of $25 per child will be due at the time of enrollment, as well as January 1st and June1st of each year.

· A non- refundable security deposit equal to one week’s tuition plus the supply fee is required to reserve a space for your.  This week’s tuition will be credited to your child’s last week in my care.

· In order to reserve a space for more than two weeks, you must pay ½ the regular weekly fee for each week your child is not yet in attendance.

· No refunds will be given for tuition or other fees paid, for any reason, except as stated in “Closings”

· I reserve the right to change tuition rates with a thirty- day notice.

· A fee of $25 will be charged on all returned checks.  If more than one check is returned, service will be continued on a cash only basis.
Vacation & Holiday

· I will be closed for 4 total weeks of paid vacation, which will be posted on Jan 2nd of each year.  If the dates change you will receive at least 30 days notice, if possible.  I will notify you as soon as possible if I will need to be closed due to illness.
· I will be closed on the following paid holidays: 

1 day for New Years, Martin Luther King Day, President’s Day, Memorial Day

Independence Day, Labor Day, Columbus Day, & Veteran’s Day

2 days for Thanksgiving & Christmas  

· Exact dates will be posted on the Parent Board.

· Parents may want to secure a back up provider in cases of emergency.  If it becomes necessary for me to close due to family reasons such as death in the family, etc.  I will provide a list of alternate providers and will refund ½ the tuition paid for the time closed.

· Each child will be allowed two weeks of vacation annually, at ½ the regular tuition, if the child does not attend for the full week.  I must be notified in writing at least 2 weeks in advance. (More notice is greatly appreciated.) 
A child must be enrolled at least 90 days prior to taking a vacation week.  Twelve months following the child’s enrollment date is considered the annual year for these purposes.




Verification of Legal Custody

I must have, on file, a copy of the court order recognizing the parent who has custody of the child.  Otherwise, I have no choice except to release the child to his/her parent with proof of such.

Visitors

Parents are encouraged to visit and participate in this program.  Any other visitor must have prior approval by the appropriate parent and myself and will be accompanied by me at all times.  No smoking is allowed on these premises.  No one who is a danger to the children will be allowed on these premises.  

Volunteers

All volunteers must be orientated and agree to follow these policies and procedures.  Regular volunteers will be required to pass a criminal history check.

Withdrawal

Parents may terminate this service by giving two weeks notice in writing.  Earlier notice, if known, would be greatly appreciated.  You are responsible for two weeks tuition whether or not you give the required notice.  Absences of more than one week without notification or payment of tuition will result in automatic withdrawal.  You will still be responsible for the two weeks of tuition.  Re-admittance will include all back pay including late fees and a registration fee. 
Parent Handbook Acknowledgement
Keishna’s Kiddie Corner

License # 013417870
I/we have read and do understand and agree to abide with all policies and procedures as described in the “Parent Handbook”  I/We also understand that Keishna N. Hamilton, providing 30 days notice to me/us, may change the contents of this handbook at any time.  I/We have received a copy of this handbook.  (Please sign and date below)

___________________________________

_________________

Mother’s Signature




Date

                 ____________________________________

_________________
                 Father’s Signature





Date

     ____________________________________

_________________


     Childcare Provider’s Signature



Date
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