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Dear Parent(s),

Welcome to Imagination Station LLC. We are delighted that you have chosen our center to provide care for your child and are looking forward to getting to know you and your child better. 

We believe that learning and growing for the young child should be a fun experience. Playing is, after all, a child’s “work”; so, we do everything within our power to create a safe and secure environment in which your child can enjoy learning and developing.

We consider the communication between your family and our staff a vital part of our program that will benefit you and your child. We have developed this handbook to serve as a general guide. We hope it will answer most of your questions and help you to understand our operational procedures. Please feel free to discuss any other questions or concerns you have with our staff.

The environment and program of Imagination Station LLC has been carefully planned to be what you would want for your child… a comfortable, caring environment where children can play, learn, develop, and grow safely and happily. Welcome to our family!

Sincerely,

Sheri Absher
Executive Director

425-831-1916

Sheri@imaginationstation.care
www.imaginationstation.care
Our Mission

“We will provide a safe, loving, and creative learning environment for children in our care.  We will encourage children to develop their imaginations through a variety of hands-on experiences and activities.”

Our Philosophy

Teachers at Imagination Station provide the very best experiences to enrich the lives of children and support the uniqueness of each child.  Our goal is to help each child feel happy, secure, and to enhance their social, emotional, creative, and intellectual growth.  Imagination Station has a hands-on environment, allowing children to build self esteem and learn new skills. 
Supply List

Amber bead necklaces are not allowed in childcare: WAC 110-300-0215

Starred (*) items must be with your child every day or left in their cubbies.

Infants: 

  Please refer to the infant handbook.

Toddler:

1 Diapers*, Wipes*, Diaper cream

2 Complete change of clothes* appropriate for the season 

3 Comfort blanket and/or small soft toy for rest time.

4 Toothbrush, Toothpaste

5 Water Bottle

Preschool:

1. Complete change of clothes* appropriate for the season

Children who are toilet learning must have two complete sets of clothes*

2. Comfort blanket and/or small soft toy for rest time.

3. Diapers*, Wipes*, Diaper cream

4. Toothbrush, Toothpaste

5. Water Bottle

School Age:

1. Extra change of clothes

2. Water Bottle

Please remember there are some items which will need to be brought depending on the time of year.  For example, children need swim clothes and a towel in the summer, and a coat and boots in the winter.  All items should be clearly labeled with your child’s name.


Program Description

Imagination Station is located at 39184 SE Epsilon Street, Snoqualmie. Children will have the opportunity to explore an environment developed just for them.  The staff will be working closely with the children and following their lead when possible.  We will provide many activities throughout the day to engage the child’s interest. Tone of voice is an important consideration in our approach to working with young children.  Teachers will provide a flexible routine with many opportunities for the children to choose their own activities.  We will work hard to ensure your child’s individual needs are always met. Our equipment is child friendly and promotes learning through play. We use many sensory activities throughout the day, including child-directed art activities. Play is a vital part of your child’s day. Play activities influence your child’s total growth, including physical, mental, cognitive, emotional, and social development. For children, play is their work. It gives them a sense of accomplishment and purpose. Children’s play is an activity; it does not necessarily result in a product. It may be built around toys and tools, or it may involve nothing more than the child’s imagination.
Our constructive approaches to learning are:

1. The expectation of the child is age appropriate and at their developmental level.

2. Staff recognize that all children are not the same and they implement/adopt learning styles appropriate for each child.

3. Staff use specific age-appropriate directions and often use language expansion or sign when giving directions.
4. Staff use encouraging, positive statements.

5. Staff are role models and teach social interactions, manners, etiquette, cleanliness, health, and safety.

6. Staff are consistent in their responses and give the children clear expectations.

7. Staff give children time to talk and listen.

8. Staff attempt to understand the child’s feelings and home environment.

9. Staff encourage independence and exploration while maintaining appropriate classroom structure and routine. 
Program Curriculum

Programs are based on each child’s social, emotional, intellectual, and physical developmental needs.  Children are happy and secure when they have plenty of opportunities to succeed each day.  Success helps children build self-confidence and children who have confidence in their abilities approach learning as fun.

Children’s interest and own skills guide curriculum planning.  We focus on process learning and activities are designed to emphasize the experiences children are having rather than the results of the activities.  For example:  Painting is more important than what is being painted.  By exploring their world, children begin to understand their world.  The curriculum is designed for each classroom to accurately reflect each child’s developmental needs.  Detailed information is posted in the classrooms.

Classroom Environment

Imagination Station is clean, safe, and well planned to support all children.  Classrooms are set up specifically for each group.  Child sized furniture makes the classroom more comfortable.  Toys are at the child’s level making it easy for them to access the things they want.  Duplicates of popular toys reduce the chances of children having to wait for long periods of time.  Each classroom is divided into centers; block play, home living, dramatic play, science, art, books, and manipulative for exploring and problem solving.  Children can work and play together in small groups around the classroom.

Outdoor Play

Our playground structures have been specifically selected for the total development of children.  Your child will spend time climbing, balancing, sliding, riding, and playing with others.  Safety surfaces are used under the play structures.  Each room’s daily schedule includes outside time every day.  Please dress your child for the weather.

Lesson Plans

Your child’s classroom teacher prepares structured daily lesson plans that address all aspects of children’s development. Teachers post these plans inside the classroom so you can stay in touch with the weekly curriculum. Each day, children will engage in structured plans that address each area of their development: Gross motor, Fine Motor, Cognitive, Social/Emotional, Adaptive/ Self-Help, Communication, Language, Art, Music, and more!
Approximate Daily Schedule

Each classroom has a detailed daily schedule posted on their bulletin board.

6:00am 

Center opens, children may choose their own activities

7:30 – 8:45am 
Breakfast is served

9:30am – 10:30am 
Learning Centers/circle time

10:30am – 11:30am 
Outside time

11:45am 

Lunch is served

12:30pm 

Quiet time

2:45pm 

Snack

3:30pm 

Outside time

5:15pm

Snack

6:00pm 

Center closes
Arrival and Pick-up/Signing In and Out

We ask that you drop off your child between the hours of 6:00am – 9:00am in the morning. Our classroom teachers work very hard to implement structure and routine for your children and as you can imagine, when children arrive late, the classroom routine is disrupted. Additionally, because our program builds on skills learned, if your child is consistently arriving late, they may miss important and valuable classroom instruction or activities. Attendance is not required, but for your child to benefit from our program, regular and prompt attendance is necessary. Please notify the center when your child will not be attending whether due to illness or other family matters.  

Prompt pickup at the time you selected at enrollment is important. Staffing is based on the number of children we expect to have. 

As required by state law, the legal parent/guardian or persons authorized by the parent/guardian must sign the child in on arrival and sign them out on departure. Providers who accept childcare subsidy payments are required to use an electronic attendance system, to simplify and improve the attendance tracking process.  The system we use is ProCare. The parent/guardian must also make visual and verbal contact with a teacher.  
Children will only be released to their parents/guardians and other people designated by the parents on the child’s application. Please inform the teachers or the director if a new person should be added to that list. Teachers will ask to see a driver’s license of anyone they do not know before releasing a child. Imagination Station staff will sign children riding the bus to and from school in and out.

Release of children to anyone whose behavior may place the children at immediate risk: If the parent or guardian picking up the child demonstrates behavior that is of concern (appears to be under the influence of drugs or alcohol, exhibits threatening behavior or does not have a car seat in their vehicle), staff must try to talk to the parent about making other arrangements, but may not refuse to release the child to his parent or legal guardian. They may inform the person that they will immediately call the police because the child is at risk. If the person with questionable behavior is NOT the parent or guardian, staff must immediately call the police and notify the parent of the concern. 
Attendance
It is important that your child arrives on time and attends every day that they are scheduled. Attendance is not required, but for your child to benefit from the services and instruction we offer, regular and prompt attendance is beneficial. Children respond well to daily structure and routine and this expectancy allows them to perform at their optimal level. If there is an interruption in the child’s daily schedule, they may have a difficult time responding to the daily activities and routines that are provided in the Center Based classrooms. Please make sure that your child receives a good night’s sleep before attending class. Children that are tired do not respond well to our daily activities and routines and do not receive the benefit from the instruction provided. 
Registration Requirements

Each new family will receive a packet of information and forms at the time of enrollment.  All paperwork must be completed and handed in before the child’s first day of attendance.  The registration fee is $150.00 for the first child and $75.00 for each additional family member. Registration fees are to be made yearly on September 1.  Registration fees are required to be made before your child is enrolled, and they are non-refundable.  Families with subsidy payments must have their award letter prior to enrollment.  
The following forms must be turned in before your child may attend childcare:

*Medical authorization


*Enrollment form

*Image Release Consent Form
*Immunization form



*Tuition contract

*Disaster Release Form
*Emergency contact information

*Registration payment
*Toothbrushing Authorization
*Family Cultural Questionnaire
In addition, you will be required to fill out online information for our attendance program, Procare. You will be sent a link via email after the registration fee has been accepted and before your child’s first day. 
In 2019 the legislature passed a bill that removes the option for personal and philosophical exemption to the measles, mumps, and rubella (MMR) vaccine requirement for those in schools and childcare center settings. The new law went into effect on July 28th, 2019, and includes vaccination requirements for children, early learning employees and volunteers. This law does not change religious and medical exemption laws for children. However, employees and volunteers are not able to claim religious exemption currently. 

Tuition and Payment Plan

Parents/guardians are required to pay for the time their child is scheduled to be in care.  In other words, you are paying for the space whether your child is there or not.  Payment for care is due in advance on the 1st of each month.  Special payment terms are negotiable and must be approved by the Executive Director and defined in the tuition contract.  

Tuition, fees, and conditions are subject to change. Written notice of a change in tuition or fees will be provided by Imagination Station at least 30 days before any change takes effect.

If tuition is not paid by the 10th of the month, the child may be dismissed from the program, and her/his space will be forfeited. A child dismissed from the program for non-payment will be “wait-listed” and allowed to return to the program only after all account balances and all late fees have been paid in full and space is available.

Methods of payment accepted: Checks, money orders, or cash. Checks and money orders should be made out to Imagination Station. Cash payments need to be the exact amount (change will not be given; if change is due, it will be applied as a credit to the next month’s tuition). Returned checks are subject to a returned check fee. Two returned checks may result in the account being termed “cash only” and checks will no longer be accepted.
We offer the safe, convenience, and ease of Tuition Express. This is a payment processing system that allows secure, on-time tuition and fee payments to be made from either your bank account or credit card. If you choose to pay by card a 2.75% fee will be charged at the time of remittance. If you choose to have your bank drafted on the specified date, there will be no charge. You will be required to fill out an Electronic Funds Transfer Authorization for BANK ACOUNT and CREDIT CARDS. You also have the option of paying through Intuit. You will receive an invoice every month through your email, you can pay by clicking on the link. 
Tuition pays for enrollment, not attendance, so there is no refunds, credits, or reduction in tuition costs for absences, vacations, snow days, illnesses, holiday, or other instances that a child is not in attendance during his/her regularly scheduled days and times. 

Two weeks’ notice must be given if a child is to be withdrawn. If notice is not given, families are responsible for the regular tuition for those weeks. 

Imagination Station is unable to make changes to tuition invoice statements mid-invoice cycle. If a family wishes to change their child’s schedule, notice must be given before the end of the month preceding the planned change. 

Non-refundable registration fee of $150.00 is due at to hold an upcoming opening or at enrollment

Infant (4weeks-1yr)- $2100.00/month
Toddlers (1) – $1900.00/month
Toddlers (2)- $1900.00/month

Preschoolers (3-4) - $1580.00/month
School Aged - $700.00/month- Includes before and after school care, and early release days 

Before School Only- $360/month - Does not include breaks

After School Only- $440/month - Does not include breaks

Summer Camps - $300/week. This applies for drop-in care during the summer. 

Drop-in care- $125/day for infants     $100/toddlers   $85/day for Preschool
 $75/day School Age, only if space allows.
For children that are in care over 10 hours there is an extended care fee of $300/month per child. If your child goes over 10 hours daily there will be a charge of $25/child/day. 
Payment Plan, Penalties and Extra Charges

Tuition is not reduced in months that have holidays, and no credits are given when a child is on vacation or out sick.

When a second child from the same family is enrolled in a full-time slot, a 10% discount is given to the older child.

Payment Penalties

1. The fee for a late payment is 35.00 per day, after the third of the month.  If the fee remains unpaid for 5 days, your child will not be admitted until all fees are paid.

2. The penalty for NSF checks is 35.00.  Cash payment is required for return checks.  You may be put on a cash only basis after the first returned check.

3. Late pick up (after 6:00 pm) fees are $25.00 per child. For infants (after 5:30 pm) fees are $25.00 per child. If you are more than 15 minutes late you will be charged $50 per child. 
Screenings

Screenings will be conducted within 90 days of enrollment and the results will be discussed with parents. These screenings will help us to spot developmental concerns and determine if a child needs a more formal evaluation. 
Non-discrimination Policy

We do not discriminate in enrollment of children and hiring practices or in the care of children because of race, color, creed, ethnicity, national origin, gender, marital status, veterans’ status, sexual orientation, age, socio-economics status, religion, differing physical or mental abilities or communication and leaning styles.

Transition Period/Separation

Entering childcare can be a frightening and difficult time for children.  Imagination Station’s staff will help you and your child through this time.  We strongly recommend you gradually introduce your child to this new environment.  We encourage new families to schedule a visit to the childcare before the start date.  You are always welcome to participate in the classroom until your child feels secure.  The staff can answer any questions you may have about separation and will be available to help your child through this transition.

As your child grows and matures, he/she will transition from one classroom to another. We strive to make these transitions as stress-free as possible for both you and your child. You will be notified in advance if your child will be transitioned to another room. Both classrooms work together to devise a visitation schedule for your child so that they will not be a stranger when the move becomes permanent.
Inclement Weather Policy
We value the safety of our families and staff. Due to unforeseen weather conditions, we may close the center. All closures will be posted on our Facebook Page. We will also leave a message on our voicemail by 5am, of the day in question. Inclement weather may include icy conditions, snow, flooding, or storm conditions that cause power failure. 
Free Access/Visitation

You are the most significant adult in your child’s life, and we encourage you to be as involved as possible with our center.  You are always welcome at the center, and we encourage you to visit, unannounced, at any time.  While you may come by at any time, please take the rest time schedule into consideration. If your visits are on a regular basis a background check will need to be completed.
Hours and Days of Operation

We are open Monday through Friday 6:00 am to 6:00 pm except holidays.  Parents are welcome to visit the childcare at any time.  The childcare will be closed in observation of the following holidays:

*New Year’s Day    *Martin Luther King Jr Day 
*Memorial Day   *Independence Day   *Labor Day

*Veterans Day     *Thanksgiving Day     *Day after Thanksgiving    *Christmas Eve  *Christmas Day   


We are closed the 1st full week in August, with the first day starting on Sunday, for maintenance and cleaning. 
We are also closed the week between Christmas Eve and New Year’s Day.

No price breaks will be given for these closures.
Items Brought from Home

Parents/guardians are asked to help their children understand that bringing toys from home is not wise.  The center has an ample supply of equipment and materials for the group.  The center cannot assume responsibility for loss or damage to any personal items children bring to the center.  Toys, besides ones for rest time, will stay in the child’s cubby and they will not have an opportunity to play with it while at the center.  It is distressing for children to misplace special toys and often hard for teachers to know who they belong to.  Furthermore, toys from home often cause conflicts between children, and teachers end up spending much of their time sorting out these complications.
Naps and Rest Periods

We have a quiet time after lunch everyday for all classrooms.  Depending on their age and individual needs, children rest quietly on their mats or engage in quiet activities.  We provide mats, sheets, and blankets.  Children may bring one comfort item and one blanket from home, but please be sure to label these items with your child’s name. Please keep in mind the size of blankets and comfort items. No oversized items will be permitted that do not fit in the designated area. WAC 110-300-0265
Behavior Management and Discipline

Imagination Station staff use guidelines and positive behavior management/ reinforcement techniques for the classroom. Positive discipline will help your child to manage inappropriate behavior while learning correct responses.
Spanking or any form of corporal punishment, physical or mechanical restraint, the withholding of food or any form of emotional abuse is prohibited by anyone on the premises.  Strict measures will be taken against any staff member found to be using harsh, extreme, or physical methods of punishment. Time out may be an appropriate solution, but it will only be used as a last resort and for a very limited time. When time out is implemented, it will be no longer than one minute for each year of age or developmental level of your child. The staff will explain to the child in terms they can understand why time-out is being used and that the behavior is unacceptable. They will also explain that there are consequences for unacceptable behavior. Our teachers are reminded to maintain a loving tone of voice and to be thoughtful of what each interaction communicates to the child. If your child becomes a danger to himself, other children, or the staff, you may be asked to pick up your child.  If we find that a child continues to display inappropriate behavior we will, with your help and input, implement a behavior plan. A meeting may be required to prepare the plan together, and recommendations for referrals to behavior specialist may be a result of the plan. To ensure the effectiveness of the behavior plan, it should also be implemented in your home. If you feel your child will need specific help in behavior management, please talk with Sheri before your child’s start date.  A behavior plan can be set up to meet your child’s needs.  The childcare staff is also an excellent resource for any behavior concerns you may have.
Biting
Biting is a very common behavior among toddlers, which means there are a lot of concerned parents out there. While we as educators make every effort to prevent this from happening to your child, it is possible that your child will bite or be bitten while in our care. You will always be informed should this occur, whether your child is the victim or initiator. Wounds will always be washed with soap and water. Strategies we use in the classroom are;

1. Supporting Communication and Language Skills

2. Help the Child Cope with Feeling Overwhelmed

3. Explaining the Effects of their Actions

4. Provide Opportunities for Active Play

5. Address Sleep Challenges

6. Support Healthy Teething

7. Provide Oral Stimulation

We will try our best to understand the underlying cause of the biting to help us develop an effective response.

Lack of language skills, overwhelmed by the environment, experimenting, need more active playtime, over-tired, teething, or have a need for oral stimulation are some of the underlying causes of biting. 

Some of our Toddlers find that biting is a way of communicating, along with hitting, pushing, babbling, and screaming.  They lack language skills necessary for expressing important needs or strong feelings like anger, frustration, or joy. Biting is the substitute for the messages they can't yet express in words like: I am mad at you, you are standing too close to me, I am really excited, or I want to play with you. DCYF (Department of Children, Youth and Families) is explicitly pushing for all centers to have a non-expulsion policy. We will work with families and seek help from a child developmental specialist when biting increases instead of decreases over time.
Techniques

Because behaviors and situations are as varied as the people involved in them, no one technique can be effective every time.  A variety of techniques are used to choose the best response for each child and situation.

1. Clear expectations:  Appropriate to the developmental age of the child

2. Establish routines:  Expected and predictable

3. Observations:  Staff are observing the needs of each child

4. Modeling:  Adults show through actions their own healthy self esteem, respect for others and property and positive responses to intense emotions.
5. Encouragement:  Focusing on a child’s strengths

6. Clear communication:  Caring words are simple and sincere statements about feelings used in a calm manner to respond to tense situations

7. Reducing stress:  Teaching children how to deal with strong emotions by expressing their needs and feelings.  Providing an environment where children are secure and comfortable

8. Reflective listening:  Restating and valuing the child’s feelings

9. Distraction:  Redirecting a child to a different activity

10. Ignoring:  Ignoring the behavior when safety is not an issue.  Praise the child only for appropriate behavior

11. Giving choices:  Controlling the situation, not the child, by giving and honoring the choice the child makes
12. Quiet places:  Providing a place for the child to calm down and feel safe.  Areas are set up ahead of time and children know these areas are comforting and soothing

13. Problem solving:  Structured for the age of the child, assist child in developing a logical solution to the problem, negotiating with children and adults involved

14. Setting limits:  Limits and guidelines are clearly set out and are appropriate to the child’s developmental level.

15. Self control:  Staff helps children learn to control intense emotions through expression of feelings
Expulsion and Suspension Policy
Early childhood education programs are responsible for creating positive learning environments that focus on preventing expulsions and suspensions, encouraging partnerships between programs and families to support healthy development, and ensuring fairness, equity, and continuous improvement to support children’s social, emotional, and behavioral health. 

We will focus on fostering social emotional development and responding to challenging behaviors by incorporating positive discipline practices and policies before ever considering expulsion or suspension from Imagination Station. 

To prevent expulsion and suspension of children, Imagination Station shall adopt the following, in policy and practice and in a consistent and non-discriminatory manner:

∼ Use developmentally appropriate practices that provide for stimulating and interactive learning     environments, diversity, age-appropriate expectations, small group activities, teachable moments and knowledge of research-based evidence and best practices in child development, early learning, and education. 
∼ Invest in professional development, training, and education to ensure educators have the competencies to support children’s social and emotional health. 

∼ Develop and implement classroom schedules that meet the needs of the children.
∼ Adapt learning environments to promote healthy social interactions with others.

∼ Develop healthy and nurturing relationships with children.

∼ Develop strong partnerships and relationships with parents.

∼ Develop and implement classroom expectations that are developmentally appropriate, clear, and consistent.

∼ Provide family engagement opportunities.

∼ Ensure fairness and equity.
Prior to Expulsion
Prior to expulsion of any child from this program, the staff and director will follow these guidelines:

∼ Identify and engage mental and behavioral health consultants and community resources after obtaining parent permission. 

∼Reduce the number of days or amount of time in care for a specified amount of time.

∼ Conference with parents to discuss positive behavior interventions and development of goals.

∼ Document efforts to prevent and reduce expulsion.

∼Provide reasonable accommodations.

Transition Procedures
If an expulsion must occur, Imagination Station will assist the child and family in transitioning to another program by identifying and engaging mental/behavioral health consultants and community resources to assist in determining the most appropriate placement for the child.
Physical Restraint Policy

Physical restraint will only be used if a child’s safety or the safety of others is threatened and will be:

a) Limited to holding a child as gently as possible to accomplish restrain.
b) Limited to the minimum amount of time necessary to control the situation.
c) Developmentally appropriate; and

d) Only performed by staff who have been trained to use a restraint technique pursuant to WAC 110-300-0106(9). 

If physical restraint is used, staff must:

a) Report the use to the child’s parent or guardian as soon as possible, but not later than the release of the child at the end of the day, and to the department within 24 hours.

b) Assess the incident of physical restraint to determine if the decision to use physical restraint and its application were appropriate.
c) Document the incident in the child’s file, including the date, time, early learning program staff involved, duration and what happened before, during and after the child was restrained.
d) Develop a written plan with input from the child’s primary care or mental health provider; parents or guardians, to address underlying issues and reduce the need for further physical restraint if:
i) Physical restraint has been used more than once; and

ii) A plan is not already a part of the child’s individual plan.

iii) Notify the department when a written plan has been developed.

Techniques Never Used

The following are discipline techniques that no person at the childcare will practice.

*Hitting, spanking, shaking or any other form of corporal punishment.  Physical abuse is NEVER permitted.

*Scolding, shaming, ridiculing, yelling or any other form of verbal abuse is NEVER permitted.

*Isolating with no supervision (abandonment or neglect) is NEVER permitted.

*Withholding food or other physical requirements is NEVER permitted.

Engaging in the above choices is grounds for immediate dismissal from employment with Imagination Station.  Parents/guardians or staff who witness any employee engaging in this destructive behavior must speak with Sheri.
Toilet Learning

  Children in diapers will be changed on a regular basis (or as needed).  Parents/guardians are often anxious for their child to begin toilet learning.  Close and frequent communication is encouraged and promoted between the childcare staff and parents.  The child’s developmental needs are our primary concern.  We will work closely with you to determine your child’s readiness to ensure a successful transition from diapers.    Furthermore, dress your child in clothing that he/she can easily take on and off.  As a child gets older, toilet learning becomes a consideration in our program.  We support the toilet routine used at home to the best of our ability.  The way toilet learning is conducted can have a tremendous impact on a child’s development.  It should be a positive experience with lots of encouragement and support.  It requires consistency and patience and is only effective when a child is developmentally ready.

Beginning to Potty Train
Parent/Caregivers responsibility to create a supportive learning environment. This means that you: 

 *Recognize your child is in control of his or her body

 *Let your child decide whether to use the potty or a diaper/pull-up each day

 *Teach your child words for body parts, urine, and bowel movements
 *Offer the tools they need to be successful
 *Expect and handle potty accidents without anger

 *Avoid punishment as well as too much praise around toilet use. (This can make children feel bad when they       aren’t successful.)

It is the child’s responsibility to:

 *Decide whether to use the toilet or a diaper/ pull-up

 *Learn his /her body signals for when they need to use the toilet

 *Use the toilet at their own speed

Signs that your child is ready for Potty Training

 *Stays dry for at least 2 hours at a time

 *Recognizes that they are urinating or having a bowel movement

 *Can walk, pull up and down their pants and get onto/off the toilet (with some help)

 *Copies parent’s toileting behavior

 *Can follow simple instructions

 *Most importantly, your child wants to use the toilet. 

Items your child needs when Potty Training
 *2-3 changes of clothes

 *Thick underwear (this helps reduce any sanitary issue with accidents)

 *Wipes

Toddlers are all about trying to gain some control over their world. This natural desire for control can lead to power struggles, as children quickly figure out that one way to be in charge is by refusing what their parents or caregivers want them to do. Toilet training is particularly ripe for power struggles because it is so tied up with toddlers wanting to have control over their own bodies. These power struggles can sometimes lead to children trying to regain control over their bodies by withholding urine or bowel movements. If we see any of these power struggles happening or the child is not showing signs of readiness, we will touch base with you to take the pressure off until we see a desire to continue. 
Communication
Staff and parent/guardian communication are essential for each child’s needs to be met.  The childcare staff is always available to address any questions or concerns you may have.  Please keep in mind that, during class instruction time, it may be difficult to give you our utmost attention. You can contact your child’s teacher or Sheri by phone or in person, set up a conference time or you may also use the ProCare app to send a message to your child’s teacher or the center. There is a “parent communication log” located on the Parent Board.  This is a place for you to write down any planned absences.  Should your child become ill and will not be attending, please call the childcare, or message them using the ProCare application.
Informal conferences happen almost daily, both when a child is picked up and dropped off.  You may request a conference with your child’s teacher at any time if you feel the need to further discuss your child’s specific needs.  Teachers may also request a conference with you to better understand your child’s development.

The staff at Imagination Station is extremely dedicated to providing the highest quality of childcare.  This can only be accomplished through positive communication between teachers and families.  Things happening at home, such as moving or a new baby, can cause stress in a child’s life.  Through open communication we can better understand your child’s unique situation.

We have implemented a revolutionary classroom management and parent engagement app. “ProCare Childcare”. Once your child is registered you will receive an email with the information to sign-up. Meals, diaper changes, naps, items that the childcare needs, photos and videos are among the information that will be shared on the application. 

Family-Centered Approach

Imagination Station offers a “family centered” approach to services, meaning the family is viewed as “the expert” on their child’s and family’s needs. Families are active participants in all aspects of services and are the ultimate decision makers. Imagination Stations role as professionals is to work together collaboratively with parents/legal guardians to enhance the strengths of the family and to support the child. To understand the “Family Centered” approach to service, it is necessary to define what strengths and needs are. All families have strengths that can be simply defined as abilities (things we know), capabilities (things we can do), and values (things that have significant meaning/worth). Strengths are what we use to get needs met. Needs are defined as something that is desired or lacking but wanted or required to achieve a goal or outcome. Having needs is not perceived as a deficiency or weakness. It is being aware that something should or could be different or knowing that there are resources that are available. With that, families truly are experts in knowing what their strengths and needs are. We hope we can provide assistance to help locate resources that can assist families with their identified needs. If your child needs services that we do not have readily available, we will try to help you find these services. Simply stated, our goal is to help you meet the needs of your family.
We recognize and welcome the diverse community and the world in which we live. In efforts to include all families who are served by our program, below, are some of the ways Imaginations Station supports English language learners:

 
*Inviting families to come into the program to share elements of their culture with the children and staff


*Preparing peers prior to enrollment with discussions about the new child and family enrolling and 


  providing opportunities for the children to learn a few key words of the child’s native language.

*Using the classroom visual schedule paired with the English word for activities and routines


*Utilizing peers to help promote assimilation into the program

*Sharing with families some of the English songs that are sung in the classroom so they can participate         with their child in their home routine singing their child’s favorite English songs

*Encouraging the English language learner to share their culture with the staff and children (e.g. counting to 5 or 10 in English and allowing the child to count to 5 or 10 in their home language)
Imagination Station is comprised of a director, classroom teachers, assistant teachers, afternoon staff, and a cook. All staff are trained and experienced to work directly with your child in the classroom. Each staff person has a complete background check prior to employment including fingerprint, criminal, and sex offender’s registries. New hire orientation, and extensive training sessions to prepare them for their position in the program are also provided. Please see your child's teachers’ profile for more information. 
Director: Oversees all aspects of the Center Based program. 
Classroom Teachers: Develop and implement classroom programs and curriculum. Document progress and are responsible for the day-to-day functioning of the preschool classrooms. 
Assistant Teachers: Assist the teacher in the daily functions of the preschool classroom. 
Afternoon staff: Work in all classrooms assisting with nap, snack prep, and late day supervision. 
Cook: Plans, orders and cooks meals. Follows the USDA guidelines.
Staff changes: When a teacher resigns her position or is moved to another class, we try to make the transition as smooth as possible for the children. Parents will be informed of any staffing changes before they take place, if possible. The new teacher visits the class while the teacher who is leaving is still there, and every attempt will be made to keep schedule changes to a minimum. 
Open Door Policy Our program has an open-door policy. Parents are always welcome to visit and volunteer in their child’s classroom. NOTE: Imagination Station respects the rights of EVERY family and child enrolled. Whether observing, volunteering, or visiting your child's classroom, you will also observe other children as well as program staff. Should there be any concern or questions that you have regarding the care or socialization that your child receives while attending, PLEASE DIRECT ANY CONCERNS TO THE PROGRAM ADMINISTRATOR, rather than in conversations with other parents, staff, or in the community. We cannot discuss other children with you.
Mandatory Child Abuse Reporting

We are required by state law to report any suspected child abuse, neglect, or exploitation to Child Protective Services (CPS) or our local law enforcement agency immediately.  We are not required to notify the parent/guardian prior to reporting.  The state licensing agency will also be notified. WAC 246-809-040
Holidays/Religious Activities

We are a Christian based center and will accommodate all religious and ethnic backgrounds.  Please inform us of any holidays or celebrations that your family does or does not participate in.

Television Use
Television will be limited.  We may watch an occasional educational video and we may have a “movie day” on special occasions.  Please talk with the staff if you have any questions or concerns about the videos that may be shown at the childcare.
Transportation and Field Trips

Imagination Station will provide safe and reliable transportation for all field trips.  You will need to complete a permission form before each trip.  In some cases, we may require a small fee for participation.  Your child will not be allowed to attend the field trip if you do not return the permission form.

We will take walking trips to the park.  These walking trips will not require a permission form each time.  Permission for these walks is in your enrollment packet.
We transport school age children to SES, NBE, and Opstad on the Imagination Station Bus. We need you to sign off on these items on the permission form found in your packet.
Staffing

The teaching team is critical for implementing Imagination Station’s philosophy.  Staff are chosen carefully and continually evaluated.  Imagination Station provides many opportunities for educational growth and encourages staff to continue learning new teaching techniques

New licensing regulations and changes to the law brought forth new education requirements for early learning professionals. Each lead staff member is required to complete 12 credits (Initial Certificate of Specialization in Early Childhood) within 5 years.  Then an additional 8 credits within an additional 2-year time frame to earn the (short certificate of specialization in Early Childhood). Assistants must complete 12 credits (Initial Certificate of Specialization in Early Childhood) within 5 years.  All staff must also complete 10 hours in-service training annually. Each staff member will also have a TB test, background check, food handler card and the MMR vaccine before starting at Imagination Station.  Staff are required to always have up to date First Aid and CPR training (every 2 years) and safe sleep training (every year).
Hand Washing

All adults and children will wash their hands before and after preparing food.  Children and adults will also wash their hands after handling pets, playing outside and after using the toilet.  Adults will wash their hands when entering a different classroom, after diapering and any time they have come in contact with body fluids.
Food From Home

We serve healthy meals and snacks at the childcare.  Please make sure your child has finished all food from home before coming into the center.  Food from home can cause conflicts between children, or there could be children that may be allergic to certain foods.  Please do not allow your child to come into the childcare with gum.  

Meals and Snacks

We provide well planned menus that include a variety of healthy and tasty foods.  It is your responsibility to inform the childcare of any allergies or dietary restrictions your child may have.  Menus are posted on the parent board, and in the ProCare app.
Sample:
Breakfast – 7:30-8:45
Served with milk, fruit, and condiments


Scrambled eggs 


Choice of cereal


Pancakes


French toast


Bagel and cream cheese
Lunch – 11:30-12:00
Served with milk, fruit, vegetable, and condiments


Casseroles

Spaghetti


Grilled cheese and tomato soup


Turkey sandwich


Macaroni and cheese

Snack – 2:30-3:00 and 5:15-5:30
Served with milk or water


Banana bread


Pretzels and cheddar cheese chunks


Fresh fruit and crackers


Quesadillas


Biscuits 

TOOTHBRUSHING Oral hygiene is important for a child’s overall health. We will offer children an opportunity for developmentally appropriate tooth brushing activities once a day. This activity will be safe, sanitary, and educational. Toothbrushes will be stored in a manner that prevents cross contamination. An authorization form must be filled out before participating in this activity. The parent or guardian of a child may opt out of the daily tooth brushing activities by signing a written form. 
All Policies can be found in a Yellow Binder at the Sign in desk 

Disaster Response Plan

In the case of a disaster of any kind, we have prepared the center for evacuating the children and have emergency supplies for up to seventy-two hours.

Some included supplies:


Canned food


First aid kits


Flashlight and extra batteries


Fire extinguisher


Emergency documents and telephone numbers


Blankets

The children will practice emergency procedures and evacuation on a regular basis.  Our staff is well trained in emergency procedures.  Shelving and furniture have been secured to protect against falling.  We continually check the center for potential hazards

Pesticide Policy

We do not use pesticides at Imagination Station, but if we do need to, we will follow our pesticide policy which states:

· We will notify you in writing at least 48 hours prior to the use of pesticides

· We will also post the pre-notification at the parent board and at the front door
Health Care Practices
Disease and illness can often spread quickly in a childcare setting due to the large number of children and spending hours together in a group setting.  We have established the following health care policies to help us reduce illness and disease exposure.  It is critical the policies and procedures in our center be respected and adhered to at all times.

Cleaning and Disinfecting

We will always maintain sanitary conditions at the center.  Eating areas are disinfected before and after meals and snacks.  Toys are regularly disinfected with a bleach solution (1 tablespoon of bleach per gallon of water).  Bathrooms and diaper changing areas
Injury Prevention

The center will be checked daily to make certain that both the indoor and outdoor play areas are safe.  

Illness and Medication
If your child is ill or has a temporary condition (such as recent surgery) for which he/she does not appear to function well throughout the day (is fussy, irritable, cannot participate and/or is in pain). We request that he/she remain at home for the duration of his/her illness or recovery. If your child has had surgery, they will need a release from the doctor to return back to school and provide a list of limitations, if any.

All medications and cleaning supplies are inaccessible to the children.

CONDITIONS THAT REQUIRE TEMPORARY EXCLUSIONS
1. Each child will be observed daily for signs of illness. Illness or extreme tiredness which prevents the child from participating comfortably in activities as determined by the program.
2. Children who are contagious must stay home.  All families in our center and the Health Department will be notified of communicable diseases or food poisoning.

3. Please call the center if your child will not be coming due to an illness.  If you are unsure if your child can attend, please call and talk with a staff member before bringing your child.

4. If your child should become ill during the day, you will be notified and expected to pick up your child.  In some cases, your child may have to stay with a staff member, but away from other children until you arrive. 

5. You are responsible for finding substitute care until your child can safely return to the center.

6. Unless covered by an individual care plan or protected by the ADA, an ill child, staff member, or other individual must be sent home or isolated from children or care if he or she has:
Diarrhea:  Where stool frequency exceeds two stools above normal per 24 hours for that child, or whose stool contains more than a drop of blood or mucus. Child can return 24 hours after last diarrhea and/or has a normal BM.
Vomiting:   2 or more times in the previous 24 hours.

Rash:  Body rash not associated with diapering, heat or allergic reaction.

Eyes:  Thick mucus or pus draining from the eye, or pink eye. Children and staff with conjunctivitis (pinkeye) must be on medication for 24 hours and does not have any drainage 

Impetigo: Children and staff with impetigo need to be excluded from childcare or school settings until at least a full 24 hours after antibiotic treatment has begun and there is no discharge.

Behavior:  Tired, pale, lack of appetite, confused or irritable.

Strep: until 24 hours after treatment
Open Sores or Wounds: discharging bodily fluids that cannot be adequately covered with waterproof dressing or mouth sores with drooling.
Fever:  Temperature of 100.4 or higher with sore throat, rash, vomiting, diarrhea, earache, irritability, or confusion. Must be fever free for 24 hours without fever reducing medication.
Lice: The American Academy of Pediatrics no longer recommends routine exclusion of children from K-12 settings for head lice. However, new childcare licensing regulations state children with head lice must be excluded beginning at the end of the day head lice are found and may return after receiving the first treatment, and there are no visible nits. Head lice are not a health hazard and are not easily spread in school-age classrooms. However, parents and guardians must be informed that prompt, proper treatment is in the best interest of their child and his or her classmates. 

Ringworm, or Scabies: Children with scabies or ringworm should be excluded. They can return after treatment has been completed (usually overnight) 
Abdominal Pain that continues for more than 2 hours
A child who appears severely ill, which may include lethargy, persistent crying, difficulty breathing, or a significant change in behavior or activity level indicative of illness. 

It’s our policy that your child stays home for 24 hours following the last diarrhea, vomiting or fever, to make sure all symptoms have ceased.
Please do not give your child medication to lower their fever and then send them to school. Their fever will come back before the school day is over and they are still contagious.
IF your child has run a temperature, they must be fever free for 24 hours before returning to the center OR have a doctor’s note.
CONDITIONS THAT DO NOT REQUIRE EXCLUSION

1.  Colds, runny noses (regardless of color or consistency of discharge) and coughs


2.  Rash without fever or behavioral changes


3.  Ringworm (may delay treatment until the end of day, but must be kept covered while in care)


4.  Thrush


5.  Fifth Disease (unless child has immune problems)


6.  Cytomegalovirus infection


7.  Children with chronic infectious conditions that can be accommodated according to legal requirements (ADA)
Immunizations
When a child is enrolled in an early learning program, the child’s parent or guardian must provide proof of immunization or proof of acquired immunity. To comply with WAC 110-300-0210 providers must receive current and complete immunization records for children in care. There are many ways for families to access their family’s immunization information and obtain the necessary documentation to enroll a child in an early learning program. This includes the following: 

Option 1: Sign up for MyIR to view, download, and print your family’s immunization information. MyIR is the Washington State Department of Health’s online portal to access official immunization records at no cost from a computer or mobile device. 

Option 2: Visit your local clinic or school. CIS form
Option 3: Request a complete immunization record from your healthcare provider. CIS form
Option 4: Request a complete immunization record from the Department of Health. CIS form
When a child is not current with their immunizations, we will provide a notice to the parents of the child to bring their child current. WAC 110-300-0210 states that a CIS form must be completed prior to being able to enroll the child. We may provide the potential family with a letter or note explaining that written proof, sometimes referred to as an attestation, is required, demonstrating there is a scheduled plan to immunize the child. An attestation is the official verification of something as true or authentic, in this case provided in writing. The parent or guardian should also include the most recent Certificate of Immunization (CIS) they have for their child. This form will indicate which immunizations are completed for the child. OR, if immunizations are not currently scheduled, a parent or guardian must write, sign and date a written statement explaining when the child’s immunizations will be brought up to date.

We may accept homeless or foster children into care without updated immunization records if the child's family, case worker, or health care provider offers written proof that he or she is in the process of obtaining the child's immunization records.
Maintaining a Safe, Healthy Environment
1. All children must have a current health and immunization record on file to attend. Records must be current, and children must continue to have annual physicals.

2. Children must have at least one phone number in our records for emergencies. Addresses, phone numbers, and guardianship status must be updated in the event of any changes. 

3. STAFF ARE REQUIRED BY LAW TO REPORT ALL SUSPECTED CASES OF ABUSE/NEGLECT TO CHILD PROTECTIVE SERVICES (CPS)

During warmer months we encourage you to provide sunscreen with UVA and UVB protection of at least SPF 15 or higher. We will also have sunscreen available if you would like to use the program provided sunscreen. Every year a new sunscreen form must be filled out for documentation. 

Imagination Station takes priority in maintaining a safe and healthy environment. Each staff member is certified in Adult/Child/Infant CPR and First Aid. In addition, comprehensive training is required for all staff in the areas of fire safety, severe weather safety, blood borne pathogens/infectious and contagious disease control and safe sleep. Smoke detectors and emergency lights are checked monthly. Washing hands is an important part of our routine. All children are required to wash their hands upon arrival, before meals, after meals, after outdoor play, and after diapering or potty use, Children are not allowed to walk around in the classroom with food, drink, sippy cups, or bottles. 

Staff wash and sanitize toys and all surfaces daily. Dishes are washed in the kitchen following Department of Health guidelines. Each classroom is cleaned each night to prevent the spread of germs and to provide a healthy safe environment for your child. All potential infectious or contagious diseases that may be an epidemic are reported to the King County Health Department. And parents are notified. Poison Control numbers are posted and 911 is used in the event of an emergency. 

Medicine Management
1. All medications: prescriptions, or non-prescriptions will only be administered with the written approval of a parent or guardian.  A medication authorization form must be filled out prior to administering medication.

2. Prescription medication will only be administered as directed on the label or as otherwise authorized by a physician.

3. Medications must be stored in the original container.  The container must have the child’s name, instructions, and date of expiration.

4. Doctor’s permission is not required for non-prescription medications such as:

Antihistamines
Non-aspirin pain relievers and fever reducers

Cough medicines

Decongestants

Anti-itching cream

Diaper ointments and powders

Sunscreen

Non –prescription medications not included in the categories listed above; taken differently than indicated on the manufacturer label; or lacking labeled instructions shall only be given if authorized in writing by a physician.

5. Any medication taken by mouth for children under 2 years old will need written permission from your doctor, if a dosage chart is not provided on the medication.
6. A detailed record will be kept of all medications given at the daycare.
Medical Emergencies

1. All staff members have current First Aid, Child CPR and HIV/AIDS Prevention training.

2. Minor cuts, bruises and scrapes will be treated at the daycare.  Parents will be notified upon arrival.  With some minor injuries parents will be contacted to decide whether the child should go home.

3. In the event of a serious injury or emergency, we will call 911.  We will then notify you immediately and tell you where your child is being treated.  If you cannot be reached, we will contact the next person on your registration form.

4. If you have a hospital preference, we will try to accommodate you.

5. A child will not be accepted into care until a parent or legal guardian has signed the medical authorization form.

6. If injury results in treatment or hospitalization, Imagination Station is required to notify the Department of Social and Health Services Licenser and to submit an injury/incident report.  You will be given a copy of this report.

Insurance Coverage

Our insurance carriers are:


Professional liability insurance:  Farmers Insurance

Accidental/medical insurance:  Farmers Insurance
Termination of Services

You are required to give two weeks notice of your intent to cancel care.  Imagination Station may ask you to fill out an exit questionnaire.  If you should cancel care without notice, you will be required to pay tuition for 2 weeks of care.
WAC 110-300-0485 We may terminate a child’s services due to that child’s parent or guardian’s inability to meet the expectations and requirements of the early learning program. Expectations and requirements of the program may include: 

1. Unpaid bills

2. Continual late payments.

3. Child behavioral problems that cannot be resolved.

4. Parent or guardian or family member’s inappropriate or unsafe behavior in our near early learning program space.
5. Failure to practice center policies outlined in this handbook.

6. Continual late pick-up (after 6:00 pm)
Accreditations

We are Early Achiever participants. Early Achievers, Washington’s quality rating and improvement system (QRIS), is voluntary for licensed childcare providers and assists early learning programs in coaching them to provide high-quality care. 

Early Achievers:

*Connects families to childcare and early learning programs with the help of an easy-to-understand rating system.

*Offers coaching and resources for childcare providers to support each child’s learning and development. 

Research shows this kind of assistance helps providers improve the quality of their programs. And when more young children are ready for school, we all benefit.

Receipts and Taxes
We can provide you with a monthly statement and can provide a receipt if requested.  You will receive an IRS W-10 form and a year end statement with annual childcare expenditures for the applicable tax year.

