Little Sprouts Preschool LLC

Welcome to Little Sprouts Preschool LLC. The purpose of this handbook is to outline the policies and procedures under which we operate as a licensed childcare center. We give the children in our care opportunities to learn in a smaller setting with a mixed age groups, where they can feel safe and loved, and can begin to build a positive self image. Your child will receive quality personal and individualized care in a warm and loving environment. Your questions and comments are important so we can achieve the very best experiences for your child. Children will not be denied enrollment on the basis of sex, race, religion or disability. 

Hours of operation: 
 Full day care:  7:30 am to 5:30 p.m. Monday through Friday.
Drop in care:  9:00 am – 12:00 pm   
Enrollment Requirements:
The following forms are required by the state of Colorado and need to be completed prior to placement. 

1. Registration form signed by parent or guardian. 

2. Medical statement signed by Dr.

3. Completed record of immunizations. 

-We ask that all children are up to date on their immunizations. Children who have not been immunized will not be accepted into the center.

4. Emergency Contact form 

5. Medical Emergency Treatment form

6. Annual Consent forms (for emergency medical treatment, media use, sunscreen, transportation, fieldtrips and activities) 

7. Signed Contract. 
Note: All forms must be updated at least every year or sooner according to need. Also the registration/processing fees must be paid, prior to admission. A position will not be held if the above requirements are not made. 

Meals: 
Morning snack will be served. Please do not send food (half-eaten breakfasts, candy found in the car, etc.) or gum to school.
Special Diets: 
If a child has a particular dietary need, substantiated by a medical evaluation, we must be informed and given a doctor's note. Substitute meals or snacks may then be brought from home.

Payment:

Drop in care is offered from 9:00-12:00.  The cost is $35/day.  Payment must be made through the portal when you reserve your child’s spot.  Your spot is not confirmed until payment is made.  
If you are not able to attend a paid scheduled day, and you let us know in writing 24 hours ahead of time, you may receive a credit to be used for a future day.  If you do not provide 24 hours notice and are unable to attend, you will forfeit your payment.
There are a limited number of spaces available. No refunds are given for late arrivals/early departures 
Late Fees:

$5.00 for every 15 minutes or any part thereof.   All late fees will be due upon pick up. 

Extended time:  
Our hourly rate is $15 per hour or any part thereof.  Arrangements must be made ahead of time and approved by management.   
Pick up policy: 

No one other than parents or designated persons will be allowed to pick up your child without prior written notification.  Anyone other than a parent or guardian will be asked to show photo identification (without photo id, they will not be allowed to pick up your child.)  If there is a court order keeping one parent away from the child, we must have a written note from the custodial parent on file.  Otherwise, we cannot prevent the non-custodial parent from picking up the child.  

Special needs/ ADA   
At Little Sprouts Preschool, we believe that all children should have the opportunity for quality care. Our staff will assess each child to see if we can meet their needs. We will do all we can to accommodate and integrate each child into our outlined program. Two weeks' notice will be given if we feel that we do not have the proper training to accommodate the special needs of your child. Two weeks' notice may be waived if your child is a direct threat to him/herself or others. 

Personal Belongings
Bins are provided for children’s personal belongings.  Please be sure to label water bottles clearly with your child’s name. We ask that you please not bring any personal toys as we provide plenty of activities for your child. We are not responsible for any toys that are brought into the center.

Behavior Management and Discipline:
The rules of the daycare are explained and modeled for the children frequently. We believe that love, consistency, and fairness helps us to achieve the desired results.  Once a child understands the rules, but needs reminders, the following developmentally appropriate guidance techniques will be used.  These techniques are as follows:
· Positive Reinforcement:  The child will be encouraged when they are demonstrating acceptable behavior.

· Redirection:  The child is redirected to another activity and given an opportunity to try again at another time.

· Time Out:  The child is separated from the group for a child-regulated period of time (1 min for each year of their age, max of 5min.)

· Last resort:  When a child’s behavior is continually upsetting or dangerous to others, or myself, a conference will be called with the parents.  If the problems can’t be resolved, arrangements will have to be made for care elsewhere.
Medication:

*****We do not administer medication of any kind*****
(With the exception of an EpiPen in a life threatening emergency)

If your child is prescribed an EpiPen, please let us know and fill out and EpiPen Waiver
Healthy children
In order to provide a safe and clean environment for all children at Little Sprouts, we ask that you please do not bring an ill child to our center.  We reserve the right to refuse ill children, and if a staff member notices signs of an ill child, the parent will be called and asked to pick up the child. Children with lice are not permitted to stay and we do have a “no nit” policy”

 

The following are guidelines of symptoms of children considered ill:
· a temperature of 100 degrees or higher
· Red, watery eyes (pink eye)
· Undiagnosed rash
· Excessive runny nose/ sneezing
· Excessive cough
· Sore throat
· Vomiting within the past 24 hours
· 2 instances of Diarrhea
Emergencies:

In the event of a medical emergency, fire, or natural disaster, We will take immediate steps to ensure your child’s safety and will contact you as soon as possible.  The following steps will be taken in the event of an emergency:

· A phone call is made to 911

· Child’s parents (or emergency contacts) are called, if at all possible.

· Child and health records are taken to the nearest emergency service provider.







It is extremely important that the emergency contact information is up to date and all information is correct.  If you are not at your normal location on any given day, please leave a number that you can be reached at.

Minor bumps and scratches are inevitable, but we make every effort to keep the children safe through supervision and childproofing. Minor injuries will receive appropriate first-aid, and if emergency injury or illness occurs, you will be contacted as soon as possible. If necessary, your child will be transported to the nearest medical center by ambulance. Parents are responsible for all costs involved in emergency medical treatment, including transportation if required. The owner of Little Sprouts Preschool LLC will not be held liable for any illness/injury of either parent/guardian or child while on these premises, or while the child is in the company of the provider during field trips or outings.

Child abuse: 
We are required by law to report to the local Social Services Office any suspected physical, emotional, sexual abuse or neglect.
FAQ

Do I have to make reservations?​

· Yes.  Reservations are required.   Space is limited to 8 children in our drop-in program.   Registration paperwork must be completed and returned to us prior to attending for the first time.  

​

Do children have to be potty trained?

· Children who attend our center MUST be fully potty trained

What age does my child need to be to attend Drop In care?

· Our Program is designed for children aged 3-6.

What will I need to bring?​

Your child will need to bring a change of clothes and a water bottle labeled with their name
​Will we administer medication?  ​

Little Sprouts Preschool may not administer any medication

A final note: 
We are always open to suggestions and feel communication a very important part of this business. If there are any problems or concerns, we encourage you to talk to us about it. If a lengthy conference is needed, a time that is convenient to both of us will be scheduled, as the other children still need our attention during business hours. Thank you for the opportunity to work with you and your child.  

