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Introduction
The information in this handbook is extensive and comes from years of experience. Please read over it thoroughly and talk to me about any question(s) you may have. I strongly believe that children are a precious gift from God therefore, we are to treat them as such. With this in mind, my staff and I promise to work diligently to treat your child as the gift that he or she is. This handbook has been developed so that the expectations of parents, the caregiver, and the children are clear. At the end of this handbook is a section that you will complete, sign, and return. Once returned, it will be kept on file. You should keep the remainder of the handbook in a convenient location. Make copies of any forms that you would like to keep on file. If you have any questions or concerns regarding the policies or procedures stated in this handbook, please contact me. I believe that communication between the parent and daycare provider is key to a successful child care relationship. My staff and I will work with you as a team to provide a happy and safe environment for all children a part of Mini Miracles Daycare.
Ages of Children Served: 6 weeks- 12 years 
Months of Operation: January-December
Days of Operation: Monday-Friday
Hours of Operation: 6:00 am- 5:00 pm
Admission Requirements:
I. Child Enrollment Form (including immunization records, emergency information form, infant feeding plan, authorization for medication)
II.  Child care contract
III. Photography Consent Form
IV. Allergy Action Plan
V. Authorization to Dispense External Preparations
*Please bring these papers on the first day of care. Information should be updated as soon as changes are made.
*Feel free to bring any special blanket or bear that your child may need in order to make this transition smooth.


Payments
All payments are due EVERY Friday. If this day is a holiday, a vacation or a planned day off for the parent or provider, payment is due the previous day. If your child is absent any day(s), your payment is still expected unless other arrangements have been previously made.  Continuous late payments will result in termination of your child’s spot at the center. A warning will be given before termination.  If payments are not made before 5pm on Fridays there will be a $20.00 late fee charge. If you have not paid by the following Wednesday, your child may not return to the center until all payments are paid in full (no exceptions). PAYMENTS MAY BE MADE BY CASH, PAY PAL, CREDIT/DEBIT, VENMO, SQUARE or CASH APP $ericab45.  ALL PARENTS ARE REQUIRED TO SIGN UP FOR A BRIGHTWHEEL ACCOUNT. Sorry no checks.

*If you are late picking up your child, there will be a late charge of $10/minute. The center closes at 5:00 pm. Unless you are coming from work. You will be allowed 15-20 minutes extra.

Every year we will be closed at least twice a year for vacation. During this time, you are required to pay half of your childcare fee. We still have to pay our expenses to keep the daycare up and running.

Price list:
Application Fee
$50
Infants (6 weeks-15 months)
$130
1 & 2 year olds
$125
3 & 4 year olds
$120
After-school 
$60
*These fees are subject to change should the center decided to do so. Any change(s) in fees will be given to you in writing at least 2 weeks before the change(s) occur.

       
There are many forms that we must have completed and in on file before we can assume the responsibility of caring for your child. You are required to keep us informed of any changes in addresses, telephone numbers, and other pertinent information on these forms as they arise.
Special Education Policy
The administration will get with the parent to determine the child’s requirements for care. Reasonable accommodations will be made to ensure that ALL children have the same access to a broad based curriculum.
Attendance
In order to ensure consistency in care, we prefer that the children attend on a regular basis. You are required to pay for contracted time even when your child is not in our care. Children are to be dropped off and picked up at around the same each day. This allows us to plan appropriately for meals and activities and keeps the day flowing smoothly. Please call before the usual arrival time if you know that your child will be arriving earlier/later.
If your child is absent for any reason, we will reserve your child’s place in the Day Care Center. However, since we are reserving a spot in our program, you will still be charged the normal daily rate.
Drop off/Pickup
You MUST come into the building to drop off your child and sign him/her in each day. Your child should be dressed and prepared for his or her day before arrival. Please drop your child off around the same time each day. We will expect your child to arrive before 9:00 am each day. This is the time the learning activities will begin. Your child will not be allowed to attend for the day after this time. Children will only be released to parents/guardians or those listed on the child’s Emergency Information Card. If someone not listed is to pick up your child, we must receive written authorization from you when you bring the child to the center. Anyone who picks up your child must show photo identification. The only exceptions are for emergency or police officials or social workers with proper authorization.
It is normal for some children to have difficulty separating from parents in the morning. A smile, cheerful goodbye kiss, and a reassuring word that you will be back are always helpful during this difficult time. In my experience, children are nearly always quick to get involved in play or activities once their parents are gone. 
You MUST sign your child out each day when you pick him/her up. We must have written notice if anyone not listed on the Emergency Information Form is to pick up your child. Parent should be certain that anyone who is to pick up the child has appropriate safety restraints in their vehicle.
CHILDREN MUST ALWAYS BE ESCORTED, BY AN ADULT, TO AND FROM THE BUILDING AT ALL TIMES!! There will be cars coming in and out of the parking lot and we want to ensure the safety of your child at all times.
Open Door Policy
We maintain an open door policy at Mini Miracles Daycare for parents during your specific contracted child care hours. However, you are required by state to let a member of the staff know upon entering the center. We ask that you take into consideration our schedule when dropping in or calling. We ask that drop-offs, pick-ups, and visits do not be made during our quiet time. 
We are required by state to have all parents sign in and out for drop-off and pick-ups each day. A sign in/out sheet and pen are located by the front door for your convenience. These sheets are used to confirm that your child was in attendance for given dates/times.
Transportation: Mini Miracles Daycare does not provide transportation.
Closings
In the event of inclement weather, please listen for local school closings. If the Elbert County School System closes, then we will also. If you are unsure if we will be open, do not hesitate to call the center. There will be no charge for sure absences.
Holidays
The center will be closed for the following days: (You must still pay the weekly rate during the holidays. If we are out for the full week, half payments are due.)
· New Year's Eve
· New Year's Day
· Martin Luther King Jr. Birthday
· Good Friday 
· Week of Spring Break
· Memorial Day
· Juneteenth
· Week of 4th of July
· Labor Day
· Columbus Day (Fall Break)
· Thanksgiving (Close at 4 pm the day before)
· Day after Thanksgiving 
· Week of Christmas

I RESERVE THE RIGHT TO TAKE VACATION(S) AS NEEDED. NORMALLY THESE ARE TAKEN DURING THE SUMMER MONTHS.  
*I will give you my schedule by April 15th for summer weeks off. I will not charge during these times. 
Illness
A child with any of the following symptoms must be kept at home until symptoms have passed for a 24 hours period. If child goes to pediatrician for the illness, a doctor’s note must be supplied, stating the child is in no way contagious.

· Anything contagious
·  Diarrhea
· Vomiting
· Rashes
· Lice
· Sore throat
· Thick or colored discharge from nose, ears, eyes, etc.
· Temperature over 100 degrees
If your child becomes sick while in our care, he or she will be isolated from the other children, and you be called to come and pick up your child. If you cannot be reached, the next person the emergency information form will be contacted. Children will not be permitted to return until the “readmission requirements” are met or a “well child” status is established by a physician. The health and well-being of all of the children at Mini Miracles are the upmost importance to me. It is for the protection of the children that we must insist on a strict adherence to our illness policy.
Illness Chart
The illness chart will be strictly enforced when dealing with sick children. The director will call parents immediately in the event of a child becoming sick or injured. The director will fax incident reports to Bright from the Start within 24 hours.
Minor Injuries
For minor injuries, an “Ouch! Note” will be sent home and a copy of it will be placed in the child’s file.
Medical Emergencies
If there is a medical emergency, we will call for emergency services and request that the child be transported to the hospital in our area. If the situation call for transport to the hospital, and it is where we can transport the child, we will do so and contact you while on the way. Please keep all emergency information updated as soon as any changes take place so that there won’t be any issues in contacting you. The local hospital for our area is Elbert Memorial Hospital located at 4 Medical Drive Elberton, Georgia 30635. Phone number (706)213-3151 and 911 dispatch will be notified in case of emergency unless otherwise noted. Students with disabilities such as allergies and asthma that require administration of over the counter medication for longer than three days will be administered as prescribed by physician. If your child has been exposed to a communicable disease, all parents will be notified with a letter.



Dispensing
Our center will administer medication to a child only after receiving a completed medication release form from the parent or guardian. For each child receiving medication at the center the release form will include:
• The name of the medication
• The dosage
• The route of administration
• The times and dates to be administered
• The illness or condition being treated
• The parent or guardian signature

Our center will only have medication administered to children by a trained, designated caregiver.
This caregiver will be trained to:
• Check the label and confirm the name of the child
• Read the directions regarding administration of medication
• Properly document administration of medication

We will maintain medication records for six weeks that include:
• Times, dates, and dosages of the medication given
• The signature or initials of the caregiver who administered the medication
• Any errors in administration or adverse reactions

The center director or designee will report any adverse reactions to a medication or error in administration to the parent or legal guardian. This will be reported immediately upon recognizing the error or reaction. All medications will be secured from access to children. Medications stored in refrigerators will be in a covered container with a tight fitting lid. For over the counter and prescription medications, they must:
• Be in the original or pharmacy container
• Have the original label
• Include the child’s name
• Have child proof caps
• Have instructions for administration
The director will return any unused or out-of-date medications to the parent or guardian.

Permission
Please copy the Medication Release form and complete it when you medicine for your child (blank forms are available upon request). The completed form will be kep near the medications until your child is no longer takin the medicine; then it will be placed in your child’s file.
Attire
Please have your child dressed appropriately before s(he) arrives each morning. Child should wear play clothes and play shoes with closed-in shoes. Keep in mind that the inside temperature will remain at an appropriate level. We will play outside when the weather permits. Please remember to send a jacket or sweater as the weather requires. A change of clean clothes that fit and are appropriate for the weather should be labeled with your child’s name and left in his/her cubby.

Personal Items
Please be certain that your child’s name is on every item brought from home, including clothes, bags, blankets, sheets, cups, etc. An abundant supply of age-appropriate toys is provided for the children therefore, there is no need for them to bring items from home. Most children have a special item in which they like to sleep with. Your child may bring this item for naptime without having to share it with the other children. 
Show & Tell
Occasionally, we will have show & tell on a Friday. On this day, your child will be allowed to bring ONE toy, pictures from a vacation or anything special to share with the class. If the item the child brings is not to be played with, please let the teacher know so that it can be put away after they show it. THE CENTER IS NOT RESPONSIBLE FOR TOYS OR ITEMS BROUGHT FROM HOME.
Food
Unless prior arrangements have been made, please do not send food from home. The exception will be if you want to send a special snack on special occasions or holidays. Please make your child’s teacher aware before you bring in any special food. Also, if your child has any food allergies, please make the child’s teacher aware of them and provide a note from the doctor. Children receive breakfast, lunch and an afternoon snack which will be provided by the center.
Potty Training
Our goal and expectation is that children will be potty trained by age three. We ask that you work with us in helping your child meet this goal. A child will not be permitted to move into the three-year old classroom until s(he) is trained. We will not punish or embarrass a child when bathroom accidents occur.
Guidance and Discipline Techniques
We will demonstrate proper respect for the children, parents, and other through proper attitudes, language and behavior. Clear rules and expectations allow discipline problems to be handled fairly and diplomatically. We will set reasonable and age-appropriate limits for the children and explain the rules to them in a way that they will understand them. We will consistently enforce the limits that we have set.
When misbehavior occurs, we will attempt to redirect the child away from the behavior. We do not use physical punishment of any sort. We will never withhold food, rest or lock a child in a confined area as a form of punishment. If misbehavior continues and becomes a major problem, we reserve the right to dismiss your child from care. Before such act is taken, you will be asked to assist your child’s teacher and the director in developing and implementing a behavior plan for your child.
Abuse and Neglect
We are required by law to report any suspected child abuse to local authorities. We will do this not only for respect for the law, but also for the safety of the child.

Immediate Cancellation
· We may cancel the childcare contract with you immediately with written notice under the following conditions:
· We believe that your child’s behavior is harmful to the other children/staff in our care.
· If you fail to pay for the care of your child.
· If your child is picked up late more than five times within a 30 day period.
· If you intentionally leave your child in our care while s(he) is ill and should not attend day care according to the illness policy.
Safe Sleep Policy
Infants will be placed on their backs unless a physician’s written statement authorizing another sleeping position for that infant is provided. The written statement must include how the infant shall be placed to sleep and a time frame that the instructions are to be followed. Our cribs will be in compliance with CPCS and ASTM safety standards. They will remain in good repair and free from hazard. No objects will be placed in or on the crib with the infant. This includes but is not limited to, covers, blankets, toys, pillows, quilts, bumper pads, sheepskin, or other stuffed items. Objects will not be attached to the crib such as crib gyms, mirrors, and mobiles. Only sleepers, sleep sacks, and wearable blankets provided by parents/guardians and that fit according to the commercial manufacturer’s guidelines and will not slip up around the infants face may be worn for the comfort of the sleeping infant. Infants who arrive to the center asleep or who falls asleep in other equipment will be moved to a safety-approved crib for sleep. Swaddling will not be permitted unless a physician’s written statement authorizing it for a particular infant is provided. The written statement must include a time frame that the instructions are to be followed. Wedges, other infant positioning devices and monitors will not be permitted unless a physician’s written statement authorizing it for a particular infant is provided. The written statement must include how to use the device and a time frame for using it. Individual crib bedding will be changed when needed according to the rules. Beddings for cots/mats will be marked for individual use. The sheets/covers will be laundered weekly or more frequently if needed. 
Prevention of Shaken Baby Syndrome and Abusive Head Trauma: Program staff who have direct contact with children, including substitutes and volunteers, will have training on preventing and identifying abusive head trauma and shaken baby syndrome. The training will teach the following prevention and recognition topics:  How the brain grows and what can hurt the brain in infancy and early childhood  How to safely hold an infant to prevent shaken baby syndrome and abusive head trauma  Ways to cope with a crying, fussing, or upset infant  Ways for staff to cope with a crying baby  Recognizing the signs and symptoms of abusive head trauma and shaken baby syndrome include appropriate pediatric CPR. If any children show signs or symptoms of abusive head trauma or shaken baby syndrome, program staff will call 911 and tell the parents or guardian at once. If the child stops breathing, trained staff will call 911 and begin Abusive head trauma and shaken baby syndrome are child maltreatment, and program staff will report signs or symptoms to the appropriate agencies (See Required Reporting).
Diapering Procedures
Infants/toddlers will be changed as often as needed. A daily log will be kept for each individual.
Feeding Procedures
Parents of infants will complete an Infant Feeding Plan form based off of their infant’s specific feeding needs. The parents will specify feeding times, amount, types etc. Toddlers will receive a nutritious breakfast, lunch and an afternoon snack. Food from outside sources will not be allowed into the center.
Emergency Plans
Emergency plans have been developed and are posted for parent viewing.
We have a written fire evacuation plan and will practice a fire drill with the children at least once each month.
Non-discrimination Statement
Mini Miracles Daycare prohibits discrimination against any member of the community based on race, color, national origin, religion, sex, gender identity (including gender expression), sexual orientation, disability, age, marital status, family/parental status, income derived from a public assistance program and political beliefs.
Changes
We reserve the right to change any policies or procedures stated in this handbook with a two-week written notice.

Non-applicable Policies and Procedures
The following policies and procedures do not apply to the child care contract either because the state does not mandate them or because we choose not to participate in them. 

This handbook and the documents included in the enrollment packet, together form a contract among all parties involved in the care of the children.
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