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Welcome! 

Thank you for choosing Little Monkeys Daycare for your childcare needs.  My name is 

Susan Haight.  I am a Christian mother of two, Benjamin (23) and Jenna (18).  I have 

earned a bachelor’s degree in Early Childhood Education Administration with a 

specialization in Infant & Toddler Care and I have been teaching and caring for young 

children for the majority of my life. I have held several positions in the early childhood 

field in private, commercial and church settings.  I am CPR and First Aid trained and 

certified through the American Red Cross, fingerprinted and cleared through the DOJ, 

FBI, and Child Abuse Registry, T.B. tested, and I have attended several conferences 

and training seminars over the years 

 

I believe that children are unique gifts from God and deserve to be treated with love, 

compassion, and respect.  Through positive guidance and discipline, children learn 

acceptable behaviors to help them to get along with others while boosting self-esteem.  

I will provide opportunities for engaging activities through play and interaction that will 

help children to develop and learn the skills necessary for school readiness.  I also 

emphasize respect for others, manners, and sharing/taking turns. I want each child to 

feel as loved and happy here as they do at home, and each parent to know that their 

child is being well taken care of. 

 

The following information is intended to help create a positive relationship of 

communication, understanding, and respect among all parties.  Only with a cooperative 

partnership between the caregiver and parents can this arrangement be successful and 

result in the best experience for your child.  It is very important that you read 

through this entire handbook carefully and thoroughly. You will be 

required to sign a signature page that states that you have read and understand the 

contents, and agree to abide by all of the policies set forth in this handbook.  Please 

understand that this daycare is my passion, but also my business.  As such, I must 

approach certain aspects in a business manner in order to plan and help support my 

family’s needs. 
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BUSINESS HOURS 

The available hours of childcare are from 8:00 a.m. to 5:00 p.m., Monday thru 

Friday.  Extended care hours may be available on an individual basis and at an 

additional charge. 

DROP-OFF, PICK-UP & LATE FEES 

You may drop off your child any time after 8:00 AM and pick up any time before 5:00 

PM. However, dropping off later than 11:00 AM is not recommended. Children can have 

a hard time connecting when they arrive late and miss important activities/lessons. 

They also tend to be more restless and disruptive at nap time.  

Additionally, please try not to pick up your child during nap time (12:30-3:00).  

A “Late Fee” will be assessed for any child picked up after 12:05 p.m. for half-day 

contracts or after 5:05 p.m. for full-day care. The charge is $10.00 for each 15 minutes, 

or portion thereof. This charge can be paid immediately or added to your next payment 

due and must be included with that payment to keep your child enrolled. 

SAYING GOODBYE 

One of the most difficult things for some parents to do is to leave their child. But keep 

in mind that in most cases, how you drop off your child determines how your child 

reacts. If you are apprehensive, sad, anxious, or hesitant, your child will pick up on 

those feelings and react accordingly, making it more difficult for both of you.   

Try to make your drop off as brief as possible. The longer you stay, the harder it will be 

to leave. Give them a big hug, say, “I love you” and, “I’ll be back later”, and then just 

leave.  In most cases, children cry for only a few minutes, if at all, and are off and 

playing.  Do not try to sneak out when they aren’t looking.  That is only easier for you. 

When your child realizes that you’re gone, they often experience anxiety or panic and it 

may create feelings of insecurity and mistrust. 
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REGISTRATION FEE 

A non-refundable Registration Fee of $100 is required before any child may attend. 

Payment of this fee demonstrates your commitment to enroll your child and reserves 

your child’s space in the daycare for up to 10 days prior to their start date. If your child 

does not begin within 10 days after paying the deposit, the space and your deposit will 

be forfeited.  If you still wish to enroll your child, and space is still available, you may 

be required to pay an additional registration fee, depending on the circumstances 

This fee is NON-REFUNDABLE, with  only one exception as defined in the “Trial 

Period” section on page 5.  

 

WEEKLY CHILDCARE RATES (Valid until August 31, 2019) 

AGE Type 2 Days 3 Days 4-5 Days DROP-IN 
(Non-contract) 

12 to 24 months 
Full Day $110 $160 $245 

$13/hr 
½ day $75 $110 $165 

2 to 3 years 
Full Day $95 $140 $215 

$11/hr 
½ day $70 $100 $150 

3 years & Up 
(& Potty Trained) 

Full Day $90 $130 $195 
$10/hr 

½ day $65 $90 $145 
 

• Full days are defined as more than 4 hours of care per day.   

• Half days are 8:00 AM to 12:00 PM and do NOT include lunch  

 

Rates may decrease when your child turns two. If applicable, the lower rate will take 

affect the week following the birthday week. Children turning three must be potty-

trained and accident-free for two weeks before the lower rate is applied. 

 

For siblings, a 20% discount will be applied to the oldest child’s weekly rate.  (Discount 

does not apply to Drop-in rates) 
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TRIAL PERIOD 

The first three weeks of care will be considered a “Trial Period”.  During this time your 

child will be adjusting to a new setting and a new routine, and getting to know the 

other children and me. Around the end of this time, your child should be making good 

progress with settling in, depending on how often he or she attends.   

However, if at any time during the “Trial Period” your child is not adjusting well  

(experiencing too much anxiety/anguish), is exhibiting behavior that is harmful to the 

other children or myself, or the situation is simply not a good fit for Little Monkeys 

Daycare (e.g. it is evident that your parenting practices and my methods vary too 

widely), I reserve the right to terminate the Childcare Contract. Your registration fee 

may be refunded at this time depending on the circumstances and at my discretion.   

 

PAYMENTS 

Weekly payments are due in full by 5:00 pm on the first day your child is contracted to 

attend each week. If your child does not attend on their first scheduled day of the 

week, you must still make arrangements to drop off the payment or contact me for 

other options. Payments of cash, checks (made out to Little Monkeys Daycare), credit 

cards (fees apply) and electronic payments (made in advance) are accepted.  Checks 

returned for insufficient funds will result in a $30 charge added to the original amount 

of the returned check; both of which must be paid in cash before further care is 

provided.  Two such occurrences will result in cash only payments or the termination of 

care. Payments not received in full by 5:00 PM on the first day your child is 

scheduled to attend will incur a $10 late fee per day that it is late.  

 

ABSENCES/DAYS OFF 

There will be absolutely NO REFUNDS, CREDITS OR MAKE-UP DAYS given for any 

days that you arbitrarily decide to take off from childcare, for any reason. There are 

no exceptions to this policy.   If your child is absent for 3 consecutive days without 

any prior notice or communication, it is presumed that he or she will not be returning 

and will result in the termination of care.  
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HOLIDAYS 

So that we all can enjoy special days and celebrations with our families,  

Little Monkeys will be CLOSED on the following days: 

 New Year’s Day 

(Jan. 1) 

 Good Friday 

 Memorial Day 

 Fourth of July 

 Labor Day 

 Veteran’s Day 

 Thanksgiving Week 

 Christmas Week  

(Dec. 24 - Dec. 31)  

Note:  Weekly child care rates are NOT reduced for weeks containing one of the 

holidays listed above. However, the weeks of Thanksgiving and Christmas will be 

charged at half of your regular rate if paid prior to the week. Please consider what days 

these holidays land on when deciding on your child’s daycare schedule. Make-up days 

may be allowed if a holiday lands on one of your days and only if there is space 

available in the same week. You must arrange the make-up day in advance and 

availability, if any, is on a first-come, first-served basis. 

 

VACATIONS 

If you are planning days off or a vacation and provide me with at least 2 weeks notice 

prior to the absence, and your payment is made in advance, your weekly rate will be 

discounted by 50% of your contracted fee for the time away. If notice is not provided 

at least 2 weeks in advance, and/or payment is not submitted in advance of the 

absence, full payment will be expected for the time away and a late fee may apply. 

I am permitted five (5) PAID vacation days per calendar year.  I will provide 

you with at least 2 week’s notice, and in most cases 30 days, prior to the time off and 

daycare closure.  Your weekly rate will be charged at 50% of your regular rate for those 

days and must be paid prior to the closure.  Any additional time I may take will be 

considered unpaid. 
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ALLERGIES AND OUR PETS  

 

Our family members include several pets; a playful, child-friendly dog, two old cats, and 

a rabbit.  The rabbit lives in a hutch outside and the cats mostly stay upstairs, but our 

dog (a 60 lb. Australian Shepherd/Queensland Heeler mix) does have access to most of 

the house as well as the yard.  She is a sweet dog and loves lots of attention but is very 

protective (she may bark at anyone who approaches/enters the house).  I try to keep 

the house clean of pet hair, but if your child has strong allergies to pet dander or is 

fearful of dogs, this may not be the best setting for them. 

 

 

ILLNESSES 

 

There will be NO REFUNDS, CREDITS OR MAKE-UP DAYS allowed if your child is 

sick.  I strive to provide a healthy, safe and clean environment. However, I can’t control 

outside elements and even with the best efforts, young children will still get sick from 

time to time. Therefore, to help prevent the spread of illness to the other children, your 

child MUST be kept at home if they are exhibiting any of the following symptoms. 
 

• Temperature over 101F (in ear) *   

• Cloudy or colored mucous  

• Excessively runny nose (requiring constant wiping) * 

• Vomiting  

• Diarrhea 

• Constant coughing * or sneezing 

• Contagions (i.e. rashes, chicken pox, lice, pink eye) 

• Any behavior not typical of your child that may indicate illness  

• Any condition which requires greater care than I can provide without 

compromising the health, safety or care of the other children 

 

* This symptom can be attributed to severe teething but will still require your child to stay home.

Kyah                   Dasie   Sadie             Chex 
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ILLNESSES (Cont.) 

If your child exhibits signs of an illness during the day, you will be contacted to pick 

him/her up. Before returning, your child must be symptom free for 24 hours, or 

you can provide me with a doctor’s note clearing them of any virus or contagions.   

 

Although I try my best to avoid interruptions in care, I do (occasionally) succumb to 

illness myself.  If this happens, you will be notified via text as soon as possible (early 

morning) so that you can make other arrangements for the day. (Please make sure that 

I have a current contact number for you.) If I am not able to return to providing 

care the next day, and if applicable, you will receive credit for any additional 

days beyond the first day you were notified of my illness (to be applied to the 

following week’s payment due). 

 

Medications 

I can administer Infant’s Tylenol or teething tablets if provided and authorized by you 

for teething pain, but if your child requires the use of over the counter medications to 

fight off symptoms of illness, he/she should probably be kept at home. I can administer 

prescription medications in pharmacy labeled bottles as directed by physician and I am 

also trained in the use of Epi-pens and inhalers. 

 

BACK UP CARE 

 

In addition to possible illness, I may also need to attend to personal appointments or 

emergencies for myself or my family.  I will do my best to secure a qualified substitute 

caregiver to fill in. However, I recommend that you try to obtain a backup sitter that 

can be called on short notice, just in case.    If I am not able to provide care for 

personal reasons, you will be credited for any time that you are inconvenienced. 
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BELONGINGS 

Your child will be assigned a cubby for their belongings.  Please provide the following 

items, to be kept in your child’s cubby and replaced as needed. 

 

 A seasonal, child-sized blanket (for nappers only) 
 2 complete changes of seasonal clothing  
 10 disposable diapers, or 3 pairs of underwear & bottoms 

(No Pull-ups please) 
 Cream or powder (optional) 
 A non-spill “sippy” cup for daily use (Take & Toss work well) 

 

Make sure to LABEL EVERYTHING with your child’s name, especially “sippy” cups, 

bottles, pacifiers, and jackets as they can look similar to others. Please do not allow 

your child to bring toys/items from home.  These often get lost or broken and 

rarely do toddlers want to “share” their personal belongings.   

 
SNACKS & MEALS 

Children are provided two snacks and one lunch meal per day (lunch and afternoon 

snack are for full-day children only).  I do my best to prepare the meals as nutritious 

and organic as possible, but I also want the children to eat, so I usually stay away from 

exotic foods (tofu, sprouts, kiwi, etc.) and try to stick to more traditional toddler/young 

child foods (chicken nuggets, pasta, carrots, apples, etc.) that are organic (when 

available and cost effective), no/low sugar, 100% whole grain, no corn syrup, etc. I 

provide 100% apple juice, low-fat (1%) milk, or water for the children to drink.   

 

I know mornings can be hectic, but PLEASE try to feed your child breakfast 

BEFORE they arrive.  It is difficult to keep your child focused on eating when others 

are playing, and keeping others from “sharing” your child’s food, which could lead to 

allergic reactions and/or the spread of germs. 

 

Due to time constraints, I cannot prepare separate meals for individual children. 

If your child requires a special diet (i.e. gluten-free, vegetarian, etc.) please provide 

prepared food items for him or her to eat.  
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POTTY TRAINING 

 
Toilet training should not be rushed. It is very important that your child is physically 

AND psychologically ready.  When you feel your child is exhibiting signs of being ready 

(taking off diaper, letting you know when they have gone or need to go, asking to sit 

on toilet, can pull bottoms down and up, etc.), I will be happy to work with you to 

complete the process.  Although some toddlers may be ready at a very early age, I 

recommend waiting until girls are at least 2 years old, and boys are at least 2½.  

 

Please do not use disposable Pull-Ups for training. In my opinion, these feel too 

much like diapers to a child and will only confuse them and hinder the process. You 

may want to provide diapers to be used during nap time (if needed) until they are able 

to go all day without an accident.  After that, be sure to keep plenty of extra underwear 

and bottoms in their cubby. 

 

 

DISCIPLINE 

 

Discipline is defined as “the practice or methods of teaching and enforcing acceptable 

patterns of behavior. “  I believe that a proper approach to discipline involves teaching 

children to make good choices while developing their self-esteem and empathy for 

others.  However, in the event that a child’s behavior does need to be corrected, I will 

use the following techniques: 

 

1. Explain to the child why the behavior is unacceptable and give better choices 

2. Redirection (move them from one activity to another) 

3. Take a “Break” (Time-Out) and a note on his or her Daily Sheet  

4. Parent discussion (to help find solutions that may work) 

5. Termination (for repetitively harmful and/or disruptive behavior) 
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NAPS 

All of the children in my care have one nap/rest time after lunch from about 12:30 until 

2:30 or 3:00 PM.  If your child is still taking two or more short naps (less than 2 hours) per 

day, it is important to start moving/combining those naps into just one long nap. I provide 

cots with sheets for all children 24 months and older.  Each cot is disinfected, and sheets 

laundered, weekly or as needed.  Toddlers under two may sleep in a Pack ‘n Play or 

portable size crib depending on individual preference and home sleeping arrangements. 

 

PRESCHOOL PROGRAM 

Children ages 3 to 5 years are automatically included in the preschool program if they are 

present during the program hours (8:30-11:30 AM).  Mature 2 yr. old toddlers may also be 

included if the child shows interest. The program covers basic concepts, fine and gross 

motor development, life lessons, Bible stories, art, science, pre-math, pre-reading, and 

music/movement within a specified theme each month.   

 

Play, both freestyle and guided, will also be an integral part of the preschool program.  

Young children do most of their learning through play and it is an important part of child 

development. 

 

RELEASE OF CHILDREN 
 

It is very important to me to keep your child safe by ensuring that he or she only leaves my 

home with a person that you have authorized on the Identification and Emergency 

Information form.  Please be sure to carefully consider who is added to that list.   

 

If an authorized person arrives to pick up your child, and I do not know or recognize them, 

they may be asked to show a driver’s license or other picture identification before I will 

release your child to them.  No child will be released to anyone who appears intoxicated, 

under the influence of a controlled substance, or otherwise incapable of driving your child 

home safely, nor will your child be released to anyone who does not have an age 

appropriate car seat for transport. I can provide a loaner in some cases, if necessary.  
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TERMINATION OF CARE   

 

Your Childcare Contract may be terminated by you at any time, but two weeks’ notice is 

appreciated.  The contract may also be terminated by me with or without out notice for 

reasons including, but not limited to, the following: 

• Child is absent for 5 days without any reason or communication provided 

• Weekly payments are consistently late 

• It is determined that the relationship between either parent and myself is not 

generating a positive experience for the child 

• Child’s behavior is continuously detrimental to the safety of other children and 

a satisfactory solution has not been found 

• Child’s care requires more attention than I can provide without sacrificing the 

care of the other children 

• Either parent exhibits any behavior that is deemed unsafe or detrimental to 

the well-being of the child(ren) in my care.   

 

 

 

A few things to remember 

 

 Check your child’s cubby daily for any items that may need replacing. 

 Check your child’s mailbox for artwork, crafts and take-home papers. 

 Please keep an eye on your child during drop-off and pick-up. 

 Call or text me for ANY questions or concerns. I appreciate your feedback. 

(714) 356-2299 
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Please sign and return this page, or a copy, with your paperwork and retain the 

handbook for your reference. 

                                      

 

 

Parent Handbook Acknowledgement and Agreement 

 

I/We, the parent(s)/guardian(s) of         have 

read and understand the policies as written in the Parent Handbook for Little Monkeys 

Daycare and agree to adhere to them while the above named child is enrolled.  

 

I/We also understand that photographs and/or videos may be taken of the children for 

personal and promotional use and may be posted on the Little Monkeys website, in the 

facility, provided to parents, or used in activities.  At no time will a picture of any child’s 

face be posted to a social website without your permission except for Instagram, which 

is a private account accessible only by parental request. 

 

I/We state that all information provided on the forms in the enrollment packet is true 

and factual to the best of my/our knowledge.  

 

 

 

Mother/Guardian          Date     

Print Name             

     

Father/Guardian          Date     

Print Name            

 

Dec-18 


