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Facility Number 198017365




PARENT HANDBOOK AND ORIENTATION GUIDE 2019

Dear Parents:  

Welcome to Brighter Beginnings in Child Care. I am delighted that you have chosen to be part of our program. 
Brighter Beginnings in Child Care will help prepare children for a successful transition into elementary school and beyond by providing the crucial educational foundation and school readiness skills needed for future school success.
Parents are supported, assisted and recognized as the main influence and primary educators in their child’s growth and development. You are the most important role model and guide. We ask you to support the program by volunteering time and supporting the home-school connection through activities that will provide children with “Brighter Beginnings.”   
Please take the time to read this handbook as it outlines the program, expectations, and regulations.

We look forward to working with you and your family!

Sincerely, 
[image: Carter]
Cindy Carter-Bedoya
Brighter Beginnings in Child Care

Brighter Beginnings in Child Care
Regular  Hours: 7:15 AM- 6:00 PM -  5 days a week- Monday through Friday
Contracted Saturday hours and outside-of-regular hours will be charged at a different rate 
Contracted hours:______________________________________________ AM   PM  or Full Day
Telephone Number: 	(562) 906-0101__(home)
Cell Phone Number:___(562) 896-8412 (cell phone)_
PHILOSOPHY
To support and guide each child’s socio-emotional, cognitive, and physical development while ensuring the safety and security of children. 
MISSION STATEMENT
Brighter Beginnings in Child Care will provide children with essential readiness skills and abilities necessary to succeed in school while increasing knowledge, encouraging creativity and self-expression, increasing self help, and supporting their developing social skills.
                                           PROGRAM GOALS AND OBJECTIVES
The overall goal of the program is to bring about a greater degree of educational and social competence in children.  This is accomplished through high quality programming that teaches children in the following areas:
Children will improve in Cognition and General Knowledge, Approaches to Learning, Language and Literacy, English Language Development, Physical Well Being and Motor Development, and Self and Social Development which will prepare them for school readiness and a successful transition into Kindergarten and beyond. 
CURRICULUM
    The High/Scope Curriculum provides children with opportunities to experience the World through developmentally appropriate activities and through a plan-do-review process that allows children to experience many child directed and adult directed activities and where parents are an essential part of the program. 
PRIORITY FOR SERVICES
[image: j0283649]Admission policies are based on Licensing requirements, age of children, space availability, and state and federal regulations.
FEES
Fees for child care educational services are paid a week in advance of services. 
Fees are due by Friday by 5:30 PM prior to the next week's services.
Consult the contract for pricing, and hours of availability.
NON DISCRIMINATION POLICY
Brighter Beginnings in Child Care is operated on a non-discriminatory basis, 
affording equal treatment and access to services without regard to race, religion, 
ethnic or national origin, or physical disability.  
Children with disabilities or other special needs, as defined by the Americans
with Disabilities Act (ADA), are welcomed into the program and 
reasonable accommodations to participate in the program are provided to 
ensure a successful experience in the Program.    
CULTURALLY SENSITIVE SERVICES
The range of services available is responsive and appropriate to each child and family’s unique developmental ethnic, cultural and linguistic experience and heritage.

[image: j0292128]STUDENT ATTENDANCE POLICY
          Regular attendance in the program not only enhances each child’s experience with    
           classmates and educators but also increases his/her chance of having a rewarding   
          and positive educational experience. It establishes a positive pattern for school 
         attendance early in the child’s school career.   
In order for us to maintain the mandated enrollment, we have the following procedures in place:
· If your child is unable to attend due to illness, Doctors appointment, emergency, or unplanned circumstances, you must call, and advise us of your child’s absence.
· In the event you have not called in, staff will contact you to establish why your child was not in child care.  If your child is absent two (2) consecutive days the provider will try to contact the family by phone.  
· If the family cannot be reached, a home visit will be made. If no one is at the home, a note will be left to contact the program or the child may be dropped after the fifth day of no-contact. If a child continues to be absent and the program is still unable to contact the family a letter will also be sent by mail indicating that the child may be dropped due to no contact after the fifth day.  
· When the 5th day of no contact is reached, the child may be dropped from the program. If the parent returns and wants to re-enroll the child, the child will then be put on a waiting list and enrolled as space becomes available.
· When a child returns to school after an absence, regulations require that a satisfactory explanation be presented to the program staff at the center and that it be documented. 
· State and Federal guidelines require tracking of all absences.
EXCUSED ABSENCES INCLUDE:
· Illness or quarantine of child, parent, or sibling (Illness lasting more than five (5) consecutive days must be verified by a medical doctor’s note).
· Medical appointment of child or other family member.
· Severe weather conditions that prohibit travel to and from school.
· Official or legal agency appointments (immigration, court appearance, etc.).
· Court-ordered visitation.
· Religious/cultural celebrations.
· Up to five (5) days of approved absences per program year that receive prior approval signed by the Provider may be granted in extenuating circumstances (Family emergency, death of family member, catastrophe, or family vacation).
Payment is required for these days of absences
UNEXCUSED ABSENCES INCLUDE: 
· Illnesses lasting more than five (5) consecutive days, which have not been verified by a medical doctor.
· Preschool child did not want to go to school.
· Parent/child overslept.
· Any absence for which a specific reason is not given.
· Special day with parent
· Any vacation where provider is not notified at least two weeks in advance 
· Work/School Holiday for parent scheduled on a day, which differs from the center's observance.
· Leaving the country for more than 5 days without prior notification to the Provider
Payment is required for these days of absences
Your child may be dropped from the program if children miss 5 days and the provider has not been contacted regarding the unexcused absences.


ARRIVAL AND DISMISSAL
Sign In Procedure
Parents, legal guardians or authorized adults must accompany their child into the program.  Upon arrival and dismissal, authorized adults are required to sign the register in ink using their full legal signature, recording the actual time, and the child’s name. When parents or authorized adults take their child to and from school sites, Federal and State laws require:
Health Checks
The person who drops the child off must remain with him/her until the child has been screened for signs of illness and is accepted by staff.  Then when cleared, the person can sign the child in.
Emergency Cards
Only adults over 18 of age that are listed on the emergency card will be allowed to sign-in and pick up children.  No notes or phone calls will be accepted.  Parents must update emergency cards at least quarterly. The person picking up a child for the first time will be required to show proper identification.
Parents are strongly encouraged to place as many authorized adults’ names, addresses, and phone numbers as possible on their child’s emergency card with a minimum of 3 contact numbers and names of those not living at the same address/phone number that can be contacted in an emergency.  
NOTE:  IF YOU ADD OR DROP AN AUTHORIZED ADULT IT IS VERY IMPORTANT THAT YOU NOTIFY YOUR CHILD’S PROVIDER WITHIN 48 HOURS AND FILL OUT A CHANGE OF EMERGENCY INFORMATION FORM.	
LEGAL DOCUMENTS
Legal documents delineating a child’s custody or release/restraining orders/or other information, must be on file and signed by the judge in order to be valid and must be updated as needed.
Enrollment Paperwork Policy Update-November 2017
Upon enrollment and once a year thereafter, families will be required to have a physician complete a Physician’s Report (licensing form LIC 701) for each child enrolled under age 5 years, or the authorization for Kindergarten entry form for Kindergarteners, or the school entry clearance form for all school aged children, yearly as required by the Resource and Referral Agencies, Quality Start Los Angles, Child 360, and/or Licensing recommendations. The original form will then be submitted to this program and kept on file. This form captures children’s overall development, hearing, vision, dental, allergies, immunizations, speech and physical health and whether a Tuberculin test is required as indicated by the child’s physician. This completed and signed form is required to be on file at enrollment and yearly thereafter.
Hours
Brighter Beginnings in Child Care is open according to the following regular schedule: Monday - Friday 7:15 AM to 6:00 PM * 
*Saturday: Non Traditional rates apply
Sunday Closed 
Non-Traditional Hours
Hours outside of regular hours will be charged an hourly rate.
*Care outside of regular hours will be based on need. Additional rates apply.
Absences 
If you plan to keep your child home due to illness, or any other reason, you must notify the provider no later than your regular drop off time. Please also notify the provider if you anticipate being late in dropping off your child in the morning or if you will be picking your child up earlier in the day, for example, If your child has an appointment and will be leaving, and/or planning to return later in the day. 
Holidays 
[image: C:\Users\Cindy\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\9TAVMQBQ\MC900104730[1].wmf]Brighter Beginnings in Child Care will be closed on the following PAID holidays. Please arrange for alternative care on these days. 
	New Years Eve
	Veterans Day, Monday

	New Years Day 
	Thanksgiving 

	Presidents Day, Monday
	Friday After Thanksgiving

	Memorial Day, Monday
	Christmas Eve 

	Independence Day -July 4
	Christmas Day 



Parents are expected to pay for care on these Holidays as long as the holiday is within their contracted care schedule.
Provider Vacation
The provider will take 2 week(s) vacation during the calendar year and will give parents 4 week’s notice of such upcoming vacations. The provider will ensure that children are cared for by a qualified child care employee to cover for the week. Parents are expected to pay for care on those vacation days, as children will still be receiving care. 
Parent Vacation
Parents may take a one week per year (5 days) scheduled vacation and are not expected to pay for the week that the child is not in care, except for child care agencies that cover up to 2 weeks of parent vacations per year. The provider must be informed verbally and or in writing, 2 weeks in advance. If you plan on keeping your child out of care for longer than 1 week, tuition must be paid up front for the remaining vacation period in order to hold your child’s enrollment status, for those children not covered by subsidized care, and for care not covered for those agencies not covering parent vacation periods.
[image: j0232730]Provider Sick Days                
When the provider is ill and unable to provide care, she will make every 
effort to provide as much notice as possible. She will try to secure a child
care provider in her absence. 
Parents are not expected to pay for provider sick days if care is not available.
When a child is ill, the parents are expected to make every effort to give the provider as much notice as possible. 
Child Sick Days
Parents are expected to pay for child sick days. If a child does not arrive for the day with/or without notice, parents are still expected to pay.

TRANSPORTATION
Transportation from school is available for school aged children for an additional fee.

CLOTHING
· Please have two complete sets of clothing (including underwear) for your child.  Please label items with your child’s name.
· Please dress your child in comfortable, washable play clothes.
· Although efforts are made to keep your child’s clothes clean, we cannot guarantee that children’s clothing will not become soiled or stained.
· Outdoor play is a scheduled part of the day.  Please be sure children dress appropriately for the weather. 
· To meet our safety requirements and to assure your child’s safe participation in all activities, please be sure your child wears non-slip, safe, closed toe shoes, not sandals, flip flops, or thongs.
PLAY YARD USAGE
[image: j0232051]It is very important that parents and children exit the premises immediately after sign in and sign out.  Children and siblings are not allowed to play in the yards or use play equipment before or after your contracted times. Parents with children out on play yards beyond class time will be asked to exit the premises.  Thank you for your understanding in ensuring the safety of all children. 
     All families will be requested to attend an orientation with their child prior to entry into the program. 
PARENT–TEACHER CONFERENCES Assessments and skills Screenings
	It is recommended that the provider meets with parents a minimum of two (2) times per year for a scheduled parent teacher conference.        

	The Skills Screeners Ages and Stages (ASQ) and Ages and Stages Social-Emotional (ASQ-SE) will be conducted within 45 days of enrollment for children under 5 and yearly thereafter or as needed up to age 5. Parents will be asked to complete the ASQ-3 and the ASQ-SE skills screening tools on each child yearly or as often as indicated by the results thereafter, for children under the age of five. The results and scores will be discussed at the next scheduled parent conference. 
Any concerns will be addressed at the meeting.

	The Desired Results Developmental Profile- will be used twice a year to assess children's development within 60 days of enrollment and every six months thereafter. Upon completion of the DRDP parents will be given an opportunity to review the results at a scheduled parent conference, or as concerns arise. The results and input to curriculum from this conference will be used in curriculum planning and individualizing lessons for each child.
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The purpose of Parent–Teacher Contacts/Conferences is to:
· Provide information regarding your child’s progress;
· Discuss your child’s individual needs and the services available for meeting those needs;
· Provide an opportunity for parents to recommend activities they would like included in the curriculum;
· Provide suggestions for activities parents can use to help their children at home.
*Parent–Teacher Conferences are required by the state and government 
 The provider/teacher will make an appointment prior to conferences. Please contact us a day before if you must cancel or reschedule your appointment. 
Please cooperate with your child’s teacher when you are called to schedule a conference.
If you have any questions about your child’s progress at any time of the year, please feel free to contact staff for information. Additional conferences will take place when considered necessary by the staff or parent.
VOLUNTEERING IN THE PROGRAM.
Parents are encouraged to participate in the program in various ways.  Parents are asked to provide help during parties, celebrations, field trips, and during class time. Volunteering in the program is a wonderful way to be part of your child’s education. Some individuals may want to work on classroom support activities such as cutting, copying, coloring, etc.  Be sure to talk to the staff about ways you would like to participate, either in the program or at home. 
The following requirements must be met by classroom volunteers in order to meet licensing, state and federal guidelines:
Must be at least 18 years of age.
Must be under the direct supervision of the classroom teacher, at all times, and never left alone with children.
May NOT bring a non-program child to the center while volunteering in the classroom.
All adults who wish to volunteer on a regular basis must first have a tuberculosis test that is current (within one year). Results of the tuberculosis test will be kept on file.

All staff, consultants, parents and volunteers must abide by the programs standards of conduct. 
· They will respect and promote the unique identity of each child
· They will follow the programs confidentiality policies
· They will use positive methods of child guidance
· They will talk and act in a respectful, professional  manner toward others.
Parents/guardians are welcome at the center at any time during normal hours of operation, and for approved parent events. We are here to support your family.
PARENT MEETINGS
Parent Activities and Meetings will be offered throughout the year. Parents are encouraged to attend.
Male Involvement
Brighter Beginnings in Child Care encourages the participation of Fathers/Male role models in the program.  Parent/Child Activities will be provided and fathers are asked to participate at these events.                DISCIPLINE
Appropriate discipline is important for raising a child.  Staff will use appropriate techniques to re-direct inappropriate behavior and encourage children to solve their problems. Positive child guidance is used in the program. Corporal Punishment or other forms of punishment that involve emotional and physical abuse or humiliation will not be tolerated. Please do not discipline any of the children while the program is in session, including your own.  Discipline must be left to the staff member who is responsible for classroom order.                                        LICENSING
Due to licensing capacity restrictions, no extra children that are not registered (younger or older siblings) will be permitted during class time.
Classroom Celebrations
Birthday Celebrations and cultural activates are welcomed.  Cultural diversity is encouraged; please plan activities with the staff.  No HOMEMADE cakes or food, candy, sodas or punch are allowed.  Juices and milk are preferred.  Healthy food choices are encouraged. The Health Department has advised us that no foods be served that have been prepared at home or by a person who does not have a current food handlers permit.  Since home foods are not inspected and we have no control as to what takes place in those private kitchens, it is our policy that no classroom treats be homemade.  Only commercially prepared and individually packaged foods will be allowed.  Fruits and vegetables are allowed, but should be washed well.  Due to children with food allergies, the staff must approve all treats.
This rule also applies to parent activities. No foods that are prepared at home may be served at program functions. This is to protect parents and children from illness.  Please be sure that all food brought to or served at parent activities are commercially purchased and individually wrapped.
FIELD TRIPS
Field trips will be scheduled throughout the year.  Volunteers with the greatest number of hours and TB clearances will be given first priority in accompanying children on field trips.  Other parents must be given the opportunity to attend a field trip before a volunteer can attend a second time.  
Pedestrian Safety
Children must use crosswalks and observe traffic conditions at all times for their personal safety.  Children must be reminded to look both ways before crossing the street.
Full Day Program 
Children are required to bring the following items:
1.  Small Blanket and /or crib sized sheet.  
2.  3 complete sets of clothes (including socks and underwear).
WHEN YOUR CHILD IS ILL
If your child is brought to the program when sick, or becomes ill while here, we will require that she/he be taken home immediately.  Parents or authorized adults will be expected to pick up their children if called within thirty (30) minutes of contact being made.  Your child is not well enough to be in class if any of the following symptoms are noted:
· A temperature over 100 degrees
· [image: j0232137]A sore red throat, even if no fever is present 
· An earache 
· A deep hacking cough 
· Severe congestion 
· Difficulty breathing or untreated wheezing 
· An unexplained rash 
· Vomiting (more than one time in 24 hours) 
· Diarrhea (more than two times in 24 hours) 
· Complaints of a stiff neck and headache with one or more of the above symptoms (be sure to contact the doctor)
· Thick, green drainage from the nose, along with sinus pressure, fever or fatigue
· Seizure 
· Yellow discharge from the eyes 
· An unusual yellow coloring to the skin or eyes 
· Lice 
· A contagious disease (be sure to contact us) 
· Conjunctivitis (Pink eye)
· Any infectious disease diagnosed by your doctor
· Your child is overly tired or emotional		
Children are screened upon arrival and will NOT be admitted if they appear contagious.  Parents need to keep their children home when they are not feeling well and show signs of any of the above illnesses. If your child contracts a contagious disease, please contact the provider immediately.
IMMUNIZATIONS 
State law requires children entering care and elementary school to have all necessary immunizations. During your child's time in the program, we will work with you to make sure that your child is completely caught up on all required immunizations.  We expect that you will work with us on the immunization plan for the safety of all children in the program. An up-to-date immunization report must be complete and on file before a child can be admitted. 
EMERGENCY SAFEGUARDS
[image: j0283654]Program employees will make every effort to provide treatment and contact a parent or guardian in case of an accident or emergency.  Prior to enrollment, parents will be required to fill out an EMERGENCY INFORMATION/MEDICAL RELEASE form that includes parental/guardian consent for emergency treatment.  A qualified staff person will provide first aid for minor injuries.  For more severe accidents, the parent will be 
contacted to give permission to transport by ambulance or other means. If no contact is
 made, Paramedics will be called and the child will be transported by ambulance to
the nearest hospital.
MEDICATION POLICY
Medication can only be administered if:
· [image: j0283639]The medication is in its original container with the label, name of  medication, dosage, child’s name, physician name and telephone number;
· Written permission is received from the Doctor;
· A written prescription is on file;
NUTRITION
Food Program
Breakfast and Lunch (am session) or lunch and snack (pm session) are provided daily to children enrolled in the program.  The children are enrolled in the CACFP federal food program and the program offsets the cost of some foods served to the children. A breakfast, healthy snacks, lunch, and dinner is provided when children are present during meal service times.  Meals are served family style.  Children are encouraged to serve themselves and taste the variety of food provided.
[image: j0343359]Meals are varied and reflect the ethnic backgrounds of the children.  All meals comply with Federal U.S.D.A. Nutrition requirements. 
 Nutrition policies include the following:
Children set their own places before meals and clean up when they are done.
Children are encouraged to have at least one serving of each food on their plates. 
Meals are served family style and children may serve themselves.
It is important that you notify us of any food allergies your child may have. A ‘Food Substitution Form’ must be completed by a physician in order for your child to receive a substitute product or meal.
[image: j0344833]TOILET TRAINING
Children are accepted into the program even if they are not toilet trained. 
The staff will work with the child and parents on age appropriate techniques. 
 No pull ups will  be allowed.
EMERGENCY DRILLS and EMERGENCY EVACUATION OF THE PROGRAM
Both earthquake and fire drills are conducted regularly. In case of an ordered evacuation, a notice will be posted at the door stating the directions to the facility where the children will be relocated.  Staff will remain with the children at all times. In addition, the parents will be notified of the evacuation as quickly as possible.
CONFIDENTIALITY
Information is gathered so that program staff can completely understand the needs of your child/family and work together to meet those needs.  All information obtained from you is completely confidential. At the end of the school year, regulations require records to be locked up for seven (7) years, and then destroyed.   Except for your local school district, records will only be sent to other agencies with written permission from the parents or legal guardian.  Only the parent(s) or guardian(s) signing the enrollment form will have access to the records.
COMMUNICATION
[image: j0232650]Notes and flyers will be distributed during the year to inform you of activities, meetings, community events, health information, your child's individual  development, etc.  
Please check the parent board and child’s cubby daily to pick up important program information.
The weekly food menus, community flyers, lesson plans, and any other pertinent information will be posted on the parent board for your information.

PROHIBITION AGAINST RELIGIOUS INSTRUCTION OR WORSHIP
The United States Supreme Court ruling requires public schools and government funded programs to ensure all children and families enjoy religious freedom and the separation of church and state. The program is open and accepting of students and families of all faiths and of no faith.
Teachers may instruct students and parents about the historical, contemporary, and cultural aspects of holidays as part of an objective, anti-bias and secular education program.  Staff will make every effort to ensure:
The content of special events, programs, and the general curriculum is primarily secular, objective and educational and does not focus on any one religion or religious observance.
· Such events do not promote or denigrate any particular religion, serve as religious celebration or become a forum for religious devotion.
· A classroom environment that embraces diversity, including freedom of religion and non-religion.
NOTE:  STUDENTS AND PARENTS WILL HAVE THE OPTION OF EXCUSING THEMSELVES FROM PROGRAM ACTIVITIES IF PARTICIPATION IS AGAINST THEIR RELIGIOUS BELIEFS.

REQUIRED REPORTING OF SUSPECTED CHILD ABUSE
The State of California requires all employees working in child development programs to report all “suspected/possible” physical, emotional, and/or sexual abuse to the Child Abuse Registry.  The penalty for employees NOT reporting suspected abuse cases is a fine and/or imprisonment.  As mandated reporters the staff must report all suspected/possible cases of abuse.
· If a child arrives with bruises or appears neglected, at risk, or sexually abused, program employees are mandated to call the Child Abuse Registry and/or Police Department.
· It is the responsibility of the County Department of Social Services to investigate and determine if a child has been abused.
LATE PICK UPS OR DROP OFFS
Being left at school beyond closing time can be a frightening experience for a child. Children arriving late are at a disadvantage and are sometimes confused about what they are expected to do.  The staff try to be as supportive as possible, but it is a situation we want to avoid.  Children must attend according to their contracted hours.  If someone else is bringing your child, it is still your responsibility to have him/her dropped off or picked up at the scheduled time.  Parents who find that they must be late because of an emergency will need to call the program. It does not excuse the late arrival or pick up. If patterns of late arrival and or late pick up exist, staff will schedule a conference with the parent to stress the importance of regular and punctual class attendance.  Late arrivals and late pick up will be documented and kept on file.  Resources, referrals or other services will be made available for specific family related issues. If you continue to be late after the conference your child may be terminated from the program.
When a child is left past the center’s closing time the following procedures will be in place:
1. Attempts will be made to contact the parents/guardians
2. Attempts will be made to contact all persons listed on the emergency card
3. If a child has not been picked up within 30 minutes of closing and no one on the emergency card can be contacted, Police may be called.
4. Parents may be charged a late Pick-Up fee.
[image: C:\Users\Cindy\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\9TAVMQBQ\MC900389390[1].wmf]OPEN DOOR POLICY
Brighter Beginnings in Child Care staff welcome you to the program. Assisting children and their families to improve the quality of their lives is part of our mission. Please let us know how we can help you. Together, we can make this a successful year for all the children and families enrolled in the program.
















Memorandum of Understanding


Date: 						



I, ________________________________________   and ____________________________________________

 parents of  ________________________________________________________________________________,

have read and reviewed all of the rules and regulations, and licensing requirements of the program, including volunteer, attendance and tardiness procedures, of Brighter Beginnings in Child Care.  I understand that I will work together with staff and am responsible for following all of the requirements of the program. I further understand the expectations of the required forms needed for enrollment and will ensure that all required forms are complete and signed at enrollment.



Parent/Guardian Signature _______________________________  Date _____________      



Parent/Guardian Signature _______________________________  Date ______________











This form shall be retained in the Family File
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