Crystal Home Care
Policies and Procedures
The following policies and procedures are set forth to provide children with a clean, safe, and comfortable environment where they can play, learn, and grow with guidance and loving care. These policies and procedures will be kept current, made available to parents and used to govern the operations of Crystal Home care. These policies become effective upon acceptance by the parent/guardian and the childcare provider.
Child Care Provider’s Name: Adeola Oyekola
Name of Child Care: Crystal Home Care
Address: 866 Yuma Street SE Washington, DC.
Phone Number: 202-341-3504
E-mail Address: adeola@crystalhomecare.net
Ages Served: 0-5 years
Months of Operation: January- December
Days of operation: Mondays to Friday.
Hours of Operation: 7am- 6pm







Closure Dates
The family day care will be closed on the following holidays:  
Crystal Home care observes State and Federal Holidays. There would also be a Two week winter break. We will also be closed to students on days marked for professional development. Parent/ Guardian would be notified accordingly. Professional developments are important to us because we want to stay abreast of “best practices” for childcare.
Admission Requirements
All necessary enrollment forms must be completed and returned prior to admission. It is the parent’s responsibility to ensure all forms are updated immediately upon changes and at least once a year. Upon arrival at the Home Daycare the parent or adult dropping off the child must escort the child into the home and ensure that the provider is aware of their presence.
Forms Needed
· Parent Handbook
· Policies and Procedures Handbook
· Immunization Record
· Enrollment Forms
· Child Information Card
· Voucher (if applicable)
Childcare fees ($		per		) will be due every Monday, by cash/check. If payment is not received by the due date a late fee will be charged in the amount of $5.00 per week. Multiple late fees could result in immediate termination of your contract and you will lose your position. Returned checks will incur an additional fee of $35.00 along with the late fee. Tuition fees are used to provide the highest possible quality care and learning environment for your child. Childcare fees will automatically increase every September.
The following fees will also apply based on your contract: 
                                                                                                                                                          
· Fees for days your child is absent
· Fees for days the Home Care is closed for emergencies, inclement weather, or professional development 
· An automatic raise in tuition will go into effect each September.

Safety
Parents will ensure that the following safety procedures are in place before dropping their children off in the morning:
· that all nails are clipped and are not sharp
· that children do not have beads in their hair
· that children do not have tiny barrettes or barrettes that fall off easily
· that children have proper clothing and covered toe shoes that would not obstruct their movement in anyway.
A child may not be allowed in to the facility if all the above listed safety measures are not in place.
Discipline
At no time will a child be subjected to physical punishment or shaming; frightening or humiliating methods, or any type of verbal abuse, threats derogatory remarks, or deprivation of a meal or any part of a meal be used. No person, including, but not limited, parents, guardians or family members may use such methods of discipline while on the premises of Crystal Home Care.
Report of complaints/ Unusual Incidence 
When a child sustains injury during care, this is an example of an unusual incidence, first aid care would be given to the child, the spot would be cleaned with cold water and a bandage placed on it to cover an exposed wound, ice pack would also be used if it involves a swollen spot. The parent would be called immediately to report the incidence and an accident report would be filled out by the care giver who witnessed the incidence. If it is an injury inflicted by another child, both 
												
parents would be called to report the incidence but, the names of the children involved would 
not be revealed to the parents for confidentiality. A first-aid kit is at hand in the family day care. Also, on-the-go first aid bag is available for use at anytime and anywhere the children are when they are within the care of Crystal Home Care. When a child has a fever of 100 degrees or more, the child’s parent /guardian would be called to come and pick up the child. The child would not return to the Home Care until the child is free of fever for 24 hours. A copy of the accident report form is included.
All complaints should be directed to the Director verbally in person, by phone or, written, or by email. The director can be reached every day during the operating hours of 7am-6pm, by phone- 202-341-3504, and email: adeola@crystalhomecare.net
Complaints and unusual incidences are to be reported by the family daycare to OSSE: 
Phone number: (202)722-1839
Address: 810 1st street NE Washington, DC.
Emergency Preparedness Plan
The following procedures will be followed in the circumstances listed below:
Fire:  Get the children out of the house, meet at the designated safe place as far away from house as possible, and conduct a head count to ensure all children are safely out. Call the fire department, and call the parents.
Severe weather: Remain calm. Move the children away from the windows. In case of a tornado, have the children place their heads between their knees with their backs to the wall. Listen to the news for weather updates.
Loss of Electrical Power: Remain Calm. Call the power company to report power loss. If in hot weather, open the windows, if possible. In cooler weather, put on warmer clothing or get 
												

blankets out for children. Call the parents if the power will be out for an extended period of time. 
Loss of Water: Have bottled water available for drinking purposes. Call the water department of the city. Call the plumber. If water will be out for an extended time, have water available for hand washing and toileting purposes. Call parents if the water will remain out of service for an extended length of time. 
Serious injury to child: Call 911 or the police. Keep the child calm and comfortable until medical service arrives. Call the child’s parent to report the injury.
The first-aid box and bag are equipped to provide first aid care to children who need it. A copy of the list of items in the first aid kit is included.
Emergency Contingency Plan:  In the case of any other type of emergency, children would be 
transported to Berth Family Childcare on 620 Southern Avenue SE Washington, DC  by car. Parents would be contacted to come and pick up their children there if children have to stay there till the end of the day. OSSE would be contacted immediately. A copy of the Emergency Contingency Plan is included.


Emergency Medical Care
In the event of an emergency with your child, parents will be called, and if necessary the child will be transported by ambulance to the nearest hospital. 
Emergency Closing
In the case of emergencies such as severe weather conditions, natural disasters, like fire/water outbreak, or loss of water/electricity parents will be called to pick up their children and 911 would be called as the case may be. OSSE- Child Care Licensing Specialist and Education Services Monitor (202-727-1839) would be contacted of the emergency closing and an unusual incident report would be submitted to the office.
Administration of Medication
Attached is a Medication authorization form to be filled as needed by the parent/Guardian?
No child will be given any medication, prescription or over the counter medication unless the parent gives written permission. Permission to administer medication forms are to be filled out your child will need medicine to be administered. Prescription medication shall have the child’s name, name of medication, doctor’s name, name of pharmacy, and prescription number, date, and directions for administering. The medication must be in the original container as dispensed by the pharmacy.
Adverse reactions to medication
Parents will be notified immediately of any adverse reactions to medication.
											
Transmittable Disease
Sick children will not be allowed in to Crystal Home Care. If a child has three incidences of diarrhea in a day, the parent would be contacted to come and pick the child up. When a child comes in with a noticeable health issue/transmittable disease, the parent might be contacted to pick the child up or a referral would be given to the parent at pick-up. The child must return with the form completed and signed by the doctor with assurance of good health condition. If a child in care contacts a transmittable disease, the parents of all enrolled children will be notified of the occurrence either by a phone call, posted notice or a written letter sent home. Ill children may return to care 24 hours after symptoms of the illness end which means if the child is sent home with a fever, diarrhea, or vomiting they cannot return until they have been symptom free for 24 hours without the aid of medications.
Parent Notification
Parents of any child who becomes ill or injured while in care will be notified immediately of any illness or injury requiring professional medical attention but which produces symptoms causing moderate discomfort to the child, such as but not limited to any of the following: elevated temperature, vomiting or diarrhea. Special problems or significant developments will be communicated to the parent as soon as they arise.
Unlimited Parental Access Statement
Parents may visit Crystal Home Care unannounced and at any time that their child is in care. Any information requested by the parent concerning the operation of the Home Day Care or the care of the child will be provided to parents. Parents will be provided daily communication (verbal/written) regarding the care of the child, especially with infants, toddlers, and nonverbal children.
Report of Child Abuse and Neglect
Crystal Home Care is a mandated reporter of suspected abuse, neglect, or deprivation of a child’s
daily need. This means the law requires the provider to report any known or suspected abuse, 
neglect, or deprivation to the department of Family and Child Services.  A report would be made to the DC Family and Child Services’ agency -202-607 SAFE (7233), and OSSE- Child Licensing Specialist and assigned Education Services Monitor would also receive the report, an Unusual Incident Report would be completed and submitted.
Drug and Alcohol Policy
Nobody under the influence of Drug and Alcohol is allowed on the premises. No person shall smoke, use tobacco or prohibited substances on the premises. The Family Home Care provider and substitute will submit an annual drug/alcohol testing to OSSE. 

Infant Sleep Position
Based on the risk factors of sudden Infant Death Syndrome(SIDS) all infants will be placed to sleep on the infant’s back unless the home has been provided a physician’s written statement authorizing another sleeping position for that particular infant. All infants will be placed to sleep on a firm, tight-fitting mattress in a sturdy and safe crib with no pillows, quilts, blankets, comforters, bumper pads, sheepskins, stuffed toys, or other soft items in the crib. The infant’s sleeping area will be maintained within a temperature range of sixty-five to eighty-five degrees depending on the season. When an infant can easily turn over on to his stomach, staff shall continue to put the infant on the infant’s back but allow the infant to roll over to his or her stomach as the infant prefers. Positioning device that restrict an infant’s movement in the crib will not be used unless a physician’s written statement authorizing its use is provided for that particular infant.
Notification of Changes in Composition of Household
Notification of changes in the regular composition of the household will be given to parents. Parents will be given notification of anyone regularly on the premises, including but not limited
to, spouse, friend(s), relative(s), or significant other(s).
Notification of others providing Care
Parents will be given notification of the names of any other caregiver, their responsibilities, and the names of the person to be called upon in the case of an emergency. Additional staff will receive orientation regarding these rules; providers policies regarding discipline injury and illnesses, and release of children; the provider’s written plan for handling emergencies; and appropriate information about any child’s specific health needs.
[bookmark: _Hlk527112773]Bullying
Please note that under no circumstance or condition would bullying be allowed on the premises. Yelling, fighting, using harsh/cursed words or accusing the facility, staff, or children of what is not true is prohibited on Crystal Home Care premises. Staff or child found guilty of the above listed acts would be terminated on the spot, and the child of the parent/guardian/child’s family/friend found guilty of the above would also be terminated. 911 would be contacted if the situation cannot be controlled.


I have read and fully understood these policies and procedures. I agree to abide by the above policies and procedures I have received an extra copy of this policies and procedures Handbook for my own records.
Parent/guardian Signature:							Date:
Provider Signature:								Date:
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