Home Daycare Handbook-Outline

Enrollment 

I. CHILD CARE PHILOSOPHY

II. ENROLLMENT POLICY
a. Required Registration Forms/Forms  
b. Trial Period /Probationary Period 
c. Termination-by provider

i. Notice


ii. Payment

d. Withdrawal-by client

i. Notice 

ii. Payment


e. Waiting list

i. Deposit/Fee

III. HOURS OF OPERATION 
a. Days & Hours  of Operation
b. Days Closed-Holidays
c. Inclement Weather/Emergency Closure

d. Part Time/Full Time Descriptions 

e. Open Door Policy 

f. Signing In & Out 

i. Authorizing Individuals to pick up your Child

ii. Drop-Off procedure 

iii. Late Pick-Up

IV. TUITION FEES/PAYMENT PROCEDURES
a. Payment Schedule

i. When Tuition is Due 

ii. Billing Period (begins/ends)

b. Late Fees

c. Daycare Subsidy

d. Checks

e. NSF Checks

f. Overtime 

Time Off

V. PROVIDER TIME-OFF
a. Back-up Care
b. Schedule Vacation/Holidays 
c. Payment 
d. Maternity/Extended Leave 
e. Notification

VI. CHILD TIME-OFF 
a. Notification

b. Payment 

Health & Well being 

VII. ILLNESS POLICY/HEALTH & SAFETY
a. What to do in the event the child is sick?
b. What is considered ill?
i. Vomiting upset stomach
ii. Diarrhea
iii. Running Roses 
c. Excluded from care 
d. Allergies
e. Steps taken for Injury or illness in care
i. Incident form
ii. Biting policy
iii. Emergency plans 
1. Fire Drills 
f. Medication Policies-Administering 
g. Immunizations 
h. Sunscreen/Sanitizer
i. Smoking on property
j. Reporting Child Abuse
VIII. MEDICATION
a. Permission
b. Administering 
IX. NAP/REST TIME
a. Arrangement 
X. ACTIVITIES & CURRICULUM
a. Daily Schedule 
b. Preschool Programs

c. Water Play

d. Toilet Training

e. Diapering Policy

f. TV Viewing

g. Getting dirty

i. Clothing

h. Pets in care

i. Birthdays/Parties 

j. Photos/Media

i. Release form 

k. Transportation

i. Field Trips 

XI. SUPPLIES NEEDED
a. List of what needs to be provided? 
b. Labeling?
c. Items brought from home

d. Food/Snacks from home 

XII. MEALS
a. What Meals are provided
b. Special Diet 
XIII. BEHAVIOR/DISCIPLINE
a. House Rules
b. Damage
c. Communication 
XIV. REVISIONS TO HANDBOOK AND CONTRACT
a. Updates 
XV. RATE AGREEMENT
