


	        TAMMY’S LITTLE ANGELS LEARNING CHILDCARE
3936 W. Calvert CT., Wichita, KS. 67217
 WELCOME TO TAMMY’S LITTLE ANGEL’S LEARNING CHILDCARE!!

Dear Parents and Guardians, 
Welcome to Tammy’s Little Angels Learning Childcare. As the owner and proprietor of Tammy’s Little Angels Learning Childcare It is my vision to provide your child with a safe home environment where they may thrive in the experience of a happy and fun early childhood development program.

My philosophy of a childcare environment for the child is:
· Clean, safe, comfortable, loving and home-like
· Allow children to play and learn with some fun activities
· Learn respect towards self, others and the home
· Allow children to develop at a pace that is comfortable to them
· Provide individual attention to help children to learn rapidly and to gain confidence
· Provide an environment where the child feels secure and happy
My philosophy of a childcare environment for the parents/guardians is:
· Open and honest communication about the children
· Up-to date information about the children’s activities
· An attitude of teamwork in areas relating to the children’s development
· Allow the children to recognize that you, the parent, are the most important person in their life
My background provides me the support to bring about my philosophy, including:
· Operating my safe and successful family childcare business since 1997
· Associate’s degree in Early Childhood education
· Associate’s degree in business management (Program Director)
· Sunday school teacher since 1991 where I have cared for and educated children in kindergarten, 1st grade and 2nd grade as well as the lead teacher for the 3–5-year old’s
· CPR certified
· First Aid certified
Our goals in caring for your children are to:
· Get to know the children’s interests, strengths, and challenges
· Introduce art, music, pre-math, social self and pre-reading activities as the children show an interest. I will let your child guide me into what interests them
· I will work towards superior preparation of all children for kindergarten when the time arrives while maintaining a pace that is on track within the children’s individual grasp; they will be our guide.
· Provide for planned and spontaneous adult-child interaction
· Provide nutritional family-style meals and snacks

Thank you for choosing Tammy’s Little Angels Learning Childcare and for allowing me the opportunity to become a part of your children’s life. As a team we will work together to provide a fun, educational, and above all, safe environment for your child to grow.



2026-2027 Childcare Policy Handbook

Please read this Parent Handbook thoroughly as it covers important policies and procedures that not only governs our childcare contract agreement, but also pertains to the care of your child/ren. There is a large amount of information in this handbook so please do not hesitate to ask questions regarding the policies. The Parent Handbook will be partially covered during the one-on-one interview; however, a copy will be provided as a reference. An annual review every December will take place for the Childcare Policy Handbook (TLA 100) and the Childcare Contract (TLA 003 & TLA 003B) at which time a revision will take place and will be provided. All families will sign a Parent Handbook Acceptance Form (TLA 002) and a new Childcare Contract (TLA 003 or TLA 003B) each year. Tammy’s Little Angels Learning Childcare reserves the right to make changes to the policies and procedures as they become necessary. Notification, in writing, will be provided that outline any changes that may occur.
Included in this handbook are the new regulations included in the Lexie Law that became effective 03 Feb 2012.
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TAMMY’S LITTLE ANGELS LEARNING CHILDCARE INTRODUCTION
Why choose Home Daycare? Home daycares have smaller groups of children to provide more attention to individual needs. Your child has all the comforts and security of a home setting. Children have three consistent childcare educators and children may be exposed to fewer illnesses. I am private home daycare provider Group Licensed with KDHE.
More importantly why choose me to care for your child? I offer:
· Most important, I provide a loving home with smaller groups of children, where your child can learn and grow and feel comfortable and secure in their surroundings.
· Competitive rates with tax receipts each January
· DCF State Subsidy Welcome (State Assisted Daycare)
· Flexible Schedule
· Follow development learning program (age appropriate) where your child can also learn while they play (at their own pace)
· I am a Medical Assistant
· KBI screening for all person living in home and substitutes
· Yearly Fire Marshal Inspections, Monthly Fire & Tornado Drills (April- September) *Inspections at least yearly by the (K.D.H.E)Kansas Dept of Health and Environment 
· Security System in our home
· Familiar of special needs child
· Music time, calendar, weather, alphabet sounds and recognition, numbers and counting, colors, and theme based weekly learning. 
· Dramatic play, blocks/cars, computer, writing and crafts, reading, science, listening skills and manners.
· Nutritious and healthy breakfast, lunch and PM snack, sometimes AM snack also. 
· I am on USDA food program, my sponsor http://www.qualitycarecacfp.com.
· Fenced daily outdoor play (weather permitting)
· References Available per request during interview and much, much more

Program Introduction / Childcare Philosophy
 Welcome to all parents/guardians (hereafter referred to as parent or parents) to Tammy’s Little Angels Learning Childcare (hereafter referred to as TLA or Childcare). TLA operates under a philosophy that children need to be treated with warmth and respect. The children served by TLA need experiences that will foster physical, social, emotional, and cognitive growth. The atmosphere at TLA will be a fun, loving, caring, and educational environment that encourages independence, constructive problem solving, positive self-esteem, and improved self-worth. These objectives will be accomplished through the need of age-appropriate activities such as the following: sand, water, clay, blocks, manipulative toys, games, puzzles, dramatic play, science equipment, books, records, tapes, art materials, large motor skill development, field trips, room routines, room responsibilities, and interaction with adults and other children. All children deserve a friendly, safe and supportive environment where they feel respected and are valued as unique individuals. My mission is to create and maintain this environment, helping children to develop new skills, to exercise their creativity, independence and just have FUN! Our emphasis is on games and activities that promote language development, learning basic math skills alongside arts & crafts. Play comes naturally to children. It is of great value to them and is critical to their development. Through play, they learn how to function in the world in many ways such as:  Providing a sense of accomplishment; allowing them to determine what works and what doesn’t; allowing children to explore and be creative; duplicating real life situations; development of emotional skills; advance their skills in concentration and coordination; education in mental and motor skills and instruction in the ability to solve problems. 
I am committed to working closely with the parent; I recognize that parents are the most important people in the children’s lives. I will benefit from hearing all parent’s concerns, thoughts, and ideas.  I ask that all parents feel free to express any concern, idea, or suggestion with me to aid in the improvement of the Childcare and the children’s learning experience.
TLA is located at 3936 W. Calvert Ct. and provides childcare services from 6:30-5:30 p.m.; Monday through Friday or as stipulated by the Childcare Contract (TLA 003 or TLA 003B). During that time, children are provided with nutritional meals, snacks, and opportunities to learn through age-appropriate activities. During the summers and school breaks, additional services are provided for school age children. This allows parents to have their children at one location with consistent supervision and constructive activities. A copy of this handbook will be provided to each parent's household; it will outline all of the policies and procedures of the childcare. One of the most important policies is open communication between the parents, owners and teachers. Communication is the most important tool in the development of a child and of a successful childcare. 
TLA requires a license from the state of Kansas and a business occupational license the city of Wichita. All licensed childcare Childcares are inspected each year by the health department; this is an unannounced visit. The health department inspects once annually unless there is a complaint. The local fire marshal is required to conduct a fire inspection when first opening and will perform additional inspections upon request. TLA pricing strategy is to keep our prices within the average of all local childcare Childcares. I desire to keep our prices within the average range because I do not want to sell myself or my services short while maintaining competitiveness. For more information on pricing please see the Childcare Contract (TLA 003 or TLA 003B).	5.8, 5.9, 5.10


Program Owner/Provider/ Professional Development
This section is designed to explain a small piece of who I am and what drives me to be the childcare director of choice.
	Hello, my name is Tammy Starkey. I graduated from Butler County Community College in 2002 with a degree in Early Childhood Education and a second degree in Business Management. I worked very hard in all of my courses; receiving a 4.0 grade point average for each semester. I have been a licensed Childcare Provider since 1997 and I enjoy it immensely!! I am the mother of two adult children which is the main reason for starting this childcare business so many years ago; furthermore, I am a grandmother of 5, two of whom are currently attending TLA. I am a self-motivated and responsible person. I maintain CPR and first aid certifications for infants on up to adults. Since 1997 I have attended many training classes on childcare and child development and have attended many city and statewide conferences on Childcare.  These conferences provide more ideas on activities to do with the children alongside increased knowledge on childcare practices.  As a licensed provider I am required to participate in a minimum of 16 hours of childcare training each year; in addition to this training, I am requiring to have 2 hours of training on nutrition each year in order to participate in a state assisted food program; however, my attendance usually exceeds these requirements. I am completely dedicated to promoting the growth and development of the whole child. I care for them because I truly enjoy being with them and helping them with their needs and wants. There are, as expected, some challenging days with the kids; however, I still love the job of educating your children. I consider myself a professional because of the interest I show in my profession, the education and experience I have earned, and the training that I attend. I maintain a standing membership with Child Start (https://childstart.org). I have read and continue to read information on child development and bettering the childcare business, I feel that this will continue to expand my knowledge; furthermore, I have completed a class on Developing your Family Childcare Business.
My vision as stated above is “to provide your child with a safe home environment where they may thrive in the experience of a happy and fun early childhood development program” for children in the Wichita Kansas area; alongside this, providing both the educational background and the entrepreneurial determination to make this childcare a successful business. I have built this business on experience and knowledge of the early childhood development stages. I have learned many critical early childhood education theories and have studied creative practices for early childhood education. This provides me a thorough understanding of the needs of children at all ages and what it takes to instill education and fun.

Kansas Department of Health and Environment (KDHE) Required Training/Staff Qualifications:
The training below is now required in order to be a licensed provider in the state of Kansas:
· 16 initial hours of child development training
· Annually, a minimum of 20 hours of courses on child development courses 2 hours has to be done in health and safety and 2.0 hours has to on nutrition and food safety.
· Licensed Home Daycare Orientation
· CPR / 1st Aid to be kept current 
· Safe Sleep / SIDS Course
· Child Abuse/ Neglect and Head Trauma Course
Assistant / Substitute Providers
There is an assistant that will help me out with day-to-day operations; she will be the substitute care if needing to close for emergencies until parents arrive.
Due to the substitute changes in licensing regulations by KDHE 2/3/2012, substitute care is not offered at this daycare Childcare on a regular basis. The Childcare will be closed for most instances such as illness, doctors' appointments, professional reasons and etc. Parents will need to find alternate care during these times. Notice will be provided, as outlined in the Childcare Contract (TLA 003 or TLA 003B), in the event of any days the Childcare will be closed. No weekend or overnight care is provided. Below is an example of the current regulation requirements for substitutes. Currently it is not financially feasible for the Childcare to pay for or guarantee any substitute care.








KDHE Substitute Required Training
· All substitutes and/or persons living in daycare home must pass a KBI check as well as a TB skin test.
· In an extended absence (more than 3 hours per day), a substitute must have the same new training as the owner/provider:
· First Aid/CPR certifications remain current (Avg. cost $50.00 plus time of class 6- 8 hours)
· Safe Sleep/SIDS class (Avg. cost $20.00 plus time of class 2 hours)
· Orientation provided by the home provider (No cost but time of 1 hour to train)
· Child Abuse/Neglect and Head Trauma (Avg. cost $20.00 plus time of class 2 hours
· Basic Child Development, 15 hours initial then 5 hours yearly (Cost of $200)

Legal Form of Business 	2.5
TLA is licensed by Sedgwick County and KDHE as a childcare development learning Childcare.

           





















     CHILDREN ARE ALIKE AND DIFFERENT

· All children need to love and be loved.  They want to please and they want to learn.  They have a great need to move and explore the world around them with all of their senses. 
· As children grow, they go through the various stages of early childhood.  Strangers will alarm most 1- year old's, most 18-month-old tend to get into everything; yet, most 2-year-old are insecure about being separated from loved ones.  Many 3 – year old, while playing, forget to go to the restroom.  Most 4-year-olds ask a million questions.  The majority of 5-year-olds are bossy.  
· All children will go through similar stages but not always at the same age or for the same length of time.  While they are alike in many ways, there are many ways in which they differ.
· Some are active or quiet, while others are rowdy.  They differ in alertness, talent, and strength.  Some get tired easily, while others seem to never wind down.  In a memorable saying I once heard, “All children come in all shapes, sizes, and speeds” –unknown.
· Children differ in appearance because of heredity.  Each child generally resembles the natural parent in color eyes, hair, skin, stature, and build. Children are probably more alike than they are different, but they will grow and develop best if we remember that each child is unique and help them to capitalize on it.
Above all, our children are angels!!




















Introduction Summary
This Childcare Policy Handbook (TLA 100) is designed to help things move along smoothly while developing a positive working relationship. Please feel free to hold open communication with the owner if a question arises. If any of the policies are undesirable, feel free to discuss them. These policies are enforced for the same reason that they are enforced at all places of business; I am here to provide a safe and educational environment.  I will present your child with tender loving care and I am confident I can work with parents to make TLA a rewarding experience for both you and your children.		
	Once again, thank you for choosing Tammy’s Little Angels Learning Childcare.
Sincerely,

Tammy Starkey (owner/director/childcare provider)

Please treat me as a Professional, this is my career choice. I am a Childcare Provider not a Babysitter

Nondiscrimination Statement
In compliance with federal law, state law, and the U.S. Department of Agriculture policy, TLA observes that discriminating and/or harassment on the basis of race, religion, color, national origin, gender, age, disability, or other protected classifications is prohibited. Depending upon the circumstances surrounding an incident of harassment or discrimination, the offender will be subject to disciplinary action up to and including termination for a first offense. 
TLA provides an equal opportunity for individuals with disabilities to participate in the Childcare’s program and services by following policies and practices of inclusion, integration and reasonable modifications unless I am unable to accommodate in a particular case.
Professional Ethics Statement:
 NAEYC (National Association for the Education of Young Children) recognizes that those who work with young children face many daily decisions that have moral and ethical implications. The NAEYC Code of Ethical Conduct offers guidelines for responsible behavior and sets forth a common basis for resolving the principal ethical dilemmas encountered in early childhood care and education. Our program and staff seek to be a high quality, inclusive program that is enriched by and continually grows from our commitment to diversity, as embodied by our core beliefs. Our program stands by NAEYC Code of Ethics. Code of Ethical Conduct and Statement of Commitment NAEYC Core values: Standards of ethical behavior in early childhood care and education are based on commitment to the following core values that are deeply rooted in the history of the field of early childhood care and education. We have made a commitment to: •Appreciate childhood as a unique and valuable stage of the human life cycle •Base our work on knowledge of how children develop and learn •Appreciate and support the bond between the child and family •Recognize that children are best understood and supported in the context of family, culture, community, and society •Respect the dignity, worth, and uniqueness of each individual (child, family member, and colleague) •Respect diversity in children, families, and colleagues •Recognize that children and adults achieve their full potential in the context of relationships that are based on trust and respect.
 Confidentiality Agreement: 
Due to the sensitive nature of information that you will know as a provider of young children, it is imperative that you keep sensitive information confidential. All information about children or their families must be shared on a “Need to Know” basis only unless required by state law or with written permission. All staff must be very sensitive about discussing children’s developmental needs and family information in public places. This also includes off premise discussion and /or conversations. Do not discuss with those outside our program the strengths, weaknesses, and idiosyncrasies you perceive in the families of the children in our program. Only information that has a direct bearing on the child's day in your program need be shared with other staff. Staff must always follow the NAEYC Code of Ethical Conduct. All questions of major concern should be forwarded to the Owner/provider. Protection of the interests of each child and family is vital in maintaining a standard of professionalism and privacy. Staff must also, strive to be supportive of program efforts by avoiding negative or malicious discussions about program issues. Together we can achieve great child care and education for our children and families. Always remember to stay positive and focus on the needs of the children in your care. Maintain respect for each child's parents and family members. Staff will receive a confidentiality and privacy form as shown below to sign and place in employee file along with a signed Statement of Commitment. 








Confidentiality and Privacy:
I, a childcare provider _____________________________ will not disclose any and all private information obtained about the contracted families or their dependents during employment, including but not limited to medical, financial, legal, and career information. Such information is strictly confidential and may not be disclosed to any third party for any reason. I also understand that no information about my location and plans for the day and no pictures of the children should be shared on any social media network or with strangers to the family by me.


TLA Childcare Policy Handbook GUIDELINES
The Childcare Policy Handbook (TLA 100) and Childcare Contract (TLA 003 & TLA 003B) include a detailed list of all policies and procedures. The family and the provider will discuss this handbook as part of a child’s enrolment acceptance. The policies and procedures are established for the provider and the parents to provide guidelines for a safe, fun, educational, and loving care environment for the children. Policies are based on the following operations: 
· Attendance, discipline and discharge 
· Fees and payment 
· Weather, Emergencies and safety 
· Field Trips, hours and holidays 
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Enrollment guidelines assist in providing adequate communication between the parents and the providers at TLA. When a new family first contacts TLA, the parents will receive an interview and subsequently receive an information packet that describes our philosophy of childcare and the enrollment procedures. If the parent is interested in TLA, they will receive an enrollment packet; this packet includes information about our childcare philosophy and practices, as well as what is expected of the child and parent. A two-week trial period is in place so that is the provider or parent doesn’t think this is a good fit then either party can terminate. All upfront fees are still paid and non-refundable. Childcare parents/guardians will be notified by texted or phone call if any sudden changes happen; notified by email if any policy changes.
All children will be accepted into the TLA family on a first come first served basis. No family or child will be discriminated against for any reason in accordance with state and federal guidelines and in accordance with our nondiscrimination statement.
Before a child may enter the care of TLA, all necessary forms MUST be completed and returned to the Childcare. If a child were to be allowed to attend the Childcare prior to completion of the required documentation this would be in violation of state law. All forms must be updated no later than every 12 months; however, an earlier update may be required based on need. It is the Parent’s responsibility to ensure that the child’s immunizations are kept up to date and to provide these updates to the Childcare.






Required Enrollment Documents 
	Document Number
	Enrollment Documents

	CCL 010
	Authorization For Emergency Medical Care

	CCL 026
	Authorization for Dispensing Medications to Children or Youth Short-Term Medications (Prescription and Non-Prescription) (If applicable)

	CCL 027
	Authorization for Dispensing Medications to Children and Youth Long-Term Medications (Prescription and Non-Prescription) (If applicable)

	CCL 029
	Medical Record for All Children in Child Care Facilities, Including Provider’s Own Children

	CCL 029a
	Child Health Assessment

	[bookmark: RANGE!A7]CCL 035
	Parental Permission Form for Off-Premises Trips Group of Children to One Location

	TLA 001
	Emergency Contacts Form

	TLA 002
	Parent Handbook Acceptance Form

	TLA 003
	Childcare Contract

	TLA 003B
	Childcare Contract - Extended Hours (if required)

	TLA 004
	Child Enrollment Record

	TLA 005
	Child Introduction Form

	TLA 006
	Permission to Photograph

	TLA 007
	Safe Sleep Policy for Childcare

	TLA 008 
	Supervision of Children Policy

	 
	Food Program Enrollment Form



Please see the Annual Contract or other individual documentation for information regarding the following topics
1. Payment schedule policies & fees
2. Parent Withdrawal
3. Termination by the Childcare
4. Holidays, Vacations, Sick Days
5. Children’s Vacation Days
6. Supervision of Children Policy



Wait List
Children will be placed on a wait list for openings if requested. As positions become available, they shall be offered in the order at which they are received.
Communication
To provide the best possible care, the parents and the provider are encouraged to keep lines of communication open. These lines may include discussions about changing behavior of the child or any other topic deemed necessary. Please feel free to hold open communication with the owners and staff if any questions arise. If any of the policies are undesirable, feel free to discuss them. The best time to reach me is during naptime (usually 1:30 p.m. would be best) or after daycare hours but before 9:00 p.m.; if possible, please schedule an appointment so that I will ensure the time available to provide proper attention to the situation. It is through parent/provider interaction that a goal of quality and nurturing care will be achieved. 
*Please do not park in front of the second garage door after 1 p.m. due to my husband coming home after work anytime between 1-5 p.m.


TLA POLICIES AND PROCEDURES
Arrivals, Departures, Security & Sign in /out procedures:
It is normal for some children to have difficulty separating from loved ones when being dropped off; please be brief during this transition time. The more that the departure is prolonged the more difficult it becomes on the child; this may distract attention from the other children and our attention should be focused on all of the children. In our experience, children are nearly always quick to get involved in play or activities as soon as parents are out of sight. During arrivals/departures; parents and children shall recognize all of the Childcare’s rules and regulations. Children are not allowed to proceed outside unless accompanied by an adult (an older sibling is not acceptable). Our standard procedure is to release the child only to his/her parents or contracted contact. If a temporary designated contact is required, notification must be provided in advance. A verbal notification will be acceptable on that particular day if the temporary designated contact is on the list of those authorized to pick up the child. If the temporary designated contact is not on that list, written consent must be presented by the child’s parents or contracted contact before any child will be released. Please inform your temporary designated contact that proper identification must be presented before the release of any child; this is not meant to offend anyone it is simply a measure taken for the child’s and our protection. Your children’s safety is our number one priority. When dropping and picking up the children; the parents enter a code in the door to help the kids and I safe. If a parent has lost the code or cannot remember it then they have to call for it; I will not give it out by text. When a parent leaves the childcare code is changed.
Note: All children must be signed in/out of childcare daily on the Tablet using the app Bright wheel.
Each day, the parent or contracted contact is required to sign the child in and out of daycare on the Sign in & Out App. The app includes the time-in, time-out, and a signature (we will calculate the daily hours). The tablet is located on communication wall. This provides a written record of the child’s attendance hours and who dropped off and picked up the child. Note: The Sign in & Out Form meets the requirements for clients of the SRS assistance.

Absences (also see Childcare Contract (TLA 003 or TLA003B))
The operating expenses of TLA are the same whether an individual child is present or not; for this reason, there is no deduction in the weekly fee in the event of a child’s absence.  If a client requires an extended leave of absence yet intends to return following the absence, prior arrangements must be made which will include no less than a pre-paid 2 full weeks of care at the contracted amount; this fee is in place to ensure the ongoing reservation of an open position for the returning child’s care. 

Photography Policy
With your children away from you for extended periods of time, we like to try and photograph them for you throughout the day. This is especially true for “firsts” (first steps etc.). Some of our special craft activities (Mother’s Day, Father’s Day, Christmas, etc.) may require a photograph as well. These pictures may also be posted to social media or used in advertising. No identifying information will ever be posted or printed regarding the children. You may share these photos as desired. Parents/Guardians may choose to not have their child posted on social media and/or advertising materials. The form for permission or to decline permission is in your child enrollment package.
Items Not Furnished by the Childcare
The following items shall be provided by the parent:
1. 2 complete changes of clothing at all times; if the child is potty training, additional clothing and underwear may be required.
2. Proper outer wear / shoes for outside play
3. Slippers for use indoors (optional)
4. Special Blanket or other security item for quiet (nap) time (optional)
For infant and/or toddlers the following additional items shall be provided by the parent:
5. Diapers (disposable)
6. Baby wipes
7. Bottles and formula (infants only)
Proper Attire
Child’s play is a messy business. The children will be painting, playing on the grass, in the water, playing with chalk and other various activities. Please do not expect for the children’s clothes to remain clean and free from stains; with this in mind, please dress the kids appropriately. TLA will not be responsible for clothing getting messed as a result of normal daily activities. The children will participate in all activities regardless of their dress. Children do not wear shoes when inside the home. They must be taken off in the entrance and put into the shoe cubby. Children may have slippers kept at the Childcare to be used in colder months.
Personal Possessions
Toys from home are not allowed at any time. Any toy brought from outside the facility will be confiscated and returned to the parents at the time of pickup. 

Family Involvement
Families are encouraged to become involved at the Tammy’s Little Angels by participating in activities and functions. You will have the opportunity to go on field trips with your child if the parent/guardian is available. We have field trips if we have enough parent involvement. Field trips: the cost of the fieldtrip will be the parent’s/guardian’s responsibility.  We offer several opportunities throughout the year for you or a family member to participate in the childcare. We have a family picnic in the summer, Mother’s and Father’s Day activities, Christmas Party and that’s just a few I have listed. Parents are welcome to come and observe just remember it makes it difficult for the child to see you and then not be able to go with you.

Birthdays/Celebrations
Parents may bring treats for birthday celebrations. Due to an increasing number of children with various allergies (dairy, peanut, latex balloons, etc.) please check with Christina or I to discuss what is appropriate.

Visitors
We have an “open door” policy regarding parents visiting the Childcare during regular hours of operation. We encourage you to be involved in your child’s day care experience. Please understand that our first priority is to give our attention to the children that are in care.
We ask when visiting the childcare to respect the confidentiality of the other families enrolled by not discussing what you observe during your visit. It is against our policy to provide information about children other than your own.  When you are visiting (or have a family member that is visiting) we ask that you stay no longer than thirty minutes.  This will help with the routines and structure of the day and it will also help us maintain confidentiality.  Children usually act out when other adults are around. 
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TLA CONSCIOUS DISCIPLINARY POLICY AND CHILDCARE RULES

The goal of discipline is to help children learn self-control. We as Childcare providers will help teach children about what appropriate behavior is, and how to get along with others. There will be NO physical discipline. Discipline is used to teach a child and not as a punishment. 
There are many techniques to assist children in resolving conflicts. Although methods vary depending on children's ages and the severity of the situation, all teach problem-solving skills and instill an intrinsically motivated sense of right and wrong. We use the following techniques when dealing with conflict situations:
· Limit setting: Children are given basic, clear and concise rules to guide their behavior. Boundaries and expectations expand as children develop.
· Consistency: Children will know what to expect, limits and expectations are consistent throughout the classes and all adults respond in a similar way to conflict situations.
· Tone: A kind yet serious tone delivered by intervening adults reinforces children's sense of security and lets them know the situation is under control.
· Modeling: Adults clearly demonstrate compassionate, caring behaviors that set examples for children to follow.
· Passive intervention: Teachers give children time to work through their own problems, but are there to help if things escalate to destructive or aggressive behavior.
· Physical intervention: Children are physically separated if they begin to hurt each other. Having them go to the safe spot to calm themselves; there is breathing technique pictures for them to see.
· Identifying/ interpreting: We will help clarify problems, diffuse tension and facilitate problem solving.
· Validating feelings: Acknowledging one's own emotions and those of other children facilitates learning.
· Generating options/solutions: Children are given tools to settle conflicts (negotiate, make retribution, collaborate, etc.).
· Redirection: A request to stop a negative behavior is accompanied by a suggestion for an appropriate behavior to replace it. 
· Natural consequences: We will point out and reinforce natural consequences as they occur. Children see the results of their own behavior and begin to modify it accordingly. "You threw dirt after we asked you not to. Now you need to leave the dirt box and find a different area to play in."


Childcare Home Rules

1. No running, jumping, or screaming permitted inside the Childcare. (Please walk or use walking feet)
2. No hitting, pushing, biting, grabbing, kicking, spitting or pinching others or other inappropriate touching or actions. Use gentle hands, biting hurts.
3. No standing or climbing on toys (unless they are meant to be climbed on), chairs, tables or any other furniture. Our feet stay on the floor.
4. No mistreatment of toys or furniture
5. No name calling, teasing, swearing, or other inappropriate language.
6. No gun, sword, or any other violent type of play is allowed
7. No fighting or wrestling
8. No picking up any of the other children
9. Absolutely NO GUM; please do not allow children to bring other food or candy unless there is enough for everyone that is in the Childcare; this should be previously approved
10. Respect and enjoy each and every person;
11. Recognize everyone as an individual with his/her own wants and needs;
12. Encourage individual thinking, allow children to pursue his/her own interests   whenever possible and not compare their efforts with other children;
13. Encourage the joy of making simple choices at an early age;
14. Respect everyone’s views as well as showing understanding and fairness
when differences occur;
15. Encourage children to solve their own problems by thinking out a solution on their own and then support them with suggestions when help is needed;
16. Offer more responsibilities as they grow;
17. Handle relationships and situations in a way that will guide the children;
18. Work out difficult problems with the children together;
19. Involve the children in the participation of the decision-making process;
20. Be a role model of kindness and patience;
21. Use calm and helpful language;
22. Ensure that the limits are presented in developmentally appropriate ways;
23. Teach children what to do rather than what not to do
.
                              HEALTH POLICIES AND PROCEDURES

Quiet (Nap) Time Policy: All children will observe afternoon quiet time shortly after lunch. Some children nap on cots in a nap/guest room and some on cots in main daycare room. The children in the nap/guest room are visually checked at least every 15 minutes during quiet time. During quiet time, each child will have clean assigned bedding and linen. All children will be expected to sleep or rest quietly so that the children who need to sleep can do so. Quiet time will begin with story time and/or quiet songs to encourage children to fall asleep. Please do not request that any child be exempt from this policy. In a group care situation, this would not be in the children’s best interest.  Unless prior arrangements have been made, please refrain from dropping off or picking up any child during the scheduled quiet time as this potentially disrupts the entire group. Quiet time occurs daily from approximately 1:00 PM until 3:30 PM. I will attempt to accommodate occasional deviations from this policy, such as for emergencies and other necessary events.  A special blanket or other security item may be provided by the parent for quiet time if desired. Special items are ONLY allowed during this time.
Smoking / Smokeless Tobacco
There shall be NO smoking or tobacco use anywhere on the premises or in the facilities; this includes parking areas and adjacent walk ways. It is KDHE Law that there is no smoking around children in daycare homes.
Illnesses
Please do not bring any child that is sick.  Health Department regulations prohibit the admittance of any child into a childcare environment who exhibits any of the following symptoms: NO EXCEPTIONS!
1. Rash
2. Fever (100.5F or higher)
a. Child needs to be fever free for a minimum of 48 hours before returning; which means the child has to be fever free without aid of medication.
3. Runny nose with colored discharge
a. Clear discharge is acceptable as long as it is in relationship to an allergy.
4. Diarrhea in any form is not permitted
a. One exception is infants and toddlers with fevers and/or diarrhea pertaining to teething only.
5. Discharge from eyes or ears
6. Vomiting in any form is not permitted
a. If any child vomits while in the care of the Childcare, the contact point will be notified and expected to pick up the child as soon as possible.
b. The child will not be permitted to return until symptom free for a period of no less than 24 hours.
7. Head lice in any form are permitted after treatment.
a. If any child exhibits signs of head lice the contact point will be notified and expected to pick up the child as soon as possible.
b. The child will not be permitted to return until symptom free for a period of no less than 24 hours.
c. All contacts of the facility children will be notified if any signs of head lice occur in the facility.
d. If any child exhibits signs of head lice while outside the care of the facility, parents must notify the Childcare immediately.
If a child develops any of these symptoms while in the care of the Childcare, a contact will be required to pick up the child immediately. Before returning to childcare the child must be free of all symptoms for no less than 24 hours or be accompanied by a doctor’s approval for the return to the Childcare; however, this is subject to the TLA approval. Children are welcome with a mild cold. This policy is in place to benefit all of the children. This illness policy applies to all members of the Childcare as well.  
Covid 19 or any Pandemic Virus still responsible for payment to save spot!
Have had exposures to someone diagnosed with COVID 19. Anyone in home showing signs of illness fever, cough, shortness of breath, headache, sore throat, vomiting etc. Please notify daycare if any illness so we can see if it is reportable to KDHE. I have link to KDHE website for Isolation and Quarantine Guidance (kdheks.gov) 
· with COVID 19 any fever can’t attend for 48 hours instead 24 hours without medication like (Tylenol or Advil) for fever, cough, vomiting and diarrhea without doctors’ permission to safely return to daycare.
· All children must wash hand or use hand sanitizer when entering
·  A parent/guardian in close contact with COVID-19 individual should not drop off or pick up.
· More information available on KDHE website https://www.coronavirus.kdheks.gov/ or CDC  https://www.cdc.gov/coronavirus/2019-ncov/index.htmlw


Communicable-Disease Prevention and Reporting
Communicable diseases: (IE.  If anyone has COVID-19, chicken pox, roseola, conjunctivitis (pinkeye), mumps, measles, influenza, strep throat and etc.) are by law, not permitted in the Childcare. All parents will be notified immediately if the presence of a communicable diseases is suspected and what symptoms to be aware of.
Management of Medication
If a child is taking medication, please be sure to sign an Authorization for Dispensing Medications to Children and Youth Long-Term Medications (Prescription and Non-Prescription) form CCL 027 for each medication to be administered. Medication will not be administered (including diaper rash cream) to any child without a completed form CCL 027.  All medication must remain in the original container.  Please do not leave any medicine in diaper bags or other similar containers; they must be delivered, in person, to an authorized member of TLA.
Health Records
Immunization (shot) and medical records must be kept up to date by the parent; this includes an update every time the child receives a new immunization, changing physicians, hospitals, or other similar occurrences. The parent is responsible to inform the Childcare of any changes with an update to the Medical Record for All Children in Child Care Facilities, Including Provider’s Own Children form (CCL 029) and the Child Health Assessment form (CCL 029a).

* This Statement of Commitment is not part of the Code but is a personal acknowledgment of the individual’s willingness to embrace the distinctive values and moral obligations of the field of early childhood care and education
Hand Washing, Diapering, Sanitizing, and Laundering Policies
TLA practices excellent sanitation guidelines. These guidelines include policies such as washing hands before preparing food, after changing diapers, after wiping a child’s runny nose & etc. TLA also teaches the children good sanitation habits such as washing hands before and after eating, playing outdoors and using the restroom. Good sanitation is important to the Childcare and to the welfare of the children in our care and we are sure it is important to you. Children’s diapers are checked, at a minimum, every hour and are changed if needed. The diaper changing area is sanitized with a mild bleach water solution after every use. All meal tables are cleaned and sanitized after each meal. All toys are sanitized every weekend. Baby toys are sanitized daily as well as the playpens that they sleep in. Assigned bedding and linen is washed once per week unless a child has an illness or the assigned bedding and linen becomes soiled in which case it will be washed as needed.
Toilet Training
When a child demonstrates readiness for toilet training, the process will begin; this will be done in a relaxed manner and in cooperation with the parent. If the child has frequent accidents or is beginning to learn to use the toilet, the parent will need to provide plenty of extra clothes and underwear. Children generally achieve toilet training between the ages of 2 and 3 years. Signs to be aware of include appropriate language skills to communicate the need to use the potty, staying dry for long periods of time, the ability to dress and undress themselves, and an interest in staying dry and clean. Please realize this should be your child’s accomplishment and not yours or ours. A child’s progress should never be compared to any other child. Children train easily when they are ready. We ask that the parents initiate the process at home. When you think that a child is ready, we will help with the toilet training process. Please keep in mind that the activity level at the Childcare may distract your child from responding to an urge to use the potty more so than at home. We will, in the early stages, escort them approximately every 45 minutes to an hour to the bathroom so that they develop a routine of using it. Each child must achieve a period of no less than two full weeks with no accidents while in attendance at the Childcare before placing them in big girl/boy underpants at the Childcare. While your child is learning to use the potty, we discourage overalls. Overalls are difficult for them to remove while in training. During the training period, it is suggested that they wear either a regular diaper or cloth underwear along with plastic pants. 

Emergency Preparedness/Risk Management:  
The following Emergency situations are addressed in this Emergency Plan:
· Fire, explosion 
· Severe weather, including floods, tornadoes and blizzards 
· Utility failure
· Hazardous materials, nuclear disaster 
· Acts of terrorism, intruder
· Bomb scare 
· Dangerous animal, missing child
· Police incidents near the facility, civil unrest


The following situations are not addressed in this Emergency Plan:
· Emergency incidents involving individual children or adults





[bookmark: _Toc487461499]3. Program and Facility Description

Name of Child Care Facility: Tammy’s Little Angels Childcare
Approximate Number of Children Served: 12

Approximate Number of Staff: 3

Hours of Operation: M-F 6:30 am – 5:00 pm


Emergency Contact Policy
Please ensure that a contact point is available at all times in case of an emergency. If you are expecting to be away from your emergency contact number that is on file at the Childcare, please ensure that the Childcare has alternate contact information so that an emergency contact may be reached.  They will be notified by a phone call or texted if an emergency arises.
Insurance
TLA maintains the required amount of insurance. Child Care Insurance covers the child care Childcare in the unlikely event an injury occurs. A child care insurance policy includes comprehensive, general liability, and fire insurance. Childcare insurance includes coverages such as: bodily injury, damage to property, medical emergencies, fire emergencies and the legal costs that may arise for such incidences.

Emergency Evacuation 
Each month at TLA, we conduct a fire drill and a smoke detector test. During the months of April to September, we also conduct monthly tornado drills. These drills are conducted in a specific method to ensure that each enrolled child is able to participate in the drill. Drills are recorded monthly on the required documentation. Emergency plans for fire, tornado, flood, lightning storm, or other serious emergencies are posted on the bulletin board. Our primary concern is maintaining the children’s safety.   If an emergency arises the parent’s/guardians will be notified by phone call and texted. If any child that has special needs; they will be assisted down the stairs if they are needing extra help. 

Fire Safety Plan 
In order to reduce the threat of fire, smoke detectors are installed in each room and inspected regularly to ensure that they remain in working order. For fire drills, we continually educate the children about the rules and where to evacuate from the center; furthermore, we follow up with a monthly fire drill. There is a fire evacuation plan posted on the bulletin board (the primary meeting place is by the center’s mailbox on Calvert Ct.). The plan displays all of the exit routes that the children shall follow. If a medical emergency arises during an evacuation or other event the Incident and Injury Reporting Policy, as addressed above, will be followed. In the event that an emergency contact cannot be reached, attempts shall be made until such time as one becomes available.  
Incident Plans 
1. Missing Child: in the unlikely event that a child should appear to be missing, a thorough search of the center and surrounding grounds will be conducted. If the child is not located, emergency services (911) will be notified immediately; once emergency services have been notified the center will notify the contracted or emergency contact. The next step is to conduct a neighborhood search or other direction as provided by emergency services.

 
2. Utilities and/or Maintenance Incident: 
a. Should the center experience utility issues, all children will be required to remain in the daycare play area.  
b. If incident is due to weather, the Severe Weather Safety Plan will be followed. 
c. If the incident does not threaten our safety and, weather permits, the children will be accompanied outside to play while the issue is addressed. 
d. If the incident is a power or water outage that will remain out for more than 2 hours, the center will notify the contracted or emergency contact to have the children picked up. Following the dismissal of all children. The center will close until such time as the issue is addressed to the extent that would allow the center to reopen under approved rules/regulations. 
3. Lock-down of the Center: Lock down is only used in response to a potential violent situation (IE. trespasser, non-custodial parent, notification of threat by local authorities, and etc.). Lock-down includes securing all doors and windows. The children will be maintained in the safest area of the daycare home or moved to the safest place available outside the center if needed. At the safest opportunity for the child and center, the center will notify the contracted or emergency contact. Note: during a lock-down, the combination lock on the front door of the daycare home, will be disabled. 
4. Evacuation of the Center: Evacuation may be necessary in some extreme situation (IE. fire, gas leak, nearby ground chemical spill, hazardous material accidents, bomb threat, etc. or as required by local authorities). 
a. Evacuation due to Fire: If a fire is the cause for evacuation, the Fire Safety Plan will be followed. 
b. Evacuation for other than Fire:  The children will be escorted/transported to the safest place available. The primary rally point is the South Fire station located at 3405 S Meridian Ave. At the safest opportunity for the child and center, the center will notify the contracted or emergency contact. Note: during an evacuation, the combination lock on the front door of the daycare home, will be disabled. Here is a screen shot of the location your child will be at if evacuated for any reason.  
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Power Outage Plan 
If, for any reason, the center is to remain without power for an extended length of time, all children will be required to be removed from the facility; this is a Health Department regulation and is in place for the overall safety of the children (see the Utilities and/or Maintenance Incident plan). 
Severe Weather (Rain, Ice and Snow, Storms and/or Tornados Warnings) Safety Plan 
In case of severe storms such as tornados the children will be escorted to the basement away from any windows. The children will be kept calm and comforted. Our primary goal is to make sure the children are safe. For other severe storms the children will be maintained in the safest area of the daycare home or moved to the safest place available outside the center if needed. We will maintain sufficient emergency and first aid supplies, weather radio, water, food, blankets, flashlight, candles and etc. Once the children are safe the center will notify the contracted or emergency contact.
Closing Due to Severe / Inclement Weather 
TLA may close operations in full days or in part in the event of severe / inclement weather. We do not currently provide notifications of closures to the local television or radio stations. If a risk exists for severe / inclement weather, please contact the center to inquire as to the status of operations. We will make every attempt to provide updated information in a timely manner (weather permitting) as to the status of the center. No discount from the contracted rate is offered for any time lost due to severe / inclement weather or any other emergency arises.
 
Flood Safety Plan 
If a flood risk exists, we will immediately maintain or escort the children to the upper level of the daycare home. If flooding is above upper level becomes a risk, the children will be escorted to the highest accessible point. Once the children are safe the center will notify the contracted or emergency contact as well as emergency services if required. 
Divorced / Separated Parents
Divorced or separated parents that share custody, every effort will be made to see that both parents receive communication from Tammy’s Little Angels. If one of the parents has restricted access for custody or visitation, those restrictions will affect childcare arrangements, please furnish the office with a certified copy of the custody/visitation arrangements. Tammy’s Little Angels does not become involved in any custody disputes. Please do not ask my assistant or anyone else for documentation or discuss any actions or behaviors of another parent. Confidentially is always followed.

First Aid Procedures 
1. Red Cross first aid and poison center guidelines will be followed to all times 
2. The Center Director will maintain a current CPR and first aid certification for both infants and children. These certifications will be renewed every two years or as required. 
3. A first aid kit that contains all of the needed supplies will be maintained on the premises. 
4. Emergency contact information for local care facilities (including poison control) will be maintained alongside any pertinent emergency contact information pertaining to the registered children in accordance with the Emergency Contact Policy. 
5. All notification and documentation will follow the Incident and Injury Reporting Policy. 
Serious Injury / Medical Emergency Plan 
In the event of a serious injury or medical emergency: 
1. Emergency services (911) will be notified immediately 
2. Once emergency services have been notified, CPR / first aid treatment shall be applied until medical assistance arrives 
3. If necessary, we may transport the child to the closest emergency facility 
a. A substitute daycare provider will be set in place if the situation requires 
4. At the safest opportunity for the child and center: 
a. The center will notify the emergency contact 
In the event that an emergency contact cannot be reached, attempts shall be made until such time as one becomes available 
b. Contact the physician identified on the child’s emergency contact form 
c. Document the event in accordance with the Incident and Injury Reporting Policy. 
Center Safety Plan/Education and communication for staff. 
The following safety measures are frequently checked to ensure a safe learning environment: 
1. Staff will be educated and trained in these Emergency Procedures: On all of the drills and plans that are mentioned above. 
2. Staff training must be included as part of orientation for new staff and annually for existing staff.

3. Monthly practice evacuation drills are required and a minimum of 2 shelter-in-place practice drills are required per year.
4. The center shall be child-proofed throughout. 
2. Poisons and medicines shall be stored in a secure location which will remain locked at all times. 
3. Maintain all fire safety equipment 
4. Maintain all smoke and carbon dioxide detectors 
5. All electrical outlets are childproof in the upstairs section of the daycare home 
a. Others downstairs shall remain capped while not in use 
6. Drills for fire, tornado, flood, lightning storm, or other serious emergencies shall be conducted regularly 
7. All entry points into the facility shall remain secure and shall be monitored at all times 
8. There are guns on the premises but are locked in a gun safe in the basement.
9. Both dogs are downstairs in the basement only time around the animals is during a tornado drill 

Child Abuse, Mandated Reporter/ Neglect Training
Unfortunately, this is a topic that must be addressed in today’s society. TLA will not knowingly allow any form of sexual, physical, emotional, or other type abuse of any child that is contracted to be in our care at any time; this includes any time that the child is in its own home or elsewhere outside the Childcare. On the surface, this may sound like an invasion of privacy; but we will not ethically ignore such abuse. We are required by law to report to proper officials any sign of abuse. I have been trained in the recognition of all forms of child abuse and will do everything in my power to prevent any instances from occurring. If I notice any signs of abuse at any time, I will alert the parent immediately both verbally and in writing, along with a full description of the symptoms (IE. bruising, sores, sudden extreme behavioral changes, etc.). The Childcare will maintain a copy of all documentation which will be provided to the proper authorities if it is deemed necessary. All matters of suspected abuse will be handled with the utmost discretion. At times, information may be provided about the children having bruises or scrapes; this is not to say that abuse is suspect; however, most such injuries are documented for our protection as well as the children and parent and are just an alert of any instances that may arise. It is noteworthy to say that the Childcare is required by law to follow this policy; we are a Mandated Childcare reporter, and must report all suspicion of neglect or abuse by law. All signs or suspicions will be handled openly and honestly in order to avoid any possible misunderstandings. We both want what is best for the children. Please feel free to discuss this or any other issues with me at any time.
Incident and Injury Reporting Policy
Initial assessment of the severity of any injury will be made by the director or qualified substitute of the Childcare before any form of first aid is applied if needed. A call to emergency services (911) will be placed immediately if there is a serious injury. At the safest opportunity for the child and Childcare, the Childcare will notify the contracted or emergency contact and ensure that proper documentation is made for the incident; this documentation must include what, if any, action was taken and the description of any first aid that was performed. One copy of such documentation will be provided to the parent/guardian, one copy will be maintained in the Childcare’s file and, if required, one will be sent to the licensing agency. Incident reports must be created following the occurrence of the any of the following:
1. Injuries involving serious accidents (IE. falls from 2 feet or more, motor vehicles involved, etc.)
2. Unexpected illnesses, contagious disease, and food allergies
3. Poisoning or medication error
4. Aggressive or unusual behavior

Any other minor incidents such as biting, scratches, scrapes and etc. shall be reported by the individual witness of the incident to the Childcare for documentation; this information shall be forwarded to the parent.

Biting Policy
Children’s biting of other children is one of most common and most difficult behaviors to modify in a group childcare. It may occur without warning, is difficult to defend against, and provokes strong emotional responses in the biter, the victim, the parents, and the caregivers involved. For many toddlers, the biting stage is just a passing issue. Toddlers may try it out as a way to get what they want from another toddler. They are in the process of learning what is socially acceptable and what is not. They discover that biting is a sure-fire way to cause the other child to drop what they are holding so the biter can pick it up; however, they experience the disapproval of the adults nearby and eventually learn other ways of gaining possession of objects or expressing difficult feelings. For other children, biting may be a persistent and chronic issue. They may bite for a variety of reasons: teething, frustration, boredom, inadequate language skills, stress, change in their environment, feeling threatened, or to feel a sense of power. No matter what the cause, biting in a group situation causes strong feelings in all involved. It does help, however, to be aware of the potential problem before it happens and to form a plan of action if it does occur. The staff of the Childcare, after consulting child care experts and manuals, has developed the following plan of action to be used if and when biting occurs while in our care:
A. Before biting occurs:
1. Discuss the issue of biting with all parents at the time of enrollment.
2. Distribute written policy to all families and include in the enrollment packet.

B. When a child is bitten:
1. For the biter:
a) The biter is immediately removed with no emotion, using phrases such as “biting is not okay – it hurts.” 
1) Avoid any immediate response that reinforces the biting or calls attention to the biter.
2) The caring attention is focused on the victim.
b) The biter is not immediately allowed to return to play and is spoken with on a level that the child is able to understand such as:
1) “I can see that you want that truck, but you are not allowed to hurt him. We may not put our teeth on people.”
c) Redirect the child to other play.
d) Create a written incident report so that this information may be passed on to the parents.
2. For the victim:
a) Separate the victim from the biter.
b) Comfort the child.
c) Administer first aid if necessary.
d) Create a written incident report so that this information may be passed on to the parents.
C. If the issue of biting continues:
1. Document every occurrence, including attempted bites. 
a) Documentation will include: indicate location, time, participants, behaviors, person present, and circumstances.
2. The Childcare will notify the parent of the incident and discuss the documentation. As a follow on, we work together to develop a written action plan.
a) Schedule follow-up meetings or telephone conversations as needed.
3. “Shadow” children who indicate a tendency to bite:
a) Teach non-biting responses to situations and reinforce appropriate behavior.
b) Adapt the program to better fit the individual child’s needs.
4. “Shadow” children who tend to be bitten:
a) Teach responses to potential biting situations: “No” or “” Don’t hurt me!”
5. Work together as partners with the parents of both biting children and victims to keep all safe and informed as well as to develop a joint strategy for change.
6. Prepare the parents of the biting child for the possibility that the child may have to be removed from the Childcare and assist them in devising a contingency plan.
7. If it is deemed in the best interest of the child, Childcare, and/or other children, we will terminate or suspend the childcare contract and remove the biting child from enrollment in the Childcare.
a) Written warning will be given to the parents before this action will be taken.



 
Supervision of Children Policy
The children are directly supervised at all times from all staff members, regardless if they are in the outside fenced play area or the inside daycare area. The childcare areas are designed as an open as possible so that close monitoring of the children may occur; this includes, at a minimum, within hearing distance at all times and within view most of the time. The only time children are not in view is when attending to my own personal needs, assisting another child’s needs in the bathroom, or if they are sleeping in the play room during quiet time. Before tending to personal needs, all children are made safe and within a distance where they may be heard. During quiet time a visual check is performed in 15-minute intervals.
Arrivals / Departures:
During arrivals/departures; parents and all children, shall recognize all of the center’s rules and regulations. Children, including younger/older siblings, are not allowed to proceed outside unless accompanied by an adult (an older sibling is not acceptable). This means they are not allowed to have access to the outside in the driveway or the front yard, without adult supervision.
Security:
We have a security system in our home, anytime any exterior door is opened a chime will sound. All door and windows will remain secured unless in use. Directly above the exterior door handle on the front door of the home is an electronic key pad. This keypad is used to unlock the door to allow entry by authorized users during business hours. All parents will be provided a keypad code; this code will be changed frequently in order to maintain the security of the center.
Outside Play:
All children are monitored closely while outside in order to maintain safety and security. The perimeter of the outside play area is fenced and the children are maintained within this area. If a restroom break is needed during outside play time, all children will be moved inside so that no child is ever left unattended. While outside, a cell phone is always available for use in case of emergency.

Emergency:
In the event of a personal emergency, the center will notify the contracted or emergency contact to have the children picked up. Following the dismissal of all children. The center will close until such time as the issue is addressed. 

Physical Activities both Indoors and Outside: 
Circle Time/Reading and Learning Times / Crafts:
All crafting activities are conducted within the inside daycare area and are piloted under direct supervision. Learning and Circle Time activities are conducted a table near the kitchen area; while, reading time is held on the carpeted area by the library located within the inside daycare area.

Free Play 
Children delight in unstructured (yet supervised) play. “Free” play allows them to pursue their interests, explore their creativity, and develop social skills by playing with other children. 
Importance of Play 
Play comes naturally to children. It is of great value to them and is critical to their development. Through play, they learn how to function in the world in many ways such as:  
1. Providing a sense of accomplishment  
2. Allowing them to determine what works and what doesn’t  
3. Allowing children to explore  
4. Duplicating real life situations  
5. Development of emotional skills 
6. Advance in concentration and coordination  
7. Education in mental and motor skills  
8. Instruction in the ability to solve problems  
9. Enables growth in creativity  
10. Teaches children how to get along with one another  
11. Develops their senses  
12. Aid in the prevention of discipline issues; children who are busy are less likely to get into trouble 
13. Allows them to burn off energy  
14. Strengthens family bonds, especially when parents and children play together
15.  
Some children may nap on cots in a nap/guest room and some on cots in main daycare room; any infant under 12 months will sleep in a Pack-n-Play style playpen in the nap/guest room. The children in the nap/guest room are visually checked at least every 15 minutes during quiet time. Doors are kept open so that I can monitor (hear) the children from the main daycare room. During most of quiet time I will be sitting in the main daycare room or in the kitchen area. 
Garage:
The children will not be allowed in the garage at any time. All doors to the garage are kept secured at all times during normal business hours except while in use


Basement Areas:
The master bedroom and main living room are located in the basement as well as another restroom. The children will only be allowed into the basement area only in the event of an emergency or during a drill and only under direct supervision. The standard policy is to keep the access door to the basement, located at the base of the stairs, locked at all times.
The storage / laundry room, also located within the basement area, is not accessible to the children and are kept secured at all times during normal business hours except while in use. Chemicals will be stored in this area out of the reach of children.

Restroom Use:
There is a lock on the door to the daycare bathroom; a key is located out of the reach of the children on the outside of the door in the event that the restroom door needs to be unlocked. There are child safety locks on the cabinets in the restroom so that the children have no access. The children can go tend to their restroom needs with or without assistance as needed. 
Grandkid room and office
Grandkid room is used for a sleeping area/school age play area. Office is usually locked and secured. 
Learning Times and Different Activities: 
Preschool Curriculum 
Our educational goal is to prepare all children with a smooth transition into school. The curriculum used shall be creative in nature. Through our educational activities and play, children develop learning skills, gain confidence in exploration, and develop pride in their achievements. We believe that children are able achieve their highest intellectual capacity through play that is stimulating, creative, and reinforced with praise and encouragement. Our program includes a great deal of educational activities (letters, numbers, shapes, & colors) as well as a multitude of arts and crafts type projects. All children benefit from these activities by developing hand and eye coordination, color and shape recognition, visual tracking, and awareness of cause-and-effect relationships. 

Physical Activities both Indoors and Outside: 
Circle Time/Reading and Learning Times / Crafts:
All crafting activities are conducted within the inside daycare area and are piloted under direct supervision. Learning and Circle Time activities are conducted a table near the kitchen area; while, reading time is held on the carpeted area by the library located within the inside daycare area.

Free Play 
Children delight in unstructured (yet supervised) play. “Free” play allows them to pursue their interests, explore their creativity, and develop social skills by playing with other children. 
Importance of Play 
Play comes naturally to children. It is of great value to them and is critical to their development. Through play, they learn how to function in the world in many ways such as:  
2. Providing a sense of accomplishment  
3. Allowing them to determine what works and what doesn’t  
4. Allowing children to explore  
5. Duplicating real life situations  
6. Development of emotional skills 
7. Advance in concentration and coordination  
8. Education in mental and motor skills  
9. Instruction in the ability to solve problems  
10. Enables growth in creativity  
11. Teaches children how to get along with one another  
12. Develops their senses  
13. Aid in the prevention of discipline issues; children who are busy are less likely to get into trouble 
14. Allows them to burn off energy  
16. Strengthens family bonds, especially when parents and children play together 
Social Learning 
Through daily activities and playing with interactive toys, children learn important socialization skills such as sharing, taking turns, and appropriate methods of communication. It is important for children to socialize early and to help them learn how to get along with others in a cooperative and supportive way; this socialization is of great importance prior to being placed into school or other group situations.  
Story Time and Circle Time 	
During story time, I read stories selected by the children (they each get to pick out a book if time permits); children who participate in story time tend to delight in stories and develop a strong imagination. Children who are read to daily often develop a heightened interest in learning to read. I emphasize reading to children daily alongside additional activities that familiarize children with the letters of the alphabet. I believe enjoyment in reading is a prerequisite for a lifelong interest in learning. Alongside story time we participate in circle time. During circle time I may ask the children what they might have done the night before or I just talk about what we are going to be doing that day; this is just a time to get the children to participate and work on their socialization skills
Meals: Meals Policy
Meals/Snacks
At TLA we serve nutritionally balanced foods. Parents are required to sign an updated Food Program Enrollment Form for this program each contract year. A child will never be forced to finish what is on their plate; however, we do encourage each child to try a “no thank you” bite of each item that is on their plate. Children are often surprised at what they like. Children who choose not to eat will not be served additional food (snacks) until the next mealtime. Please ensure notification of any possible allergy to items that your child may have. A family-style lunch is provided; this includes the possibility of the children’s participation in setting the table, assisting in serving themselves, and after eating, they may assist in cleaning up.  Parents will need to notify staff of any known allergies. This will be a work in progress. Menus will be on Brightwheel. Parents will be given an opportunity to give some input of what their children like to eat.  Food shall always be served in kid-friendly portions. 

Meals/Snacks Exemptions
1. Parents are responsible, at their expense, to provide any and all food items for their child if the current menu or portion thereof is unacceptable due to special dietary needs such as: allergies, religion, dietary type, race, medical requirement and etc.; however, this arrangement must be discussed, with the Childcare, before any such occurrence.
2. Parents with infants must furnish all baby food, cereal, and formula.  

Meal Schedule: (approx. times)
1. 8:15-8:45 a.m. Breakfast
2. 11:30 – 12:00 p.m. Lunch
3. 3:30 p.m.- 4:00 p.m. Snack
Typical Menu:
1. Breakfast:
a. Milk 
b. Fruit, vegetable or 100 percent juice
c. Whole Grain Bread or cereals
2. Lunch:
a. Milk 
b. Meat or meat alternative
c. Fruit or vegetable (3 servings)
d. Whole Grain Bread or alternative
3. Snacks:
a. At least two of the following four components:
i. Milk
ii. Meat or alternative
iii. Fruit or vegetable
iv. Bread or alternative










Breastfeeding Policy: 
Tammy’s Little Angels Childcare breastfeeding policy is as follows:
Because breastfeeding provides the healthiest start for babies, providing ideal nutrition and a multitude of health benefits for both the infant and the mother, it is important for child care providers to support and encourage breastfeeding. 
 1. We provide an atmosphere that welcomes breastfeeding families. 2. We support mothers who continue to breastfeed their infants/children as they return and continue to the workforce or school. 3. We provide breastfeeding mothers a provide space other than a bathroom to breastfeed their babies or express milk. We welcome mothers to breastfeed in the classroom as well. 4. We “check-in” with mothers for feedback and ways to continue providing support. 5. Staff communicates the infant’s individualized schedule (i.e., feeding napping, etc) so a mother can adjust her schedule for pumping and/or visiting to feed her infant.
 Initial Contact:
We discuss breastfeeding support with all potential new families and share our policy and breastfeeding resources with them. The breastfeeding policy is included in the parent handbook. 2. We work with families prior to their first day in child care to transition the infant to bottle or cup feedings. 
Feeding and Handling Milk:
1. Staff follows storage and handling of breast milk as defined by the Kansas Department of Health and Environment regulations. 2. We discuss with all families how expressed milk is handled at our center/home. 3. Freezer space is available for milk storage. 4. Staff informs families through written procedures on the proper way to label and handle breast milk. 5. Staff informs families about the quantity of milk remaining in containers to avoided waste. Staff fills the bottle with small amounts to reduce having to discard unfinished milk. Staff will have additional breast milk available to add to the bottle as needed. 
6. We develop an individualized feeding plan with each family including feeding responsively as we observe hunger cues and coordinating the last feeding of the day to meet the mother’s feeding needs (either to feed or to await mother’s feeding). 7. Infants are fed by the same caregiver as often as possible. All caregivers hold infants when feeding them using the paced bottle-feeding method whenever possible. When an infant is able to hold their bottle, they should be given the opportunity to self-feed.
 Staff Training: 1. Staff receives training every 3 years on how to support breastfeeding. 2. Staff is monitored for compliance with breastfeeding policy and standards. 3. Families have the right to request information about the content of breastfeeding training for staff. 4. This policy is reviewed annually and updates to incorporate new evidence-based research and practice

 Safe Sleep Policy for Childcare 
Providing infants and toddlers with a safe place to grow and learn is very important. For this reason, Tammy’s Little Angels Learning Center (hereafter referred to as TLA or center) has created this Safe Sleep Policy for Childcare to be applied to all children up to 1-year-old. TLA follows the recommendations of the American Academy of Pediatrics (AAP) and the Consumer Product Safety Commission in order to provide a safe sleep environment and to reduce the risk of SIDS. According to the Center for Disease Control and Prevention (CDC), SIDS is "the sudden death of an infant less than 1 year of age that cannot be explained after a thorough investigation is conducted, including a complete autopsy, examination of the death scene, and a review of the clinical history”. The staff, substitute staff, and/or volunteers at TLA follow the AAP safe sleep policy. 
When the Policy Applies: 
This policy applies to all staff, substitute staff, parents, and volunteers at TLA while caring for or assisting in the care for any child during the daily scheduled Quiet (nap) Time. 
Sleep Position: 
· Infants will be placed flat on their backs to sleep every time unless there is a physician, practitioner, or clinician signed sleep position medical waiver form up to date and on file with TLA. In the case of a waiver, a waiver notice will be 
· posted at the infant's crib without any identifying medical information. The full waiver will be kept in the infant's file at TLA. 
· Infants will not be placed on their side for sleep. 
· Devices such as wedges or infant positioners will not be used since such devices are not proven to reduce the risk of SIDS. 
· Infants who use pacifiers will be offered their pacifier when they are placed to sleep; however, the pacifier will not be put back in should the pacifier fall out while sleeping. 
· Children between the ages of 12 months to 18 months will sleep in a Pack N Play style playpen; however, they will be transitioned to a sleeping mat or cot as soon as the maturity of the child allows. Children ages 18 months and over will sleep on a sleeping mat or cot. 
· Parents are asked to provide replacement pacifiers on a regular basis. 
· Infants will always be placed on their backs to sleep; however, when an infant can easily turn themselves over from back to front and front to back, they may remain in whatever position they prefer to sleep. 

Smoking / Smokeless Tobacco 
· There shall be NO smoking or tobacco use anywhere on the premises or in the facilities; this includes all parking areas and adjacent walk ways. It is KDHE Law that there is no smoking around children in daycare homes. 
Sleep Environment: 
· Our program will use Pack n Play style playpens 
· All playpens will have a firm tight-fitting mattress covered by a fitted sheet and will be free from loose bedding, toys, and other soft objects (i.e., pillows, quilts, comforters, sheepskins, stuffed toys, etc.) 
· Playpen’s weave will be less than ¼” 
· Infants will not be placed to sleep on any standard style bed, waterbed, couch, air mattresses, or on any other soft surfaces. 
· Only one infant will be placed to sleep in each playpen. 
· Siblings, including twins and triplets, will be placed in separate playpens. 
· To avoid overheating, the temperature of the rooms where infants sleep will be monitored and will be kept at a level that is comfortable for a lightly clothed adult. 
· Blankets are not allowed to be in the playpen with any child under 12 months of age during quiet (nap) time. 
· [footnoteRef:1]Sleep clothing, such as sleepers, sleep sacks, and wearable blankets, may be used as alternatives to blankets for any child.  [1:  ] 

· Bibs and pacifiers will not be tied around an infant's neck or clipped on to an infant's clothing during sleep time. 


Supervision: 
Some children may nap on cots in a nap/guest room and some on cots in main daycare room; any infant under 12 months will sleep in a Pack-n-Play style playpen in the nap/guest room. The children in the nap/guest room are visually checked at least every 15 minutes during quiet time. Doors are kept open so that I can monitor (hear) the children from the main daycare room. During most of quiet time I will be sitting in the main daycare room or in the kitchen area. 
· When an infant is awake, they will have supervised "tummy time." This will help babies strengthen their muscles and develop normally. 
· Infants will spend limited time in, swings, and bouncer/infant seats when they are awake. 
Training: 
All staff, substitute staff, and volunteers at TLA will be trained on safe sleep policies and practices. 
· Safe sleep practices will be reviewed with all staff, substitute staff, and volunteers annually. 
· Training specific to these policies will be provided before any individual is allowed to care for infants. 
· Documentation that staffs, substitutes, and volunteers have read and understand these policies will be kept in each individual’s file. 
· All staff, substitutes, and volunteers at TLA will be trained on first aid for unresponsive infants 
· All staff, substitutes, and volunteers at TLA will be trained how to respond should they have a question or need assistance during infant care, before they are allowed to care for infants. 
Communication: 
Parents will review this Safe Sleep Policy for Childcare when they enroll their child with TLA. A copy of this policy will be provided with the parent handbook. Parents are encouraged to follow this same policy when the children are at home or otherwise outside the care of TLA. These policies will be posted in a prominent location within the center. Information regarding safe sleep practices, safe sleep environments, reducing the risk of SIDS in child care as well as other program health and safety practices will be shared, in writing, if any changes are made or become available. Any changes the parents will be notified through Brightwheel and Monthly Newsletter. Safety policies, practices will be discussed with staff members yearly and if any changes occur before the year; we will go over the changes in our quarterly meeting. Jan, May, and September.   























Daily Activity Schedule
TLA operation hours are from 6:30 am to 5:00 pm. Parents are asked to provide the Childcare with as much reasonable notice as possible if they expect to be late while dropping off or picking up. There are 5–10-minute transition period in between each activity. 

1. 6:30 a.m. - 9:05 a.m.: 		Children arriving / Free Playtime, table activities
2. 7:45a.m. - 8:30 a.m.: 		Breakfast/Clean Up
3. 9:15 a.m. - 10:15 a.m.:  		Circle Time/Structured Activities
a. Songs, Finger plays
b. Calendar/weather
c. Story
d. Work on ABC’s and 123’s
e. Dance time/yoga
f. Arts and crafts
4. 10:20 a.m. - 11:20a.m.: 		Outside Free play (weather Permitting)
5. 11:20 a.m. - 12:00 p.m.: 	Wash hands, Lunchtime, Cleanup
6. 12:05 p.m. – 12:45 p.m.: 		Story time/Brush Teeth: 
a. Read to the children
b. Prepare beds for naptime
c. View approved video/or naptime yoga
7. 12:45 p.m.- 3:15 pm..: 		Naptime/Quiet Time 
a. Non-nappers/ School age shall participate in quiet activities (puzzles, drawing etc.)
b. Read books
c. View approved video/TV
8. 3:15 p.m. - 3:30 p.m.: 		Quiet Time ends
a. Wake up
b. restroom break
c. store beds/linen
d. prepare for snack time
9. 3:45 p.m. – 4:00 p.m.: 		Snack time/clean up
10. 4:10 p.m. - 5:00 p.m.: 		Free play – inside or outside
a. Table activities
b. Play games/toys
c. Appropriate video
d. Clean up
e. Departures
Note: The above schedule is a guide and is subject to change without notice.




Tammy's Little Angels Childcare Employer Mission Statement: 

Our management philosophy encases the treatment of our employees regarding reward, discipline, and how we ensure a safe, fair, and rewarding work environment; this philosophy allows our employees to perform their job well.  I will treat all staff members with respect, equality, and most important, fairness. I expect nothing but the best from my employees. When someone is provided with employment, they will begin with a 90-day adjustment period. During this period, while most of the required training will occur, the employee and employer will have the opportunity to evaluate the relationship and decide if the relationship is acceptable.  After 90 days the employer and employee will discuss the evaluations and reflect on their outcome including performance, environment, and etc.; furthermore, approximately every year thereafter, employees will be evaluated at which time a monetary increase could possibly occur. Take note that all information contained herein is subject to change provided proper notification. 
Social Media/Cell Phone Policy: 
No cell phone use during the day; exception during naptime. Only other exception is in cases of emergency. 
Babysitting:
My employee has the right to watch the kids in childcare during non- childcare hours.  This would be between my employee and the childcare parents. Tammy’s Little Angels will not have any responsibility with this. 
Conclusion
Thank you again for choosing Tammy’s Little Angels Learning Childcare and for allowing me the opportunity to become a part of your children’s life. As a team we will work together to provide a fun, educational, and above all, safe environment for your child to grow. If there are any topics not covered by this handbook or other TLA documentation, please feel free to bring it to my attention.
CHILDCARE CONTACT INFORMATION
Program Director: Tammy Starkey
Email: tammyslittleangels123@gmail.com  
Phone: 316-393-3757
Form Number: TLA 100
Revision Date: 24 June 2026							Page 41 of 41
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