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FAMILY HANDBOOK


Welcome, we are so glad that you have made the decision to allow us to care for your child! Please find inside a detailed outline of rules and expectations here at our center!


6725 W 76TH Street
Overland Park, KS 66204
Phone:  (913) 649-1143         Fax:  (913) 649-0608
Mobile:  (913) 620-0477
Email:  CCCDirector.kriley@gmail.com
Website:  www.carterchildrenscottage.com
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Our Program Philosophy
· Children are respected as valued and unique individuals.
· Children are provided a healthy and safe environment.
· Teachers are sensitive to each child’s needs and rate of development.
· Children learn best by doing, with opportunity for choice, experimentation and problem solving.
· Basic skills are provided through a variety of activities that are relevant to the children’s lives.
· Activities are designed to enhance self-esteem and positive feelings toward learning.
· Children develop self-discipline through positive guidance.
· Teachers guide children in a predictable, yet flexible environment that allows creativity.
· Teachers recognize that they are the parent’s partner and realize the importance of ongoing positive communication.

How We Teach
We know that every child is learning and growing no matter the age, so our curriculum extends from infancy to Pre-K, activities, and teaching techniques will grow with your child, to ensure that they are in a developmentally appropriate environment. We believe that children learn best through play, active, and hands-on discovery methods. We ensure that our teachers make it a point to provide children with the necessary tools to enhance their development through social, emotional, and physical activities. We will implement a theme-based curriculum which will consist of bi-weekly educational themes throughout the school year, and we will have different and fun summer activities in the months of June and July. It is important to us that all activities embrace the development of the whole child.


General Program Information

Staff Information

Teacher and Director Qualifications/Trainings:
All teachers and members of management employed here are required to take annual training totaling 16hrs. Training required is outlined below.  In order to complete our annual training coupled with additional training to benefit the staff and caring for your child, our center will close early twice within the year and we will close for an entire day twice within the year.  These dates will be identified at the beginning of each year/in a timely manner to allow for alternative care during these days.  When closing early, our late policy will remain in effect and you will be required to pay upon arrival.

Required Trainings:
· Employee Center Orientation
· Child Development
· Pediatric First Aid and CPR
· Signs and Symptoms of Abuse and Neglect
· Emergency Procedures
· Hazardous Materials
· Transportation Safety
· Building Safety
· Infectious Diseases
· Medication Administration
· Food Allergies
· SIDS (Safe Sleep Practices)

Teacher Vaccination
Vaccinations are not required in the state of Kansas for teachers, however teachers are required to receive a negative TB (tuberculosis) test, as well as a signed physical from a licensed physician acknowledging that a teacher is capable of providing proper and necessary care to your child.

Mandated Reporting
ALL staff caring for children are mandated reporters. If signs of abuse or neglect are present, it is required by law that we report findings to the Department of Children and Family Services.

Hours of Operation
Carter Children’s Cottage is open for childcare Monday through Friday from 6am – 6pm.
*If your child will be arriving at our center after 9:00 a.m. and is not scheduled to do so or if your child will not be attending, please call and let us know so we can plan staff and meals accordingly.  Breakfast will no longer be served after 8:30 am.  Children picked up after 6pm will be charged a late fee of $1.00 per minute, per child, to be paid to the closing teacher.

Meals
Guidelines are followed to offer your child a healthy and balanced diet each day.
Carter Children’s Cottage will serve:
Breakfast Snack:  8 – 8:30 am Breakfast will not be served after 8:30am, your child must be fed if arriving after 8:30am.  Outside breakfast must be eaten before entering the center. 
Lunch:  11 – 11:30 am
PM Snack:  3pm
General Program Information Con’t

KDHE Classroom Ratio Mandated Guideline

Infants 6 wks.- 12 months: 1:4 teacher ratio (1 teacher to 4 infants)
Toddler 1: 12 months (and walking) -2.5 years 1:6 teacher ratio (1 teacher to 6 toddlers)
Toddler 2: 2.5 years to 3 years: 1:6 teacher ratio (1 teacher to 6 children)
Early Preschool : 3 years (and potty trained) to 4 years: 1:10 ratio (1 teacher to 10 children)
Preschool/Pre-K: 1:12 ratio (1 teacher to 12 children)

Daily Schedules and Classroom Supply Lists

	Infant Classroom Supply List:
· Crib Sheet
· At least 3 sets of extra clothing (pants, shirts/onesie)
· Diapers
· Wipes
· Pacifier (if used)
· Bibs (if you desire to use your own, we also provide)
· Swaddler (3 months and younger only)
· Bottles
· Breastmilk (labeled w/child’s name and date produced)
· Formula
**Please ensure ALL items are labeled with your child’s name**
		Infant Daily Schedule

	6 – 8 am
	Arrival/Diapers

	8 – 8:30 am
	Breakfast

	8:30 – 9 am
	Circle Time/Diapers

	9 – 10 am
	Music and Movement/Center Play

	10 – 10:45 am
	Story Time/Diapers/Bottles

	10:45 – 11:30 am
	Lunch/Clean-Up

	11:30 am– 1:30 pm
	Diapers/Nap

	1:30 – 2 pm
	Diapers/Bottles/Snack

	2 – 3 pm
	Center Play/Art

	3 – 4 pm
	Circle Time/Center Play

	4 – 4:45 pm
	Bottles/Diapers

	4:45 – Close
	Center Play

	*Most infants will have their own schedule.  This is meant as a general guideline for infant room staff
*Diapers are set to be changed at least every 2 hours or as needed.








	Toddler1  Classroom Supply List:
· Crib-Sized Sheet (for cot)
· Blanket
· At least 3 sets of extra clothing (pants, shirts/onesie)
· Diapers
· Wipes
· Water Bottle/Sippy Cup
**Toddler1 does not allow for breastmilk, formula, or bottles 
**Pacifiers are allowed as a tool for transition only for the 1st 2 weeks
**Please ensure ALL items and clothing are labeled with your child’s name**
		Toddler1 Daily Schedule

	6 – 8 am
	Arrival

	8 – 8:30 am
	Breakfast

	8:30 – 9 am
	Circle Time/Diapers

	9 – 9:30 am
	Art/Center Play

	9:30 – 10 am
	Outside

	10 – 10:45 am
	Center Play/Diapers

	10:45 – 11 am
	Music and Movement

	11 – 11:45 am
	Lunch/Nap Set-Up

	11:45am – 12 pm
	Story/Quiet Time

	12 – 2:15 pm
	Nap Time

	2:15 – 2:45 pm
	Diapers/Nap Clean-Up/Tabletop Toys

	2:45 – 3 pm
	Snack

	3 – 3:30 pm
	Outside

	3:30 – 4 pm
	Sensory Play/Center Play

	4 – 4:30 pm
	Clean-Up/Diapers

	4:30 – 5 pm
	Story Time/Puzzles/Coloring

	5 – Close
	Transition Upstairs








	Toddler2  Classroom Supply List:
· Crib-Sized Sheet (for cot)
· Blanket
· At least 3 sets of extra clothing (pants, shirts/onesie, underwear for potty training)
· Diapers/Pullups
· Wipes
· Water Bottle/Sippy Cup
**Children will be actively potty training in this room.  They must be fully potty trained before transitioning to the next room.  They will be asked/sent to the potty at least once hourly.
**Please ensure ALL items and clothing are labeled with your child’s name**

		Toddler2 Daily Schedule

	6 – 8 am
	Arrival

	8 – 8:30 am
	Breakfast

	8:30 – 8:40 am
	Circle Time

	8:40 – 9:15 am
	Art

	9:30 – 10 am
	Outside

	10 – 10:30 am
	Math

	10:30 – 11 am
	Writing/Reading

	11 – 11:30 am
	Lunch

	11:30 – 11:45 am
	Story Time

	11:45 am – 2:15 pm
	Nap Time

	2:15 – 2:30 pm
	Quick Table Tops

	2:30 – 2:45 pm
	Snack

	2:45 - 3:15 pm
	Outside

	3:15 – 3:30 pm
	Circle Time

	3:30 – 4:15 pm
	Center Play

	4:15 – 4:30 pm
	Clean-Up

	4:30 – Close
	Classes Combine/Tabletops








	Early Pre-School  Classroom Supply List:
· Crib-Sized Sheet (for cot)
· Blanket
· At least 3 sets of extra clothing (underwear, pants, shirts, socks)
· Water Bottle
**Please ensure ALL items and clothing are labeled with your child’s name**
		Early Pre-School Daily Schedule

	6 – 8 am
	Arrival

	8 – 8:30 am
	Breakfast

	8:30 – 8:40 am
	Circle Time

	8:40 – 9:15 am
	Small Groups (Art)

	9:15 – 9:45 am
	Center Play

	9:45 – 10 am
	Small Groups (Math)

	10 – 10:30am
	Outside

	10:30 – 11 am
	Small Groups (Reading/Writing)

	11 – 11:30 am
	Lunch

	11:30 – 11:45 am
	Story Time

	11:45 – 2:15 pm
	Naptime

	2:15 – 2:30 pm
	Quiet Tabletops

	2:30 – 2:45 pm
	Snack

	2:45 – 3 pm
	Circle Time

	3 – 3:30 pm
	Outside

	3:30 – 4:15 pm
	Center Play

	4:15 – 4:30 pm
	Clean-Up

	4:30 - Close
	Class Combine/Tabletops








	Pre School/Pre-K  Classroom Supply List:
· Crib-Sized Sheet (for cot)
· Blanket
· At least 3 sets of extra clothing (underwear, pants, shirts, socks)
· Water Bottle
**Please ensure ALL items and clothing are labeled with your child’s name**
		Pre-School/Pre-K Daily Schedule

	6 – 8 am
	Arrival

	8 – 8:30 am
	Breakfast

	8:30 – 8:40 am
	Circle Time

	8:40 – 9:15 am
	Small Groups (Art)

	9:15 – 9:45 am
	Center Play

	9:45 – 10 am
	Small Groups (Math)

	10 – 10:30am
	Small Groups (Reading/Writing)

	10:30 – 11 am
	Outside

	11 – 11:30 am
	Lunch

	11:30 – 11:45 am
	Story Time

	11:45 – 2:15 pm
	Naptime

	2:15 – 2:30 pm
	Quiet Tabletops

	2:30 – 2:45 pm
	Snack

	2:45 – 3 pm
	Circle Time

	3 – 3:30 pm
	Center Play

	3:30 – 4:15 pm
	Outside

	4:15 – 4:30 pm
	Clean-Up

	4:30 - Close
	Class Combine/Tabletops








General Program Information Con’t

brightwheel©
Carter Children’s Cottage utilizes the brightwheel© app for sign-in/sign-out and parent communication. You will receive daily updates regarding lunch, potty/diapers, pictures, videos, and general daily communication. It is the responsibility of the Director or Assistant Director to provide communication regarding topics about needs of your child, sickness, and injury. Our teachers are not permitted to speak to parents about children who are not theirs, as this is a breach of confidentiality. If you have any concerns, or questions please speak with the Director. Communication in the childcare is important that you download this app to ensure seamless communication and to follow sign-in/sign out procedures.  It is the responsibility of the parent to ensure communication methods are the most up-to-date in the app.

CCC Holidays Oberserved
New Year’s Day - Closed
Dr. Martin Luther King Holiday - Closed
President’s Day - Closed
Good Friday – Early Closure
Memorial Day - Closed
Independence Day – Closed
Labor Day – Closed
Thanksgiving Day – Closed
Black Friday – Closed
Christmas – Closed

**If a holiday falls on a weekend, we will observe the holiday in-line with the Federal observance day.  For example, if the holiday falls on Saturday, we will be closed the Friday prior.  If the holiday falls on a Sunday, we will be closed the Monday after.**

**The day prior to Independence Day, Thanksgiving, Christmas and New Year’s Day, our center will close at 3pm.  If any of these holiday’s fall on a Monday, we will close at 3pm the Friday prior.**
  
Special Note:  Any year that Christmas falls on a Thursday, we will be closed the Friday after Christmas.

CCC Events
Valentine’s Day Party
Easter Egg Hunt
Spring Photos (Typically April)
Mother’s Day – Muffins with Mom (Friday Before)
Father’s Day – Donuts with Dad (Friday Before)
Grandparent’s Day
Fall Festival (October)
Halloween Party & Costume Parade
Fall Photos (Typically November)
Christmas Program OR Pancakes with Santa


Policies and Procedures

Tuition and Fees
CCC Tax ID for tax purposes:  84-4819235

Enrollment Process
In order to start the process of enrollment you will be required to pay 1st week tuition as well as our registration fee of $25 for one child and $35 for two or more children.

Weekly tuition is due Monday at the start of the week, but no later than Friday. If tuition is not paid by the start of the following week, a $5 fee will be applied for every day that payment is late, and your child will be unable to return until the previous week's balance is paid.

Tuition is due regardless of attendance as it is charged based on enrollment, not attendance. Part Time care is currently not offered for Infants and Toddlers.

We accept cash, check, and money orders or you can enroll in autopay via the brightwheel© app.
*Please note, initial deposit must be paid via cash, check or money order*

Child Care Subsidy Policy
Carter Children’s Cottage is proud to be a participant in the DCF Child Care Benefit Program. Our goal is to comply with all regulations of the DCF program, work with parents to complete all requirements for payment, and provide quality care for your children.
If your DCF card is lost or you have been denied for continued benefits you will be required to pay out of pocket for your child’s tuition. NO Exceptions.
If you are being issued a new card, or you have re applied for benefits, you will still be required to pay out of pocket, however you will be reimbursed once a DCF back payment has been made.
*Late pick-up fees are not permitted to be paid for by DCF card.
Any fees not covered by DCF for childcare are the responsibility of the parents/guardians.

Declined Credit Cards
A $35.00 fee will be assessed for all declined Credit Card Payments. If your card is declined numerous times, you will be asked to enter another card on file and pay cash for the declined payment week.

Returned Checks
A $25.00 fee will be assessed for all returned checks. If your check is returned for insufficient funds, you will be required to pay cash or a money order before your child can return and check payments will no longer be allowed.


Policies and Procedures Con’t

Late Drop-off/Pick–up
If you will be dropping your child off after 9am, please send a message via brightwheel or contact the center via phone. This allows us to appropriately plan staffing and meals. If we are not notified, you risk your child not being accepted for the day. Drop-off after 11am will not be allowed unless accompanied by a doctor’s note.
If you will be picking up your child later than typical (before 6pm), please message us via brightwheel or contact the center. This allows us to not worry that something may have happened. 
Late pick-up (after 6pm) will be assessed at $1.00 per minute, per child. Late fees will be payable to staff closing. Excessive lateness will result in 3 warnings and disenrollment of your child/children after final warning. We are only licensed until our closing time, therefore cannot care for children legally after this time.

Vacation
Your family is allowed one-week vacation after being enrolled for 1 year. You will not be charged for this week and the week cannot be split up.

Center Closure Due to Inclement Weather
CCC rarely closes due to inclement weather.  In the event we are unable to open, your account will be credited for the closure.  If the center is open but you do not bring your child, you will NOT be credited for those days not attended.

Outside Belongings:
We ask that children not bring toys, books, jewelry, etc. from home unless instructed by a teacher for show and tell, seasonal activities, etc. This protects everyone’s belongings and promotes equality in our classrooms by sharing the provided toys and materials. If items are brought from home, they will be kept in the child’s cubby or removed from the classroom until pick up time. Our center is not responsible for damaged belongings brought from home or favorite clothing items worn in a creative environment. We do get messy while learning and encourage parents and children to dress accordingly.

Outdoor Policy
State licensing requires that children in childcare go outside in the morning and afternoon, weather permitting. If your child is well enough to attend Carter Children’s Cottage, your child must go outside. Exceptions permitted only with a doctor’s statement.

Parent Information
Parent information must be kept current whether via registration forms or via the brightwheel© application.

Dress Code
Be sure to dress your child in proper attire. Flip-flops or slides are not prohibited at any time. Every child should have a change of weather appropriate clothes. Please ensure to label your child’s belongings with their name. (Hats, Gloves, Coats).  We do our best to keep track of outdoor clothing, but with occasional staffing changes at the end of the day, labeling the items will assist the staff at the end of the day.

Rest Time
Rest cots are provided for each child. All bedding is washed weekly by our staff, unless more is needed. If your child does not participate in naps or wakes early, they will participate in a quiet activity until rest time is over. Rest time is between the hours of 12:00pm and 2:30pm.

Policies and Procedures Con’t

Special Diet:
Menus are posted on classroom boards. If your child requires a special diet due to allergies, religion restriction, or medication, please notify the teacher and the Director. If your child has specific allergies, written documentation from a physician will be needed to keep in your child’s file. We will do our best to accommodate special diets if possible, however please know that it will be the primary responsibility of the parent to provide any special dietary need.
NO OUTSIDE FOOD IS ALLOWED IN THE CENTER unless specific for a child with special dietary needs. Only store purchased food will be allowed for birthday celebrations.

Withdrawal from Care
We require two weeks' written or verbal notification of withdrawal from the center. If no notice is given you will be charged your normal tuition for those 2 weeks after departure.
* We reserve the right to terminate care for any reason we deem fit, while your child is in our care.

Medical/Illness/Injury Information

Immunizations and Physical Exams
A physical and shot records are required within the first 7 days of enrollment. Updated shot records must be turned in upon your child receiving immunizations. Health Assessments MUST be signed and dated by a licensed physician.

Prescribed Medication
All prescribed medication requires a short/long term medication form. No medication will be given without this form. All medication must be in the original bottle and pharmacy labels must be intact. All medication must be labeled with the child’s name. Prescribed medicines will be locked in the medicine cabinet in the kitchen

Over The Counter (OTC) Medication
Carter Children’s Cottage will provide the following OTC medication:

Diaper Rash Cream, Sunscreen and Neosporin for scrapes or bruises

Illness
In the event your child becomes ill, the parent will be called immediately. Children must be picked up within an hour after initial contact and can return after being symptom-free for 24 hours without the aid of medicine. Any of the following symptoms will result in your child being sent home, failure to retrieve your child with an hour of notice may result in withdrawal from the program.
	Temperature above 100 degrees
	Undiagnosed rashes
	Severe coughing, sore throat or trouble swallowing/breathing difficulties
	Red, watery or draining eyes/conjunctivitis

	Vomiting (More than 2 times)
	Diarrhea (More than 2 times)
	Complaints of pain that interrupt activities
	Drainage from ears





Policies and Procedures Con’t
Accidents and Injury
Accidents that require first aid are reported to the parent as soon as possible via brightwheel. An accident report will be filled out by the staff and signed by the parent and the Director, Assistant Director, or present Medical Personnel (when applicable). Your child’s emergency form will be referred to and records will be sent to the hospital in the event of a necessary hospital visit.
*Please ensure that your child’s emergency contact is updated regularly either via registration form or brightwheel©.
Discipline and Dismissal Policy

Discipline
We believe that it is our responsibility to provide children with positive guidance and in our experience, most children will respond well to that approach (please see below). If a child does not respond, we will notify the parents and work closely with them to develop a plan to help the child gain self-control and a positive attitude toward their peers and teachers. Should the child’s continued negative behavior put themselves, their peers, or their teachers at risk for physical harm or, if the child damages center property, we reserve the right to ask the parent to withdraw the child from the Center (see Dismissal Policy). If excessive foul language, inappropriate touching, or the throwing of furniture occurs then your child will be withdrawn from our program.

Discipline Approaches:
Infants and Toddlers: Redirect
Older Toddlers: Redirect / Praise positive actions
3-Year-Old and Up: Positive discipline includes offering appropriate choices. Redirection and talking out conflicts.

Dismissal Policy
The following may be cause for dismissal of a child from the program:
· Failure of parent and/or child to adapt to the program policies and procedures.
· Failure of parent or guardian to comply with the terms of this Handbook.
· Failure of parent or guardian to pay tuition on time.
· Consistent failure of parent or guardian to pick the child up on time.
· Consistent behavior problems (temper tantrums, biting, hitting, etc.) on the part of the child which the staff and parents cannot resolve within the program.
· If separated/divorced parents cannot agree on decisions regarding the child’s care in the center, (authorized persons for pick up, medical choice, etc.) the child may be dismissed.

If your child is consistently a threat to themselves, staff, or other children in the program, we cannot accommodate them in our care.

We have the right to refuse care to any child whom we cannot reasonably accommodate within the KDHE approved child to staff ratios. Disruptive/Physical behaviors cannot be accommodated in our center while following the KDHE teacher to child ratios. Three instances of a child being removed from the class due to excessive disruption or physical behavior towards children or staff will be dismissed from our program. Any child causing critical injury to another person will be dismissed without notice.


Handbook Acknowledgment.
I have read and reviewed the rules and policies of this program. I am agreeing to abide by the rules and policies of this Program. I understand that if I or my child is unable to abide by these rules and policies it may result in the dismissal from this program. I understand that this program reserves the right the withdraw students and families from care due to any reason that the Director sees fit.


This signature page is to acknowledge receipt of the Carter Children’s Cottage Family handbook which outlines our policies and guidance.


_________________________________			___________________________________
Child (Children’s) Name					Parent’s Signature & Date



__________________________________			___________________________________
Parent’s Printed Name						Director’s Signature & Date
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