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University on Princeton
Infant and Toddler Care 
 “Dedicated to the care and needs of infants and toddlers.”
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Parents and Guardians

Welcome to University on Princeton Infant and Toddler Care (UP).

 We are excited to have you and your child join us. 

UP is an infant and toddler childcare facility, licensed for up to eight children under the age of 2 with the State of Montana Department of Public Health and Human Services. The facility is also credited with the following affiliations and credentials:

· Grandparent childcare Program

· Partners / cooperative work with Outreach Programs

· Partners with Early Head Start (EHS) since 2016

· University on Princeton Street is currently Star 4 level working on Star 5.

We have provided childcare in the community for over 28 years.

 It is our observation that infant and early childhood is a unique, impressionable, and valuable stage of life. It is our responsibility and commitment, as caregivers, to provide a safe, healthy, nurturing, and responsive environment for your child. 

We strive to recognize and respect the unique nature and potential of each child. 

Family life is of utmost importance in childhood development. In light of this, we consider both the home environment to bring about a collaborative relationship care and trust with the families we serve. We respect individual family values and the dignity, culture, customs, and beliefs of each family. We participate in building family support networks and encourage positive child and family interaction with our own staff, other families, community resources and professional services.

It is our commitment to provide the highest quality of infant and toddler care services possible to foster your child’s well-being and development.   

Once again, Welcome to University on Princeton! 

Introduction

This Booklet and agreement contains information about the services University on Princeton Infant and Toddler Care provides for you and your child. 

It outlines our infant and toddler care philosophies; provides information about the care services we offer and what you as parents and guardians can expect from us.

This also outlines what we at UP, expect from you and how we will work together in a collaborative effort to provide the best child care possible for your child.

We encourage you to read the booklet thoroughly. It is important that you understand each provision of the services, expectations and representations. The agreement, which will be signed by each party, is based upon the provisions of this document.  

The booklet is intended to act as a reference and guide to the services we provide. We ask you to keep this for your information and personal reference.  

If you have questions concerning our philosophies or services please present them to us and we will be glad to respond to them.

Personal Attributes – Shelly Fischer - Director
I have been a childcare provider for over eighteen years. It was through the love of children that brought me to pursue a career in childcare and childhood development.

Childhood is a unique and wonderful stage of life – a time of enormous opportunity. It is a time when children grow, learn, strive, dream and build a foundation of life. 

We all share in the responsibility of assuring that young children get the most out of the opportunities presented to them.

As a childcare provider, it is my responsibility to create and maintain a safe and healthy environment for the children. This includes, following emergency plans, training for and, when necessary, responding with the proper first aid and emergency care.

It is my responsibility to recognize and meet the children’s nutritional needs.

During early years, children deal with three of the eight stages of socio–emotional growth. They learn to trust others outside of their family unit. They gain independence and learn self control. They take the initiative to assert themselves in socially acceptable ways. In the childcare setting, I guide and nurture this development.

I believe children learn many of their skills by doing and action. I teach through active involvement, in my care environment. Children learn through active exploration of the environment. I believe the environment I create in my care facilities invites the children to observe, be active, make choices and experiment positively.

I develop a positive relationship with each child and strive to establish a sense of trust in me.

Discipline is done in private and in a positive, supportive manner.

I maintain a collaborative relationship with family community and social support systems as identified in my Professional Portfolio. 

It is important that I focus on maintaining a very close relationship with parents and guardians in order to inform them of their children’s progress and discuss issues. I strive to keep parents abreast of future events, programs, and schedules on a timely basis. 

I provide on-going information to families about child growth, development, and learning.

From a business and organizational perspective, the program I have developed meets all governmental and regulatory statutes, rules, laws and regulations. My staff is trained and qualified to meet the challenges of caregiving. We communicate effectively and work in association with each other to provide for the needs of the children. We all participate in ongoing education, training, evaluations and programs in order to deliver quality childcare services.  

About Us….

Child Care Facility

University on Princeton Infant and Toddler Care is registered with the State of Montana as an infant and toddler childcare facility. You may contact your local Human Resource Development Council (DHDRC) if you have questions or concerns regarding the care your child is receiving. 

Tax information: 


The Tax I.D.# for UP is 81-0489655 

Diversity / Nondiscrimination
University on Princeton Infant and Toddler Care does not discriminate in providing services because of race, color, national origin, religion, gender, parental / guardian marital status, or a child’s mental or physical condition or handicap.

Contract

Infant and Toddler Care Business Days and Hours

University on Princeton Infant and Toddler Care provides services according to the following schedule:

(schedule may be changed due to work schedules, holiday changes or other affects beyond our control)  

Open:

 Five (5) days a week


 7:30 a.m.  to 5:30 p.m.

Exceptions: 

Holidays



New Years Day – January 1



Saint Patrick’s Day – March 17



Memorial Day 



Independence Day – July 4



Labor Day



Thanksgiving Day



Day after Thanksgiving

December 24

Christmas Day 
December 31
If any of the holidays listed falls on a weekend, other days may be observed in exchange for the holiday.

In signing the contract provided to you, you are responsible for your monthly tuition fees.  Holidays that fall on weekday are not credit to your account. You will be charged the full monthly rate.  

Arrival and Departure

Your child must be accompanied into the facility by an adult and placed in the care of a staff member. Please be sure to give the staff member any special instructions (preferably in writing) for the day regarding the care of the child. This is particularly important for infants and toddlers. This ensures that each child receives personal care based on his or her individual needs.

We ask that you be prompt when picking up your child from the facility. This ensures that the correct number of staff members is available to properly supervise the children. 

There is a substantial late fee for parents or guardians arriving after 5:30 p.m. for normal day care.

Late fee: $10.00 per day for each day late following the third and eighteenth of each month (NOTE: payments due the first and fifteenth of each month).

This rule will be strictly enforced.
No child will be released to anyone other than an authorized parent or guardian unless specified in writing in advance.

By law, we will not release a child to a parent or guardian who is suspected of being under the influence of alcohol or drugs, or who is by any means in a condition not conducive to proper transportation or care for the child.   

Enrollment

To enroll your child in University on Princeton Infant and Toddler Care, there are important forms that may need completion. These forms include:

Infant Information Form


Emergency Contact Form


Childcare Agreement


Immunization Form (or proof of immunization)


Medical Release Form


Enrollment Form for Child Food Program

Infant Schedule
Proper forms must be completed and returned before your child is admitted for care.

Provider / Parent / Guardian Relationship

It is important to the success of your child’s time here at UP to have a good provider / parent / guardian relationship. We encourage a close working relationship with you. We invite you to take advantage of our UP Open Door Policy. You are welcome to join us at any time during our facility open period. If you would like to participate in any one of our activities, whether it is reading, outdoor, educational or mealtime activities, you are welcome to do so.

Communication

We encourage continuous communication between the provider and the parent / guardian. A communication center is in place at UP. Please visit the center daily. It contains valuable information about the facility, your child, messages specific to your child, general facility information and other issues or pertinent information.

Periodically, we may ask for a parent conference. These are an excellent means for the provider and parent / guardian to come together on issues that may be facing your child. 

Discipline

Our definition of discipline means a positive approach of working toward acceptable behavior.

Toddlers 


At this age, discipline means guiding a child toward a desired behavior. We believe a toddler does not intentionally behave in a manner we term as adults as “good “or “bad”. A toddler is too young to see things from another’s point of view. Therefore, it is important that we guide a toddler’s behavior rather than insisting on behaving in a certain way. 

Discipline Guidelines

· Be clear by being brief.
· Re-direct behavior

· Be firm - no yelling.
· Be consistent.
· Accept the child’s limitations.
· Model expected behavior.
Screaming, hitting, neglect, threatening, frightening, insulting or other negative disciplinary measures are strictly prohibited from being used at this facility

Health Issues

Your child’s health is of major importance to all of us. UP will assume responsibility of your child when he or she arrives at the facility. However, your child may be sent home, or you may be asked to keep your child from staying at the facility if he or she exhibits symptoms of illness.

If symptoms of illness appear during the day or evening, we may request your child be sent home. In such cases, your child will be immediately isolated from the other children, and you will be contacted. If we are not able to reach you, the person listed as an emergency contact will be contacted.

We ask that you keep your child home if your child:

· Has a fever of 100.5 rectal (or 100 oral) or greater or has had a fever during the previous 24-hour period.

· Has illness requiring antibiotics yet has not been on antibiotics for at least the last 24 hours.

· Has vomited or has had diarrhea within the previous 24-hour period.
· Has pink eye (may return after receiving eye drops for at least 24 hours)

· Has symptoms of a possible communicable disease.

Please notify us if your child has a communicable disease. 

Our staff shall inform you of any known illnesses to which your child has been exposed.

We realize that you cannot take time off for every little symptom, however, in order for your child and the other children in UP to remain as healthy as possible, we ask that you adhere to these health regulations.

Our efforts to help protect your child from illness include:

· Disinfect all areas in which diapers are changed.
· Rubber gloves are worn to change diapers.
· Toys, games, other materials and instruments are regularly disinfected.
· The kitchen area is disinfected on a regular basis.
· Staff hands are washed before and after handling food.
· Hands are washed after using the bathroom.
· Paper towels are used for drying hands.
· Children toiletries are cleaned and stored in separate containers.
· Children are taught proper sanitation behaviors (covering a sneeze)

Immunization

All children at UP are required to have a record of current immunizations on file. Immunizations must be updated as the child ages and require additional shots.

Emergency Care

UP requires you to complete a written authorization to seek medical care if necessary. 

In the event of an emergency, we will attempt to contact you, the parent or guardian immediately. However, if we are not able to contact you, we reserve the right, with your authorization, to take critical care steps to assure that your child receives the necessary medical or emergency care. 

Medication Policy

Medication will be administered by parents / guardians only.
Rest Time and Naps

Rest time and naps will be administered as necessary, discussed and scheduled with the parents. 
Infant Care


Items to be supplied by Parents / Guardians

· Diapers / pull-ups

· Extra change of clothes

· Diaper wipes

· Pacifier

Meals

We serve nutritionally balanced high-quality meals. We will make accommodation for special nutritional needs and cultural / religious specific needs for meals if necessary and if agreed upon at the time of enrollment. Additional charges may be assessed in special cases. 

Meals and snacks will be served at designated times. Children who choose to not eat at the designated time will not be served again until the next scheduled meal or snack.

A menu will be posted at the beginning of the week for your information. UP is a participant in the 4 C’s childcare program.
We ask you to inform us if your child has an allergy to any of the food listed on the menu.

Meals Served

· Breakfast 7:30 a.m. – 9:30 a.m.

· Lunch 11:30 a.m. – 12:30 p.m.

· Afternoon snack 2:30 p.m. – 3:00 p.m.

Daily Programs

UP provides time for reading, verbal stories, puzzles, art, exercise, games and structured activities along with infant and toddler developmental programs   according to the child’s level. 

Some of these activities are conducted outdoors. We require that your child has the appropriate clothing and footwear for the activity.

.   

Birthdays

Birthdays are special to your child. Parents may volunteer to bring birthday treats for these celebrations. 

Insurance

The State of Montana requires UP to carry liability insurance that is separate from our homeowner insurance. We comply with this requirement as specified. 

Environmental / Liability Disclaimer and Notification

Due to the area in which we live and operate, it is understood that neither the UP nor the homeowner shall be legally responsible for any risk to children with regard to exposure to lead or arsenic contamination. 

Suspected Child Abuse

Federal and State regulations require all childcare providers to report any known or suspected child abuse. UP intends to comply with this regulation to its fullest extent.



Types of abuse

· Physical – noticeable bruises/ burns / marks

· Lack of proper care – such as serious lack of child hygiene.

· Other that seriously and negatively affects proper child care.  

Confidentiality

UP is committed to keep confidential, all personal and family matters, child behavior, medical records / conditions and other sensitive issues unless other wise required to report under Federal and/or State regulation.

Termination

UP reserves the right to terminate childcare services for any of the following reasons:

· Failure of the parent or guardian to adhere to the obligations listed in this contract or in any other set of rules, regulations or manuals promulgated or provided by the facility.

· Irreconcilable differences between the parent / guardian and the childcare provider.

· Destructive or hurtful behavior of a child that persists (even with efforts undertaken to stop the inappropriate behavior)

· Non-payment of accounts that are 30 days past due.

· UP, in its sole discretion determines that it is unable to meet the needs of the child.

· UP, in its sole discretion determines that it is not in the best interest of the facility, or the other children enrolled to have your child in attendance.

Modification Clause

This contract may be modified whenever any of the circumstances covered by this agreement change. Such modifications may only be made in writing and with 2 weeks’ notification given to the signers of this agreement. The notice must be dated and signed by both parties involved to be binding and effective. Verbal modifications are not binding under this agreement and shall not be enforceable under any condition.

About You….

What is Expected from the Parent or Guardian

As you, the parent or guardian has expectations of UP, we also have expectations of you.

Some of the things we expect of you are:

· The parent or guardian shall accompany the child into the facility and sign in daily.

· The parent or guardian shall pick up the child promptly at the agreed upon times. Failure to do so will result in an additional fee being assessed.

· The parent or guardian shall notify UP when someone other than those named as responsible for pick up are to pick up the child

· The parent or guardian shall notify UP when the child will not be picked up at the time specified in advance.

· The parent or guardian shall see that the child is properly dressed, and clothing is appropriate for the weather and activities of the day or evening. 

· The parent or guardian shall give 24 hours notice to UP when the child is expected to be absent.
· The parent or guardian shall refrain from reprimanding children of other families while on UP premises.
· The parent or guardian shall attend conferences or meetings when asked to do so by a member of the staff.
· The parent or guardian shall fulfill the financial obligation as stated by this agreement.
· The parent or guardian shall give at least two weeks’ advance notice when the child will be gone for vacation or extended leave. 
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