[image: image2.png]Learnnng Centers




Parent Handbook
Dear Parents,

THANK YOU for choosing Kids by the Hour for your child care needs.  We understand your choices were many and want you to know how much we value your business.  It is a privilege to care for your children and welcome you into the Kids by the Hour family.

It is OUR MISSION to provide quality care, education, and development for each child to reach their greatest potential:  mentally, physically, socially, and emotionally.

Although we respect parents as the primary and most important providers, at Kids by the Hour, we believe parents and teachers are partners in care.  Our teachers are trained to identify and be sensitive to each child’s individual needs and developmental stages.  A big part of OUR PHILOSOPHY is promoting positive actions (such as sharing and taking turns) through positive reinforcement; most commonly in the form of positive attention and praise.  
THE FIRST DAY is often a very exciting time for children; but for some, it can be a nervous and/or stressful experience.  You can help make it a positive experience by always speaking of going to Kids by the Hour as a pleasant, joyous event and taking time to talk with your child about the new experiences he/she will have, so that he/she may look forward to them.  

You can MINIMIZE ANY STRESS by guarding your actions about leaving your child in tears.  When your son/daughter realizes that you are not available, he/she will accept the teacher’s guidance more readily. Some anxiety about being away from you is normal and can be expected.  Our caring staff will be there for your child.  A lingering parent may prolong the child’s tears and increase his/her anxiety.  We suggest you place your child in the hands of the teacher, assure them that you will return for them, and leave promptly.  Be assured your child and his/her teacher will become the best of friends in no time and your child will soon look forward to each and every visit.  Also, feel free to call at any time to see how your child is doing.

-The Kids by the Hour Staff

Beach Near Hodges

13947 Beach Blvd #210
Jacksonville, FL 32224

(904) 821-0552

www.kidsbythehour.com

kidsbythehourholly@gmail.com
KIDS BY THE HOUR 

RESERVES THE RIGHT TO DISENROLL AT ANY TIME

DAILY SIGN IN/OUT
Daily sign-in/out is required for every child. Please make sure that you sign your child in and out with the front desk manager on a daily basis.  Your child’s drop-off and pick-up times should be initialed.

RELEASE OF CHILD (Pick Up)

Only persons listed on the enrollment form (by the child’s custodian) as authorized to pick up the child will be allowed to do so.  ID will be required of any person we do not recognize as the child’s parent or guardian.

STAFF

Every effort is made to hire the most qualified people to help your child reach their full potential.  References are checked on every employee and all state standards are met or exceeded, including full background checks.  Every staff member is required to complete 40 hours of training with the Florida Department of Children and Families and each is trained in First Aid and CPR certified.

TUITION/TAXES

Kids by the Hour reserves the right to change its Tuition Policy as deemed necessary.  Tuition will be paid to the desk manager.  Tuition may be paid by cash, Visa, MasterCard, or American Express.  All families will receive a receipt at time of purchase. It is the parents responsibility to keep track of their receipts to use for tax purposes. 
POTTY TRAINING

Please inform the front desk manager and/or your child’s teacher when he/she begins potty training.  Although we do not potty train, we will be happy to work with and encourage your little one.  Please be sure to dress your child in clothing he/she can fasten and unfasten easily and quickly on his or her own.

ENROLLMENT

In accordance to state regulations and Kids by the Hour policies, the following is required for enrollment: 



1.  Enrollment Form (completely filled out)


2.  Photocopy of parent/guardian’s valid Driver License or ID


3.  Physical Examination-Form 3040 (yellow)


4.  Immunization Record-Form 680 or 681 (blue)

Items 1 and 2 are required prior to your child’s first visit.  Items 3 and 4 must be in a file at our center within 30 days of enrollment.  
REGISTRATION AND SUPPLY FEES

The following is also due at enrollment:


1.  Registration Fee of $60 per child (one-time)


2.  Supply Fee of $40 per child (due every February)

The Registration Fee is used to cover the administrative costs related to each enrollment.

The Supply Fee is used to purchase and maintain a great stock of high quality art supplies, books, and toys used by your children.

NO REFUND POLICY

Kids by the Hour has a strict No Refund Policy that includes, but is not limited to, all Registration and Supply Fees.

RETURNED CHECKS 

Kids by the Hour does not accept checks.  In a unique situation where a check is accepted, there will be a $35 fee for each returned check.  Payment is to be remitted in cash or by credit card within 5 business days.  If NSF checks are not cleared in a timely manner, Kids by the Hour will submit NSF information to the State Attorney General’s Office for legal assistance.

Hours of Operation:

Mon–Thurs
 7am to 10pm

Friday  
7am to 12am

Saturday
7am to 12am

Holidays

Kids by the Hour will be closed on the following days:

New Year’s Day
4th  Of July
Labor Day

Thanksgiving

Christmas Day
Veteran’s day
Memorial Day
Other holidays are subject to demand in the form of a sign-up sheet or emails to kidsbythehourholly@gmail.com. 
Emergency Closing

Should either or both centers need to close due to emergency, parents will be notified as quickly as possible.  We will always do our best not to close on unplanned days, but nature has a way of changing our schedule sometimes.  No allowances will be made for such an occurrence.
NAP/REST TIME

We are required by law to have preschoolers lay on mats or cots for a nap or rest for a period of time.  If your child does not nap, he/she may be given a book to read or other quiet activity during nap/quiet time. We encourage you to familiarize yourself with our nap/quiet time, so you may choose to drop your child off after nap or pick him/her up before nap, if you prefer.

AGES
Kids by the Hour cares for children ages 1-12.  
FEES
Weekly Passes

Late Payment Fee


Weekly Passes that are not paid by Monday at 6pm will be charged a $30

late fee.
After Closing


For any child picked up after closing time, the following will be due immediately at pick-up: 



$1.00 per minute for first 15 minutes



$5.00 each minute thereafter

-If the parents cannot be reached and the child is still in our care 30 minutes after closing, the proper authorities will be contacted.


-Please note fees are due separate from hours billed and cannot be deducted from hourly packages.

Insufficient Diapers/Wipes 

Diapers and wipes are not included in your tuition.  Please leave sufficient diapers and wipes in a labeled bag for your child’s visit with us.  He/she will be changed as needed.  If it is necessary to use our own supply of diapers and wipes, you will be charged $3.00 per change.  For your convenience, you may leave a pack of diapers and/or wipes labeled with your child’s name that will only be used for his/her changes.  We will inform you when they are running low.  

Extra Clothing

Similarly, if we have to use our own supply of clothing to dress your child (due to spill or potty accident), you will be charged a $10.00 fee for the use of our clothes.  After you launder and return our clothing, $5.00 will be returned to you.
PROGRAMS

In addition to our competitive pricing and Innovations curriculum, Kids by the Hour is currently enrolled in the state voucher program, and is a VPK provider, as well as being NACCRRA-approved for military families.
MILITARY

For information about subsidized child care through the military, visit www.naccrra.org, click on the “Parents” tab, then select “For Military Families”.
STATE VOUCHER PROGRAM

We are currently enrolled in the state voucher program through the Jacksonville Children’s Commission (JCC).  For more information, visit www.elcofduval.org.
VPK

Kids by the Hour offers FREE Voluntary Pre-Kindergarten (VPK) to any 
FL 4-year-old.  For more information visit our website or www.elcofduval.org.

ALLERGIES

Please make us aware of any and all allergies immediately.  We will take the proper steps to ensure your child is not exposed to his/her allergy agitators and work with you to ensure that the proper treatment (such as an EpiPen) is available as a precaution. 

SPECIAL NEEDS

We welcome any and all children, but can only accept children into our care who we are able to accommodate.  Please discuss any special needs with your center’s director.

MEDICATION

A written authorization signed by a parent or guardian must accompany any type of medication, sunscreen, or bug spray.  All medication must be in the original container, indicating the child’s name, type and date of prescribed medication, as well as the amount and time of dosage. Again, a signed Authorization for Medication form must be on file and any medication will only be given in accordance to label instructions and applicable laws.  Medication cannot be administered in food or drink or referred to as “candy”.

DRESS CODE

Please dress your child in comfortable play clothing. Your child will participate in a variety of different activities throughout the day. Clothing should be durable and washable.  Straps or complicated buttons, slippers and belts that cause frustration must be avoided. If one-piece outfits are worn, the children must be able to get in and out of them by themselves. Comfortable shoes that provide protection should be worn:  closed toe shoes with rubber soles that are securely tied or fastened (tennis shoes, sneakers). Please do not dress your child in boots, “flip-flops” or sandals. Dress your child in season appropriate clothing. All jackets, sweaters, and coats should be labeled with your child’s name. We cannot be responsible for unmarked clothing. You will be asked to supply a complete set of extra clothing (shorts or pants, shirt, socks, underwear and shoes). We suggest that the clothing be placed in a clear Ziploc bag with your child’s name on the bag.

BIRTHDAYS

Birthdays are important to children and we are happy to celebrate your child’s birthday with him/her.  If you wish to bring in a birthday treat, please make arrangements with your center’s director ahead of time.

MEALS

We ask that you do NOT bring outside food into our facility.  We will serve your child a meal at meal times and a snack at snack times as required by law.  In the case of allergies or other concerns, please discuss this matter with your center’s director.  
OUTSIDE TOYS

Kids by the Hour does NOT allow any outside toys to be brought into either facility.  If there is an item your child is particularly fond of, such as a blanket or stuffed animal, please discuss this with your center’s director. 

OUTSIDE PLAY

Your child’s experience outside is an important extension of their classroom learning. All children will go outside unless it is raining. Please make sure your child has a sweater, jacket, or coat for cool or cold weather. Because of staffing, it is not possible to keep your child inside when their class goes outside. 
ILLNESS  
Parents are required to report to the center within 24 hours of a child being diagnosed by his/her physician as having a contagious disease.  This is to ensure that prompt and proper action is taken to prevent the spread of disease to other children in the program.  The child must be on antibiotics for 24 hours before returning to Kids by the Hour.

Kids by the Hour cannot accept any child at drop-off if he/she has had a fever of 100 degrees or more in the past 24 hours, has diarrhea, or is vomiting.  Children should not be brought into a child care facility if they are constantly coughing, sneezing, wheezing, have nasal discharge, a communicable disease, pink eye, lice, a sore throat, unusual spots or rashes, or mouth sores with drooling.



Children with a fever cannot return to Kids by the Hour until the fever remains at less than 100 degrees for a period of at least 24 hours. Children with diarrhea cannot return to Kids by the Hour until they have had a normal bowel movement. Parents will be notified via phone if their child has had two diarrhea bowel movements. After the third diarrhea bowel movement, the parent/guardian will be asked to pick up the child. Children with a serious illness will not be allowed to return to Kids by the Hour without a physician’s written approval. 



Should a child become ill during the day, the parent/guardian will be notified as soon as possible. Parents are required to pick-up an ill child from the center within 30 minutes of notification. If a parent is unable to pick-up their child in the allotted time, he/she should arrange for an authorized person to pick-up the child.  If there is serious illness or injury and Kids by the Hour is unable to contact a parent/guardian or emergency contact, paramedics will be notified at the Director’s discretion.  This may result in the child’s transportation to an emergency facility and the parent incurring the cost.
BITING POLICY

Parents will be notified if their child bites or is bitten by another child. In an effort to avoid a second bite, the child who bit will be shadowed by a teacher for the rest of the day. If the child bites a second time in the same visit, his/her parents will be notified and asked to pick up the child immediately.  In order to provide the safest possible care to all the children who attend, Kids by the Hour reserves the right to withdraw any child for which biting becomes an on-going problem.

DISCIPLINE POLICY

Kids by the Hour supports the following disciplinary actions in the order listed:

PREVENTION:  Every child is engaged and given ample positive attention.

 POSITIVE REDIRECTION:  If inappropriate behavior occurs, the child is calmly redirected toward another activity or positive behavior.

 ISOLATION FROM GROUP:  Child may be set apart from the group until the identified misbehavior ceases.  Time to reflect on the behavior must not exceed one minute per year of age.

 PARENTAL NOTIFICATION:  Inappropriate behavior may be recorded and presented to the parent at pick-up.  Any such report will be added to the child’s file.

 PARENTAL CONFERENCE:  A meeting with the child’s parents may become necessary to address any on-going disciplinary issues and work to resolve those issues in an effort to avoid suspension or termination of enrollment.

 Kids by the Hour does NOT support any type of physical force or abusive language.  
Screening and Assessment
Screening is a process to determine whether or not a child has any developmental concerns that may require further evaluation and follow-up.  Screenings conducted at the center may include vision, hearing, speech/language, nutrition, dental, and overall development.  The Ages and Stages Questionnaire will be used twice per year. 

Parents will be informed of results of screenings at the scheduled parent-teacher conference times twice per year. At home activities may be recommended based on the results of the screenings. If further evaluation or services are needed, parents will be referred to the appropriate agencies or to their personal pediatricians. Additional screenings and parent conferences will be utilized as a means of follow-up on screenings that result in referrals to outside agencies.  

Children at every age level will be assessed using an on-going portfolio assessment system for the purpose of identifying developmentally appropriate learning outcomes met throughout the year and creating individualized learning goals based on the results of the assessments. 

Each child must have a portfolio which includes a sampling of the child’s progress.  Depending on the age of the child, these samples may include Ages and Stages Questionnaires, Teaching Strategies Gold checkpoints, Florida-required VPK assessments, literacy and numeracy assessments, artwork, dictation, writing samples, pictures, anecdotal notes, photos, etc. Portfolios for infants and toddlers may also include copies of daily notes and growth charts. Portfolios are to be shared with parents during scheduled parent conferences.  

Teaching staff will use a variety of strategies to promote and support children’s learning and developmental progress based on the observations, individualization, and ongoing assessment of each child.  Information will be gathered from teachers and parents.

Screening Procedures

· The Ages and Stages Questionnaire (ASQ) will be used twice per year for all age groups, except VPK students, who will have only one ASQ along with the state-mandated VPK assessment. 

· The first ASQ will be administered within 45 days of the start of the school year or the child’s enrollment in a new classroom.
· Teachers will complete and score the ASQ. Parental input may also be used to complete the ASQ. The scored ASQ will be kept in the child’s portfolio.

· Parents will be informed in writing of results of screenings either through a letter sent home by the center director or through written documentation of a parent-teacher conference where results were shared.

· At home activities will be recommended based on the results of the screenings. 

· If further evaluation or services are needed, parents will be referred to the appropriate agencies or to their personal pediatricians. 

· Additional screenings and parent conferences will be utilized as a means of follow-up on screenings that result in referrals to outside agencies.  

Accountability Procedures

· In order to prevent the misidentification of children:
· Children’s first and last name and date of birth will be on each ASQ screening.
· Documents within the portfolio will also include children’s first and last name and date of assessment.

· In order to provide proper follow up for children with concerns:
· Summary sheets of all children screened will be given to the director.
· Children in need of follow up will be highlighted on the summary sheets.
· The director will review the screening tool for each child identified as in need of follow up.
· The director will review the results with the parent and may re-score instrument based on parental input.
Assessment Procedures

· Children attending a Florida VPK program will have a state-mandated VPK assessment during the fall and spring months, and as an optional period, during the winter months.

· Teachers of all ages will collect creative work samples at least once during the fall, winter, and spring of the year.

· Goals will be made for each child based on their individual needs, according to parent information, screenings, assessments, and teacher.

· Teachers will provide individualized activities/experiences for children based on their documented needs. Progress of goals will be documented and shared with parents at the parent-teacher conference.

· At the time of a child’s transition to the next class, the teacher will pass the portfolio up to the next teacher.

· At the time of a child’s transition to kindergarten, the teacher will send the portfolio home.
OPEN DOOR POLICY

Kids By The Hour maintains an open door policy with all parents of enrolled children. Parents will have immediate access without prior notice to the center.
In situations where there is custody or domestic issues the following will apply:

· The center must be provided with the most recent certified copy of court order and any amendments to the order, i.e. custody order, restraining order, or a protection order from abuse. 

· The center will follow the orders of the court. Deviations from the court order will only be made if there are written instructions from the custodial parent/s (joint custody will require both parent signatures). 

· If there is not a copy of a court order or a copy has not been provided to the center then both parents will have equal access to their child. By law the center may not deny access to child by parent without a court order. 

· If there is a verbal or physical conflict the Center will contact the police.
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