Dreamland Day Care Center, Inc Parent Handbook & Policies 

Updated 1/1/20
THE MISSION STATEMENT, CENTER HOURS, PRICING, HOLIDAYS SCHEDULE AND EDUCATIONAL PHILOSOPHIES BY AGE GROUPS CAN BE FOUND IN “WELCOME FLYER”.

INSPECTION REPORTS AND PROOF OF LIABILITY IS AVAILABLE UPON REQUEST FROM THE ADMINISTRATOR.
 ENROLLMENT OF CHILDREN
The following completed forms are required by the State of California before a child can begin his/her first day:

         A.  Child enrollment form/emergency form:  This must be complete and on file by the first day of school to ensure the availability of emergency phone numbers and parental consent for emergency medical care 

         B.   Child immunization record:  All students must be in compliance with the regulations set forth by the state.

         C.     Child health examination form:  This must be completed by a physician and on file in the school within 14 days after admission. 

**All life changes should be brought to the Center Director’s attention as soon as possible (death, separation, divorce, layoffs, moves, etc.) This is important for well being of the child.

ILLNESSES-SICK POLICY-Child must be illness free without medication to return to school.
A.    Each child who is ill with:

Fever (over 100) vomiting

Measles                                
Diarrhea

Roseola   
Unexplained rash

Strap throat 
Vomit 
                         
Chicken pox

Pink Eye

Other communicable diseases or any other condition, which would be detrimental to his/her own learning or to the health of other children, may not be brought to the center or will be sent home from the center.
B.   If a child becomes ill at the center, the parent or designated person shall be notified to pick up the child immediately. Until that adult arrives, the child will be comforted while kept away from the other children.

 The parent/designated person must arrive within one hour of receiving information concerning the sick child. _________(initial)
 C.  It is our policy that tuition payment is made despite absences due to illness. 

 D.  If a child is found to have a communicable disease (pink eye, chicken pox, ringworm, scarlet fever, lice, etc.,) the center must be notified. The Director will notify all parents with children in the center. The Health Department will be notified (confidentially is assured) if deemed necessary.
E.   If a child with a suspected illness is taken to a doctor and found to be well, a doctor’s note is required for re-admission to the center.

If a child is sent home with an illness, he/she must remain at home until a child remains fever free without medication for a period of 24 hours. If a child was send home for rash or other visible sickness factors, a child must remain home till rash or said communicable sickness subsides. A doctor’s note with explanation of illness is mandatory and is required if a child is to return to school withing 24 hours incubation period.

DISCIPLINE

 (Biting, Hitting, Sexual Explorations will be referred to as inappropriate behavior but may not be limited to such terms only)

 Dreamland Day Care Center, Inc understands that inappropriate behavior, in young children is typical and part of early childhood development; however, we also believe this is in the best interest of both the children placed in its care and its employees to set limits for such behaviors, such as biting, that have the potential to harm others. Therefore, the following policy will apply to all children enrolled. Please note that Sexual Exploration in preschool age kids may seem normal behavior, however, to avoid liability lawsuits such behavior will not be tolerated.

Procedure: 
1. 
Teachers will make it a part of the curriculum to, on a regular basis, talk to children about appropriate ways to deal with feelings of frustration and anger. Emphasis will be placed on using words and language rather than aggressive behaviors. Any incident of inappropriate behavior, presents yet another opportunity to reinforce appropriate behavior and discourage inappropriate behavior. 

2.             A teacher who observes aggressive behavior, directed towards another child or staff member, will document the behavior on an Incident/Accident Form and report the incident to the Director and the parents of both children involved in discretionary manner. 

 3.             The Center Director will be responsible for daily follow-up to ensure that the teacher and parents are communicating regularly and that the behavior is under control. Staff will review the classroom environment to make sure that there are sufficient toys and other projects, that the children are interacting appropriately and that the environment is adequately controlled. Once an inappropriate behavior has been identified, teachers should make all reasonable efforts to monitor the child and try to prevent repeated episodes.
IMPORTANT: PARENTS MUST UNDERSTAND THAT Dreamland Day Care Center, Inc THRIVES TO PROVIDE A POSITIVE ENVIRONMENT FOR TEACHERS, PARENTS AND CHILDREN THROUGH COMMUNICATION. HOWEVER, IF TEACHING STAFF AND DIRECTORS WILL COME TO A CONCLUSION THAT A PARENT IS NOT SUPPORTIVE OF BEHAVIOR-CHANGING DISCIPLINE METHODS AND OR A CHILD CANNOT COPE OR DOES NOT SHOW IMPROVEMENT IN HIS OR HER BEHAVIOR WITH IN 30-DAY PERIOD, THE ENROLLMENT WILL BE TERMINATED.                  

 

 MEDICATION (______________________ please initial here)
1. NO MEDICATIONS OF ANY KIND WILL BE GIVEN BY THE DREAMLAND EMPLOYEE. 

2. PARENTS CAN STOP BY AT ANYTIME TO ADMINISTER THE MEDICATION.

3. IF YOUR CHILDS HAS SPECIAL NEEDS, A WRITTEN REQUEST MUST BE PROVIDED TO THE DIRECTOR AND SCHOOL OWNER.

4. IF YOU ARE MEDICATING A CHILD WITHOUT INFORMING US, WE WILL REPORT YOU TO THE DEPARTMENT OF the CHILD PROTECTIVE SERVICES.

OPEN DOOR POLICY

1. You have the right to come and visit your child at anytime. 

2. Do not interfere with the staff, unless you want to discuss the well being of your child.

3. Other children want to be with their mommies and daddies, so make sure your interactions are limited to your child only. 
ACCIDENT/MEDICAL LOG

The teacher will maintain an accident and report log. Parents are given reports of their own child’s accidents. The child who causes the accident and the child who was hurt will both receive a report. Names of children will only be released to their own families. If there is a question about a report, please contact the center Director. 

CHILD ABUSE
Dreamland Day Care Center, Inc Staff is legally mandated to report suspected abuse or neglect to the SOCIAL SERVIES AND POLICE.

Parents Initial Here __________________________

DIAPERING AND TOILET TRAINING
Potty training will only start once the just begins to attend preschool. Once your child is ready to begin toilet training, inform the staff so a Co-operative environment may be established. Please continue to send diapers and extra underpants until consistency has been established. Dreamland Day Care Center, Inc Program Policy requires children enrolled in the three-year preschool to be trained on a consistent basis. 

NOTE:      Due to state regulations, staff members cannot wash out soiled underpants. They will be placed in a plastic bag and sent home. 

  

MEALS

In the pre-preschool infant program (back room) and preschool


BREAKFAST – 830AM TO 9AM


LUNCH – 11AM TO 12PM


SNACK 3PM TO 3:30PM
 A.
Dreamland Day Care Center, Inc will provide LUNCH AND PM SNACK for infants IN THE BACK CLASS ONLY. PARENTS MUST BRING ½ GALLON MILK AND PROVIDE THEIR OWN BREAKFAST.
 B.           Menus are posted, if you wish to bring meals, please label all containers with name and date.
 C.
Parents must supply and label all bottles. Please bring plenty of bottles and sippy cups so that children can receive plenty of fluids. NO SIPPY CUPS AND OR BOTTLES ARE PERMITTED AT PRESCHOOL.
 D.
Food and milk that has been exposed to child’s saliva and not consumed will be 
discarded after eating, according to State regulation. 

E.
Bottles will be allowed to be heated in a warm water bath pots. Water will be offered frequently throughout the day. 

F.            OUR SCHOOL IS A PEANUT FREE ZONE. Please do not bring any peanut containing food from home.

 SPECIAL DIETS
 Please make sure the staff is aware if your child has special dietary needs AND ALLERGIES TO FOOD.  A physician’s written instructions will be required to be on file.  All food allergies are posted in the kitchen. 

 
FINANCIAL FEES 

  
TUITION PAYMENTS (_______________________please initial here.)


You will be billed monthly for day care services. Preferred payment is by check for your records and convenience.  A $25.00 fee will be charged in the event of a returned check.  Tuition is due on the first of the month. A late fee of $10.00/day will be added to the tuition. Tuition is payable for children regardless of physical attendance. 


If you are receiving financial aid from the government agencies or other sources, and for some reason the agency will not be able to make a payment, a parent will be responsible for the tuition.

If the child is absent due to illness, the tuition will not be reduced. If your child is vacationing, the tuition must still be paid. If you fail to do so, the school reserves the right to terminate your enrollment with the school. Failure to communicate payment issues and not paying tuition on time may result in termination of enrollment.


You will pay a late fee of one dollar ($1) for every minute you are late after 5:50pm.
WITHDRAWL PROCEDURE

A written notice one month in advance is required for disenrollment of your child. The notice must be dated, signed and placed in the tuition mailbox. A prorated tuition will apply when withdrawal will take place during an incomplete month. See school brochure for pricing.
Prorated Fees:___________________(initial) If your start date is not the 1st of the month prorated rates will apply.
Infant and Preschool    $150 /per day

Infant and Preschool   $410 /per week
 A child will be withdrawn from the day care by mutual agreement between the parents or guardians, the teachers, and the Director if the child’s adjustment to the program is unsatisfactory. 

A.       A child will be dismissed if there is a general lack of cooperation by the parents in: 

 1.       Filling out and returning required forms in a timely manner. 

 2.       Paying fees or in making arrangements to do so. 

 3.     Adhering to the rules of the day care relating to the arrival and departure times of the children.

 4.      A child is not being cooperative and physical towards teachers.   

A family will be dismissed if a parent becomes belligerent or disrespectful to the staff AND OTHER PARENTS.
ARRIVAL AND DISMISSAL 

 In the interest of safety, please observe the following rules: 

 A. Please use SIGN IN/OUT SHEET when you drop off and pick up YOUR CHILD. 

If your child will not be in attendance at preschool and day care, please call. Staff depends on this knowledge to carry out classroom duties. A call will be made TO YOU IF THE CENTER has not heard from you. 
Dreamland Day Care Center, Inc is responsible for your child when he/she is signed in by the parent or authorized person. Both the correct time and the individual’s signature must be recorded. 


B. Due to liability insurance regulations, children safety and parking limitations please do not continue to stay on campus once you signed out and your child has been transferred into your care by our staff. NO USE OF SCHOOL PROPERTY IS PERMITTED WITHOUT TEACHER’S SUPERVISION. _______________(INITIAL)
If someone other than a parent or the designated WILL PICK UP YOUR child, please notify the teacher in writing. It is not our policy to release children to anyone under the age of sixteen. For your child’s protection, photo identification must be presented at time of pick up. Release of a child(ren) will only be made to authorized pick up people listed on the Enrollment Form. 

CIRCLE TIME AND ACADEMIC LEARNING STARTS BY 930AM. We encourage all parents to drop off kids before circle time to avoid class disruptions. Skipping circle time may result in lack of readiness for kindergarten.

NO FREE PLAY INDOOR OUR OUTDOOR OF ANY KIND AFTER CHILD’S PICK UP IS PERMITTED WITHOUT TEACHER’S SUPERVISION FOR LIABILITY REASONS. 
PARKING

DUE TO LIMITED PARKING WE REQUEST THAT YOU DO NOT PARK IN THE GREEN ZONE IF YOU ARE PLANNING TO SPEND MORE THAN 5 MIN AT THE CENTER. 

ALSO, OUR SCHOOL IS LOCATED ON A BUSY STREET. WE URGE EVERY PARENT NOT TO PARK ACROSS THE STREET. SAFETY IS OUR NUMBER ONE PRIORITY. 

 WITHDRAWAL PROCEDURE 

In all cases of withdrawal by a parent, a ONE MONTH NOTICE IS REQUIRED.
   REST PERIOD/NAP TIME 

CHILD NEEDS A LABELED PILLOW CASE TO HOLD A FITTED SHEET AND A BLANKET

BEDDING MUST BE TAKEN home at the end of each week or every five days for proper cleaning. PLEASE BRING THEM BACK MONDAY MORNING. Appropriate amount of nap/rest time is scheduled into your child’s day. 

 CLOTHING 

LAYERED, BEATHABLE CLOTHING IS A MUST.  TOE COVERED SHOES. SOILED CLOTHING MUST BE TAKEN AT THE END OF THE DAY. PLEASE LABEL EVERYTHING WITH YOUR CHILD’S NAME.
HIRING TEACHERS
Our teachers may not be hired as tutors, babysitters or carpool drivers. Violation of this rule will result in termination of student’s enrollment and teacher’s employment._______________(initial)
TOYS

DO NOT BRING TOYS FROM HOME. 

 RE-DIRECTION OF THE CHILDREN
 It is the responsibility of the teacher to anticipate and avoid discipline problems whenever 

possible by steering the child to alternate activities. If a child is infringing upon the rights of others or hurting himself/herself or another child, immediate intervention will be taken. Time-outs are appropriate only for over age 3 and will be used when: 

  

A.            The child has been warned and continues the disruptive behavior. 

  

B.            The child is hurting himself/herself or other children. 

  

C.            The other children cannot continue their activities because of the disruption. 

  

Time-outs will not be more than 2 minutes and the student will remain within sight of 

a teacher. Positive reinforcement will be used when students attempt to correct their behavior.

SETTING CLEAR-CUT LIMITS

Rules will be explained so that the child understands. Discipline will be consistent. Daily routines will be established so the students knows what is expected of them. Conferences will be scheduled once a year or more frequently if needed and/or desired by parents. Teachers are available for                   visits before and after class. Parents are welcomed and encouraged to make classroom visits as long as they do not disrupt the activities.   

Questions concerning these policies should be directed to the center directors.

  

Notices and updated policies will be updated often, in case of changes, both parents and staff will be informed.                           

   

  

Please complete this form and return to the Director. This will be placed in your child’s permanent file. 

  

  

I,____________________________ have read the policies of Dreamland Day Care Center, Inc

and understand that I am responsible to abide by these rules. THE SCHOOL REQUIRES A ONE MONTH NOTICE FOR WITHDRAWAL OF THE CHILD FROM THE CENTER.
  

Signature     _______________________________ 

  

Date            ________________________________ 

  

  

  _____________________________________________________________________________

TUITION ACKNOWLEDGEMENT 

  

I _____________________________ agree to pay the monthly tuition fees AND ALL PROBABLE LATE FEES PROMPTLY and IN ACCORDANCE WITH CENTER’S POLICIES. 

SPECIAL ARRANGEMENT NOTES: (list dietery, medical and sleeping needs. Also tuition arrangements)

  

Signature ________________________________ 

  

Date  ___________________________________ 

  

This program is operated in accordance with Department of Social Services and Title 22, Federal law & U.S. Department of Agriculture (USDA) policy, which prohibits discrimination on the basis of race, color, sex, age, national origin, or disability. To file a complaint of discrimination, write USDA, Director, Office of Civil Rights, Room 326-W, Whitten Building, 1400 Independence Ave., Washington, DC 20250-9410 or call (202) 720-5964 (voice and TDD). USDA is an equal opportunity provider and employer.     

