
AJsChildcare24@gmail.com | Jackie (970) 624-0426 
www.AJsChildcare.com 

POLICY & PROCEDURESAJ's  Childcare LLC

Revised on 11/08/2018



1 

I currently hold a Large Daycare License.  I provide care from birth through the age of 12 yrs. and I am available to 
all children regardless of race, nationality, or creed.   

Your child’s adjustment is important to all parties concerned.  To assure that the child care arrangement is a good fit 
for you, your child, and me, there will be a two-week trial period.  This will give your child, me and the other 
children in my care an opportunity to become acquainted with one another.  In this manner we can determine if there 
is to be a working relationship.  Within this period, either the family or the provider may terminate childcare for any 
reason but will be required to give notice as soon as the decision has been made to not return.  This termination must 
be done in writing or you will be charged a two-week notice.   

I am willing to do ½ day before care is to start the program in order to get the child/ren adjusted to my childcare 
home.  This is the strategy that I have used in the past, however I am open to discussing alternative strategies to 
better support your child to get adjusted to my program.  

I am open 24 hours a day 6 days a week (Monday – Saturday). If you are in need of Sunday care, prior approval will 
need to be discussed and approved for an exception to be made.  Keep in mind Sunday care will need approval every 
week in order to utilize the care for that day.  If you request and set up care for a Sunday you are responsible for 
payment for that Sunday regardless of attendance.  Contracted hours must be discussed and agreed upon by all 
parties and are to be noted on the contract.   

I do ask you give me the courtesy of knowing if your child is going to be absent for whatever reason.  You will be 
charged as though your child were here, even though they were not.  If your child is enrolled on a part-time basis 
and is absent from a scheduled day, you will be charged for that day.  If your child attends school, he/she is still 
considered to be full-time and is expected to be in attendance during the recognized school breaks such as Spring 
Break, Winter Break, and Summer Vacations, etc.  If they are absent during these breaks, payment is still expected 
and considered full time whether or not they are present.    
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If your child will not be coming on a normally scheduled day, I expect to be notified prior to the absence.  If the 
absence is unexpected, Please call me before 9:00 p.m. the previous night or no later than 8:00 a.m. in the morning 
of the absence.  All absences are paid regardless of the reason.  Outdoor outings are scheduled on the assumption 
that all children will arrive and leave when expected.  This is why I need you to drop off and pick up your child as 
agreed to according to our contract.  Whenever you plan to deviate from that schedule, you need to notify me in 
advance so that necessary adjustments can be made.  This is especially important to early pick-up.  If I am not aware 
of your need to arrive early for pick up, you could be forced to wait for our return if we are on an outing.  

It is easier on the children if parents can make their departure brief.  Each child must be signed in and signed out of 
my childcare home each day.  Please accompany your child into my childcare where a sign-in sheet will be made 
available at all times.  Your child will only be released to those who have been authorized to do so and who are 
listed on your child’s Admission Form.  If someone other than those listed on your child’s Admission Form is to 
pick up your child, I will need to know in advance.  If you do not let me know of this change in advance, I will not 
allow the child to leave with this person until I make contact with you and get your permission.  If I have never met 
the person who will be picking up your child, please inform them that I will check identification.  Keep in mind 
anyone picking up or dropping off a child/ren needs to be respectful of our nap/quiet time (between the hours of 1-3 
p.m. daily).  We ask that you do not drop off or pick up during this time.  Prior request and approval will need to be
made if you need to do a drop off or pick up during those times.  This is to ensure each and every child gets the
proper rest without disruption.

The end of the day is greatly anticipated by all children.  Please do not disappoint your child by arriving late.  Even 
though I have tried to fill their daytime hours with fun, stimulating activities and conversation it will never take the 
place of Mom, Dad, and/or other loved ones and their own home.  In the event that your child must remain in my 
care after contracted hours, I will continue to care for our child until he/she can be picked up serving meal/snack as 
deemed necessary.  At the end of each day I will try to summarize for you how your child’s day went.  This is also 
your time for bringing up any concerns that you may have concerning your child in my care.  If I feel that any 
person (Parents/guardians or other authorized individual) arrives to pick up a child is in any way impaired, I will 
offer to contact an alternate designated individual from your Emergency Contact List.  Should you decide to take the 
child a 9-1-1 call to the police will follow upon your departure from my facility!  I will not be held liable nor 
responsible should an unforeseen incident and/or accident happens as a result of your decision to take the child 
while in this condition.  If a child is not picked up and parent, guardian, or authorized emergency contacts cannot be 
reached or has not called me one (1) hour after contracted pick up time, I will call the Larimer County Department 
of Human Services at 970-498-6352.  

Occasional phone calls and visits from mom and dad are fun.  Please feel comfortable stopping by when you can.  I 
ask that you avoid nap time (between the hours of 1-3 p.m. daily).  I wish also to avoid a stressful situation where 
the child wants to leave with you at the time of the visit.   
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Should a personal emergency or family situation arise during childcare hours requiring my immediate departure I 
will contact my emergency back-up provider.  My back-up provider’s would come to my home and care for your 
child until you can pick him/her up.  Your child will be familiar with this provider as we do play dates together 
throughout the year.  My back-up provider would make all necessary contacts notifying each parent/guardian of the 
situation requesting prompt pick-up of your child.   

I do not offer substitute care for days that I am closed due to personal and/or family illness, holidays, vacations, 
professional days, or any other unexpected events/situations that would result in my need to close.  Therefore, you 
will be responsible for arranging back-up childcare.  It is important for you to make back-up care arrangements 
ahead of time and maintain that back-up care arrangement as long as your child is enrolled in my program so that 
panic doesn’t set in when I require a day off for whatever reason.  I will give as much advance notice as possible 
notifying you of any closures I may have.   

Should a medical emergency occur concerning your child, I will make every attempt to notify the parent/guardian or 
emergency contacts on the child’s Admission Record.  If the situation is extremely urgent I will call 911 first, 
making sure that your child is taken care of notifying you as soon as possible.  You will be responsible for any and 
all charges incurred due to the emergency.  It is very important that your emergency information is up to date at all 
times.  Notify me if you have a change in telephone numbers, address, etc.  

If your child injures him/herself and I feel stitches and/or other medical treatment is needed, I will call you and have 
you take him/her to the doctor.  I must report all incidents that require outside medical attention to the State and may 
need written documentation provided by your doctor in these cases.  In the event of minor scrapes, scratches, and 
bumps, I will give you a courtesy call or text alerting you to the incident.  A written incident report will be written 
for you to review at pick up time documenting the occurrence, time it happened, treatment given, and who witnessed 
it.  This report will need to be signed by you and will be placed in your child’s file.  Upon request, a copy of the 
incident report will be given to you.   
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If your child needs to be given any routine medication (prescription or non-prescription), homeopathic or vitamins 
while in my care, it can only be done with written permission from your child’s health care provider with 
prescriptive authority and with written parent/guardian consent.  State Law prohibits me from administering any 
home remedies.   
Prescriptive medications that are to be administered by me must be in the original bottle with the child’s name on 
the outside of the container.  A written order from the health care provider for all medications (prescriptive and non-
prescriptive) must contain the following information:  
 

Prescription Over The Counter (OTC)  
◊ Child’s Name ◊ Name of medication  
◊ Name of Medication ◊ Expiration date 
◊ Original pharmacy label showing prescription number ◊ Directions for dosage  
◊ Date filled by pharmacy and expiration date  ◊ Time medication needs to be given while child is in care 
◊ Directions for dosage ◊ Side effects  
◊ Time medication needs to be given whil child is in care  ◊ Special instructions for storage information  
◊ Start date & end date   
◊ Reason for the medication    
◊ Side effects   
◊ Special instructions or storage information   
◊ Prescribing health care provider's name   
  
The General Health Appraisal Form that I have given you contains a section in which the Health Care Provider can 
give permission for me to give your child Tylenol or Motrin for fever.  This form is to be updated yearly, or as often 
as the Health Care Provider deems necessary.  If your child is running a fever, I will first call you to let you know.  
If you say I can give your child a fever reducer, I will do so at that time, providing the Health Care Provider has 
filled out his section with all the information needed.  No fever reducers will be given to infants under 3 months of 
age.   
 
If your child requires a unit dose of epinephrine or uses an inhaler or nebulizer for asthma or an Epipen, I will need 
an individual health care plan in their file.  This needs to be filled out and signed by your Health Care Provider and 
will need to be updated annually.   
 
All medication will be stored out of reach of the children in a locked cupboard or child proof refrigerator container 
with all outdated medication being returned to the parents for disposal.   
 
Any medication administered to your child by me will be recorded in a medication log kept for your child and will 
be a part of his/her record.   
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Proof of immunization is required and must be received prior to your child’s first day of attendance.  Immunizations 
are to be current when your child enters my program and must remain current.  All parties in my family including 
my own children have been properly immunized and are kept up to date.  In the event that you have chosen not to 
have your child immunized you will need to still fill out the exemption to immunization on the immunization form.  
These types of exemption would be for Medical Exemption, Religious Exemption, or Personal Exemption and must 
be signed and dated stating you are declining the immunizations that are provided by your health care facility.   

Since I have more than one child to take care of I cannot care for your child if he or she is ill.   This is for the 
protection of every child.  I will not care for a child who has a fever (fever in my childcare is defined as a 
temperature over 100°). Is vomiting, has diarrhea or shows signs of contagious illness or disease (contagious rashes, 
Eye inflammation/conjunctivitis commonly known as Pink Eye, Lice, etc.)  Please keep your child home if he/she is 
ill.  If your child becomes ill while in my care, I will notify you immediately.  In the meantime, your child will be 
separated from the other children and kept as comfortable as possible until he/she is picked up.  Prompt pickup in 
these circumstances is expected.  If you have not picked up your sick child within one (1) hour of my notifying you 
of the situation, you will be assessed $10 for every fifteen (15) minutes you are late.   
Any child who is on antibiotic for a contagious disease and/or illness may not return to my childcare home until they 
have taken the antibiotic for 24 hours.  In some cases I may request that a physician see your child before your child 
returns to my childcare facility.  Your cooperation on this is greatly appreciated.   
Please notify me if your child has been diagnosed with a reportable communicable illness.  This includes, but is not 
limited to, Chicken Pox, Strep Throat, RSV, Hepatitis, Measles, Mumps, Meningitis, Diphtheria, Rubella, 
Salmonella, Giardia, Tuberculosis, Shigella, and Ebola.  In the event that your child has been diagnosed with the 
communicable illness, I am obligated by State Law to notify all parents/guardians of all children in my care and 
report it to the Larimer County Health Department.  Any child diagnosed with a communicable illness will not be 
allowed to return to my childcare facility until your health care provider (or local health department representative) 
determines that your child is no longer contagious and is well enough to return to a childcare.  In such instances a 
note from your attending health care provider or local health department representative will be required.  For things 
such as strep throat, pink eye, lice, etc., parents of all children in care will be notified in writing.  Please refer to 
http://www.ajschildcare.com/policy/illness-policy/ for a list of sicknesses and the correct action to be taken for each 
sickness.   

 

I ask every parent to provide a bottle of sunscreen that is at least 50 SPF and replenish a new bottle as needed.  Prior 
to outside play sunscreen will be applied to all children with the exception of infants.  Please let me know if you 
have applied sunscreen to your child prior to arriving at my child care facility.  Sunscreen will be reapplied as 
needed throughout the day.  If in the event you did not supply at least a 50 SPF sunscreen for your child/ren, I will 
provide a generic brand of Sunscreen that is at least SPF 50 and you will be billed $10 for the bottle.  If your child 
needs a special brand of sunscreen, please make sure this item is always available and in your child’s cubby with 
your child’s name labeled on it.  By State Law I am not authorized to apply sunscreen to an infant’s skin that is 
under 12 months of age.  Therefore, infants in care will be kept in a shady area as much as possible.  
 

http://www.ajschildcare.com/policy/illness-policy/
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If your child is special needs I will accommodate for them with the best that I can.  A plan will be set up of what the 
child/ren will need on a daily basis.  Upon enrollment I will need an individualized health care plan and must be 
signed by the health care provider.  The plan must include the following:  
 

1. Medication schedule.  
2. Nutrition and feeding instructions.  
3. Medical equipment or adaptive devices, including instructions.  
4. Medical emergency instructions.  
5. Toileting and person hygiene instructions.   

 
If you do not have an existing individualized health care plan, you will need a plan completed within 30 calendar 
days of our child/rens enrollment and signed by the health care provider.  The plan must be updated at least every 12 
months from the date of the initial plan or as changes occur.   
 
In the event of court filed papers for custody, or restraining orders, I must have a current copy of such orders.  I 
expect all parties involved in any court filed matters to respect the order and not abuse my position as your childcare 
provider by asking me to act on your behalf as a mediator or messenger.   
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Upon enrollment, a non-refundable registration fee and a deposit equal to one week’s care will be required to reserve 
a space for your child.  The deposit will be credited towards your last week of childcare when a two-week written 
notice is given.  If no notice is given you will forfeit your deposit.  You will also be billed for the two weeks’ non-
notice, any outstanding balances that are due, any fees and/or collection cost that incur.   
 
If on CCAP the registration fee will be paid by the county and your deposit will be determined by your monthly 
parent fee. 
 
 
*Refer to detailed Rate & Fees & detailed CCAP Rate & Fees 

The rate and payment schedule for which you will be paying for your childcare is stated in your individual contract.  
Rates must be paid before care is given.  These rates are subject to change on a yearly basis.  I will notify you of any 
rate increase at least four (4) weeks before it occurs.   
 
The Following defines how the rates will be considered for contracted clients only: 

 Part Time: up to 5 days/week no more than 20 hours per week (limited amount of spots available) 
 Full Time: up to 5 days/week no more than 45 hours per week 
 Daily Rates Has to be approved and dependent on availability. 

 
***Drop in care*** This type of care is only on availability (meaning you are not contracted with me and you are 
wanting to pay only on the days that your child is here) These rates are available and I do have the openings from 
time to time so that you can either do date night or Birthday/Christmas shopping - So in other words what this 
means is if you choose not to contract with me and you want drop in, you will have to check with me if there is room 
for your child on the dates that you need.  I cannot guarantee that you will be able to consistently drop your child off 
each week on all the days that you may want/need unless you are contracted with me and holding a spot for those 
specific days of the week.  Now if you call and I have openings for that specific date just remember that it is a 1 time 
opening for that date only.  If you need more days/times you will have to get them approved ahead of time.  These 
are day by day openings not a scheduled weekly opening.  If you want a consistent scheduled day each week and 
want it guaranteed you will need to speak with me on the contracted daily rates and if available I can write up a 
contract for that day of the week to be held for your child each week.  In turn you will be in a contract and expected 
to pay regardless of attendance.  This just secures that day of the week for your child to be in childcare with us.   
 
If you are contracted with my childcare on Part Time, Full Time, or Daily Rate for each week you are expected to 
pay that rate each week regardless of attendance. 
 
*Refer to detailed Rate & Fees 
 

The rate and payment schedule for which you will be paying for your childcare is stated in your individual contract.  
Rates must be paid before care is given.  These rates are subject to change per your county CCAP guidelines and set 
forth and determined by the county.  Any payments not made by the county for any reason will be the 
parent/guardian responsibility.  
 
*Refer to detailed CCAP Rate & Fees 
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Appropriate party for any of the following must give a Two Week written notice signed by both parties:  
 

1. Termination of the agreement by either party.  Refer to Termination section 
2. Increases in childcare fees 
3. Vacations Periods (Regardless of attendance, childcare payments are still expected and shall be made on 

time according to your contract to avoid any late payment fees) 
 
Payments are due every Monday of the week in progress, before care is provided.  If you do not have payment 
before dropping off your child you will not be allowed to drop your child off.  
 
A $35 late fee charge per week will be added for not making payment on time when it is due.  You will also be 
responsible for court cost and/or collection fees if I have to collect any unpaid balances.  
A $40 returned check fee will be added for any checks that do not clear my bank.  
I do accept the following forms of payment:  
 

 Cash 
 ACH check online 
 Visa/Master card 

 
*If you would like to be put on an automatic withdraw each pay period please let me know and I will set it up.  
Otherwise you will get a invoice in your email from me requesting payment.  Please be prompt with your payments 
so that I do not have to enforce any fees and/or termination of our contract.    
 
**Please note that all credit card payments must be made by 1:30pm and at least (1) day before your 
invoice due date, otherwise any credit card payments made after 1:30pm (1) day before the invoice is due 
will be considered late and a late fee will be charged.  Also, online ACH payments made through the 
QuickBooks link from your emails will need to be done (2) days before your invoice due date, otherwise 
any online ACH payments made less than (2) days before the invoice is due will be considered late and a 
late fee will be charged.   
 

 

Your parent fee is due on the 1st of the month in progress unless you have made other arrangements.  If you are 
making other arrangements the arrangements must be approved and put in writing in your contract and/or a payment 
arrangement agreement will need to be filled out where both parties sign and agree to.  If you fail to stay current on 
all parental fees owed you will become ineligible for CCAP benefits until the fees are paid in full.  If you become 
ineligible you may lose your spot in my childcare.  You may pay cash for your weekly childcare rate to hold your 
spot in my childcare.  When you are signing in your child will only be allowed to be dropped off if the ATS system 
shows the dates of care with a green circle  which means you are approved for those dates.  If any of 
the dates shows  or  you will not be allowed to drop off your child/ren until it shows 

 unless of course you are going to pay cash for the days being used.  If you choose to pay cash for the 
days used you must pay before the care is provided.  If you cannot do this you will not be allowed to drop your child 
off for any day/s that are not authorized or showing up as private pay.  You are responsible to make sure that your 
benefits are in good standings in order to keep a spot at my childcare.  If at any time you fail to keep your CCCAP 
benefits in good standings, you risk losing your spot at my childcare.  If you have any questions about your CCCAP 
you need to bring that up with your technician.  I am not able to answer any questions about your case or am I able 
to give advice.  You may contact a CCCAP Larimer County technician by email at ccap@co.larimer.co.us or you 
may choose to call the office at (970) 498-6300.  
Please note: if any point CCCAP does not pay for your scheduled childcare you are responsible to pay for the days that CCAP 
does not cover.  This includes your 2 week written notice, ineligible days, & absent days.  CCAP does not pay for more than 1 
absent day in 1 months period (max of 9 days per year) if your child is absent for more than 1 day in 1 months period or 9 days 
per year you are responsible for payment of the extra absent days that CCCAP does not pay for.   

mailto:ccap@co.larimer.co.us
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Notice of termination of childcare by you or me must be given in writing (signed by both parties) two (2) weeks 
prior to the anticipated end date.  If you choose not to give the two (2) weeks written notice, you are still obligated to 
pay for the two (2) weeks of care unless your child has been terminated immediately by me.  Immediate termination 
for any reason forfeits your deposit.  If I give you two (2) weeks written notice of termination and you choose not to 
take it, you are still obligated to pay for the time that has been offered.  If all fees are not paid at the end of the two-
week termination period a reasonable collection fee of 30% of the balance due will be assessed in addition to late 
fees according to the Definitions, Payment policy, & Fees Schedule.  In the event that legal action has to be taken as 
a means to collect all money due, parent/guardian is also responsible for paying reasonable attorney fees, court 
costs, and/or collection fees.   

 

I am open 24 hours a day Mon-Sat (6 days a week) and on occasion Sundays. In your contract you will have a time 
that you are to be picking up your child.  Prompt pick up of your child is appreciated.  If you are going to be late, 
please call alerting me to the situation.  Refer to the Definitions, Rates, & Fees page of these Policies & Procedures 
for fees that will be assessed for overtime care if your child/ren are not picked up by the time that is specified in 
your contract.  In the event of a blizzard, tornado, or other extreme conditions and/or events to which picking your 
child up at the agreed upon time cannot be met, exceptions to this particular policy will be made solely at the 
discretion of the provider.   

I allow myself to take up to two (2) weeks of vacation time per year.  I will make an honest effort to notify you in 
advance as to when I plan any days off.  I am not open on the following holidays however, you will still be charged 
for vacation/holidays if your child would have otherwise normally been scheduled to attend on that particular day.  
Should any of these holidays fall on a Saturday or Sunday, I may request either the Friday prior to the Monday 
following the said holiday off.  You will be charged for this as if the holiday fell on a weekday.  As mentioned 
earlier, back-up care is your responsibility and will be needed for the following scheduled holiday closures.  All 
CCAP paid holidays are bolded below.  Please note if you are on CCAP you are still expected to pay any days that 
CCAP does not pay including holidays so you will need to be careful on how you use your allotted absent days. 
 

       MAJOR HOLIDAYS 
 

 New Year’s Eve (off by 4:30p.m.) 
 New Year’s Day  
 Easter Sunday  
 Mother’s Day  
 Memorials Day  
 Father’s Day  
 Independence Day (and sometimes the day or weekend after) 
 Labor Day  
 Halloween (off by 4:30 p.m.) 
 Thanksgiving Day & the Day after (sometimes weekend after too)  
 Christmas Eve (off by 4:30 p.m.) 
 Christmas Day 
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In my childcare I work towards helping each and every child that I enroll.  I have aligned my childcare program with the 
Colorado’s ELDG (Early Learning & Development Guidelines).  We will be working on the following in order to get your 
child Pre-school ready.   
 

• Physical & Health  
• Social  
• Emotional 
• Language & Literacy  
• Cognitive 

 
 

I offer a pre-school program to any child that is between the ages of 3 and 5 years of age.  Your child must turn 3 by Sept. 1st 
of the school year that I offer the pre-school program in order to be enrolled into the pre-school program.  If your child is not 
3 by Sept. 1st of that start of the school year and if I find from my observations that your child is ready to start my pre-school 
program, I will schedule a conference and work with the parent/guardian towards transitioning the child/ren into my pre-
school program.  If my program is the right fit we will work towards getting all the necessary steps into getting them 
enrolled.    

Transition to Kindergarten - I will start the year before your child will enter kindergarten I will do a field trip to the school for 
lunch over the summer before school is to start.  I am also open to discuss any special needs that you may have to your child 
entering kindergarten.    

I offer a pre-school program for 3-5 yrs of age that is aligned with Colorado’s ELDG (Early Learning & Development 
Guidelines) in my pre-school we will touch on wide range of things.  We will be working on the following in order to get 
your child Kindergarten ready. 

• Physical & Health  
• Social & Emotional 
• English Language 
• Literacy 
• Logic & Reasoning  
• Mathematics 
• Science  
• Social Studies  
• Creative Arts Expression 
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If any family does not speak English I will use google translate for all verbal and written to help assist in the language 
barrier.  If the family has a family member that can translate for them I may ask that they bring that person with them to assist 
with the translation.   

Each parent is updated on a weekly and/or daily basis on your child’s progress, concerns, etc.  In addition to those updates 
you may schedule a conference with me in Nov/Feb every year in order to discuss any concerns and/or observations on your 
child more in depth.  If there is a pressing issue and cannot wait,  I will be available to meet outside of the months the 
conferences are to be held.  Please just let me know anytime if you need to schedule a meeting with me.  

I have listed on the resource board and also listed on my website community service agencies (e.g., mental health, health, 
developmental, educational) in case you or I have any developmental or other concerns for your child.  I am also available to 
support you in finding the correct referral any way I can.  Based on the outcome of your referral I will support you and your 
child to my best ability.  If there are any concerns about your child with the observations that I perform we will discuss 
referrals during your child’s conference and/or meeting.   
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Depending on the child’s age behavior expectations are explained as needed to the best of the child’s understanding.  I use 
positive modeling, age appropriate guidance strategies, and redirection when caring for your child.  I do not reward the child 
after the incident, however I do reinforce my affection and respect for him/her by offering a hug and a kiss following our 
discussions; reassuring them that even though they may have had a lapse in good judgment, I still care deeply for them and 
only want them and the others to be safe.   
 

 

I use positive reinforcement to encourage constructive, thoughtful behavior and cooperation.  (Not food but attention, 
physical affection, eye contact, etc. 

Usually there are feelings behind negative behavior.  I will use active listening to get the cause and feelings behind negative 
behavior.  Often verbalizing these feelings is enough to give the child the control to stop the behavior.   

 A. NO HURTING 
 B. NO MALICIOUS TEASING  
 C. ALL EQUIPMENT IS FOR EVERYONE TO US, SHARING IS STRESSED  
 D. NO THROWING OR ABUSE OF EQUIPMENT  
 E. NO INAPPROPRIATE TANTRUMS 

 A. A STATEMENT OF MY FEELINGS ABOUT THE BEHAVIOR  
 B. DISCUSSION OF CONSEQUESNCES  
 C. REMINDER OF THE RULES  
 D. REMOVAL OF THE THING INVOLVED 
 E. TIME OUT – ISOLATION FROM THE OTHER CHILDREN FOR AS MANY MINUTES AS THE AGE OF THE 

CHILD 
 
I do not use physical or corporal punishment, sarcasm, or other dignity-insulting methods as means of discipline.   
If a child is having an exceptionally difficult time behaving appropriately, I will talk with you to work on solving the 
problem.  If the child’s behavior does not improve or endangers the other children in my care in any way, immediate 
termination will be given by me.   
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All food will be provided by the provider at no additional cost.  I offer wholesome and nutritious meals and snacks to each 
child on a daily basis serving a maximum of 2 meals and 1 snack to each child that is included in the cost of childcare.  If 
your child eats more than maximum amount of meals provided, you will be charged for the additional meals/servings.  You 
may always choose to send extra snacks/food with your child in this case.  The following are the meal times that I serve food:  
 

 
 
If you bring your child outside of the meal times you will need to make sure your child has had a chance to eat before 
arriving.  I participate in the WILDWOOD FOOD PROGRAM sponsored by the Unites States Department of Agriculture.  
As a result, each child must have an enrollment form on file with the food program.  All meals will meet the guidelines of the 
Child Care Food Program.  No child is forced to eat, but they will not be offered anything different nor will they be given 
something later to tide them over until the next scheduled meal/snack should they choose not to eat what is served.   
If your child has any known food allergies or your family has any religious beliefs that require special attention on my part, 
please note this on your child’s Admission Record and talk to me about a plan so that I do not serve those items to your child.   
 
On occasion I serve special treats such as cookies, cake, donuts, etc.  I do not, however, allow a child to bring candy or gum 
in my childcare simply because young children tend to get sticky along with everything and anyone they come in contact 
with while enjoying their wonderful treat.  I am also leery of allowing any child/ren to bring candy due to the possibility of 
choking.   If any child comes in with either of those items, they are immediately asked to dispose of it in the proper place.   
 
If your child has brought a snack please make sure that you notify and hand it to an adult when arriving so that we can store 
the item properly.  This allows us time to properly wash hands along with making sure the item is given only to your 
child/ren at the appropriate time and place. This policy is also in place as to keep all children safe from choking and/or 
keeping the item out of reach from any child that could be allergic to the item.  If at any point bringing a snack becomes an 
issue we will no longer allow for the extra snacks/food to be brought.     
 

 Children over the age of 2 yrs. will now be served 1% or skim milk. Children ages 1 -2 will continue to be served whole milk. 
 Juice will be limited and each child will receive juice to drink no more than twice per week.  
 Water will be offered and available at all times.   
 Sweet type of foods will be limited to no more than two (2) servings per week.   
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Infants are fed according to their individual schedules.  If you are breast-feeding your child, you must introduce him/her to a 
bottle prior to enrollment into my program.  This is to insure that your child will take a bottle should breast-feeding not be 
possible.  Parents who choose to breast feed must provide an ample supply of breast milk already prepared in a bottle or 
frozen to be used as needed.  If you choose, and your child allows, you are more than welcome to come and breast-feed your 
infant throughout the day.  When your child has reached the developmental stage of holding his/her own bottle, is sitting up, 
and is crawling, he/she is ready to begin transitioning from the bottle to a cup.  When your child has reached this stage, we 
can begin introducing “sippy cups” to him/her.  Transitioning your child from a “sippy cup” to regular cup will begin as your 
toddler’s skills improve.  Research has shown that the use of spill proof “sippy cups” have been hindrance to speech 
development in young children and should be used for the shortest amount of time possible.   
It is the parent’s choice to participate in the food program however; an individual food program enrollment form must still be 
submitted to the food program.  According to the food program each family is given the option to provide formula and/or 
food for their infant child or have me provide these items.  However, in accordance with the Colorado Department of Human 
Services, Division of Child Care Rules and Regulations, introduction of new foods to any infant under the age of 12 months 
of age is not allowed without parent/guardian verbal permission.  It is for this reason it is imperative that we communicate 
daily as to what foods are being introduced/given to your infant child.  All solid foods provided to your infant will be 
developmentally appropriate and, as they get older, will encourage self-feeding techniques.   
If your infant has any known food allergies or your family has any religious beliefs that require special attention on my part, 
please note this on your Child’s Admission Record.   
 

An afternoon quiet time will be observed between 1:00 p.m. and 3:00 p.m. so that the young children can get their rest.  Drop 
off and pick-ups will need prior approval before it is allowed if you are going to be dropping off or picking up between the 
hours of 1:00 p.m. and 3:00 p.m.  If you have prior approval to drop off and/or pick up between the hours of 1:00 p.m. – 3:00 
p.m., please respect our quiet time by texting when you arrive and not knocking or ringing the doorbell.   
I have playpens, beds, mats, cots, pillows, and blankets for your child to sleep on.  Sheets will be changed before another 
child sleeps there.  Please leave all sleeping items for your child at home as we have plenty of items for your child to be 
comfortable during this time.   
 
Rest and sleep periods are scheduled appropriately for the age and development of the child.  Your child will not be forced to 
sleep but will be encouraged to rest for a minimum of 30 minutes.  If at the end of that time they have not fallen asleep, they 
will be provided with developmentally age appropriate quiet activities.  It is during your child’s rest/sleep periods that I am 
able to do a few of the chores that must be done to ensure a safe, healthy, and happy environment for your child.  This ranges 
from room clean up, sterilizing toys, kitchen clean-up, floor mopping, and office work to name a few.  Please do not ask that 
your child “skip” his/her rest time.  They are still young and growing and need time to relax, unwind, and rest.   
School age children who need to stay because of school holidays and vacations will not be required to nap but to find a quiet 
activity to do or a movie will be provided so as not to disturb the younger children resting.  Young infants will rest as needed 
and as they get older will easily adjust to the rest period.   

I do not attempt to train any child too early.  I am more than willing to participate in toilet training, but only if the child is 
developmentally ready and the parents are consistent at home.  I will provide active encouragement and positive 
reinforcement.  When the time arrives a conference should be held so that a joint approach can be achieved.  I will need at 
least three (3) sets of pants and a supply of diapers/pull-ups as needed for naps.  Also each child should be able to remove his 
clothes and pants easily, by themselves.  I will not start them unless they can provide me with a clean diaper/pull-up for a full 
day.  If after two (2) week period of time, the child displays that he/she is not developmentally ready I will discuss with you 
what the next step is to be; rather to continue or stop for a short period of time or try other methods of training, i.e. the use of 
pull-ups, offer rewards, etc.  
 
*regardless of age if your child still has accidents while sleeping you will need to provide pull-ups for that child.  If you do 
not provide the pull-up one will be provided for your child and you will be charged each time I have to use one of my pull-
ups.   
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Diapers are checked periodically throughout the day and changed as needed. Preventative diaper rash creams such as 
petroleum jelly or diaper rash ointments can be applied without a health care providers signed form.  However, if these 
topical preparations (or other products) are to be used as treatment on open wounds or broken skin I must have a written 
order from a prescribing health care provider in addition to your written authorization.  Parents will provide 2 sets of 
clothing, diapers lotion, or ointment, and wipes that the child will need.   
If your child is missing these items for the day you will be called to pick them up or asked to drop off more supplies.   
Note: Parents need to change their child’s diaper before bringing the child to my home.   
 

 
Children tend to get dirty and sometimes tear their clothing while playing.  Please bring a complete change of clothing, which 
can be left here, for your child.  This includes a shirt, pants, underwear, and socks.  Place these items in a bag with your 
child’s name on it.  Suitable clothing will also be needed for outdoor play.   If it is cold and snowy, children must wear 
mittens and boots in addition to a warm coat, hat, and/or snowsuit before he/she is allowed to play outside.  In the summer 
sun screen, shorts, shirts, and a swimsuit for his/her spare clothes bag is a good idea.  Appropriate shoes are also necessary.   

 
I have a (7) seat passenger van that comfortably seats six children safely.  I also may use my 2012 Challenger that seats (3) 
children comfortably in the back seats if I have a light load.  However, I will not transport unless I have enough space for all 
children no matter which vehicle I choose to use.  I do not provide transportation to other areas outside of Edmondson/Erwin.  
When we leave my home I will have the proper car seats, booster seats, vehicle restraints, and seating capacity for all 
children.  If I do not have these items I will not take your child in my vehicle.  School age children that attend Edmondson 
Elementary will be walking to and from school to my house.  School age children that attend Erwin Middle school will be 
walking to the bus stop to and from my house.   
 

 
The children may choose to play with colors, puzzle, safety scissors, non-toxic glue, games, toys, etc.  I will provide many 
activities for the children such as: Dress up clothes, non-toxic paints, help with cooking, science or art projects,  story time 
plus picture books to look at and read, nursery rhymes, puppets, music, rhythm and movement activities, arts and crafts, and 
small muscle manipulation activities.  I will regularly include activities that stimulate recognition of colors, shapes, letters, 
numbers, left-right, etc.  Several education films and cartoons are provided.    
 
For outdoor play we will use the parks equipment for climbing, sliding, swinging, large muscle play, sand box, water play, 
and nature activities, larger toys (bikes, trucks, balls) walks to the park and around the neighborhood.  I have extra 
pads/helmets for child/ren that are riding the bikes but if you would like to supply your own please mark your child/rens 
name on the items and place them in their cubbies.   
 
Occasionally we will take field trips and I will ask for extra money to help cover the costs of special actiivites, such as 
admission.  I will inform you in advance and obtain all necessary participation permission forms.    
Parents /Guardians are responsible for paying for special activities such as swimming, dance, gymnastics lessons, etc.  If on 
CCAP we will discuss and approve activities appropriate for your child/ren to attend during the year.  It is not required that 
all children participate in any of our extracurricular activities and at times age will restrict some of the children from 
participating in certain activities.  In such cases I may choose to leave them in the care of Alan.     
My main line for you to contact me on is 970-624-0426.  When we are away from the home either scheduled or unscheduled, 
please contact the cell phone numbers which are provided to you at enrollment.   
 



 
16 

 

 

Colorado Department of Human Services, Division of Child Care Rules and Regulations prohibit anyone from smoking in 
my home, in the play yard, in my vehicle, or in the proximity of the children durning business hours.  If you smoke you must 
be off my property completely.  

Reasonable steps have been taken to child proof my home and make it safe for children; including inspections from state 
licensing specialists.  I try to discourage rough play but sometimes accidents happen.  In the event that your child damages 
home furnishings or personal property that belong to someone else or me, you will be expected to pay for those damages in a 
way that is fair and equitable to everyone involved.  I will check the monthly reporting of recalled toys and remove any toys 
that are on that list.    
 

If your child brings toys or items and they are either lost or stolen I am not responsible for those items.   You bring the items 
at your own risk.  If the items brought to my home become an issue or your child can not share those items while in my home 
I will put them in their cubbies and they may have them back when they go home.  If you are missing items you may check 
the lost and found box to see if it was placed in there.  Please note that the lost and found is emptied every Friday.  If items of 
mine are either damaged or stolen the parents/guardians are responsible to replace those items.   
 

There will be television/videos watched in my home each day.  You will be given a form to sign stating you are ok with your 
child having media use.  All television programs and/or videos will be either educational or rated for children.  No shows or 
music containing violence, profanity, nudity, sexual, or inappropriate content will be allowed.  Children are allowed to bring 
age appropriate videos to share on a rainy or snowy days but I do not guarantee that we will watch them.  No child will be 
forced to watch any television show or video that they do not want to and will be provided with other age-appropriate 
activities.   
 
Video games (PS3, XBOX, WII U, Hand held, etc.) I do have a PS3, XBOX, Nintendo, & a WII U that the children are 
allowed to use.  Games will be allowed if they are age appropriate and non-violent.   I do not provide hand held video games 
so if your child has one, it will be up to him/her to bring it.  As stated before, toys/games/electronic devices that are brought 
into my childcare must be shared and I will not be responsible for them if they are lost, stolen, or damaged.  This also applies 
to the hand held video games and any electronic devices.   
 
Computers, Tablets, Phones in my home are also used for the children and we play tons of educational games on it on a daily 
basis.  If your child brings a phone and/or tablet please keep in mind that any pictures or videos must be approved to be able 
to be stored on the device as I may have children in my care that pictures and/or videos are not allowed to be taken of them.  I 
reserve the right to confiscate and/or look through any electronic devices in order to be sure that any pictures, apps, messages 
are all age appropriate and/or approved for use in my childcare home.  If at any time any device becomes an issue I may have 
a meeting with a parent/guardian to discuss my concerns and I may choose to not allow the device to be brought in my 
childcare home either permanently or for a certain period of time.   
 
Music is used in my setting for dance, dramatic play, and physical movement utilizing many children’s CD’s.  We also listen 
to a variety of other musical artists ranging from country, rock, classical, etc.   
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NOTIFICATION OF PARENTS 
Parents will be notified by telephone when available.  A sign will be posted on the front door should we need to leave the home.  The sign 
will state our new location and how to go about picking them up.  
 
NOTIFICATIONS OF AUTHORITIES 
Local authorities will be notified of disasters by calling 911 or other numbers listed by my telephone.  Disasters are fire, gas leak, electrical 
problems or other emergencies that are out of my hands.  
 
EMERGENCY TRANSPORTATION 
I will transport the children during an emergency using my own vehicle when appropriate.  Life threatening conditions will be referred to 
911 for an ambulance pick up.   
 
FIRE  
Children have practiced fire drills and know how to exit the home.   Fire extinguishers are located in the kitchen and garage.  Our meeting 
places are: The Park across the street weather permitting.   If it is cold out, we will go & seek shelter at my neighbor’s house across the 
street.   
 
SEVERE WEATHER 
My home is equipped with blankets, first aid equipment, and food for several days, water, and flashlights.  The children will be kept safe 
and entertained.  
 
TORNADO  
During a tornado warning we will go to the basement and take cover in the bathroom or my office area that are areas without windows.  We 
will do this until the warning is lifted.   
 
EARTHQUAKE  
We will use the tables and doorway structures to help shelter us from falling items.  If we are outside or able to exit the home, we will go to 
our designated meeting place.   
 
FLOODING 
Not a probability with the location of my home, however we will seek higher ground if needed.  
 
LOCK-DOWN 
This is used when the potential for violence with the property lines of my home exists.  We will all return to my home and call 911 
immediately.  Once all the children and myself are in the home I will lock all the exterior doors & windows.  I will then direct all the 
children/visitors to the nearest room and I will shut and lock the door to the room that we are in.  I will provide maximum concealment 
(close blind/drapes, and cover windows to obscure visibility.  I will provide maximum cover (protection from weapons) by positioning the 
children/visitors against the wall that will provide the most protection.  I will keep everyone seated as low as possible and have everyone all 
remain quiet.  We will stay there until the police unlock the door and verbally give us the “All Clear” signal.   
 
REVERSE EVACUATION 
This is used when and armed individual may be in the area, etc.  
We will all return to my home & call 911 immediately.  Once all the children and myself are in the home I will lock all the exterior doors & 
windows.  I will then have all the children go to the basement with me and we will remain there until everything is “All Clear” 
 
SHELTER IN PLACE 
This is used when hazardous material incident, radiation incident, snowstorm, vague threats, or violence in the community that is not 
directed at my home.   If we are close to home or a public building we will go there immediately and go inside and use the Reverse 
evacuation along with sealing up vents with duct tape or what we are able to find.   If I cannot get to my home or public building I will 
quickly and safely pull over to the side of the road and turn off my engine, close windows, and vents.  If possible I will seal the heating/air 
conditioning vents with duct tape.  I will then listen to the radio regularly for updated advice and instructions.  Once everything is safe I 
will get back on the road and follow the direction of law enforcement officials.    
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If your child has special needs we will address any and all policy and procedures which will include steps to take during a 
disaster.  We will make adjustments for your child at the time of enrollment. All these changes will be done in writing by a 
per case basis and signed by both parties. 

In the event of adverse weather such as blizzards, high winds, flooding, etc. please call ahead to make sure that we are not 
closed.  If I close due to adverse weather it is to insure the safety of all children.  Payment for these days are still expected 

In the event that the adverse weather occurs while your child is in my care, I will take every precaution to ensure his/her 
safety until you are able to pick your child up.  I have developed a Natural Disaster Plan which is included in these Policies 
and Procedures explaining procedures to be followed stating how and when notifications will be made along with additional 
pertinent information needed for each situation.  In the event that you will not be able to pick your child up, you must notify 
me immediately of your situation.   You will be responsible for additional fees incurred for the entire time your child is in my 
care outside of our regular attendance agreement.  Refer to Definitions, Rates, and Fees Schedule. 

There are three basic steps to survival during an active shooter incident: “Run, Hide, and Fight.” 

• “Run” - If we are able to escape, I will evacuate myself and children to safety and then contact law enforcement (e.g. 911).

• “Hide” - If I am unable to evacuate the children, I will use a modified lockdown procedure by hiding, keeping the children
as calm and quiet as possible to try to avoid detection.

• ”Fight” - As a last resort, in order to protect myself and the children, I will fight the shooter with aggression and
improvised weapons (e.g. anything I can throw at the shooter such as books, fire extinguisher, canned goods, etc.)

PARENT REUNIFICATION: In case of the need to evacuate or when parents/guardians are unable to get to children, the 
following procedures will be followed to reunite children with parents/guardians (or other contacts designated by 
parent/guardian) as soon as it is safe.  

MEETING PLACE: *Private Information and is only listed on original policy that is given to each parent.
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There are several steps parents and a childcare program can take to prevent expulsion or suspension.  The following are the 
step/actions that will be taken prior to Expulsion or Suspension of a child.   

1. Gather information on each child through the child enrollment form and/or interview with parent.  This file will be
filed in the child’s file to see if there are any steps or approaches advised by the parent to address certain situations.

2. Attempt to redirect the child’s behavior by providing alternative activities or suggest behaviors that are acceptable.
3. Reassess the environment, appropriateness of activities or suggest behaviors that are acceptable.
4. Acknowledge the child’s good behaviors.
5. Apply logical and reasonable consequences for not following rules or directions.
6. Provide a verbal warning to the child and make a parent/guardian aware of the verbal warning.
7. Provide written documentation of disruptive behaviors that may cause expulsion or suspension to parents/guardians.
8. Meet with parents/guardians to prevent expulsion or suspension and to discuss how to promote positive behavior.
9. Supply parent with resources to better help with the child/ren’s behavior.

The Expulsion Prevention Policy 
• Recommends those parents/guardians provide information about their children to help providers create a positive

experience in the childcare setting.
• Encourages parent/guardian and provider cooperation to identify and address any social, emotional, behavioral, or

health issues that may arise in the childcare setting.
• Makes sure the parents/guardians know what the reasons for expulsion are.

The Birth to Five Helpline (877) 705-KIDS (5437) is a free service open to all families with young children looking for the 
latest child development information from experts in the field.  Professionals may also take advantage of this free service.  

Call the Helpline to speak with one of the bilingual (English/Spanish) early childhood specialists, on duty Monday through 
Friday from 8:00 a.m. to 8:00 p.m. 

Introduced in 2005, the toll-free Birth to Five Helpline combines sensitive, supportive listening with sound information from 
professionals who have expertise in early childhood development and parent/caregiving.   

Topics addressed include, but are not limited to: 
• Sleep
• Health and Nutrition
• Safety
• Challenging Behaviors
• Feeding and Eating
• General Child Development
• Potty Training
• Fussiness/Colic
• Parenting
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Colorado law requires that childcare providers report all known or suspected cases of child abuse  or neglect.  To protect 
myself in the event that any child comes to my home which I may feel have been battered, beaten, or neglected it is my 
professional duty under Colorado state law to notify the Department of Human Services.  Also if your child has accidentally 
fallen or is injured in my home, or while in my care and sustains more than minor cuts and bruises, I will notify the 
Department of Human Services and a neighbor to witness the injury.   
Most license facilities make every effort to provide a safe and healthy environment for children.  Unfortunately, on rare 
occasions, an incident of physical or sexual abuse may occur.  If you believe that your child has been abused, you should 
seek assistance from your local county department of services.  Child abuse concerns and reports can be made by contacting 
the Larimer County Department of Human Services – 2555 Midpoint Dr., Ste. E & F, Ft Collins, CO 80525 or by calling 
970-498-6990,

Childcare services play an important role in supporting families and strong families are the basis for a thriving community.  
Your child’s education, physical, emotional, and social development will be nurtured in a well-planned and run program.  
Remember to observe the program and staff regularly.  Especially when it is in regards to child’s health, safety, and well-
being.   For additional information regarding licensing, or if you have concerns about a child care facility, please consult the 
Colorado Office of Child Care at 1575 Sherman Street, Denver, CO 80203 or by calling 1-800-799-5876.   

The Rules and Regulations for Family Child Care Homes can be viewed on the Colorado Department of Human Services 
website http://www.coloradoofficeofearlychildhood.com/  
Secretary Of State Website: www.sos.state.co.us/  

*Please note: It is illegal for anyone to make a false report.  If you make a false report I can and will prosecute you the fullest
extent of the law.   I do report to my licensing agency every time a client leaves that is disgruntled.  They will have your
name and if you report falsely on my childcare will be prosecuted.

http://www.coloradoofficeofearlychildhood.com/
http://www.sos.state.co.us/
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