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Lakemont Stars Childcare
 (A licensed Washington State program for children 6 months to 5 years old.) Accepting only full-time students. 

Parent Policy and Procedure Handbook

Owned and Operated by:

 Homa Vassey
 (425)-829-0871
17002 SE Newport Way
Bellevue, WA. 98006
homahv@yahoo.com

“Our mission is to provide a secure, nurturing, and educational environment for children; a place for children to bloom into responsible, considerate and contributing members of society.”

Table of Contents

1Mission Statement


1Philosophy and Program Description


1My Family and Background


1My Training and Experience


1Admission Requirements and Enrollment Procedures*


1Introductory Visit


1Deposits and Registration Fees


2Admission Forms


2Certificate of Immunization Status*


2Transition Period


2Trial Period


2Rates and Payment Plan*


2Definitions -  Full Time, Part Time And Drop In


2Payment Plan, Penalties, and Extra Charges


2Vacations and Absences*


3Business Practices


3Sign-in and Sign-out Procedures*


3Nighttime Care and Staffing*


3Staffing When Provider is Absent*


3Back-up Child Care


3Termination of Services*


Receipts and Taxes

4Items Brought From Home


Smoking* ……………………………………………………………………………………………………………………………………
4Hours of Operation and Daily Activity Schedule*


4Hours and Days of Operation*


4Holidays*


4Sample Daily Schedule*


4Television, Video and Computer Use


5Special Activities


5Pets*


5Transportation and Field Trips*


5Meals and Snacks*


Error! Bookmark not defined.Meals Served/Sample Menu*


5Policies For Food Brought From Home*


5Permission for Free Access*


5Child Abuse Reporting*


6Behavior Management and Discipline*


6Non-discrimination Statement*


6Religious Activities*


6Care of Young Children*


6Separation


6Diapering Procedure*


7Toilet Learning*


7Infant Feeding*


7Naps and Rest Periods


7Health Care Practices*


7Medical Emergencies*


7Medicine Management*


7Ill Children*


8Cleaning and Disinfecting*


8Hand Washing Practices


8Injury Prevention


8Food Handling Practices*


8Infant Sleep Position*


9Disaster Response Plan*


9Communication and Parent Conferences


9Parent/Provider Communication


9Parent/Provider Conferences


9Parent Involvement


Error! Bookmark not defined.Checklist of Child Care Supplies*



 

Please read this handbook thoroughly.  Items in the table of contents with an asterisks (*) are required by licensing to be reported to parents in writing.  Other items include necessary information about this child care, its business practices, and the caregivers.  I have a copy of Washington's Minimum Licensing Requirements available for review.  I look forward to our very important relationship as parent, child and care provider.  My home has been inspected by a state licenser and meets the minimum licensing requirements as required by Washington State law.

This handbook was updated on January 2025.

Mission Statement

	My mission is to provide a secure, nurturing, and educational environment for children; a place for children to bloom into responsible, considerate and contributing members of society.

I want all children to have the opportunity to grow physically, emotionally, socially and intellectually by playing, exploring, and learning with others in a fun, safe and healthy environment.

As a family owned and operated organization, Lakemont Family Childcare welcomes positive family involvement and encourages a parent-teacher approach where the need of every child comes first to obtain successful early childhood education care.

	


Philosophy and Program Description

	I believe that happy, loved, connected children are destined for success in every facet of their lives.

My approach is a whole child approach, working to strengthen and encourage every child’s emotional, intellectual, social, and physical being through the expert care of teachers and a unique partnership with parents.

When it comes to teaching, I understand the importance of involving families with their child’s developmental milestones and accomplishments. When new skills are introduced or reinforced, having you, your child, and I working together makes learning easy and fun. Using this streamlined approach to learning and keeping a close connection between home and school, Lakemont Family Childcare ensures each child enrolled receives the individual guidance they deserve.

I know that kids are naturally curious, so why not encourage this curiosity in a secure and educational environment. Guiding each child, while using individual learning levels, creates a significant foundation needed for skills used in higher order thinking.




My Family and Background

	As a middle child of 4 in a unified family, I have learned many valuable traits that the majority of people in my generation do not hear anymore let alone practice. I have found that while a large amount of people in a small space is very interesting, it is very difficult to express individuality and learn by yourself. 

As I raised my own two children, I started working with children ages newborn to 13 years of age. I valued what I learned during that time. Many things such as sharing and learning lessons were shown on many different levels. I found it very interesting that children of such a young age were capable of so many things that I never thought possible. 

Since then, I have worked with my children and childcare children to enjoy learning and to know that everything is doable. Whether it be learning their ABC’s or a simple word it can all be done in a fun way making the experience memorable. 


	


My Training and Experience

The State of Washington requires that I take annual training on topics related to caring for young children.  Feel free to ask me about my training.  I will share any interesting things I learn with the families in my program. I have taken the 20 basic stars class. I am currently first aid and CPR trained and will continue to keep that information current. I have opened and worked in my own home daycare primarily ranging with children 13 years and under. 

Admission Requirements and Enrollment Procedures*

Introductory Visit

Each new family needs to visit my home at least 1 time prior to enrollment.  Please call-in advance to schedule a visit.

	I require introductory visits so that I can meet you and your child as well as view the general layout of the space.
All potential students to enroll need to have all vaccinations up to date.


Deposits and Registration Fees

Deposit: Your child's position is reserved upon receipt of tuition deposit.  This deposit is non-refundable and will be applied to the first month of care. 
Registration Fee: $200 (Non-refundable)
Admission Forms:
There are several forms you are required to complete prior to your child's attendance:

1.
Child Care Home Register - This form includes:

2.
Consent for Medical Care and Treatment of Minor Children

3.
Permission Authorization

4.
Child Care Agreement

Certificate of Immunization Status*  

A CIS form must be used must be current and updated yearly (more frequently for infants).  All children must be current on their immunizations.  If there is a signed exemption to immunizations, the child may need to be excluded from childcare if there is an outbreak of a vaccine preventable disease that the child has not been immunized for.

Transition Period

	While I prefer full time children to start full time, I can understand that this can be a difficult time for both parent and child. For the first couple of days, I recommend dropping off early and staying a while to allow the child to feel more comfortable right off the bat or doing part-time to start. Please feel free to call anytime for an update on how your child is doing. However please keep in mind I am tending to the children’s needs and may need to call you back rather than pick up the phone right away.


Trial Period

The trial period will be 2 weeks.  This period is used to observe the child’s adjustment to care and to talk about concerns.  I will talk to you daily about your child’s day.  Please tell me if you have any concerns.  After a 2-week trial period, we will determine if the childcare services are satisfactory to everyone.  If any problems cannot be resolved, the care is terminated.

	If the agreement is terminated within the 2-week trial period, the initial deposit will cover the dates of enrollment.


Rates and Payment Plan*

Rates are evaluated and may be raised every year on the first of January.  

One month’s notice will be given for rate increases.

If other adjustments are needed, 2 weeks’ notice will be given.  

Rates: 

6 months - 3 years: 5 Full Days per Week = $2,100.00/month
3 year old to – 4 year old: 5 full days per week = $1,800.00/month
4 year olds – 5 year olds: 5 full days per week = $1,700/month

If your child is not potty trained the rate will be $2,100.

Your contract will specify your child’s days and hours of care.

Definitions - Full Time, Part Time And Drop In

	Full time: Childcare contracted on a set scheduled time slot 7-9 hours a day or 5 days a week. 

Part time: No longer accepting part-time students. 

Drop off: non-previously arranged days and times, not contracted on a set schedule.


Payment Plan, Penalties, and Extra Charges

Payment Plan: Parents are required to pay for the time their children are scheduled to be in care. In other words, parents are paying for a space whether their child is there or not. Payment for care is due in 1st of each month. 
Holiday Pay:  Fees are not reduced during months/weeks that have holidays.

Vacations and Absences*

1. You are required to give 2 weeks advance notice for vacation. 

2. I will give you at least 4 week(s) advance notice of my vacation schedule.  I will take 3 weeks’ vacation per year.

3. Please call and inform me when your child will not attend due to illness or another event. 

4. Please advise me upon enrollment if you plan to remove your child from childcare for any length of time (Ex: when you are on maternity leave with another child, etc.).

Family Discount: When more than one child from the same family is enrolled, the older child’s tuition will be discounted 10%.
Payment Penalties:
1.
The fee for late payment is $ 10 per calendar day. If fees remain unpaid after a period of three days, your child will not be admitted until ALL fees are paid in full.

2.
The penalty for NSF checks is $ 20 plus any bank costs incurred by me. Cash payment is required for returned checks.  You may be put on a cash basis after the second NSF check.
3.
Late pick-up fees   If custody is arranged, the parent who is supposed to be picking up the child will be charged that fee.
4. 
Zelle is currently being accepted as an option for payment.
	


Business Practices

Sign-in and Sign-out Procedures*

1. Arrival and pick-up instructions: 

When arriving, the parent, guardian or authorized person must sign the child, and sign-out at pick up time.  The sign-in/sign out form is located by the front entrance.   You are required to sign in/out using full name, date and time.  

	Any non-perishable items should be placed in the cubby labeled with child’s name. This includes extra clothes, shoes, and coats. Please dress your child appropriately. The activities may be messy. Do not put your child in clothing that you do not want stained. Weather permitting; we will spend a lot of time outdoors. You also need to supply a complete change of clothing in case of an accident. Water resistant pants is required with a warm coat.  We will not wear our shoes inside, please be aware of this. If you would like to bring slippers for inside, they will be accepted. 




2.
Please identify on the Child Care Home Register who is authorized to pick up your child.  I will not release your child to any person without your written permission, telephone permission will not do!  The person picking up your child must have identification and proof of current insurance, as I will ask for verification of identity before releasing a child. 

3. Anyone who appears to be under the influence of drugs or alcohol arriving at childcare to pick up a child will be asked to call someone else to pick up that child.  If a person leaves with a child while they appear to be under the influence, I will call 911.

4. Please DO NOT leave your car running and unattended in the driveway or in the street. 

Staffing When Provider is absent*

	If I am unavailable, I will close down I will try and have backup to stay running. These occurrences are extremely rare and are very unlikely to happen. If needed I will try to provide the most notice for the situation. 



Back-up Child Care

I recommend that you have access to an alternate childcare arrangement.  You may need care if I am ill or when I am on vacation.  If I am ill you will be notified as soon as possible so that you can make other arrangements.  It is always your responsibility to find backup childcare.  For a childcare referral, please call:

Child Care Resources


(206) 329-5544 

Termination of Services*

1.
Parents are required to give 1 month written notice of your intent to terminate care.  
2.
The following are conditions that will cause child-care to be terminated:

a.
Continual late payments

b.
Child behavioral problems that cannot be controlled

c.
Not respecting child-care setting and policies (children and/or parents)

d.
Continual late pick-ups

Please be advised that you will be charged your scheduled rate until you notify me in writing that your child will not be returning. 

Items Brought From Home

	Please do NOT send any toys from home. If your child needs a special toy or item for sleeping, it will be allowed but will be put away until rest time. I am NOT responsible for lost, stolen, or broken toys from home. 


Smoking*


 Smoking will not be permitted in my home or care during childcare hours.

	No one in my family smokes. I would prefer no smoking at all on my grounds. 


Hours of Operation and Daily Activity Schedule*

Hours and Days of Operation*

The childcare program is open 8:00 a.m. to 4:30 p.m., Monday through Friday, except holidays.  Parents are welcome to visit their children at any time during the day.
Holidays*

We go by Issaquah School District please look up online or as me I can provide a copy.
Sample Daily Schedule*

Infants – I allow children to be fed, changed, held and comforted on demand within state guidelines. Stroller rides and play time is scheduled around their needs.
Diaper changes and potty time on demand or as required for the child’s needs. Diapers will be changed every two hours maximum. Please note schedule may change depending on what is best for the children.

	Time
	Activities

	8:00-9:05
	Open/free play

	9:05-10:30
	Hand Washing/Snack

	10:30-11:00
	Diaper Change/ Prepare for outside play

	11:00-12:00
	Outside Play, weather pending

	12:00-12:10
	Clean up for lunch

	12:10-12:30
	Lunch

	12:30 – 1:00
	Brush Teeth/ Wash Hand/ Prep for nap

	1:00-3:00
	Nap

	3:00-3:30
	Comfort Child/Diaper Change

	3:30-4:30
	Afternoon Snack/ Free Play/Playground- weather pending/End of Day


Television, Video and Computer Use

	There will be no television usage while in my care. Although, educational videos may be used for the learning process and stimulation of the brain. Like baby Einstein. Although, majority of the time I would prefer to learn through fun activities making kids more active as well. Like Jack Heartman or Denny Go. 


Special Activities 

	I honor major holidays and all children’s birthdays. IF you would like to bring a special treat for the children, please pre-arrange this with me. Age appropriate activities are scheduled with flexibility allowed to respond to the needs of the individual child and day. I will offer times for outside play, stories, instruction, and naps appropriate to the child’s ages, interests, and abilities. I will provide your child with tender loving care, understanding, patience, and guidance. For infants, a daily report sheet will be sent home. Free play is an important part of a child’s early years. It is here they learn social skills that will be needed the rest of their lives. 




Pets*

	I do not have any pets. 


Transportation and Field Trips*

Parents are responsible for transportation to and from my home.

Snacks*

It is the parent’s responsibility to provide lunch and 2 snacks each day.
It is your responsibility to notify me of any allergies or adverse reactions your child may have with certain foods or beverages.  I will work closely with you on your child's transition to solid foods.

	Breastfeeding is strongly encouraged for all infants. 


Policies For Food Brought From Home*

	Please check allergy list. Also make food prep easy and quick. 


Permission for Free Access*

You have the right to access any areas of my home used for childcare, or to your child’s records. You are welcome to visit or drop-in unannounced to observe your child.  Please schedule time in advance if you would like to have a meeting with me, so we can arrange to speak away from the children.

	Please call or text me when you are here, so I can open the door. Parents are also free to call at any time. If I do not answer, please leave a message and I will call you back as soon as the current activity is finished or as soon as possible.


Child Abuse Reporting*

I am required by mandatory reporting laws to report any suspected child abuse, neglect, or exploitation to Child Protective Services (CPS) or my local law enforcement agency immediately (without prior notification to the parents involved).  I will also inform my licenser.

	Court Order: If there is a court order keeping one parent or guardian away from the child, I must have a written note issued by the court from the custodial parent or guardian in my file to that effect. Otherwise, I cannot prevent the non-custodial parent from picking up the child. 


Behavior Management and Discipline*

Spanking or any form of corporal punishment, physical or mechanical restraint, the withholding of food, or any form of emotional abuse is prohibited by anyone on the premises including parents.  No corporal punishment will be used in our program.  This includes biting, jerking, shaking, slapping, spanking, hitting, kicking or any other means of inflicting physical pain. 


My disciplinary practices are:

	According to age and understanding level. Younger children, babies and toddlers will be redirected to another activity. If a child becomes persistent behavior problem, I will address it with you and we will try to resolve it together. 


If a child’s behavior becomes an ongoing issue, I will confer with the parents using the following steps:

·  Note on the daily sheet

·  Note on sign out sheet

·  Phone call/personal notification

Non-discrimination Statement*

I do not discriminate in my enrollment, hiring practices, client services or in the care of children based on race, color, creed, ethnicity, national origin, gender, marital status, veterans’ status, sexual orientation, age, socio-economic status, religion, differing physical or mental abilities, use of a trained dog or service animal by a child or family member, communication and learning styles.  I will assist children and parents who have limited English language ability by:

	Providing the opportunity for multiple languages in the classroom, primarily English. 


Religious Activities*

Religious activities include:

· Easter Egg Hunt

· Christmas Party
If a parent or child does not wish to participate in a religious activity, please notify me in advance.

I will incorporate children’s beliefs into my program by:


	Not only celebrating my personal religious holidays but also celebrating as many other holidays as possible. 


 Care of Young Children*

Separation*

	I ease morning separation by welcoming both child and parent at the door, explaining all the fun things planned for that day and helping parent move about the playroom as needed, handoff between parent and teacher will take place allowing parent to leave and child to get involved in an activity. 


Diapering Procedure*

	Diapers are changed one at a time on a clean, sanitized changing table. Soiled diapers disposed right away after changing. Hands of teacher will be washed with soap and water after change is completed. Parent will supply any diaper creams and an ongoing medical authorization form will need to be filled out. 


Toilet Learning*

	I will assist you in potty training your child with the understanding that it will only be successful if we work together. I will use pull-ups supplied by parents. Send your child ONLY in easy-on-easy off clothing until they are able to completely undress and dress themselves. I require at least two complete changes of clothing during potty training. Soiled items will be sent home in a plastic bag. 


Infant Feeding*

Infants are held when feeding, and bottles are not propped.

	They will be fed when hunger is indicated, not necessarily on a specific schedule. As baby develops a schedule (5-6 months) meals will be more consistent. Infants will be fed formula or breast milk only for first four months, unless directed by doctor. Four to six months, I will start feeding solids provided doctors’ allowance. No bottles or formula will be left overnight. Breast-feeding is strongly encouraged. If you are nursing your baby you are welcome to come feed your baby when you can arrange it. 


Naps and Rest Periods 

	All children under age five are REQUIRED to have a rest period. No child is forced to sleep however they must remain quiet. Older children and those who wake early will participate in a quiet activity until rest time is over. 


Health Care Practices*

Medical Emergencies*

1.
I have First Aid, Child CPR, and HIV/Aids/Blood Born Pathogens Prevention training.

2.
Minor cuts; bruises, and scrapes will be treated.  Parents will be notified upon arrival. With some minor injuries parents will be called to help decide whether the child should go home. Incident report will be supplied up on arrival of pickup. 

3.
In the event of a serious injury or emergency, I will call 911 and administer first aid or CPR if needed.  I will then notify you as soon as possible and tell you where your child is being treated.

4.
If injury results in medical treatment or hospitalization, I am required to immediately call and submit an "Injury/Incident Report" to my Department of Social and Health Services Licenser and child’s social worker, if any.  You will be given a copy.
5. 
Parents agree to provide all medical and emergency expenses.
Medicine Management*

1.
All medications (prescription and non-prescription) shall be administered only on the written approval of a doctor.  A Medication Treatment Authorization form (authorization to administer medication) must be completed.  .

2.
Medications must be stored in the original container.  The container must have the patient's name, instructions and date of expiration.

3.
Doctor's permission is not required for non-prescriptions drugs such as: 

a.
Anti-itching creams 

b.
Diaper ointments and powders 

c.
Sunscreen 

4.
A detailed record will be kept of all medicines given at childcare.

Ill Children*

1.
Each child will be observed daily for signs of illness.

2.
Children who are contagious must stay at home.  All parents of children in my care, as well as the Health Department, will be notified by phone of communicable diseases or food poisoning.

3.
Please call me if your child will not be coming due to illness.  If you are unsure if your child should come or not, please call.

4.
If a child should become ill or carries a fever of 100 degree or more plus another symptom, you will be notified immediately and will be expected to pick up the child as soon as possible.  In such event, your child will be isolated from the other children until you arrive.

5.
The parent is responsible for finding substitute care in case of the child's illness.

6.
The following illnesses are not accepted in my home per instruction of the Department of Public Health:

Diarrhea:  Three or more watery stools in a 24-hour period, especially if child acts or looks ill.

Vomiting:  Vomiting on two or more occasions within the past 24 hours.

Rash:  Body rash not associated with diapering, heat or allergic reactions, especially with fever or itching.

Eyes:  Thick mucus or pus draining from the eye, or pink eye.

Appearance/Behavior:  unusually tired, pale, lack of appetite, difficult to wake, confused or irritable.

Sore Throat:  Especially if associated with fever or swollen glands in the neck.

Fever:  Temperature of 100 degrees F. or higher and sore throat, rash, vomiting, diarrhea, earache, irritability or confusion.

Lice:  Children who have lice may not return to day care until they are louse and nit (egg) free.

Please read "Keeping Your Ill Child at Home" from the Seattle-King County Department of Public Health.

Cleaning and Disinfecting*

	Germ control is a priority when infants are in care. All toys are sanitized after they are mouthed, and at least daily. Noses are wiped as soon as possible, and my hands are washed and sanitized afterwards. Children’s hands are frequently cleaned with wipes during cold season. Disinfectant spray is routinely applied to surfaces (after hours, not during normal child care day). 


Hand Washing Practices

We (children and adults) will be washing our hands before and after preparing food, when handling pets, after playing outdoors,  using the bathroom, and whenever in contact with body fluids.

	


Injury Prevention

I will check daily to make certain that both the indoor and outdoor play areas are safe for children and families – free from broken glass, toys and equipment are safe and the area is free from hazards.  All medications, cleaning products and chemicals will be inaccessible to the children.
	


Food Handling Practices*

	Food brought from home must be labeled with child’s name. Hands will be washed prior to food preparation. If needed food to be warmed, it will warmed in microwave. 


Infant Sleep Position*

The SIDS Foundation of Washington, the American Academy of Pediatrics, and the Department of Health currently recommend placing infants to sleep on their backs, and to avoid using pillows, and fluffy blankets. Because this has been shown to reduce the risk of SIDS, I will follow these recommendations.  Parents who choose for their infants to not follow these guidelines will need to have a letter form their child’s doctor stating that the infant is not to follow the guidelines.  No child will sleep in a swing, bouncy chair or other sitting or reclining devices.

Disaster Response Plan*

The children will practice emergency procedures and evacuation on a regular basis.  I have practiced turning off water, power.  Shelving, furniture and heavy objects on high shelves have been secured to protect against falling. I continually check my home for potential hazards.

	


Communication and Parent Conferences

Parent/Provider Communication

	Daily sheets will be sent home on a regular basis as well as discussing the day at pickup with parents. High priority items will be discussed in person for ages 2 years and over.


Parent/Provider Conferences 

Conferences will be held 2 times per year.

	Conferences will discuss children’s development and any developmental concerns that may come up. 


Parent Involvement

	Parents can help by driving if we go on field trips. Parents can have scheduled time during the day to visit and help out with activities. Parents are more than welcome to donate any materials, supplies or toys. 


Checklist of Child Care Supplies*

	
	I

Provide 
	You

Provide
	Item
	Comments

	1.
	
	X
	Bottles
	

	2.
	
	X
	Bottle Liners
	

	3.
	
	X
	Formula
	

	4.
	
	X
	Nipples
	

	5.
	
	X
	Diapers
	

	6.
	
	X
	Pacifiers
	

	7.
	
	X
	Teething devices
	

	8.
	
	X
	Toilet training diapers
	

	9.
	X
	
	Car seat 
	

	10.
	
	X
	Change of clothes
	

	11.
	
	X
	Cold weather clothes
	

	12.
	
	X
	Blanket and sleeping necessities
	

	13.
	
	X
	Toothbrush
	

	14.
	
	X
	Sunscreen (must have written permission)
	

	15.
	
	X
	Diaper Wipes
	

	16.
	
	X
	Solid foods
	


All supplies must be labeled with your child’s name.

The following items are to be left in your child’s cubby:

· 2 complete change of backup clothing 
· 3-4 potty training underwear
· Jacket or sweater
· Outdoor Play a rain jacket, rain boots and rain pants.
Please Read and Return the following:

I, __________________ (please print name) have read and understand this parent handbook. Any questions will be addressed upon receipt of this signature. I realize that I am to follow the guidelines set forth in this handbook, and if they are not followed Homa Vassey at Lakemont Family childcare has full authorization to inform me of any infractions according to this handbook.

__________________________________


______________________

(sign)





(date)

__________________________________


______________________

(sign)





(date)


