Diana’s Day Care                                                                               Policies and Procedures


The Following Are Some Basic Policies Concerning Our Day To Day Operations And The Care Of Your Child.

Food, Supplies, Potty Training.
Your child should be dressed appropriately for existing weather conditions. We must be able to go outside everyday. Please always provide us with 1 complete change of clothes in case of an accident.

Special food or supplies for your child must be furnished daily, such as diapers, formula, baby food, etc. If your child is in diapers or being toilet trained please provide at least 2 complete changes of clothes.
After age 2 ½, during and after potty training please dress your child in clothes that they can easily remove themselves to use the toilet.

Please label with a permanent marker all of the items (shoes, boots, gloves, sweaters, hats, coats, clothes, book bags) that your child brings to day care. This will help identify those like items  such as coats, uniform parts, and shoes that can get mixed up easily. 

We will help potty train your child only when they are ready and there is consistency between home and day care on training. Your child should be able to voice or give some other signal that they have to go potty prior to going. We will not discipline any child for training problems.

Please recognize that any toys brought by you will probably be played with by the other children. Toys do break and we can't be responsible. We will make a reasonable attempt to protect personal items. Please don't bring toys or other items that may be disruptive or dangerous to smaller children.

We try to take the children on outings such as the park, library, etc. By placing your child in our care you agree to let them participate in these learning experiences. We will let you know 2 days in advance of an outing, when appropriate.

Parents are welcome to drop in any time during the day. If you would like to stay for lunch please make arrangements before hand.
Discipline will be fair, firm and consistent. We follow the state law on discipline in day care.  We will try to inform you of any disciplinary situations that occur during the day. Every attempt will be made to recognize the realistic expectations of parents concerning discipline.

Illness and Discharge Procedures.

Please inform us if your child was ill during the night or over the weekend. If your child may have been exposed to a communicable disease please let us know. We will not use names but will let you know if another child is ill or exposure has occurred.

State regulations will not allow us to keep a child that has the following symptoms; diarrhea, vomiting, 100 degree fever or higher. The child must be free of symptoms for 24 hours (without medication) before they can return. We can not keep a child who has a communicable disease until the doctor certifies in writing, they are no longer contagious. We can not mask symptoms with over the counter medication. We can not care for an inconsolable child for any reason, they need to be with their parents. If your child becomes ill during the day we will call you.  YOU ARE EXPECTED TO PICK UP YOUR CHILD IMMEDIATELY.
Any medication that you have us give your child, weather it be prescribed or over the counter, must include name, dosage, doctors name, and times to be given on each medication bottle. All dosage must be consistent with the bottle’s label, or we must have written permission from the doctor allowing us to administer an altered dose. You must have written permission on file with us, ( on state forms) for us administer any medication.

We keep records of all medication administered to your child as well as each diaper change on infants, you are welcome to review those records anytime.

Each child is required to have a medical exam. The doctor must use Illinois state forms that we provide. The completed form must include TB test results, lead screening results, immunization for Chicken Pox, and up to date required immunizations. The health history box must be completed and signed by the parent. Your child's medical exam form must be complete prior to their starting. The form must be dated no earlier than six months prior to their start date with us. All health changes and updates to immunizations need to be reported to us immediately. We are required to maintain an up to date health history on your child. 

Each family is responsible for having an alternate child care arrangement to cover unexpected illness, closings, holidays, and vacations. If we drop off or pick up your child from school we can do so only when we have a working vehicle. If we have a problem getting your child to or from school we will call you and you will need to make transportation arrangements.   

We will not take your child or allow your child to walk to school in dangerous weather, even if the school remains open. This includes when temperature or wind chills fall below zero. We will notify you if this occurs.  

We will supply standard booster seats for school aged children up to 8 years old who are being transported by us to and from school.  If your child does not fit safely into the standard seat you are responsible for supplying us with an appropriate sized seat before the child is transported. No child will be transported without an appropriate car seat. The parents of non school aged children under 8 are responsible for supplying us with an appropriate car seat that meets all federal / state safety standards. We will only need the seat when your child is going to be transported by us. 

If we can not provide care because of our illness or physical problems with the house you will not be charged for those days. If we have to close down during the day YOU ARE EXPECTED TO PICK UP YOUR CHILD IMMEDIATELY. We can not be open if we don’t have utilities, heat, or a safe environment for your child. 

Illness and Discharge Procedures Continued.

We ask that parents cooperate in dropping off and picking up your child at the agreed upon time. There will be an additional charge for children picked up later than or dropped off earlier than agreed. The overtime charge per child is 2 times our standard hourly rate, for any part of an hour of additional care.

We close at 6pm. Any child not picked up by that time will be charged our overtime rate for every 15 minutes of care past 6pm. Charges start at 6:01pm.  

You are required to provide us with a constantly updated list of your home and work phone numbers and addresses. A constantly updated list of additional contact persons and those authorized to pickup your child, and current phone numbers and addresses for everyone above.

We strongly encourage you and your children to get flu shots every year, before lines form or supplies run out. 

Our foremost concern is preventing illness from being spread through the children in our care then being brought home to the rest of your family. We do have infants in our care and protecting them from illness is vitally important.

If we must have you keep your child home for a few days or require a doctor’s note, please understand things work both ways. We are also working with the other parents to prevent your child from receiving an illness from one of their children.

We are required by state law to do a daily pre-admission screening on each child. We are required to exclude children from our care who have 100 degree fever, diarrhea, been vomiting, have a communicable illness or infection, or in general aren’t feeling well enough to participate in the daily activities.  

We ask you to tell us if your child has been ill the night or weekend before, so we can give you feedback on any problems during the day. Please let us know if your child or family has been exposed to any illness, so we can watch for any outbreak in your child or the other children in our care.  We will not use names but we will let you know if your child has been exposed to an illness by someone in our care.

We also ask that you do not try to mask an illness or fever with Tylenol then send the child to day care. The Tylenol will wear of with in a few hours and we will have to call you at work to pick up your child. We can not give them more medicine to further mask the symptoms.

If we need to call you to pick up your child please make arrangements to have them picked up promptly, usually in about an hour. Please remember they are sick and need to be at home.  

A cold normally lasts 10 to 14 days.  If your child has a cold, runny nose, congestion, or a cough lasting longer than 2 weeks we will need you to see the doctor. 

As always, please make sure we have updated phone numbers and contact information at all times. Please let us know of all immunizations or illnesses your child has or has had, we are required by the state to keep those records accurate.

Their just little guys and there are times when they just need to be home with their mom or dad. We also know that your employer usually doesn’t understand that. Any child care setting is a good place for diseases to spread. With your help and understanding we can work together to keep your children’s illness to a minimum and you from missing work.

We understand that emergencies do occasionally arise. We expect you to let us know if you are going to be delayed. If you are much later than expected or do not contact us we will call your and your spouse’s work, home or other numbers you provide. After 30 minutes of no contact or pickup we will begin contacting the others listed as contacts or those authorized to pickup your child. After 2 hours of no contact or pickup we will contact the Department of Children and Family Services and the Sauk Village police and turn over supervision of your child to one of those agencies.  

Your child will be released only to those specified on the child release form. All other arrangements must be made in writing before they occur. An adult must sign your child in and out everyday. They must have a card we have issued and must only use the numbers they have been assigned. You must inform us ahead of time if someone other than the normal people will pick up or drop off your child. They must have a valid drivers license per state law.
If your child is to walk, ride the bus, or be picked up from school or another program, we must have an authorization form on file. You need to notify the other party prior to the change. 

We are having a couple of problems with the picking up and dropping off of children and need your help to correct the problems. When you drop off or pick up your children please park on the correct side of the street. (the side our house is on), or in the driveway. 

Please park the correct direction in the street (passenger side of your car should face our house).

Please do not block other driveways or cars going up and down the street. 

Please ask your children not to yell or scream outside when coming or going for the day.

Everyone operating home based businesses in Sauk Village are required to get the approval of  their neighbors in order to remain in business.  We have had several complaints from our neighbors about parking and noise. Our neighbors are taking pictures, calling the police, and having cars that are illegally parked ticketed. We are just trying to do everything we can to keep the extra neighborhood traffic as non intrusive as possible. 

Vacations and Holidays.

We normally take 3 weeks vacation per calendar year. We will give you 4 weeks notice of exact dates. You will not be charged for our vacations. You will not be charged for an additional 2 weeks your child is not in our care, during your vacations. You agree to let us know 7 days in advance of the beginning of your vacation or an absence of a week or more. You will be charged your full weekly rate for all other weeks whether your child attends or not. 

We can not hold a return position open when your child is removed from our care, even for a short period. We have a limited number of children in our care. Unfortunately the economics of this business force us to fill openings immediately. All our openings are filled with the promise of long term care. We can not due occasional, on and off, or drop in care. This stability is in the best interest of the children.

We will be closed on the following holidays, NEW YEARS DAY, GOOD FRIDAY,  MEMORIAL DAY, FOURTH OF JULY, LABOR DAY, THANKSGIVING, CHRISTMAS EVE, CHRISTMAS DAY, and NEW YEARS EVE. 

If the holiday falls on Saturday we will be closed on Friday of that week and if the holiday falls on Sunday we will close on Monday of the following week. On those occasions when a holiday falls on a Thursday we will be closed the Friday following. 

Your weekly rate does not change for holiday weeks.

Payment Procedures.
We will provide you with a statement of the previous year’s payments and tax information in January. If you prefer it can be made available more often. 

All rates for service are subject to change as of January 1 of each year, or when you change your child‘s schedule. 

We have a weekly rate, we will provide services as agreed. Payment is expected as agreed, even if your child does not attend. Payment is due on Monday of the week service is provided. We understand unexpected problems do occur we can occasionally make an exception for a long term illness of longer than a week.

If the State is paying some of your costs, we require a State Payment Agreement.

You agree to pay all expenses on a weekly basis. You agree to pay your complete balance prior to   your child leaving our care. You agree to pay all fees related to your checks that are returned to us (We are charged fees from our bank.). You agree to pay all collection costs, collection agency fees, attorney's fees, parking, and court expenses including replacement teachers ( at the going rate) for time spent on collections and court, if you do not pay on a timely basis. If we must shut down to file court or collection documents or attend court you agree to pay our full lost income for those days.  

Continued late payments will result in your child being removed from our care. There is a late charge of $10.00 per day for everyday you have not paid past your due date. This does include weekends and holidays. 

We must both follow the state day care laws, we can’t deviate from any of the regulations.

* We may amend our signed agreement as needed or end service at any time. You may end service after paying outstanding fees and giving us 7 days notice in writing. You agree to pay the normal weekly rate for the week after you leave if you don’t give us notice. No cause is needed by either party.
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