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Parent and Provider Handbook

Philosophy

At Mama Shelley’s Daycare, I offer a secure place for your children to play, work and learn with other children and adults. I value diversity, and welcome children between the ages of 0 and 5 regardless of race, gender, religion, or challenges. I believe that children learn through active exploration and play, and that self-esteem is built on mutual respect between us all, adults and children alike. My program is planned to be responsive to the needs of each child, and to offer opportunity for both group activity and privacy to play or work alone.

Family Childcare as a conscious choice

Mama Shelley's Daycare is a small family childcare. What does this mean for you child? It means that we will do all the things kids love to do; playing with toys, going for outside adventures, exploring arts and crafts. It also means we become much like a family and as such, may do typical family activities such as grocery shopping, laundry, etc. I strive to make each experience a fun and educational one.

Continuing along the lines of a natural family succession, the children’s ages are generally staggered. Despite many parents’ desires to have their child with like-aged children, studies show that staggering the ages of children can be far more beneficial. The younger children learn skills from the older children while the older children get the opportunity to nurture and learn patience around the younger ones. Family childcare offers a unique alternative to institutional daycare with its high staff turnover and rigid routines, offering more continuity of care and consideration for individual needs, all in the comfort and security of a home setting. I believe this promotes family values in the best sense of the word.

Open-door policy

Mama Shelley’s Daycare has an open-door policy, meaning you are more than welcome to show up during our day to see your child. No appointment is needed to see your child, however, we may be on an outing if we are not expecting you, so a call ahead might help you avoid a wasted trip. You are welcome to join in on any outing if you like as well. I want to emphasize the need for open communication amongst us. You the parent, and I the provider, have one very important thing in common – your child’s well being! Please feel free to pick up the phone or send me an e-mail to check on your child, ask questions, or share ideas! Of course, depending on the time of day, I may have to get back to you at a more convenient time so as to not take time away from the children.

Non-discrimination Policy

We welcome diversity! Mama Shelley’s Daycare is proud to welcome all children and their families regardless of race, creed, color, religious preferences, or challenges.

Enrollment

1. Before your child enters my care, all required forms must be returned to me. These include:

· Signed contract and policies 

· Copy of you child’s Immunization Records (or a signature on back of our blue Immunization Records form exempting your child from immunization requirements). 

· Consent for medical treatment (LIC 627)

· Field trip permission slip

· Identification and Emergency information (LIC 700)

· Affidavit regarding Liability Insurance (LIC 282) signed by each parent

· Receipt for Parents Rights Notice (LIC 995) signed by each parent

· Receipt for Personal Rights (LIC 613A) signed by each parent

· Child’s Preadmission Health History-Parents report (LIC 702)

2. There will be a two-week trial period in which either party may terminate this contact without any notice or penalties. Deposit WILL be returned if termination is in writing and no monies are owed to Mama Shelley's Daycare during this trial period only. 

Hours and Fees

1. My operating hours are from 8:00 am to 5:30 pm. (based upon need). Please make sure that if your child will be late or will not come to care, you call me before his/her scheduled time due. Please be sure you pick up your child by his/her scheduled pick-up time; I will charge $1 for every 1 minute you are late, payable immediately upon pick-up of child. The same is true for early drop-offs. Please follow the drop-off and pick-up procedures, outlined later in this handbook. 

2. A one-time, non-refundable registration fee is required and due at contract signing (please see contract for current pricing). This fee will go towards materials necessary to enroll your child (i.e. paperwork, nap mat, pillow, etc.).

3. A deposit totaling two weeks tuition is due at time of admission. The deposit will be used towards the last two weeks of childcare if proper 2 weeks notice is given in writing. The deposit will be forfeited if the child is not enrolled for at least 6 months. The deposit will also be used to pay any fees that are owed at departure. The deposit will be returned during the two-week trial period IF termination is given in writing and no monies are owed to Mama Shelley’s Daycare. However, tuition is not refunded. If the deposit is forfeited, it becomes the property of Mama Shelley’s Daycare.
4. Payment is due on Friday by 5:30 pm for the coming 2 weeks. If you have not paid for care, I will not accept your child. A $10 per day late fee will be charged. A day is defined as any portion of a 24 hr period from the time payment is due.

(Hours and fees continued)

5. If a check bounces, there will be a $30 returned check charge and payment thereafter must be in cash or money order. Childcare fees are subject to change, with one month’s notice given to parents.

6. This contract can and will be terminated at any time if payments are not made in a timely manner according to this contract or other agreement accepted by both parties.

Funded Care Guidelines

I do accept payments from third party funding agencies (i.e. Childcare Links, 4-C’s, etc.). Please ask me for my funded care policies addendum if you have funding available to you.

Vacations and Holidays

1. I take two weeks of paid vacation per year, and observe all Federal holidays. A calendar of holidays and vacation dates for the coming year will be provided for all parents by December 15 of the prior year.

2. After you have been enrolled for a full 6 months, you may take one week of vacation per year in which your fees will be waived. If you take a holiday or a vacation in addition to the one-week, you must still pay for care, since I will be reserving your child’s space. Please give me at least two weeks written notice of any planned absences.

3. I allow for up to 5 personal and/or sick days in my contract at full payment.  Should days exceed that, you will not be charged for those days and a credit will be determined and applied toward your next tuition payment.

4. I reserve the right to use remaining vacation or personal days for bereavement if necessary. If none remain, credit will be determined and applied for days taken for this purpose.

Food

1. Whenever possible, I will use organics!

2. I serve breakfast, lunch, and snacks at both mid-morning and mid-afternoon. 

3. I emphasize nutritious foods such as whole grains, fresh fruit and vegetables. If your child has special dietary needs, please let me know so we can make a plan to accommodate them.

4. If your child is not yet on solids, you are responsible for providing formula or breast milk. As your child begins foods and until any allergies are detected, it is preferable that you provide your child’s food unless other arrangements are made.

5. Please do not send junk food such as candy, gum, cookies, potato chips, etc. to daycare with your child. If you are bringing treats for a special occasion such as a birthday, please check with me first and be sure to bring enough for everyone.

6. Please do not bring any foods containing any types of nuts as these can cause a serious allergic reaction in some children.

Clothing and Supplies

1. All Mama Shelley’s Daycare laundry, including all towels, bedding, clothing, etc., is washed in Dreft laundry detergent for your child’s comfort (recommended for infants and those with sensitivity).

2. Please send your child in appropriate attire for the daycare setting, keeping outdoor activities in mind, and appropriate for all weather conditions, including rain.

3. Please keep in mind that I have hardwood floors and we will be removing our shoes (at the front door upon entry please), and therefore, socks with safety-slip rubber on the bottom are preferred (or indoor only, skid free slippers or similar).

4. Please label all clothing and provide at least 1 full change of clothing (including socks) in case of accidents.

5. Please send your child with his/her own blanket, labeled with your child’s name.

6. Parents are responsible for providing diapers for younger children. If you do not provide diapers I will charge $1.00 per diaper used out of my supply, or will ask that you please replenish my supply the following day.

7. Please be sure to send your child with his/her own bottle or sippy cups, and have them labeled with your child’s name.

8. I provide a variety of fun and educational toys and prefer that your child’s toys stay at home. However, if there is a special toy, stuffed animal, etc. that you wish to send along, please be sure that it is clean, safe, and labeled with your child’s name.

9. Providing some sort of arts and crafts smock for your child will help protect his/her clothes while we do painting, drawing, etc. An old T-shirt of yours would work fine, but you can send along a store bought smock too if you wish. I do have a few old shirts that I use here as well.

10. Arrangements will be made to keep supplies here in your child’s cubbie to eliminate the need for back-n-forth travel. Items such as diapers, nail clippers, thermometer, extra clothes, diaper cream, etc.

Health and Safety

1. Your child will be excluded from care if he/she has any of the following conditions: fever over 101, uncontrolled diarrhea, vomiting, mouth sores with drooling, rash with fever, conjunctivitis (pinkeye), scabies, head lice, tuberculosis, impetigo, strep throat (until 24 hours after antibiotic treatment), chicken pox, pertussis, mumps, hepatitis A, measles, rubella, shingles, herpes simplex, thick yellow or green nasal discharge, or other severe illness. Have a back up plan for care when your child is sick.

2. If you are notified that your child is ill, please pick him/her up as soon as possible. If you will not be able to pick up your child, please designate an alternate person to do so, and be sure he/she is on your Authorized to Leave Care form.

3. A signed authorization and doctor’s prescription is required for all medications administered.

Discipline

1. I try to create a respectful, safe environment for children. If discipline is required, I will attempt redirection first and/or cool-down time. If difficult behavior continues, we will work with the parents to develop a plan to meet the child’s needs. Consistency is key.

2. Biting is a common and expected behavior among young children. I will do my best to prevent biting, and will work with families to help a biter get through this difficult stage.

Confidentiality

1. Personal information about children in my care and their families is strictly confidential. Please do not ask me to reveal information about other children.

2. A health history and other family information will help me provide the best care for your child. However, you do not need to reveal any information you do not wish to, except that required by state law.

Mandated Reporting

Mama Shelley’s Daycare is a legally mandated reporter according to the California Penal Code to report any knowledge of or observes a child whom he or she knows or reasonably suspects has been a victim of child abuse may report the known or suspected instance of child abuse to a child protective agency. [Cal. Penal Code S11166, subd. (d).]

California Car Seat Laws

The California Vehicle Code (V.C 27360) states that all children under 6 years or 60 pounds be properly restrained in a car seat or booster seat while riding in a vehicle. The ONLY exceptions are when children under 6 years old weigh 60 pounds or more OR when the car only has lap belts in the back seat and the child weighs more than 40 pounds.

My Home

I have a large 2-bedroom apartment with very few restricted areas so that the children can roam about freely and safely. I have a fireplace in the living room, which is not used and is covered by plexi-glass. My home has been childproofed and has very few restrictions. Children are free to explore as all hazards are safely locked up and cupboards at their level are filled with fun plastic cups and utensils for them to play with.

Although this is a daycare where your child may be during the day and where they are free to play and explore, it is still my home and I expect it to be treated as such. I do not wish to feel that my privacy or my family life is compromised in any way. Please respect my home as you would have others respect yours.

My Pets

I have a cat, Izabella (18 yrs), and a bunny, Oscar the shark slayer (2 yrs). The cats favorite place to be during the day is in the large walk-in closet in my hallway. It is away from the children as this is the only area I will keep the children out of. Her food bowls are kept in the kitchen and her water bowl is kept in the bathtub. I try to keep the children out of the food and water and pick up the dishes when the kitty is done feasting. My pets are in good health and are gentle and tolerant of children, though I will mostly encourage the children to keep their distance unless supervised. However, I think it helps to teach children to be gentle and the older children can learn a sense of responsibility by helping me to feed the pets now and again! 

Drop-off / Pick-up Procedures

Parents are expected to sign their child in and out each and every day of attendance. Parents are also expected to escort their child in and out of the home daily. Please do not let your child run out to the car without you – this can be very dangerous.

Activities and meals are planned based on the childcare’s expected attendance. With that in mind, if you are running late and will not be dropping off your child at your scheduled time or if your child is not feeling well and will be staying home that day, please call me. If for some reason your child is not in attendance and no one has called me by 9am, I will assume that your child is not going to be in attendance that particular day and we will proceed with our daily activities, which may include an outing. In the event that we have left the premises, you should plan to meet up with us at our destination.

Please make drop-off and pick-up times as simple as possible by doing this in a quick and timely manner. Lingering tends to disrupt the other children, can interfere with our activities, and takes my attention away from the rest of the children for those precious moments.

I will have your child packed up and ready to go by your intended pick-up time. If you will be earlier than contracted for or later than expected, please call ahead so that I can get your child ready for pick-up at the revised time.
Release of Child / Children

Children will only be allowed to leave with the persons listed on the Authorized to Leave Care form in writing by the parent. No exceptions will be made. This is for the safety of the children.

Daily Routine

Some things are consistent in our daily activities, such as meal times and rest times. However, we like to encourage diversity and will try to have a variety of activities each day. Outdoor play will be in the mornings after breakfast and before lunch, weather permitting. Following lunch will be our resting period, and a variety of activities will be offered in the afternoons, such as arts and crafts, puzzles, music and dance, reading, open play, etc. 

Trial Period

All children have a 2-week trial period to ensure proper adjustment to the daycare setting. Either party can cancel this agreement at any time during the first 2 weeks with written notice.

Hygiene

1. Cleanliness is very important and I will do everything I can to keep us all clean.

2. Hand washing is essential for fighting germs, for employees and children alike!

3. Children (age appropriate) will brush their teeth after lunch each day and I will supply each child with his/her own toothbrush!

4. Fingernails: Please keep your child’s nails trimmed, both for sanitary as well as safety reasons (yes, some children do tend to scratch). I’d be happy to trim them for you if you provide a pair of clippers to be used only on your child and kept here in his or her cubby.

Universal Health Precautions (practiced by Mama Shelley’s Daycare)

1. Disposable gloves are worn when the provider has contact with blood (including blood in feces).

2. Hands (staff and children) are washed before preparing, handling or eating food, after toileting or diapering and after contact with bodily fluids or when hands are dirty.

3. Articles contaminated with blood or feces are carefully disposed of, or cleaned and disinfected, or are wrapped in plastic and sent home with the parents.

Diapering

Diapers are currently changed on the floor, so no fears of tumbling off a changing table! Area is easily cleaned afterwards, however, I do everything possible to eliminate soiled diapers from making direct contact with the floor. Same goes for your child’s bottom. Any soiled clothing will be placed in a plastic bag and will be sent home for laundering.

Toilet Training

Toilet training will be handled in a relaxed manner when the child is ready to begin training and has parental support at home. When you think your child is ready to be potty trained please come to me and talk to me about this. 

Emergencies

In the event of an emergency that is not widespread (i.e. fire in my home, etc.), I will take the children to a safe home of a friend, Diane Fisher, located at 4328 Howe St. #8 Oakland. Her phone number is 510-658-9690. In the event of an emergency that may effect more than my home (i.e. earthquake, widespread fire, etc.) we will relocate to the nearest school, Lakeview Early Childhood Center located at 746 Grand Ave., Oakland. Their phone number is 510-879-0857.

Television / Computers / Video Games

Mama Shelley’s Daycare limits the use of TV. We will occasionally watch a children’s video or turn on a PBS show. In general, the TV is kept off. It is in a locked cabinet and is under the complete control of the provider. The computer and video games are off limits for those 5 and under and limited for older children.

Changes or Termination of Services

A written notice MUST be given for any of the following:

1. Termination of the agreement by either party with the exception of non-payment of services or during the initial 2 weeks trial period. If the parent terminates services, the 2-week written notice or 2-weeks pay is required before removing your child from care so we will have time to replace him/her. The daycare home is required to give at least a week’s notice when care can no longer be provided for the child.

2. Increase in daycare fees or yearly changes in the Parent and Provider Agreement will always be met with a 2-week notice.

3. Vacations by either party. 2-weeks notices are required on vacations.

4. Any serious behaviors that do not improve after speaking to the parents.

Yearly Update of Parent and Provider Handbook and Contract

This Parent and Provider Handbook and Financial Contract will be updated yearly. Parents will be required to sign and update new forms each and every year.
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