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Parents, 
 
Thank you for choosing our center.   
Please read this handbook carefully so that you may ask questions regarding your 
child’s care.  Once your child is enrolled, it is assumed that you will comply with all 
policies. We encourage parents to be involved in their child’s “school life”.  It is 
important that staff and parents communicate and cooperate to provide the best 
educational experience for your child.  
 
OUR PHILOSOPHY 

It is the philosophy of our childcare center to provide your child with a program in which 
he/she can grow and develop to their fullest potential. We believe all children can and 
will learn and develop with the proper support and care. 

In compliance with the State of Missouri, it is the policy of the center to: 

Promote the health, safety, and welfare of all children in this facility. 

Promote safe and comfortable physical facilities for children. 

Insure adequate supervision of children by capable and qualified personnel. 

Provide adequate and proper nutrition. 

Provide an overall environment conducive to the child’s mental and physical 
development and sense of well-being. 

 
OUR LICENSE  
We are a licensed-exempt facility.  We provide care for children ages 6 weeks until 5 
years and going to kindergarten.  All children regardless of race, creed, or color will be 
allowed to enroll providing there is adequate space.   
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CHILDCARE HOURS 
Our hours are 6:00 am to 6:00 pm, Monday thru Friday, 12 months per year. (Except 
for National Holidays, and or emergencies). We ask that all children be at the center by 
9:30am. If you must be arriving later, please call and clear it with the Director. If you 
need a lunch plate saved, you need to call the center and request one. No lunch is 
available after 12:00 pm. Also, no children may be brought into care during the hours of 
12:00pm and 2:00pm. This often disrupts the nap time of other children in care. Your 
child should arrive no earlier than 6:00 am. For staff to properly clean and close their 
rooms we ask that all parents be here no later than 5:45pm.  This allows you time to 
collect your child (ren), their belongings and for the staff to leave on time. Late pickups 
will be charged as follows: $1.00 per minute per child after 6:00 pm. 
 
OPEN DOOR POLICY 
We have an open-door policy and parents are welcome to drop in anytime.  
 
NON DISCRIMINATION POLICY 
Applications for enrollment are accepted without regard to race, creed, or color.   
 
HOLIDAYS 
A holiday schedule for the current year will be available to you when you register your 
child in our center.  Please note these holidays in advance so that other arrangements 
may be made if your child requires care. 
 
HAZARDOUS WEATHER 
If the center is going to close due to bad weather or natural disaster.  It will be posted 
on channel 5 KSDK or you can go to their web site www.ksdk.com under school 
closings. We will be listed as Kids First Daycare.  
 
PARENT PARTICIPATION  
We encourage parents to participate in center activities. We will have multiple 
opportunities throughout the year to be involved. Opportunities to show your support 
will be posted in the classrooms, and or on the parent board- located by the Directors 
office in the Hallway by the restrooms.  
 
TUITION FEES 
All tuition fees are due and payable on Monday morning before your child enters the 
center for the week.  You may pay the tuition weekly, bi-weekly, or monthly.  All tuition 
will be paid to the office of the Director or Asst. Director in advance of leaving your child 
at the center. We do accept Visa, MasterCard, or Discover as form of payment as well 
as cash, checks or money orders.    
Late payment fees of $35.00 will be applied the 3rd day (Wednesday).  

http://www.ksdk.com/
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If not paid in full at the end of business on Friday, your child may not return on Monday. 
To return on Monday, all Past Due Tuition and the Current week’s tuition must be paid 
in Full.  
Please note that no tuition fees will be deducted for holidays, bad weather, illness, etc.  
Your fee reserves a space for your child, and you are charged for the space whether 
your child is present at the center or not.  Please give us the courtesy of two weeks’ 
notice prior to withdrawing your child.  
 
VACATION POLICY 
After attending the center for 6-months, one free week of vacation will be allowed each 
year.  Please notify the center the week before so you can receive your week of 
vacation. This may only be used if the tuition account is current and has no unpaid 
tuition balance.  There are no other discounts for absences or holidays 
REGISTRATION FEE 
A registration fee of $75.00 for a child and $175.00 for a family will be collected at the 
time of enrollment.  This will be used to help defray costs of art and craft supplies as 
well as educational materials.  This amount is due at the time of enrollment and each 
September thereafter.   
 
RETURNED CHECKS 
There will be a $35.00 charge for all returned.  Your account will be put on a cash or 
credit card basis after two returned checks.  No check will be rerun.  You must pick the 
check and make payment by cash or card the same day or your child will not be 
admitted the next day.   
 
LATE PICK UP CHARGE 
Parents who pick up their children after the regular closing time will be charged a late 
fee of $1.00 per minute per child after 6:00 pm.  These fees are payable on the day of 
late arrival or the next morning your child arrives at the center.  In the case of a true 
emergency which prevents someone picking up your child on time, it is required that 
you inform the school by phone.  Legal authorities will be contacted for children left at 
the center thirty (30) minutes after the closing time of the center if we have not heard 
from you.  Parents who pick up their child late three times or more may be asked to 
remove their child from the center.   
 
CHECKING IN & OUT 
Parents or persons authorized to drop off children are required to check each child in 
upon arrival.  Every child must be checked out by a parent or person authorized to pick 
up the child daily.  Persons authorized to pick up a child must be listed on the child’s 
file in the office and show a photo I.D. 
Parents are responsible for their children at all times. All children must be walked to 
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their rooms by the parent or authorized person dropping off.  It is your responsibility to 
ensure that your child’s caregiver is aware that your child is present. 
 
FORMS 
We must have all the necessary forms completed and on file before the child will be 
admitted.  These forms are required to comply with state regulations.  Forms include 
an enrollment application, parent agreement, medical information, and child release 
authorizations.  In some cases, a notarized custody declaration may be required.  
Please keep this information updated for your child’s safety.  A parent or legal guardian 
must sign all forms.   
 
 
NAPS 
Children normally require a short rest period during the day to keep up their energy 
level.  After lunch begins our official rest period, children are encouraged to sleep, but 
are only required to rest for 30 minutes on their cot before they are allowed up for quiet 
activities while the other children are resting. 
 
BIRTHDAYS/HOLIDAY 
Individual birthday celebrations are encouraged!  We celebrate each child’s birthday 
during afternoon snack (around 3:00pm).  If parents wish to provide a treat for the 
class, please let the teacher know at least 3 days in advance.  We encourage a 
minimum of “sweets”.  All foods must be prepackaged, and nut free.  
 
ILLNESS/MEDICATION 
Your child’s health is of great importance.  If your child appears ill, he/she will be 
isolated from other children in the center and parents will be notified to pick up the 
child.  You will need to be at the center within one hour of being notified.  For 
readmission, the child must be free of fever and /or diarrhea and or vomiting for at least 
24 hours (without the aid of medication) or parents must provide a statement from the 
physician stating that the child is well enough to be readmitted.  Regarding 
communicable disease, the center follows the recommendation of the Missouri 
Department of Health.   
As a center we do not provide or administer medication.  The only exception is for life 
saving medication.  Lifesaving medications may include but are not limited to Benadryl, 
epi pens, asthma inhaler, nebulizers, etc.  A PHYSICIAN must PRESCRIBE all 
medication.  Parents must sign a medication form before medication of any kind may 
be given.  Medicine must be in the original container with the child’s name on it and 
have a valid expiration date.  We will administer Tylenol or over the counter pain 
reliever to children under 36 months if needed for teething.   If we are to give over the 
counter medication, we must have written permission from the child’s pediatrician.  A 
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designated person will log administration of medication and ensure medicine is stored 
properly. Outdated medication will be given back to parent or disposed of. 
 
MEDICAL REQUIREMENTS 
A medical statement signed by a physician licensed to practice medicine, shall certify 
that the child has been currently examined by the physician and the child is physically 
able to participate in the center’s program.  Also, current shot records shall be kept on 
file at the school and be always updated.   
 
These options will be acceptable in lieu of current shot records: 

•  A signed affidavit from a physician that in their opinion, immunizing would be 
injuries to the health and well-being of the child, or any other member of the 
family or household. 

• A signed affidavit from the parent or guardian, that immunization conflicts with the 
beliefs of their religion.  (An Immunization Exemption). 

•  
TOILET LEARNING:  Kids First Daycare does not have a bathroom in the 
Infant/Toddler unit and will not be able to accommodate toilet learning or “potty training” 
in the Infant/Toddler Unit. We will begin working on this once the child is 24 months and 
has moved to the Two’s classroom. (& when each individual child is developmentally 
ready). 
 
INJURIES 
Our staff will make every effort to ensure the safety of your child while in our care.  
Unfortunately, accidents may occur.  We will notify you immediately in the event of 
illness or accident.  Parents are responsible for such medical bills that may arise from 
accidents while in care at the center.   
 
MEDICAL EMERGENCIES  
In case of a medical emergency while your child attends the center, we will make every 
effort to contact you at the numbers listed on your child’s record.  If we are unable to 
reach you or the emergency contacts listed, we will call 911 and have the child taken 
by ambulance to the closest hospital in the area. (Also if it is a true emergency, we may 
call 911 first and get the child in the ambulance and notify the parents ASAP after).  
 
DISCIPLINE and GUIDANCE POLICY 
Our discipline consists of positive reinforcement.  The use of physical punishment is 
never permitted.  If your child is experiencing a change in the home environment that 
may result in changes in behavior at school, it is important for you to notify the Director.  
Also, the Director will immediately notify a parent in the event of a behavior problem 
that exists consistently while at the center.  If at any time the center determines that we 
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are not meeting the individual child’s needs, the child may be asked to be removed 
from care. At the director’s discretion, an intervention plan may be developed and 
implemented if the team feels it is in the best interest of the child/family for the child to 
stay enrolled and engage support.  
A non-tolerance policy pertaining to hurting other children or attacking staff will be 
enforced and you must pick-up our child if notified by the Director, for such actions.  
For their safety, children must remain in their classrooms unless accompanied by an 
adult.  Failure to remain with the class could result in termination of care.  
 
ANIMALS 
No animals will be allowed on the premises at any time. 
 
GRIEVANCE PROCEDURE  
If you have any questions, comments, or concerns please feel free to call and set up 
an appointment with the Director anytime during the day.  We will be glad to sit down 
and discuss them with you to try and reach a reasonable solution to your concern.   
 
 
PESONAL BELONGINGS 
Your child will have many opportunities to experience a variety of activities.  Simple 
clothing that is washable will allow your child to participate comfortably in playground 
activities, and messy art and sensory activities.  Each child will need TWO complete 
set of clothing at the center.  Closed toed and heeled shoes are recommended.    
Please label all personal items for easy identification.  All parents are asked, that when 
you bring your child to the center, that you please put his/her belongings in their 
cubbies. Children are not allowed to bring personal toys from home.  We cannot 
replace lost articles. We are not responsible for lost or broken items. 
   
WATER ACTIVITIES 
You must sign a permission form for your child to participate in water activities and it 
must be in your child’s file. 
 
MEALS/FOOD PRACTICES 
Breakfast, lunch, and an afternoon snack are provided by the center. 
Please do not bring food from home. If your child requires certain types of food or 
has allergies, please contact the Director. 
 
PARENT CONFERENCES 
If you would like to meet with your child’s teacher at any time during the year, please 
notify your director.  We will also have parent-teacher conferences bi-annually. Spring 
and Fall conferences will take place, and you will be given notice, and flexible options.   
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INFANT SAFE SLEEP POLICY 
 

Purpose:  The purpose of the Safe Sleep Policy is to maintain a safe sleep 

environment that reduces the risk of sudden infant death syndrome (SIDS) and sudden 

unexpected infant deaths (SUIDS) in children less than one year of age.   Missouri law 

(§ 210.223.1, RSMo.) requires all licensed childcare facilities that provide care for 

children less than one year of age to implement and maintain a written safe sleep 

policy in accordance with the most recent safe sleep recommendations of the 

American Academy of Pediatrics (AAP). Missouri childcare licensing rules require 

licensed childcare facilities to provide parent(s) and/or guardians(s) who have infants in 

care be provided a copy of the facility’s safe sleep policy.  

  

Sudden infant death syndrome is the sudden death of an infant less than one year of 

age that cannot be explained after a thorough investigation has been conducted, 

including a complete autopsy, an examination of the death scene, and a review of the 

clinical history.    

  

Sudden unexpected infant death is the sudden and unexpected death of an infant less 

than one year of age in which the manner and cause of death are not immediately 

obvious prior to investigation. Causes of sudden unexpected infant death include, but 

are not limited to, metabolic disorders, hypothermia or hyperthermia, neglect or 

homicide, poisoning, and accidental suffocation.  

  

Childcare providers can maintain safer sleep environments for infants that help lower 

the chances of SIDS. Our goal is to take proactive steps to reduce the risk of SIDS in 

childcare and to work with parents to keep infants safer while they sleep. To do so, this 

facility will practice the following safe sleep policy:  

  

Safe Sleep Practices  

  

1. Infants, less than one (1) year age, will always be placed on their backs to sleep. 

When, in the opinion of the infant's licensed health care provider, an infant 

requires alternative sleep positions or special sleeping arrangements, the 

provider must have on file at the facility written instructions, signed by the infant's 

licensed health care provider, detailing the alternative sleep positions or special 

sleeping arrangements. Caregivers will put the infant to sleep as specified in the 

written instructions.   

  



9 

 

  Revised 11/2022 

 

2. When infants can easily turn from their stomachs to their backs and from their 

backs to their stomachs, they shall be initially placed on their backs, but shall be 

allowed to adopt whatever positions they prefer for sleep. The American 

Academy of Pediatrics recommends that infants are placed on their back to 

sleep, but when infants can easily turn over from their back to their stomach, they 

may adopt whatever position they prefer for sleep.  We will follow this 

recommendation by the American Academy of Pediatrics.   

  

3. Sleeping infants shall have a supervised nap/sleep period. The caregiver shall be 

positioned where he or she can hear and see the infant. The caregiver shall 

physically check on the infant frequently during napping or sleeping and shall 

remain in close proximity to the infant in order to hear and see them if they have 

difficulty during napping/sleeping or when they awaken.   

  

4. Equipment such as a sound machine, that may interfere with the caregiver’s 

ability to see or hear a child who may be distressed, is prohibited.   

  

5. Steps will be taken to keep infants from overheating by regulating the room 

temperature, avoiding excess bedding, and not over-dressing or over-wrapping 

the infant. Infants should be dressed appropriately for the environment, with no 

more than one (1) layer more than an adult would wear to be comfortable in that 

environment. Caregivers will conduct physical checks of the infant to ensure the 

infant is not overheated or distressed.  

  

6. The lighting in the room must allow the caregiver/teacher to see each infant’s 

face, to view the color of the infant’s skin, and to check on the infant’s breathing 

and placement of the pacifier (if used).  

  

7. All caregivers will receive in-person or online training on infant safe sleep based 

on AAP safe sleep recommendations.  This training must be completed within 30 

days of employment or volunteering and will be completed every three years.  

  

Safe Sleep Environment  

  

1. Room temperature will be kept at no less than 68°F and no more than 85°F when 

measured two feet from the floor. Infants are supervised to ensure they are not 

overheated or chilled.    

  



10 

 

  Revised 11/2022 

 

2. Infants' heads and face will not be covered during sleep. Infants' cribs will not 

have blankets or bedding hanging on the sides of the crib.  We may use sleep 

clothing (i.e. sleep sack, sleepers) that is designed to keep an infant warm 

without the possible hazard of covering the head or face during sleep/nap 

time.  

  

3. No blankets, loose bedding, comforters, pillows, bumper pads, or any object that 

can increase the risk of entrapment, suffocation or strangulation will be used in 

cribs, playpens or other sleeping equipment.   

  

4. Toys and stuffed animals will be removed from the crib when the infant is 

sleeping. When indicated on the Infant and Toddler Feeding and Care Plan 

or with written parent consent, pacifiers will be allowed in infants’ cribs 

while they sleep. The pacifier cannot have cords or attaching mechanisms.  

  

5. Only an individually assigned safety-approved crib, portable crib, or playpen with 

a firm mattress and tight-fitting sheet will be used for infant napping or sleeping.  

  

6. Only one infant may occupy a crib or playpen at one time.  

  

7. Sitting devices such as car safety seats, strollers, swings, infant carriers, infant 

slings, and other sitting devices will not be used for sleep/nap time. Infants who 

fall asleep anywhere other than a crib, portable crib, or playpen must be placed in 

the crib or playpen for the remainder of their sleep or nap time.  

  

8. No person shall smoke or otherwise use tobacco products in any area of the 

childcare facility during the period of time when children cared for under the 

license are present.   

  

9. Home monitors or commercial devices marketed to reduce the risk of sudden 

infant death syndrome  (SIDS) shall not be used in place of supervision while 

children are napping and sleeping.  

  

10. All parents/guardians of infants shall be informed of and given the facility’s written 

Safe Sleep Policy at enrollment.  

  

11. To promote healthy development, infants who are awake will be given supervised 

“tummy time” for exercise and for play.  
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MANDATED REPORTING 
Child abuse and neglect is a serious problem which can have devastating effects on 
everyone involved   Part of our job responsibilities is to document in writing and report 
all bruises, bumps, or abrasions, etc. that your child may enter the center with.    
Please let your child’s teacher know of any injuries that occurred while away from the 
center.  In our center, if we suspect child abuse, or neglect, we are required to 
document it in writing and report it immediately. 

 
 

CHILD ABUSE HOTLINE NUMBER 
1-800-392-3738 
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Kids First Daycare, LLC 

 
 

My signature below verifies that I have been given a copy of the Parent 
Handbook.  The handbook has been reviewed with me and I have been 
given an opportunity to ask questions.  I understand that it is my 
responsibility to follow the guidelines within the Parent Handbook. 
 
I have read and received a copy of the facility’s Infant Safe Sleep Policy 
(found in the Parent Handbook) and that the facility’s director; 
owner/operator has discussed the facility’s Safe Sleep Policy with me. 
 
My signature below confirms that I am aware that I am enrolling my 
child(ren) into a program that is licensed exempt by the State of Missouri.   
 
 
 
 
____________________________                                ______________ 
   Parent or Guardian Signature                                                 Date 
 

 

 


