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    Parent Handbook

                                                        Revised 2013
Letter to Our Parents
La Kid’z Academy Childcare Center is a state-licensed child care facility here in Atlanta. Our facility provide a safe, happy, high quality environment for Infant, Toddler, Preschool, Pre-Kindergarten, and School-age children

________________________________________________________________________________

     Welcome!!
Dear Parents, It is our mission to provide quality care for children and families here in Atlanta and surrounding areas. Our learning program exists to provide infants to toddlers & preschoolers to school-age children with a warm, loving environment where he or she can feel safe, secure and happy. Our staff members are carefully screened and certified in early childhood education. La Kid’z Academy is licensed and adheres to the highest standards of security, safety, cleanliness and teaching. Our classrooms reflect the spirit of children and support their developmental needs. We prepare the environment so that it offers stimulating, challenging materials and activities. Every day we work to make education fun!! We provide excellent childcare and affordable rates to our families. We work in partnership with parents and families to build mutual understanding and always welcome your participation. Our staff is dedicated to providing the most comfortable and happy environment for your children. Our program not only stimulates educational growth but, most important, ensures love, acceptance and safety to all the children. 

Sincerely, 

LaTrice McKenzie Owner

 Program Director - 

                                                           History

La Kid’z Academy Learning Center opened in October of 2003 and consisted of just three kids in an in home daycare. Who would have thought that wanting to be home and raise two of my own kids would have took on a lifelong love of caring for other children as well. Over the course of the following years, La Kid’z Academy Learning Center formerly name A Mothers Love saw a substantial amount of growth and expansion. 
                                                          Mission Statement

La Kid’z Academy Learning Center staff will strive to provide the Highest Quality Childcare and Educational Service that promotes the physical, social, emotional and cognitive in which it enhances each child’s development; while assuring our parent’s peace of mind in the care and service we render. 

                                                           Philosophy 
La Kid’z Academy Learning Center provides a safe, nurturing and developmentally appropriate program which fosters active learning, support for the whole child, in a child friendly environment. 

We foster innovation. 

We embrace team work. 

We strive for excellence. 

We respect and support families. 

We commit to service at all levels. 

We respect and appreciate diversity. 

We actively listen and seek to understand. 

We communicate openly and productively. 

We use resources creatively and responsibly. 

We abide by the NAEYC Code of Ethics and Statement of Commitment. 

La Kid’z Academy Learning Center Vision is to provide authentic quality childcare that specializes in the needs of educational services around our community that families can afford.

At La Kid’z Academy Learning Center, we are building for their future! 

REQUIREMENTS FOR ENROLLMENT

During the enrollment process you’ll receive a checklist which covers requirements for enrolling your child into our program. This must be followed in order to complete the enrollment process. All paperwork including immunization must be received before your child may start unless otherwise given a date to complete and return forms. Georgia law requires documentation if your child does not receive regular scheduled Immunization. It is the parents’ responsibility for supplying and updating accurate information to the center. 

Do be advised Parents/guardian must escort your child at all times into and out from the center daily. We practice an “open door policy” Parents have the right to access the facility where your child is involved in regularly scheduled program, at any time. Parents /guardian visiting will be required to make their present known upon arrival, by signing in/out on our visitor’s list. A member of staff will assist you with a name badge to be worn during the time of your visit. Please also note visitor are required to wash hand before entering into a 

Classroom. 

CURRICULUM
We incorporate preschool curriculum into our daily activities for fun and to prepare the older children for school. We use a board range of learning materials and toys for age appropriate development of the child. We are always looking to Continue Educational course to staying abreast of latest developments. 
HERES WHAT WE BELIEVE …..
Teachable moments happen many times throughout the day. We strive to help our teacher recognize those moments and utilizes them. Learning should be about the process and not the product. Activities should focus on whole child and help the child develop socially, emotionally, physically and as well intellectually.
Children are all unique and learn at varying times and rates…. Most importantly their earlier years of learning are carefree and should begin with play!!!
PROGRAMS
There are 5 childcare programs offered at La Kid’z Academy. They are: 

• Caterpillars 12 to 24 months (toddler1’s)

• Butterflies 24 months to 36 months (toddler2’s)

• Bumblebees 3 years to 4 years (preschool) 

• Dragonflies 4 years to 5 years (private pre-k)

• Wise Guys 5 years to 12 years (after school/summer camp)

In addition, La Kid’z Academy provides half-day preschool programs to children ages three to four years. 
HOURS OF OPERATION:   

 (New hours effective Jan 2, 2013)

JANUARY - DECEMBER
MONDAY THRU FRIDAY:

 6:00 am - 6:00 pm  
DAYS CLOSED

Holidays are still paid as part of regular tuition fees when fall on a week day, these include the following: Parents are encouraged to have backup care in the event they need child care on days center observes/closed. Please review these dates and plan accordingly
	MONTH                 
	  DATE
	DAY OF WEEK
	HOLIDAY

	January 
	         1
	     Wednesday
	New year’s day

	May
	        26
	      Monday
	Memorial day

	July 
	          4
	      Thursday 
	 Independence day

	September
	          1
	       Sunday
	 Labor day

	November
	         11
	       Monday
	  Veteran’s day

	
	          27
	      Wednesday
	 Thanksgiving day

	
	          28
	       Thursday
	 Thanksgiving 2

	December
	          24
	       Close early
	Christmas eve

	
	          25
	       Wednesday
	Christmas day

	
	          26
	        Thursday  
	Day after Christmas

	
	          31
	        Close early
	New year’s eve


HOURS (BREAK DOWN)
1-5 HOURS: Par time 5-10 HOURS: Fulltime          

OVERTIME
SCHEDULED OVERTIME: $ 8.50 PER HOUR (pre-approval 1day advance notice)
UNSCHEDULED OVERTIME $ 10.50 PER HOUR (arriving before scheduled- w/o 24hr notice)
TUTITION IS PAYABLE WEEKLY ON FRIDAY FOR THE FOLLOWING WEEK(S)

                    Ages served 12 months – 12 years
                                Toddler I - Toddler II $135

                                  Preschool - 3 to 4yrs $ 125

                                      Daily rate: $27 -$30

                                      Afterschool – 5 up $ 75                  
                             Summer camp -$85
REGISTATION FEE

At the time of acceptance and enrollment there will be a $25.00 registration fee. This charge is an annual non-refundable fee due at the end of your child’s annual enrollment, in the event your child does not start care with us the registration is none refundable by default.

EARLY/LATE CHARGES

 Your child’s Schedule is important to us and in helping to manage proper care we ask that you do not exceed your contracted time slot. If the need arises please inform center staff as soon as possible, please be advised you will be charged a higher fee. It is imperative that you follow your schedule to avoid late fees or other action resulting in loss of childcare 1 min late after closing/ contract schedule parents are charged late fees as follows.

$5.00 up to $20.00 hourly for late pick /unapproved overtime (not scheduled)

(Note: $5every fifteen min increment)

                                               SUBSIDIZED CHILDREN:

PAYMENT WILL EQUAL BALANCE DUE ON DAILY RATES LESS WHAT DFCS WILL PAY, PAYABLE ON FRIDAY FOR THE FOLLOWING WEEK

DFCS WILL NOT PAY FOR EXTRA HOURS OR LATE FEES-YOU ARE RESPONSIBLE FOR ANYTHING OVER CONTRACTED TIME
PAYMENT PROCEDURES

WE HAVE A STRICT NO PAY-NO STAY POLICY

      You may pay by cash, credit or debit, or cashier checks as we do not accept checks. A record of your payment may be requested (end of year statement) at tax time. If it is easier to pay every two weeks, talk with director to make arrangements. Tuition and daily rates are to be paid in advance on Friday for the following week, or paid no later than the first day of care at drop off. Your childcare fees are paid to reserve childcare slot, whether or not the child is in attendance the fee is not transferable when absence during the week. Realizing as a parent ourselves, you have every intention of paying, but sometimes other situation may prevent you from making timely payments, please be advised tuition fee ensures that the child's spot is held for him/her and cannot be guaranteed without payment. 
SIGN IN/ SIGN OUT

It is mandatory each day that parents remember to sign in and out when child is in attendance; the parent is required to sign his child (ren) in, noting the time arrived. This is to be followed by signing the child (ren) out when they leave. A sign-in/out pad, pens, and a clock are all located at the front entrance. Please do not enter your child’s class until you have signed in or out.

RELEASING YOUR CHILD
It is our normal procedure to release the child only to his or her parents or someone else the parents designate. If someone other than the parent is to pick the child up, please notify the center ahead of time. A verbal notice is fine on that day if this person is on the list of those authorized to pick up your child. If the person is not on that list, the director or staff must have written permission to release your child.

One of the forms you are required to complete designates who may pick the child. Those on the list should also be people that La Kid’z can contact when unable to reach you in case of an emergency. Please make sure contacts that are listed have proper ID. Parents/guardians are still responsible for all charges & fees applicable, accrued damages or inappropriate behavior that may occur while in our faculty.

RELIGIOUS PRACTICES
La Kid’z Academy feels that religious teachings should be left up to the parents. 

We also usually have parties at Christmas, Easter, Halloween, etc. If you do not wish to have your child participate in these, please let a member of staff know
NONDISCRIMINATION

It is the policy and commitment of La Kid’z Academy Learning Center that it does not discriminate on the basis of race, age, color, sex, national origin, physical or mental disability, or religion we are an equal opportunity employer. 
MEALS AND SNACKS

La Kid’z serves Breakfast, Lunch, AM and Afternoon snack

Times served:

Breakfast:             7:30 - 8:00 am
AM Snack             9:30 - 10:00 am
Lunch:                 11:30 - 12:00 pm

Snack:                    2:30 – 3:00 pm 

Please do not send Sugary snacks, candy, or fast food for your child to daycare. You may send healthy snacks and juices suggested on our snack list given for class project or celebration.

Meals and snacks are provided only during the meal times stated above. We serve fresh fruit and vegetables, 100% fruit juice, and 1% milk. All meal plan menus are thought out completely for a well-balanced nutritionist meal feeding their whole mind and body. Children using Sippy cups will need three disposable cups daily or three Sippy cups labeled with your child’s name. Non disposable cup will be sent home with parent for cleaning daily
Please list all allergies to foods etc. on the allergy forms provided; parents should also keep up to date information on upon any changes.You may provide snacks for child's birthday, please speak with your child’s teacher for approved items snack list.
OUTDOOR PLAY

Please dress your child appropriately for the current weather, and in play clothes (with shoes that adequately protect the feet and are not slick-soled -- tennis shoes are a good choice). When the weather cooperates we will spend time outdoors, ranging from a walk to more time spent outside as the weather permits.

NAPS

All children under the age of five are required by state law to have a rest time. La Kid’z will provide a safe, warm, quiet place for resting. Blankets are to be provided by parents; children two and older will sleep on a mat, cots or sleeping bag in the quiet room. All children 12 months and older will have separate assigned cots / mats that’s cleaned twice a week or as needed.
DISCIPLINE POLICIES     

This statement sums up our policy: "Punishment that is humiliating, belittling or physical punishments are prohibited. La Kid’z Academy has a zero tolerate for these form of punishment and will never be used by staff member, even at the request of the parent.
Furthermore La Kid’z Academy stresses two main patterns of behavior: respect for other people, and respect for property. As a result we don't allow children to hit or shove on one another or verbally abuse. We encourage them to treat material possessions (La Kid’z property or theirs) and others with respect. We pride ourselves on re-directing children effectively with firm communication skills …For example, books are for reading, not throwing, or toy brooms are for sweeping, not for banging.
Occasionally children do not behave in respectful ways, and this is somewhat expected. When it does arise staff on duty reminds them of the proper behavior. If the behavior is repeated, and the child has been given reasonable amount of corrective direction he/she may be asked to sit in "the thinking tank" a chair used for re-directing/reflection. 

The amount of time a child sits in "the thinking tank" varies according to his/her age. Most parents agree that one minute per year of age is the most effective length of time, but this amount could be extended under certain circumstances.
Unless the offense involves hitting or otherwise physically abusing another child we typically do not call parents at work. 
TOLIET TRAINNING

While La Kid’z aid parents in the process of potty training for children under the age of Three year old, if your child is ready to begin toilet teaching, parents are responsible for starting this teaching at home. La Kid’z Academy staff will follow through and encourage your child while in care. Please keep in mind that the activity level here can distract your child from responding to an urge to use the potty, more so than at home. Therefore, staff will continue to use diapers or pull-ups until your child can and will announce that he/she must use the bathroom (not just at home, but here, also) and can control his/her bladder and bowels for a few minutes beyond that announcement. 

CHANGE IN SCHEDULE 
Your childcare is based on contractual times needed for care weekly; as a result any changes in your child’s schedule should be made in writing,  and is based on availability and must be approved by director.
ILLNESS

. 
La Kid’z Academy will not care for children who are feverish. If he/she vomits or had diarrhea within the last 24 hours please keep child home. If he/she has a green discharge from nose child must be on an antibiotic for 24 hours before he/she can attend. If your child is not feeling well, do not give Tylenol to mask symptoms, there may be serious side effects, our staff needs to be on notice and aware of any medication given prior to arrival. If your child throws up the night before and seems fine the next day, chances are he or she is more than likely still contagious to others. You must wait 24 hours and or bring in sign doctor excuse. All the children use the same toilet and washroom and they often "mouth" or touch the same toys, it is very difficult to keep a sick child from infecting everyone else therefore if child presents any of the following illness/disease or symptoms director will contact parents/emergency contact by phone for pick-up immediately.
Illnesses are defined as: 

**Fever of 101 or higher
**Conjunctivitis (pink eye) or "cold in the eye" 

**Flu 

**Unusual rash 

**Severe cough 

**Rapid breathing or labored breathing 

**Severe cold (green /yellow discharge)
**Vomiting 

**Yellowish skin or eyes 

**Diarrhea 

**Head lice 

Notifying Parents of Contagious Communicable Disease or illness. If child is exposed to a communicable disease La Kid’z Academy Learning will notify parents by letters as well as posting can be viewed on parent information board.
La Kid’z Academy will not accept your child if any of the above symptoms are present or have been present within the last 24 hours. If the child shows any of the symptoms or communicable diseases while in care, staff will remove from the group to safe area and notify the parent or emergency contact to pick up the child. 
Parents have one hour from time of notification to pick up the child, before staff members contact other emergency contacts listed on enrollment. The child may return 24 hours after a temperature has returned to normal, 24 hours after the child is no longer vomiting, or 24-48 hours (depending on the illness see communicable diseases chart posted) after the first dose of an antibiotic. If a child receives an antibiotic for an ear infection he may return to day care immediately if he has been free of other symptoms mentioned for at least 24 hours. In event of a known communicable disease outbreak- occurrences will be posted for parents viewing and/or letter sent home. Child care will not be prohibited if he has only a mild cold (e.g. sneezing light clear runny nose or mild cough), and is able to participate in the day's activities.

MEDICATION

La Kid’z Does not administer medicines to children in our care. 

If your child is on or takes medication, it must be administered by the parent/guardian before arrival or parent/guardian may administer while at day care. If parents/guardian administer while at daycare all medicine must have child’s full name, dates and time to be given on the label. In the event of adverse reaction parents will be contacted immediately and or call 911, staff members on duty will document the incident. Under no circumstance will La Kid’z Staff members be allowed to administer medicines or held liable for side effect as of result.  

INJURIES AND OTHER EMERGENCIES

Minor cuts and abrasions suffered while at the center will receive proper care -- specifically, washed with Luke warm water and properly bandaged. We may apply tropical antibacterial ointment each treatment will be logged as to how, when, where and location of injury occurred. 
If a medical emergency arises, director or staff member will contact the parent first, but the child’s health & safety take precedent so director or staff on duty will take necessary steps, putting the child first (calling hospital, doctor, poison control, police etc.). If life threating, your child may be transported to the nearest hospital (Scottish rite) via ambulance.  
Director will contact parents and or any other emergency contacts enlisted. In the event of a fire, severe weather, gas leaks, bomb etc. Staff will evacuate all children from the building immediately (4 exits are available) and gather outside at check point, account for children, check that everyone is out and accounted for. 
Director will contact parents after contacting the proper authority. Routine Fire & Safety Drills are practiced monthly so the children are familiar with safety and protection practices. Center has written emergency plan posted on the parenting board. 
WEATHER-RELATED CLOSINGS

La Kid’z Academy will remain open during most bad weather. The Director/Assistant Director will monitor local news stations to determine when it is appropriate to close the center early or cancel care in the event of: Tornado, Serve thunder storm, Flood, snow storms or other threatens weather. La Kid’z Academy may close early or cancels care for the following day; parents will be contacted first, staff will continually monitor the safety of children and all other practices. Children should be picked up immediately to ensure all parents, children, and staff can travel safely home. In the event of an emergency “Emergency plans” have been developed and is posted in each class room for parent viewing.

SUBSIDIZED CHILDCARE PROGRAM

IF YOU BELONG TO THIS PROGRAM YOU ARE AWARE THAT YOU CHOOSE YOUR PROVIDER, YOU ALSO ARE RESPONSIBLE TO FILE ALL PAPERWORK NEEDED FOR APPROVAL, CHILDCARE ENROLLMENT AND FOR CONTINUING CARE.

LOCAL OFFICE FOR THIS PROGRAM IS:

  NEAREST DFCS OFFICE 

CENTER RULES REGARDING SUBSIDIZED CHILDCARE

DFCS PAYS FOR REGISTRATION FEE, WHICH WILL NOT BE REFUNDABLE FOR THIS PROGRAM.
YOU PAY YOUR CO-PAY PLUS ANY DIFFERENCE BETWEEN WHAT DCFS PAYS AND ACTUAL FEE CHARGES.

PAYMENTS FROM YOU ARE DUE ON FRIDAYS FOR THE FOLLOWING WEEK, ACCORDING TO THE SCHEDULE OUTLINED IN THE HANDBOOK.

YOU ARE RESPONSIBLE FOR ANY LATE FEES OR LATE PICKUP CHARGES AS OUTLINED IN THE HANDBOOK. DFCS ONLY PAYS FOR ACTUAL TUTITION.

THEY WILL ONLY PAY FOR ONE SHIFT PER DAY, FIVE DAYS PER WK.

 YOU ARE RESPONSIBLE TO PAY YOUR CHARGES WHEATHER OR NOT YOUR CHILD IS PRESENT AS OUTLINED IN THE HANDBOOK.  

UNTIL APPROVAL IS RECEIVED FROM DFCS THAT YOU ARE ON THE PROGRAM YOU WILL BE RESPONSIBLE TO PAY FULL TUTITOIN AS OUTLINED IN YOUR PARENT CONTRACT.IF YOUR APPROVAL ENDS AND YOU HAVE FAILED TO REAPPLY IN TIME FOR CONTINOUS COVERAGE YOU WILL BE RESPONSIBLE FOR FULL PAYMENT UNTILYOU RECEIVE APPROVAL AGAIN.

DFCS GIVES YOU TIME PLEASE BE SURE YOUR REMINE ELIGABLE. FAILURE TO DO SO MAY RESULT IN DFCS IMMEDIATE TERMINATION. 

IF THIS HAPPENS AND YOU WISH TO REGISTER AGAIN AT A LATER DATE, YOU MAY NEED TO PAY 1 WEEKS AVERAGE TUTITION AS A DEPOSIT PLUS ANOTHER NON-REFUNDABLE $50 REGISTRATION FEE.

TRANSPORTATION/EMREGENCY TRANSPORT 
Routine transportation will not be provided at this programs as well as we do not plan outside field trips. All transportation to and from the center is parents responsibility. La Kid’z Academy will call 911 for all Emergency transportation. 
CHILD NEGLECT AND ABUSE

(1) The director or designated person-in-charge is mandated reporter of abuse, neglect and or communicable disease: 

(a) Child Abuse, Neglect or Deprivation. Suspected incidents of child abuse, neglect or deprivation shall be reported to the local County Department of Family and Children Services in accordance with state law.
(b) Communicable Diseases. Any cases or suspected cases of notifiable communicable diseases shall be reported to the local County Health Department as required by the rules of Bright from the Start regarding Notification of Disease
DIAPERING AREA & PRACTICES 

Infants and children shall not be left unattended while being diapered or having their clothes changed on the diaper changing surface. 

(c) Any items which might harm a child must be kept out of a child's reach. 

(4) Supplies. The following items shall also be provided at the diapering area: liquid soap, individually dispensed, single-use hand towels, single-use wash cloths, and covered storage container for soiled items. 

(5) Hygiene. Staff shall wash their hands with liquid soap and warm running water immediately before and after each diaper change they perform. Staff with diaper changing responsibilities shall not be simultaneously assigned to kitchen food preparation duties. 

(6) Location of Diapering Area. The area used for diapering shall not be used for food preparation. It must be clear of formulas, food, food utensils and food preparation items.

ITEMS NEEDED
Extra change of clothes labeled with your child’s name

Your Child’s daily care items such as wipes, diapers creams, etc.

TERMINATION OF CARE

If for some reason you decide to discontinue care, La Kid’z Academy requires a two-week written notice. Payment is due for the two-week notice period whether or not the child is brought to daycare. Any outstanding fees must be paid on or before the child's last day. 

If La Kid’z Academy is no longer able to accommodate your child for one reason or another, Director/assist director will give you a two-week notice, if possible.  There might be a time when immediate termination could be warranted, and as both parties understand it is not easy to find affordable quality day care, it is very important for policies to be understood and abided by. 

Examples of terminating care with or without notice include:

(But may not be limited to) 

**Failure to complete required forms. 

**Lack of parental cooperation. 

**Failure of child to adjust to the center after a reasonable amount of time. 

**Center inability to meet the child's needs without additional staff

**Lack of payment

**Lack of respect for the staff or other children, by the parent or child 

** Violence upon any person or child
Acknowledgement of Policy and Procedures Handbook
Please be advised that by signing you acknowledge our policy and procedures and furthermore agree to abide by rules and guidelines stated herein.
Signature _________________________date_______________
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