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Welcome to Cailie’s Childcare & Preschool!

I’m so excited to welcome you and your child into our close-knit, play-based learning community. At Cailie’s Childcare & Preschool, I strive to create a warm, nurturing environment where children feel safe, supported, and excited to learn through play, exploration, and meaningful relationships.

This handbook is designed to provide you with clear information about how my program runs—from daily routines and curriculum goals to policies, procedures, and expectations. My mission is to partner with families in providing consistent care that supports each child’s individual development—socially, emotionally, physically, and cognitively.

I prioritize open communication and transparency so that families always feel informed and involved. Whether it’s a question about our schedule, a concern you’d like to share, or a milestone you'd like to celebrate together—I’m here for all of it.

Please take time to read through this handbook carefully. It outlines essential topics including arrival and departure times, health and safety protocols, payment policies, potty training guidelines, and more. Understanding these expectations helps create a consistent, respectful, and enriching experience for everyone involved.

Thank you for trusting me with your child. I’m truly honored to be part of their early years and look forward to all the growth, joy, and discoveries ahead.

With gratitude,
Cailie Jones
Cailie’s Childcare & Preschool







This document constitutes a formal agreement for Cailie's Childcare & Preschool, establishing a legally binding arrangement between the caregivers and the service provider, Cailie Jones. Any modifications to this agreement will be communicated in writing to the guardians, requiring the necessary signatures from all parties involved. If legal action is necessary to uphold the terms of this contract, any court fees incurred will be awarded to the prevailing party, whether it be the guardians or the provider.

Sections labeled “State Funding” are not altered in this handbook. They simply indicate that state-funded families will receive a separate handbook explaining how those specific policies apply to them. Private-pay families can disregard these labels.

Pre-Enrollment
The items listed below are the initial steps in the enrollment process. The Childcare Registration Form and Childcare Agreement are emailed to guardians when scheduling the meet-and-greet appointment.

· Childcare Registration form 
· Childcare Agreement
· Registration fee $150.00
· Holds the spot for two business weeks at that time the guardian is responsible for monthly tuition or termination of care
· Date Received: _____________________

Enrollment
*State Funding*

All pages of all documents must be printed, fully completed, and submitted by/on the child’s first day of attendance. Completed forms will be kept as hard copies on file, copies of all signed documents will be email to the guardians.

The first month’s tuition must be made via Parachute and pending before the child’s first day of care.

After the registration fee is paid, your child must begin attending within two weeks unless a holding fee has been arranged. If care does not begin by the agreed-upon start date, the spot will no longer be held, full tuition may still be required, and no refunds will be issued.

ClassDoJo 
All guardians are to join ClassDoJo prior to the first day of attendance, this invite will be in a separate email. Being a part of this app allows you to stay informed about daily events, updates on calendar changes, and access other valuable resources related to our care services. Joining this group is a significant aspect of Cailie's Childcare and preschool. 

There is no picture opt-out for this platform, as ClassDojo is used privately within our childcare community. Photos and videos shared on ClassDojo are only accessible to currently enrolled families and will not be used on social media or any public platforms if the guardian has not given consent. If you choose not to have your child’s image shared publicly, rest assured that ClassDojo will remain the only place where their photos are shared, and access is limited to our program’s families.

When you are going through the enrollment of ClassDoJo it will ask you to join the premium subscription, X out of the offer and it will continue the download process without payment.



Trial periodOFFICE USE ONLY
Start Date: __________________	End of two weeks: __________________


*State Funding*
Ensuring your child's smooth adjustment at Cailie's Childcare & Preschool is of utmost importance. The initial two weeks of care serve as a trial period during which the provider evaluates the child(ren), the daily routine, and their compatibility with other children in care. This contract allows termination within the first two weeks for any reason, and any remaining unused days will be reimbursed to the guardian at the average daily rate based on the month/days. 

After the two-week trial period, the provider and guardian will have a verbal discussion about whether care will continue. If care is terminated at any point within the initial two weeks, a refund for any unused paid days beyond the two-week trial period (calculated using the average daily rate for that month) will be issued by check before or on the last day of care. Once the two-week trial period has ended, the guardian is fully responsible for providing proper notice of termination as outlined in the policy—regardless of whether a verbal conversation has taken place. By continuing care beyond the trial period, the guardian accepts full responsibility for ongoing care and the terms of the contract.

I acknowledge and agree to the two-week (8-day) trial period. If care is terminated during this period, any unused days beyond the trial period will be reimbursed at the average daily rate for that month and issued by check on or before the last day of care. I understand that registration fees and holding fees are non-refundable.

Guardian signature: _______________________________ Date: ____________________
Guardian signature: _______________________________ Date: ____________________


Schedule
Drop-off is between 700 am – 800 am. This means that children are dropped off and parents are gone by 800 am. Punctuality is crucial. If you are not able to make it by 8:00 then please keep your child at home and contact the provider. Late drop-offs can only be arranged in advance, with the latest permissible time for prearranged late drop-offs being 10:30 AM.

[bookmark: _Hlk86653256]Hours of operation: Monday thru Thursday 700 am to 500 pm

700-800 Drop Off
800-830 Free play
830-845 Breakfast
900-1000 Preschool
1000-1030 Preschool: one on one time
1030-1130 Free Play-Outside time
1130 Lunch Prep-Free Play
1130-1230 Lunch
5 Minutes book on mat
1230-230 Nap-Quite time
230-300 Mat Time
300-330 Pm Snack
330-430 Outside-Free Play
430-500 Closing time

During the summer months, we take a break from the regular preschool curriculum to focus on outdoor exploration and seasonal fun. Children enjoy activities like gardening, water play, chalk art, and long walks to the clubhouse and around our neighborhood. While our daily schedule shifts toward outdoor play, mealtimes and rest periods are maintained as consistently as possible to support the children’s needs.

Meals
Breakfast is served at 830 am. 

No outside food may be brought into childcare.

We offer breakfast, lunch and afternoon snacks to all children attending childcare. In the case of food allergies, guardians may be asked to provide meals. There is no adjustment to tuition if meals are not provided due to food allergies.
Clothing
We engage in active play, dress your kids in clothes you don't mind getting paint, playdough, mud, etc., on. Children must wear weather-appropriate attire for both morning and afternoon outdoor play, including closed-toe shoes suitable for the weather; flip-flops, crocs, strap on sandals and lace-up shoes are not allowed at daycare.

In winter, snow gear may be requested for outdoor play, while summer may require extra clothes for varying temperatures, and a light jacket to be kept on-site until they are no longer needed, or the child outgrows them.

Given the year-round outdoor play, rain or shine, dressing children in weather-appropriate clothing for the Pacific Northwest is advisable. Children must be equipped with suitable attire for the day, including light jackets for cool morning walks.

Rain boots are to be brought and left on site until the child outgrows them.

Arrival 
Arrival times are between 7:00 AM and 8:00 AM, with a second arrival window from 9:15 AM to 10:30 AM available by pre-arrangement only.

To ensure your child is ready for a great day, please arrive before 8:00 AM with the following prepared:
· Nighttime diaper changed
· Daytime clothing (no footie pajamas; shirts and pants are fine as long as they look like regular clothes)
· Teeth brushed

If your child arrives wearing footie pajamas, you will be asked to take them home and return when they are dressed and ready for the day. Please do not bring extra clothes for the provider to change your child into during drop-off.

Guardians are required to sign their child in each morning and out each afternoon on the child’s designated attendance sheet for the correct day. Please do not write in the provider’s section or on other children’s sheets.

Non-Arrival Times 
Drop off after 8:00 am is not accommodable unless pre-arranged. Due to liability reasons, I cannot permit arrivals during off-site periods.  A later arrival time, from 9:00 am to 10:30 am, is permissible in case of a doctor's appointment or weather permitting. Late arrivals must be pre-arranged, except in weather-related situations. Care will no longer be available after 10:30 am. Unplanned late arrivals will incur a $10.00 fee per day and may result in the termination of care due to the inability to adhere to the required arrival time. Arrivals after 10:30 am care will be declined, showing up for care without previous approval of late drop off does not guarantee care. 

No pickup during nap period 1230 pm-3:00 pm. In the event you need to pick up during a nap, you will be expected to pick up the child by 12:00 pm. 

No Show
If your child is not present within the arrival time frame (700-800) and no communication of a late arrival has occurred, the provider will assume that the child is not attending that day and will reach out by text, and it will be recorded as a personal non attending day. Communication is key. 

Off-Site Arrival
Cailie’s Childcare & Preschool requires that guardians drop off and sign in their child on-site during designated drop-off times. For safety and liability reasons, guardians cannot sign in their child off-site or meet the group elsewhere in the event of an unannounced late arrival.
If your child is not present on-site during the scheduled drop-off times and late arrival has not been pre-arranged, it will be recorded as an uncommunicated personal day off. Additionally, if we leave the house and you have not arrived or communicated your plans, your child will not be permitted to attend that day.

Pick up
Pick-up is available any time after 300 pm, with non-pick-up hours observed between 12:30 pm and 3:00 pm, designated for rest time. If you require a pick-up during rest time, the child must be retrieved no later than 12:30 pm. This measure is placed to prevent any disruption to the rest period, as entering during this time may activate the dogs and potentially disturb the children from their usual sleep schedule.

Guests' pick-up 
If someone other than the guardians are designated to pick up the child, prior disclosure is mandatory. The provider should receive a recent picture of the designated individual, and the person picking up will be required to present a photo ID. This policy is non-negotiable, and failure to meet these requirements could lead to an emergency lockdown with 9-1-1 being called if an unauthorized person attempts to pick up the child.

If a non-prearranged pick-up occurs, the adult will not be allowed to enter the home until confirmation can be obtained from the guardians. 

Anyone picking up the child must be over the age of 18. 

Personal Items
Items listed below are required to be brought on the first day of care and kept on site for extended storage. 

The following items, excluding clothing and diapers, will be replaced at the parent's expense when the child outgrows or the items become damaged. The costs listed below will be added to your bill accordingly.
· Diapers- no more than half sleeve or small pack at a time-price determined by bulk buy (TBD) at times diapers may be used from another child and replaced once diapers are brought
· Small travel size blankets for naps, no larger than a toddler blanket-year round-$10
· Fitted crib sheet-required by the state, year-round-$10
· Light sweater/light coat -spring- $20
· Warm winter coat-seasonal- $30
· Rain boots $25 
· Two to four changes of clothes-updated seasonally

The child's items will be kept and stored in their cubby, except diapers. Diapers will be stored in the bathroom in their own bin labeled with the child’s name.

Wipes are provided by childcare. Donations of non-scented Kirkland brand or parents’ choice (Walmart) are always welcomed.

Necklaces 
Due to choking hazards, necklaces are prohibited from being worn. Therefore, please ensure children come free of these and other necklaces type items.

(WAC 110-300-0215) prohibits the use of any Amber Necklaces.

NO PERSONAL TOYS
Cailie’s Childcare & Preschool strictly prohibit personal toys from coming into care. This policy is in place to ensure that daily activities are not disrupted, and that attention remains focused on the planned curriculum. Allowing outside toys has been found to result in various challenges, including the provider spending significant time searching for lost toys, intervening in disputes over toy possession, and managing situations where a child becomes overly fixated on a particular toy, leading to unhealthy disconnection from the environment.

If a toy is specifically designated for nap time and can be stored in the child's cubby, it may be brought and immediately placed in their personal cubby. At times the nap time comfort item may be asked to remain at home if it hinders the morning transition or becomes a distraction during nap.

I kindly request understanding and cooperation in adhering to this policy. It is not meant to cast me as the "bad guy"; rather, it aims to maintain a positive and smooth transition for the children as they begin their day, separated from their guardians.

Nap/Rest Time Item
If a child has personal items like a stuffed animal or blanket that they rely on during the day/nap, the provider will collaborate with the child to gradually build their confidence without the need for the toy or personal items. This process involves setting specific times during the day when they can have these items out, gradually reducing the duration over time. Eventually, the moments spent with the item will become cherished, and it will no longer be a significant focus in the child's daily routine.

All bedding is laundered weekly unless needed before.

[bookmark: _Hlk150936413][bookmark: _Hlk156993302]Rates and Fees
*State funding*
Forms of Payment
No cash, personal checks, Venmo, or money orders are accepted. 

The registration fee will be requested by the provider through Parachute within 24 hours of agreed upon enrollment.

Once enrollment has been agreed upon, you will receive an email with instructions to set up your Parachute account. From there, you will need to set up your online payment options, which may take a day or two due to bank confirmation requirements.
The registration fee must be paid within 48 hours of enrollment acceptance to secure your spot within care.

Cailie’s Childcare and Preschool only accept payments through Parachute. 
All enrollments are required to set up the ACH option prior to the first day of attendance in order to pay the registration fees and future tuition
 
Fees/charges options:
· All card payment options $1 per transaction PLUS 2.95% Visa, Master, Discover, and American Express

· 0% for ACH payment (bank to bank) and $1 transaction fee

You can read more details with the link provided on the KidKare payment option:
https://help.kidkare.com/help/options-and-fees-for-epay

Tuition 
Tuition is charged as a fixed monthly rate. Any additional charges or discounts are explained on the bill

Provider sick days/Personal days
Any time the childcare is closed due to personal day (anything outside of vacations and holidays) or illness a credit of $25 will be applied to the child’s account. 

Late Payment Fees 
Tuition is due by the first of each month. 

A late fee of $50 per day will be applied for up to three days. 

If tuition is not paid on time, your child will not be permitted to attend care until all balances, including late fees, are paid in full. Suspension of care for nonpayment does not affect the terms of your contract or the possibility of termination. There will be no negotiation regarding payment deadlines, and recurrent missed payments may result in immediate termination of your contract. Legal action may be pursued to recover any outstanding funds.

Late Pick Up Fee
Closing time is strictly 5:00 PM unless otherwise specified.
Guardians and children must be off the property no later than stated closing times. This means pick-up, sign-out, and departure should all be completed before closing time. Please plan your schedule accordingly.
Altering drop-off or pick-up times on the sign-in sheet is not permitted. A clock is clearly visible on the counter, and all late departures are documented.
Repeated late pick-ups may result in increased tuition, reduction of operating hours of care or termination of care without prior notice. If a child is not picked up by closing, a phone call will be made to the guardian. If there is no response, emergency contacts will be called to arrange immediate pick-up.
Late Pick-Up Fees:
• $25.00 — First occurrence
• $75.00 — Second occurrence
• Third occurrence — care suspended until meeting, increase to tuition and reduced options for attending times or termination of care.

While emergencies such as traffic delays or car trouble will be evaluated on a case-by-case basis with adequate notice, personal reasons for being late are not considered acceptable. My time is valuable and must be respected just as yours is.

Registration Fee
To initiate the enrollment process, Cailie's Childcare & Preschool requires a one-time, non-refundable registration fee of $150. The enrollment fee is requested via Parachute within 24 hours of agreed upon enrollment and is nonrefundable in the event of termination to care within the two-week trial period. Interviews will continue to be conducted until the registration fee has been paid, locking your spot of enrollment.

After paying the registration fee, the child is required to begin attending within two business weeks unless a holding fee has been set in place. If the child has not commenced physical care within this time frame, the guardian will be responsible for the tuition going forward or may choose to terminate care.

Holding fees will be applied to those with projected start dates more than two business weeks 

Supplies Fee 
$100.00- This fee is a one-time yearly non-refundable amount that is due February 1st, in addition to the monthly tuition. As a guardian you can expect to see updated things such as toys to support the curriculum, art supplies, utensils, sensory replenishing and more.   

Holding Fee
A holding fee may be required when there is an extended gap between enrollment confirmation and the actual start of care. This fee is only applicable once a start date has been agreed upon and the registration fee has been paid. The first holding fee is due within one week of confirming enrollment and the future starting date. Holding fees can be charged for up to two months following the interview process to secure the spot during the waiting period. If care does not begin within this time frame, the contract may be terminated, and the spot will no longer be held. 

Tuition will begin on the agreed-upon start date, regardless of attendance. Holding fees are non-refundable, do not apply toward future tuition, and are not prorated. Tuition is based on enrollment, not attendance. Failure to pay holding fees on time or begin care as scheduled may result in contract termination and loss of the reserved spot.

Sibling Infant Care
Sibling infant care is available only to families who have been enrolled in the program for a minimum of nine months. Availability is dependent on current space and ratio compliance and is not guaranteed.
In the event that a current infant opening is requested to be held, a non-refundable holding fee will apply. This may be charged as a flat rate for a set number of months or on a month-to-month basis, depending on the situation. Holding fees do not apply toward future tuition.

A registration fee is also required at the time of securing infant care.


Multiple Payments 
In the case of spilt families, Cailie’s Childcare and Preschool will only accept a single lump-sum payment from one designated payee. It is the responsibility of the guardians to coordinate and finalize their payment arrangements prior to the start of care.
If any additional fees are applied to the invoice, it is up to the guardians to determine how they will handle those charges. All tuition and fees must be paid by one party only.

Evaluation 
All rates, fees, fines, and other charges will be evaluated throughout the year. If any changes to the rates, fees, fines, or changes to the handbook or health policy are made, the guardian will be notified in writing a minimum of 30-days in advance.

I confirm that I have read, understood, and consent to abide by the Rates and Fees section outlined above. I understand that a failure to comply with these terms may result in the termination of services without prior notice, and legal measures may be taken to recover any outstanding balance.

	Guardian Signature ______________________________ Date __________________
	Guardian Signature ______________________________ Date __________________

[bookmark: _Hlk137557158][bookmark: _Hlk121487747]Termination of Contract-Schedule Changes
*State Funding*
In the event of termination of care, you may find further resources to meet your childcare needs through childcareawarewa.org Cailie’s Childcare & Preschool will always try to avoid terminating a contract; however, sometimes, Cailie’s Childcare & Preschool will not be the best fit for your child or family, which ultimately is unfair to the child, provider, and guardians.

Reasons for Termination
Your child may be required to leave Childcare for reasons including, but not limited to, persistent behavioral issues such as violence, biting, pinching, an inability to adjust to the routine (determined during the 2-week trial period), disruption of nap time, guardians inability to adhere to the policies and procedures outlined in the parent handbook, health policy, or potty training policy, bringing sick children to childcare, being medicated due to illness or flu-like symptoms, late payments, late pick-ups, or late drop-offs.
If the child is having additional problems adjusting after the two-weeks trial period, the provider will have a parent meeting to create a plan with the guardian to develop solutions to resolve the problems at hand. I will communicate with the guardian via email, text, or in-person with documentation of the conversation, and ask for signatures from all parties. If the plan set in place to help the child fails, I will give the guardian resources to find alternate care. I will inform DCYF licensing of Cailie’s Childcare & Preschool termination of the contract, the reason why and the steps which we all took before having to terminate the contract.

[bookmark: _Hlk137557338]Terminating of Care 
In the event of terminating the contract for childcare, notice must be provided with the payment on the first of the month. Mid-billing cycle notices will be accepted but go into effect on the first with payment (considered final payment), termination of care requires one full billing cycle of notice. No refunds or discounts will be applied to the final payment, except for pre-arranged vacations or closed holidays per provider. If childcare must close due to illness or other unforeseen circumstances during the final month of care, no credits will be issued. 
Sample: Notice is given on the 8th of the month; it will take effect the following month on the first when payment is due. The guardian is responsible for one full billing cycle when terminating care regardless of final attending days.

Suspension of care does not void or alter the Termination of Contract policy. If care is suspended for any reason—including behavioral concerns, policy violations, non-payment, or failure to meet arrival/pick-up expectations—the guardian remains fully responsible for the entire monthly tuition during the termination month, regardless of whether the child is permitted to attend for the remainder of that month. Suspension of care is not considered a withdrawal of enrollment. Only written termination following the required notice period ends the financial obligation.


As the guardian, I have reviewed, comprehended, and committed to adhering to the Termination of Contract-Schedule Changes. I recognize that the Termination of Contract policy encompasses a complete billing cycle, and notice of termination, along with payment, is required by the 1st of the month. I am aware that if termination is initiated in the middle of a billing period, the cessation of care will be effective from the 1st of the month and will persist until the end of that month.

Guardian signature ________________________ Date _______________________

Behavior Management
If a child shows behavioral problems, such as but not limited to hitting, kicking, biting, spitting, or other acts of hostile actions towards others or animals, Cailie's Childcare and Preschool will communicate with the guardians. The provider will speak to the guardian in person, text, call, or email about the issues and plan a way to resolve the problems. However, if the behavior continues and we cannot protect all others and/or animals, Cailie's Childcare and Preschool has the full right to terminate care without notice to ensure that all parties are kept safe.

Child Restraint 
Cailie's Childcare and preschool will not practice child restraint. 

When a child is experiencing strong emotions or having difficulty with behavior and redirection—after support, attention, and comfort have been offered—they may be gently encouraged to take a moment to themselves in a calm, quiet space. At this time, the bathroom may be used as a temporary calming area. The door always remains partially open, and the child is never forced to stay. They are free to leave when they feel ready to join the group and have calmed down.

This space is used solely as a quiet, low-stimulation area to help the child reset, not as a form of punishment. Due to the layout of our home environment, the bathroom is the only available private space separate from the group. It is always monitored and used with the child’s emotional well-being in mind.

Discipline Policy 
We will try to redirect several times before the time out takes place. Time out will depend on the age and the incident; the provider will not tolerate hitting, pushing, or biting. If the behavior continues, the provider will place the child by the garage (chalkboard/black) door and let the child calm down, then return to the group when they are ready to talk and play well with others. This is their choice when they are ready to exit the time out area and will never be forced to stay in that area unless the child is bringing harm to themselves or others. The provider will aid them in calming down and get them ready to return to the group. Care may be suspended or terminated if hitting, biting, or harmful actions cannot be corrected appropriately. 

Cailie’s Childcare and Preschool does not and shall not discriminate based on race, color, religion (creed), gender, gender expression, age, national origin (ancestry), disability, marital status, sexual orientation, or military status in any of it activates or operations. These activities include but are not limited to hiring and firing staff, selecting volunteers and vendors, and providing services. Cailie's Childcare and Preschool is committed to providing an inclusive and welcoming environment for all staff members, clients, volunteers, subcontractors, and vendors. At no time will your child endure corporal punishment such as spanking, physical abuse, yelling, verbal abuse, or any other means of inflicting physical pain or bodily harm by the provider as a form of punishment and not by anyone on the daycare property.

If you wish, please tell me about your child's development, behavior, health, linguistic, cultural, social, or other relevant information, please do so below:
___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
[bookmark: _Hlk77226135]Vacation and Holidays
*State Funding*
Cailie’s Childcare & Preschool allocates a total of three weeks annually for vacation, equivalent to 12 days, in addition to the specific holidays outlined below. In cases where holidays fall on a weekend, I will align with the closure schedule of the Washougal School District to observe that holiday. The vacation period spans two weeks during the summer, with flexibility extending beyond Monday to Thursday, and one week during spring break, aligning with the closure schedule determined by the Washougal School District.

For any non-holiday closures, including sick days or additional personal days, families will receive a reimbursement of $25.00 per day.

[bookmark: _Hlk121228612]Holidays and vacations-calculated into your monthly tuition 
· New Year’s Day- January 1st
· Martin Luther King, Jr. Day- Third Monday of January 
· Presidents’ Day- February
· Independence Day- July 4th/5th
· Veterans Day- November 11th
· Labor Day- First Monday in September 
· Memorial Day- Last Monday in May
· Thanksgiving and day after- Fourth Thursday in November 
· Christmas Eve and Christmas Day- December 24th/25th- up to a week 
· Spring break 1 week closed TBD by Washougal district school schedule–Typically first week of April 
· Summer break 2-week closure-TBD, typically July

Additional Predetermined changes credit at $25 per day if days fall on days of operation:
· Birthday closures-July 16, November 26, September 19, September 26 closed, Theses dates may be observed on other dates or may result in an early closure time verse a full closed day.
Other additional predetermined adjustments:
· First day of Washougal school district -late opening 10am
· Last day of Washougal school district- TBD on release time of the school

The above holidays/vacation closures are subject to change, days will be added throughout the year due to doctor’s appointments or other unforeseen events. All changes to the closure list or additional closed days will be given at a minimum of 2 weeks before change but on average more than 30 days’ notice is given unless in the event of emergency or sick days.  

In the event of a sick day, notice will be sent out as soon as possible via text to all guardians as soon as the choice has been made. 

All changes to the schedule can be found at the bottom of the monthly newsletter, the parent board by the front door, your child’s sign in sheet and/or ClassDojo.

July
Childcare may be closed for most of July due to a two-week paid summer vacation and the 4th of July weekend, resulting in a total closure period of up to three weeks. Please ensure that you have alternative childcare arrangements in place for the majority of July. In recent years, July has typically had fewer than 8 days of operation.

Personal days
Guardians are responsible for full monthly tuition, regardless of personal days taken for holidays, vacations, illness, or other reasons when Cailie’s Childcare and Preschool remain open. No discounts, credits, or reimbursements will be provided for missed days due to a family’s decision to keep a child home.
If a guardian initially communicates that their child will not attend care on a specific day and later changes that decision, care is not guaranteed. On occasion, when attendance is lower, the provider may transport children off-site. In such cases, space may be limited, and your child may not be able to attend that day.
If care is unavailable due to a prior personal day request, no refund, discount, or credit will be issued.

Hygiene and Toilet training
The provider and children must comply with the following handwashing procedures or those defined by the United States Center for Disease Control and Prevention, and children should strongly be encouraged to: Wet hands with warm water, apply soap to the hands, rub hands together to wash for at least twenty seconds (ABC), thoroughly rinse hands with water, dry hands with a paper towel, single-use cloth towel, or air hand dryer, turn the water faucet off using a paper towel or single-use cloth towel unless it turns off automatically and properly discards paper single-use cloth towels after each use.

The provider will direct, assist, teach, and coach children to wash their hands, using the steps listed above: when arriving at Cailie’s Childcare and Preschool, after using the toilet, diapering, outdoor play, gardening activities, playing with animals, touching body fluids such as blood or after nose blowing  and sneezing, before and after eating or participating in food activities including table setting and as needed or required by the circumstances.

Diaper changing
All diapers are changed in a standing position. We do have nonporous surfaces to lay a child on in the event a laydown change is needed.



Toilet training
The provider must facilitate the toilet training process by encouraging the child with positive reinforcement (which may not include food items per WAC 110-300-0220 section 3 a.), culturally sensitive methods, developmentally appropriate methods, and a toilet training routine developed in agreement with the guardian. Toilet training will begin when the child is potty trained at home to less than one accident a week, the child shows signs such as prolonging dry diapers, waking from nap dry, clear communication that they need to be changed, clear understanding that they have gone pee or poop, and the child is able to pull their pants down/up.

Pull-ups are not permitted at childcare until the provider agrees the child has reached the milestones needed. Pull-ups are to be used before the child is in underwear, when they are no longer pooping in their diapers and can get themselves to the bathroom. 
Pull-ups are a temporary replacement to underwear and to be used as underwear.

A separate handbook covering toilet training will be given when the guardian announces that the introduction to the toilet is happening at home. 

To ensure hygiene, children will utilize the adult toilet with a smaller attached seat rather than individual toilets. This approach is encouraged at home to familiarize them with the potty-training process at Childcare. Potty training will be approached at the child's readiness, and it will never be pushed as an issue while at Childcare.

I acknowledge that I have familiarized myself with the toilet training policy, comprehend its contents, and commit to complying with it. I am aware that pull-ups are not allowed at the childcare facility until my child has achieved all the milestones outlined in the potty-training policy. The details of these milestones will be provided at a later date, and the provider must confirm that the child is prepared for the use of pull-ups. Additionally, I understand that regardless of the type of training aid used at home, my child must arrive at the childcare facility wearing a diaper.

Guardian Signature_________________________________ Date ______________________________



Meals and Snacks
8:00-830 Breakfast
1200-1230 Lunch
300-330 Afternoon Snack

Cailie’s Childcare and Preschool is required to meet USDA requirements when serving meals/snacks and is supported by the Catholic Charities food program. You can learn more about the program by going to www.catholiccharitiescw.org
The provider serves: breakfast, lunch and afternoon snack. Every child will be offered fat-free 1% milk at breakfast and lunch or a doctor's note stating a food allergy and plan for replacement milk options. The provider will always offer wholesome snacks that meet USDA and Catholic Charities requirements. Childcare will provide a wide variety of fresh fruits, vegetables, and whole grains. In addition, for children 18 months and older, water is provided throughout the day with a straw-type cup. Food prepared at Childcare will be stored and served appropriately, meeting the USDA safety requirements. 



Food Allergies 
Due to the small size of Cailie's Childcare and Preschool, the provider cannot meet the standards and requirements of most food allergies. If a child has food or milk allergies, all food or milk will be asked to be provided by the guardian to help maintain the risk of exposure or cross-contamination while making the child’s food or beverages. When accommodating food allergies, a personalized care plan will be put into place, which will be kept in the child’s file. When a child cannot consume cow's milk, the parent will be asked to provide a non-flavored milk subsite approved by the USDA. No discount is given due to being asked to provide the child’s meals or snacks.

Occasional Outside Treats
If the guardian would like to provide a treat on a child's birthday, please let the provider know in advance. This notice will ensure the correct number of children and any food allergies can be addressed at that time. 
School Readiness
Cailie’s Childcare and Preschool has a themed preschool curriculum during the school year to prepare children for kindergarten, any concerns will be addressed verbally and in some cases written documentation for future references.  You may find information about kindergarten readiness at https://www.dcyf.wa.gov/services/child-development-supports/esit  

Transportation 
We will take field trips routinely to the local neighborhood parks, creek, and clubhouse.  These trips are covered through the ongoing off site permission slip. Notifications will not be sent out to guardians on our typical neighborhood outings. 

On occasion we may travel to story time at the camas library, the zoo, omsi, dizzy castle, and other children related events. For field trips such as these a one-time field trip form will be given and requested to return before the event or present at the time of drop off. 

For any child, these field trips will not exceed 2 hours in a vehicle a day. I will require written authorization, including specific events, dates, and scheduled travel time. I will include specific trips such as to and from school and all other trips. I will give guardians at least 24-hour notice before taking a field trip. All children's health history, appropriate medication (if applicable), emergency information, and emergency medical authorization forms will be accessible for each child being transported. I also will have a phone to call for emergency help, a complete first-aid kit, have current CPR/1st aid, and will maintain ratio and follow active supervision. I will take attendance each time children begin and end travel to an off-site activity and every time children enter and exit a vehicle. I will never leave children unattended in the vehicle. I will follow 46.61 RCW, Rules of the road, and other applicable laws regarding child restraints and car seats, including ensuring that the number of passengers does not exceed the vehicle's seating capacity and maintaining the vehicle in good repair. Safe operating condition, keep the vehicle temperature at a comfortable level for children, assure the vehicle has a current license and registration as required by Washington state transportation laws, assure the vehicle has emergency reflective triangles or other devices to alert other drivers of an emergency, ensure the driver has a valid driver's license for the type of vehicle being driven and a safe driving record for at least the last five years, I will prevent any driver with a known condition that would compromise driving, supervision, or evacuation capabilities from operating program vehicles, and have a current insurance policy that covers the driver, the vehicle, and all occupants.

The personal vehicle of Cailie Jones will be used for outings that require driving. Full coverage is on the vehicle, and car seats that the guardians leave will be installed to the standards of the manufacturer. The provider has had several courses on car seat installation from a certified technician. 

If the guardian wants to opt out of the event, alternate care will need to be arranged by the guardian. Cailie's Childcare and Preschool will not reimburse missed days due to not attending the field trips. It will be considered a personal missed day.
Rest time
Every child in the childcare facility is expected to participate in nap/rest time. They will not be awakened before 3:00 pm, and no child will be forced to sleep or woken up before 3:00pm. It is crucial for all children to remain on their designated nap mats to prevent disturbances for others who are napping or resting. If a child is not asleep within one hour, they will be provided with items to keep them engaged while staying on their nap mats. In the event a child awakens before 2:30 pm, they will also receive items to help them stay calm on their mats, allowing others to complete their naps/rest time undisturbed. If a child is unable to stay quiet while using nap time toys then they will be removed. This is to ensure that all children have the opportunity to rest to their full ability.

Nap time is a vital component of their cognitive and physical development. Children will not be roused early or within a specific timeframe, as this period is utilized by the provider for cleanup, curriculum preparation, paperwork completion, lunch, and personal recharge. If a child is unable to nap and respect the sleep of others, the family may be asked to terminate care. Cailie’s Childcare & Preschool is unable to accommodate children who cannot lie down, stay on their mats, and maintain quietness during the allocated rest/nap time due to the layout of the licensed space and being the sole provider.

If your child no longer naps and is consistently unable to rest quietly during nap time, it may be an indication that our program is no longer the best fit for their needs.

Due to the layout of our licensed space and the need to maintain a restful environment for all children, I am unable to accommodate children who cannot remain quiet and calm during rest time. I will always work with families to support transitions and explore options if this becomes a concern.

This is a great article on the sleep children need:
https://www.sleepfoundation.org/children-and-sleep/how-much-sleep-do-kids-need

WAC 110-300-026-Sleep, rest, and equipment.
(1) An early learning provider must offer a supervised daily rest period for children preschool age and younger who remain in care for more than six hours per day or who show a need for rest.
(2) An early learning provider must provide quiet activities for children who do not require rest. Quiet activities must be minimally disruptive to sleeping children.
(3) An early learning provider must communicate a child's sleep needs and patterns with that child's parent or guardian………… (for further information, please refer to rest of WAC 110-300-0265)


Parking
Parking is a significant issues in our neighborhood. It is crucial that no one blocks the street to through traffic or anyone's driveway but the childcare’s driveway. Our HOA permits small businesses to operate from our homes, provided they do not intrude on the neighborhood and flow of traffic.

If the HOA receives complaints about my childcare business and the blocking of the street, I could face fines, a lien against my home, and potentially be forced to close the childcare. Therefore, if a complaint arises due to street or driveway blocking, it may result in immediate termination of services to protect the business from risk. 
Emergency Preparedness Plan
In the event of a natural emergency that requires Childcare and/or families to stay home, or if the building cannot open for a brief period, billing will be adjusted to half the average daily rate according to your childcare agreement schedule. During such instances, a temporary leave of absence may/will be implemented for forced closure days and/or extended periods away without a specified end date due to unforeseen circumstances related to natural disasters or viruses. This will be in compliance with guidelines from the Center for Disease Control, Health Department, Government, and other relevant authorities. Moreover, specific policies arising from the natural disaster/virus at the time of the event may supersede the existing policies outlined in the handbook.

During any evacuation from the home, a headcount will be conducted to account for each child present on that day. The provider will secure a to-go bag containing everyone's personal emergency contact information, a first aid kit, a regularly charged solar-powered phone charger for emergency use, and the provider's cell phone. The layout for floor plan evacuations is accessible on the parent board near the front door entry.

In the event of an emergency that necessitates the provider's absence from the home, the children will be entrusted to a police officer. The officer will be provided with the children's personal records to facilitate communication with the families. Alternatively, the children may be left under the care of the provider's husband (Shawn Jones). Those who intend to pick up the children in the event they are left with an officer must bring their ID for verification.

Flood Evacuation 
In the event of a flood that would affect the Childcare household, children and provider will be walking or driving up to the top of the hill by the benches at the corner of 57th and P St. the provider will call each parent and notify them that we have left home and the condition of each child.

Fire Evacuation 
In the event there is a fire during business hours, the provider will evacuate across the street to the sidewalk, and all guardians will be called as soon as headcounts have been conducted and 911 has been reached. 
In the event of a level 3 fire evacuation all children will be loaded into the providers vehicle and taken to the bus transfer station off 164th. 

Earthquake Procedures
All children will be placed under a table, and we will make a fort out of blankets to shield us from falling debris. Once the earthquake has passed, the provider will reach out to local resources to assure that the home is stable and safe to continue to be inside. All guardians will be called by the provider to update the children’s health and safety of the home. 

Public Safety Lockdown
In the event of a lockdown announcement all doors will be locked from the inside including deadbolts, windows and sliding doors will be locked with sticks placed in the tracks, all blinds will be closed, sound machine will be turned on loudly to drown out any noise from inside the home and children will be given puzzles, suckers, and/or coloring items to keep them sitting on the ground and quite until the announcement is lifted deeming it safe. 

Front Door Evacuation
All children will be escorted across the street onto the sidewalk/ driveway exiting through the available exit points.

Garage Evacuation 
If forced to leave through the garage, all children will walk through the garage and down the driveway.

Sliding Glass Door
The provider and children will walk down the right side of the house to the sidewalk and across the street.

Emergency and Fire Drills 
Drills will occur once a month, earthquake drills occur every three months, and a complete lockdown with shelter will occur once a year. If you would like to see the entire emergency preparation plan, the parent may request it at any time.

Natural Disaster 
If guardians cannot get to their children due to a natural disaster. The provider will continue to care to the best of their ability with the supplies stored on the property. Cailie’s Childcare and preschool will have enough food/water to supply for up to three days. Along with first aid items. 

Illegal Drugs and Firearms
The use of tobacco, cannabis, or alcohol is strictly prohibited during business hours at Cailie's Childcare and Preschool. The early learning provider is obligated to prevent any individual from consuming or being under the influence of alcohol within the licensed space during business hours. Additionally, the facility prohibits anyone within the licensed space from consuming or being under the influence of illegal or misused prescription drugs.

The storage of tobacco or vapor products, as well as the packaging of such items, must be in a space inaccessible to children. Access to cigarettes, cigar butts, or ashes is strictly prohibited for children. Cannabis, related paraphernalia, and alcohol must be stored outside of the licensed space in an area that is inaccessible to children.

Cailie's Childcare and Preschool is required to prohibit any person from using, consuming, or being under the influence of cannabis in any form within the licensed space.

Firearms are securely stored outside of the licensed space within the home, locked in a safe, and inaccessible to all.
Suspected Neglect and Abuse
Childcare is obligated by law to promptly report any indications of abuse or neglect in all circumstances.

Should Childcare ever observe any signs of neglect or abuse (including physical neglect such as unwashed or soiled clothes, severe diaper rash, bruising, or other visible indicators) towards any child under the provider's care, the law mandates the provider to make necessary phone calls to notify the appropriate authorities, such as DHSH (Department of Social and Health Services) and/or the Police.
Emergency Numbers for child abuse/neglect:
DHSH/CPS:
Reception: 1-360-993-7900
Toll-free: 1-888-713-6115
After Hours/weekends: 1-800-562-5624
Unlicensed Areas
The stairs are blocked during all business hours, and alarms on all exit points. This will allow the provider to be aware of those always leaving and entering the premises. The provider will always be with children, either within arm's reach or earshot. 



Photo Release Details
Social Media Photo Release
I take great pride in respecting the privacy of families who have opted out of the Social Media Release Form. While I make every effort to ensure that children who have opted out are not visible in photos, I am human, and occasionally, a child may appear in the background. If you notice your child’s face in any photo, please inform me in writing (text, email, or directly on the photos) and I will promptly address it.

For children who have opted out, their faces will either be covered with stickers or cropped out of the photo entirely.

If you choose to opt in, you are giving consent for your child's photos to be used for advertising, and social media posts. If you later decide to retract this consent, you may do so by providing written notice. From the time of retraction, all future photos will be handled according to the opt-out request, meaning your child’s face will be censored or excluded.

Please note that due to the nature of digital media, previously shared photos cannot be fully guaranteed for removal. However, I will make every effort to remove them from any platform where I find them.

ClassDojo Photo Details
[bookmark: _Hlk183432823]ClassDojo is an educational communication tool and not a social media platform. As part of our program, photos will be shared on ClassDojo to document activities and highlight the learning environment. By enrolling your child with Cailie’s Childcare and Preschool, you acknowledge and consent to the sharing of photos through the ClassDojo platform.

Please note that no opt-out options for photo sharing on ClassDojo will be available, as this feature is integral to our communication and documentation practices.

Water Activities
During water activities, all children will be supervised. Infants will be held or have constant touch, toddlers within an arm's length.
Pets and Pest
All pets are up to date on vaccines and recorded yearly/as needed.

We share our daily life with dogs, and they will remain with children throughout business hours without any separation. They have a designated dog run in front of the house and have been trained not to use the bathroom in the back play area. If a child displays unkind behavior towards the animals and the behavior cannot be resolved, the child may be asked to leave care. Any harm to the animals is strictly prohibited for the safety of both the child and the animals.

The dog has a designated dog bed, consider their safe space, and children are instructed not to go on or touch the dogs when they are on the bed. This establishes a clear boundary for when the animals can be approached and when they need a break. I encourage all families with dogs to practice similar guidelines at home with their own animals.
Flooring
All flooring is vacuumed or swept daily. Mopping is every other day or more if needed. In addition, all area rugs/mats are washed when needed.

Access to Records
Cailie's Childcare and Preschool maintains an open-door policy, allowing guardians to visit during business hours, except between 12:30 pm and 3:00 pm, which is nap time. Visiting during these hours can disturb the dogs, causing them to wake the children before they are ready. If guardians desire picture updates or a personal phone call, I am more than willing to accommodate to ensure both the parent and child feel at ease. Should guardians have any questions about their child's care, they are encouraged to reach out via call/text (360-910-5275), email (cailiejones2013@gmail.com), or by stopping by during business hours.

Guardians will be given updates about the child’s care, activities, behavioral concerns, toilet training, eating habits, playing with others, and all other aspects while the child is in care. This may occur through verbal communication, texting, emails, and/or social media. 

All the children's information is stored in a file cabinet along with all staff/home residents' information. With help, the guardian may access the children's information, all staff information and monitor the checklist and compliances. No one is allowed in the files without the provider’s (Cailie Jones) help to keep all personal information private and protected. The provider will look at all files yearly and have any information updated as needed.
Special Needs
I am committed to meeting the needs of every child; however, it's important to note that I do not have formal training in caring for children with special conditions. If your child requires special accommodation, external evaluations may be necessary to equip me with the tools to provide adequate care. Additionally, if the level of care required for the child surpasses my capabilities, there may be a need for the child to leave care. This decision aims to enable the family to find care that is better suited to the specific needs of the child and family. There is no discrimination against any child needing additional assistance, but each child's individual needs must be carefully considered to ensure that I can effectively accommodate all.




























Contract Agreement


This written document functions as a legally binding contract, establishing an agreement between the guardians and Cailie Jones, the childcare provider. Any changes to this contract will be conveyed in written form to the guardians, necessitating signatures from all parties involved. In certain instances, a signature may be a simple response to an email, confirming acknowledgment and commitment to comply with the modification/update.

If the guardians or the provider find it necessary to initiate legal action to enforce any terms of this contract, any court fees incurred shall be awarded to the prevailing party.

I appreciate the trust you've placed in me to care for your child(ren); it's a responsibility I take great pride in. Please feel free to reach out with any questions or concerns during business hours.

Name:                 Cailie Jones
                             Cailie’s Childcare & Preschool
Address:             5585 L St 
                             Washougal, WA. 98671
Phone:                360-910-5275
Email:                  Cailiejones2013@gmail.com

Public Facebook page: Cailie’s Childcare 

For everyday questions or updates, texting is the best way to reach me. This helps me respond quickly and keep things running smoothly. Please use calls or emails only for urgent matters or paperwork

Suspension of care for any reason does not void the termination policy, nor does it terminate your contract. It only denies care until further notice, as outlined throughout this parent handbook

As the legal guardian of the enrolled child(ren), I hereby acknowledge that I have thoroughly read, understood, and had the opportunity to ask questions regarding the policies and procedures outlined in the Cailie’s Childcare and Preschool Parent Handbook. I agree to fully comply with all policies and procedures contained therein. I acknowledge that I have received an accurate copy of the Parent Handbook for my personal records, while the original will remain on site. I further understand and agree that failure or refusal to comply with any policies or procedures may result in the immediate termination of my childcare agreement without prior notice.



Guardian Signature: ________________________ Date: _________________	
  
Guardian Signature: ________________________ Date: _________________








Enrollment/First-day checklist
Guardian check list
Return the full packet, including all pages—even any unsigned pages—to Cailie’s Childcare and Preschool. Once I receive it, I will send all completed documents back to you digitally for your records

· Handbook signature pages:
· Trial Period
· Rates and Fee’s
· Termination of Contract-Schedule Changes
· Hygiene and Toilet Training
· Contract Agreement
· Health policy handbook agreement
· Payment plan agreement
· Release form sheet
· Yearly non-medical release form
· Immunization or exemption form
· Potty training policy 
· Parachute set up
· ClassDojo enrollment-prior to first day
· First payment: Due through Parachute, pending by first day
· Parents main email: _______________________________________
· Small family picture: Email
· Current facial picture of child: Email
· Other Forms: _______________________________
· Other Forms: _______________________________

The items listed below are to be brought to care on the first day for long-term storage;

Please bring the items listed below for extended care storage-if item is not brought to care you will see an additional charge on your bill: Once a child outgrows and item or it becomes damaged (coats and boots) will be purchased and added to your bill. 
· Diapers: Price determined by bulk price from Walmart/Costco
Half a sleeve at a time. Such as when purchased at Costco or in a box they come with 2 packs 4 rows. Only half of one pack/one row.
NO pull-ups until stated otherwise, diapers only
· Small travel size blankets for naps, no larger than a toddler blanket-year round-$10
· Fitted crib sheet-required by the state, year-round-$10
· Light sweater or light coat-year round $20
· Rain boots-year round $25 per pair 
· Warm winter coat-seasonal- $30
· Two to four changes of clothing including socks
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