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How to Use This Handbook:
The purpose of this handbook is to outline the policies and procedures I expect parents and I to both adhere in
order to provide a safe, nurturing environment for everyone involved. Please read carefully as you will be
expected to follow all policies and procedures at all times. Please do not hesitate to ask questions! It's advisable
to keep a copy of this handbook either in print form or downloaded to your device so you can reference it in the
event you have questions that can be answered by the information shared here.

POLICIES AND PROCEDURES HANDBOOK
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Mission Statement:
I believe that quality childcare is a collaboration between the caregiver, family, child, and classroom. The children in
my family childcare benefit from an experienced caregiver, a partnership with families, and a curricular environment
that fosters discovery and exploration. The education provided by my family daycare is based on the principles
developed by Dr. Maria Montessori. Dr. Montessori, an Italian physician and educator, spent her life studying how
children learn and the most effective way for a child to reach his or her potential. She pioneered the open classroom,
individualized education, manipulative learning materials, teaching toys and programmed instructions. Children of all
ages (6 weeks-teens) are not divided by age or skill level. Instead, younger children can learn from older ones, and
working with younger children is also beneficial for older kids, and helps teach patience and understanding.
My Childcare Philosophy:
•

I believe that exploration and discovery are vital to child development. My individualized and nurturing approach
to early education is supported by the Montessori Method and Magda Gerber’s concept of educaring, also
referred to as Resources for Infant Educarers or RIE. Positive interactions between family, child, caregiver and
environment is what I strive for in all aspects of our philosophy and methods. A strong foundation in problemsolving, emotional intelligence and imaginative thinking are critical for developing minds. My curriculum is childdirected; I honor the child’s independence and individual ability by offering choices and a diverse array of learning
materials. Children are given the opportunity to thrive at their own pace and in their own way. I warmly accept
children of all cultures, abilities and learning styles.

•

I understand the value of experiences rich in nature, music, creativity and exploration and use these principles to
guide my curriculum.

•

I believe in practicing respectful caregiving routines with infants and toddlers and facilitating opportunities for the
children to engage in uninterrupted play and purposeful work. I believe that childcare should be a partnership
between home and school; between parents and caregivers. I want each family to be included in decisions about
their child’s care, and feel represented in the classroom. The relationship between parent, child and caregiver
strengthens as children are allowed to choose their own primary caregiver.

•

Environments are designed to reflect the child’s home environment and provide support for the child’s many
developmental needs. Many conflicts can be avoided by the use of positive phrasing and redirection. My
environment provides ample space for freedom of movement and many opportunities for children to gain the
skills they need to be independent. Through frequent observation and assessment I build a curriculum that takes
into consideration each piece of the puzzle: the environment, the caregivers, the individual child and the family.
We believe that quality care exists when each of these things are tended to and allowed to thrive.
Personal Information About My Family and I:

I’m a 33 year old mother of 3. My kids are Audree-12, Nathaniel-8, and Madeline-5 years old. My sister in law Amy Gilmore
(wife to my late brother) and her children (Elijah-6 and Oliver-2) live with me as well. We also have three cats, Charlie, 4
and Salem, 2, and Callie, 5, and 2 year old bearded dragon named Storm. I have been on a journey to a healthier lifestyle
for many years now, and it’s spilled over into my family and childcare. My husband, Chris, is a 46 year old University of
Kentucky employee. He is also a natural/crunchy/gentle parent. His work schedule, as of this writing, is 7:30am-4:15pm,
Monday-Friday. He is occasionally off work on weekdays, but it’s very rare. He does not help with any children in my care
besides our own. My sister in law acts as my assistant when needed; she has her CDA and was a lead teacher at Growing
Together Preschool in Lexington. Her parenting and childcare philosophies are identical to mine. My sister-in-law and her
children live in a fully finished basement apartment in my home.
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Goals:
It is my goal to create a community of children, families and caregivers. A place where children can
thrive and childhood is protected. My goals inspire me in everything I do and I hope that they will
inspire you, too!
•

To create and promote a holistic view of early child education, focusing on skills that are
necessary to help a person develop emotional and social intelligence as well as cognitive
function.

•
•

To treat children, families and caregivers with respect and understanding.
To create environments that stimulate the children in our care, with a focus on
individualized curriculum so each child learns at their own pace and in their own way.

•

To choose specially designed materials and experiences that create opportunities for
children to teach themselves by manipulating materials and participating in activities
that are sensorial and hands-on.

•
•

To use sustainable practices in all levels of my program.
To make a positive impact on the community that I serve and the field of early
childhood education. I envision a world where peace is valued and individuals have the
skills to be capable, respectful and caring citizens.

Montessori Enrichment:
Music
Music is a dominant theme of our daily life. Our children have the opportunity to engage in musical experiences at
all times, whether it's playing with an array of musical instruments or listening to music and responding through
dance. Activities include singing, dancing, focused listening, and simple instrument playing, creating an
environment in which the child's musical aptitude is nurtured and skills such as listening, language, and balance
are developed.
Art
Opportunities to explore and discover artistically is an important precursor to self-expression and imagination.
Various art mediums are provided to allow the child to experience the whole spectrum of artistic expression. I
believe that young children benefit most from art experiences that are predominately sensorial. Every Tuesday the
children will have the opportunity to participate in "Messy Art Tuesdays." Children will use their senses to create
their masterpieces. I practice process art.
Yoga & Movement
Freedom of movement is a core component of both Montessori and RIE philosophies. My environment is designed
to optimize movement and avoid restrictions. I understand that between the ages of 0-6, children rely on
movements to learn and grow. Many materials provided in the classroom are designed to stimulate fine and gross
motor skills. Movement exercises such as yoga, dancing and tai chi are daily occurrences in our indoor and outdoor
environments.
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Nature & Gardening
Gardening is an on-going part our lives. I am fortunate to live in an area of the world that can sustain gardens
year-round (I have a greenhouse, so we'll start seeds and have herbs year-round.) Children will have the
opportunity to participate and observe the entire lifecycle process of the garden, from planting the first seed to
tasting the first carrot. My harvests will be brought into my home and prepared into something yummy by our
older children for everyone to enjoy. We believe it is extremely important for children to participate in the
growing of food and fully understand what it takes to nourish our bodies.
My backyard playground is designed to be a "natural playscape." Instead of traditional playground equipment, I
utilize natural elements to create a dynamic and beautiful playspace for children to connect with nature. Logs,
dirt, sand, sticks, water... these objects hold a child's curiosity and allow them to learn while they play. Outside
play is a must, regardless of the weather, and children can benefit from the outdoors in every season. Proper
precautions regarding clothing and protection will be taken when necessary.
Gentle/Crunchy Practices:
I have been babywearing for nine years, with soft structured carriers, woven wraps, ring slings, and possibly
others. I do not practice cry it out, in any form, so if a child (up to age 3 or about 35lbs) would like to be held, I
can wear your child as needed or desired. Non-supported sitting infants under 4 month old are worn only on my
chest. Older babies and toddlers can be worn on my back or chest. I can wear two children at a time. Please sign
the consent at the end of this form if you would like your baby to be worn as needed, in CPSIA compliant
carriers.
I am well-versed in intact care (when intact, don’t retract), proper storage, heating, and paced feeding with
breastmilk, practice baby led weaning, attachment parenting, use cloth diapers and are familiar with a range of
styles, limit screen time before age 3 (typically, only soft music is playing), serve whole and nutritious foods,
natural cleaning supplies, daily outdoor play (weather permitting), and more. I’m transitioning to wooden and
cloth toys.
I also homeschool my children. Due to Kentucky state education regulations, I am not a certified educator and
cannot be primarily responsible for your child’s education, but I can help with completing schoolwork,
overseeing some projects, ensuring logs and information is recorded, etc. If you unschool, I do make sure that
children are never, ever told “because I said so”. We research anything they have questions about when
developmentally appropriate. Children naturally learn, and will continue to do so in my home. I can work with
diligent homeschooling families, or more relaxed unschoolers.
Inclusion Policy:
All children are welcome including, but not limited to, children with special needs, allergies, diabetes. Children
of all abilities will be accepted and I will be responsive to each child's individual capabilities and needs.
Materials and equipment are appropriate and adapted for children of varying abilities, interests and needs. The
goals for assisting children with additional support needs are carried out during play experiences with peers and
staff.
Visitors:
On occasion, we may have visitors like firefighters, police officers, music classes, etc. Our special guests must
pass a background check and a child abuse/neglect check. You will be notified of any special guests we have.
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Touch Policy:
It is the policy to inform parents of the nature and type of routine physical contact their child(ren) will
experience while in my care. There is NO physical punishment at my daycare at any time. It is my belief and
practice that children need nurturing, adult physical contact for their care and healthy development. This
contact can be described in three ways:
1. Nurturing: This includes hugs and non-intimate kisses, hand holding, gentle tickling, caring and
cuddling. This type of contact is never made against the expressed wishes of the children.
2. Safety and Guidance: This includes restraining children from harmful situations, separating
physically conflicting children, directing children by leading or guiding them and administering
first aid to injuries.
3. Hygienic: This includes face and hand washing, assisting with bathroom duties (as appropriate to
the age of the child), diaper changes, examining rashes or unusual marks, nose blowing,
applying sun screen and assisting with or conducting necessary clothing changes.
It is also my belief that it is normal and healthy for children to express affection with their peers. This includes
hugs and non-intimate kisses and hand holding. This type of contact is never made against the expressed
wishes of the children.
Discipline Policy:
One of my responsibilities as a childcare provider is to be a role model. To discipline is to teach. I am the
educator. I use discipline to help teach a child. I achieve this through love, choices, consistency,
encouragement, and firmness. I stress two main patterns of behavior: respect for others, and respect for
property. The children are explained the rules of the child care home frequently so they are all familiar with
the guidelines.
I use the following methods of discipline:
•
•
•
•
•
•
•
•

A clear understanding of developmentally appropriate behavior and interests of the different
age groups in care.
Reinforcement of appropriate behaviors
Encourage children to solve problems themselves and choose the proper behavior
Intervention and discussion
Re-direction to another play area or activity
When necessary, removal of an object and the ability to try again later
Assist children in regaining self-control
Provide an environment that builds self-esteem and confidence with support and
encouragement
Punishment scars self-esteem in a young child
Punishment can build frustration and anger
Punishment does not teach, encourage, or support.
Punishment hurts.

Nap/Rest Time:
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All children are required to lie down for a rest period in the afternoon. All children must nap, rest or read quietly during this
period. Although our nap time may vary depending on our activities on a particular day, usually it is from 12:30pm –
2:30pm. Rest gives everyone a much needed break during the day. If your child has a special blanket or stuffed animal he/she
sleeps with please feel free to send it along. Children 4 weeks-1 year sleep in a crib and I transition them to a mat at one
year. Overnight guests sleep in a crib (4wk-1y), a mat (1y-4y), or a twin-sized bet (4y+). I ask that you please avoid picking up
or dropping off your child during nap time, as it disturbs the other children's rest period. If you cannot avoid coming at nap
time, please be quiet and considerate of the children who are resting.
Potty Learning:
If your child is showing signs of potty readiness, you and I can sit down and discuss a plan that works for your child. Some
children like a lot of guidance and reminders, and some don’t. Either way, I’ll follow your child’s lead and encourage them
often.
Mealtimes:
Meals are served family-style for children over 1 year old (except during the COVID-19 pandemic or other serious illnesses).
Children 6 months (or showing signs of readiness and only after parents okay this)-1 year are served by me, and I practice
baby led weaning unless specifically asked not to. I can give your child baby food if you provide it. Baby food can be
homemade, or store bought. I make a monthly menu, and can email this to you, or you’re welcome to view it anytime using
our Google calendar.
Mealtimes are as follows: Breakfast 8:30am, Snack-10:30 am, Lunch 12:30am, Snack-3:30pm. These can change as needed.
Please do not send outside food or drinks with your child without permission.
Supplies:
A complete list of items needed is included at the end of this handbook. Please adhere to the guidelines I've established.
Authorized Pickups:
Children will not be released to unauthorized individuals. You must notify me in advance if someone other than a previously
authorized person will be picking up your child. Previously authorized individuals are to be listed on the contract. Please let
any individuals who pick up your child know that they will be asked for picture ID in order to ensure the safety of all children.
Failure to show government-issued ID or a suspicious ID will result in refusal to release the child. Authorized pickups may be
added or removed from your child’s contract by phone, text, email, or in person.
Custody:
Until custody has been established by a court action, one parent may not limit the other from picking-up a child in our care. I
r must be notified immediately of any changes in custody orders. Certified custody orders must be given to me. All guardians
are expected to communicate with me respectfully and in a timely fashion. Failure to do so will result in immediate
termination without refunds. If I have to appear in court to testify due to custody issues or anything else, you are responsible
for paying lost wages for these days.
Cameras:
While I do have cameras in my home, these are for my family's safety and protection. Should you wish to view recordings, a
court subpoena that requests specific dates and times your child was in care only is required. These are not open-circuit for
many reasons.

Baths:
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Due to the nature-based aspect of my family childcare, children often get dirty. We play in mud, dirt, sand, and
more! Occasionally, children may require a bath after playing outside. I reserve this for extreme circumstances
where proper hygiene is compromised. I do not bathe children who simply come to childcare dirty or unclean. I
use Brandless body wash unless parents provide an alternative. If you do not want your child bathed when
hygiene is possibly compromised, you will be called to pick up your child immediately.
Bicycle Rides:
I sometimes take my children out for bicycle rides. I stay very close to my home and children are in a bike trailer
and wear helmets. I make every effort possible to keep us all safe. We may also visit the playground at the
church beside my home, or Lake Mingo park.
Substitute Policy:
From time to time, I may require the use of a substitute. I typically use my sister in law, Amy Gilmore or my
cousin, Andrea Baker. I will notify you if I am using a substitute.
Continuing Education:
Our city and state officials offer many options for continuing education, some of which are available 24/7 online
or person during weekdays and weekends. Occasionally, I may be required to take a continuing education class
that occurs during business hours. I try to avoid this, but sometimes I'm not given that option. I will first try to
secure a substitute. If I'm unable to do so, I will notify parents to schedule with their backup caregiver. CE days
are considered part of Professional Development and are paid. I'm not "off work"; I'm working hard to ensure I
can provide the safest, most up-to-date environment for your child. You will see these noted on our calendar.
Child Abuse/Neglect:
I am a mandated reporter, meaning, if there is any abuse or neglect suspected of any children in my care, I am
required to report this. Please be aware also that children will NOT be released under any circumstances to
impaired individuals. If I have reason to believe that any persons picking up a child is under the influence of
drugs or alcohol, an emergency contact will be called to pick up the child. The incident will also be reported to
DCBS/CYFS. I am required by law to report any suspected incidents of possible child abuse or neglect. Per the
law, your child can be questioned by child protective services at any time without your consent. Anyone
showing signs of aggression whether under the influence or sober will be escorted from the premises by police
and will not be allowed to return. All information contained in this portion is state law, therefore all facilities
are required to follow this protocol.
Changes in Information:
It is extremely important for parents to update their child’s file with any changes in information such as phone
numbers, home address, employer, medical history, etc. I ask that families notify me whenever there is a
change in information that is relevant to the care of your child. If I attempt to contact the family of a child and
discovers that the information on file is not current, I will ask the parent to provide updated information prior to
the child returning to care. You can download a Change of Information form from my website under Currently
Enrolled Families-->Forms. This is fillable online, or you can print and bring in a hard copy.

Illness Policy:
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It is not always easy to decide if a child should remain at home due to an illness. Children who come to
childcare are expected, with few exceptions, to participate fully in child care activities. Children who are
exhibiting the following symptoms will be sent home or should remain home:
•
•
•
•

Fever of 100 degrees or higher: this signals an illness may make a child uncomfortable and unable to
function well in childcare.
Vomiting, diarrhea or severe nausea: these are symptoms that require a child to remain at home
until a normal diet is tolerated the night before and the next morning.
Rashes: rashes or patches of broken, itchy skin should be examined by a doctor if it appears to be
spreading or not improving.
Children with communicable diseases shall not attend childcare. Examples of communicable
diseases include but are not limited to: Chicken Pox, Influenza, Pink Eye, Mumps, Strep Throat,
Impetigo, Lice, Measles, Whooping Cough, Scarlet Fever, Hand/Foot/Mouth Disease, COVID-19

It is important that you notify me if any medication has been administered to your child within the last 24 hours.
Please do not "Dose and Drop", which means do not give your child medication to lower a fever or lessen symptoms so they
can be accepted into care. Those symptoms will recur and other children will be exposed to illness. Should there be a medical
emergency it is crucial to report whether or not the child is on medication.
All prescriptive and non-prescriptive medications (including diaper rash creams and sunscreens) that need to be administered
at childcare by the provider requires that the parent complete an Authorization to Administer Medication portion. Please sign
the consent if would like me to use sunscreen, lotion, or diaper rash cream on your child as needed.
If your child is displaying signs of illness, I will text or call you to let you know. If the child is sick and could transmit anything to
another child, I will ask you to pick up your child. You are still responsible for daily fees. Please pick up your child within one
hour of the time I notify you. When kids are sick, they want to be with their parents whenever possible. A simple runny nose
(especially in the wintertime!) isn’t a cause for concern, but a child who is lethargic, not eating normally, extremely fussy and
inconsolable, or has a combination of symptoms of serious illness cannot remain in care. Things like teething aren’t a reason
for me to call you, unless you specifically ask me to. Failure to pick up your child within the one hour window after I contact you
will result in late fees at $1 per minute, due immediately. You will be invoiced via Paypal for these fees and your child may not
return until they are healthy once again and all late fees are paid in full.
If your child is sent home due to illness, I will make the decision regarding when your child is healthy enough to return to
childcare. A doctor's note is insufficient; I can accept these, but I still make the final decision. You are still responsible for
paying tuition to ensure your child's spot in my program even if your child is absent due to illness.
In the event of my illness or my family’s illness: you will need to find alternative care. You are required to pay for days when I
am unable to provide care unless I have used my 5 paid personal days in the calendar year. If I have used my personal days
and you’ve already paid your weekly fees, I will apply the balance to the following week.

PLEASE SEE THE FINAL PAGE OF THIS HANDBOOK FOR COVID-19 GUIDELINES AND VISIT https://
littlelexplorers.com/covid/ FOR REQUIREMENTS AND AGREEMENTS
Vaccinations:
I do not accept vaccination exemptions. All children must be up to date on vaccinations in order to attend care. Pursuant to KRS
214.036, all child care providers must obtain written documentation of each child’s immunization record. For children who are
new to the center, the immunization certificate must be presented within the first thirty (30) days. For children who are
enrolled, the immunization record must be current (has not passed the date specified on the record.) Children, who do not have
one of the approved immunization certificates on file at the child care center, would not be allowed to attend the childcare
center. Parents must provide either Commonwealth of Kentucky Immunization Certificate or Commonwealth of Kentucky
Provisional Immunization Certificate. No exemptions are accepted.
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Closings:
I will be closed on the following holidays (these are paid holidays unless otherwise noted.) Please arrange for
alternative care on these days. You are responsible for having backup childcare in place.
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•

January 1-4: New Year’s Holiday
January 18: Martin Luther King Jr. Day
February 19: Professional Dev
February 26: Personal Day
March 5: Personal Day
April 16: Personal Day
May 7: Professional Dev
May 24-25: Personal Day
May 31: Memorial Day
June 28-July 5: Paid Vacation/Indep. Day
August 16: Personal Day
August 24: Close at noon-Professional Dev
September 6: Labor Day
October 26: Close at noon- Professional Dev
November 1: Close at noon
November 24-26: Thanksgiving
December 1: Professional Dev
December 23-December 31: Christmas and New Year’s Eve
January 3-7 2022: New Year's Day

I receive one weeks' paid vacation per calendar year as well as five paid personal days in addition to the pre-scheduled
personal days (used for illness, doctor's appointments, etc) and up to seven professional development days. I also take off
most federal holidays. Vacation days are scheduled at least 30 days in advance. Personal days will be scheduled with as
much advance notice as possible. The most updated version of our calendar including closings will always be the Google
Calendar.
Please remember that tuition is due based on the spot in my childcare program. It is not based on attendance. Tuition
is due 52 weeks per year.
Parent’s Night Out:
I offer PNO once a month, included in regular tuition fees, for each of my families. Each family is entitled to one date
night/day session per month, and I really want you to use it! Parents need time as a couple (and so do single parents:
everyone needs time to themselves!), and I want to help provide some of that time for my families. Please let me know at
least one week in advance if you’d like to use your date time. I will engage your children in playful activities, feed them
dinner, and provide an age-appropriate craft for them to do. We will go for walks, play outside (weather permitting), and
play with bubbles, chalk, and be active! What could be better than knowing that your child can be with their familiar,
responsible caregivers and spend an evening in a familiar environment? All this, while you spend some uninterrupted time
doing what you enjoy!
Weekdays, you may pick up your child by 8pm instead of regular time for full time families, or bring your child back from
5:30pm-8pm if drop in or part time. Weekends, I am available for either a lunch (11am-1:30pm) or dinner date
(5:30pm-8pm). I will only take one child per session, so please let me know in advance which you’d like. The dates for
each month's sessions will be on our Google calendar.
If you would like to have a PNO on a date that's not already scheduled, you will need to pay additional fees for that day.
Please see the next page for information about this.
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Tuition Information:
There is a one-time $40 registration fee per family. This fee pays for the necessary background checks I run on families, as well as
items I must purchase for each child. This is paid in advance of enrollment and in addition to weekly fees. Upon enrollment, your
weekly fees (service retainer) are due to secure your child's spot in my program. Your child is not enrolled and the space is not
secured until all forms are returned to me, and fees are paid in full. A spot is held for a maximum of two weeks (10 business days)
before care begins. Retainers are not refunded if the child does not begin care during this time frame, and a new retainer less the
registration fee must be paid to restart the enrollment process.
• The fee for childcare (traditional hours or overnight) will be $200 per week for full time care (24-45 hours) or $175 per week for
part time care (23 hours or fewer). Playschool is paid per session at $35 from either 8:30am-11:30am (includes breakfast and
snack), or 2:30pm-5:30pm (includes snack). This is similar to transitional care, or for those whose parents need a few hours
each week child-free. This is a great way to ensure your child gets some time with other children, and you have time to do
things you need to do without kids in tow! Extended care until 12pm is available for $35. Weekend care is available for $50 per
day, up to 9 hours. Back-up care/school holiday care is available. This is first come, first served. It’s advised to give as much
notice as possible to secure a spot. There is no guarantee of availability, so please contact me ASAP for this. This care is $40/
day per child. An additional registration fee is due per family even if the child only requires care for a single day. Additional
children from the same family are entitled to the 10% discount listed below. All fees are due at drop off and no child will be
permitted to stay in care without prepayment for services.
• Parent's Night Out options for families who are not currently enrolled or for currently enrolled families who need a different
date than that referenced above are scheduled according to my availability. These usually run 5:30pm-11:30pm and are
available for $40 per child.
• Payment is due on Friday afternoon (pick up: 5:30pm) of every week for the following week. A late fee of $15 will be assessed
daily until all fees are paid in full, and childcare will be terminated without notice after payment is more than 3 calendar days
late. Receipts will be issued as requested. Late pick up (not previously agreed upon and scheduled) will be charged at $1/
minute. These fees are due before drop off the next day. Care that's required over the contracted time (previously agreed
upon) is charged at the drop-in care rate of $7/hr.
• A sibling discount of 10% off the second child’s enrollment from the same family will be applied as necessary.
• You may pay by cash, check, or PayPal (jessicadelkins@gmail.com). Returned checks are subject to maximum fees allowed by
the state.
• TEACHERS ONLY: A $75 per week (school breaks) is payable on Monday for Spring, Fall, and Winter breaks. A $250 per month
fee (Due on the first Monday of each month in full) is required to hold the child’s spot through the summer months if not in
attendance (June/July/August). If the child should attend during the summer or seasonal breaks, a maximum one 8 hour day is
included in the retainer fee. The parent can pay hourly for childcare outside of the one 8 hour included day, or pay the normal
fee if preferred.
• Childcare will begin on the date listed on your contract and will continue until terminated by either party with a two-weeks’
notice. If notice is not given as outlined by the parents/guardians, you will be responsible for paying two weeks’ fees in full on
the last day of care due to early cancellation. Any retainer paid will not count toward the last two weeks in the event of early
cancellation. I will pursue legal action at your expense if necessary.
• My family childcare will provide care for children between the ages of 6 weeks through 16 years old. My operating hours are
between 7:30am--5:30pm and 5:30pm-7:30am, Monday Through Friday and as needed hours only on Saturday and Sunday.
Please be aware that, although I specify my hours of operation, we will contract for specific hours for your child and you will be
charged additional fees if you pick up or drop off your child outside our contracted hours (see above.) (Hours of operation may
vary depending on different situations; contracted hours will be listed.)
• You must notify me by text message or phone call at least one hour before normal drop off time if your child is not coming for
the day. You must notify me by text message or phone call at least an hour before normal pick up time if you will be late
picking up the child(ren). Otherwise, you will be responsible for paying additional fees.
• If you are placed on the waitlist, a nonrefundable retainer equal to one weeks' care must be paid within three days of our
contract signing to secure your child’s spot. This will be applied toward the last week’s tuition if two weeks’ notice is given. This
retainer is nonrefundable should you choose another care provider.
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Daily Schedule:
While we do have a structured day, this is subject to change based on weather, our emotional/physical responses, or any other
number of reasons. Our mealtimes, naptime, and frequency of diaper changes are pretty rigid and we don’t typically stray from
that, but everything else during the day may change. If the children want to spend more time outside, we may do that instead of
come inside for fine motor activities one day, for example. All children will be permitted to have additional naps as they need; no
child will be refused a nap (or “forced” to nap) so we can stick to a schedule. This is for the benefit of everyone, and why we have
a flexible schedule! Your child’s schedule may vary, also depending on what your contracted times are. Diapers are changed
every two hours (more often, if needed) and infants are fed on demand. Children who sit unsupported and have met all the
criteria established in the handbook have meals with us at designated times; most are fed following the baby-led weaning
method unless otherwise instructed prior to enrollment. In the warmer months, we will be outdoors a minimum of two hours
per day, weather permitting. If the temperature is above 80F, we will be outside in shaded areas for 30 minutes, inside for 10 up
to 2 hours total per session. We will go for walks if the temperature is between 80F and 95F, and stay indoors above 95F.
Between 25F-35F, we will be outside for 10 minutes, inside for 10, for up to 20 minutes outside time total for the session. When
the temperature (and wind chill/relative humidity) is between 36F-79F, our outside time will be dependent on the children. Your
children will need sunscreen for the months between April and October. November through March, your children will need very
heavy, warm coats, hats, gloves, and appropriate footwear.
Please see page 13 for a general idea of our routine.

Daily Updates:
I use the Brightwheel app to communicate daily activities with parents. This app allows me to add anyone you suggest to your
child’s account. You can see photos, when we do diaper changes, bottles, feedings, naps beginning/ending, medication
administration, and general notes about your child’s day. If you’re interested in accessing this, please leave email addresses
above for anyone you would like to see this information. I will add photos as often as possible and strive for at least one per day.

Emergency Procedures:
If the child requires medical care, the following procedures will be followed:
1. Parents/guardians will be contacted immediately.
2. If I cannot reach you, the child’s family doctor will be contacted.
3. If this is an emergency that requires or may require immediate care (life threatening emergency or similar), an
ambulance will be called. You are responsible for the costs incurred.
In the event of a fire in my home or other disaster or issue where we must leave immediately, I will contact you as soon as
possible. We will stay as close to my home as is safe; we will be either across the street from my home in the backyard, or in
the parking lot of Walmart, or across the street from Walmart. Please refer to your Emergency card for more information.

Personal Availability:
I am available by phone for business-relate purposes 7:30am-5:30pm, Monday through Friday. Messages and emails sent after
window will be answered when I'm available again. Messages or phone calls made on Friday will be answered Monday at my
earliest convenience. My phone is placed on Do Not Disturb from 5:30pm-7:30am each weekday, and from 5:30pm Friday until
7:30am Monday. The only exception to this is if your child is in care during overnight care or weekend days. Please do not
expect a quick response during my off time; I value my time with both your children and my own. If there is an emergency,
please make that clear upon contacting me via text message and I'll respond as quickly as I can.

Changes in Policy:
This handbook is effective as of January 2016 and revised December 2020, but is subject to change at any time. You will be
notified of any changes.

PROCESS ART TOOLS
Idea List

• toothbrushes
• forks
• balls of foil
• potato mashers
• q-tips
• sponges
• cars
• squeeze bottles
• medicine droppers
• scrapers
• fly-swatters
• combs/brushes
• loofas
• bubble wrap
• cotton balls
• dried corn cob
• apples
• marshmallows
• spray bottles
• squirt guns
• feathers
• spatulas
• scrub brush
• yarn

• cardboard squares
• pool noodles (cut)
• lego blocks
• inflated balloon
• whisk
• toy animals
• beaded necklace
• scouring pads
• spoons
• bottle tops
• basting brush
• craft sticks
• rolling pin
• puff balls
• balls/marbles
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What is Process Art?

Families may be surprised to know that when it comes to arts and crafts projects, there
is more than one way to approach an activity. Some families may opt to go with a more
product-focused approach, while other families may go with a process-focused approach. So,
what is the difference between the two?
Product-Focused Art vs. Processed-Focused Art:
Product-Focused Art is when a child begins a project knowing what the end product should
look like and they follow a set of instructions to get to their goal. Product-focused art
have a right and wrong way to work on the project and typically require a specific skill
and technique to reach that end goal.
Process-Focused Art is when a child is given an open-ended project and they have the
opportunity to express themselves through their work. Though process-focused art can end
up being a gift or decoration, however the artwork turns out is based on your child’s
discovery and creativeness.

Characteristics of process-focused art experiences
•
•
•
•
•
•
•
•
•

There are no step-by-step instructions
There is no sample for children to follow
There is no right or wrong way to explore and create
The art is focused on the experience and on exploration of techniques, tools, and materials
The art is unique and original
The experience is relaxing or calming
The art is entirely the children’s own
The art experience is a child’s choice
Ideas are not readily available online

What children might say

“Look what I made!” “I’m going to do another!”, “Can I have more time?”

Characteristics of product-focused art experiences
•
•
•
•
•
•
•
•
•

Children have instructions to follow
The teacher created a sample for children to copy
There’s a right and a wrong way to proceed
There’s a finished product in mind
The children’s finished art all looks the same
The children experience frustration
The teacher might “fix mistakes”
The whole class took part in an art project at the same time
Patterns and examples are readily available online

What children might say

“Can I be done now?” “Is this right?”, “I can’t do it.”, “Mine doesn’t look like yours.”
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Provide open-ended, creative art experiences by offering activities such as:
•
•
•
•
•
•
•
•
•
•
•
•

Easel painting with a variety of paints and paintbrushes (with no directions)
Watercolor painting
Exploring and creating with clay
Finger painting
Painting with unusual tools like toothbrushes, paint rollers, potato mashers
Printing and stamping (stamps purchased or made with sponges)
Creating spin art using a record player and paint, squirt bottles, paintbrushes, or markers
Stringing beads independently and creatively
Weaving cloth, yarn, or paper
Drawing with pencils, art pens, various sizes of markers, or crayons
Using homemade doughs
Making collages using tissue paper, various sizes of paper, glue, paste, glue sticks, scissors, and recycled
materials

Tips for leading process-focused art:

• Approach art like open-ended play—for example, provide a variety of materials and see what happens as
the child leads the art experience
• Make art a joyful experience. Let children use more paint, more colors, and make more and more artwork
• Provide plenty of time for children to carry out their plans and explorations
• Let children come and go from their art at will
• Notice and comment on what you see: Look at all the yellow dots you painted
• Say YES to children’s ideas
• Offer new and interesting materials
• Play music in the background
• Take art materials outside in the natural light
• Display children’s books with artful illustrations, such as those by Eric Carle, Lois Ehlert, and Javaka
Steptoe
• Let the children choose whether their art goes home or stays in the classroom
• Remember that it’s the children’s art, not yours

What children do and learn through process-focused art:
Social and emotional
Children relax, focus, feel successful, and can express
their feelings
Language and literacy
Children may choose to discuss their art and add
print to it (on their own or by dictating to a
teacher)
Cognitive
Children compare, predict, plan, and problem solve
Physical
Children use small motor skills to paint, write, glue,
use clay, and make collages

©2016 to Present Jessica Elkins littlelexplorers@gmail.com

2021 Closings:
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•

January 1-4: New Year’s Holiday
January 18: Martin Luther King Jr. Day
February 19: Professional Dev
February 26: Personal Day
March 5: Personal Day
April 16: Personal Day
May 7: Professional Dev
May 24-25: Personal Day
May 31: Memorial Day
June 28-July 5: Paid Vacation/Indep. Day
August 16: Personal Day
August 24: Close at noon-Professional Dev
September 6: Labor Day
October 26: Close at noon- Professional Dev
November 1: Close at noon
November 24-26: Thanksgiving
December 1: Professional Dev
December 23-December 31: Christmas and New Year’s Eve
January 3-7 2022: New Year's Day

I am closed completely or close early on these dates (these are paid holidays unless otherwise noted.) Please
arrange alternate care on these days. I receive one weeks' paid vacation per calendar year as well as 5 paid
personal days in addition to the personal days arranged in advance on this schedule. I will give you as much notice
as possible for a closure due to illness that requires one of the 5 remaining personal days for the year. I will also
have up to 7 full-day paid Professional Development days as required per the state. I do try to schedule all PD
after hours but that’s not always possible as these are typically trainings given by the state and are only done
during business hours, but if I can take classes in the afternoon and close for half days as opposed to closing
entirely, that’s what I do. Vacation days are scheduled at least 30 days in advance. Personal days will be scheduled
with as much advance notice as possible, but these are also my personal sick days. The most updated version of our
calendar including closings will always be the Google Calendar. Dates for closures change annually based on
availability of trainings and holidays (for example, I only close for Presidential elections every four years, not for
local/state elections).
Please remember that tuition is due based on the spot in my childcare program. It is not based on attendance.
Tuition is due 52 weeks per year.

Parent’s Night Out:
•
•
•
•
•
•
•
•
•
•
•
•

January 16
February 13
March 20
April 17
May 15
June 19
July 17
August 7
September 25
October 2
November 12
December 18

I offer PNO once a month, included in regular tuition fees, for each of my families. Each family is entitled to one date night/ day session
per month, and I really want you to use it! Parents need time as a couple (and so do single parents: everyone needs time to themselves!),
and I want to help provide some of that time for my families. Please let me know at least one week in advance if you’d like to use your date
time. I will engage your children in playful activities, feed them dinner, and provide an age-appropriate craft for them to do. We will go for
walks, play outside (weather permitting), and play with bubbles, chalk, and be active! What could be better than knowing that your child can
be with their familiar, responsible caregivers and spend an evening in a familiar environment? All this, while you spend some uninterrupted
time doing what you enjoy! Weekdays, you may pick up your child by 8pm instead of regular time for full time families, or bring your child
back from 5:30pm-8pm if drop in or part time. Weekends, I am available for either a lunch (11am-1:30pm) or dinner date (5:30pm-8pm).
I will only take one child per session, so please let me know in advance which you’d like. If you would like to have a PNO on a date that's not
already scheduled, you will need to pay additional fees for that day.
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Our Routine: Traditional Hours
7:30am: Family childcare opens; arrival begins
8:00: Breakfast
8:30: Gross motor play; outdoors, weather permitting
9:00: 3-Hour Work period begins
10:00: Morning Snack available
10:30: 3-Hour Work period continues
12:00pm: 3-Hour Work period ends; Lunch is served.
12:30pm: Rest period begins
2:30: Rest period ends
3:00: Afternoon Snack
3:30: Gross motor play; outdoors, weather permitting
4:30: Process Art; outdoors, weather permitting
5:30: Family childcare closes; pickup

Our Routine: Overnight Care
5:30pm: Arrival; handwashing; free play until dinner.
6:30: Dinnertime. Each child (ages 1+) is responsible for certain tasks. Responsibility rotates.
7pm: Outdoor play!
8pm: Evening snack; story time; brush teeth and get into jammies
8:30: Bedtime
8:45: Lights out (Children typically sleep 9pm-7am)
7am: Gently wake children; change clothes; brush teeth; have morning snack
7:30am: Departure
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Our Safety Rules
1. Use things as you’re taught.
2. Use your inside voice.
3. Be kind and respectful.
4. Everyone pitches in.
5. Get an adult’s help with unsafe items.
6. Listen to Ms. Jessica.

Fall/Winter
Supplies Checklist
"There's no such thing as bad weather, only inappropriate clothing."
Sir Ranulph Fiennes, British Explorer, Writer, and Poet
We are outside year-round. This means that, although it might get cold and there may be snow on the
ground, we will still be playing! Per the handbook: "Between 25F-35F, we will be outside for 10 minutes, inside
for 10, for up to 20 minutes outside time total for the session. When the temperature (and wind chill/relative
humidity) is between 36F-79F, our outside time will be dependent on the children."

To be safe, we will bundle in layers.
1) Base layer: thermal clothing
2) Mid-Layer: Fleece pants/top
3) Extra layer: Lighter jacket or vest
4) Outer Layer: waterproof bibs, heavyweight coat. winter gear

Here is a list of what your child will need to be left at my home. I will wash and hang dry these items. I do not
want anything besides the child's daily coat and shoes to be taken home, because I don't have sufficient supply
to loan if these items are left at home. You are welcome to donate snow toys but they won't be returned
after the season and I am not held responsible for these items. If you have further questions about why I need
these items, please ask!

Fall/Winter (September-March)
o 2 complete weather-appropriate everyday outfits: pants, shirt/onesie, sweater, socks (one pair should be
fleece or wool), underwear if needed; this is the mid-layer, so think about what you'd like your child to wear.
o One winter gear set: hat, gloves or mittens; one waterproof pair and one knit pair preferred, scarf, snowsuit/
bibs/pants, winter coat (heavy or very heavy weight). You can include a balaclava if your child will wear one.
o Thermal base layer; can be pajamas
o One set of warm pajamas. Old PJ's are fine; these are to change into for comfort after snow play.
o Rain Boots: can be rain or snow boots, but should be fairly water resistant.
o Muddy Buddy or FroggTogg suit to be worn over snow gear
o Lighter jacket (light or medium weight). vest if desired
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Supplies Checklist
Here is a checklist to help you pack for daycare! All children must have the following left at my
home in the child’s bin at all times, until the childcare contract has ended. I’ll let you know when/if
items needed replaced.

Infants (6 weeks-1 year)
_
_
_
_
_
_
_
_
_
_

2 days’ worth of diapers (can be rotated daily, if cloth, or about 20 disposables)
1 pack of wipes
3 weather-appropriate outfit changes, including socks and a sun hat, in your child’s
current size, and 2 bibs
Sunscreen and bug spray, if desired
Any OTC or prescription medications for which the parent has signed the release form
Swaddles, blankets, toys, and stuffies (comfort items can travel back and forth daily)
One of each of the following, as needed: 2 bottles, 2 pacifiers, 1 pacifier clip, diaper
ointment
Extra shoes when the child begins walking
One container of formula or one weeks’ worth of breastmilk
Extra formula for emergencies only/one days’ worth of breastmilk that will keep in deep
freezer for six months, and 1 days’ worth of baby food if used

Toddlers (1-2 years)
_
_
_
_
_

Items listed above as needed
A crib sheet, blanket, and small pillow for nap mat
Water shoes (rainboots, sandals, flip flops--your choice. These will not be sent home
regularly.)
Waterproof jacket for rainy days
Potty learning items (pull-ups, etc) if needed

Ages 2+
_
_

Items listed above
A book for rest time, if reading independently

-Please remember: Space is limited! Sending too many items results in overflow and clutter which we try to
avoid. I will send back home excess items.
-Children in overnight care are required to have pajamas. Please send toothbrush and toothpaste as well. If
you'd like your child to shower/bathe at my home, please send appropriate hygiene items.
-No electronic devices are permitted without special permission.
-School-agers are permitted to bring their own reusable water bottles to refill if they’d like.

IF YOU OR ANYONE IN YOUR HOUSEHOLD:
are sick
• have had a fever within the last 7 days
• have traveled out of state in the last 14 days
• have been exposed to COVID-19
• have tested positive for COVID-19 and have not received two negative test
results at least 24 hours apart

•

YOU MAY NOT ENTER UNDER GUIDELINES
ESTABLISHED BY THE CDC AND ENFORCED BY
KENTUCKY GOVERNOR ANDY BESHEAR
There are immunocompromised individuals in this home whose health, safety, and life continuity are threatened
by COVID-19. We appreciate your understanding and efforts to preserve the future for us and yourselves.
To prevent the spread of COVID-19
and germs:

Wash your hands often with soap and water.
Avoid touching your eyes, nose, and mouth.
• Cover your mouth when you cough or sneeze.
• Avoid close contact with sick people.
• Avoid unnecessary interactions, travel, and gatherings.
• Practice social distancing.
• Clean and disinfect frequently used surfaces.
• Wear a mask/face covering anytime you cannot stay 6 feet from other people.
• Stay home when you are sick.
•

•

