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Welcome

Welcome to Look At Me Learn Childcare, LLC.

Look At Me Learn Childcare is here to yroviaﬁz the best Joossiﬁﬂe care and ear[y education for your
child. Our program ojj(ers the qo}oortunity for [eaming tﬁrougﬁ Jo[ay and Jofannec[ activities each
o(ay.

This PARENT HANDBOOK is Jorqparecf to acquaint you with the Look At Me Learn Childcare
program and your responsiﬁifities. For the purpose of this handbook, parent is aﬁzfinecf as any person
[iving with a child who has resyonsiﬁifity for the care and weg(are (f the child. Please become
fami(iar with this handbook and refer to it oﬁen. 7t will answer many questions you may have
regan{ing our yoficies and cfaify procec[ures. 7 will make every eﬁ(m’t to inform you of your child’s
activities and a[eve(oyment while your child is in attencfing Look At Me Learn Childcare. The

coopemtion and communication between the home and school is imyortant to your child’s progress.
7 look forwanf to ﬁaving your famify n my program.

Shannon Deeter Owner/ Director



‘Mission Statement
The Look At Me Learn Childcare is here to Jm’ovi(fe quaﬁty earfy feaming care and education to

children ages one to six in a home environment; within the Canyon Lake Community.

*fEfigiBfe children are served without regarc[ to sex, race, re[igion, etﬁm’city or }oﬁysica[ ﬁanaﬁca}o.

The program does not include religious instruction or worsﬁi}o.

Tﬁi[osqoﬁy
Look At Me Learn Childcare is dedicated to Eeing a partner with parents for the yersona[ growtﬁ
and cfevefoyment of each child. 1t is a program that yrovic[es a balance @( }aﬁysica[ nurturance and
exercise; emotional support and encouragement; and intellectual stimulation and growtﬁ. Young
children aﬂeve[oy m}oia@. n fact, more c[eve[opment occurs oﬁm’ng the first ﬁ’ve years than at any
other stage (f fife. A balance (f Joﬁysica[, social, emotional and intellectual stimulation is essential for
this a[eve(oyment to be oytima[. In our program we support or enrich this G[evefoyment:

*‘Pﬁysica[[ , By yrovicﬁng a well-balanced diet and an outstanc[ing }ofaygroumf;
*Socia[fy and Emotionally, Ey fistening, encoumging seg(-care and
inafe}oenaﬁmce, taﬁing care of hurts, ﬁugging and yfaying, as well as Jarovicfing
structure and consequences;
*ntellectually, By tafﬁing, exposing the children to new expem’ences, ex]ofaining
new ideas and genemffy preparing them for ﬁmu’e ﬁfe experiences.

Goals for Children
*Children are Joersona[[y and sociaf(y competent.
*Children are eﬁ(ective learners.

*Children show pﬁysica[ and motor competence.
*Children are safe and ﬁea[tﬁy.

Goals for Families
*Families support their children’s [éarm’ng and aﬁzve[oyment.

*Families achieve their goa[s.



Annual ’Registmtion

A $100.00 initial registmtion fee is cﬁarge(f at the time of your famify’s enrollment, An annual
registmtion fee of $75.00 will then be cﬁargec( each year n Sejatemﬁer There is no guarantee of re-
envollment 1f your child leaves the program c{um’ng the year. A $100 re-envollment fee is also cﬁargeaf
if your child re-enters the program. all registration fees and reenrollment fees are non-refuna[aﬁ&z.

Tuition
Tuition is the on[y source of income for Look At Me Learn Childcare and we re[y on these fees to
assure that we can continue to yroviafe qua(ity ear(y education and care for your child at the most
ajj(mdaﬁ[é rates joossiﬁfe. The cost of meals is included in your Weeﬁfy fée. Please refer to the current
tuition rate schedule, which is available at the home. Tuition fees are suﬁject to cﬁange at any time
with a 30-0(ay written notice. Since fuf[ and time[y payment of tuition is critical to our aﬁi[ity to

maintain our operations, we would [ike to outline our Joo(icies and Jaroceo(ures regarc[ing the payment
q( fees to Look At ‘Me Learn Childcare, as fof[ows:

*Tuition is due in advance on fMonafay moming cf each week for the current week, or the first afay of
the week your child receives services. Tuition should be to the Director when your child is afrqp}?ec{
oﬁ(. Tuition may be sent to the home By mail, but must be received By the due date (fMonc[ay
morning, or the first a[ay of the week your child receives services).

*Tuition may be Jaaicf Ey cash, }oersona[ check, venmo, zelle, tﬁrougﬁ ACH on CBrigﬁtwﬁee(S Bi(fing
app, or money order }oayaﬁﬂe to Look At Me Learn Childcare. Credit cards are accqptec[ tﬁrougﬁ
CBrigﬁtwﬁee( as well. Returned checks will be suﬁject to a $32.00 returned check fee. ‘Jf a check s
returned, you will be notlﬁ’ea[ and will be exjoectecf to obtain a money order for the origina[ check

amount Jo[us the returned check fee. ﬂ-ﬁmcefortﬁ, you will be requirea( to pay your weeéfy tuition with

a money 01’({61" or C(Z.Sﬁ am{cﬁecﬁs wif[no [onger 66 accejotec{asyayment

*Tuition may be }oaicf up to one month in advance. Tuition may not be Joaicf in installments or on

[ater d‘llyS qf tﬁe weeﬁ,

*Tuition is cﬁargec{ ona WeeE(y basis, Moncfay tﬁrougﬁ Tric(ay, inc[uafing ﬂfoficfays and Stajj(
T raining a[ays, or any other (fays when the home is closed. The home may also be closed up to 2

weeks each year which are also }oaicf vacation weeEs, and _parents must pay to maintain their child’s



spot in the program. . These weeks may be noted on the closure dates ffyer which is given to all
famifies at the Eeginning of each year or the program will notify famifies of the week closures at least
60 c[ays in advance. Please syeaﬁ with the Director 1f you need another copy of the closure dates.

*There is no reduction in the Weeﬁfy tuition amount 1f you do not Ering your child to school for any
reason inc(ua[ing 1f your child is out sick, or on vacation. ‘?ayment of your tuition assures that your
child’s Joface in our program is maintained c{um’ng his or her absence. For children who do not attend
fu[[ time, and are absent, look at me learn does try to allow make up (fays 1f space is available. Please
note that make up Jays are a courtesy to you and there is no Juarantee ofay(s) will be available to

malée u}o. ‘Maée U}? a(ays cannot 66 usec[as aﬁ’nanciafcrec[it to yOMT account.

*Should the program close for an emergency, an unforeseen circumstance, a Jouﬁﬁc heath emergency,
or for any reason for the safety of the children and fami[ies, tuition will still be requiref to maintain
your child’s spot in the program.

*le your child is ill or the fami@ is going on vacation, Look At Me Learn should be notifiec[ so that
your child’s y[ace in the program is maintained. An absence (gf more than five (s) consecutive cfays

when the home has not been notifiecf will result in termination (f enrollment,

*Our hours of qpemtion are CMonafay tﬁrougﬁ Tric[ay 8:ooam-5:00}9m. le your child is not Joicléecf up
Ey the time (f the home’s cfosing at 5:00 p.m., a [ate fee of $10.00 for each ten minute yerioa( (or
joortion tﬁereof) will be cﬁargeaﬁ (i.e. }n’cﬁing up between 5:01-5:10 will be cﬁargec[ $10.00, yicﬁing up
between 5:11-5:20 will be cﬁargecf $20.00, and so fortﬁ). Aall parents are Joersona[fy resyonsiﬁ[é to pay
late fees Ey the ‘Monc[ay fo[(owing the week in which the late fee is assessed.

*Parents are resyonsiﬁ(e for the weeﬁfy tuition until Look At Me Learn Childcare has been notzfielf
that you }afan to discontinue enrollment. le you wish to withdraw your child from the program, you
are requirec[ to notify Look At ‘Me Learn Childcare Ey giving a written notice at least two (2) weeks
in advance (f your child’s intended withdrawal from the home. le you decide to discontinue
imme(fiatefy, you will be requirecf to continue to make _payments for the two week }oerioa[

* Look At Me Learn Childcare reserves the rigﬁt to discontinue services 1f tuition and any late fees

are not paic{ na time(y manner as detailed above.



‘Refuncf Conditions
There are no refuncfs for the weeﬁ(y tuition or registration fees (initial or annual). Please refer to the
above stated yo(icy, which requires at least two weeks written notice to discontinue your child’s

enro [ [ment.

Enrollment Forms

The Caﬁfomia Department @( Social Services. ﬁcensing regufations stfpufate that all children
entering Look At Me Learn Childcare must have the foffowing forms comjo[éteaf and signe(f Eefore
attendance:

L£1C 700 ﬂcfenttfication and Emergemy anormation
LIC 9150 Parent ‘J\fotification Additional Children In Care
LIC 995A Parents Rigﬁts
L£I9C 282 Liaﬁiﬁty Insurance
L9C 627B Consent for fmergency Medical Treatment
Food Program ?ljo}a(ication

In addition to the forms above, Look At Me Learn requires the foffowing information and,/or forms
comjg(etec( and signeaf Eefore attendance:
*Copy q( the child’s current immunizations (must be up to date for enrollment)
* Admission “Agreement (last “page of Parent Handbook)
* Tami[y Enrollment ﬂnformation
*Forms related to Covid-19
*Copy (f Parent’s driver’s license or Qc[entiﬁcation Card
Other requirec[ 5y the Program may include:
*Birth Certtficate for verification of child’s birth date
*Documentation of negative T'B results for child within one year of entrance

It is important that we maintain current and accurate records on each child so that parents can be
contacted in case of an emergency. The above listed forms must be léqpt current at all times. This
information includes address, home and work te&e}oﬁone numbers, work location and names of at least
two authorized _persons to yicﬁ up your child. Your child’s current immunization record must be
received prior to or at the time of enrollment and must be qut current at all times. 7t is your
resyonsiﬁi(ity to notify the Director of any cﬁanges. Failure to do so may result in termination of
services. It is the responsiﬁifity (f the enroffing _parent or [ega( guarc[ian to accumte(y comjo[éte and



sign all envollment forms and Eee}o the information ujo&[atecf as needed. By signing the envollment
forms, the emfo[fing _parent or &zga[ guardian is also certifying that tﬁey have (ega( autﬁority for the
child. Caﬁform’a law is clear that parents who have Joint [éga( custoafy have equa[ access to all
information regarc[ing the child incfucﬁ’ng em’offing the child and maﬁing cﬁanges to the enrollment
information.

Court orders are requirec[ to prevent a parent or ﬂagaf guaraﬁan from certain activities such as
yicﬁing up the child or visiting the child at the home. We reserve the rigﬁt, however, to }Woﬁiﬁit
individuals from Being at the home 1f the health and safety of any child or staﬁ( is threatened or

comjoromiseaf Our poficies do not allow staﬁ( to make copies of forms and other documents or yrovia(e
testimony, verﬁaffy or in writing, about any child, unless su@aoenaec{ By court order.

Hours cf Operation and ‘J-ﬁ)[icfays/@ays Closed

8:00 AM. to 5:00 P M., ‘Moncfay tﬁrougﬁ Tri(fay except the fo(fowing:
New Years Day
Martin Luther King Jr. Day

Presidents Day

Easter (Tric{ay CBefore or ‘Monc[ay fo[(owing)
Memorial Day

ﬂnc[e}oencfence Day and the fo[fowing Day or Day Prior
Labor Day

Columbus Day
Veterans Day

Tl ﬁanﬁsgiving Day and the fo[[owing ‘Fricfay

Uptoo cfays the week of Christmas incfuding Christmas FEve & Christmas Day (cfeyencﬁng on what
afay the ﬂ-(ofiafays land on)

New Years Eve

3 Staﬁ( T raining Days (To Be Announced)

‘Up to Two Vacation Weeks (To Be Announced)

le a ﬂ-[ofiafay fa(fs on a weekend, we will be closed on the Tricfay Eefore or the Monafay aﬁer. At the
Eeginning of each school Year parents will be Jorow’c[ec[ with a [ist of cfays and dates of closures for the



year. Due to Covid-1 9 or any other emergency, the program has the rigﬁt to reduce ﬁours, cfays, or
close the childcare program with [ittle or no notification.

Communication Systems
Open communication is vital to your child’s successﬁif experience at the home. We have an open door
Jooficy. Parents are welcome visitors at any time. We welcome Your comments, suggestions and
concerns. Several communication channels are established so we encourage you to take acfvantage of
these or make additional suggestions. Parents are a(ways welcome to call, text, or email the program
about any concerns or comments, etc. Look at me Learn caregivers will continue to use CBrigﬁtwﬁee[
asa form (f communication to famifies as well. Parents are able to message tﬁrougﬁ the app. Some
ciays are busier then others, but we will afways continue to try to Eee]a parents informecf as much as

yossiﬁﬁa about each child’s c{ay tﬁrougﬁ the CBrigﬁwﬁee[ app.

‘Face-to-Face Conversations
It is a[ways ﬁeﬁafuf for staﬁ( to know when major cﬁanges ﬁa})}aen in a child’s [ife. These cﬁanges

could include a famify death, moving to a new residence, loss of a Parent’s J’oﬁ, a parent away for
business, someone from the immediate fami[y moving out (f the home, etc. Children oﬁen are worried

about these incidents but do not know how to express their concerns. The child’s behavior may be
aﬁ(ectecf. We are better able to assist your child when we are aware of these cﬁanges in the home. Staﬁ(

is available and open to your comments and suggestions. We are here for you and your child, so do
not hesitate to communicate with them frequent(y. Please check with the Director as to the best times

fOT €Xt€1’l(/{€({ conversations.

Health and Safety

Children are exyectec[ to be in gooa[ health and able to ’partici}?ate in the y[annea( activities. Look At
Me Learn has several poficies and Jorocec[ures that are Strictfy fo((owec[ for the health and well Eeing
(f each child in the program. Please read these carefu[fy and talk to the Director if you have any

questions.

Health Clnformation ‘Require(i

Current immunization, TB records, and a Jaﬁysicaf examination are requirec[ to be on fife for each

child.




Daily Health Check
Your child’s health status will be checked each afay. This health check may be informa[; however, 1f
your child appears to be sﬁowing signs of illness, s/he may not be admitted into the program. These
Jaify health inspections allow Look At ‘Me Learn stajj( an opportunity to check each child for any
Jootentia[ illness. It also allows time for communication between parents and staﬁ( to discuss how the
child has been feefing and whether there has been an exposure to any contagious diseases. When
c[oing the Jaify health check, we are [ooﬁing for signs of illness such as, but not l[imited to, the
fo((owing:

*Unusual behavior (fxam}oﬁes are crankiness, Joain, afiscomfort, very S(eeyy, the child may not look
or act like themselves., or doesn’t appear well enougﬁ to participate in routine school activities)
*Fever over 101 &grees
*Skin that is ffusﬁe(f, Joafe or unusua[fy warm to the touch
*Sores on any part of the Emfy that are open, have f[m’c{ in them or appear infecteaf
*fl,lnex]ofainecf skin rash, esyecia[[y when accom}oaniec[ By fever or behavior cﬁanges
*Red eyes with white or yef[ow cfiscﬁarge and,/or crusty eyes
¥Sore throat with fever and swollen g[cmc[s or mouth sores with afroo[ing
*Head [ice or nits
*Runny nose. A child with a runmny nose (green, yef[ow or clear) should onfy be excluded 1f tﬁey also
appear ill, are too sick to _participate and/or have any other symptoms that tﬁey need to be excluded
for.

Once at the center, 1f a child a[eve[oys the fo(fowing symptoms, the parent or other authorized persons
will be called and may be requirecf to joicﬁ up the child within a reasonable amount of time:
*Flu symptoms
*Cougﬁ. Severe or uncontrolled cougﬁing, wﬁeezing or afiﬁ(icufty Ereatﬁing
*Diarrhea, runny or watery stools more than two times in an hour. ?lny Efoocfy Diarrhea
*Vomiting, more than two times in 24 hours
*Stomach ache, Jaain [asting more than one hour
*Ear ache or foreign Boa(y/ﬂy’ury in the ear that causes pain or Eﬁaeaﬁ’ng
*Head injury, 1f the child has associated symptoms
*Lacerations, a wound that will yroﬁaﬁfy require sutures

*Unexy[ainec[ skin rashes, esyecia[[y accomyanie(f 6y fever and,/or behavior cﬁanges.

*Unusual behavior



Please remember that smﬁ are maﬁing juc@ments regarcfing yotentiaf illnesses and tﬁey are not
medical personne[ T ﬁey look at each child’s case inaﬁvicfuaffy and are sensitive to the fact that
famify members need to go to work and school. Exclusion from the home care is to protect your child
as well as the others at Look At ‘Me Learn Childcare.

Plan ahead:
*Parents should Eee}a emergency Joﬁone numbers current
*Make y[ans for who will care for your child 1f tﬁey are too sick to attend Look At Me Learn or need
to go home unexyectecffy
*When your child is sick, Joﬁaase be sure to }Womytfy notify the Look At Me Learn Childcare of their
oﬁagnosis and treatment. Also notify them 1f your child has a contagious disease or has been ex}ooseaf
to one. Such reports are treated with conﬂ(fentia[ity. When necessary, staﬁ will need to notify

famifies at tﬁe ﬁome care @(a}ootentiafexyosure toa COHt(lgiOU.S cfisease.

Guio[efinesfor ‘Returning to School
Children may return to school as (ong as none of the aforementioned Symptoms are present. Children
who are Jorescm’ﬁea( antibiotics, in any form, are recluired to be on the medication for a }oem’oaf of 24

hours Jmfior to returning to school. A Jaermission to return to school note from the Tﬁysicicm is

requirec[ for:
*Pink eye or conjunctivitis
*Contagious fooﬁing rashes e.g- scabies, imyetigo, scarlet fever
*Strep throat or mouth sores with cfroofing
*ﬂ-ﬁayatitis n fami[y
*Meningitis in famify
*Any child that has been sick and doesn’t seem to be improving
*Any time a child is ﬁosyita[izec[ or has a }Wocec[ure done as an outpatient basis
Look At Me Learn Childcare has the rigﬁt to request a permission to return to school note at any
time it is in the best interest of the in- home care. We also reserves the rigﬁt to exclude a child with
signs @( illness even lf a permission to return to school
has been obtained. le you fe[t it was serious enougﬁ to seek medical assistance, }oﬂzase remember to ask

for a }aermission to return to school note while still at the Tﬁysician’s oﬁ(ice.



Injuries
The staﬁ[ work very hard to Eee}a children safe and well, however, occasiona[fy tyjm’ca( childhood
accidents, such as Eumjos, scrapes and faffs, occur while in care. Look At Me Learn Childcare will
tend to minor iyy’uries that can be ac[eoluate[y dealt with 6y using soap, water, antisgptic solution, ice
and Eanc[ages.
Parents will be nomfiec[ @( accidents requiring more extensive intervention. le your child becomes
injurec( while at Look At Me Learn, these steps will be fo((owec[:
1. The seriousness @( the injury will be assessed.
2. First-aid will be administered.
3. ‘Jf necessary, parents will be contacted.

4. Persons listed on your emergency form will be contacted 1f we are unable to contact you. Tt is
essential that you notify Look At Me Learn Childcare 1f you are not going to be at your regufarfy
scheduled work or training site, and leave an alternate pﬁone number.

5. Arrangements will be made to have the child taken to an emergency room 1f necessary.

6. You or the _person you c[esignate (must be on emergency form autﬁorizing them to }aicﬁ u}o) must
}aicﬁ up your child as soon as }90551’5&3 1f you are called.

7. ﬂﬁer a medical evaluation anaf/or treatment 1is acfministerec(, pfease contact Little Learners to

inform us @( your child’s status.

Medications
Tt s encoumgec{ for parents to give medications to their children at home. ﬂ-(owever, 1f it is necessary
for your child to receive medication while at Look At ‘Me Learn Childcare, the foffowing will ajo}a(y:
Prescription Medication
*Container must have the om’ginaf Joﬁarmacy label [isting the child’s name, Tﬁysician’s name, name
(y( medicine, issue date, c[osage, exyimtion date, and directions for administration and storage.
*Container should be child resistant.
*Medication must be }Wescriﬁecf in the United States.
*Medication must be for the current illness.
?\fon-}orescri}otion Medication
*Must be in the om’gina( container which gives directions for safe use, expimtion date, [ist of active
ingreaﬁ’ents, name and address (f manufacturer, and be labeled with the child’s name and date.
* Dosage instructions and reason for receiving medication from a Tﬁysician must accompany the
medication. ‘Pﬁysician’s afosage must be in accordance with instructions on label.

*Medication must be for the current illness.



‘Jf your child needs to receive medication Juring the Jay, inform the Director and give the
medication to them. Parents will need to com}a(ete a

Medication Consent Form for all medications (}Wescm’}ation and non-}?rescri}otion). Parent’s
instructions on the consent form must be in accordance with the instructions from the Tﬁysician. le

the consent form is incom}afete, medication will not be administered and _parents may have to return
c[uring the cfay to give medication until the form is com}o&ztec[. A new form needs to be comjo[étea(
whenever there is a cﬁange, ie., afosage. Medications can onfy be given to the child indicated on the
label. Twins and siﬁfings cannot share medications! Parents may ask their Pharmacist to c{isyense a
second labeled medication container for school. Children may not Ering seg[—acfministereJ medicines
to the Nursery, ie., asyirin, cougﬂ 0(70}95, eye c[ro}as.
fﬁ(ecti\/e March 20, 2020 until furtﬁer notice, We ask that the _parents do not gi\/e their child any
fever rec[ucing medication or cougﬁ medication ]orior to Bringing them. le tﬁey require medication,

tﬁey must stay home. Failure to fo(fow this poﬁcy will result in immediate termination of childcare

services. At this time, we will not be acfministering any fever rea[ucing medication.

Medical Treatments
le your child is requimf to have one (f the 5}9ecific allowable treatment }orocecfures, such as a
‘Néﬁufizer, f]oi:pen, or blood gfucose monitoring, while in care, you will be asked to com}afete
additional _permission requirements, }a(us demonstrate for staﬁ( the proper use of the treatment.

Sunscreen
Tt is 5trongfy recommended that children wear sunscreen to prevent sunburn. Parents should a}o]ofy

sunscreen of SPF 15 or ﬁigﬁer Eg(ore children come to school. Smﬁ will rea}a}o[y sunscreen 1f the
parent su}a}ofies a bottle labeled with the child’s name.

?lffergies
ilf your child has been (ﬁagnosec{ with a[fergies, you must notify the Director. We must have a

statement in writing from your child’s Doctor zfescriﬁing the S}?éClJ(iC a[(ergy, any syecia[
_precautions, emergency proceafures, or medical treatment equipment your child may require. Qf your

child has any foocf a(ﬂargies for which substitute fooafs or Bevemges are requireJ, you must }orovicﬂz a



statement from the child’s Doctor stating the nature of the afﬁergy and what substitutions are
necessary.

fEmergencu Information
Your child will be instructed on emergency Joroceafures in case @( fire or an eartﬁquaﬁe while at
school. S/he will _participate in regu[ar ﬁre drills and learn other rules of safety. In the event of an
emergency or natural disaster, stcﬁ[ will continue to care for your child until such time as you or
your authorized representative can Joicﬁ up your child. Parents will sujojofy an emergency kit with
suﬁ(icient fooc[ and water or juice and other suy}oﬁes to take care of their child for up to three Jays.
Staﬁ( have Jisaster/emergency training and have been trained in ﬂnfant/Cﬁi(ef CPR. In any kind of
natural disaster, as (ong as the home has been determined to be safe, all children will remain on site
unless an injury requires release to an emergency medical faci[ity. In the event of an evacuation,
signs will be cfem’(y postec[ at the home giving destination (f evacuated children. Onfy adults
Joreviousfy authorized on the emergency forms will be able to sigh out children.

fmergencu Home Closure

Look At ‘Me Learn Childcare may close or cfe[ay oyem’ng 1f the fof[owing conditions are present:

*Natural disaster which prevents use (f the facifity,
*Room conditions prevent atﬁaquate ventilation and Ereatﬁing,
*Disruption of utilities which prevent meeting the nutritional needs (f the children or natural figﬁt
is diminished to be a risk to children and staﬁ(,
*Presence (f [ive wires,
*Loss of water that aﬁ’smjats ajaprcyom’ate cfia}oering, hand wasﬁing, and toifeting with clean mnning
water.
*Public Health Emergency
*Any unforeseen circumstance that can ajj(ect the heath or safety to children, famiﬁes, or staﬁ(.

C]f }90551’6&, the outgoing message on the pﬁone answem’ng system or tﬁrougﬁ email will give
information reganfing closure and signs will be postec{ outside of the faci(ity



Parent Involvement
Look At ‘Me Learn Childcare wants _parents to fee[ involved and Enowﬁac@eaﬁ[é conceming their

child’s exjoerience at the center. Parents are invited to visit their child whenever Joossiﬁ&e. You will be

notifiecf (f events such as ﬁofic[ay }oarties, or specia[ celebrations. Please y(an to attend!

General Policies

Sign In and Out

Parents are resyonsiﬁﬁe to sigh each child in and out on the tablet cfaify. Parents are also requirea( to
com}a[éte the medical information upon arrival. Children will be released on[y to those authorized
persons (at least 18 years old) cfesignatec[ on the Emergency Form. Picture ic(entification will be
require(f. The name on the icfmtification must match the name on the Emergency Form and the

picture must match the _person presenting it. A pﬁotocqoy of the icﬁmtification card will be taken. It

is the parent’s responsiﬁi[ity to notify Look At Me Learn (f any cﬁanges on the Emergency Form.
You may u}acfate this form at any time. We will ask you to ujaa(ate the form once a year. We do not
accept any notes or pﬁone calls from parents stating that someone not on your Emergency Form will
be yicﬁing up your child; tﬁey must be listed on the fEmergency Form. NO EXCEPTIONS!
State law requires that all children must be secured in an appropriate child _passenger restraint
(safety seat or booster seat), until tﬁey are at least 6 years old OR at least 60 younafs. Never leave
any child alone in the car no matter how short the time! It is not on[y unsafe, but also iffega[

Corbﬁa(entiaﬁ’tu
The use or disclosure of all information pertaining to the child and his/her fami(y shall be vestricted

to purposes d’irectfy connected with the administration of the program.

The Caﬁfomia Department @( Social Services has the autﬁority to interview children or staﬁ(, and to
inspect and audit child or child care center records, without prior consent. The Department also has
the autﬁority to observe the pﬁysica( condition of the child(ren), incfucﬁng conditions that could
indicate abuse, negfect or inappropriate pfacement
Appropriate iaﬁmtiﬁcation from the Department will be obtained prior to the interview.
Written consent is recluirec[ 1f “parents want the Look At Me Learn Childcare to share information

regarc[ing their child to another agency (school district, health yrow’cfer).



Child Abuse %vorting
All Look At Me Learn staﬁ( are mandated Ey Caﬁfomia law (Caﬁform’a Penal Code 11165.7) to
report cases @( susyected child neg&ch and/or abuse (Joﬁysica[, emotional, and/or sexual) immec[iatefy
to a child _protection agency,. Child Abuse law considers cfisci}?(ine that results in bruises and any
other injuries caused By spanﬁing to be a form of child abuse. le you need information about
G(iscijafining your children or ﬁeﬁo with other }oarenting issues, y&ease see your Director or to get

information, assistance and/or refermfs to appropriate services.

Parent Responsibility

It is the goa[ of Look At Me Learn Childcare to maintain a safe, cam’ng, respectfu( environment for
children, smﬁ and parents. f(lnacce}otaﬁﬂa behavior will not be tolerated. ‘Unaccqotaﬁ[é behavior
includes, but is not l[imited to, the fo(fowing:

*Use of abusive or Oﬁ(ensive fanguage incfucﬁng, but not limited to, harassment, threats, ye[[ing,
rudeness and }ar@(anity.

T ﬁeﬁ or c[amage to property.

*Tﬁysica( or verbal abuse of children, staﬁ( or other parents.

*’Dg(iance of autﬁon’ty.

*Alcoholic Bevemges, iffega[ afmgs and Smoﬁing are Jaroﬁiﬁitecf on the }Wemises c{um’ng qaemting
hours. No child will be released to anyone who appears to be intoxicated or under the inffuence (gf
cfrugs.

*Parents, children and staﬁ are exyectec[ to maintain a respectfu[ re(ationsﬁi}a with each other.
Parents c[emonstmting any of the above unaccqpmﬁfe behaviors may be terminated fmm the
program.

*It is not appropriate for _parents to a}ajmfoacﬁ other parents or children to address an incident that
ﬁa}a}?ene(f at the home. Parents must deal with such concerns tﬁrougﬁ the Director.

1. ilf an incident occurs, the parent will be asked to leave the premises.

2. The parent will be requirec[ to meet with the Director in order for the child to remain in the
program.

3. Continuation in the program will be determined on a case-ﬁy-case basis cfejoenc[ing on the severity
of the incident.

4. ‘Jf the famify continues in care, another such incident will result in termination ﬁ’om the

Jorogmm.



C fotﬁing
Active Jafay is very im}oortant to your child’s overall &ve[oyment Your child will regu(ar(y

}oartici}aate in messy activities such as yainting, cooﬁing, sensory activities, etc. Sturc[y and
comformﬁ&a Ja(ay clothes that are easy for [ittle hands to manage are appropriate and ﬁeﬁas children
to become segf-suﬁ(icient Tfay shoes that are low-heeled, face-uy or have Velcro closure, and a rubber

sole are recommended. All sandals must have a back strap. Mark all c(otﬁing with your child’s name.
Smﬁ will encourage children to take care of their Be(ongings; however, we cannot be resyonsiﬁfe for
lost or zfamagecf items inc(ucﬁng cfotﬁing, books, games or toys. There will be a Lost and Found Box.
Please ﬁe@o your child learn to take care of his/her Eefongings. We reserve the n’gﬁt to restrict a
child’s activities or (ﬁ(er them alternative c(otﬁing 1f it is determined that a child is ina}a}om}ariatefy
dressed. Parents must }?YOVidé an extra set @( seasonal cfotﬁing, incfuc[ing underwear and socks, in

case of accidents or 5}91’((5. An extra pair (f shoes s optiona[

Weather
Children are outside on a Jaify basis. Children should come to school wearing appropriate cfotﬁing
for the season in order for them to be comfortaﬁﬁe while outdoors. On cfays of extreme temperatures
(cold or hot) the amount @( time outside may be reduced, but nonetheless, children will still Spencf
some time outdoors. Cold temperatures do not make children sick, germs do. On a[ays of “poor air
qua[ity, AQMD index @( unﬁea[tﬁy or ﬁigﬁer, children’s active outdoor activities will be restricted.

T oys
Please ﬁeﬁo your child Eee}a toys at home. Secum’ty objects such as a favorite stuﬁéaf animal are an

excejotion and are welcome. Books and items related to the current unit (f stucfy are encoumge(f at
any time; just check with your child’s teacher Before Eringing them in. Please mark these items with

yOMV Cﬁl[CES name. ‘Toy guns anc[otﬁer wea}?ons are not Cl[[OW@({.

CBirtﬁc[ays
A child’s Eirtﬁafay isa c[ay of celebration for some fami[ies and we will be ﬁa}?}oy to ﬁeﬁa make this a

SJoeciaf occasion at Look At ‘Me Learn. le you want your child to share his or her Eirtﬁafay, you must
make arrangements one week ahead (f time. You may En'ng one cujocaﬁe per child or one or two

cookies per child. We are requirecf to serve our regufar snack first.



Termination CPoficy

Child care services may be terminated for the fof[owing reasons:

*Failure to Iéee}a contract hours and fo([ow Jooficies as outlined in the parent handbook.

*Failure to }orow’& necessary documentation and yaperworﬁ within requestecf time. ‘Jf ya}oerworﬁ is
incom}aﬁzte, written notification will be gi\/en, Forms must be Jorovic[ec( ora j)fan must be established
with the Director.

*Failure to pay fees.

*Inappropriate behavior as outlined under General Policies - Adult/ Parent ‘Resyonsiﬁi[ity t cy( this
handbook.

*Ticﬁ-u}as aﬁer the contract time, excessive tardiness or excessive unexcused absences.

*A child is ﬁaving emotional or behavioral }oroﬁféms that harm themselves or other children or
inte1fere with others Eeing able to _participate in the program.

*Failure to contact the center for absences (f three (3) consecutive c[ays.

*Failure to Bring a doctor’s note for five consecutive cfays due to illness or when requeste(f 6y the
Director.

*Failure to picﬁ up child from the center when called in an emergency. ‘Jf child gets ill at the center
and our staﬁ( nomfies _parent to come and yicﬁ up child due to illness, parents have one hour to yicﬁ
up the child or must arrange for someone who is on their emergency [ist to }n’cE up their child.

In most of the above cases parent will receive a verbal warning, fof[oweaf 6}/ a written reminder from
staﬁ( (communication notice). When termination is imminent, parent will receive a written notice
from the Director. In most cases parent will have two weeks to correct or a}a}oea[ the action Before
formaf termination. ﬂ-[owever, administration has the m’gﬁt to imyose immediate termination 1f the

health or safety (f any child or adult in the program is comjoromiseaf

Amendments: At any time, we reserve the rigﬁt to make any permanent or temporary cﬁanges to
this contact. Cﬁanges will be notifiecf in writing or revisions will be made and the parent handbook
will be revised.

All info in RED are temporary cﬁanges to the jooficies due to COVID-19 Public Heath Emergency.
These cﬁanges are for the health and safety cf the children, fami(ies, and staﬁ(.






