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Introduction
	Welcome to Capital Kids Child Development Center. We are dedicated to providing your family with the best care possible. Our goal is to encourage children to develop a positive outlook towards a lifetime of learning. 
	Please take time to become familiar with our policies and procedures. All necessary information is provided in this booklet. If you have any further questions please do not hesitate to ask.
Parent Involvement & Communication
	Capital Kids, Inc. has an open door policy. Parents and guardians are always welcome to visit or tour the facility at any point during operating hours. 
We highly value parental support and participation. Capital Kids believes that active participation and involvement from parents gives children a much better experience at our centers. Parents are always welcome to join in daily activities as their schedules allow. We also try to hold frequent holiday or special events that parents may attend. Please feel free to speak to your child’s teacher for more ways to become involved in your child’s classroom. 
Parent communication boards are located throughout the center. Staff will post information on lesson plans, menus, upcoming events, center news, etc. As always our staff will be happy to answer any questions that may arise.
Capital Kids Preschool Program
	The intent of Capital Kids is to create an environment in which children feel safe and encouraged to discover, explore, and learn in a variety of ways as well as extend opportunities for parents to increase their understanding of child development. We use a creative child curriculum enhanced by academic workbooks. Classrooms follow a daily schedule that allows children opportunities to develop their self esteem, confidence, and problem solving skills through a wide variety of activities. Your child will be engaged daily in art, music & movement, literacy activities, circle time, math and much more. Lesson plans are posted weekly in each classroom and include that weeks' theme and detailed activity information. By using a creative child curriculum we are building a love and passion for learning that will stay with your child long after they have left Capital Kids. 
	Please note that lesson plans include a variety of activities that can become messy as well as outdoor play. Please dress your child in season appropriate PLAY clothes. Children are bound to have accidents or get messy and teachers are prepared to handle these situations as they arise. Please ensure your child has a complete change of clothes in his or her cubby at all times.  Capital Kids does not provide extra clothing nor can be responsible for clothing soiled in the course of normal daily activities.
Toddler Program
	Capital Kids' toddler curriculum is designed to meet the needs of your individual child while preparing them for preschool. Your toddler will be encouraged to build his or her independence while in a safe and nurturing environment. Your toddler’s natural curiosity about the world around provides the foundation for our program. Our toddler classes follow a daily schedule that provide opportunities for literacy and math development, nature studies, music and movement, art, sensory activities, and motor skills development. Lesson plans are posted on a weekly basis and provide information regarding classroom activities. 
Infant Program
	Our infant program is designed to work with your child’s individual needs, adapting to his or her physical, cognitive, and psychosocial stages of development. At Capital Kids, our caregivers provide an environment that will help your child build a sense of security and will lay a foundation for the development of confidence and trust. We will work closely with you on a daily basis to ensure we are meeting your infant’s evolving needs through individualized schedules and loving, attentive care. The infant caregivers provide a daily variety of experiences and opportunities, such as tummy time, swinging, crawling, exploring the play area, Exersaucer time, and lots of cuddles. Our play areas provide equipment and toys that support both gross and fine motor development, as well as stimulate sensory and perceptual acuteness.
	All children in our infant and toddler program will receive daily reports to keep their parents informed as much as possible. This daily report includes a brief overview of your child’s day as well as their eating, diapering, and sleeping schedule. Teachers also use these reports to note when your child is running low on supplies and communicate any concerns or comments. 
Staff
	We, at Capital Kids pride ourselves in hiring well qualified teachers from a diverse background who are committed to the well being and education of young children. For most of us here, this is our passion not just a job. Before hiring any individual, Capital Kids' management thoroughly interviews perspective employees, checks professional and personal references, and clears a police background check. In addition all staff must meet the strict standards of DC licensing which sets the educational and experience requirements for each position in a center. 
	All staff members are encouraged to continue their formal education once employed at Capital Kids. CPR and First Aid are not required, but strongly encouraged. Furthermore each staff member is required to participate in continuing education and professional development on an annual basis.
Non-Solicitation & Moonlighting
	No parent or guardian at Capital Kids, Inc shall solicit or induce any employee of Capital Kids, Inc to leave their employment (or up to 1 year after employment) to perform full or part time services including but not limited to nanny services, house keeper, baby sitting, etc. Families attempting to do so will be subject to immediate termination of child care services. 
	Capital Kids management discourages but does not prohibit its employees from part time babysitting opportunities that DO NOT interfere with their scheduled job duties. When using a staff member for outside services, you release Capital Kids, Inc for any and all responsibility, repercussions and or expenses incurred from said care.
Tuition Costs & Agreements
1. Tuition costs are based upon age and the required staffing ratios for that age group. Rates are subject to change at any time without notice.
2. Tuition is due in advance, however it may be paid weekly, bi-monthly, or monthly. If tuition is not paid for the week in question a $75 late fee will be charged.
3. Tuition is payable by cash, check, money order, Visa, Master Card, and American Express.
4. Returned checks are not re-deposited. A $45 service fee will be charged and payment must be made by cash, money order, or cashier’s check.
5. There are NO discounts or prorates applied to weekly tuition because of school closings, holidays, illness, or vacation.
6. If account becomes two weeks or more past due, childcare can be terminated. 
7. You are responsible for any and all fees incurred by Capital Kids, Inc in attempt to collect payment. 
8. A two week written notice must be given before disenrollment. Families may be responsible for paying two weeks if proper notice is not given.
	Wait List Fee (one time only, non refundable)
	$250


	Registration Fee (per child, non refundable)

	$250

	Ages 12 weeks - Age 18 mos
     
	$1690 mo
     ($390 wk)


	Ages 19 mos  - Age 2 yrs & 5 mos

	$1599 mo
     ($369 wk)


	Ages 2 yrs & 6 mos - 3 yrs & 11 mos
	$1539 mo
      ($355 wk)


	Ages 4 yrs – 5 yrs 


	$1409 mo
     ($325 wk)



Hours of Operation, Late Policy, & School Closures
Capital Kids, Inc DC is open Monday – Friday from 7:00 am until 6:15 pm. Your weekly tuition covers any and all of these hours. You are free to drop off and pick up at any time during the day.
As of 6:15 pm you are officially late. A late fee of $2 per minute per child will be charged. If a parent or emergency contact cannot be reached within ONE HOUR of school closing, DC social services and police will be notified. Families who are repeatedly late may be terminated at the owners and/or directors discretion. 
Capital Kids will be closed in observance of the following federal holidays: New Year’s Day, President’s Day, Martin Luther King Day, Memorial Day, Independence Day, Labor Day, Columbus Day, Thanksgiving Day, and Christmas Day as well as the day immediately following Thanksgiving and Christmas. We will be closing early on Christmas and New Year’s Eve. Please see the parent communication board in the lobby for exact dates of school closure.
	Capital Kids, Inc. reserves the right to schedule teacher workdays as needed. Parents will be given as much notice as possible and are responsible for finding alternative child care.
When severe weather occurs, Capital Kids will make every effort to open. However the safety of our employees and children are our priority. Please call the center several times to receive information regarding delayed openings and/or closures. In the event that the center finds it necessary to close early, staff will contact parents or emergency contacts directly.
In the event of a local or national emergency or a natural disaster, Capital Kids, Inc. has developed an Emergency Contingency Plan to be used in the event of any emergency. However, we will follow police direction as needed. The welfare of the children comes FIRST. Parents/guardians will be notified second as the situation allows. Our staff members are trained to respond in a calm manner and to keep the children safe. In such event Capital Kids, Inc. will be held harmless by parents/guardians. 
Withdrawal & Termination
	We request that parents/guardians give a two-week notice in writing if it becomes necessary to withdraw their child from care. Without proper notice families will be liable for two weeks tuition.
Capital Kids, Inc. reserves the right to terminate childcare under the following but not limited to the following conditions:
· Tuition becomes in arrears
· Repeated failure to pick up child on time
· A child’s behavior patter threatens his own or others safety and well     being.
· Failure to submit required forms
· Parents/guardians are no longer supportive of Capital Kids programming and philosophy or become negative and uncooperative in their actions and opinions which works to undermine the operation of the school.
· At the discretion of the owner or Director

Discipline Policy
Capital Kids, Inc. curriculum is designed to aid children in becoming successful in their classrooms and in life. This includes learning self control, the ability to choose alternatives, identify feelings, and to develop an understanding and respect towards others. Guidelines and expectations are clearly established and maintained in each classroom at appropriate developmental levels. Positive reinforcement is used to praise good choices and behavior. Activities are planned in ways to provide the children with many outlets for energy and emotions in an effort to prevent issues before they arise.
Discipline shall not in any way damage the child’s self image or embarrass him or her. Whenever possible, the child being disciplined will contribute to resolving the conflict in which he or she was involved. Staff will encourage and assist children in positive conflict resolution. Use of time outs will be limited. All attempts will be made to redirect the child to another activity while ensuring the safety of the child and others in the class room. 
Parents are expected to play an active part in reinforcing classroom behavior. Parents are encouraged to communicate with their child’s teacher on a regular basis.
	Each child enrolled at Capital Kids, Inc. will be on a two week trial basis to assess whether or not all of their needs can be met within the parameters of our program. This assessment includes but is not limited to: physical/mental disabilities, handicaps, behavioral progressions, etc. Furthermore all documentation including doctor’s authorization and or diagnosis, child study minutes, etc, must be provided.
	Capital Kids, Inc. reserves the right to terminate childcare for any student at any time due to excessive behavioral problems. This includes but not limited to biting, hitting, kicking, disrespect, lack of parental support, or anything that endangers him or herself, other children or staff. A formal letter of disenrollment will be given. 
Food Policy
	Capital Kids maintains a USDA approved food program. We offer morning snack, lunch, and afternoon snack. All snacks and meals are pre planned with menus posted in advance. If your child has food allergies please refer to this menu when planning for your child. We will make every attempt to accommodate your child’s needs. We ask that ONLY children with specific dietary needs bring food from home. Please do not allow your child to finish their breakfast or lunch at school in an effort to protect those children and staff with airborne and contact food allergies.
	We are a nut sensitive facility. This means we do not serve any products with nuts or made with nut products. This includes ALL food brought from home. For birthday and special occasions ONLY STORE BOUGHT FOOD may be brought to school. This is to ensure proper food handling procedures and accurate food labels. In case of food allergies, all food brought from home must be nut free and clearly marked with your child’s full name and date. This includes all sippy cups, bottles, and infant food.
	Lunches are catered by Good Food Company of Arlington, VA while snacks are provided by Capital Kids, Inc. Lunches are served with fresh fruit, homemade bread, and organic milk daily. Substitutions may be made based on seasonal and store availability. Toddler's and Two's are given a no choke hazard alternative to some fresh fruits and vegetables. Organic milk is served with breakfast and lunch, all juice is 100% fruit juice with no added sugars or colors.
Sample Menu:
	
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday

	AM Snack

	Cold Cereal 
 Milk
	Yogurt
Graham Crackers
Milk
	Biscuit
Milk
	Mini Muffin
Milk
	Cold Cereal Milk

	Lunch
	Beans & Brown Rice
Tossed Salad
Wheat Tortilla
Fresh Fruit
Milk
	Ziti w/chicken sausage
Veggie Salad
Wheat Roll
Fresh Fruit
Milk
	Homemade Mac & Cheese
Peas
Wheat Bread
Fresh Fruit
Milk
	Baked Chicken Leg
Steamed Zucchini
Wheat Roll
Fresh Fruit
Milk
	Ham. Stroganoff w/noodles
Garden Salad
Wheat Bread
Fresh Fruit
Milk

	PM Snack
	Goldfish
Applesauce
Water
	Ritz Crackers
String Cheese
100% Fruit Juice
	Animal Crackers
Mandarin Oranges
Water
	Pretzels
100% Fruit Juice
	Nutri Grain Bar
Pears
Water



Sick Policy
	While in the care of Capital Kids, if your child develops any but not limited to the following symptoms, he or she must picked up within 1 hour: 
- Fever over 100 degrees 
- Persistent diarrhea or vomiting (2 or more times)
- Conjunctivitis (pink eye)
- Severe coughing (wheezing or croupy sounding)
- Head lice
- Unusual spots or rashes

When sent home your child must remain at home until one of the following has been met:
-Signed not from doctor or hospital stating the child is no longer contagious
-24 hours after last symptom (i.e. fever broke, occurrence of vomiting or diarrhea)
-24 hours after BEGINNING a course of antibiotics
	If your child is exhibiting any of these symptoms at home please do not bring them into care that day. If your child is too sick to go outside today, he or she is too sick to come to Capital Kids today. Children will not be permitted to remain in the building while their class goes outside.
	You are required to notify Capital Kids within 24 hours or the next business day after your child or any member of your household has developed a reportable communicable disease, as defined by the DC Board of Health, except for life threatening diseases which must be reported immediately.
Emergency Medical Treatment
	When deemed necessary, Capital Kids, Inc. will obtain immediate medical treatment for your child. Staff members are trained in basic first aid and CPR practices. Parents/guardians agree to hold harmless any and all employees of Capital Kids, Inc. who assist your child with emergency medical treatment. Furthermore it is the responsibility of the parent/guardian for any and all expenses incurred for the transportation and emergency services. 
Medication Policy
	Prior written consent must be given in order for Capital Kids, Inc. staff to administer medications including diaper rash ointment and sunscreen. Most medications require a doctor’s authorization as well. Before any medications can be administered the following steps MUST be met:
-A medical authorization form must be completed and signed by both the parent and physician if necessary
-Each medication must be in the original container with prescription label attached
-Medications must be dropped off to an administrator to be stored correctly in a locked box (with the exception of sunscreen and diaper cream)

Over the counter medications will not be accepted without a doctor’s authorization. 
Children requiring Epi-Pen injections for severe allergies will need to complete an emergency action plan developed by their physician, parents, and administration.	
Reporting Child Abuse and Neglect
	As per DC licensing requirements, all suspected child abuse and neglect will be reported to social services. According to DC law it is not necessary to notify a parent/guardian before or after reporting an incident.


School Safety
	Parents are required to accompany their child to and from their classroom each day. Children are not to be dropped off in the lobby for any reason. When departing, please make a staff member aware of your departure. Only persons listed on the approved pick up list will be allowed to pick up your child. Written permission will be needed to add anyone to the approved pick up list. In emergency situations please call the school and advise staff if an alternate person will be picking up your child. They will need to show photo identification before we can release your child. 
When a parent is not allowed to pick up a child, appropriate custody papers must be kept up to date and on file. Section 22.1-4.3 states that unless a court order has been issued to the contrary, the non custodial parent of a child in day care must be included, upon request of said non custodial parent, as an emergency contact for events occurring during the day care activities.
Items from home
	Children are encouraged to bring in an item from home on share day. Please do not allow your child to bring any violent toys, valuable items, or items that cannot be shared by the entire class. Teachers plan specific share days for each class. Please only bring toys from home on designated days, as Capital Kids cannot assume responsibility for lost, stolen, or broken items.
	Transitions can be tough on any child. A small security item from home is advised for any new enrollments as well as very small children. As your child becomes more accustomed to the routines of their day, he or she will need the comfort of their item less and less. This is a natural progression as children grow and become secure in their environment and should be encouraged by parents and caregivers alike.
Parent/Guardian Responsibilities
Your child needs to have the following on a DAILY basis:
· Seasonal appropriate change of clothes to be kept in child’s cubby
· Adequate napping items (Infants should have an extra crib sheet)
· Diapering supplies as necessary (diapers, wipes, rash ointment)
· Toddlers are to bring 2 clean sippy cups each day (clearly labeled)
· Infants are required to provide their own formula, bottles, and food
-We only serve food that is on the posted menu. If your child is unable to eat it, parents are responsible for providing a suitable alternative. 
-Supply lists are sent home each fall. Parents are asked to provide these items to enhance their child’s experience at Capital Kids. 
-Advise Capital Kids of any and all allergies (especially food borne) and physical or developmental problem areas.
-Ensure your child’s paperwork is correct and up to date. 
-Children go outside every day. Please dress your child in appropriate PLAY clothes including a jacket and mittens if necessary.
Required Paperwork
	As per DC licensing standards the following is required to be kept current in each child’s file:
	-Health certificate (annual physical)
	-Oral health certificate (annually for children 3 and up)
	-Up to date immunizations as recommended by DC Board of Health
	-Registration record
	-Authorization for emergency medical treatment
	-Enrollment & contact forms
	-Signed Authorization & Consent Form
	-Center policies form signed & dated


Contact Information for Capital Kids Management
Owner/President: Helen Marinello
Executive Director: Caroline Johnston
Office: (202) 293-1460
Email: CapitalKidsDC@gmail.com
Website: www.CapitalKidsInc.org
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