INTRODUCTION

RESERVATION OF RIGHT TO CHANGE POLICIES AND/OR PROCEDURES
Lil’ Kidz Childcare, reserves the unilateral right to add, delete, modify, or amend the policies and procedures provided for in the program, or program handbook.
NONDISCRIMINATION POLICY

Lil’ Kidz Childcare,  subscribes to a policy of nondiscrimination and will maintain and conduct all practices relating to recruitment and enrollment of children, discipline, and other terms, conditions, and benefits of the program in a manner that does not discriminate on the basis of race, color, religion, nationality origin, sex, or disability.

STATE REQUIREMENT

The State of Nebraska requires that all members of the child care community report any suspicion of child abuse or neglect.  The Staff and administration of Lil’ Kidz Childcare, will report it promptly to the Dept. of Health & Human Services, Child Protective Services and the police any time abuse or neglect is suspected.   Abuse/Neglect Hotline  1-800-652-1999.

PHILOSOPHY OF PROGRAM

The number one goal of Lil’ Kidz Childcare, is to provide the highest quality child care to every single family we serve.  In an effort to achieve that goal, we will strive to:
	~  Make children and families our #1 priority at all times
	~  Respect and support families in their task of nurturing children
	~  Hire, train, and support the most qualified individuals
	~  Instill an attitude of pride and loyalty to the profession
	~  Serve as an advocate for children and their families
	~  Listen and respond to the needs of our children and families
	~  Maintain high standards of professional conduct
	~  Treat all employees, children and families fairly, regardless of race, religious creed,
	    sex, age national origin, or any other legally protected classification
	~  Keep informed on current matters affecting our industry
	~ Abide by the letter and spirit of the laws and codes that govern our industry, 
	   community, state and federal government
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SCREENING OF STAFF

In compliance with licensing by the State of Nebraska, Lil’ Kidz Childcare, has in place a written screening policy which ludes but is not limited to subjecting employees to criminal background checks, law enforcement and Nebraska registry checks. 
The staff are informed on Child Abuse, SIDS, SBS and Neglect policies.  A staff member having
CPR Training will be at the center at all time.

DAYS AND HOURS OF OPERATION

The hours of operation of Lil’ Kidz Childcare, are Monday through Friday, from 6:30 a.m. until 6:00 p.m.  Lil’ Kidz Childcare, accepts children from ages 6 weeks to 12 years, on a
full-time, part-time, hourly or weekly, based on availability.  We encourage parents to come and visit.


The Center is closed for the following holidays on the day the holiday occurs:
			New Year's Day		Labor Day
			Memorial Day			Thanksgiving Day
			Independence Day		Friday after Thanksgiving
			Christmas Day

When weather does not permit us to be open, we will send a notice of closing by e-mail.  We will follow the weather closings of DC West Schools, Valley, NE.

ENROLLMENT REQUIREMENTS

Lil' Kidz Day Childcare Day Care, requires that each child have the appropriate immunizations for their age.

Some parents may choose to waive certain or all vaccinations for their child for religious, philosophical or medical reasons.  The local Health Department requires that if a parent or guardian chooses to waive vaccinations then a waiver will need to be completed by the parent or doctor (if it is a medical reason) and be kept on file at Lil’ Kidz Childcare,    A copy of the waiver will also be submitted to the local Health Department.  

It is the parent's/guardian's responsibility to notify the Office of any immunization update your child may receive.

CHILD INFORMATION CARDS
Nebraska Department of Health and Human Services mandates that each child have completed child care information forms on file.  Two forms will be provided for you to complete and must be on file by the first day of attendance.
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It is the parent's and/or guardian's responsibility to ensure that the information contained on the forms are up-to-date.  It is crucial that Lil’ Kidz Childcare, have the most recent work phone number, emergency contact, etc., in the event that there is an emergency and the parent/guardian need to be reached.  Parents are required to review and update all forms every September.

LATE PAYMENT
$10.00 per day that payment is not received.  Therefore, if the fee isn't paid by the Tuesday morning a late fee of $10.00 will be due with your payment.  Late payment maybe cause for immediate termination.

VACATION POLICY
Lil’ Kidz Childcare, offers families who are enrolled after (1 year) one-week vacation per calendar year no tuition.  The vacation days must be taken consecutively in five-day rements.  A two week written notice is required for vacation time.   Extra weeks in the same year will require full payment.

CONFIDENTIAL INFORMATION

To protect your rights, children's records are only available to the Center's owners and the Department of Health.
Your personal payment records are only available to the Center's owners.

MEDICAL POLICIES

Lil’ Kidz Childcare, cannot guarantee that we are fully able to contain or prevent the spread of all illnesses.

Parents will notify us if their child has any of the following conditions;
	~  Fever of 101.0 degrees or more  ( no rectal temperature will be taken)
	~  Rash (undiagnosed)
	~  Diarrhea; reased number and water content of stools
	~  Vomiting one time
Children with solely these conditions will be permitted to stay.  If the child worsens, becomes lethargic or other symptoms appear the parents will be notified and must  pick up their child.
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Children with any of the conditions below must be excluded until the symptoms/conditions have been resolved and the child has been symptom free for at least 24 hours or have been on medication for 24 hours.
	~  Herpes gingivostmatitis, thrush, mouth sores, or ulcers
	~  Conjunctivitis
	~  Children with specific infections such as but not limited to:  Pertussis, Whooping Cough, Strep 
	    Throat, Head lice and Scabies, Coxsackie disease, Hand, Foot and Mouth disease, Chicken 		    Pox,
	~  Impetigo, Mumps, Measles, Rubella, Hepatitis A
	~  Influenza
	~  Discolored eye, ear, or nose discharge		                                                                                                                                                                 	~  Evidence of severe illness:  lethargy, unusual sleepiness, irritability, prolonged crying, 
	     inconsolability, obvious discomfort, and labored, difficult or rapid breathing, extreme or
	    uncontrollable coughing, wheezing, poor appetite
														 Parents will be called to make arrangements to pick up a child too ill to remain in care.   Children absent due to a contagious (or suspected contagious) disease may not return without a written clearance from a physician.

In the case of a medical emergency, Lil’ Kidz Childcare, has permission to administer first aid or obtain emergency medical treatment in child/ren's best interest.

MEDICATION POLICY
All Staff Members are required to Read, understand and sign ( The Guide and Process for Medication Administration in a Child Care setting) before administrating medications. 
Lil’ Kidz Childcare, staff will administer prescription medications to children when the following criteria have been met:
	~  A current written prescription from a doctor stating the exact dosage and frequency of the
	    medication provided.
	~  The medication is in the original container and labeled with the child's name, current date
	     and dosage, additional instructions, possible side effects and storage information.  A 
	    spoon must be provided for any oral medication.
	~  Medication parental permission forms are filled out completely for each event.  on 
	    this form are the exact time(s) the medication is to be given and the parent/guardian's
      	    signature.

Lil’ Kidz Childcare, staff will administer non-prescription medications to children when the following criteria have been met:
	~  Children under two years of age must have a doctor's note stating the exact dosage and 
	    frequency of the non-prescription medication provided.
	~  Children over two years of age can be administered non-prescription medication without a 
   	    note from doctor as long as the medication is in the original container.  Medication will be
	    administered based on what the instructions to the medication state unless a parent requests
	    a lesser dose.
	~  Medication parental permission forms are filled out completely for non-prescription 
	    medication.  luded on this form are the exact time(s) the medication is to be given and the
	    parent/guardian's signature.
	~  A medicine spoon must be provided for any oral medication.
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Lil’ Kidz Childcare, will not follow instructions from parents that contradict the instructions of the physician.  Medication over one year old cannot be administered.

Due to possible contamination, Lil’ Kidz Childcare, administrator can only administer eye and eardrops as long as a physician has prescribed it.  Genital ointment cannot be applied on children over 2 1/2 years of age.  We suggest that parents apply or administer such medication at drop-off and pick-up times.
Lil’ Kidz Childcare, is not responsible for any lost or damaged medication.
Medication is to be stored in a cupboard or refrigerator away from children. 

[bookmark: _Hlk529359597]If your child needs to sleep in an elevated position during naptimes, a doctor’s note will be required before hand.  The note should state HOW, IN WHAT (crib, swing or rocker etc...) AND WHY they need to elevate. The note will be kept in the child’s file.  								                                 													           INJURIES
When a child is injured, regardless of the nature of the injury, an accident report is filled out at the time of the ident.  First-Aid is administered following specific guidelines:
	~  If the injury requires further evaluation and/or treatment, the parents will be notified
	    immediately.	
	~  Any time a child has a head injury, no matter how slight, a call will be placed to the 	  	  	    parent/guardian.
	~  In the event of serious injury your child information form gives Lil’ Kidz Childcare, 		    permission to call   911.
	~  Any costs or charges for 911 emergencies will be the sole responsibility of the parent.

Lil’ Kidz Childcare, has established procedures for all emergencies, luding fire, weather, building and medical.  Evacuation routes and procedures are posted.  Emergency drills are practiced on a regular basis.  Smoke detectors and fire extinguishers are routinely checked.

Please do not call the Center during an evacuation emergency.  The staff is busy quickly, calmly, and efficiently escorting the children to designated safe areas.

DISCIPLINE

Staff members are trained to provide positive discipline methods, which encourage self-control, self-direction, cooperation and self-discipline.  Such methods lude redirection, diversion from negative behavior, encouraging alternative activity, removal from the situation and communication.

Corporal punishment is never considered an acceptable method of discipline.

In the case of continued discipline problems, staff will notify the parents to discuss possible solutions and/or recommendations.  

In a case where a child's behavior or actions have resulted in the destruction of Lil’ Kidz Childcare 's property, the parents/guardian will be responsible for the repair or replacement of the property.

On occasion it is in the best interest of the child and the program for the parents to seek alternative care.  Aggressive behavior, biting, hitting, etc. that cause ongoing disruptions and/or confusion may result in the child being dismissed from the daycare.  Dismissal is always a final option.


5
BITING POLICY

Lil’ Kidz Childcare recognizes that biting is a developmentally appropriate behavior for children in the infant through 3-year-old stages.  Parents with children should expect that their children may be bit, or will bite another child.  The staff understands that parents are concerned and can be upset when their child is involved in a biting ident.  We ask that you remember this is a developmentally appropriate behavior, and that the staff will work to identify situations, which, provoke, or elicit this behavior so it can be prevented in the future.  The staff will not punish, or harshly discipline children for biting behavior; they will simply redirect the children to different activities in separate areas of the classroom.  Parents are expected to work with staff to identify methods and strategies to curb the    behavior.  If excessive biting idents occur in one day or skin is broken during a bite, the biters parent will be called to pick up their child to be excluded from Lil’ Kidz Childcare, for the remainder of the day.  Uncooperative parents will have their child's services terminated.

Children older than 3 years of age may occasionally be involved in a biting ident.  For children in this age group who bite, the staff will use the discipline procedures outlined in the discipline section of this handbook, as well as observe the child to determine what provokes or elicits this inappropriate behavior.  Parents are expected to cooperate with staff to help their child control this behavior.  Uncooperative parents will have their child's service terminated.  If a child bites who is over the age of 3, the biter's parent will be called to pick up their child to be excluded from Lil’ Kidz Childcare, for remainder of the day.

Parents will be notified by ident/accident report that a biting ident occurred during the day.  The staff may not discuss with either parent the identity of the other child involved in the ident.  This information is considered to be confidential and can not disclosed.  The staff of Lil’ Kidz Childcare, cannot discuss the medical history of any child involved in a biting ident with the other party.

NUTRITION PROGRAM


Lil’ Kidz Childcare, prides itself on a nutritious and well-balanced food program.  A menu will be posted and available to parents.  On occasion, changes in the menu may occur.  Menus are continuously evaluated and revised.

Once your child is on table food, Lil’ Kidz Childcare, provides breakfast from 7:30 a.m. to 8:30 a.m. and lunch at 11:00 a.m. - 12:00 p.m.  An afternoon snack is given daily between 2:00 - 3:00.

FEES FOR FOOD
The total cost of the food and meals provided is luded in your tuition.  If, due to dietary or medical restrictions, parent must provide the meals, we cannot offer any cost adjustment or refunds.

SPECIAL DIET REQUESTS
If a child requires special food accommodations due to documented medical reasons, parents may be asked to provide the meals.  We ask that parents please arrange to meet with Lil’ Kidz Childcare, administrator to review the child's needs and determine whether an accommodation is possible.  
							6
Lil’ Kidz Childcare, cannot guarantee the ability to meet every special request.

PEANUT FREE CENTER
Due to the extreme nature of allergic reactions to peanuts and products containing peanuts in some children, Lil’ Kidz Childcare, prohibits peanuts and/or foods containing peanut products on Lil’ Kidz Childcare, property.  Peanut allergies can be so severe that exposure to peanuts can result in an allergic reaction resulting in rashes or irritations to the skin, severe breathing impairment, vomiting or even death.  An allergic child can have a reaction from simply smelling peanuts on someone's breath, or touching peanut oil residue left on a counter top, not only from consuming peanuts or peanut products.  Before bringing any food into Lil’ Kidz Childcare, building, it is the parent's responsibility to have the food approved by an administrator.
																	                       INFANT PROGRAM

SAFE SLEEPING POSITION
In accordance with the recommendations of the American Academy of Pediatrics, infants are placed to sleep on their back.  Infants who fall asleep in swings or bouncy seats will be moved to their crib/pack-n-plays and placed on their back to sleep.  Infants nap in their own assigned cribs/pack-n-plays according to their own individual schedules.  If you request that your infant sleep in a different position other than their back, a physician's note that explains why your baby should not use a back sleeping method is required.   Blankets and stuffed toys are not permitted in the crib/pack-n-play with your infant.  Rather than blankets we recommend sleep sacks.
If your child needs to sleep in an elevated position during naptimes, a doctor’s note will be required before hand.  The note should state HOW, IN WHAT (crib, swing or rocker etc...) AND WHY they need to elevate. The note will be kept in the child’s file.  	

DIAPERING AND TOILET TRAINING
Parents shall provide disposable diapers.  If a child's health condition necessitate that disposable diapers cannot be used, than an alternative arrangement may be made according to the parent's or licensed physician's instructions.  Parents are expected to provide enough diapers so that a child can be changed when soiled or wet.

Diapering shall be done in a designated area.   Lil’ Kidz Childcare, shall maintain a diapering area and all supplies and equipment in a safe and sanitary manner.
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Toilet training is planned cooperatively between the child's staff and parent so that the toilet routine is consistent between the Center and home.  Parents are expected to bring a set enough extra clothes 
 for a child who is toilet training and provide at least 6 pairs of training pants.

Staff shall thoroughly wash his or her hands after each diapering and after cleaning up bodily fluids, using soap and running water.

					       OUTDOOR PLAY

Outdoor play is an integral part of our curriculum.   Weather permitting outdoor play will be encouraged.

REST PERIODS

For children, a peaceful rest period is essential.

	~  Lil’ Kidz Childcare, shall provide each child under school age an opportunity to 	 	     rest.
	~  Children under the age of 12 months are provided with pack-n-plays especially designed for 
	    comfort and safety.
	~  Mats are provided for children under school age.
	~  Parents/guardians shall provide a blanket.
	~  Nap items are to be labeled and taken home at the end of the week for laundering.
	~  Quiet activities are provided for children not asleep after 1/2 hour.
	~  For school aged children who choose to rest, mats are made available for them.


POSSESSIONS FROM HOME

Lil’ Kidz Childcare, cannot be responsible for any lost or damaged items, it is in your child's best interest to leave toys and personal items at home, with the exception of naptime buddies and blankets.

We ask that any electronic games, trading cards, videos and CD's not be sent with your children.  Again we cannot be held responsible for anything that is lost or damaged.

Parents should send an extra set of clothing for their child.  Please make sure all clothing items are labeled.

We ask if your child could bring an oversized T-Shirt for crafts, painting, etc, to protect their clothing.

Parents of infant/toddler children are asked to supply an adequate number of disposable diapers.  Each infant should have at least two extra sets of clothing at the Center at all times.

If your child is toilet training we ask that you send adequate clothing and sufficient training pants so we can keep your child comfortable at all times.
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Children are taken outside and should be dressed accordingly.  In the summer we ask that you send
Sunscreen.


RELEASE POLICY

CHILD RELEASE  FORMS
It is mandatory that every child has a child information form on file, which identifies all persons who are authorized to pick up the child.  Lil’ Kidz Childcare, ask that you provide at least two individuals with whom Lil’ Kidz Childcare, may release your child/ren to.  Children will only be released to individuals listed on the form.  Lil’ Kidz Childcare, is not responsible for any injury or harm to a child who has been released to a person on the child information form or identified in the written exception request process (described below).  All individuals picking up children should
be prepared to show a photo identification.

SPECIAL EXCEPTIONS
Should a parent wish to have a one-time special exception, we request that you submit to the office a signed, dated, written note the morning of the release.  Only under extreme conditions will Lil’ Kidz Childcare, be allowed to change or add release names orally.

COURT ORDER RELEASES
In cases where an enrolled child is the subject of a court order (Custody Order, Restraining Order, or Protection from Abuse Order) Lil’ Kidz Childcare, must be provided with a Certified Copy of the most recent order and all amendments thereto.  The orders of the court will be strictly followed.

In the absence of a court order in file with Lil’ Kidz Childcare, administration, both parents shall be afforded equal access of a one parent by request of the other parent, regardless of the reason.  If a situation presents itself, where one parent does not want the other parent to have access to their child, Lil’ Kidz Childcare, suggests that the parent keep the child with them until a court order is issued.

If conflicting court orders are presented, the most recently dated court order will be followed.

Once presented with a Protection from Abuse Order or a Restraining Order, Lil' Kidz Day Care, is obligated to follow the order for the entire period it is in effect.  Employees of Lil' Kidz Day Care, cannot, at the request of anyone, except the issuing judge, allow a Protection from Abuse Order and/or a Restraining Order to be violated.  Lil’ Kidz Childcare, will report any violations of these orders to the court.

QUESTIONABLE RELEASES
Until custody has been established by a court order, a copy of which must be on file with Lil’ Kidz Childcare, neither parent may limit the other parent from visiting the child at the Center or from picking up the child.
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Lil’ Kidz Childcare, recommends that an alternative care program be sought if the parents/guardian feels the Center's release protocol places a child at risk.

Lil’ Kidz Childcare, staff is not trained to make assessments relating to intoxication or impairment and therefore assume no responsibility to assess the competency or condition of any individual appearing to pick up the child.
										
Lil’ Kidz Childcare, reserves the right to ask anyone, parents/guardians luded, who may be picking up a child for picture identification.  Refusal to show proper identification will result in Lil’ Kidz Childcare, refusing to release the child and possible dismissal from the program.

NO SOLICITING OF EMPLOYEES

PRIVATE DUTY BY EMPLOYEES
Lil’ Kidz Childcare, does not refer or recommend any Lil’ Kidz Childcare, employee for private duty.  If a parent contracts an employee for private duty, Lil’ Kidz Childcare, assumes no responsibility for any injury or harm to the child who is being cared for by an employee on off-duty hours and/or off premises.

TRANSPORTING CHILDREN BEFORE AND AFTER CARE
Lil’ Kidz Childcare, employees will not, under any circumstances, be allowed to transport a child/ren before or after care on any given day.


TERMINATION AND WITHDRAWAL

TERMINATION PROVISIONS
Lil’ Kidz Childcare, and a parent/guardian have the right to terminate the child care agreement upon written (not verbal) notice to the other party.

NOTICE
Lil’ Kidz Childcare, requires a 2-week written notice prior to termination.  Full tuition is due for the notice period, whether your child attends or not.  There are no refunds.  Failure to provide proper notice and payment will result in legal action being taken by Lil’ Kidz Childcare, 

EMERGENCY DISCHARGE SITUATIONS
Lil’ Kidz Childcare, reserves the right to terminate services with no notice if any of the following circumstances have occurred:
	~  Tuition is over two weeks past due.
	~  Habitual late pick-up (after 6:15 p.m.)
	~  If your child's participation creates a direct threat to other children, or Administrators
	    or to the child's safety (examples: excessive biting and aggressive behavior).
	~  If the services you require of the program and staff violate licensing or accreditation 
	    criteria.
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PARENT CODE OF CONDUCT

SWEARING AND CURSING
No parent or adult is permitted to curse or use other inappropriate language on property at any time, whether in the presence of a child or not.  Such language is considered offensive by many people and will not be tolerated.  At NO time shall inappropriate language be directed toward members of the  staff. 

THREATENING OF EMPLOYEES, CHILDREN, OTHER PARENTS OR ADULTS ASSOCIATED WITH LIL’ KIDZ CHILDCARE, 
Threats of any kind will not be tolerated and could cause termination of care.

THE ADDRESSING OF OTHER CHILDREN AT LIL’ KIDZ CHILDCARE,  
Parents are prohibited from addressing, for the purpose of correction or discipline, a child that is not their own.  Of course, no parent or other adult may physically punish another parent's child.  If a parent should witness another parent's child behaving in an inappropriate manner, or is concerned about behavior reported to them by their own child, it is most appropriate for the parent to direct their concern to the Director.
Furthermore, it is wholly inappropriate for one parent to seek out another parent to discuss their child's inappropriate behavior.  All behavior concerns should be brought to the director's attention.  At that point, the director will address the issue with the other parent.  Although you may be curious as to the outcome of such a discussion the director is strictly prohibited from discussing anything about another child with you.  All children at Lil’ Kidz Childcare, have privacy rights and are further protected by our Confidentiality Policy.  You may be assured that we will not discuss anything about your child with another parent or adult visiting Lil’ Kidz Childcare, 

SMOKING
For health of all the Lil’ Kidz Childcare, employees, children and associated, smoking is prohibited in the premises.

OTHER INFORMATION

GUIDELINES FOR BIRTHDAYS
Due to the number of children celebrating birthdays at Lil’ Kidz Childcare, the following guidelines are to be respected:
	~  Limit snacks to cake or cupcakes, cookies, brownies.
	~  Please remember that due to severe allergy reasons, Lil’ Kidz Childcare, is a peanut 	    free Center.
	~  Do not send goodies bags, hats, favors, etc.
	~  Do not send clowns or similarly costumed visitors as these characters frighten many children.
	~  The treat you send will generally  be given after P.M. snack.  We would love for you to join us.




							11
PHOTOGRAPHS AND VIDEOS
While the Parent Agreement allows Lil’ Kidz Childcare, to use photographs in the center it does not permit other parents or outside agencies to photograph children, staff or Center activities.	  Please respect this agreement by refraining from videotaping or photographing your child or staff while on Lil’ Kidz Childcare, property.

PETS
Please do not bring any personal pet into the Center without prior authorization from the administration.  We also ask you do not tie your dog up outside the building, as children will be entering or leaving. 

PARENT PARKING
Lil’ Kidz Childcare, is not responsible for any damages to or items stolen from your car

