Tiny Tots Academy
25478 Friendship Rd, Suite A
Daphne, Al 36526
(251)625-6625

Parent Information Contract

	Tiny Tots Academy would like to welcome each and every one of you to our child care center. We are very happy to have you. We know that this year will be a great year. Each child at this center is special to us and will always have a place in our hearts. 
	Tiny Tots Academy recognizes that each child is an individual: that all children are creative: that all children need to succeed. Therefore, Tiny Tots Academy respects the individual needs of each child, supporting a caring and creative environment and emphasizing their social, emotional and intellectual development. 
Parent Information 
The purpose of the Parent Information Contract is to outline the policies and services of Tiny Tots Academy. This will ensure the best possible care for your child. Please be sure to read the entire packet for a better understanding of our center and our policies.  Tiny Tots Academy is licensed and approved by the Department of Human Resources and the state of Alabama. We follow all rules and regulations that the state mandates. We have open communication with our parents and each family is welcome to come to management with any question or concern you may have and it will be addressed immediately. 
Enrolling your child
When you are ready enroll your child you will have a few forms to fill out and present to management before your child begins class or the day of. We would prefer that you bring it before your child starts so that we may review the paperwork.  
The Child Admission Form: This form is provided by the state and must be filled out by a parent or guardian completely. When filling out the section provided for “persons the child may be released to” make sure to list everyone you will need to pick up your child. If a person arrives that is not listed then the child will remain in our care and will not be released. Parents do not need to be listed on this section because the child will be released to the parents automatically. If there is a custody situation, please present proper paperwork to management with the rest of the paperwork. Please be sure to update this form any time something changes, especially emergency contact information.  All allergies must be listed on this form and please bring them to the attention of management. You must bring a note from the pediatrician stating that the child has such allergy. 
Child Information Form: This form will stay in the class room with the teachers so that they will have a glimpse of your child’s likes and dislikes so that they may make their time with us more comfortable. On this form be sure to list any allergies as well. 



Enrollment continued.
Photo Consent Form: This form allows management to add your child’s photo to our website or Facebook page. If you do not want your child’s photo displayed then signed the section that restricts the release of your child’s photo.
Medical Attention Form:  This form allows Tiny Tots Academy to call for medical attention and release the center of any accidental injury sustained while playing. 
Emergency Evacuation:  This paper for your records. Make sure to keep it so that you may look back on it in case of a natural disaster emergency. 
IEF: This form is for each family to fill out completely and return to management. This form is confidential and your personal information will not be shared with anyone else. The purpose of this paper is to be filed with our Food Program information for the center. It is basically the same as a public school form for lunches that are free or reduced.  
Record of immunization: This must be presented to the director before your child begins class. These do expire and you will be notified by management when the card needs to be updated. If the card is not updated as quickly as possible, then we have the right to discontinue the service. The purpose of the record of immunization is for the health and safety of each child in our care.

Pricing and Payments
	Each family will be allowed to change their payment plan at any time; management must be notified of this decision. Payment options are; weekly, biweekly or monthly. Payments can be made in the forms of cash, check, credit card or debit card.  Returned checks will be given a fee of $35.00 per check. If you are paying weekly then you must have payments made by Monday night. Arrangements can be made with management if needed. Late payments will have the fee of $10.00 added to the weekly payment. Tiny Tots Academy reserves the right to suspend services when payments are not made or are continuously late. The families are responsible for payments even in the absent of the child. Payments are for positions not for time spent in the care of Tiny Tots Academy. 
	Pricing: 
	Infants: 6 weeks to 18 months - $140.00 per week.
	Children: 18 months to 5 years- $125.00 per week.
	Part Time Positions: all ages $100.00 (limited positions)

Hours of Operation
The center will be open Monday – Friday from 6:30 a.m. to 6:00 p.m.  Throughout the year we will close for certain major holidays. If the holiday falls on a weekend then we will either close one day during the week or close early in observance of that holiday.  Parents will be notified of any changes. 
The following holidays are:
School Year 2011
Thanksgiving Day (November 24, 2011 is on a Thursday) – Closed
Black Friday (November 25, 2011 is on a Friday) – Closed
Christmas Eve (December 24, 2011 is on a Saturday) – Closed at 12 p.m. on Dec 23. 
Christmas Day (December 25, 2011 is on a Sunday) – Closed December 26
                                                                                      					Hours of operation continued
School Year 2012
New Years Day (January 1, 2012 is on a Sunday) – Closed Monday January 2, 2012
Memorial Day (May 28, 2012 is on a Monday) - Closed 
The Fourth of July (July 4, 2012 is on a Wednesday) – Closed
Labor Day (September 3, 2012 is on a Monday) – Closed
Thanksgiving Day (November 22, 2012 is on a Thursday) – Closed
Black Friday (November 23, 2012 is on a Friday) – Closed
Christmas Eve (December 24, 2012 is on a Monday) -Close at 12p.m.
Christmas Day (December 25, 2012 is on a Tuesday) – Closed

Attendance Policy 

	Daily Attendance: The hours that your child is present are not restricted to a time frame. If you aware of a day or certain time that your child will not be present then please inform the teacher and management so that we may plan accordingly. If your child will be arriving later than 10:30 a.m. please let management know so that lunch will be ready for them when they arrive.  
	Parents will be called immediately if any child is here at 6:00 p.m. If the parents cannot be reached then management will begin to call persons listed on the section of the Child Admission Form named for emergency contacts but if no one can be reached then the proper authorities will be called. If the parents can be reached and are late picking up the child then the late charges will apply. The late fee is $1.00 per min that you are late picking up your child.

Withdrawal Policy
Each parent is welcome to come to management with any question or concern you may have regarding our program or staff. We do not want a problem to grow so out of control you wish to leave. Please come to us with anything and management will address this immediately. If for any reason you wish to discontinue you child’s enrollment at Tiny Tots Academy, please inform management at least two weeks prior to the date that your child will no longer be in our care. We understand that moving may be a long and drawn out process or it may be quick and simple but please let us know if you are planning to move so that we may prepare a family on a waiting list.

Illness Policy
Any child that has a contagious illness will not be admitted into class. For the protection of the other children (and yours) we ask that if your child has any fever, vomiting, diarrhea or thick discolored mucus from nose or eyes that they remain in your care. If your child has any of these symptoms then they must be symptom free for 24 hours and a note from their physician that they may return. If a child falls ill in our care then your will be called to have the child picked up from the center. If you are unable to pick the child then please make arrangements. This policy is for the health and safety of the other children in the center and yours as well. If emergency medical attention is needed then we will call them first then call the parents. A member of management will accompany the child until the parent arrives. 


                                                                       Illness policy continued                                                                                                                                                
We urge parents to let us know of any illness or contagious disease your child has so that we may inform the parents of other child. If your child requires medication, we will give your child their medication as long as a “Medication Permission Sheet” in the office. 

Discipline Policy 
In accordance with the Department of Human Resources State of Alabama, no teacher or staff member will spank, hit, pinch or us any type of physical punishment. If there is any threat to the safety of the children or staff members then you will be notified and asked to pick up your child. A continuance of violent behavior towards the child’s self, other children or the staff Tiny Tots Academy reserved the right to discontinue our care. 

Meal Times
		Tiny Tots Academy will provide breakfast, a morning snack, lunch and an afternoon snack to the children that are present. If your child has a food allergy then please bring this to the attention of the teacher and management. If your child needs a certain diet then feel free to bring a meal or snack for your child. Each family will have a form to fill out and must be returned to the center as soon as possible. Children may be encouraged to eat but no child will be forced to eat or be denied food.
	Infant Formula: Infant formula that is mixed by the parents must be labeled with the child’s name and placed in the refrigerator. 
	 Jarred Food: Parents who bring jarred food for their infant, please label it with your child’s name and if the mealtime in which they are to eat it. 

	Potty Times and Diaper
		If your child is being potty trained then please inform their teacher so that we may work together to form a routine to help your child reach their goal. Please be sure to bring enough diapers and/or pull ups to use throughout the day for potty training. Infants and younger children in diapers will be changed every one to two hours. If your child is in need of diaper ointment then please be sure to sign “Medication Permission Sheet” in the office.

       Classroom Cubbies 
	Each child has a cubby box in their classroom that contains their personal items. Each cubby will need; diapers or pull ups (if applicable) two changes of clothes (or more if desired) one package of baby wipes (each child is required to bring one pack per month) and naptime blankets (one to sleep on and cover with ). Parents are responsible for each of these items. 



Please read the following consent forms and sign the last page.

Photo Consent Form
Please read and sign.

Tiny Tots Academy is very proud of each of our children. We love to capture all the precious moments. If you have internet access or have a facebook membership then please look for our pages. If you consent to having your child’s photo displayed, be sure to look for us on facebook or tinytotsacademy.net 
If you do not wish to have your child’s photos taken and displayed then please sign the section of the consent form that restricts us from doing so. 


Injury Release and Permission to seek medical attention
Please read and sign.

Here at Tiny Tots Academy, we strive for 100% safety on the playground and in the classroom. With that being said, accidents can and sometimes do happen, kids fall, they bump their heads and sometimes skin a knee. Any injury that is acquired under our supervision will be documented and keep in your child’s file for record. For this reason, Tiny Tots Academy cannot be held responsible for any accidental injuries acquired while playing. 
By signing this document, you also (Parent/ Guardian) give Tiny Tots Academy permission to call any medical personnel if required.





The staff of Tiny Tots Academy would like to welcome you to join our family. Thank you for trusting us with the wellbeing and education of your child. This is going to be a grand adventure that we will enjoy exploring together. 



















Emergency Evacuation and Procedures

Fire - If a fire is to occur, each room has a designated fire escape route that indicates the door that each classroom needs to evacuate. Each classroom door is fire proof. If a fire is to occur in a classroom, every door is the closed and each teacher is to follow the evacuation procedure. The teacher needs to take a class list so all children are accounted for. Everyone is to meet in the open field behind the center and remain unless the fire department has deemed the building safe to return.                

Tornado- Sign of a tornado:(if the teacher and class are outside) dark, greenish colored sky, dark low-lying clouds, rotating clouds, large hail, and loud roaring sounds that resemble a train. During a tornado everyone needs to gather in the hallways with all doors closed. All exterior doors and windows need to be closed. If there is no time to get to the hallway, get under the tables and cover your head with your arms.

Earthquake- During an earthquake, drop down low and take cover under a table or in the corners of the room. Make sure no one is near glass windows, lightening fixtures or anything that can fall and cause injury. If a class is outside, stand stationary away from the building or tall play equipment. Remain still until shaking is completely over. Be aware that the electricity may turn off and fire alarms may go off. 

Hurricanes-Tiny tots Academy will be closed for any hurricane categorized as a category 3 or 4.  If there is a “Mandatory or Voluntary Evacuation” below Interstate 1-10, the center will be closed. If a hurricane is projected to arrive in the late night or early morning the previous day the center will close early for preparation. If public schools are closed the center is in compliance with them.




In case of any natural disaster emergency, all parents will be called as soon as it is safe for management and teacher to do so. 










Parent Information Contract

Please sign 
I, ___________________________, have read and am in agreement with Tiny Tots Academy policies and have received a copy of the Parent Information Contract.
Parent/ Guardian Signature _______________________________________________ Date ___________________________
Management Signature _____________________________________________________ Date___________________________ 






Photo Consent

I,________________________, permit Tiny Tots Academy to post pictures of my child,__________________________, on their website, Facebook page, or Press Release Posting.

Tiny Tots Management Signature:____________________________________ Date:__________________________
Signature: ________________________   Date:_______________

I, _______________________, do not permit Tiny Tots Academy to use any picture of my child, __________________, for advertisement or on any public viewing web page.









Medical Attention Consent and Injury Release

I, ______________, give Tiny Tots Academy permission to seek medical attention and relieve them of any accidental injury acquired on the playground and in the classroom. 

Parent Signature_______________________ Date___________________
Tiny Tots Academy management _____________________ Date______________















	






 






