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PARENT HANDBOOK
4024 B Old Tar Road

Winterville, NC 28590

252-752-2273
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Dear Parents,


We would like to take this opportunity to say Thank You for your interest in Alla-Kid-Zaam Inc.  We hope to have a long and lasting friendship with you and your family. We understand that choosing a quality daycare is one of the most important and stressful decisions parents are faced with. We hope that by providing a warm, loving environment combined with well-trained and creative staff to aleve your stress knowing your child is being constantly stimulated physically, socially, emotionally and intellectually. We will provide a happy environment with a pleasant, safe and comfortable atmosphere where children can build trust with the adults who care for them. They will feel secure in the knowledge that they are loved and wanted and they will receive the appreciation, respect and acceptance they need to thrive and flourish as children. We believe in a developmental learning philosophy in which learning is encouraged through play. Within the program’s daily schedule, each child has the opportunity to create, explore and learn problem solving and critical thinking skills through self-initiated and teacher directed activities. We will provide a world that is child-oriented and planned so children can develop at a rate meeting their individual needs. We will teach children to understand, accept and respect each other and each other’s property and to resolve difficulties without feelings of anxiety or guilt. We will develop each child’s positive self-concept through an environment designed to foster a sense of independence and responsibility. We are about to embark on an incredible journey full of fascinating fun. We hope you and your family enjoys the sights we have to show you.
Sincerely,

Tina Knox, Owner/Director
Rudy Oxendine, Owner

Nikki Jones, Office Manager

Tasha Traud, Director

Admission

Alla-Kid-Zaam accepts all children age six weeks through five years, regardless of race, color, sex, creed, religion, national or ethnic origin, handicap or medical condition, provided the established program needs of the individual child with reasonable accommodations.

Enrollment

You must pre-enroll your child before the first day of attendance. To pre-enroll.
· Schedule an appointment with the director or owner to come by and visit your child’s classroom and discuss details.
· Complete the enrollment forms. No child will be accepted without all completed information.
· Bring your child’s Immunization record

· Provide a health report signed by a physician.

· Pay a non-refundable registration fee.

· Visit the classroom with your child before the first day of attendance.

· You must complete all sections of the applications before submitting the information to the director.
Waiting List

There is a $35 fee to be placed on our waiting list. This fee will be used to cover the documentation and processing fees for parent handbooks and administrative cost. The waiting list will be based on first come first serve.  
Sign-In/Out Procedures

You are required to sign your child in and out of the program each day. This record is proof that your child is on site and is used in emergency situations. If a child is to be picked up by someone other than a legal guardian, prior written notification is required. As a legal guardian you should provide the Center with a least two names or persons authorized to pick-up your child in case of illness or emergency. Along with the persons name please provide their relationship to your child and a driver’s license number. A photo ID is required for anyone picking-up a child. If either parent is not allowed to pick-up the child, a court order must be a part of the child’s file. It is the responsibility of the parents to update their child’s record. If you have more than one child we ask that you escort your older child to his or her classroom first and upon departure that you pick-up your youngest child first. Please DO NOT leave children in your vehicle unattended.  

YOU MAY NOT DROP YOUR CHILD OFF AFTER 10:00 UNLESS THEY HAVE A DOCTORS APPOINTMENT.  YOU MUST PROVIDE US WITH NOTICE OF THE DOCTORS APPOINTMENT BEFORE 10:00 AND BRING A DOCTORS NOTE WITH YOU UPON ARRIVAL. 
Child Care Fees/Schedules

Fees are charged on your weekly schedule. This may be adjusted if you are paid bi-weekly or monthly. You must pay prior to the week you will be receiving services. You are charged whether your child attends or not including absences for illness or vacation.

· We ask that you notify the center by 8:00am when your child will be absent.

· It is necessary to provide a two week written notice when making changes in your schedules, especially when your child’s attendance will be terminated.

· All schedule changes take effect on the first of the month.

· Parents are responsible for paying the contracted fees in a timely 
· manner. You will be charged a late fee if tuition is not paid in a timely manner.
· Receipts will not be given unless asked for.

· Alla-Kid-Zaam does not provide a bill prior to the tuition due date.

· If your child’s tuition and fees are not up to date we will not relinquish any records from your child’s file or provide a year end tax statement for your records. 
· ONCE YOU BECOME 1 WEEK BEHIND IN TUITION YOUR CHILD WILL NOT BE ABLE TO ATTEND UNTIL YOUR FEES ARE PAID IN FULL

Tuition Payments

Your weekly tuition is due the week prior to the week your child will receive care. If your child does not attend, full tuition is charged. A late fee will be charged to all accounts not paid in full by Monday at 10:00 a.m. The late fee is $15 for the first late payment and $45 for each time thereafter. Your child will be disenrolled if tuition is not paid in a timely manner.  Once your tuition becomes 1 week behind your child will not be able to attend until all fees are paid in full.  .

DSS & PCC parent fees are due in full by the 5th of the month. If DSS parent fees are not paid by the 5th a $15 per week late fee will be charged.

Any and all unpaid bills will be sent to a collection agency. The parent or legal guardian is responsible for all collection costs associated with collecting any unpaid bills including charges associated with collection agency fees. These charges will be added to the account for payment.

Fees are based on the classroom your child is in not the age of your child.

Tuition as well as any other fees incurred may change at any time given the discretion of Alla-Kid-Zaam Inc. We will notify parents no less than 30 days prior to tuition change. Tuition change will be based on the education and prosperity of our staff. Our staff is the heart and soul of our organization and we want to employ and retain the best in the field. We intend to allow for paid vacations as well as insurance benefits. We will support our teachers with the necessary raining and encourage them to continue to grow professionally - benefiting them while further developing the Alla-Kid-Zaam program. Of course we must meet the standard of North Carolina Department of Labor should they see fit to increase minimum wage.
Yearly Supply Fee
There will be a yearly supply of $45 charged and to be paid in August for the next year for each family enrolled. This fee will cover any disposable products (crayons, paper, baby swings, chair, bibs, etc.) The fee is prorated at #3.75 per month for partial months.

Late Pick Up Charges
We understand on rare occasions you may have an emergency that will make you late to pick up your child. In emergencies late charges may be waived at the director’s discretion. If the late “pick ups” continue and are excessive the late charges will be enforced. Excessive late “pick ups” are grounds for dismissal. Please keep in mind that our employees have families at home and need to spend time with them. We will enforce this policy strictly.  Your late pick up fee must be included in your tuition the next time your tuition is due. 



6:30-6:45

$50




6:45-7:00

$100




Every 15 minutes after 7:00 - $100

Returned Checks
A $45 fee will be charged for a returned check. The director will have the option to refuse further payment by check. You should also note we have the right to charge late charges for our on time rate for returned checks.
Legal Records
You must request copies of your child(ren)’s personal records in writing. Please allow 24-48 hours for your request to be completed. Information will only be provided if your account is paid in full. Documents that contain other children’s names and/ or information will not to be released unless the center is served with a court subpoena. The information will then be redacted to exclude the information of other children. There will be no exceptions!!
Discount for more than 1 child
For those parents that have two or more children enrolled at Alla-Kid-Zaam Inc. You will be able to discount $10 per week for two children $15 per week for three or more children from your weekly rates. This does not include our summer program or part time.
Holidays

The Center may be closed on the following holidays: New Year’s Day,  MLK Day, Memorial Day, Independence Day, Labor Day, Thanksgiving Day and the following Friday, Christmas Eve and Christmas Day and the day before or after.  We are always closed for 3 days at Christmas. We will be closed on the Friday preceding or Monday following a holiday that falls on Saturday or Sunday. Full tuition is expected the week in which a holiday occurs. The center may close two days a year for staff development. You will be notified 30 days prior to this day should the center choose to execute this option.

Although we operate according to a planned calendar please understand Alla-Kid-Zaam may be closed on any given day of the year for unexpected emergencies such as death, or inclement weather. Your child’s tuition will not be adjusted for these days.

Unexpected Closings
Due to inclement weather or other such uncontrollable conditions that may force us to close we will post the delay or closing on our website and channel 9. Just go to www.allakidzaam.com OR www.wnct.com OR Facebook to find out our schedule that day.  You are required to pay for closings at the normal weekly rate.
Clothing and Supplies

Children should wear washable play clothing. We require you to keep an extra set of clothing appropriate for the weather in your child’s cubby in case of spills or accidents this includes: pants, shirt, underpants, socks and shoes. Please be sure to dress your child appropriately for weather conditions. Shoes must be tennis shoes or other soft-soled shoes, but not flip flops. You’re child’s clothes may become soiled during meal times, active play or art. We encourage you to send clothes that are suitable for such events throughout the day. You may bring in oversized shirts, smocks or bibs to assist in protecting your child’s clothes from stains.
You may also be asked to supply your child with the following if applicable
· Formula (Whole Milk and Juice will be provided by the Center)

· Baby Food ( If the child can not eat table food)

· Disposable diapers or training pants

· Ointment to be used when diapering. A completed signed permission slip must be given to the Center prior to application. The form is valid for one year.

· Your child’s favorite blanket

· Any specialty food item such as Soy Milk.

Disenrolling Your Child
When disenrolling your child, a two week written notice is required or full two weeks tuition will be charged. If you should refuse to pay the required tuition we reserve the right to seek legal actions against you and you will be responsible for any legal expenses incurred during this process.
Alla-Kid-Zaam Inc reserves the right to immediately disenroll any child if the child or the parents/guardians becomes a threat to themselves or others. If a child or the parents/guardians are not able to adjust to the centers environment because of behavior problems, emotional problems, etc. will be dismissed if the problem persists. Otherwise we will provide a two week written notice terminating your child’s enrollment.
Disciplining

Our positive guidance policies and procedures will help children learn appropriate behavior. Children are presented positive models or acceptable behavior. Behavior guidance standards are based upon the developmental needs of children. Redirection and constructive solution techniques are used by staff. Children are taught to use acceptable alternatives such as problem solving and critical thinking skills in an effort to reduce conflict. NO ONE is permitted to physically discipline any child on Alla-Kid-Zaams premises. This includes but is not limited to hitting, smacking, popping, slapping, swatting, spanking, shaking, biting, pinching, kicking, snatching, pulling or yanking. Anyone seen committing any of the above offenses will be asked to leave the premises immediately and may be subject to legal action. We require our teachers to get eye level with the children when redirecting them or modeling acceptable behavior. Time Out is used as a last resort. No child shall be denied sleep or food as a disciplinary action. Food or sleep shall not be used as positive reinforcement for good behavior.
Biting Policy
Biting is common in a childcare environment. Reasons for biting include teething, sensory exploration, control, peer interaction, imitation, frustration, anxiety and curiosity. It occurs most frequently when a child is tired, frustrated or over-stimulated.

What do we do when it happens?

· Attend to the recipient of the bite first. Complete an incident report for every incident. Report broken skin to the director and to the child’s parents as quickly as possible.

· The biting child will be redirected to appropriate activities. Parents of the children involved will be notified. However, neither parents of the bitten child nor the parents of the biting child will be given the name of the other child involved in the incident.
· When a child has bitten several times in a short period of time, an intervention plan will be developed by the teacher(s), the director, and the child’s parents.

If a child continues to bite with little or no sign of improvement, the Center reserves the right to temporarily exclude the child from the Center.

Dealing with the Biter
The biter is talked to in a firm but emphatically manner. We will do our best to understand the biters frustration by verbalization and “shadowing” the biter.

Parents of the Victim
We respect the right of the biters confidentially. We do our best to describe the incident and explain how we comforted and cared for the child.

Parents of the Biter
We also respect the right of the victim’s confidentially. Biting is a normal part of childhood and we will shadow the biter and help the child express themselves appropriately. Also, we recommend that parents be vigilant and use redirection at home to curve any biting habits. Parents will be given information about why children bite and how to stop a child who bites. After Alla-Kid-Zaam, Inc. and parents have demonstrated efforts to stop a chronic biter, if the chronic biter continues to bite he/she may be referred to a counselor or therapist. As in our behavior policy, any child who exhibits behavior problems will be dismissed if the problem persists or if the child’s behavior becomes harmful to other children. After repeated bites we at Alla-Kid-Zaam, Inc. reserve the right to dismiss the child at our own discretion.
Health and Safety
Wellness Policy

Since Alla-Kid-Zaam is not a sick care facility equipped to handle ill children, for their safety and the safety of others we require that ALL sick children be picked up within one
hour of a parent or guardian being notified.

If a child becomes ill while at the Center, he/she will be taken to the Director’s office and a parent will be contacted. It is essential that you keep information on your Emergency Contact sheet up to date so you can be reached if your child becomes ill.

Any child with the following symptoms will be sent home:

· A fever of 100 degrees Fahrenheit or higher

· Contagious eye or skin infection

· Two or more diarrheas

· Vomitting

· Profuse nasal discharge

· Lethargic and uncharacteristic behavior

Your child must be symptom free for 24 hours before returning to the center. Please notify the Center if your child becomes infected with a contagious disease such as whooping cough, German or regular measles, mumps, chicken pox, diphtheria, pinworms, conjunctivitis, strep throat, scarlet fever, hand foot mouth disease, etc. The director will notify the parents of other children who may have been exposed. Your child’s name will not be released. We reserve the right to make decisions based on the well being of the center as a whole as to whether a child should be sent home due to illness.
Medication

The Center will dispense prescription medication for life threatening diseases (inhalers, epi pens etc.), sunscreen and diaper ointments with written authorization from the child’s parent and physician. Medications must be in original containers. We can not administer medication that has expired. Prescription medications must be accompanied by the doctor’s dosage instructions. We recommend you ask your child’s physician to prescribe a 12 hour dose of medication whenever possible. This allows you to control the administration of medication at all times. All medications must be given to a staff member upon arrival at the Center and will be stored safely out of reach from the other children. No medication should be placed in cubbies, counters or diaper bags.
We DO NOT give out pain medication such as Tylenol, Aspirin etc.  or prescription antibiotics or eye drops.  
We do have a blanket permission form good for one year for children who are still in diapers who may need items such as diaper creams, or powders administered.

Due to the safety of all the children in our care, we reserve the right to administer or not administer medication.

Allergies
All allergies to food medication, or bee stings, etc. must be listed on the Emergency Information Sheet. If your child requires medication for such conditions, the prescription

can be kept at the Center and administered when necessary for as long as the child is enrolled. Parent and physician authorization are required to dispense medication.

Critical Illness and Injury
In an event of critical illness or injury, 911 will be called. A certified staff will administer basic first aid or pediatric CPR. Parents will be contacted immediately.

Reporting Child Abuse
The State of North Carolina requires childcare providers to report any suspected incident of possible child abuse or neglect. Child abuse includes leaving a child unattended at any time. We are legally obligated to comply with these guidelines.

Nutrition
The Center provides a morning snack, lunch and afternoon snack to enrolled children in attendance. All snacks are well balanced and meet the nutritional requirements of children. If your child does not eat adequately, the staff will notify you. If you child
is allergic to any kind of food, arrangements will be made for an appropriate alternative. Please notify the director of any food allergies. If your child is lactose intolerant we request that you provide your child with the appropriate product substitute. Snack and lunch menus for the week will be posted on the Parent Information board in the reception area.

Whenever possible we ask that your child be in their classrooms by 8:00AM-8:30AM so they can be served breakfast. We serve breakfast between 8:00AM – 8:50AM. Your child must be in the classroom before 8:50AM to receive breakfast.

We require all parents to fill out a state food subsidy form so we can receive state food sponsorship.

Nap and Rest Time
All children between 12 months and five years sleep or rest after lunch for one to two hours. Children need to bring a favorite blanket marked with his or her name. The Center provides sheets washed weekly or as necessary for preschoolers and daily for infants. You will be required to take your child’s blanket home each Friday for laundering. Nap time is a necessary period of restoration for the children and staff. Your child will not be required to sleep but must remain in his or her designated area quietly while the other children sleep or rest. 

Parental Involvement

Parents are welcome to visit and observe their children

anytime. Parent observation and participation in the 
Center’s activities are encouraged.

A Parent Information board is located in the reception area.

Feel free to discuss any questions or concerns you have with

the teachers or director.

Parents are encouraged to:

· Share special talents such as singing, playing an

Instrument, storytelling, carpentry, and cultural

activities.

· Work with children and the staff in their daily activities and routines

· Help with parties and special activities and holidays

· Donate toys, supplies and equipment

Infant/Toddler Requirements
For infants or children requiring baby bottles or baby food  we require the parent to provide the child’s daily nourishment. If your child is an infant, you will need to supply us with: plastic bottles prepared and labeled, and/or baby food (until they are at least 12 months old and eating table food). Any child under 15 months of age will have a written feeding schedule prepared by the parents required by the North Carolina Division of Child Development. We DO NOT prepare bottles, you must prepare your infants bottles yourself!
Holidays, Birthdays and other Special Occassions
It will be our policy that no cooked or prepared food he brought into the center for birthday parties, holidays, or other special occasions unless prepared in a commercial kitchen that is being regulated by the North Carolina Department of Sanitation.
Alla-Kid-Zaam Inc Childcare Handbook Agreement
Parent(s) or Guardian(s) Agreement:

RETURN THIS FORM TO DAY CARE 

We; ______________________________and 


________, Parents of _________________________

_, have read and agree to the terms set forth in this parent Handbook. By signing this form we are entering a contract verifying that we understand and will abide by the said policies. Furthermore, we also recognize that failure to comply with the handbook is ground for termination of care and legal recourse. We further understand that if legal recourse becomes necessary that we the parents/guardians will be responsible for any and all legal expenses incurred.

__________________________________


_____________ 

(Parent signature) 






(Date)

 _________________________________


_______________ 

(Parent Signature )






(Date) 

  
NOTE: Please understand that our handbook is subject to change to best suit the needs of the parents while following the guidelines set forth by the State of North Carolina. 

Acknowledgement of receipt of North Carolina Summary of Child Care Law.

By signing below you are acknowledging you have read and received a copy of the North Carolina Summary of Child Care Law.

(Signature of Parent)







(Date)
