TACOMA DAYPRIVATE 
1113 SOUTH I STREET

TACOMA   WASHINGTON  98405

(253) 627-5671 FAX (253)627-4513
Email: tacomaday@southistreet.comcastbiz.net
Tacomaday.org

Tacoma Day has the distinction of being a recognized NAEYC accredited program for the past 14 years.  We believe that early learning is a continuum based upon the relationship between healthy social, emotional, and cognitive development. Our program provides early learning experiences and opportunities that are sensitive to culture, language, development and abilities of each child. These experiences and opportunities increase the educational and social proficiency of children.  Individual plans are developed for each child based on needs, building on natural strengths and abilities. Our early learning goals support school readiness. Tacoma Day has partnered with the community to provide a program that is inclusive of school home, teachers and families. It is recognized that high quality early care and education positively impacts all children’s success in school and the quality of their future.

Like wise Tacoma Day includes an academically responsive program for school age children. Continuing on with our successful academic formula, our school age program addresses children’s social and emotional needs, offers curriculum that is rooted to children’s interests and abilities and includes children’s ethnic, cultural, religious, and economic cultures. In linking and celebrating the learning that occurs in all aspects of a child’s life we promote holistic and healthy social and intellectual development.  We believe that learning happens all day, not just in school. We provide a program that takes into account the goals of school and child development. Our school age program helps children to connect school and school work to life skills. 
Learning is a life long process. It is an honor to partner with you in preparing your child for the future.
Philosophy
We respect the teaching staff, children and families and the many ways in which they learn.

We believe that the teaching staff, children and families have strengths and must work together to understand children and act on their behalf.

We believe in working together as co-constructors of knowledge, keeping communication open to create the best possible program for our children.
ADMISSION AND REGISTRATION 

Tacoma Day is open to all families.   Full and part time slots are available. Parents purchase a slot of childcare. There is no refund for days not used. Fees are based on income and DSHS are welcome. There is a one-time admission fee of $50.00.  (non-refundable)  If you speak another language and have difficulty translating the information in this Parent Handbook or at any other time please let us know and we will assist you. 
Registration forms MUST be completed and returned to the Office BEFORE a child may enter.  Tacoma Day is a State licensed facility and we are REQUIRED to have on file, at all times, completed for all children:

1. emergency medical permission forms,  allergy and asthma forms completed by doctor  
2. up to date immunization forms

Tacoma Day serves all families regardless of race, gender, color, religion, creed, age, disability, sexual orientation, marital or family status, political beliefs, or national origin. 

Tacoma Day reserves the right to discontinue care arrangements under the following circumstances:

1.
Failure to pay monthly fee. We understand that sometimes emergencies occur for our families. Please come immediately and talk with us so we can work something out. Our funding comes from various sources and is limited. Our budget is very tight and we count on our parent fees. 

2.
Failure to act in accordance with Tacoma Day policy and procedures described in this Parent Handbook and Enrollment Forms.

3.  Failure to notify the office 253-627-5671 that your child will be absent. After 5 days and we have not been notified by you the spot will be gone. 
Tacoma Day does not expel a child from the program for challenging behavior. It is important for you the parent to know that our philosophy is to create an environment that reflects the values of mutual respect and open communication. We will:

1.Work along with you to create a plan that will be a positive learning environment for your child

2. Work with outside programs that you have set up for your child

3. Help if you have any concerns about your child's growth and development assisting in locating     resources. 

HOURS OF OPERATION

Tacoma Day is open from 6:15 AM to 6:00 PM Monday through Friday, year round. We are closed major holidays.  Closure notices are posted in advance for your convenience.  Please observe the following.

1. When you arrive, sign your child in and check in with the teacher.  PLEASE REMEMBER; NEVER LEAVE YOUR CHILD IN THE BUILDING UNATTENDED.  When you bring your child in make contact with the teacher and let them know you have arrived.  
2. Tacoma Day is required by the State of Washington to have a sign-in and out form for parents. This form MUST be filled out each time your child is left in our care.  Additionally the State requires that you sign using your FULL NAME NOT INITIALS.  This requirement is for your own protection.

3. If you have arranged for someone else to pick up your child you must notify the center. Your child CANNOT be released to anyone without prior notification from you.  Indicate on the sign-in and out sheet under remarks if there is a change for the day or call us.  If you have a legal restraining order OR a serious issue with someone picking up your child you are responsible for providing that information.
4. WE CLOSE AT 6:00 PM. YOU ARE RESPONSIBLE FOR MAKING SURE THAT YOUR CHILD IS PICKED UP BY THIS TIME. (Also please remember full time care can be no longer than ten hours per day)  If your child is still with us at 6:30 PM and we have not received a telephone call from you or someone designated by you for emergencies WE MUST ACT ACCORDING TO WASHINGTON STATE LICENSING REGULATIONS AND CALL CPS.  PLEASE KEEP EMERGENCY NUMBERS AS WELL AS YOUR HOME AND WORK NUMBERS CURRENT. NEVER ASSUME THAT WE WERE ABLE TO CONTACT SOMEONE ON YOUR LIST TO PICK UP YOUR CHILD.  We understand that long distant commutes are difficult and traffic can be tricky but common sense dictates that you prepare for these events.  Make sure that you can arrange for a person to pick up your child in an emergency or on those especially hectic travel days like the day before a long weekend or holiday.  Staff has families and activities waiting for them after their day at work.  We are open 261 days a year, five days per week, 12 hours per day to serve you. Please make your plans within that framework. The fee for picking your child up after six is one dollar per minute per child.
5. The Entry Code you are given is for you to use only. Those designated by you to pick up your child periodically can ring the doorbell. For the safety of children and staff all entering the building must code in every time. Do not let anyone in on your code.
PARENT PARTICIPATION

Parents are welcome anytime to our program.  You can spend a morning involved in activities, go on a field trip or drop in for lunch.  Let us know about lunch so we can tell the cook.  If you have a question or concern just ask. If we don’t know the answer, we will get back to you.   We have an open door policy. The Director is always available to answer your questions and listen to concerns. We also like to receive feedback as well. You can leave suggestions and ideas anytime. Please! You are the measure of our programs success or failure with your child. 
PLEASE BE PATIENT!  Our Daily Schedule is set up to insure a developmentally appropriate environment for the children.  The time frame for activities set up in the schedule assure that the children will have a smooth day with as few transitions as possible.  We ask that you acquaint yourself with the Daily Schedule included in this handbook and posted in the classroom.  We ask that you are aware of what to expect when you arrive for two reasons:

1. You can talk to your child and prepare him for the day

2. Rough morning goodbyes? You can talk with the teachers, collaborate on that smooth transition.
The bottom line is this is your program we want you to feel welcome at all times.  Going to bring your child in later than usual? Please call. Staff needs to set up for lunch and nap for our preschoolers. Being prepared for your child will make for a positive smooth transition. 

MEALS AND SNACKS

Breakfast, lunch, and snack are prepared by our cook and served on site.  Menus for each week are posted in the front hall.  The Adult and Child Food Program of the State of Washington regulate all meals.  Meals are available to all enrolled children at no separate charge or regard to race, color, handicap, age, sex, or national origin.  A friendship song is sung before meals. If you arrive late and need a meal to be set aside just call.
ALLERGIES

If your child has allergies, we must have written proof from your physician, a State requirement in the event that your child is not to eat certain foods.  The menu is available for you to look over to help us detect all forbidden foods.  Please keep the teachers informed.  At the time of enrollment you will be asked to complete some additional paperwork with your doctor that gives us pertinent information for any medical and or food allergies your child may have. This paperwork must be in place before your child can start.   This paperwork will be kept on file in the classroom for the teachers. It will be kept confidential.
PLEASE PROVIDE:

1. A complete change of clothes, labeled please. Tacoma Day has some extra clothes for emergencies but our supply gets depleted very quickly.  If your child needs a change of clothes during the day and none have been provided, we regret you may have to be called at work or school to bring some immediately. 

2. If your child is not out of diapers or is in toilet training diapers/pull-ups and wipes must be provided by you. Please check your supplies. Teachers will leave you a note. Toilet training is a joint venture between home and school so communication is vital. In keeping with our early leaning goals all stages of a child’s development are important to later success.    

3. A blanket and a small crib sheet for your child to rest with at nap time. These items must be taken home and washed by you EVERY FRIDAY.  Special washable sleeping friends are welcome also.

REST TIME

Rest time is between 12:30 - 3:00 PM. for our preschoolers.  Each classroom varies within this period. Please ask your child's teacher for more information.  

FIRE DRILL

Once a month, a school wide fire drill is conducted.  Please look at the Parent Board by the office.  The local Fire Department inspects Tacoma Day on a regular basis.

EMERGENCIES

If the center needs to close for an unforeseen emergency, parents will be called to pickup their children. Keep your number as well as emergency contact numbers current.
In the event of an emergency, such as a natural disaster, remember that staff is trained and ready to care for the children at the center for 72 hours. When such an event happens, parents DO NOT CALL THE CENTER! The staff must stay with the children and the phone lines must remain open for outgoing emergency calls pick up your child as soon as it is safe for you to do so. Staff will call you as soon as they are able.

FIELD TRIPS

Parents are notified of special field trips that require transportation either by public or chartered bus. Tacoma Day does not use private cars.  Occasional short neighborhood walks to the park, library, or other local points of interest, weather permitting, take place as part of the morning curriculum. If toddlers leave the center it is in their By By Buggy…stroller for a neighborhood adventure. The stroller has seat belts and children remain on board at all times.  A new child must be in the center for one month before going on any major field trips, unless accompanied by a family member.

PHOTOGRAPHIC POLICY
In order to protect the privacy and individual rights of families the following has been established:

1.
For pictures that will be used outside of the center, parents will receive pertinent information before the event.  Parents will be asked to sign a permission slip.   

3. Classroom activity pictures taken by staff during the course of daily activities.  These classroom pictures will be 
4. posted at the center ONLY for all to see and enjoy.   

CONFERENCES, MEETINGS & NEWS

1. You may schedule a conference with your child's teacher or the director at any time.  Teachers are also available during the day to take or return telephone calls and can give written or verbal reports on your child's day at your request. If you have a question or concern the director a teacher should be able to help when you drop or pick up your child. 

2. Parent meetings and walk-throughs will be scheduled throughout the year. Tacoma Day is coordinated by the Bates Technical College Home and Family Life department. We have our very own ECE Specialist provided by Bates. She can offer information on a variety of topics. She can also upon request, observe your child or meet with you.

3. Parent news and information can be found in the front hall as you enter.  It is vital that you check your PARENT MAILBOX in front hall regularly. 

HEALTH & MEDICAL POLICIES

1. Children may return to day care after an illness IF they have been free from fever, nausea, and or diarrhea for 24 hours. State of Washington regulation
2. Tacoma Day has a NO NIT Lice Policy.  When infestation is noted a parent or someone designated must pick up the child and seek treatment.  When returning to school a teacher will check along with you for any nits that may remain.
3. We ask that you notify staff in the event that your child is being treated for anything contagious such as ringworm, impetigo, conjunctivitis etc. A child must be on medication for 24 hours before return to school unless specified otherwise by the Doctor.  Also, please notify the office of any other contagious disease such as chicken pox as we are required to post this information.

4. If your child should become ill during the day, we will contact you to arrange for picking them up.  Please be patient with us.  We are not medical personnel, we can not tell the difference between a serious infection and an eight-hour bug.  We just know that your child does not feel well and only you will do.  It is extremely important that HOME, WORK, AND EMERGENCY telephone numbers are kept up to date.

5. Prescription medication and over the counter medication can be given to your child ONLY as directed by your child's physician.  Medicine must be in the original container with dosage directions clearly stated, and dates must be current. Sun Screen and Insect repellent containing DEET requires a medicine form also.
6. Parent, guardian, or responsible relative will be required to fill out a medication form for medicine to be dispensed.  Ask your child’s teacher.  We cannot dispense any medication without this form signed by you. 
OUTDOOR PLAY

Outdoor activity time is a very necessary part of a child's day of healthy growth and development.  Activities for this time are planned just as inside activities.  Teachers accompany the children outside and competently determine the amount of time spent in these activities taking into consideration the weather conditions.

It is Tacoma Day’s policy that if a child is well enough to come to childcare, they are well enough for some outside time.  We must maintain a child to teacher ratio.  In the event that other classrooms and or office staff is not available to keep your child inside, your child may have to go outside for a short time with their class.

1.
Provide your child with adequate clothing for outside...warm coat, hat, gloves, boots, and lighter coat for warmer weather.


2.
For your active child's safety we ask that certain kinds of shoes stay home, shoes that do not attach securely to the foot like thongs and some sandals, and shoes that have stiff slippery bottoms like those found on some dress shoes and cowboy boots.  Aqua socks, are an exception for the water park.   

SOME GENTLE REMINDERS

1.
PLEASE DO NOT LET YOUR CHILD BRING TOYS, TRINKETS OR MONEY TO SCHOOL. These items are easily lost or broken.  Given the age of the children it is very easy for several other children to claim ownership causing distress to all concerned including the teacher, whose energies are better spent elsewhere. PLEASE DO NOT PUT MEDICATION, DIAPER CREAMS, SUNSCREEN, ANYTHING THAT REQUIRES A PERMISSION SLIP, OR COULD CAUSE HARM TO A CHILD IN WITH YOUR CHILD’S BELONGINS TO KEEP IN THEIR CUBBY.  
2.
Since we serve food, it is not necessary for your child to bring food.  An exception may be a child that comes early in the morning when we first open and is finishing some breakfast food.  The child will be required to sit down and finish before starting any activity.  If you and your child want to bring a treat to share, state regulations require that it must be store bought.
3.
At Tacoma Day, we never discuss the behavior of a child or children in their presence or the presence of their peers.  If you have a concern we can meet with you.
4.
While at the center please do not reprimand or discipline any of the other children.  A teacher will be more than happy to take care of any problems.

5.
Tacoma Day honors and respects the diversity of all families.  Observations of commercialized or religious holidays, and holiday symbols are not part of our program.

CHILD ABUSE REPORTING

Teachers in the State of Washington are mandated to report any SUSPECTED child abuse by telephone to child protective services.  WAC 388-150-480

GRIEVANCE PROCEDURES

If you are unhappy about the care given your child or have any concerns about Tacoma Day, please contact the Director IMMEDIATELY.  If you are not entirely satisfied the Center 5 Licensor can be reached at 253-983-6414.  

STAFF

Each classroom contains a teaching team.  All staff is registered with Washington State as part of the Merit System and clearance through the Washington State Patrol. Names and shift times are posted by each classroom .  

Tacoma Day is committed to on-going training for teaching staff.  Bates Technical College Home and Family Life Department offers an outstanding Day Care Advisory Program that includes up to the minute in-service training, workshops, classes, and seminars. A love for life long learning expressed by a caring adult plant the seeds for a successful future for your child.

CHILD CARE ARRANGEMENTS AFTER HOURS WITH TDCPA EMPLOYEES

In order to maintain Tacoma Day’s professionalism and avoid legal complications we do not recommend after hours care arrangements with employees.  This would include but is not limited to transporting child/children for you to and from childcare.  Tacoma Day is not a party to such arrangements and is in no way liable for any consequences resulting therefrom. 

IN CONCLUSION...

Tacoma Day has been serving children and their families since 1911.  We are front runners in providing quality childcare with a focus on developmentally appropriate program.  The vision is that by providing a developmentally appropriate child directed environment, children will start school ready to learn and master the skills needed to develop the potential to succeed in life.  Tacoma Day is looking forward to working along with you and your child.  
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