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Kids World Preschool & Daycare
Parent/Guardian and Employee Handbook

Caring for children ages 6 weeks to 13 years since 1992                                                                                          Preschool, Before and After School-age Care and School-age Summer Camp                                                                                                               Monday-Friday 6:30 am – 6:00 pm
Kids World Preschool and Daycare                                                                                                                                                                       239 31st St NW Barberton, OH 44203                                                                                                                                                                 Phone: 330-825-0458                                                                                                                                                                                       Website: https://www.kids-world-daycare.com/                                                                                                                                  Facebook: https://www.facebook.com/kidsworldpreschoolanddaycare/

Kids World Preschool & Daycare
Policies and Procedures Handbook 
General Information 
1. Center name, address, email address, telephone number and licensing
2. Our philosophy
3. Days and hours of operation, scheduled closings and basic daily schedule
4. Staff/child ratios and group size
5. Meals and snack provided
6. Outdoor play
7. Opportunities for parent involvement in center activities
8. Opportunities for parents to meet with teachers regarding their child
9. Payment schedule and overtime charges
10. Onsite breastfeeding and/or pumping. 
   Center Policies and Procedures
1. Enrollment including required enrollment information                                                                                                                  2. Care of children regarding immunizations                                                                                                                                           3. Attendance procedures, absent day policy, release of child, custody release, and follow-up on child not arriving at scheduled time                                                                                                                                                                                                                  4. Supervision and child guidance and safety                                                                                                                                                   5. Dietary policy                                                                                                                                                                                                           6. Management of illness                                                                                                                                                                                                                     7. Emergency procedures                                                                                                                                                                                               8. Administration of medication and food supplements                                                                                                                                       9. Transportation for trips and emergencies                                                                                                                                        10. Water activities/swimming                                                                                                                                                                                11. Infant care                                                                                                                                                                                                            12. Napping                                                                                                                                                                                                                  13. Policy for closing due to weather or any other factors                                                                                                                             14. Policy on when the center will require disenrollment a child                                                                                                                     15. Procedure for resolving problems for parents and employees                                                                                                                     16. Policy on whether or not the center will provide child care services to children refuse to grant consent for transportation to the source of emergency treatment                                                                                                                                       17. Formal assessments on enrolled children & if the program reports child level data to ODJFS pursuant to 5101:2-17-02                                                                                                                                                                                                                                      18. Report and Conferences                                                                                                                                                                                                                          General Information 
1. Center Information                                                                                                                                                                                 Educare DBA Kids World Preschool and Daycare, 239 31st St NW Barberton, OH 44203                                                                                   Phone: 330-825-0458,                                                                                                                                                                                    email: Dbakidsworld2016@gmail.com                                                                                                                                            Educare DBA: Kids World (Here after referred to as Kids World) is licensed to operate in the state of Ohio by the Ohio Department of Job and Family Services since 1992. It has been inspected by the Barberton Building Department, Barberton Fire Department, Department of Health, Zoning Commission, and reports are readily available upon request of the administrator, or the Ohio Department of Job and Family Services.
2. Program Philosophy 
Kids World Preschool & Daycare is known throughout our community as a child care center with warm, loving caregivers and developmentally appropriate curriculum for infants up to school-age children. Our program is completely child centered. Our approach is individualized to meet each child’s needs, interests and abilities. The program is organized with opportunities for creative art, literature, science, pre-math, dramatic play, cognitive imagination, creativity, socialization, exploration and discovery and also to challenge the use of muscles important to the development of healthy bodies.
The children will be introduced to a balanced program of interaction with other children in both caregiver driven and child initiated activities.
The daily schedule will include time spent in classroom learning centers, group activities, outdoor play and indoor large muscle activity room play. The program is geared toward helping children develop habits of observations, questioning and listening. 
The children will have opportunities to be free to make choices as long as they stay within the limits of consideration for other people and things. The children are treasured for their uniqueness and individuality. Children will be encouraged to share, follow directions, problem solve, improve self- confidence, and develop friendships.
We believe the home is the most important factor in a child’s development. We will always strive to support & compliment the home in order to promote the healthy development of children and that loving, trusting and respecting the children will help make them capable of loving, trusting, and respecting each other.                                                                                                                                                                  Days are planned so that children will:
· Be and feel safe and secure
· Receive individual attention and affection
· Develop self-discipline
· Experience successes in order to develop positive self-image
· Learn to respect the personal and property rights of others
· Develop intellectual, physical, emotional and social skills

3. Days and hours of operation, scheduled closings and basic daily schedule
Kids World is open Monday thru Friday from 6:30 a.m. to 6:00 p.m. We are open year around except scheduled holidays.                                                                                                                                                                                                           
Holidays & Closing Days Kids World will be closed on the following legal and scheduled holidays: New Year’s Day, Memorial Day, Independence Day, Labor Day, Christmas Day, Thanksgiving Day, and the day after Thanksgiving. We will also be closed on Christmas Eve and New Year’s Eve if those days fall on a weekday.
Sample Daily Schedule                                                                                                                                                                                       Preschool B Daily Schedule                                                                                                                                                                                   6:30 Arrival                                                                                                                                                                                                             7:00-8:00 Breakfast and quiet activities                                                                                                                                                                   8:00-8:30 Free Play                                                                                                                                                                                8:30- 9:00 Large Group Activity: Weather, Pledge of Allegiance, Calendar, Days of the Week, Etc.                                                      9:00-10:00 Playground or 9-9:30 Large Muscle Activity Room                                                                                                                   10:00-10:30 Large Group: Stories & Music                                                                                                                                                      10:30-10:50 Large Group Activity: Art, Colors, Shapes, Letter of Week, Etc.                                                                                        10:50-11:30 Restroom Break/Lunch                                                                                                                                                               11:30-2:30 Nap Time                                                                                                                                                                                        2:30-3:30 Playground or Large Muscle Activity Room from 2:30-3:00                                                                                                           3:00-3:30 Handwashing and Snack                                                                                                                                                                     3:30-4:00 Small Group Special Activity                                                                                                                                                              4:00-5:00 Free Play & Small Group Games and Activities
4. Staff/child ratios and group size
Staff/Child Ratios, Age Grouping and Maximum Group Size
1:5 OR 2:12	Young Infants (Birth to less than 12 months)
1:6 OR 2:12	Older Infants (At least 12 months and less than 18 months)
1:7 OR 2:14	Young Toddlers (at least 18 months and less than 2 ½ years)
1:8 OR 2:16	Older Toddlers (at least 2 ½ years and less than 3 years)
1:12 OR 2:24	Younger Preschoolers (at least 3 years and less than 4 years)
1:14 OR 2:28	Older Preschoolers (at least 4 years and not enrolled in or eligible to be enrolled in kindergarten)
1:18 OR 2:36	Young School agers (enrolled in or eligible to be enrolled in kindergarten or above and less than 11 years)
1:20 OR 2:40	Older School agers (at least 11 years and less than 15 years)

The maximum group sizes are as follows:
12 	Young Infants (Birth to less than 12 months)
12	Older Infants (At least 12 months and less than 18 months)
14	Young Toddlers (at least 18 months and less than 2 ½ years)
16	Older Toddlers (at least 2 ½ years and less than 3 years)
24	Younger Preschoolers (at least 3 years and less than 4 years)
28	Older Preschoolers (at least 4 years and not enrolled in or eligible to be enrolled in kindergarten)
36	Young School agers (enrolled in or eligible to be enrolled in kindergarten or above and less than 11 years)
40	Older School agers (at least 11 years and less than 15 years)
* Maximum group size is defined by the number of children in one group that may be cared for at any time. Limitations do not include naptime and outdoor play.
5. Meals and snack provided
Breakfast, lunch and an afternoon snack are served daily. A menu is posted on the bulletin board in the parent connection area. Substitute foods served shall be from the same basic food groups and shall be recorded on the menu the day the substitute food is served.  
*Breakfast 7:00 to 8:00 am *Lunch 11:15 am to 11:45 am *Snack 2:30 pm School-age snack 4:00 pm                                                                             
Children should not bring in any food or drinks from home except, with advance notice, for a special occasion such as holidays or birthdays. Children are never permitted to chew gum at the center.
Any child who is in attendance between the hours of 11:00 am and 1:30 pm, inclusively, shall be served a meal, which constitutes one third of the child’s recommended daily dietary allowances. The meal shall include, at minimum, one food from the meat/meat-equivalent group, the bread/ bread equivalent group, the milk group, and two foods from the fruit and vegetable groups. One third of the recommended daily dietary allowances shall be prepared and served as most recently specified by the Food and Nutrition Board, National Research Council, and National Academy of Sciences.
The food prepared shall be in quantities reflecting the developmental stages of the child and the most current recommendations published by the U.S.D.A. The portions are varied according to the developmental needs of the ages of the individual child being served to meet one third of the recommended daily dietary allowance for each child served. A food source of Vitamin C shall be served daily. A food source of Vitamin A shall be served at minimum three times per week with a meal or snack. Fluid milk shall be Vitamin D fortified. Low fat milk shall be Vitamin A and D fortified.     
Breakfast: Breakfast includes food from the milk group, the bread/bread-equivalent group, and the fruit/vegetable group, and reflects the developmental stages of the child’s dietary needs.                                                                                           Lunch: Lunch exceeds 1/3 of the basic four food groups daily.                                                                                                                                       Snack: Snacks are typically fruits, vegetables, juices, crackers, etc.                                                                                                                                                                                                                          Birthdays: Children may celebrate their birthday by sharing a store bought treat of their choice.           
       Infant Formula, Breastmilk, and Baby food
· We can provide Similac Advance and Similac Soy Formulas 
· Kids World will provide jarred infant food in stages per guidelines given by the Child and Adult Food Program.  Parents will check off the foods, on the infant’s form, that the infant is approved to eat, as each new food is tried at home. 
· All bottles must be labeled with the infant’s name and date of preparation.
· Infants should have enough clean, labeled bottles for each day, upon arrival.
· Formula or milk left in a bottle after feeding must be discarded.
· Formula will never be heated in a microwave oven or crockpot. An electric bottle warmer is available if needed. 
· If you are breastfeeding, you may come in at any time to breastfeed or pump breastmilk. 
      6.  Outdoor Play 
An outside play area is available for classrooms to use every day, weather permitting. ODJFS mandates for all licensed childcare centers that children, 12 months and older, have outside playtime when the temperatures are above 25 degrees Fahrenheit and below 90 degree Fahrenheit.  The wind chill factor will be utilized for colder temperatures and outside time will be much briefer. 
Please pay attention to weather patterns, as it’s chillier in the early morning, and dress your child for the day’s weather. Please also leave a change of clothing, as in the winter or after it’s been raining, the children may get wet and need to change. 
Each classroom has designated times to go outside. These times are posted on the classroom daily schedule. 
7. Opportunities for parent involvement in center activities              
We have several holiday parties each year. If you would like to be involved in helping out with a party, please let your child’s caregiver know in advance. Our parking is limited, so we will have to limit the amount of parents here at the same time. 
8. Opportunities for parents to meet with teachers regarding their child                                                              
Please feel free to talk to your child’s teacher/caregiver in the classroom or by phone at the center when they aren’t actively “teaching.”  No question or concern is too small or insignificant. Parents or legal guardians are permitted to enter the center during its hours of operation for the purpose of contacting their children and evaluating the premises and care given by this center.
9. Payment Schedule and Late Fees/Overtime Charges
Payments are due each week unless special arrangements have been made, in advance, with the administrator. 		                                                                                                                                                            Rates apply whether your child is absent or present, as we staff for children who will potentially be in attendance each day.                                                                                                                                                                                                                                                      If a vacation is planned, please give a two week written notice to not be charged.                                                                                                               A $38.00 charge will be assessed for any check returned due to non-sufficient funds.
Late Fees                                                                                                                                                                                                                          We close promptly at 6:00 pm. We are only licensed until 6:00, so it is imperative that your children are picked up before then. Because of this strict state law, we must enforce a late fee of $1 per minute past 6:00 pm. This is due within two business days from the day you or your designated pick-up person were late. If you are late more than five times you will need to speak to the administrator & you may be asked to take your child to a center that can accommodate your schedule.
     10. Breastfeeding and/or Pumping
If you are breastfeeding, you are welcome to come in at any time to breastfeed or pump breastmilk.
Center Policies and Procedures 
1. Enrollment including required enrollment information                                                                                                                   Enrollment forms:                                                                                                                                                                                              Family Information for Step Up to Quality Programs                                                                                                                                                                Child Enrollment and Health Information                                                                                                                                                                          Child Medical/Physical Care Plan                                                                                                                                                                             Basic Infant Information (6 weeks to 12 months)                                                                                                                                                                                                                                                      Pick-up list                                                                                                                                                                                                              Child Medical Statement w/immunization record attached. *Must be on file within 2 weeks of start date and updated annually, thereafter, until the child starts kindergarten.                                                                                                                                    Building for the Future                                                                                                                                                                                           Child and Adult Care Food Program Enrollment Form                                                                                                                                                     Child Care Component Eligibility Application for Free and Reduced Price Meals
These forms must be completed and returned before your child’s first day of attendance.                                                                              A medical statement is required, verifying the child has had a well check in the past year and that the child is current on immunizations.  
These medical forms need to be updated annually so please be sure to have regularly scheduled well checks for your child. 
2. Care of children regarding immunizations                                                                                                                                                        The child’s medical form must verify that the child has been immunized or is in the process of being immunized against the diseases required by division 5104.014 Medical statement of immunization.
[bookmark: 5104.014(A)](A) As used in this section:
[bookmark: 5104.014(A)(1)](1) "Child" includes both of the following:
[bookmark: 5104.014(A)(1)(a)](a) An infant, toddler, or preschool age child;
[bookmark: 5104.014(A)(1)(b)](b) A school-age child who is not enrolled in a public or nonpublic school but is enrolled in a child day-care center, type A family day-care home, or licensed type B family day-care home or receives child care from a certified in-home aide.
[bookmark: 5104.014(A)(2)](2) "In the process of being immunized" means having received at least the first dose of an immunization sequence and complying with the immunization intervals or catch-up schedule prescribed by the director of health.
[bookmark: 5104.014(B)](B) Except as provided in division (C) of this section, not later than thirty days after enrollment in a child day-care center, type A family day-care home, or licensed type B family day-care home and every thirteen months thereafter while enrolled in the center or home and not later than thirty days after beginning to receive child care from a certified in-home aide and every thirteen months thereafter while continuing to receive child care from the aide, each child's caretaker parent shall provide to the center, home, or in-home aide a medical statement, as described in division (D) of this section, indicating that the child has been immunized against or is in the process of being immunized against all of the following diseases:
[bookmark: 5104.014(B)(1)](1) Chicken pox;
[bookmark: 5104.014(B)(2)](2) Diphtheria;
[bookmark: 5104.014(B)(3)](3) Haemophilus influenza type b;
[bookmark: 5104.014(B)(4)](4) Hepatitis A;
[bookmark: 5104.014(B)(5)](5) Hepatitis B;
[bookmark: 5104.014(B)(6)](6) Influenza;
[bookmark: 5104.014(B)(7)](7) Measles;
[bookmark: 5104.014(B)(8)](8) Mumps;
[bookmark: 5104.014(B)(9)](9) Pertussis;
[bookmark: 5104.014(B)(10)](10) Pneumococcal disease;
[bookmark: 5104.014(B)(11)](11) Poliomyelitis;
[bookmark: 5104.014(B)(12)](12) Rotavirus;
[bookmark: 5104.014(B)(13)](13) Rubella;
[bookmark: 5104.014(B)(14)](14) Tetanus.
[bookmark: 5104.014(C)](C)
[bookmark: 5104.014(C)(1)](1) A child is not required to be immunized against a disease specified in division (B) of this section if any of the following is the case:
[bookmark: 5104.014(C)(1)(a)](a) Immunization against the disease is medically contraindicated for the child;
[bookmark: 5104.014(C)(1)(b)](b) The child's parent or guardian has declined to have the child immunized against the disease for reasons of conscience, including religious convictions;
[bookmark: 5104.014(C)(1)(c)](c) Immunization against the disease is not medically appropriate for the child's age.
[bookmark: 5104.014(C)(2)](2) In the case of influenza, a child is not required to be immunized against the disease if the seasonal vaccine is not available.
[bookmark: 5104.014(D)](D)
[bookmark: 5104.014(D)(1)](1) The medical statement shall include all of the following information:
[bookmark: 5104.014(D)(1)(a)](a) The dates that a child received immunizations against each of the diseases specified in division (B) of this section;
[bookmark: 5104.014(D)(1)(b)](b) Whether a child is subject to any of the exceptions specified in division (C) of this section.
[bookmark: 5104.014(D)(2)](2) The medical statement shall include a component where a parent or guardian may indicate that the parent or guardian has declined to have the child immunized.
                                                                                                                                                                                                                                              3. Attendance procedures, absent day policy, release of child, custody release, and follow-up on child not arriving at scheduled time.                                                                                                                                                                                               Absence of Children                                                                                                                                                                                                     Kids World should be notified any time your child is absent on a scheduled day of attendance. Please call 330-825-0458 as early as possible, stating the reason for the absence.
Transporting & Tracking                                                                                                                                                                                               Parents are responsible for transporting the children to and from the center. All individuals who would pick the child up must be on the child’s pick up list. You may update that list at any time but it must be done in person. This is for the safety of the children. 
We provide transportation to and from Norton Primary, Norton Elementary and Barberton West. Please call your child’s school to let them know they will be taking the “Kids World” bus. 
When children leave the center to take our bus to school or another program, a teacher from the center will accompany the children out to the bus. When children arrive at the center from school or another program on a bus, a teacher from the center will see them to their classrooms. After the buses have unloaded and children return to their classrooms, attendance rechecked to make sure all of the children are accounted for.
If a child is scheduled to come after school and is not released to us, we will first contact you to confirm that the child was to arrive at the center that day. If we aren’t able to reach you, we will contact the school. 
It is imperative that you contact the center if your child is not going to attend on a scheduled day. 
Release of Child                                                                                                                                                                                                                  All caretakers, picking children up, will be required to show valid photo identification.  Please inform the person you have asked to pick your child up that we will be asking for identification. If this person gives no verification, your child will not be released to them.
Custody Policy                                                                                                                                                                                                               If you enroll your child and you have custody issues involved with that child, we need to have the custody papers on file. By law, we are required to release a child to his/her legal guardian or custodial parent unless custody papers are in order and on file. 
4. Supervision, Child Guidance and Safety                                                                                                                                                                A child care staff member in charge of a child or group of children shall be responsible for their safety. No infant through preschool aged child shall ever be left alone or unsupervised. Our policy governing arrival and departure of children is to assure that a child care staff member is aware of each child’s presence at the center. When arriving at the center, an adult must see their children to their classroom. Upon departure no child is to leave their classroom or the playground without a parent or guardian notifying the caregiver first. 
· We have immediate access at all times to a working telephone within the building.
· We have monthly fire and tornado drills and quarterly disaster drills.
· A fire emergency and weather alert plan are both posted in each classroom and explain the actions that are to be taken and the staff’s responsibilities in case of fire emergency or weather alerts. The plans include a diagram showing evacuation routes.
· Use of spray aerosols are prohibited when children are in attendance. 
· In case of a gas leak or other similar emergency, all groups will exit to the playground and wait for emergency professionals.
Discipline of the Children
A childcare staff member in charge of a child or group of children shall be responsible for their discipline. Our Discipline Methods:
1. Give positive attention and praise.
2. Caregivers model appropriate behavior.
3. Reason can work wonders. We explain, in simple terms, why rules are in place.
4. We use positive reinforcement, active listening, problem solving and redirection.
5. We use the time out system where the child takes a time out from the activity to think and regroup. The child will sit for 1 minute per year of the child’s age. The caregiver will speak to them about the rule they have broken before having them return to the activity. 
All of Kids World’s actual methods of discipline shall apply to all persons on the premises and shall be restricted as follows:
· There shall be no cruel, harsh, or unusual punishments such as but not limited to punching, pinching, shaking, or biting. No discipline technique shall be delegated to any other child.
· No physical restraints shall be used to confine a child.
· No child shall be placed in the locked room or confines in an enclosed area such as a closet, a box, or a similar cubical.
· No child shall be humiliated or subject to profane language, threats, and derogatory remarks about himself or his family, or other verbal abuse.
· Discipline shall not be imposed on a child for failure to eat, failure to sleep, or for toileting accidents.
· Techniques shall not be used to humiliate, shame, or frighten a child.
5. Parent provided food and center-wide dietary policy.                                                                                                                                         We provide all food but if there is a food/beverage allergy, the parent will need to supply the appropriate supplement.                                                                                                                                                        We must have letter from the child’s physician stating the food they are allergic to. 
6. Management of Communicable Disease                                                                                                                                                                                     A childcare staff member with a valid training in the management of communicable diseases shall observe each child upon arrival at the center.
The staff takes every precaution to prevent the spread of communicable disease. Listed below are some of the precautions we take:
1. At least one staff member trained in first aid and communicable disease will be required to be on site.
2. Restrooms, classrooms, and toys and materials are disinfected regularly.
3. Children wash their hands after using the restroom and after having their diaper changed.
4. Children will wash their hands before eating any meals.
5. Staff members wash their hands between diaper changes, meals, cooking, and helping a child with toileting, etc.
6. A communicable disease notice will be posted in the center if a communicable disease is reported. There is a communicable disease chart posted in the center for reference.
The following precautions shall be taken for children suspected of having a communicable disease:
A. The center shall immediately notify the parents or guardian of the child’s condition when a child has been observed with signs or symptoms of illness.
B. A child with any of the following signs or symptoms of illness shall be immediately isolated and discharged to his/her parent or guardian.
B.1. Temperature of at least 101 degrees Fahrenheit when in combination with another sign or symptom of illness.
B.2. Diarrhea (three or more loose stools with in a 24 hour period).
B.3.  Severe cough, causing a child to become blue in the face or to make whooping sound.
B.4.  Difficult or rapid breathing.
B.5.  Yellowish skin or eyes.
B.6.  Eyes:  continuous discharge, continuously pink and continuously matted eyelashes.
B.7.  Untreated infected skin patches, unusual spots/ rashes.
B.8. Unusually dark urine and/or gray or white stool.
B.9. Stiff neck with an elevated temperature.   
B.10. Evidence of untreated lice, nits (eggs) from lice, scabies, or other parasitic infestations.
B.11. Vomiting of food 2 or more times. Coughing up phlegm does not constitute vomiting.                                                                                                                  
C. Kids World shall follow the Ohio Department of Health Communicable Disease Chart for appropriate management of suspected illness and re-entering the children into the center. (This chart is posted in the main hallway).
D. A child isolated due to suspected communicable disease shall be:
D.1. Cared for in a room or portion of a room not being used for other types of childcare.
D.2. Within sight and hearing of an adult at all times. No child shall ever be left alone where unsupervised.
D.3.  Made comfortable and provided with a cot. All linens and blankets used by the ill child shall be laundered before being used by another child. After use the cot shall be disinfected with an appropriate germicidal agent.
D.4.  Observed carefully for worsening condition.
D.5.  Discharge to parents, guardian, or person designated by the parent or guardian as soon as possible. 

7. Incident or Injury                                                                                                                                                                                              When an incident or injury occurs, or when any other incident necessities emergency transportation of a child, the center shall complete a report. When an emergency occurs, the parent or guardian will be notified immediately by telephone (3 numbers on file). If the parent or guardian are not available immediately, the administrator or designated staff member will continue to call the parent(s) or guardian periodically during the day. The child will be watched the whole time the parents are being notified. The emergency transportation form will guide us in our actions and decisions. If transportation is needed, a staff member will accompany a child to source of emergency care and will remain with the child until the child’s parents or guardian assume responsibility for the child care. We will not accept any child whose parent or guardian signs Part 2, refusing emergency transportation, unless a child who is in custody of the county has special paperwork stating so. This is for the safety of the children. 
Medical and Dental Emergency Plan                                                                                                                                                                      We have a written plan for medical or dental emergencies. It has immediate notification for either the parents or guardian in the events of any accident, injury, or illness and includes plans for transportation of the child to the source of medical or dental care.                                                                                                                                                                                                   A child restraint system is stored in the preschool room in case needed for transportation.
                                                                                                                                                                                                                                                                                                                                                                    
8. Medications                                                                                                                                                                                                        No medication can be administered without the completion of a “Request for Administration of Medication” form for medications and a “Child Care Plan” for allergies, asthma, etc. These forms can be obtained by requesting one from a staff member and must be filled out when the medication is brought in.
Administration of medication and food supplements
Prior to the administration of a medication, food supplement, modified diet, or fluoride supplement, the center shall:                                                                                                                                                                                  Secure written instructions of a licensed physician or licensed dentist for the administration of these items. (The secure written instructions being signed, dated, written instructions from the parent/ guardian on the form provided by the staff for the administration of the medications, food supplement, modified diet, or fluoride supplement). 
1. Each medication, food supplement, modified diet, or fluoride supplement must have their own individual form filled out with instructions from the parent/guardian, licensed dentist or physician. 
2. Medications, food supplements, fluoride supplements may only be administered for the times/ dates indicated by the physician or dentist.
3. Each medication is valid for six months. A new form must be filled out when the current form expires.
4. A doctor’s signature can be exempt when: a prescription label; which contains the child’s name, a current date within six months, and an exact dosage and specific number of days to be given daily and the routine of administration.                                                                                                                         
5. Non- prescription fever- reducing medications that do not contain aspirin, or non- prescription cough or cold medications that do not contain codeine may be administered by the center without written instructions from a licensed physician if there are written instructions from the parent/ guardian on the from provided by the staff. It shall include the name of the medication, name of the child, birthday of the child, parent/guardian’s instructions and signature. The medication shall be in its original package with its original label attached and it shall also specify appropriate dosages based on the child’s age/ weight. The written instructions of the parent shall not exceed the manufacturer’s recommend dosages. 
Non- prescription topical creams, lotions, ointments may be administered by the center without written instructions from a licensed physician. If there are written instructions from a parent/ guardian on the form provided by the staff. The form shall include:
· The name of the ointment, cream, lotion
· Birth date of the child
· Date 
· Written instructions from the parent/ guardian
· Signature from the parent/ guardian
Written instructions shall not be valid for more than 12 months. Authorization for the administration of the ointment, cream, or lotion may be canceled by written request from the parent/ guardian. Any topical ointments used for skin irritation or manifestations of skin shall be administered by the center for no longer than fourteen consecutive days at any one time.                                                                                                                                                                                                          All medications, including those for school age children, shall be kept up and away from children’s reach in a medication box or kept in the refrigerator in a designated area. All medications will be given by a child care staff member and shall be verified by completing the form provided by the administrator each time a medication, food supplement, or fluoride supplement is administered. School age children are not permitted to administer their own medication. 
Food supplement and modified diet information shall be posted in a conspicuous area in each classroom, listing weather there is an allergy, a religious reason, and what the omitted and replacement items will be. Food allergy statements need a note from the child’s physician stating the allergy. 
9. Transportation for trips and emergencies                                                                                                                                                        In the event of an emergency, 911 will be utilized to call for transportation.                                                                                                             Field trips and transportation to and from schools require a permission slip signed by the parent or guardian. The children will ride in the Kids World bus and we follow Ohio child safety restraint laws. There may also be times where the children may ride in parent cars (restrained properly), for field trips if the bus is at capacity. 
 10. Water activities/swimming                                                                                                                                                                                                   In the summer we plan special water sprinkler type activities with the children. On your child’s water day, please follow the specific classroom instructions as to what to bring. The caregivers will let you know.  We don’t want any child to feel left out or excluded from the fun, so if you accidentally forget your child’s bathing suit, we’ll have them get wet in the clothing they wear to the center, if they are comfortable doing so.                                                                                                                               Infants and toddlers are required to have a permission slip on file to participate in water activities.  
11. Infant General Information                                                                                                                                                                                              Infants and non- ambulatory children eighteen months and older shall receive care only on their designated floor. Non- ambulatory means any child who is not able to leave the building unattended; not able to walk forward or backward unassisted; not able to go up and down stairs without help; or any child dependent upon mechanical aids.
                             Infant and Toddler Daily Program
· Infants shall be removed from their cribs for all feeding and removed from their crib at other intervals during the day for the individual attention.
· Infants, 6 weeks to 12 months, may have any blanket, pillow, or object placed in their crib. Please provide a sleep sack for your infant for napping. 
· No infant will be placed in their cribs with a bottle. (No bottles will be propped)
· Infants and toddlers will be allowed to sit, crawl, toddle or walk, and play according to their stage of development.
· Outdoor play will be offered according to the infants and toddlers stage of development.
· The same staff members will be assigned each day for the infants and toddlers. 
· The parents will provide all diapers, and a change of clothing, etc. that their child will need in a day.
· Please make sure that formula that is brought from home is labeled. Infant food and infant cereal will be provided when child reaches those stages of eating.
· Parents will give a written instructions as to feeding times, amounts and progression as needed to the teacher.
· Potty training will occur throughout time in the Toddler rooms as the child is developmentally ready.
· Daily reports will be given to parents of infants and toddlers, up to 18 months of age, about care they receive daily.
· Each crib or cot will be labeled with each child’s name who is assigned to that cot or crib and will be for the sole use of that child between sanitations. (Before it is assigned to another child it will be washed with soap and water and cleaned with a germicidal agent)
· Infants and toddlers shall have two changes of clothing. One kept at the center and one in their diaper bag for regular daily changing. (All personal items need to be labeled)

Changing of Diapers
· Changing of non-toilet trained children shall occur in a space that contains a handwashing facility.
· Diapers will be checked every two hours. Schedules are posted at each changing area. Changes can and will occur in between scheduled changes as needed. 
· Hands will be washed after each diaper change. 
· A central diaper changing station is to be used.
· There shall be a separation material placed between the child and the changing surface. The separation material will be replaced after each diaper change with a clean separation material. 
· The changing station will be disinfected after each diaper change. If the diaper changing station becomes soiled, if shall be cleaned with soap and water and then disinfected.
· Any product used during diaper changing which is used on more than one child shall be used in such a way that the container does not touch the child.
Storage of Clean Diapers                                                                                                                                                                                    Diapers will be provided by the parent or guardian and will be stored in a specific area just for your child. (Please label the box or bag of diapers with your child’s name) 
Soiled Diapers and Clothes
· Disposable diapers will be discarded
· Cloth diapers and/or clothing soiled with fecal matter will be put in a plastic bag and sent home with a child. State licensing rule 5101:2-12-69 sys these items need not to be rinsed at the center, but may be placed directly in to a plastic container or bag, sealed tightly and stored away from the child’s other belongings and out of reach of the children.
12. Napping                                                                                                                                                                                                     Naptime in the center starts after lunch/restroom time and runs until 2:30. Please bring a small pillow and blanket for your child’s cot with their name clearly labeled on it. Please take these items home at the end of the week to launder them and bring them back the following week.
13. Policy for closing due to weather or any other factors                                                                                                                   On extremely rare weather conditioned days Kids World may be forced to close. There have only been two instances, of seriously dangerous inclement weather, where we’ve had to close, in the past 25 years. If there should be an unforeseen emergency such as a water main break, we may need to close due to health reasons, with hand washing, food preparation, toilet flushing, etc. 
14. Policy on when the center will require disenrollment a child                                                                                                                       When there are extreme instances, after warnings and reminders have been given, the caregivers will send home behavior reports, listing the behaviors that need improvement. In the instance of 3 behavior reports being sent home within 10 days of the child’s attendance, the child will no longer be able to attend Kids World Preschool & Daycare.  In the case of violence or a safety risk that the child imposes toward themselves or others, we reserve the right for immediate disenrollment of the child.                                                                                                                                                                                                                   
15. Procedure for resolving problems for parents and staff members.                                                                                                                     If at any time you have any question or concern about a staff member, please contact the administrator. A meeting or conference can be set up with the staff member, administrator and yourself if you would like.  
16. Policy on whether or not the center will provide child care services to children refuse to grant consent for transportation to the source of emergency treatment.                                                                                                                                      In the event of an emergency, a staff member at Kids World will call 911 and call the parent or guardian listed on the child’s paperwork.  When there is a refusal to grant consent for transportation to the source of emergency treatment, the parent or emergency contact will be responsible for transporting the child to a hospital. 
17. Formal assessments on enrolled children and if the program reports child level data to ODJFS pursuant to 5101:2-17-02.                                                                                                                                                                                                                   The program does not conduct formal assessments on enrolled children. The program does not report child level data to ODJFs pursuant to 5101:2-17-02 of the Administrative Code.     
18. Reports and Conferences                                                                                                                                                                                             Please free to ask for a conference anytime you feel you need one. Progress reports and/or behavior reports can be completed at your request or when needed. 

CENTER PARENT INFORMATION REQUIRED BY OHIO ADMINISTRATION CODE
The facility is licensed to operate legally by Ohio Department of Job and Family Services. This license is posted in a conspicuous place for review.
A toll-free telephone number is listed on the facility’s license and may be used to report suspected violation of the licensing law or administrative rules. The licensing law and rules governing child care are available for review at the facility upon request.
The administrator and each employee of the facility is required under Section 2151.421 of the Ohio Revised Code, OCR to report their suspicions of child abuse or child neglect to the local public children’s services agency.
Rosters of the names and telephone numbers of the parents/ guardians of the children attending the facility are available upon request. The parent roster will not include the name and number of any parent who requests that his/her name or telephone number not be included.
The licensing inspection reports and compliant investigation reports, for the current licensing period, are available online at childcareconnection.com for review.
The licensing record including compliance report forms, compliant investigation reports, and evaluation forms for the building and fire departments are available for review upon request from the Ohio Department of Job and Family Services.
It is unlawful for the facility to discriminate in the enrollment of children upon the basis of race, color, religion, sex, national origin or disability in violation of the Americans with Disabilities Act 1990, 104 Stat. 32, 42 U.S.C. 12101 et. Seq. 
*This information must be given in writing to all parents, guardians and employees as required in 5101 2-12-30 of Ohio Administrative Code.
JFS 01237 (4/2003)
In accordance with Federal Law and U.S. Department of Agriculture policy, this institution is prohibited from discriminating on the basis of race, color, religion, national origin, sex, age, or disability. (Not all prohibited bases apply to all programs).




To file a complaint of discrimination, write:
USDA, Director, Office of Civil Rights
Room 326-W, Whitten Building
1400 Independence Avenue, SW
Washington, DC 20250-9410
-OR-
Call (202) - 720- 5964 (Voice & TDD)
USDA is equal opportunity provider and employer.

[bookmark: _GoBack]The link to review the Handbook is on our website at: https://www.kids-world-daycare.com/
This is due before the child attends this center. Please feel free to ask the administrator questions about any of the policies in the handbook.
Parent(s)/Guardian(s), after reviewing the handbook, please sign and return this page to the administrator. 

Kid World Preschool & Daycare Handbook Acknowledgement


Child/Children Names__________________________________________________________________________
____________________________________________________________________________________________
I acknowledge that I have reviewed the parent, guardian and employee handbook for Kids World Preschool and Daycare. I agree to follow all of the policies outlined within.


Signature of Parent/ Guardian									Date


Signature of Parent/ Guardian									Date
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