Parent Handbook
2015
“When you think daycare, think
Playcare. We’re more than just
daycare!”

Proudly accredited since 2002

Parent Policy
We welcome you and your child(ren) to the family of Playcare, Inc. Nationally Accredited
Early Childhood Centers. We hope that our relationship will be a very positive one. We
feel strongly that open communication between parents and staff members is essential to
fully meeting your child(ren)'s needs. Here we attempt to clearly define our policies in some
of the most common areas.

OUR PROMISE
We will provide every child, regardless of income or ability, a quality, developmentally
appropriate, individualized program within a healthy and safe environment.

OUR PARENTS AND CHILDREN
We rely on the parents and children of Playcare, Inc. to help us uphold our promise. We
believe that the needs of the individual child and their family, whatever the economic
circumstance, physical or mental limitations, or diversity of the family unit, must be
served.

OUR GOAL
We want to provide all children between the ages of six weeks and twelve years of age,
a program that will prepare them to be confident, fair, tolerant and self reliant within an
environment of patience, understanding, appreciation, justice and care.

NON-DISCRIMINATION
No person shall, on the basis of race, color, religious belief, national origin, disability or sex,
be denied the benefits of, or activities of Playcare, Inc. This institution is an equal
opportunity provider and employer.

EDUCATIONAL PHILOSOPHY
A Playcare, Inc. center should be more than just a babysitting service for your child(ren). It
is our desire that every child enrolled in our centers enjoy a loving nurturing environment
that enhances each child's individual needs and abilities. Our centers offer opportunities to
develop social and recreational skills while providing many varied learning experiences.
Our facilities utilize toys, playground and audiovisual equipment, reading materials, and
carefully researched educational curriculum which we have found to be most beneficial for
the specific needs of each age group.
The health, safety and development of your child(ren) is our top priority. We recognize the
needs of all developmental stages and health and safety concerns with patience and
genuine, loving devotion to each and every child. We encourage frequent parent
interaction with our staff and attempt to involve our parents in various projects that each
child participates in as part of our extensive program.
Communication between our staff members and parents is a vital link in the growth of each
child. We are entirely dedicated to the belief that children are the hope of our future and
DESERVE to become productive outstanding citizens of tomorrow.
It is our sincerest desire to be your early childhood center and to help you with one of the
most important decisions you may make -- Who will give your child(ren) a daily
environment in which to learn, laugh and grow?
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Admission & Attendance
ADMISSIONS POLICY
Playcare, Inc. admits children from the ages of 6 weeks old to 12 years old.
The
program accepts children with special needs as long as a safe, supportive environment
can be provided for the child. To help the program staff better understand the child’s
needs, the staff will ask the parent or legal guardian of a child with special needs to
provide a current copy of the Individual Family Service Plan/Individual Education Plan.
The program will attempt to accommodate children with special needs consistent with
the requirements of the Americans with Disabilities Act. If the program is not capable of
accommodating the child’s needs (as defined by the child’s health care provider(s) or the
Individual Family Service Plan/Individual Education Plan) without posing an undue
burden as defined by federal law, the director of the center will work with the parent or
legal guardian to find an alternative suitable environment for the child.

ENROLLMENT
Prior to the child’s attendance, a conference with the parent or legal guardian and the
child is required to acquaint each new family with the environment, staff, and schedule
for childcare. During this visit, the parent or legal guardian will have a personal interview
with teachers and an opportunity to review the parent handbook and other written
materials maintained at the facility. Each child will spend 30 minutes at the program with
a parent or legal guardian before remaining in care without a family member. All
enclosed enrollment forms must be completed with the director before leaving the
building.

OTHER PEOPLE PICKING UP YOUR CHILD(REN)
If someone other than the parent will be picking up the child, the name of the person
must be listed on the enrollment sheet. They will have to show a valid picture id before
the child will be released to them.

FIELD TRIPS
Field trips provide community knowledge, recreational opportunities, as well as fun for
children four and up. All information on field trips will be posted for parents at least one
week prior to the field trip. Permission slips must be signed by a parent or legal
guardian before the child may attend the field trip. The staff will explain to the children
all rules pertaining to the field trip before leaving the center. Attendance will be taken
before, during and after each field trip. Transportation will be provided by Playcare, Inc.
buses whose drivers all have Commercial Drivers’ License (CDL).

HOURS OF OPERATION
All centers are open Monday through Friday.
*Smart Start #1 – 6:00am to 6:30pm *Smart Start #5 – 5:30am to 6:30pm
*Smart Start #2 – 5:00am to 6:30pm *Smart Start #6 – 5:30am to 6:30pm
*Smart Start #4 – 5:00am to 6:30pm *High Flyers – 6:30am to 6:30pm

HOLIDAYS
We are closed six holidays each year:
New Years Day
Memorial Day
Independence Day
Labor Day
Thanksgiving
Christmas
And any other day deemed necessary throughout the year.
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Parent/Center Communication
OPEN DOOR POLICY
Parent involvement is important to our success with your children. We encourage you to
stop by the center at any time. Our center and phones are always open to you.

DAILY COMMUNICATION
Teachers will provide a daily correspondence called a daily gram to keep parents
informed of their child’s activities or request items that may be needed for the child. The
daily gram includes meals eaten and times, nap or rest time, diaper changes/toileting
times for children under 2, and comments about your child’s general mood for the day.
Please notify the director if you do not receive one daily.

VISITS
We invite you to visit the center at any time and want you to feel free to ask any
questions. Please consult the center director or the child’s teacher should any problems
arise concerning your child – whether at home or at school. We seek your active
involvement as parents in the center’s program. We invite you to volunteer to
accompany the children on field trips, organize parties for holidays, share your culture,
your family traditions, and your occupation. We desire your contribution of ideas and
time to enable us to have an even higher quality program.

CONFERENCES
We encourage you to attend Parents Meetings and Parent-Teacher Conferences.
Parent Meetings are held quarterly within each early childhood center. Parent-Teacher
Conferences are held within 45 days after enrollment, winter and spring after
developmental assessments have been completed on each child. Teachers will discuss
the completed assessments with the parents and have the parents sign to ensure each
assessment has been reviewed by the parent.

PARENT GRIEVANCE PROCEDURE
If you as a parent have a grievance or concern, we ask that you fill out the parent
grievance form and give it to your director. If your director does not help you to alleviate
the problem within three days you should contact our executive director at the Playcare,
Inc. main office. The number is 355-0814.

PARENT REFERRAL PROGRAM
We know that you will be pleased with your association with us and you may
recommend our early childhood center to others. To show our appreciation for referrals
to any Playcare center we offer an extra dividend: a 10% discount off of your next
month’s tuition when the family you referred enrolls in our program.

CURRENT INFORMATION
It is necessary that the information on the Enrollment Record stays current. Please let
us know in writing if there are any changes in phone numbers, addresses, current
immunizations, employment or people authorized to pick up your child or to contact in
case of an emergency. You will be required to update these records in January and
June annually or when any other changes may occur.
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Health and Safety
ATTENDANCE
Children are signed in and out daily as they enter and leave the center. This is to ensure
all children are accounted for at all times. Each time the children enter and leave the
classroom or playground attendance is also taken by the teacher. During emergency
evacuations attendance will be taken once the children reach their destination and once
they arrive back in the classroom.

CHILD ABUSE
Oklahoma statutes define child abuse as harm or threatened harm to a child’s health or
welfare by a person responsible for the child. Every person, private citizen or
professional, who has reason to believe that a child has been abused, is mandated by
law to promptly report suspected abuse.

SOONER CARE
Sooner Care is a health care plan offered by the Oklahoma Department of Human
Services for children in families with a monthly gross income of $2247 and less. See
your director for more information.

IMMUNIZATIONS
Section 411 of Title 10 of the Oklahoma Statues mandates that children attending child
care obtain, at the medically appropriate time, the following vaccines: DTaP (diphtheria,
tetanus and pertussis vaccine), Hib vaccine (Haemophilus influenzae type B), PCV
(pneumococcal vaccine), MMR (measles, mumps, rubella vaccine), Hepatitis A vaccine,
Hepatitis B vaccine, Varicella (chickenpox vaccine) and IPV (inactivated polio vaccine).

EXPOSURE PLAN
All employees are trained in ways to protect themselves and others from exposure to
blood, bodily fluids, etc. according to OSHA. Employees receive Bloodborne Pathogen
and Infectious Disease training yearly.

ILLNESS
Children who are ill with a contagious disease or illness may not attend the center. If
your child(ren) become ill while they are in attendance, we will notify the parent or legal
guardian and if they are unable to be reached, we will systematically call everyone on
the emergency data sheet. The director will determine if a child is too ill to remain at the
center. Any child experiencing any of the following symptoms should be removed from
the center:
1.) a fever over 100 degrees F
2.) contagious skin or eye infections
3.) diarrhea three times in two hours
4.) vomiting
5.) lice or nits
If children are sent home with a fever, they must be free of the fever for at least 24
hours before returning. Under no circumstances should a parent administer
aspirin or aspirin substitute and then send a child to our centers, as this may
result in febrile convulsions or the spreading of a contagious disease.
The center director may require that your physician send a note indicating that your child
is free of any contagious disease, lice, or nits.
Playcare has a No Nit policy for all centers, meaning that your child may not attend our
centers if they have any eggs, dead bugs, or live bugs.
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MEDICINE
We will be glad to administer medicine prescribed by your child’s physician for
any chronic medical conditions that may be life threatening. We will not administer
any other medication prescribed or over the counter to your child. The medicine must be
in its original container which clearly states the child’s first and last name; expiration date
of the medication; name and strength of the medication; age appropriate dosage;
manufacturer’s instructions or prescription label with specific, legible instructions for
administration, storage and disposal; and name of the health care provider who wrote
the prescription. Parents or legal guardians must supply the center with an informational
checklist on the medication, including any possible side effects. Parents or legal
guardians may sign a medication log for up to a six-month period for prescribed
medication to be administered by staff as needed. Parent or legal guardians are notified
whenever medication is administered and the date and time are documented on the
medication log by the administering staff member. All approved medications will be kept
out of the reach of children in a secure box. If any unapproved medications are found in
the child’s personal belongings they will be promptly disposed of properly.

INJURY
If a child is injured while attending the center, first aid will be administered. If treatment
by a doctor is needed, we will make every effort to contact the parent and/or the
physician you have chosen to treat your child. In the event of an emergency, we will
make sure your child receives the necessary emergency treatment until you are
reached. The authorization for emergency treatment on the Enrollment Record must be
signed and a hospital designated when you enroll.
Incident/Accident reports will be completed on each injury that occurs in the center and
must be signed by the parent or legal guardian upon pick up of the child.
Accidents and Injuries occur with children as they grow up. Nothing can be done
to prevent this fact of life. Should accident/injury occur at a Playcare facility
where outside medical attention is required, Playcare, Inc. agrees to pay the
parent/child’s deductible up to $250.00 not as an admission of any wrongdoing or
neglect but simply as a matter of public relations.

SANITATION & HYGIENE
Cleanliness is stressed on a daily basis. Staff will attend promptly to the child’s personal
hygiene needs. Staff ensure their hands and the children’s hands are washed at all
appropriate times. Toys and other items that are in contact with children’s mouths are
washed and sanitized after each child’s use. All other toys are sanitized daily and
washed on a weekly basis. Cleaning schedules are followed daily for each classroom.

HANDWASHING
All staff and children’s hands are washed at the following times:
*Before and after any food service activity
*After toileting or changing diapers
*After assisting a child with toilet use or toileting accidents
*Before and after eating meals or snacks
*After handling any animals
*After having any contact with bodily fluids
*Upon arrival to the classroom, including coming in from outdoor play
We ask that all parents also wash their hands upon arrival into the center to prevent the
spread of any germs from the outside environment.
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Behavior and Guidance
DISCIPLINE
Teachers will utilize redirection and other techniques recommended by early education
professionals for the development level of the children involved. For children with
significant behavior problems, other techniques may be used if they are documented
and approved by the child’s pediatrician or other health care professional for the child’s
behavior management.
If these behavior management techniques are ineffective, “time away” or removal of a
child from the environment while still being visible to the teacher may be used selectively
for children over 18 months of age who are at risk of harming themselves or others. The
period of “time away” will be just long enough to enable the child to regain control of
himself or herself. As a general rule this period will not exceed one minute per year of
age and will be adapted to the developmental level and usefulness for the particular
child.
Behavior which continues after these measures, has a high degree of intensity, or
causes injury to other people is a cause for concern and intervention. A parent/teacher
conference to discuss the behavior is the next step. Incident reports will be filled out and
must be signed any time such behavior has occurred and will become part of the child’s
file. If the conference does not make a noticeable impact on the child’s behavior, and
inappropriate behavior continues, a 3-day suspension will be implemented. After which,
the child’s behavior will be monitored. If the behavior continues or escalates, a
persistent unacceptable behavior report will be completed and further suspension may
follow. Three persistent unacceptable behavior reports are grounds for disenrollment.

Nutrition
FAMILY STYLE DINING
All meals are prepared and served in a manner appropriate for each developmental stage.
Meal times are a relaxing routine in which the staff sit and eat with the children while
modeling appropriate behavior. Meal times are used as a learning experience. In
classrooms where age appropriate, family style dining is practiced. Children are able to
serve themselves and assist in every part of serving the meal. Each child will be given and
encouraged to try each component of the meal being served.

INFANT FEEDING
When feeding and burping infants, each staff member must have a smock or burp cloth on.
All infants under 8 months or that can not hold their own bottle must be individually held for
feedings to provide a calm and relaxing time for the child. Teachers will talk with the child
throughout the feeding.
For those parents who wish for their infant to use center formula and rice cereal Playcare,
Inc. will provide Enfamil with iron and rice cereal. For parents who wish to provide their
own formula, cereal and baby food they will need to supply an adequate amount daily.

FOOD BROUGHT FROM HOME
No outside food is to be brought from home. The only exception is if your child has a
food allergy. Please let the director know and provide us with a doctor’s note stating
specific allergies and suitable substitutions. We will post the child’s allergies in the
kitchen and child’s classroom to ensure all staff are aware of the allergy.

BIRTHDAYS
We will enjoy being a part of your child’s birthday celebrations. If you would like to bring
in store bought cake or cupcakes for the entire class please discuss this with your center
director before your child’s next birthday.
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Daily Activities and Routines
DAILY ACTIVITIES FOR CHILDREN
At every location, we guarantee our highly trained and experienced teachers and staff
provide a loving, warm, nurturing environment. A place where children engage in fun
activities that are age appropriate and designed to help them learn, grow, and develop
the skills that they will need in the journey of life.
Quality learning experiences for children are enhanced by a well-planned curriculum.
Daily schedules and lesson plans are used to provide activities, projects and themes that
are appropriate for the age and development of the children in their care.
Interest centers are used as an interactive process for children to learn through doing.
The environment in which the children learn provides them with opportunities to explore
and interact with a variety of activities and materials as well as allowing for each child’s
individual temperament, moods, and development.

SLEEPING POSITIONS & ARRANGEMENTS
Infants & toddlers rest schedules are based on each child’s individual needs. Infants are
placed on their backs to sleep. Infants who are able to turn themselves over are placed
initially on their back for sleeping but allowed to sleep in a position they prefer if parents
or legal guardians sign a form stating their child is able to roll over on their own. Infant
and toddler bedding is washed on a daily basis. You may bring the child’s own light
blanket but no quilted, puffy blankets or pillows will be allowed in the crib.

NAPPING ROUTINES
Each child is assigned an individual cot or mat. Each child has their own sheet and
blanket which is kept in a plastic bag or box in their cubbies and washed on a weekly
basis. Cots and mats are placed in the classroom in a manner that allows for 2 feet of
space between each child. Children who do not fall asleep within 15 minutes will be
given a quiet activity and will not be required to remain on their cots or mats for an entire
nap period.

DIAPER CHANGING
Diaper changes will be a relaxed routine for the children. Staff will follow all appropriate
diaper changing procedures while talking with the child to comfort them. All diaper
changes will be documented on the infant/toddler room log and the child’s daily gram.
Parents are required to furnish an adequate supply of diapers and wipes for their
children each day.

TOILET LEARNING METHODS
Teachers will work with parents in every way possible to assist in toilet learning. Please
talk with your child’s teacher to ensure we are meeting your child’s needs. Please
ensure you supply an adequate amount of extra clothes during these times as accidents
may happen. Soiled clothing will be returned in a ziplock bag.

CLOTHING
Children should come dressed for action. We recommend washable, comfortable play
clothes, which the child can manage as much as possible. Tennis shoes or other softsoled shoes are the safest, whereas sandals or hard-heeled boots are not allowed.
Because we do go outdoors daily if the weather is permitting, we ask that you please
dress your child for the weather. Children must have a change of clothes at the center.
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Center Policies
CHILD:STAFF RATIO
Infants - 6 weeks - 12 months- 4 per teacher
Toddlers - 13 months - 23 months- 6 per teacher
Twos - 8 per teacher
Threes - 12 per teacher
4 & 5's - 15 per teacher
School-Age - Kindergarten age to 12 years – 20 per teacher.
All classes are staffed appropriately to meet the State of Oklahoma Standards.

STAFF QUALIFICATIONS
All Playcare, Inc. employees have met all OKDHS employee requirements. For every 20
children enrolled in the center there is a qualified Master Teacher that has a CCP, CDA,
or related college degree. All staff have current CPR and First Aid and OSBI/OKDHS
background checks.

VOLUNTEERS, AIDES & SUBSTITUTES
Volunteer, aides, & substitutes must meet all OKDHS child care employee criteria. They
are never left alone with children in a classroom.

CONTINUOUS SUPERVISION
All children are always within sight and sound of a caregiver. Each center is staffed so
that each child has no more than 3 teachers per day.

EVACUATION PROCEDURES & ALTERNATE SHELTER
Within each classroom are red emergency notebooks with specific instructions for each
center as to where the children will be taken in case of an emergency.

PETS ON PREMISES
The only animals that will be permitted in a center are hamsters, guinea pigs, fish, crabs,
and lizards. All animals are in good health, do not show evidence of carrying disease,
are friendly toward children, and do not present a threat to the health, safety, and well
being of the children. Pet enclosures are cleaned regularly.

CLOSING DUE TO SNOW OR ICE
If Playcare, Inc. decides prior to opening hours not to open the facility or if we decide to close
during the day due to snow or ice, families and employees will be notified on KSWO, Channel 7
television broad-cast, KSWO website and the Playcare, Inc. Facebook page. Employees will also
be called by their director

TOBACCO FREE & PROHIBITED SUBSTANCES POLICY
Tobacco use in any form and e-cigarettes/ vapor devices are not allowed on the premises (within
50 feet of the center). This rule also applies to Playcare, Inc. vans/buses, personal vehicles ( on
premises) and during any Playcare events/meetings. Illegal drugs and alcohol are not permitted
on Playcare, Inc. premises for any reason.

LOST AND FOUND
If your child is missing anything, please inquire at the center as soon as possible.
Remember to label everything. It is much easier to return a lost item if it is labeled with
the owner’s name. Unclaimed items are given to charity after a reasonable length of
time. We will not replace or reimburse for any lost or stolen items.

PERSONAL BELONGINGS
Children are required to leave toys, food, gum, pets, and money at home. The learning
materials at all centers are shared by all of the children as part of the learning
experience. We furnish an ample supply of toys, equipment, materials, and food for the
day.
On special “Show and Tell” days, however, children are allowed to bring in something to
share with the class. Please label everything. War toys are not allowed. (i.e. guns,
knives, and swords)
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STATE LICENSE
All of our centers are licensed and operated by Playcare, Inc. staff to meet or exceed the
minimum requirements for Child Care Centers set by the State of Oklahoma. These
standards relate to our facilities, staff, health and safety procedures, nutrition, ratios and
record keeping.
Rigid enforcement of State and City health, fire and licensing standards are in the best
interest of all children.

COMPLIANCE FILE
In the director’s office in the parent resource area you will find a compliance notebook.
This notebook contains the information that meets Oklahoma Child Care Center
Requirements, Section 5(e). The information included is the most recent child care
licensing monitoring report. It will also include any of the following forms that have been
received in the last 120 days: child care licensing monitoring reports and licensing
correspondence; Form 07LC037E, Notice to Comply; licensing complaints; and Form
04CP004E, Child Welfare Investigative Summary Notification to Child Care Licensing
Services, with findings of unconfirmed to include findings of services not needed or
services recommended, Form 04CP004E, Child Welfare Investigative Summary
Notification to Child Care Licensing Services, with findings of confirmed, for one year
from the completion of the investigation.

DISENROLLMENT
For the safety and well being of our center we reserve the right to disenroll families for
the following reasons:
1.) excessive biting
2.) lack of parental cooperation with center policies and staff
3.) 3 or more lice, scabies, or impetigo occurrences
4.) repeated disregard for closing times
5.) chronic late payment, no payment, or returned checks
6.) verbal or physical abuse of staff or children
7.) persistent unacceptable behavior
8.) any other reason deemed dangerous by our attorney
I have received, read and understand the information contained in the Playcare, Inc.
Parent Policy and the Playcare, Inc. Contractual Daycare Agreement. I agree to abide
by the policy set forth by Playcare, Inc. for admission of my child(ren) into any Playcare,
Inc. center. I understand that all information I have provided will remain within the
center and will be maintained to the current status at all times. These files will remain
confidential and only available to the director, the child’s teacher, the parent and
corporate staff. These records will be kept for 3 years after the child leaves the center.
No personal information is released without the parent, guardian or employees consent.
If there is a legal issue however, it will be released to the proper authorities.
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I have received, read and understand the information contained in the Playcare, Inc.
parent policy and the Playcare, Inc. Contractual Daycare Agreement. I agree to abide
by the policy set forth by Playcare, Inc. for admission of my child(ren) into any Playcare,
Inc. center. I understand that all information I have provided will remain within the
center and will be maintained to the current status at all times. These files will remain
confidential and only available to the director, the child’s teacher, the parent and
corporate staff. These records will be kept for 3 years after the child leaves the center.
No personal information is released without the parent, guardian or employees consent.
If there is a legal issue however, it will be released to the proper authorities.

___________________________________
Parent Signature and Date

___________________________________
Director Signature and Date
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Permissions and Releases
I agree to keep my child’s immunization records up to date and supply the center
with current records of these immunizations.
I authorize Playcare, Inc. to administer medication to my child for only chronic life
threatening illnesses if the conditions outlined in “Medications” are all met. The
medication form will be signed by the person administering the medication and
will be available for 90 days.
If a medical emergency occurs and I cannot be reached, I hereby authorize
Playcare, Inc. to have my child transported to the nearest medical facility and
notify my physician.
I hereby give my consent for the release of photographs to the local media taken
of my child while participating in the programs sponsored by Playcare, Inc.
If I inform the center that my child has allergies to certain foods or conditions, I
give permission for the center to post this information about my child in the
classroom so that all adults in the room are easily made aware of the situation.

Parent/Guardian Signature and Date
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