
Auburn Childcare, Inc. 

 

 Dear Parents and Family Members, 

We welcome you to Auburn Childcare, Inc. The purpose of this family handbook is to inform you of the multiple 
services we provide, our policies, and procedures and other pertinent information that you may need throughout 
the year. We believe that children learn through all their senses and are capable of success with proper guidance. 
We provide a comprehensive program which allows children to learn through play, music and movement, and 
exploration. We want to enrich all children’s future by establishing a foundation of skill and knowledge they need 
to be successful throughout their lives.  

We encourage you to participate in every aspect of our program and services. It takes more than the teaching staff 
to guide and teach your children. We believe parents are their child’s first teacher, and we are here to assist you in 
becoming the best parent/teacher you can be to your child success. Auburn Childcare, Inc. (six weeks of age to 
twelve years old) believes the best way to help a child succeed in life is to support the entire family. Please take 
time to read this Family Handbook and direct any concerns you may have to the Director. 

Again, welcome to Auburn Childcare, Inc. We look forward to working with your family! 

Sincerely, 

Auburn Childcare, Inc. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
Auburn Childcare, Inc. 

1222 W. Jackson St. Auburn IL. 62615 
217-438-4444 

Billie Landers (president) 
Billie Landers (vice-president) 
Jennifer Chance (secretary) 
Rayna Baldrick (treasurer) 
Ray Landers (board member) 
 

Mission Statement 

The purpose of the facility is to provide a superior quality pre-school, early childhood, and young adolescent 
development program serving children from six weeks of age to twelve years of age. Our facility understands that 
every child is unique and individual. The goal of our program is to encourage the social, emotional, physical, and 
cognitive developmentally appropriate environment that promotes learning. We are passionate about offering 
every child the opportunity to discover and understand their world through the life experiences they encounter at 
our facility. We look forward to the memories children will develop as a result of their time in this program. 

To improve the human and social conditions of colonia residents in Sangamon County. Specifically, the 
organization will focus on the development and implementation of educational programs that enhance human 
capital for youth and their families, cultural activities that promote community participation, environmental 
awareness programs, and other activities that promote familial and communal cohesiveness and awareness. We 
provide care for children away from their homes; substantially all of the childcare enhances individuals to be 
gainfully employed; and the services are available to the general public.   

 

As a team… 

We are dedicated to providing comprehensive quality services to children and families with a daily commitment to 
professionalism, integrity, and accountability.  

We will create and provide a safe, nurturing and respectful environment that celebrates diversity. 

We value and encourage creativity to promote individualization in services to children and families, staff 
development and continuous program improvement. 

We recognize our responsibility to be a positive influence in the community and to enrich our services through 
collaborative efforts with other resource providers. 

We foster the wellness of our staff so they may be equipped to provide quality services to our children and their 
families.  

 

 

 

 

 

 

 



 

 

 

 

New Student Handbook 

Director’s welcome 

Welcome to Auburn Childcare, Inc. Our facility is unique in that we have lots of space that is consistently filled with 
a peaceful atmosphere. You will find our staff to be loving people who truly desire to create stimulating and 
healthy environments so that children can develop emotionally, socially, physically, and mentally. We are a family 
and believe as we spend time together that you will feel a part of our family as well. The best assurance for the 
success of your child is the close cooperation and understanding between you and our staff. We look forward to 
being a partner with you in the development of your child. 

Staffing 

It is the policy to hire the most qualified personnel. All staff responsible for direct care of the children must meet 
the education and experience requirements. All staff completes a comprehensive orientation program followed by 
ongoing education, monthly meetings, seminars, classes and other training agencies. All staff receives fifteen hours 
of training or more per year. 

Communication 

Auburn Childcare, Inc. uses several methods to communicate with families. These include, but are not limited to 
the following: telephone calls, parent/teacher conferences, weekly and monthly newsletters, program activities, 
and classroom participation. 

Confidentiality 

All family information and children files are kept strictly confidential. Only authorized personnel, DCFS, and law 
enforcement have access to files. Auburn Childcare, Inc. is obligated to receive written consent from parents, prior 
to sharing personal information with any other agency or individual. 

Equal employment opportunity 

We are all equal opportunity employer. It is our policy to grant equal employment opportunities to all qualified 
individuals without regard to their race, color, religion, age, sex, national origin, or handicap (unrelated to job 
ability). Terms defined by federal or state law. 

Security 

Our staff follows these security guidelines in order to provide a safe environment where any parent would feel 
comfortable leaving their child: 

• All staff have a criminal history check prior to employment 
• No child is released to any person a staff member does not know and has not previously been identified 

as a pick up person in a child’s file 
• All persons seen on the premises unknown to staff are immediately reported to the Director and if need 

authorities will be notified 
• All staff are CPR and First Aid certified 
• State Regulations setting staff/child ratios are carefully adhered to 
• Fire and disaster procedures are displayed in every classroom and drills are done on a monthly basis 



• A completer first aid kit is accessible by staff in each classroom 

Children served  

We accept children ages six weeks through twelve years of age during the calendar year. During summer camp 
school age children are accepted until they turn twelve and begin school that fall. 

Daily schedule 

• Children arrive and eat a nutritional breakfast 
• Breakfast clean-up/tooth brushing 
• Large and small group activities 
• Learning centers open to explore 
• Clean up/prepare for lunch 
• Children eat nutritional lunch 
• Lunch clean-up/tooth brushing 
• Nap/quiet time 
• Large group/centers/snack 
• Departure for the day 

Hours of operation 

Our center opens at 6:30 a.m. and closes promptly at 6:00 p.m., Monday through Friday (note: after 6:05, we will 
charge a service fee of 5 dollars for every minute.) 

Night out for parents (Saturday Care) 

This special day will be addressed to children through a letter at least two weeks prior. All children must register 
for this day in advance to ensure proper staffing ratios. Child care will be on a Saturday night from the hours of      
6 p.m. until 10:30 p.m. with dinner provided. Our expectation of all staff members will be to provide an activity for 
children of all ages. Our expectation of all parents will be to provide a blanket for children to sleep with, write 
down parent contact information where parents may be immediately reached during the night out, and promptly 
pick up children at 10:30. Parents will be charged $5.00 for every minute passed time of pick up.  

 

Closed holidays 

New Year’s Day (January 1 and the day before), President’s day (February), Memorial Day (May), Independence 
Day (July 4), Labor Day (September), Thanksgiving Day and the day after (November), Christmas eve and Christmas 
Day (December). Employees will not be paid for holidays. 

Arrival and departure procedures 

• All children need to be present by 9:00 a.m., and will not be accepted after that time unless special 
arrangements have been made with the director. 

• State law requires all children upon arrival to be signed in (touch screen at front desk AND with the 
classroom form). Please DO NOT use another parent’s code to enter the building. Enter your own personal 
code to sign in and out daily. 

• Children must be escorted to their assigned room/area for that time of the day and left with the supervising 
teacher. No child is allowed to wander unsupervised anywhere in the facility, even if the parent is present. 
It is important that you enforce this regulation for the safety of your child. 

• If someone other than the child’s parent/guardian is picking up, the child’s file will be checked for 
permission and a picture ID will be required. Written permission is necessary to release a child to anyone. 



For this reason, parents need to keep their file current concerning authorized pick up persons in order to 
be prepared in the event of an emergency. 

• In the best interest of the child, we ask a maximum limited of 10 hours that any child may attend each day. 

Absent procedures 

Parents are expected to contact the facility on the day the child will not be in attendance. The explanation will include 
the reason the absence is occurring and when the child is expected to return to class. 

A referral will be made to the Director when children are absent three consecutive days or when the child’s monthly 
attendance falls below 85% (three or four days a month). If a child is absent due to chronic illness, written 
documentation is required by a medical provider before the child will be admitted back to class. If a child’s absences 
are not due to illness, the Director will contact the parent/guardians to offer supportive services as needed, and 
documentation will be completed on the family contact information. 

When a child’s attendance does not improve after direct contact, the Director will send a letter to the 
parents/guardians stating the reason for concern and encouraging regular attendance. This letter will also advice 
the parents/guardians that lack of improvement may result in the child being dropped from the program. If the 
absences are a result of illness or if they are well documented absences for other accepted reasons, no action is 
necessary. If chronic absenteeism persists and is not feasible to include the child in the program, the child’s slot will 
be considered an enrollment vacancy. 

Arrival policy 

To ensure that all students are provided a nutritious breakfast, all students are expected to arrive at the facility No 
later than 9:00 a.m. Children may need to be dropped off in rooms other than their assigned class, since teachers 
have different starting times ranging from 6:30-8:30 a.m. Parents/guardians are expected to contact the site when 
the child will be late for attendance. Excessive tardiness will be documented and addressed on an individual basis.  

Arrival and departure 

Children may not enter or leave the facility unless accompanied by an adult. Departing children will normally be 
released only to parents or other person shown on the “Child Release Authorization List” form. Any person not 
known to the staff must give a special “Code Word”, designated by parents at the time of enrollment. Please call the 
facility or compete a “Special Release” form in advance if someone different will be coming for your child. We will 
ask for the Code Word and positive identification (driver’s license) when they arrive. Auburn Childcare, Inc. is 
required to maintain daily attendance records. Please be sure to sign your child “in” and “out” each day on the “Sign-
in and out” form for each class. The attendance sheet is also used during evacuation drills to ensure all present are 
safe and accounted for. 

Saying Goodbye (separation) 

To help achieve the goal of allowing your child to become independent, emotionally healthy, and well adjusted, we 
recommend the following practices with children age tow and older: 

• If possible, children should be walked in, NOT carried 
• Present your child to the teacher on arrival. The greeting between teacher and child is invaluable. Many 

things about the child’s health and state of mind can be determined in that brief time and noting should 
interfere with it. The teacher will then help the child join into classroom activities. 

• Goodbyes at the daycare should be part of a normal, everyday routine every child goes through. Separation 
should be sweet and brief, with reassurance about the planned pick up times. 

• Parents should encourage children to make friends with the teachers and look forward to being at school 
without feeling guilty or disloyalty to a parent. Please refer to the section entitled “Arrival Time” for further 
information. 



Health Policies 

• Each child is required to have an immunization certificate from the State of Illinois on file by the end 
of the first week of enrollment. It is your responsibility to provide this. 

• HANDWASHING has become extremely important and required by the State to create a more germ 
free environment. Please assist your child in washing their hands with soap and running warm water 
when you enter the room before taking them to their designated area. We will continue the 
appropriate times required by the state throughout the day. 

• No child with fever or other sign of contagion will be admitted. Any discolored secretions from the 
nose or eyes are contagious signs of infection and the child must be symptom free before returning. 
Concerning any green colored secretion due to allergies, child must be on antibiotic for 24 hours before 
returning.  

• Children who have been ill may not return to the center until free of fever, vomiting and/or diarrhea 
for 24 hours. The Director reserves the right to enforce this policy even in the event a doctor’s note is 
provided stating the child may return to child care. 

• In the event of an unusual illness such as RSV, Fifth disease, Lice, Chicken pox, Measles, etc. the Director 
reserves the right to determine when a child may return. When a child contracts a communicable 
disease as noted here, parents should notify the center immediately. We will be responsible to notify 
other parents to watch for symptoms. 

• When you are notified that your child is ill, please be prompt and arrive within 40 minutes of receiving 
the notice. 

• Children needing medication administered must have the medication placed in the locked cabinets 
provided and the parent/guardian must sign in the times and dose of each medication daily. State 
regulations prohibit ongoing permission to administer medications.  

• Notified to pick up when: 
o When a fever is 101 or greater 
o Vomits for any reason 
o On the third diarrhea 

Due to our high standard of health policies, all families should be prepared to have temporary alternate care for ill 
children. We are very sensitive to the financial strain in these circumstances and for this reason will consider a fifty 
percent discount for children out three or more consecutive days due to illness. This extended illness must have a 
doctor’s note to be considered for the discount.  

Emergency medical plan 

In any emergency, when the child’s parent is not present, staff will provide first-aid and seek appropriate treatment, 
notifying the parents/guardian immediately or as soon as possible. The Director will be notified of all emergencies 
including those that require medical emergency transport.  

Any accident involving personal injury or property damage occurring while participating in program activities (no 
matter how minor) is to be reported to the Director within 24 hours after occurrence using the appropriate accident 
report form. 

The Director will follow guidelines provided in the Specialized Kit, located at each site for cleanup of any blood or 
body fluid spill. Any blood or body fluid exposure will be immediately reported to the Director, utilizing the Post 
Exposure Report. The blood borne pathogen post exposure report will be completed with the staff member by the 
teacher and kept on file. In emergency, when the enrolled child is in foster care, the Director will be notified. He/she 
will notify the Department of Children and Family Services at 1-800-252-2873 and he/she will ask to speak to the 
caseworker for the child. 



Dental emergency first-aid plan 

In the event of an accident to the tongue, lips, cheeks, or teeth: 

Dental emergency procedure: 

1. Remain calm, attempt to calm the child. All incidents should be handled calmly and quietly. A panicked child 
(or staff member) may create problems for treatment and may cause further trauma. 

2. Put on gloves and check for bleeding. 
3. If a child is bleeding, wash affected area with clean water and apply a cold pack for swelling. 
4. If a tooth is fractured, calm the child. Notify the parent. Apply wrapped cold pack to mouth, take the child 

immediately to the dentist. 
5. If a tooth is knocked out, recover the tooth. Put it in a glass of milk or wrap it in a wet paper towel. Take the 

child to the dentist immediately. It is most important that the dentist replant the tooth within 30 minutes. 
6. If a tooth is knocked into the gums, do not attempt to free or pull on the tooth. Attempt to rinse out the 

child’s mouth with water if the child is cooperative. Apply wrapped cold pack to the mouth, notify the 
parents, and take the child to the dentist immediately. 

7. If a tooth or teeth are loosened in an accident, rinse out the child’s mouth. Do not attempt to move teeth 
or jaw. Notify the parent and take the child to the dentist. 

8. If any injury to the tongue, check, or lips occurs, rinse the affected area. Apply ice to control the swelling. 
Notify parent and transport the child to the dentist or doctor if bleeding continues or the wound I s large. 

Accidents/injuries procedures: 

All injuries must be reported within 24 hours to the Director when children or families are involved, using the Child 
Accident Report Form. A copy of this report must be kept on file. Parents must always be notified of any accident 
involving their child with a copy of the Accident Report provided. 

Biting policy procedure: 

Biting is a case of frustration. It is not typically a learned behavior. Children are to be taught other methods of coping 
with frustration. The following is the procedure to follow for when a child bites. 

• 1st bite – a letter is to be sent home regarding the incident and the intervention that is used. Child is to be 
taught coping skills by venting frustration. Child should be continually monitored by the classroom staff at 
all times. The child should be continually monitored by the classroom staff at all times. The child should 
never be outside of two arm’s length of the staff so that incidents can be avoided. If the child begins to 
become frustrated, the classroom staff should immediately intervene and begin teaching appropriate 
responses to frustration. 

• 2nd bite – a letter is to be sent home regarding the incident and notification that they are to schedule a 
meeting with the director. A behavior modification plan will be created and signed by all participants. The 
child will have a meeting with parent and teacher (Director if needed). Intervention will continue in the 
classroom if there is no response to the second letter, and the child continues to bite.  

• 3rd bite – the child is sent home until the parent meets with the above individuals. The behavior 
management plan will be created and followed.  

• If a child bites and draws blood, a phone call will be made to the parent. This child has one hour to be picked 
up from the time of the phone call.  

• Same procedure for excessive spitting 

Communicable diseases procedure: 

All Auburn Childcare staff must follow Universal Precautions, as trained. Center based children Exclusions: 

1. No child will be sent home from the center based program without the consent of the Director 



2. When a child is sent home ill, a report is completed by the teacher within 24 hours 

The following criterion is used when sending a child home (any one item or a combination of items may be used to 
substantiate reason for sending a child home). 

1. The child must have a fever of over 101 degree F 
2. The child must have had very loose diarrhea stools (at least twice) 
3. Streptococcus 
4. The child has head lice 
5. The child may show symptoms of chicken pox 
6. The child has an unexplained rash with a fever 
7. The child may show symptoms of pink eye 
8. The child may show symptoms of ringworm 
9. The child may show signs of impetigo 
10. The child has vomited (at least twice) 
11. The child may show signs of meningitis 
12. The child may show signs of febrile seizure 
13. The child may show signs of scabies 

A child may not return until he/she is fever free, and/or no vomiting or diarrhea has not been experienced for 24 
hours. If a child has head lice, a child may not return to activities until the hair is nit free. A child must be under 
treatment for at least 24 hours and have a doctor’s consent to allow attendance within the center based classroom 
or socialization activities for the following diseases: ringworm, pink eye, impetigo as well as other communicable 
diseases. 

For any unexplained illness, a child must have a doctor’s consent to return to Auburn Childcare activities. 

Medication dispensing policy procedure: 

If it is necessary to give medication at the center, the medication must be transported to the center by the 
parent/guardian. No medication may be transported to the center from a bus or a friend. All medication brought to 
the center by a parent or a caregiver are to be provided directly to the Director and stored in the designated locked 
medication box or cabinet. 

Medications brought to the center must follow the above medication policy. Children in foster care must have a 
signed (DCFS) consent form to administer medicines prior to acceptance at the center. This documentation must be 
in the foster child’s main file with a copy held at the center.  

No child who is taking a medication with a narcotic in the medication will be allowed to come or stay at the center. 
No medication with a narcotic in it will be dispensed at the center by any member of the staff. 

List of all medication and child’s name who is taking the medication shall be given to the Director and kept on file. A 
medication log maintained at center will document child’s name, date, time, class number, medication, dosage, why 
medication was prescribed, any reactions, and the signature of the staff dispensing medication. The Director is to 
keep a file of all medication logs as they are filled out. When the program year ends, the Director will file all 
permanent records in designated areas.  

Glucose levels of diabetic children will be monitored as ordered by the physician on the health action plan and, as 
needed, recorded on the Glucose level log. The medication log will also require a signature from the parent when 
child has completed the medication cycle. Once the Director receives the parent signature, the unfinished/empty 
medication container will be released to the child’s parent/guardian only. 

Tuition and fees 



Our center offers full time and part time care programs. All programs are subject to the following general policies: 

General tuition and fee policies: 

• A $30.00 registration fee plus one week in advance of tuition is required to enroll your child at the center. 
IF the child arrives on or before the agreed upon date the tuition paid in advance will be applied to the first 
week in attendance. Enrollment must be within 30 days. However, if the child begins after 30 days an 
additional full week’s tuition will be due on the first day of attendance. 

• A registration fee of $30.00 is due for every child at the time of your initial application. This fee is due 
annually for every child in February each year. The only exception to this rule is children who are enrolled 
after January 1st of the same year.  

• An annual academic fee of $20-40 (based upon age) is due for every child by the first week of September 
each year.  

• Tuition is due on Monday of the first day that the child attends for that week in advance. Therefore, the 
first day a child attends class two week’s pay will be expected unless other arrangements have been made 
with the Director. All check payments are to be placed in the locked box near the Director’s office. We are 
NOT RESPONSIBLE for cash left in the mailbox or anywhere else in or around the center. All cash payments 
must be given to the Director with an immediate receipt. In the event of discrepancy of payment, this 
receipt must be produced to verify payment. 

• There is no reduction in tuition during holiday weeks, regardless of how many days your child attends. Your 
normal weekly rate is due as usual. 

• A late fee of $35.00 will be added to the account of any child not paying on the first day attended of any 
given week. Any family behind will not be allowed to attend his/her class until paid up to date.  

• Children who are picked up after 6:05 p.m. will be charged $5 per minute per child. The Director reserves 
to wave the fee of any verified emergency. Authorities will be notified if child is not picked up after 15 
minutes. Consistent lateness will not be tolerated and can be cause for dismissal.   

• There is a $40.00 fee charged for all returned checks. 

Fees and payment provisions: 

Tuition is due and payable on Monday of each week. A late charge of $35.00 is due if payment is received after 
Tuesday of each week. If payment is not received by Wednesday, the child will not be admitted the following week 
unless arrangements have been made and approved by the Director. Any late pickup will be added to the weekly 
tuition. Any payment accommodations must be cleared by the Director.  

Vacation credit 

All families receive a 2 week vacation credit from January to January each year. A written notice given at least a one 
week prior to the vacation week must be turned in to receive this credit. Children must be enrolled in our program 
for one year to receive this benefit. Children may NOT attend the center during that vacation week unless they 
choose to forfeit their vacation credit. 

Holding your spot 

To enroll your child beyond our 30 days policy, a registration fee of #30.00 is due plus a holding fee of $75.00 per 
child. This is non-refundable and non-applicable to any tuition fees. 

Termination of enrollment 

Enrollment will be considered terminated if: 

• The facility receives a two week advance written notice of withdrawal 
• Payment is more than two days delinquent without Director’s approval 



• The parents fail to comply with this agreement. The Parent Handbook, or any other rules of this center 
• The center, in its sole discretion, determines it is unable to meet the needs of the child, or that it is not in 

the best interest of the center or other children enrolled to have the child continue in attendance 
• There is serious illness or death of the child. The center and its staff retain the sole right and responsibility 

to determine any disputed factual matters regarding termination of enrollment 

Exceptions to stated financial policies 

No employee, including the Director, can make any financial agreement other than the policies stated above 
without written approval of the Board of Directors. 

 

 

 

 

 

 

Rate schedule 

Academic fees:  2 years old: $20  3 years and older: $40 

Annual registration fee of $30 due upon enrollment and again in February of each year 

Weekly rates: 
Infants:   $190 
Toddlers:  $190 
2 years:   $163 
3 years:   $157 
4/5 years:  $143 
School age:  $70 
Summer/school age: $135 
 

Drop in rate: $55 day – this rate is for the families currently or formerly enrolled. It allows siblings to attend as 
necessary. This rate is limited to two days per week. The Director will need 1 week’s written notice prior to attending. 
Any time three or more days is needed the additional tuition will be determined so payment can be made on first 
day of attendance. 

Additional day rate: this rate ONLY applies to the 3 or 4 day contracts. The Director will need 1 week’s written notice 
prior to adding the day(s), and the additional tuition will be determined so payment can be made on the first day of 
attendance. It is based on a calculation of the tuition from the rate schedule less the regular weekly tuition. No 
added discounts apply to extra day(s). 

Meal provided 

Our menus are in compliance with the USDA Food Program to help make sure that the child (ren) receive healthy, 
well-balanced, proportional meals. We provide a nutritional menu including breakfast, lunch, and snacks. Breakfast 
is served from 8:30-9:00 daily. Menus are posted for convenience. 

 Parents must provide formula/breast milk ready to heat for each day’s portion. During the stages of 
development parents are responsible to provide the appropriate baby food. Once your child is on table food then 



we will provide the meals. Children (excluding infants) are not to bring any food with them to the center unless 
special permission was obtained from the Director due to medical reasons. Children with food allergies, special 
nutritional needs and/or religious exceptions must complete a special form. 

Food brought in for special parties, events, or birthdays must be STORE BOUGHT. Please make sure you 
communicate prior to any special event with the teacher and /or Director. 

Clothing 

• Children should wear washable clothing suitable for both indoor and outdoor activities. 
• Rubber soled and closed toed shoes are required for children of all ages. No sandals, flip flops or slick soled 

shoes may be worn at any time in the year. 
• A full change of clothes must be provided for every child. The daily report will inform you if more clothes 

are needed. 
• All sweaters, jackets, hats, gloves, scarves, and blankets need to be clearly marked with the child’s name 

using a permanent marker on the inside tags. 
• A blanket for nap time for all ages is required (they will be sent home every Friday to be washed and brought 

back every Monday). Infants will need more than one (they will be sent home three times a week to be 
washed). 

Toys 

We will allow one soft toy, blanket and/or small pillow to be used at nap time ONLY. These items must be brought 
in a separate storage bag. Every item must be labeled with the child’s name. No hard toys are to be brought to the 
center for any reason. They present hygiene problems, sharing problems, safety problems, and are often lost. There 
is no exception to this rule! Parents will be expected to carry out any toys carried in. Thank you for your 
understanding and cooperation. 

Child abuse and neglect 

Illinois State Law mandates, under the Abused and Neglected Child Reporting Act, that any school/daycare personnel 
who suspects child abuse or neglect must make a report to the Illinois Department of Children and Family Services 
child abuse hotline. Auburn Childcare, Inc. receives training to recognize the signs of abuse and neglect. Staff is 
trained in providing intervention, support, and assistance to families that are in need of help. 

Emergency closing 

In the event of an emergency, Auburn Childcare is responsible for making the decision to cancel or postpone classes. 
Examples of situations that might call for canceling or postponing classes would be inclement weather, natural 
disaster, damage to the center or utility issues. When bad weather causes early dismissal or cancellation of classes, 
parents are responsible for picking up their child in the allotted time frame or making proper arrangements for 
someone to pick up or be at home when the child is dropped off by the bus. Closure announcements will be made 
on local television and radio stations or by phone notifications, depending on the time of day the announcement 
will be made.  

Snow days 

The center will not be open when Auburn School District closes the schools due to poor weather conditions. 

Tornado Drill 

During a tornado drill, teachers and staff will systematically take the children to the hallway or basement (once 
finished) in an orderly fashion and continue accordingly. 

Fire procedure 



In case of a real fire, the children and teachers follow the plan posted in their rooms as rehearsed in the monthly fire 
drills. After taking attendance, we will move the children to the business next door, and contact all parents. Proper 
authorities will be notified promptly. 

Natural disaster procedure 

In case of natural disaster, children and teachers follow the plan posted in their rooms as rehearsed in the monthly 
disaster drills. Following the disaster a normal daily routine will be resumed unless: 

1. There is damage to the building  
2. There are any injuries to children or staff 
3. There is a state of emergency declared within the city 

In the case of 1, 2, or 3 all parents will be notified of our status and appropriate action will be taken based on the 
immediate need. 

Man-made disaster procedure 

In the case of a man-made disaster, all parents would be notified immediately. If evacuation is necessary, the same 
procedure will be followed as explained in the natural disaster procedure listed above. 

 

Discipline policies 

It is the policy of our center to train children to understand that they are worthy to be treated with love and respect 
at all times. 

Our staff must follow this discipline policy: 

• Children will be taught and consistently reminded of the behavior expected from them. Our staff uses these 
positive commands: gentle hands, listening ears, and walking feet, inside voices and use your words. 

• Our staff will recognize children displaying appropriate behavior and reward them with positive 
encouragement, hugs, and privileges when appropriate. 

• Every child will be considered as an individual when dealing with a discipline situation. Action will be based 
on the child’s age, developmental stage, emotional stability, family situation, and his/her past experiences 
in discipline. 

• Staff will be consistent in their expectation of the child as well as the consequences imposed for 
inappropriate behavior. 

• No physical discipline or threat of such is allowed. 
• No discipline will be given in circumstances related to nap time, toileting, or eating. 
• Staff will remain calm at all times. No verbal abuse is tolerated. Staff will never humiliate, degrade, or 

purposefully frighten a child. 

When the decision to discipline a child has been determined, the following are the only options for our staff: 

1. A warning: staff will take the child aside and explain the reason for discipline being needed. A warning of 
time out may be given. 

2. Time out: time out is sitting away from the group, but facing the group, for as many minutes as the child is 
old. 

3. Bring the child to the Director: this is only cases where the teacher feels they are unable to communicate 
or resolve the discipline problem on their own. 

4. In cases where constant discipline is required and no change occurs in the child’s behavior, a parent 
conference will be set to discuss a plan to be supported by parents and staff alike. 



No child will ever be referred to as “bad” 

Discipline will address specific inappropriate behavior only. 

Good communication is a key in an effective discipline plan for any child. Parent must communicate with teachers 
daily about any circumstance that may affect their child’s behavior. (i.e. death of a pet, family crisis, health 
problems, out of town guests, etc.) 

 

Child abuse prevention policies 

• All staff must have a criminal history check on file prior to employment 
• All staff will have in house orientation and a state required course to train staff about their responsibility 

in reporting suspected child abuse. A complete copy of this policy is in the employee handbook 
• It is the policy to report any suspected child abuse or neglect. Staff will document observation and give it 

to the Director who in turn will assist the staff member in calling the child abuse hotline.  

Discipline & Guidance 
 
Child Care Rules 
The following rules are to be followed by everyone at the daycare:  
♣ Helping Hands  
♣ Listening Ears  
♣ Respectful Words  
♣ Looking Eyes  
♣ Walking Feet  
 
Basis of Rules 
There are three principals that the daycare rules are based on:  
♣ You may not hurt yourself  
♣ You may not hurt others  
♣ You may not hurt things  
 
I will teach all of the children that we use our hands constructively to help each other and to use gentle touches. 
We listen to each other and respect personal space. We speak respectfully to one another and ask politely for 
things. We pay attention to our surroundings and to the childcare provider. And finally our feet are used for 
walking indoors, running is for the outdoors. 
 
I believe in positive guidance related to acceptable standards of behavior and courtesy.  
 
I will serve as a positive role model and offer acceptable alternatives for resolving conflicts. 
 
Please keep in mind that that there will be disagreements between children. Young children who are not adept at 
communication have a hard time expressing their feelings. 
 
Sometimes they hit, pinch, bite or throw toys etc. This is normal behavior in most cases; however this is still 
unacceptable behavior in group care. 
 
Guidance (Discipline) Plan 
To guide a child I will implement developmentally appropriate practices such as: 



♣ Positive reinforcement 
♣ Active listening  
♣ Forestalling  
♣ Redirection  
♣ Reflection 
 
Strategies that engage children in their own problem solving will be highlighted.  
 
Children will be encouraged to use their words and express their feelings rather than use physical contact. 
 
Discipline will be: 
♣ Individualized and consistent for each child 
♣ Appropriate to the child's level of understanding 
♣ Directed toward teaching the child acceptable behavior & self-control 
 
Auburn Childcare, Inc. and all staff members will use only positive methods of discipline and guidance that 
encourage self-esteem, self-control, and self-direction, which includes at least the following: 
♣ Using praise and encouragement of good behavior instead of focusing only upon unacceptable behavior 
♣ Reminding a child of behavior expectations daily by using clear, positive statements 
♣ Redirection of negative behavior using positive statements 
♣ Using brief supervised separation or time out from the group, when appropriate for the child's age and 
development 
 
There will be NO harsh, cruel, or unusual treatment of any child. 
The following types of discipline are prohibited: 
♣ Corporal punishment or threats of corporal punishment 
♣ Punishment associated with food, naps or toilet training 
♣ Pinching, shaking or biting the child 
♣ Hitting the child with a hand or instrument 
♣ Putting anything in or on a child's mouth 
♣ Humiliating, ridiculing, rejecting, or yelling at a child 
♣ Subjecting a child to harsh, abusive, or profane language 
♣ Placing a child in a locked or dark room, bathroom, or closet with the door closed 
♣ Requiring the child to remain silent or inactive for inappropriately long periods of time for the child's age 
 
Repeated Challenging Behavior 
If challenging behavior becomes a consistent problem, the parent will be notified of the situation and a written 
plan of action will be created.  
 
If the child remains unruly, the parent may be called to remove the child for the remainder of the day.  
 
Please understand that the provider is responsible for the safety and well-being of ALL children present and at no 
time will one child's behavior be allowed to be a risk to others. 
 
If the problem continues without any improvement or cannot be resolved within a reasonable amount of time 
then arrangements may need to be made for the child to receive care elsewhere. 
 



Verbal Altercations 
If a child is involved in a verbal altercation with another child, both children will be encouraged to use their words 
and express their feelings and frustrations until a mutual resolution if reached. If necessary, both children will be 
re-directed. 
 
Physical Altercations 
When a child physically hurts another person it is upsetting to all involved including the other children and the 
provider. Children who are aggressive are more likely to be rejected as playmates and will often continue to have 
problems getting along as they get older. Therefore, it is important to work with the child and to teach acceptable 
behavior as early as possible.  
 
It is not unusual for young children to push, hit or grab to get attention. They have not yet developed the skills to 
make their needs known. Children with limited motor control, verbal and social skills are more likely to experience 
frustration and may resort to physical means. Other reasons that may contribute to a child acting out may include 
boredom, over stimulation, tiredness, illness, hunger, transitions and major changes in the child’s life that may 
cause stress (new sibling, new home, parent separation etc.). With consistent messages from adults at home and 
at daycare, young children will learn the skills they need to solve problems without hurting others. 
 
If a child is involved in a physical altercation an opportunity for the children to verbally express themselves will be 
made and they will be asked to reach a consensus. 
 
Clear limits will be set and the offending child will be told, “you are not allowed to hurt another child here, this is a 
safe place and I can’t let you hurt others”. A younger child with limited language skills will be told “no hit” or “no 
hurt”. 
 
The childcare provider will try to help the child understand how the hurt child feels by discussing empathy. Both 
children will then be redirected to different activities. 
 
Biting  
Biting causes more upset feelings than any other behavior in childcare programs. It is important for the childcare 
provider and parents to address this behavior when it occurs. Children may bite for many reasons therefore a child 
that has shown the desire to bite will be watched carefully to try and determine any “triggers”.  
 
When a child bites (or intends to bite) another child the childcare provider will quickly but calmly intervene. The 
childcare provider will briefly talk to the offending child about how biting is not acceptable. For a child with limited 
language the child will simply be told “No bite”.  
 
If the skin is broken, the wound will be washed with mild soap and water, bandaged and then an ice pack will be 
applied to prevent swelling. The parents of both children will be notified of the events. 
 
A plan of action will be created with the parents of the child that bit on how to prevent and handle future biting. If 
biting continues, a meeting with the parents of the aggressor will be held to plan a more concentrated plan of 
action with a deadline. The child who bit will be closely “shadowed”. 
 
When the child bites, the child will be removed from the area or activity where the bite took place and the child 
will be redirected to another activity. 
 
If a child still continues to bite or does not seem affected by the consequences, the child may need an environment 



with fewer children or one with more one-on-one adult attention and may need to change childcare. 
 
Damages 
Please respect me, my profession, my classroom, and my family. A certain amount of normal wear and tear is 
expected where children are concerned however certain situations do not fall into that category. 
 
Intentional Damages  
I believe children, just as adults, are responsible for their actions and we teach them to respect other people’s 
property. If a child intentionally damages the center, toys, furnishings, equipment, or other property the parent 
will be responsible for paying for and replacing the damaged item(s). 

 

 
 
 

 

Our programs 

We refer to a wide variety of resources in planning our daily activities. The programs for all classrooms include 
but are not limited to: academics, chapel, gymnastics, rest, music, learning centers, active and passive games, 
outdoor play, role playing, field trips, in-house entertainment, reading, meals and snacks and developmental 
training. 

Curriculum 

Age appropriate skills and concepts form the core of our curriculum. Teachers plan opportunities for practice 
of these skills and understanding of these concepts within themes based on interests of the children. Hands-
on activities enhance growth and development in social, emotional, physical, and cognitive areas. 

Infant program: age: 6 weeks- 12 months 

The priority in this room is to provide the maximum individual development for each child. Learning begins 
from birth through the five senses, and these are challenged with games, songs, pictures, books, bubbles, 
mirrors, art, educational toys, and exploration. We use balance balls to strengthen dexterity and coordination. 
The day will consist of a lot of “floor time” as we imitate animals, sort and stack objects, and provide plenty of 
“tummy time” activities. We take our children on explorations (outside the classroom) by buggy rides, wagon 
rides or a stroll to our next room of development in the toddler stage. We use basic sign language to give a 
child a way to express what they want.  

Communication is an important tool which begins with songs, smiles (facial expressions), and a gentle touch. 
We understand your infant has specific needs regarding their daily schedule. Therefore, we are happy to work 
with you to make sure that your infant follows the schedule you request. 

• It is the parent’s responsibility to update staff in writing of any schedule changes, feeding changes, or 
other information pertinent to the daily care of your child. 

• Parents are required to provide disposable diapers, prepared formula in bottles (no glass bottles 
please) with caps clearly labeled with the child’s name, baby food marked with the child’s name, and 
several changes of clothes along with at least 2 baby blankets.  

• You are welcome to bring any special soft toys or blankets that will be used at nap times 
• Written instructions for treatment of diapers rash or sore “teething” gums must be signed in daily on 

a medication form for each infant 



• The daily report will be used to communicate so please make notice of those each day 

Toddler room: Ages: 12-24 months 

Toddlers are truly the “great explorers” of the center. This is the time of expression on their “own language”. It is 
our job, as educators, to tap into their language and help guide them into understanding words and phrases. We 
spend all day singing, talking, and role playing, and reading to encourage language development. We know the 
brain is connecting sounds with objects, so flash cards, pictures, story books, and posters are used. As we speak 
aloud our actions such as, “let’s scoop the sand with the yellow cup,” or “let’s stack our blocks on top to build a 
tower,” etc. then the toddler learns to follow directions and place attributes on objects and actions. We emphasize 
the positive and redirect anything that would cause conflict or frustration. This room begins to hear our main 
commands of “gentle hands, walking feet, be sweet, or let’s take turns.” Our staff develops a daily schedule posted 
in the classroom, including: academics, gymnastics, rest, music, learning centers, active and passive games, 
outdoor play, role playing, in-house entertainment, reading, meals and snacks, and developmentally training. We 
believe that toddlers are ready to learn and thrive on new experiences. It is our desire to consistently introduce 
new activities in order to satisfy the toddler’s need to become an active part of the world around them. 

• Parents are required to provide disposable diapers 
• Written instructions for treatment of diaper rash or sore “teething” gums must be signed in daily on a 

medication form for each child 
• Provide a change of clothes appropriate for the season and a blanket for nap time 
• The daily report will be used to communicate so please make notice of those each day 

Two’s program: Ages: 1½-2½  

This is the age of imitating and becoming more independent and curious.  That is why we require our teachers to 
remain calm, cool, and collected.  These children are given freedom to tear down and rebuild.  They have a lot of 
construction toys, puzzles, books, freedom to tear down and rebuild.  They have a lot of construction toys, puzzles, 
books, storybook recordings, and musical toys to give them a day of thrills.  Our center has some “realistic” toys to 
help them connect to their common surroundings, i.e. telephone, aprons, dishes.  We recognize two year olds as 
terrific rather than ‘terrible.’  Nothing cools down the two’s better than dancing to the music and we enjoy lots of 
that.  Our staff works with parents on development issues including potty training, sharing, self-control and 
adapting to group situations.  The staff prepares monthly academic calendars which include but are not limited to 
colors, shapes, numbers, letters, city professionals, holidays, etc.  The two’s program also includes the following:  
academics, gymnastics/movement, rest, music, learning centers, active and passive games, outdoor play, role 
playing, in-house entertainment, reading, meals, and snacks, and developmental training.   

• Parents are required to provide disposable diapers. 
• Provide a change of clothes appropriate for the season. 
• The daily report will be used to communicate so please make notice of those each day.    

Preschool I: Ages 2½-4 (if born after Oct. 1) 

This program moves into a more structured pre-school environment.  This is the age where dramatic and creative 
play is the highlight of the day.  This is where language begins to explode on the inside and sometimes needs our 
assistance to help it be expressed.  We encourage them in frustrating times to ‘use their words,’ and tell us what 
the problem is instead of screaming  We use a log of pre-math tools such as sorting, grouping counting, comparing, 
contrasting, and matching skills.  There is a daily review of the days of the week, months of the year, and seasons.  
Arts and crafts aria regular routine to helps develop fine and gross motor movement and to encourage the 
creativity inside each child.  Again, music and dance is one of the main items used to generate a fun place to be.  
We provide a variety of curriculum for children each day.  Each child is encouraged to do more on their own.  



Personal responsibility for behavior, personal car, and building peer relationships are all integral parts of the 
development program.   

Preschool II:  Age:  4 and 5 years of age 

This is the age of great story telling and role playing into more mature and elaborate adventures.  Our activities 
move from the activities of the brain to those of the body.  There is daily physical recreation that gets the 
excitement levels up, but then times of relaxation and rest as well.  This room learns there are rules and structures 
to follow.  The children are taught to take personal responsibility for caring for their room.  Building self-
confidence is one of the most important attributes.   

The main focus of this room is to help each child feel comfortable with the skills needed for Kindergarten.  The toys 
involve more board games, card games, logic and math games, books, Read-a-long stories and creative expression 
through dramatic play and art.  This room focuses on more academic skills such as reading, writing, computation, 
telling time, measurement, and other pre-math skills.  We focus each week’s lessons around a theme that can 
interlock the natural world they live in with the discovery of applied learning skills.  Phonics is emphasized in 
learning the alphabet, consonants, vowels, and blended sounds.  Many of the children that go through our 
program are reading on a beginning level by the end of the year.  The unique approach considers the needs of each 
child to make sure time is given to help individually as needed.   

Before and after school/summer care: Ages: five to twelve years of age 

Children are discovering more about who they are as individuals. It is an important time to create positive self-
concepts, sense of independence, and help children use their time wisely by setting goals and achievements in 
their own life. They are practicing their social skills and becoming more aware of community involvement. This is a 
time when we want children to get involved, learn about healthy choices, safety, nutritional practices, respect for 
diversity, and learn how to be give back to their community. We will set up projects for long term goals such as 
gardening, recycling, and other hands on projects. Every child will have a break right after school with a snack. 
They will rotate choices from quiet activities including but not limited to: reading, puzzles, board games, 
homework, and quiet art activities. They will have gross motor play outside as long weather permits. Throughout 
the summer the children will go on field trips twice a month. Parents will have written notices a week in advance 
of each field trip giving them opportunity to join us if possible. They will have daily chores such as but not limited 
to: taking out the trash, cleaning toys, reading to younger children, and tending to the garden. All children will ride 
the bus to and from the center to school each day.   

Classroom assignments 

Every child will be assigned to a lead teacher’s class based on the child’s age and/or development, and weekly 
schedule.  However, the center is open twelve hours a day and all classes are not in session all twelve hours.  For 
this reason, your child may be in a different area in the morning, prior to 9:00 a.m., or in the afternoon.  We are 
sensitive to place children in age-appropriate areas.  We adhere to state regulated rations.  Your child may be 
placed in an alternate class temporarily on holidays, during transition times, following graduation or days where 
numbers of staff and children are low due to weather or illness. 

Please contact the Director if you have any questions or concerns.   

Field trip and transportation policy 

1. For field trips, all children must have a signed permission slip on file in the office.  In the case of summer 
camp trips, parents/guardian(s) must also sign the daily permission slip board that morning.   

2. Prior to leaving the building all children on the trip for that day must be marked present on the daily 
count sheet as an official record of who is on the trip.   



3. Adult supervision on all field trips will include parents, volunteers, or additional staff so that the 
child/adult ratios will be smaller than state ratios required in the classroom. 

4. Staff will have access to a phone on all field trips and carry emergency medical treatment forms signed by 
parents for every child.  In the event of a medical emergency staff will call 911.  In the event that a child 
becomes ill, suffers minor injury, or for any6 other concern that would hinder the child from continuing 
on the trip staff will immediately call the Director in order to obtain assistance needed to care 
for/transport child. 

5. In the event of extremely hot days staff are to have frequent water breaks, rest time in the shade, and call 
for buses/vans to return early if these measures prove ineffective in making the trip enjoyable and safe.   

6. Staff will know the headcount at all times.  They count before getting on the bus/van, after getting off the 
bus/van and at every transition point of the trip.  Staff counts no less than once an hour.   

7. Students will not be permitted to ride buses other than the bus or buses initially assigned by the Auburn 
Childcare, Inc. and the consent form must be on file prior to transportation of the student.  

Religion 

All preschool programs will have a Christian based curriculum that is taught to them throughout the day. We will 
say a brief prayer before every meal.  

Parent involvement  

Parents, you are your child’s first teacher!  

Auburn Childcare, Inc. is a family-centered organization and is designed to support parents as the most important 
influence in their child’s life.  We encourage parents to become actively involved in their child’s education.  This 
program strives to meet the needs and interests of the families enrolled.   

Communication is the key! Please take time to speak with the child care providers. Notes may be posted on the 
parent board, through the remind app on your telephone device, phone calls, or on our website via. Emails. We are 
here to serve you and look forward to helping you in any way possible.  

Family participation 

Here are a few of the many ways in which parents may participate in the birth to five ages.   

• Read a story to the children 
• Volunteer to help in the classroom 
• Eat lunch with your child 
• Go on field trips with your child 
• Help to plan, develop, and attend parent activities 
• Participate in male involvement activities 
• Write an article for your sit newsletter 

Parent’s responsibilities:  Information and rules 

Parents have primary responsibility for their child.  As the child’s legal guardians, they are required to care for and 
supervise him/her.  This includes adhering to rules and requirements of the program.  The staff assumes a 
secondary role in the role and education of the child.  Auburn, Childcare, Inc.  accepts the responsibility delegated 
to us by the child’s parent(s) to care for the child, feed the child, and teach the child during the time when they are 
at the facility. Staff members are accountable to parents for carrying out those responsibilities.   

A few general program rules that are the responsibility of the parents are the following but are not limited to: 

1. Sent your child on a regular basis promptly 
2. Notify the facility if your child will be absent, for whatever reason 



3. Notify the facility in writing and in person of any change of information, such as a change in address, 
phone, emergency information, health issues, or family situations change in address, phone, emergency 
information, health issues, or family situation. 

4. Obtain all health exams and needed records.   
5. Work in partnership with the program staff to strengthen your family and prepare your child for school.  
6. Read and respond to all written notices, bulletins, and newsletters sent home. 
7. Tell us about your likes, dislikes, concerns and ideas about our program 
8. Know and respond to the individual needs of your child.   
9. Take an active interest and talk daily with your child about their experiences at this facility. 
10. This facility is not responsible for personal items brought to our program.  Personal coats and backpacks 

should be labeled with the child’s name.  We do not allow children to bring personal toys to this facility 
unless requested by the teacher.   

Insurance Coverage 

Auburn Childcare, Inc. holds an insurance policy for each child at our center but it is to be used as a secondary 
insurance for that child.  

Transportation Policy and Permission Form 

Transportation Procedures and Policy Handbook 

General Limitations and Requirements: 

This is important to all drivers and staff, when an emergency occurs while children are aboard Auburn Childcare, 
Inc. bus or Auburn School District’s bus. It is never too late to teach the children and staff what to do to be safe. 
We hope this manual makes it easier to develop a system for preparing for emergencies, and for staff and children 
to learn how to handle emergencies.  

All vehicles used for childcare transportation will contain the following: 

1. At least one fire extinguisher 
2. First aid Kit 
3. Flash light 
4. Emergency reflective triangles  
5. Device to cut restraints system if necessary 

The bus driver will check daily 

1. Tires 
2. Lights 
3. Safety restraints  
4. Fuel 
5. Free of Debris 

Auburn Childcare, Inc. will always make sure the staff to child ratios set forth by DCFS 407 handbook shall apply to 
vehicles transporting children.  

An individual who is driving with a child(ren) in the vehicle will have an assistant onboard at all times. 



1. Each child shall have a buddy assigned to their seat: 
2. Remain seated while the vehicle is in motion: 
3. A child shall not be left unattended in the vehicle or: 
4. At an aftercare delivery: 

Emergency Produces 

Each staff shall adopt produces to be followed by providers if confronted with an emergency situation when on the 
road.  

1. Each staff shall ensure that the child(ren) who are on board receive instruction, at least once each 
semester, about practices and procedures to follow if an emergency occurs while being transported.  

2. Each staff shall ensure that there are evacuations drills are conducted at least once each semester. Each 
emergency evacuations drill is supervised.  

3. The staff shall prepare documentation of each emergency evacuation drill, including the date of drill 
number of children participants and the names of the supervising personnel. This documentation shall be 
kept on file for at least five years. From the date of the drill.  

4. Before each activity trip, the driver and staff shall provide an explanation of the location and operation of 
the emergency exits of the vehicle. 

Evacuation Procedures for Activities and Field Trips 

In order to ensure the safety of the children in an actual emergency, every staff member assigned to transport 
children on activities or field trips should assign an evacuation team prior to each trip. The team will consist of 
teachers, cooks, director, or parents. Remember all children need to be train in case of an emergency.  

Each staff member should consist of at least the following: 

1. A staff member will be assigned to set the parking brake, turn off the engine, turn on the hazard warning 
lights and report the incident to the police department in case the driver is unable to do so.  

2. A staff member will be assigned to lead children to a safe location at least 100 feet from the bus and will 
take the first aid kit with them with the list of students on board.  

3. A staff member will be assigned to stand outside the bus, next to the front door to help children exit the 
bus and take the fire extinguisher with them.  

4. If needed a staff assigned to the rear of the bus will help children exit out.  

In addition to assigning an evacuation staff, the following information should be discussed and/ or remonstrated 
prior to each activity trip or field trip: 

1. Location and use of the fire extinguisher. 
2. Location of the first aid kit.  
3. Location of the warning reflectors. 
4. Location and use of all emergency exits. 
5. How to shut off the engine and set the parking brake. 
6. How to open the front door. 
7. Instruct staff to keep aisles clear at all times.  
8. All staff and children should leave all belongings and get out of the vehicle as quickly as possible.  

Accident Procedures: 

The diver’s primary responsibility is to the children. Therefore, it is the driver’s responsibility to remain calm.  



The following procedures are required: 

1. Turn of the ignition switch. 
2. Set the parking brake. 
3. Remain calm and reassure your children and staff. 
4. Check for any injuries to children and staff. 
5. Be alert regarding fire or possibility of fire. 
6. Use warning devices such as reflectors, where applicable. 
7. Keep all children in the bus unless you think there might be a fire. 
8. Account for all children. 
9. Notify police/EMS 911 
10. When police arrive, EMS personnel, they are in command of the scene. The driver does not maintain 

control over the accident. The driver should focus control their control on the children present in the 
vehicle. Give all information to the police including but not limited to the children’s names.  

COUNT AND RE-COUNT CHILDREN AT EACH AND EVERY STOP, EVERYDAY.  

1. If you have lost count of a child, who has gotten out of the Suburban, secure the vehicle, shut it off, 
removes the keys, get out and checks under the vehicle as well as around it.  

2. Never take a chance! Appoint a staff helper to double check your student count at each stop from the 
inside. It is the driver’s responsibility, but an extra set of eyes is always helpful.  

3. Seek Parent(s) and Staff to help with reinforcing safe behavior while in vehicle. Parents can be powerful 
safety allies. Help parents understand how children’s behavior problems could distract the driver and 
result in a tragedy.  

THANKS FOR CARING ABOUT CHILDREN’S SAFETY 

Child Care Field Trip Tip Sheet 

Things to Consider When Planning a Field Trip  

• Is the child care program licensed to transport children?  

• Will this be a walking field trip or will children be riding on a van or bus?  

• Is the destination suitable for the age group participating on the field trip?  

Preparing for the Field Trip  

• Make a reservation (if applicable) at the intended destination.  

• Make arrangements for transportation.  

• Prior to departing for the trip, secure a field trip permission/release form, signed by a parent/guardian for every 
child who will attend the field trip. Be sure the field trip permission/release form includes the following: name of 
destination, address of destination, the date of the trip, time of departure and time of return, will children be 
eating while they are on the field trip, are any special supplies needed (i.e., bathing suit, sack lunch) and are there 
fees that may apply (i.e., lunch, admission).  



• Make a field trip roster specific for the field trip that contains the name of each child who will be attending and 
has a signed permission release form along with space to record dates and times.  

Transporting Safely  

• To assure that each child is loaded and unloaded safely – children should be loaded on the van or bus one class at 
a time. After boarding, the teacher will check each child to assure children are seated in appropriate restraints and 
are secure. The teacher will sit near her children on the bus. The next class will be loaded, etc.  

• Before departure, the staff in charge will call the names on the field trip roster and records the time each child 
was loaded on the van. Upon arrival at the destination, children will depart the van one class at a time. Once 
everyone is off the van the staff in charge will call the names on the field trip roster, recording the time each child 
departed the van at the destination. It is important to re-check the vehicle to assure every child got off at the 
destination.  

• The same steps described above will be followed when the next vehicle is boarded to return to the facility.  

• After the final roll call, the staff in charge will sign the field trip roster verifying that the information on the field 
trip roster is accurate.  

• Note: If a parent chooses to pick their child up and transport them home from the field trip destination, be sure 
to get them to “sign their child out” on the field trip roster indicating that they have taken possession of the child 
and the child care facility is no longer responsible.  

Providing Supervision  

• Assign a qualified staff to each group of children (they should each have a list of the children in their care). Staff 
should be clear which children are their responsibilities. Encourage staff to conduct numerous “face counts” to 
assure everyone is accounted for throughout the day.  

• Provide an adequate number of staff to assure that staff to child ratios are maintained throughout the field trip.  

• Provide additional staff as needed to care for children with special needs or children that need one-on-one 
supervision.  

• Staff should not allow children out of their sight; i.e., young children should not be sent into restrooms alone.  

• Providing matching T-shirts, wrist bands or nametags is a great way to identify your group.  

• Sometimes a walking rope or holding hands can be used to keep young children in a group.  

Staff Duties  

• Be sure each staff is clear on their duties and responsibilities. Things to consider:  

• Who will be the staff in charge on the field trip?  

• Who will bring the money or payment if needed?  



• Who will carry the first aid kit and any rescue medications (inhalers and EPI pens)?  

• Who is responsible for calling the roll when children arrive and depart each location?  

• Who has the identification information for each child in case an emergency comes up?  

• What is the plan if a child becomes ill or lost?  

 

Illinois Sex Offender Registration Rules 

Limitations on where you can go 

As a registered sex offender, you are prohibited from going within 500 feet of a school or school 
property, public park, or day-care center. There are very limited exceptions to this rule in regard 
to schools. You may be able to attend a school conference for your child if you receive 
permission from the superintendent or school board. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://www.isp.state.il.us/sor/faq.cfm?CFID=46059407&CFTOKEN=10975b2619b6c935-9799BBDA-DDB7-E580-63C6AB6F1EC59688&jsessionid=ec3041f71afcf4af47bc601017781f603566#schools


 

 

 

 

 

 

Parent Transportation Policy 

I have a small white bus and a large red bus.  

It has leather seating and proper seating for the age of children in my care.  

I ____________________ hereby grant permission for my child(ren)________________________ to participate in 
all of the activities of Auburn Childcare, Inc. and Auburn School District.  

1. The Park 
2. The library 
3. The grocery 
4. The swimming pool 
5. To pick up other children 
6. Walks in our neighborhood 
7. The movies 
8. Additional field trips that will be posted a week prior that I will sign off on 

Each child Shall: 

1. Have a seat buddy: 
2. Be individually responsible for following rules of the bus and : 
3. Remain seated while the vehicle is in motion: 
4. Obey the assistant/teacher that is onboard helping 

A vehicle shall: 

1. A vehicle containing a child shall not be left unattended: 
2. A vehicle transporting a child shall have headlamps on at all times: 
3. A vehicle shall be refueled when not being used to transport a child, if an emergency refueled is necessary 

during transportation, a child shall be removed and supervised by an adequate number of adults while 
refueling or repair is occurring: 

If the driver is not in the driver’s seat, then: 

1. Engine shall be turned off: 
2. Keys removed and : 
3. Brake set, and: 



4. Child removed.  

Parents signature _______________________________Date____________________ 

Director_______________________Date____________________ 

This form must be filled out and returned on the first day of care.  
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