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                                       WELCOME

Welcome to Angels Among Us Day Care, Inc. We are pleased that you have chosen us to care for your child/children. We have several qualified staff members that will be caring for your child(ren). All our staff members have been trained in CPR, and First Aid Certification. All our staff have background checks and fingerprints completed, and a yearly TB Test completed. Every staff member has continuous training yearly on various topics. This helps to keep us updated with social and emotional, best practices, behavior management, nutritious meal patterns, training, health and wellness, and other new areas of interest. Please take time to read all the following information as it will help you learn more about the day care policies and activities.

                                      ADMISSIONS

Angels Among Us Day Care, Inc. accepts only children who are at a state of growth and development which enables them to benefit from our program and whose age level home is staffed and equipped to provide care for. We recommend that you and your children spend a couple of hours with us prior to enrollment and if you would like, you can leave your child for a brief time with us to experience our childcare. 

                       Philosophy and Goal Statement

[bookmark: _Int_xilcUQFA]Angels Among Us Daycare’s goal is to provide a safe, warm, happy, and nurturing environment for children where they can learn and grow physically, emotionally, intellectually, and socially at their own pace. We encourage families to communicate daily with our staff. There are several different ways this can happen. We use our business phone & cell phones, texting, parent mailboxes, emailing, Facebook page, and Bright Wheel app.

The Bright Wheel app is used as a platform to communicate with our families. Bright Wheel allows us to send pictures, videos, updates about your child/children, and send and receive messages that will go to all the teachers. Every child has their own news feed, and it is secure so only the teachers and the family can see what is on there. Bright Wheel is also used to view invoices and make payments. 

We believe that the partnership between the families and our staff is crucial for your child’s success. We believe children learn through play and benefit from a structured yet flexible schedule. 

We set limits for children, and they quickly learn the routine and what is expected of them. We teach this through modeling appropriate behavior, encouraging positive choices, and rewarding with smiles and hugs! 

Activities are offered which stimulate sensory motor development, language development, respectful cultural diversity, and social interaction. The development of strong self-esteem is also a major goal. Children are taught to respect themselves, each other, adults, and their environment.





   HOURS OF OPERATION

The day care is open Monday-Friday 6am-6pm. However, we do arrange care according to our parents’ schedules. It is always a must that we have your schedule so that we can have the proper staff to children's ratio. Please provide us with your schedule by the end of the business day on Friday before the following week. If we do not have you scheduled to bring the children for the day, you must call ahead and see what our ratio is. If we are at ratio then your child will not be able to come until another child leaves. Children must arrive no later than 9am on their scheduled shifts.
                                           
       HOLIDAY CLOSING

The day care will be closed on the following holidays (You will be given a month’s notice if anything changes):

New Year’s Eve Close promptly at 4pm and closed New Year’s Day, Good Friday, Memorial Day, Independence Day, Labor Day, Easter, Thanksgiving Eve, Thanksgiving Day & the day after Thanksgiving, Christmas Eve, Christmas Day, & the day after Christmas. 

                   OTHER CLOSINGS AND EMERGENCY BACK UP PLAN

If we call, text or message you via bright wheel app for you to pick up your child(ren) due to serious weather, you must pick up your child(ren) by the time indicated. If there is an outage of electricity, gas, or water for more than 1 hour, we will notify the families and request an early pick up. During the school year if the South Bend School Corporation must close or has a delay due to severe weather, we will be closed or have a delay.

The procedure for notifying the families.
 in the event of the provider’s illness, the illness of a member of the household who may be contagious to others or any emergency that prevents children from being cared for at the daycare is as follows:
a. We will notify you by calling, texting and the bright wheel app for all families as soon as we are aware of the situation.
b. We will try to have the shifts covered, if possible, by another staff member
c. If the staff member suddenly becomes ill and the children are at the daycare; they will try to get another staff member to come in. In the event no one is available, and the daycare must close they will notify you by calling, texting and the bright wheel app for the families to come and pick up their child(ren).

We strongly encourage families to have a substitute provider, family, or friend lined up for the times we must close. If we must close due to the illness of the care givers, the fees will be waived for that day only. 

If we must evacuate the daycare due to a fire, tornado damage or other severe weather damages, families will be contacted for an early pick up. If the daycare must be closed, the families will be notified as soon as we are aware of the situation. There are quarterly fire and tornado drills completed with the staff and children. For the fire drills we go out the front door and down the street to the right of the daycare and for a tornado, we go to the basement. See the posted evacuation plan on the wall for routes and procedures.

During the year, the day care director will have two weeks of paid vacation that must be used. The daycare will be shut down unless someone is available to direct the daycare while the director is on vacation. A notice of when the two weeks will be given out in a months’ notice if possible. If the daycare must close, payment for the directors’ two-week vacation will still be required. When families take their children out of daycare for a vacation or just miss a day, they will still be liable to pay for the daycare as agreed.              


                                        ADDRESS CHANGES

Any change in address or new phone numbers needs to be given to daycare within 24 hours of the change. In an emergency, this information is the only way to reach you.


       FAMILY PARTICIPATION

Families are always welcome at daycare. We operate an open-door policy, and families are welcome in the daycare at any time. We just ask at nap times if you could please be quiet so that the children are not disturbed. When arriving at the daycare please do not play loud music in the vehicles, it wakes up the children that are sle eping! We love to have families volunteer to come read stories to the kids, so feel free to ask if you have some free time. We do not allow families to be on their cell phones inside of the school, so end your call before entering the school. The children and the teachers need your attention when you enter the classroom.
 

                                    FIELD TRIPS

Field trips are taken from time to time. Families will be responsible for all fees for the field trips unless otherwise stated. Information will be distributed before each trip. There is a general permission slip included in our registration papers that gives us an idea of the type of trips your child might go on. There will be a field trip permission slip given before the day of the field trip. If you do not wish your child to attend a specific field trip, written notification is to be given to the director prior to the day of the field trip. We always welcome families to join or help with any of the field trips we take.








                                         


          FUND RAISERS

Participation in fund-raising is essential for the daycare to be able to provide extra equipment, materials, and activities not allowed in the general budget. Each year our fundraisers enable us to renew, as well as replenish, our daycare. Fund raising also allows us to keep our fees low. Your support and involvement are essential in these efforts. We have a fundraiser committee among the families to help organize and carry out the fundraising.


                     SUPPLIES NEEDED AT DAYCARE

Be sure to dress your child in comfortable, washable clothing that allows for self-dressing. Children learn by exploring therefore we should not have to be overly concerned with staying clean. All children should have an extra set of labeled clothing. Shoes must be available always. If the children must wear boots due to the weather, then they need to bring shoes with them! The children can bring slippers for the winter months.

Children are not required to be toilet trained to attend the day care.  We do start toilet training at 1 ½ years to 2 years old depending on the child’s interest and we ask that the family help with toilet training at home. Families of children in diapers are responsible for keeping plenty of diapers and wipes for their child. Bring one package of diapers and a package of wipes to be left and only used for your child. They are labeled with your child (ren)’s name. When they start to run low, a notice will be sent on Brightwheel. If you fail to bring the supplies needed, then we will charge you for what we must use. Diapers will be $4.00 a piece and wipes $5.00 a pack. These charges will have to be paid within 5 days.

                              MEALS AND SNACKS

Breakfast, lunch, dinner, and snacks will be served. If your child has special dietary requirements, a physician note is required before substitutions can be made. Breakfast is served at 7a.m to 8a.m. Children must be at daycare no later than 7a.m. to be counted for breakfast. If your child is already at breakfast, please let us know. Snack will be served at 10:00p.m. Children must be at the day care no later than 9:45a.m. to be counted for snacks. Lunch will be served at 12:00p.m. Children must be at day care no later than 11:30a.m. to be counted for lunch. The snack will be at 3:00p.m. after they wake up from their nap. Children must be at daycare no later than 2:45p.m. to be counted for snacks. Dinner will be served at 5:00p.m. Children must be at day care no later than 4:45p.m. to be counted for dinner. 
                        








                


THE HIGHSCOPE CURRICULUM 

The HighScope Curriculum is an important part of any early childhood program. The research-based, active learning curriculum has been carefully designed to promote independent, creative thinking; decision making; and problem solving in children from birth through kindergarten. The HighScope Curriculum focuses on providing engaging classrooms and routines that support children’s play with a variety of learning opportunities and encouraging adult-child interactions. 

HighScope's educational approach emphasizes “active participatory learning.” Active learning means students have direct, hands-on experiences with people, objects, events, and ideas. Highscope uses Children’s interests and choices as the base of their curriculum.

They construct their own knowledge through interactions with the world and the people around them. Children take the first step in the learning process by making choices and following through on their plans and decisions. Teachers, caregivers, and parents offer physical, emotional, and intellectual support. In active learning settings, adults expand children’s thinking with diverse materials and nurturing interactions.


A second unique feature is our curriculum content, the social, intellectual, and physical building blocks that are essential to young children’s optimal growth. Our content areas are organized in eight main categories that correspond to state and national learning standards; the categories are: (1) Approaches to Learning; (2) Social and Emotional Development; (3) Physical Development and Health; (4) Language, Literacy, and Communication; (5) Mathematics; (6) Creative Arts; (7) Science and Technology; and (8) Social Studies.

HighScope is a comprehensive educational approach that strives to help children develop in all areas. Our goals for young children are:  ● To learn through active involvement with people, materials, events, and ideas  ● To become independent, responsible, and confident — ready for school and ready for life ● To learn to plan many of their own activities, carry them out, and talk with others about what they have done and what they have learned ● To gain knowledge and skills in important academic, social, and physical areas We offer free choice opportunities and have areas of interest that help to meet their developmental milestones. Teachers will post new lesson plans every 10 business days, and one will be sent home in each family’s mailboxes. We follow a daily schedule, and it is posted on the wall.

The HighScope educational approach is consistent with the best practices recommended by the National Association for the Education of Young Children (NAEYC), Head Start Performance Standards, and other guidelines for developmentally based programs.





CLOCK-IN AND CLOCK OUT

Families need to clock their child in and out on the tablet provided at the door. If you have Brightpoint then you must also clock them in on the voucher machine at drop off and pick up. If a child is picked up late, Late fees are charged regardless of reason in the amount of $20.00 for the 1st 15 minutes and then $2 per minute following pasted your scheduled shift. If you know that you are going to be late, please call or message the day care to let us know. The late fee will still be charged. This fee must be paid within five business days. Failure to pay may result in your child being suspended from the daycare until paid. When a child is picked up after our closing time of 6pm, the late fee will be assessed differently. The fee will be 1st late pick-up $25, 2nd late pick-up $50 plus $1 per minute and 3rd late pick-up removal from the program. These late fees must be paid before the child returns to daycare.

No child should be dropped off outside of daycare. Families must walk their child into the classroom, clock him/her in, and walk the child to one of the caregivers. When picking up the child, families must clock the child out and inform the care giver that she/he is leaving. If a child is left at daycare past the allotted time without notification, Child Protective Services will be notified. If the clock ins and outs per Brightpoint vouchers are not being done as stated above, then your child will not be allowed to attend daycare until they are caught up.

   ABSENCES
If your child does not attend the day care for longer than one week and the day care has not been notified, the child will be withdrawn from the day care enrollment. You must call and notify us if your child will not be attending for the day! If you choose not to send your child(ren) you must still pay.

        PICK UP AUTHORIZATION

The name of the person picking up the child must be on file in the office, in writing. No child will be released to a person who is not authorized to pick up the child. In an emergency, the family member must call or message the daycare prior to an unauthorized person picking up your child and giving authorization. The person picking up the child must then show identification before the child is released. If this situation occurs, more than twice written permission must be given for this person, or they will no longer be given emergency classification.
                                           
           CONFERENCES
Conferences between families and staff members will be scheduled in the spring and fall each year. Families may request a conference with us at any time. You have the option to come to the childcare facility for the conference, have a video conference, phone conference, or email correspondence. Families will be informed on an ongoing basis regarding the progress of their child through personal contact with day care, care givers, Bright Wheel app, phone call, email, text message and/or notes sent home as needed. 

DISCIPLINE

 We work with families of children in my care to determine the cause of challenging behavior and deal with behavior positively.
 
We use strategies that allow the child to take responsibility for his/her actions. In addition, we focus on teaching children appropriate behavior. We use Time-Ins, cool down time, and do not use threats or bribes. Some tactics we use are scaffolding, reminders or private signs, providing time and space, teaching self-talk, and softening the use of power. We focus on teaching children how to interact socially and continually reinforce the limits in our childcare.
 
We expect children in my care to respect themselves, respect others, and to respect the environment. 

Hitting, kicking, spitting, hostile verbal behavior, and other behaviors which will hurt another child are not permitted. We help the children to find out what is causing challenging behaviors, assist the child in learning the skills needed, and then address the problems effectively. 
Each child will be dealt with individually. Consequences will occur immediately after the behavior is neutralized to reduce effects of implicit bias. As a family member, we ask you not to punish your child at home for challenging behavior shown while in my care. Please, just take the time to listen and talk with your child instead and trust that we will handle the matter at childcare.
  
If your child continually has challenging behaviors, we will call you and discuss the challenging behaviors by phone and/or make an appointment to discuss the situations with you. It is best that we work together to find what needs are not being met for the child. We will not discuss the problems in front of your child or the other children. See the family handbook for more details.

We will keep you posted on all happenings that we are involved in childcare. We take anecdotal notes to collect data on children. If we are experiencing challenging behaviors with your child, we will let you know as soon as possible. We hope that together we can create a behavior management strategy which will help the child develop the skills needed to address the behaviors effectively. It is normal for children to get into arguments, so we use the 6 steps in resolving conflicts. A good way to become a systematic problem solver is to adapt the following 6 steps in resolving conflicts.

1. Approach calmly, stopping any hurtful actions. Place yourself between the children, on their level.
2. Acknowledge children’s feelings “You look really upset!” Let the children know you need to hold any object in question.
3. Gather Information. Ask “what is the problem? Do not ask “Why questions.”
4. Restate the problem. “So, the problem is….
5. Ask for ideas for solutions and choose one together. “What can we do to solve this problem?”
6. Be prepared to give follow-up support. 
   Acknowledge their accomplishments (“You solved the problem!”) Repeat steps if necessary. 
 






In those instances when a behavior is very disruptive or harmful to the child or other children, we will discuss the issue with you. If an intervention can be made and will warrant success, the child can remain enrolled. We have a family resource binder filled with great information for our families. We support our families by supplying them with resources to help with the issues going on and other services that may be needed. We have information from NAEYC, Oaklawn, Snap, First Steps, Logan Center, Hope Bridge, Lincoln Therapeutic Partnership, Early Childhood Alliance, and several others. If you will not seek appropriate assistance or we cannot effectively meet the needs of your child, you will be asked to make other childcare arrangements as a last resource. We will offer resources to our families. We will assist you with the best of our ability to help you find other arrangements. 

Daycare will not admit or maintain any child whose needs obviously cannot be met or whose behavior would be dangerous for other children in the home. Explicit documented reason for refusal to admit or provide care for a child shall be provided in written form. 


                                             MISCELLANEOUS 

We request that you do not bring items from home to daycare as it is possible for them to be lost or broken. Daycare is not responsible for items brought from home. Children are not allowed to bring candy, food, or drinks with them to daycare. The only exception is for a party! If you have any questions or concerns, please bring them to the attention of the director. A child can bring their blanket for nap time. 


                               			         MEDICAL CARE

In an emergency, the directors or other authorized persons will take whatever steps necessary to obtain emergency medical care if warranted. These steps include, but are not limited to the following:

 1. Attempt to contact a parent or guardian.
 2. Attempt to contact the child's physician.
                         3. Attempt to contact the parent through the
  emergency contacts listed on the enrollment form. ￼	
                         4. If unable to contact the child's physician: 
      a. Another physician will be called,
      b. An ambulance will be called,
                                 c. The child will be taken to an emergency hospital.
                                     of the director’s choice.






                                             MEDICATION

If your child requires medications, it must be brought in the original container, and a medication consent form needs to be signed.
 
1. Prescription medication must be in the original container with the child’s name and doctor on the drug store label. Outdated medication will not be given to children. The directions including the exact times to be given and the amount to be given must be written on the consent form and must match the directions on the bottle.

2. Over-the-counter medication will be administered as authorized by the family member. These do not exceed the amounts and frequency of the dosage specified in the printed instructions accompanying the medicine.

3. Over-the-counter topical non-medical ointments, topical teething ointment or gel, insect repellent, lotions, creams and powers; authorization is valid up to twelve (12) months.

4. The family member is required to furnish ALL MEDICINE for their child. This included Tylenol, cough drops, cough medicine, allergy medicine, etc. If the family member fails to pick up a child’s medication within 72 hours (about 6 days) after the course of treatment is completed, or after permission to administer the medication is withdrawn, the provider must discard the medication.

     ILLNESS

Children who are ill must not be taken into day care. The child must be symptom free for 24 hours or have a doctor's note before returning to the daycare. If a child is brought to the daycare that is sick and does not have the proper paperwork from the doctor, the child will be sent home.
 
If the family knows the child is sick and brings them anyways without notifying us, there will be a conference to discuss the situation. We encourage the family members to have back-up care in case of their child’s illness.

Keep children home with the following symptoms: covid related symptoms, fever, diarrhea, or vomiting in the previous 24 hours. Children too sick to participate in the full program, including outside play, need to be kept at home. If a child becomes ill during the day, the family member or the emergency contact person will be notified immediately so that the child can be removed from class. It is your responsibility to pick the child up within one hour of the initial call or decide for someone else to do so. 

Children with fevers of 100.4 or above will be sent home. If your child becomes ill with any type of communicable disease, contact the office so that other children may be checked. In this instance, a doctor's note is required for the child to return to the daycare.




			         BREAST FEEDING MOTHERS

Breast milk is a very special product. We have set up an area for breast feeding mothers in our infant room. This room can be used at your convenience to breast feed or pump as often as you would like. Feel free to use the area to spend time with your little ones. We encourage breast feeding so feel free to use the area at drop off on your breaks and/or at pick up. Our staff have had training in handling breast milk and ask that you mark it with the date and time. The Family agrees to provide the breast milk for their child in sterilized bottles or sterile nursing bags. The family must store the milk in the appropriate serving size for their child. The family takes full responsibility for maintaining the milk at 41° F or below during home storage and transport to the center. 
We provide a safe and excellent source of nutrition to your breast-fed infants by following the procedure below:
1. The facility or the mother must supply sterilized bottles or disposable nursing bags (see “Parent Agreement”). 
2. The mother will store her milk in a bottle or bag and refrigerate or freeze the milk. The bottle or bag should contain no more than the amount of milk the child would drink at one feeding. The milk must be labeled with the child’s name and the date and time
collected. 
3. The bottles or disposable bags must be brought to the center in a clean, insulated container which keeps the milk at 41° F or below (see “Parent Agreement”).
4. Fresh, refrigerated breast milk must be used within forty-eight (48) hours of the time expressed. Frozen milk may be stored in a refrigerator freezer for three (3) to six (6) months or stored in a deep freezer at -4° F for six (6) to twelve (12) months.
Frozen breast milk may be thawed as follows:
1. Frozen breast milk may be thawed under warm water, gently swirled, used within one (1) hour, or refrigerated immediately and used within twenty-four (24) hours. Label the bottle with the time and date thawed and method used for thawing (“warm water” or “heat thaw”). 
2. Frozen breast milk may be thawed in the refrigerator at 41° F or below. Label the bottle with the time and date moved to the refrigerator and “cold thaw” method and use within twenty-four (24) hours. With this method, never warm the breast milk until ready to feed the child.
3. Do not refreeze the breast milk once it has been thawed.

NOTE: WE NEVER HEAT BREAST MILK IN A MICROWAVE! Once a bottle is fed to infants, the remainder must be discarded and cannot be returned to the refrigerator.








                        FAMILY 1ST TIME EXPERIENCES

    As the children grow up, we often experience the 1st milestones for them. We want to make sure we include you in everything, so you do not miss these opportunities. If you would like us to share them with you as they happen, we can post pictures or videos on their news feed on bright wheel. However, we respect your decision. If you want to experience these 1st milestones on your own, just let us know. 

SCHOOL AGED CHILDREN

We take great pride in helping the children have an easy transition to their new school. We ask that you provide us with the children’s school and teacher information so we can assist in the transition. We provide the children’s assessments to be given to their new teacher, and we prefer open communication with them to have a support system in place for the children you your family. This provides a way to set and achieve goals for children. Together we can assist in the children’s developmental needs and establish a plan of action if one is needed. 


CHILD ABUSE & NEGLECT POLICY

                   Because we work in a childcare or youth serving program, we are a Professional Reporter and by law we must report suspected abuse and neglect. Indiana law (IC 31-33-5-1) requires anyone who suspects child abuse or neglects to report it to the authorities. Professionals who knowingly fail to make a report required by IC 31-33-5-2 commit a Class B misdemeanor. If we have ANY doubts or suspicions about whether to report abuse and/or neglect of a child, call the hotline: 1-800-800-5556.

SOCIAL MEDIA POLICY 

Social media are powerful communication tools that can impact Angels Among Us Daycare, Inc. professional reputation.  Social media can blur the line between personal and institutional opinions.  The following policy is designed to clarify how best to protect personal and professional reputations when participating in social media.  The goal is to establish practical and enforceable guidelines by which we can conduct ourselves in a constructive, positive, and official capacity. When posting be respectful on social media with encouraging comments and/or discussion.  Responses should be considered carefully.  Consider how they reflect Angels Among Us Daycare, Inc., and its institutional voice.

Social media is defined as media designed to be circulated through social interaction, using accessible online forums.  Examples include but are not limited to Facebook, Instagram, LinkedIn, YouTube, Snap Chat, and Bright Wheel. Both in professional and institutional roles, the employees follow the same behavioral standards online as they would in real life.  The same professional expectations, and guidelines for interacting with families, co-workers and the community apply online as they do while on the job.  Employees are liable for anything they post to social media sites.
	
	When engaging in social media activity, we protect confidential and proprietary information: Do not post confidential or proprietary information about Angels Among Us Daycare, Inc., students, families, or our co-workers.  Examples include but are not limited to negative comments about co

-workers, and personal information about families.  Families and employees must adhere to all applicable privacy and confidentiality policies. Employees who share confidential information do so at the risk of disciplinary actions or termination.  Privacy does not exist in the world of social media.  Consider what could happen if a post becomes widely known and how that may reflect both on the poster and Angels Among Us Daycare, Inc.  
	
We exercise personal responsibility at Angels Among Us Daycare, Inc. We trust and expect our families and employees to exercise personal responsibility when using social media, which includes not violating the trust of those with whom they are engaging.  When employees use social media to communicate on behalf of Angels Among Us, Inc, they should clearly identify themselves as employees.  On personal sites, since reputations are built on trust, always identify your views as your own.  If you identify as an Angels Among Us Daycare, Inc. family or staff member online, it should be clear that the views expressed are not necessarily those of the center. Remember the audience by being aware that a presence in the social media world is public.  This includes prospective families, current families, co-workers, and colleagues in the childcare community.  Consider this before posting to ensure the post will not alienate, harm, or provoke any of these groups. 

The Photo & Video Consent and Release Form is written permission given by an individual
to Angels Among Us Daycare, Inc. for the use of their name, image, and/or interview statements for publication. This consent comes without compensation, regardless of the amount of revenue the content generates. Once the document is signed, Angels Among Us Daycare, Inc. is not obligated to ask for the individual’s approval when using their name/image in any publication, advertising, or other media enterprises (including the internet). A parent or guardian must sign the consent form if the individual is a minor. Photographs are posted on social media sites and can be copied.  Be thoughtful when choosing imagery to copy and post.  Since we do use pictures of children, we must use a release form and have it signed by the family and placed in the child’s file.

We reserve the right to ask you to not use Angles Among Us Daycare, Inc. logos for endorsements: Do not use the Angels Among Us Daycare, Inc. logo or any other center images or iconography on personal social media sites.  Do not use Angels Among Us Daycare, Inc. to promote a product, cause, or political party or candidate.
  












 
    
      CONFIDENTIALITY POLICY

[bookmark: _Hlk34915887]Statement of intent- The education and care from Angels Among Us Daycare, Inc. understand the importance of developing practices that respect privacy and confidentiality so that families will trust Angels Among Us Daycare, Inc. and openly exchange information with educators/staff, which may be important to the care of a child. The state of Indiana requires that families provide personal information to Angels Among Us Daycare, Inc. so that appropriate care can be taken of their children. Authorized educators/staff at Angels Among Us Daycare, Inc. will use this information and may discuss a child’s personal details with another childcare professional to fulfill their responsibilities towards the child. It is important therefore to ensure that educators/staff are fully aware of their responsibilities for maintaining strict confidentiality and that families are informed of their rights regarding access to their own personal information, and how Angels Among Us Daycare, Inc. will ensure the information is protected from unauthorized access. The educators/staff will have access to the children’s personal information.

Methods- We keep two kinds of records on children attending our setting: 

1. Developmental records
a. These include observations of children in the setting, samples of their work, summary developmental reports, and records of achievement. 
b. These are usually kept in the play area and can be accessed, and contributed to, by staff, the child, and the child's parents.
2. Personal records  
a. These include registration and admission forms, signed consents, and correspondence concerning the child or family, reports or minutes from meetings concerning the child from other agencies, an ongoing record of relevant contact with parents, and observations by staff on any confidential mater involving the child, such as developmental concerns or child protection matters. 
b. These confidential records are stored in a lockable file or cabinet and are kept secure by the person in charge in an office or other suitably safe place.
c. Parents have access, in accordance with the access to records of procedure, to the files and records of their own children but do not have access to information about any other child.
d. Staff will not discuss personal information given by parents with other members of staff, except where it affects planning for the child's needs. Staff induction includes an awareness of the importance of confidentiality in the role of the key person.







Access to personal records- Parents may request access to any records held on their child and family following the procedure below.
3. Any request to see the child's personal file by the family or a person with parental responsibility must be made in writing to Angels Among Us Daycare, Inc. manager. The manager informs the director and sends a written acknowledgement.             
4. Angels Among Us Daycare, Inc. commits to providing access within 14 days (about 2 weeks) - although this may be extended.
5. A photocopy of the complete file is taken.

6. Angels Among Us Daycare, Inc. manager and Director will go through the file and remove any information which a third party has refused their consent to disclose. This is best done with a thick black marker, to score through every reference to the third party and information they have added to the file.
7. What remains is the information recorded by the setting, detailing the work initiated and followed by them in relation to confidential matters. This is called a 'clean copy'.
8. The 'clean copy' is photocopied for the parents who are then invited to discuss the contents. The file should never be given straight over, but should be gone through by the setting leader, so that it can be explained.
9. [bookmark: _Int_VBSvihPs]Legal advice may be sought before sharing a file, especially where the parent has possible grounds for litigation against the setting or another (third party) agency.



This Policy was adopted at a meeting of Angels Among Us Daycare, Inc.

Held on: March 6, 2020

Signed on behalf of the Angels Among Us Daycare, Inc. Family:

Role of Signatory: Officer in Charge: 












      GRIEVANCE POLICY PROCEDURE

[bookmark: _Hlk34912081][bookmark: _Hlk34913104]Families are a vital component in support of our mission and are encouraged to be involved in Angels Among Us Daycare, Inc. service delivery, which is based on the principles of equity and accountability. This means that families have the right to comment on or appeal against any action or decision which has consequences for themselves and/or their child. Each family has a right to a positive response from Angels Among Us Daycare, Inc. - its staff and management – to meet the family’s needs. Angels Among Us Daycare, Inc seeks to balance the interests of the child, the family, and its staff. In some instances, parents may make demands which cannot be fully met, or which seem unreasonable given the need to also balance the rights of other families or even their own child. Parents may need to accept a compromise or may need to accept their needs cannot be met by Angels Among Us Daycare, Inc. for Children. The goal of the grievance process is for Angels Among Us Daycare, Inc. to be responsive to the needs and concerns of its families and children receiving services while adhering to established policies and procedures; and to protect the rights of the staff. Angels Among Us Daycare, Inc. for Children’s grievance procedure is formal recognition, promotion, and protection of each family’s rights: 

Complaint - If appropriate and family members feel comfortable doing so, the family may approach the staff member involved and if needed, set a time where the matter can be discussed appropriately. Complaints at this level will normally be resolved by discussion and clarification of the needs or wishes of the family or by clarification by the staff member of CARE’s procedures or polices. The complaint and its outcome will be documented.

Grievance- The family may choose to directly address the grievance to the manager. If another staff member is approached, they will immediately refer the family to the manager. The family must submit a written grievance to the manager. The complaint/grievance should be written on a clean sheet of paper and include:

1. The date is written.
2. Your name. 
3.  A complete explanation of your grievance with as many details as possible. 
4.  A description of the actions you would like Angels Among Us Daycare, Inc. to take to resolve your complaint/grievance.

[bookmark: _Hlk34913120]The manager will research the grievance/situation with the director and work towards reaching a satisfactory outcome for all parties involved. Again, grievances at this level will normally be resolved by discussion and clarification of the needs or wishes of the family or by clarification by the manager of Angels Among Us Daycare, Inc. for procedures or polices. Resolution may also involve the development of a new policy if it is a situation that has not been addressed. The manager will follow up all grievances with a written letter to the grievant and document all pertinent information. 








    ANGELS AMONG US DAYCARE, INC.
INCLUSION OF CHILDREN WITH SPECIAL NEEDS POLICY

Angels Among Us Daycare, Inc. accepts children with special needs and will make adaptations to ensure full inclusion of the children in everyday routines and activities. Guidance about recommended adaptations and any procedures necessary to ensure the children’s health, safe and inclusion will be solicited from the child’s family and medical and/or educational services currently providing services for the child and their family. A release of information must be signed by the family before consultation with any services or individuals other than family occurs. Within one week of enrollment, a special care plan and emergency information plan will be completed with the child’s family. 


All staff that have contact with children with special needs will receive training to facilitate inclusion.


___________________________________________               ________________________
Family Signature                                                                                      Date                                                                                 

                  FAMILY HANDBOOK SIGNATURE AGREEMENT




I have been given a copy of the Angels Among Us Day Care, Inc. Family handbook. I understand that I am responsible for all information contained in the handbook, and I agree to abide by the policies stated in the family handbook for the entire time my child is enrolled in the daycare.





               ______________________________________
               Family Signature  
____________________  
        Date

                 
 Angels Among Us Daycare, Inc. 
    
          FEE AGREEMENT

Registration & Deposit Fee: A non-refundable registration & deposit fee of $200.00 per family is required at the time of enrollment. There is a yearly administration fee of $50 per family, due December 1st yearly. 


Fees: Angels Among Us Day Care, Inc offers a 10% sibling discount. We consider financial crisis help on a case-by-case basis. 

Payments: All children enrolled in Angels Among Us Day Care, Inc will be paying on a pre-pay basis. The payments will be due Friday before the following week. The charges will only be waived for the days missed if a note is provided by the child’s doctor due to a hospital stay. Payments are expected to be made every week. We use Brightwheel app to make payments with debit or credit or pay in person by cash. A receipt will be issued upon payment. If you choose not to send your child(ren) you must still pay. When parents take their children out of the day care for a vacation, they will still be liable to pay for the day care as agreed. If the daycare must close due to weather, payment is still required. 

Late Payments: If your payment is not received by the time stated above, there will be a $5.00 charge for every day your payment is late. If your child's account becomes delinquent over two weeks, your child will be suspended from the daycare and the account turned over to collections. Parents who are terminated due to nonpayment of fees do not have the option of re-enrolling their child. 

Brightpoint Voucher: CCDF is now pay by enrollment, so there are not swipes that need to be done. However, you must sign your child in and out on the tablet. If your child does not attend, then personal days will be used. If there are none available, you will be required to pay cash. Full-time children must attend at least 25 hours a week. School age children are required to attend at least 10 hours a week while school is in session. If there is a difference in payment, you will be responsible for the balance. All families are required to pay their co-pay/overages each week. Families will be responsible for all fees, and they will need to be paid by the end of the week (Friday). Each week that the fees/co pays/overages are not paid, there will be a $10.00 charge added to your account. 
After (2) weeks of nonpayment your child will not be able to attend the daycare: until you have paid your account to date. If you do not pay your balance within 30 days, then your child will be unenrolled from the program. 

Termination Policy: If you choose to remove your child from childcare, a two (2) week notice with payment is required. The health and safety of children in daycare is a high priority. If a child cannot control his/her behavior and becomes a threat with the safety of others, he/she will be dismissed from the family childcare. Every effort will be made to work with the child to learn appropriate skills needed before the child is dismissed. A two (2) week notice with payment will be given if a child is dismissed. Your child may be terminated if they do not attend the daycare for more than (2) weeks without notifying the daycare.



Late Fees: Late fees are charged regardless of reason in the amount of $20.00 for the 1st 15 minutes and then $2 per minute following your scheduled shift. If you know that you are going to be late, please call the day care to let us know. The late fee will still be charged. This fee must be paid within five business days. Failure to pay may result in your child being suspended from the daycare until paid. When a child is picked up after our closing time of 6pm, the late fee will be assessed differently. The fee will be 1st late pick-up $25, 2nd late pick-up $50 plus $1 per minute and 3rd late pick-up removal from the program. These late fees must be paid before the child returns to daycare.


I, __________________________	agree to abide by the regulations stated in the fee agreement and I agree to pay $________________	per week for the care of my child / children.


_____________
Family Signature

____________________

Date
__________________
Director Signature
__________________________
Date
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