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INTRODUCTION 

 
We are pleased that you have chosen 123 Ready…Set…Grow Academy for your child. We recognize the important job we have 

in assuming responsibility for the care and training of your child and will do our best in serving you and in meeting his/her 

needs. 

 

 The academy is open to all children, regardless of race, nationality or creed, who may benefit from our type of program. Our 

program includes a child care program for infants through 13 years of age. 

It is our goal is to provide the very best care and training available for your child and our desire to develop the “whole child”. 

Please feel free to discuss your child’s growth and development with us. Continued communication between home and child 

care center is vital for the development of a close relationship. 

 

This handbook was designed as a means to share with you important information and policies of the center. We invite you to 

read it and keep it available for future reference. Thanks once again for your trust in us to care for your child.  

 

History of the School 
123 Ready…Set…Grow Academy came into fruition by a vision imparted into the Founder, La Dasha Aaron, 20 

years ago.  The seed was planted and nurtured so that the children of today will grow into the leaders of tomorrow. 

 

Affiliation 
123 RSG Academy is affiliated with the East County Providers’ Association and the National Association for Early 

Childhood Education.   

 

Purpose 
Our mission is to effectively prepare young children to enter the next phase in their learning whether in a public or 

private setting with a smooth transition and all of the necessary knowledge to exceed.  Children experience large 

and small group situations along with individual assistance while exploring the areas of Language, Math, Science, 

Culture, Music and Art.  Children will participate daily in the focus areas and circle time activities, and explore 

centers.  Socialization is encouraged throughout the day as part of the preschool experience. 

 

Educational Philosophy 
Our educational philosophy is based on Reggio Emilio.  An open, nurturing, learning based environment that 

supports each child’s differing abilities is provided.  Activities are designed to stimulate their senses and natural 

curiosity, to expand on their language development and understanding, and to build their fine and gross motor 

skills. 
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POLICIES AND PROCEDURES 

 
Admission Policy 

At 123 Ready…Set…Grow Academy, children are admitted on a “space available” basis.  All children are treated with equal 

respect, consideration, and loving care.  

Waiting List 

Openings for the waiting list occur when children leave the center or when they move to the next classroom. Parents will be 

called from the waiting list only when the opening is in the infant room; or when a child leaves the center creating an available 

spot if we do not have a child waiting to move up to an older classroom 

The number of children in each classroom, birthdays of the children in each room, and the size of the waiting list for each 

group play a part in how long it may take to get your child into the program.  

While you are waiting for a position in our center your child will get older. Therefore, your child’s name will be moved to the 

waiting list for the appropriate age group. This may change your position on the list. For example, you put your toddler on our 

waiting list when he is two years and ten months old. Two months pass and you are still waiting to get your child in, and your 

child is now three years old. Your child will be placed on the waiting list for the three-year-old classroom, in a position that 

correlated to the day we received your application. (This change will affect two waiting lists - the toddlers list and the preschool 

list). 

Childcare arrangements change all the time. While on our list, some may have found alternate arrangements. When called, 

these parents may be happy with their current arrangement and may not want the opening. If this is the case, we ask if they 

wish to remain on our list in case their current arrangement changes. Then the next family on the list is contacted. 

Most openings occur singly; therefore, parents with twins or siblings on the list may opt to enroll one child at a time since they 

may have to wait a long time for two positions to become available at the same time. (If one child at a time is enrolled, it is 

with the understanding that the next available opening will be for their other child.) 

School Tour 

We encourage you to visit at any time. You may call us to schedule an appointment for your family. Or feel free to drop in 

when it's convenient for you. 
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Registration 
 
Before enrolling your child in 123 Ready…Set…Grow Academy there are several things you must do before we can assume the 

responsibility of caring for your child/ren. 

 

 Read through and become familiar with the Policies. You will be required to sign a form that indicates you have 

read, understand, and agree to ALL the Policies as outlined.  

 You are required to inform us of any change in address, telephone numbers, and other pertinent information 

on these forms as they arise. 

 A complete physical must be on file. This form must not be dated earlier than 6 months prior to admission. 

Your child will not be allowed to remain in care without this documentation, as well as proof of all 

immunizations, on file within 2 weeks of the date of your enrollment. The medical report will be valid for two 

years, except that subsequent examinations for school age children will be in accordance with the School Code. 

Please be sure to give updated proof of immunizations as they occur, as your child cannot attend if he/she does 

not have the appropriate immunizations up to date and on file. If your child is school age, you may supply a 

copy of the most recent physical obtained for school.  

 An acquaintance visit is preferred to become familiar with the center and program.  

 

 All appropriate forms must be filled out, signed, and on file PRIOR to admission.  

 

 All necessary forms/consents will be given to you in your admission package.  

 

 All required supplies must be brought within 2 weeks of your child’s first day.  

Sessions 
Drop-in sessions are available as space permits. 

Morning Academic Classes only not including day care hours  

Preschool sessions are Monday – Friday 8:00am – 11:30 am and 12:00 pm – 3:30pm. 

Prekindergarten/Kindergarten sessions are Monday – Friday 8:00am – 3:00 pm. 

Hours of Operations 
 
123 Ready…Set…Grow Academy is a 24 hour facility.  Traditional hours of operation are from 6:30 AM until 6:30 PM Monday 

through Friday. Hours of care will be contracted from child to child.  Care for “non-traditional hours” is available from 6:30pm 

– 6:30am   

Class Placement 
Placement tests are not administered prior to admission.  Placement will be made based on whether the child is 

developmentally ready for these experiences.  Our programs are designed to enrich and advance a child’s educational 

experience without creating stress for the child. We will tell you in advance when your child will be moved and who his/her 

new teacher will be. Three-five days before a child is to go to his new room, we will take him/her to the room to get 

acquainted with the teacher and children.  
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Student Teacher Ratio 
At 123 Ready…Set…Grow Academy, we believe that smaller class sizes are best for growth.  With that in mind, we keep our 

class ratios small.  

Infant - 4:1 

Toddler – 6:1 

School Age – 8:1 

 

Registration Fee 
 
A registration fee of $75 per year is required with application submittal.  This fee will help off set the costs of curriculum and 

supplies.  

 

A Deposit Fee equal to 2 week’s childcare service will be payable upon enrollment in 123 Ready…Set…Grow Academy, If 

necessary, you may pay the deposit fee in 4 installments over the first 4 weeks of childcare. This fee is nonrefundable and will 

be applied to your final weeks of care if 2-week notice is given.  

 

A position at 123 Ready…Set…Grow Academy will be considered open until the deposit and first weeks’ fees are received. If 

care is to start more than 2 weeks in the future, a fee in the amount of 50% of the regular rate must then be paid weekly or the 

position will not be held open. This fee is non-refundable and may only be used for 1 month. 
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Tuition Rates & Payment 
 

Regular Rate Chart 

Mon-Fri up to 10 Hours days or 50 hours 

per week between 6a.m.-6p.m. 

Full Time rates are 30+ 

Part Time rates are 29 hours or less 

 

Infant/Toddler Child Care 

 
 Monthly  Weekly  Daily  Hourly 

 Full Time  $825.00  $200.00 $55.00   $8.00 

 Part Time  $680.00  $165.00    $8.00 

 

Pre-School/-School-age 

 
 Monthly Weekly Daily Hourly 

 Full Time $725.00 $175.00 $45.00 $7.00 

 Part Time $650.00 $150.00 
 

$7.00 

 

 

Kindergarten Rates 

Morning Academic Classes only not including day care hours are as follows 

                 Monthly  Weekly 

8.00am - 11.20am     $485.00 $110.00 

Bef & Aft          $680.00     $165.00 

Before Only          $330.00     $80.00 

After Only   $473.00     $115.00 

 

For Kindergarten and Child Care  

add $75 to Weekly Rate  

 $325 to Monthly Rate 
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Premium Rate Chart 

 6p.m.-6a.m. Mon-Fri & Weekends 10 Hours or 50 Hours  

(Combination time regular hours & Premium or Your schedule may consist of all premium hours) 

 

Infants/Toddlers Childcare 

 
Monthly Weekly Daily  Hourly 

 Full Time   $988.00 $240.00 $55.00 $8.00 

 Part Time $824.00 $200.00 $45.00 $8.00 

 

Pre-School/-School-age 

 
Monthly Weekly Daily  Hourly 

 Full Time   $785.00 $190.00 $55.00 $7.00 

 Part Time $680.00 $165.00 $45.00 $7.00 

 

Additional Hours over 50 hours a week is $7.00 an hour. 

Overtime is $7.00 an hour anytime over your pre scheduled contracted time. Overtime not called in advanced is $1.00 a 

minute per child. 

We are a 24 hour facility and the needs of each family may be different in each case, each child's tuition may also very. You 

will be given your rate upon enrollment and once your schedule has been given to the Director. 
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Late Charge 

 
All payments are due by 6:15 PM on Friday for the next week prior to childcare services being provided. After 6:15 PM on 

Monday, the late fee of $15 per day will be assessed. If payment is not made at that time, your child will not be accepted into 

care until payments, including all late fees, are made. If a period of 1 week passes without payment received, the contract will 

be terminated, the position filled, and the collection process will begin. You will be responsible for any costs related to 

collection of the childcare fees.  

 

Cash, Check or electronic payments are accepted. A year-end statement of all childcare fees paid will be provided in January.  

We accept payment through subsidy programs. The application must be filled out and returned to the subsidy program prior 

to your child’s enrollment .Your child will not be accepted into care until the paperwork is complete. Your monthly co-

payment will be due on the 1st of the month in advance. You are still required to supply the Registration and Deposit fee (if 

not paid by the program). You will also be responsible for any charges not covered by the subsidy program, such as overtime 

and late fees. These charges will be payable at the time they occur. Note: If you terminate the childcare arrangement without 

giving 2 weeks notice, YOU will be held liable for the last 2 weeks fees, as well as any costs incurred in the attempt to collect 

the debt. An approval letter from your worker must be in possession prior to your child attending. 

 

Childcare fees are due regardless of whether or not your child attends. You are paying for a position, as well as a service. No 

refunds are given for late arrivals or early departures.  

 

All childcare services will be contracted. The contract is a legal and binding document, obligating a service be provided to you 

and obligating you to pay for that service. There are other requirements in the contract. You are urged thoroughly read the 

contract and realize that it is legal and you will be held liable for each item of the contract. By signing it, you are accepting all 

its terms.  

Returned Check Fee 
A fee of $35.00, plus any additional costs I incur, will be charged to you for a returned payment. All future payments will then 

be made by cash. 

Late Pick-Up Policy 
If you (or any of your designated drop off or pick up persons) pick up after your contracted hours, you will be charged a 

late fee of $15 per child per every 15 minute increment that you are late.  

Calendars 
2011-2012 Calendar 

Scheduled openings and closings for the 2011-2012 School Year: 

September 5    Labor Day Holiday-Center Closed 

November 26-27    Thanksgiving Holiday - Center Closed 

December 24-26    Winter Holiday - Center Closed 

January 1  New Years Day – Center Closed 

 January 18    Martin Luther King Jr.'s Birthday -Center Closed 

February 15    President's Day - Center Closed 

April 2 & 5    Spring Holiday - Center Closed 

May 31   Memorial Day - Center Closed 

July 5   Independence Day Holiday - Center Closed 
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Absences/Holidays 
Absences/Holidays 
You are required to notify the director prior to your contracted drop off time if your child will not be coming for the day or if 

you will be late in arriving. The center reserves the right to fill your spot with a last-minute drop in, or leave for a scheduled 

field trip, in the event you do not call me by your contracted drop off time. You will not be notified if this occurs; it is your 

responsibility to call. There will be no refunds or adjustments made to your child care fee for your time missed due to illness, 

holidays, or days off. A place has been reserved for each child that cannot be filled on a short-term basis. 

 

In the event that your child is ill and need to miss a day, please call 1 hour before arrival time. If NO notice is given, you will 

be charged the No Show Fee in addition to the normal daily rate. You will be charged full rate whether or not your child 

attends.  

In cases of your potential absence due to maternity or extended leave from your job, I still require full child care 

payments for the entire time of your absence to hold your child’s position. If we are able to fill some or all of your 

contracted days while you are away with a drop-in child, I may adjust your weekly fee accordingly. If you elect to place 

your new baby with us, a one-week deposit is required and full pay to hold the slot for periods longer than two weeks.  

The above are paid holidays for 123 Ready…Set…Grow Academy if they fall on a contracted day for your child. 

 

Snacks and Lunches 
We are a participant in the USDA Food Program. Nutritious meals are served at no extra cost to you. Infants, if enrolled 

in the program, are provided with cereal, baby food, and juice. Parents supply formula.  

Meals will be served as follows: 

Breakfast: 7:30am – 8:30am 

AM Snack: 9:30am – 10am 

Lunch: 12pm – 1:00pm 

Dinner: 5:00pm – 6:00pm 

PM Snack: 7:30pm – 8:00pm 

Please do not send any food or drink with your child without prior approval. If your child arrives after a meal or snack 

has been served, he/she will wait until the next meal/snack time to eat.  Meals and snacks are served family style. 

Children are offered a variety of foods but are not forced to eat. She/he will be encouraged to try one or two bites of 

everything, and they must eat a little of everything before given seconds of anything. Sometimes they are surprised by 

what they like! Children are encouraged to use this time to share their experiences with each other. Manners are taught, 

and practiced during this time as well.  

Please list on the medical report any food allergies your child may have. A modified diet will not be administered to your 

child unless requested by a physician. If your child needs a special diet, the parent must furnish these foods. 
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Vacation Credit 
If you are taking vacation and your child will not be attending for 1 week or more, you will be charged 50% to hold your 

child’s position. After 2 weeks of vacation time per calendar year, you will be charged 100%. A 2-week notice of vacation time 

and payment for that time in advance is required. 

 
 
Extended leave holding fee: 
Payment of 50% of the weekly rate will be charged for any extended leave due to illness or maternity leave, etc. You are 

welcome to send your child for a period of time equal to the payment received. After the 2nd month of extended leave, 

payment must equal 100% of the weekly fee or the contract will be terminated and the child’s position filled. A position at 123 

Ready…Set…Grow Academy will be considered open until the deposit and first weeks’ fees are received. If care is to start more 

than 2 weeks in the future, a fee in the amount of 50% of the regular rate must then be paid weekly or the position will not be 

held open. This fee is non-refundable and may only be used for 1 month. 

 

 

 

Withdrawal from School 
TERMINATION POLICY  

We reserve the right to terminate for the following reasons (but not limited to):  

* Lack of compliance with handbook regulations 

* Failure to pay or pay on time  

* Failure to complete required forms 

* Lack of parental cooperation, Disrespect 

* False information given by parent either verbally or in writing 

* Consistent late arrivals disrupting our routine 

* Failure of child to adjust to the child care after a reasonable amount of time 

* Physical or verbal abuse of any person or property 

* Inability to meet the child's needs 
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STAFF AND CURRICULUM 
 

 

 

Staff 
The school's Director is LaDasha Aaron. All staff is required to continue receiving professional development training.  

 

 

 

Curriculum 
We utilize a theme-based curriculum that allows children an opportunity to explore in a developmentally appropriate 

environment.  Children experience large and small group situations along with individual assistance while exploring the 

areas of Language/Literacy, Math, Science/Cultural, Music and Art.  On a daily basis, youngsters participate in each of 

the focus areas and Circle Time activities and explore designated locations in the classroom known as “Centers” to the 

preschooler.  Socialization is encouraged throughout the daily activities as an integral part of the preschool curriculum. 

The Language/Literacy Focus is scheduled both in the morning and afternoon.  Reading books, learning rhymes and 

distinguishing the names of the letters and learning their beginning sounds are included in each session.  Math is a small 

group activity allowing time for exploration, working with patterns, sorting, classifying and comparing materials and 

counting by rote with concrete objects.  Science is included daily with the weather activity during Circle Time and at 

other times during the week as a separate activity that include observing, predicting, hands on experimenting and 

discussing various observations.  Cultural activities are presented throughout the week providing children opportunities 

to experience and appreciate other lifestyles in the world along with their own.  The Music Focus is a time to explore 

rhythms, play musical instruments, sing, dance, discover various kinds of music and develop gross motor skills.  Art 

allows children opportunities to experience a variety of art materials and challenge their imaginations while developing 

fine motor skills.   
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Discipline 
Discipline is used to teach a child, not as a punishment. We achieve this through love, consistency, and firmness.  Two 

main patterns of behavior are stressed: respect for other people and respect for property. The children are explained the 

rules of the center frequently, so they are all familiar with the guidelines.  

*No running, jumping, or screaming permitted.  

*No hitting, pushing, biting, grabbing, kicking, spitting, or pinching others, including your parents. 

*No standing or climbing on toys, chairs, tables, or furniture.  

*No mistreatment of toys - i.e. standing on, throwing, bashing, hitting with.  

Parents will be asked to pay for or replace toys if this occurs.  

*No name calling, teasing, swearing, bad language such as 'shut up', tattling, or potty talk.  

*No gun or violent play allowed.  

*No roughhousing, climbing or sitting on, pulling, or lifting/carrying other children.  

*No going out the door or gate at pick up time without an adult.  

 

The following methods of discipline will be used:  

 Encourage children to solve problems themselves 

 Intervention and discussion 

 Re-direction to another play area 

 Loss of privileges, Logical consequences 

 

No child will be hit, spanked, belittled, or otherwise intimidated at 123 Ready…Set…Grow Academy --even with parental 

permission. No corporal punishment will be used. Children will be treated with courtesy, respect, and patience. Guidance 

will be according to age and understanding level. Younger children, babies and toddlers, will be redirected to another 

activity. Older children will be given time outs depending on the severity of the offense (almost always 1 minute per year 

of age, never to be more than 15 minutes). If a child becomes a persistent behavior problem,  the director will address it 

with you and we will try to resolve it together. 

 These types of behaviors might include such things as biting, use of bad words, chronic hitting, etc. Together, we will try 

to find a solution. You may be called to remove your child if his/her behavior prevents me from being able to properly 

care for the other children. If the problem continues, other arrangements for the care of the child will have to be made, 

for the safety and well-being of all.  

AT NO TIME IS A CHILD TO BE SUBJECTED TO PHYSICAL PUNISHMENT OR SHAMING, FRIGHTENING OR 

HUMILIATING METHODS BE USED, OR ANY TYPE OF VERBAL ABUSE, THREATS, DEROGATORY REMARKS, OR 

DEPRIVATION OF A MEAL OR ANY PART OF A MEAL BE USED. NO CHILD WILL EVER BE PUNISHED FOR 

TOILET ACCIDENTS. 

As a child care providers, we have a responsibility by law to recognize and report any evidence of child abuse (physical or 

emotional or neglect) to the proper authorities.  
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PARENT-SCHOOL 
COMMUNICATIONS 

Parent Observations/Conferences 
Parent Observations are included with the Newsletter.  Some skills may be observed during daily home routines. 

Conferences will be held on an “as needed” basis.  

Change of Address/Phone Number/ 

 Emergency Pick-up 
You are required to inform us of any change in address, telephone numbers, and other pertinent information on these 

forms as they arise. 

You are required to inform me if you are at any other location than what is listed on your Enrollment Record and to provide a 

telephone number for that place. 

 

 

Newsletters 
A weekly newsletter is prepared to inform parents about the various activities the children will be experiencing during the 

coming week.  Communication allows parents an opportunity to expand the child’s learning environment.  It provides 

consistency both in and out of the classroom and supports the child’s ongoing learning process. A child’s first teacher, the 

parent, along with preschool staff will ensure that the child received a solid foundation for future educational success. 

Parent Meetings 
If at any time during the year it is felt that parents, teachers or the center Director could benefit from a telephone conference 

or a pre-arranged conference, one may by scheduled during our normal nap time for children (between 12:00 and 2:00). Since 

the attention of the teacher is needed for the children while in the classroom, conferences are not advantageous during the 

arrival and departure time and never in front of your child. Keep in mind, the staff is eager to hear your suggestions and 

concerns related to the program and your child. 

 

Volunteer Opportunities 
Your help is greatly appreciated in any area that you will like to assist.  Please contact your child’s teacher directly for any 

volunteer opportunities.   

 

Throughout the year we will notify you of any special programs, seminars or lectures concerning parenting and child care 

issues. We encourage parents to help with special events and field trips. 

 

Cutting materials for art projects, assistance in centers, and reading time are great suggestions.  Included with your weekly 

newsletter are suggestions to Enrich Classroom Activities.  These suggest other ways in which you can assist directly for the 

week’s Theme/Topic. 
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HEALTH 

Medication 
Both nonprescription and prescription medications, ointments, and creams can be given to your child if needed. Parents are 

required to fill out the proper forms and to supply all medications in their original containers. All written instructions shall be 

valid for six months unless a shorter time period is designated by the physician, dentist, or parent. These must be labeled with 

the child’s name.  The manufacturer’s recommended dosage may not be exceeded without written physician’s instructions 

when administering nonprescription medication. Nonprescription oral medication may not be administered for longer than 3 

consecutive days. Nonprescription topical ointments, creams, or lotions may not be administered for longer than 14 

consecutive days when used for skin irritations. 

Immunization Checklist  

 
 
 
 

  

http://images.google.com/imgres?imgurl=http://holyfamilyinfolink.com/yahoo_site_admin/assets/images/immunization.112140916.gif&imgrefurl=http://www.holyfamilyinfolink.com/our_parents&usg=__-xcdh9U4P4xnBXhuLrN99JDBRxk=&h=325&w=330&sz=38&hl=en&start=8&um=1&itbs=1&tbnid=eUYu3nZk2Pr4BM:&tbnh=117&tbnw=119&prev=/images?q=immunization+schedule+2009&um=1&hl=en&sa=X&rls=com.microsoft:en-us:IE-SearchBox&rlz=1I7ADFA_en&tbs=isch:1
http://images.google.com/imgres?imgurl=http://holyfamilyinfolink.com/yahoo_site_admin/assets/images/immunization.112140916.gif&imgrefurl=http://www.holyfamilyinfolink.com/our_parents&usg=__-xcdh9U4P4xnBXhuLrN99JDBRxk=&h=325&w=330&sz=38&hl=en&start=8&um=1&itbs=1&tbnid=eUYu3nZk2Pr4BM:&tbnh=117&tbnw=119&prev=/images?q=immunization+schedule+2009&um=1&hl=en&sa=X&rls=com.microsoft:en-us:IE-SearchBox&rlz=1I7ADFA_en&tbs=isch:1
http://images.google.com/imgres?imgurl=http://holyfamilyinfolink.com/yahoo_site_admin/assets/images/immunization.112140916.gif&imgrefurl=http://www.holyfamilyinfolink.com/our_parents&usg=__-xcdh9U4P4xnBXhuLrN99JDBRxk=&h=325&w=330&sz=38&hl=en&start=8&um=1&itbs=1&tbnid=eUYu3nZk2Pr4BM:&tbnh=117&tbnw=119&prev=/images?q=immunization+schedule+2009&um=1&hl=en&sa=X&rls=com.microsoft:en-us:IE-SearchBox&rlz=1I7ADFA_en&tbs=isch:1
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ILLNESS POLICY 
The health and well being of all of the children here are the utmost importance. It is for the protection of the children 

that we must insist on a strict adherence to the Illness Policy. Please read it carefully.  

SYMPTOMS REQUIRING REMOVAL OF CHILD FROM CHILD CARE (no exceptions)  

Communicable Diseases: Not permitted by law in child care. Some of those illnesses are but not limited to: Infectious 

Conjunctivitis (pink eye), Impetigo, Hepatitis A, Scabies, Ringworm, Infectious Diarrhea, Chicken Pox, Scarlet Fever, 

Lice, and Strep Throat. If your child is thought to have a communicable disease, you will be notified and asked to pick 

him/her up immediately. Your child will be accepted back into care with a doctor’s note stating that he/she is no longer 

contagious. All other parents will be notified of the possibility of a communicable disease and what symptoms to watch 

for.  

Fever: Not permitted. A child needs to be fever free for a minimum of 24 hours before returning to child care; that means 

the child is fever free without the aid of any fever reducing substance. Administering Tylenol to reduce your child's fever 

so that you can bring him/her to daycare is grounds for termination.  

Diarrhea: Not permitted. Infants and toddlers with fevers and/or diarrhea pertaining to teething will only be accepted 

into care with a doctor's note sent stating that these symptoms are due to teething.  

Vomiting: Not permitted. If your child vomits while at daycare, you will be expected to come within the hour to pick up 

your child. The child must stay home until 24 hours have passed with no vomiting episodes.  

Runny nose: Your child may be brought to daycare if he/she has a common cold (slight occasional cough, clear runny 

nose, occasional sneezing). Discharge of any color other than clear is not acceptable in child care. A constant runny nose 

which needs to be wiped continually is not acceptable in child care. If your child has a clear runny nose which lasts 

longer than a week and you suspect it may be due to allergies, I will require you to bring a doctor's note stating the same.  

Rashes: Not permitted. Any rash other than diaper rash must accompany the child to child care with a note from the 

doctor stating it is not contagious.  

Runny and/or Crusty Eyes: Not permitted. Watery, matted, and/or red/pink eyes are not acceptable in child care under 

any circumstances.  

Excessive Crankiness: If your child is irritable, excessively whining or crying, wants to be constantly held, or requires 

more attention than we can provide without jeopardizing the health, safety, or well being of the other children in care, 

you must keep your child home regardless of the presence of other symptoms. If this occurs during child care hours, you 

will be called to pick up your child.  

Lice: Not permitted back to child care until after the second hair treatment.  

24-hour Rule: Your child must be free from any of the previous symptoms for a minimum of 24 hours before you can 

return to child care. No exceptions.  

Under no circumstance is a sick child to attend 123 Ready…Set…Grow Academy. The children should be allowed to recover 

fully from an illness in the comfort of their own home. The other children in care are exposed to any disease your child may 

bring into the center. Obviously, it is not possible to prevent the spread of all illness. However, minimizing exposure and 

providing good hygienic practices in childcare are means by which we can limit the problem and the resulting inconvenience. 

We reserve the right to determine whether a child should remain at the center where illness is a consideration.  

Parents of children who become ill during the day will be promptly notified and are expected to arrange pick up of their child 

immediately. The sick child will, if possible, be isolated from the other children to minimize exposure. If the parent cannot be 

reached, the person designated as the emergency contact will be notified.   Please take the above rules seriously. It is always 

best to call and ask if you are unsure whether or not you may bring your child. Please have a back up plan available to you in 

the event your child is ill and you feel you cannot miss work.  
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OPERATIONAL POLICIES 
 

Attendance 
All parents are required to sign in and out for drop offs and picks ups each day. A sign in/out sheet and pen are located by the 

front door for your convenience. You must initial your times daily at pick up time and sign the top of your sheet at the end of 

each month. These sheets are used by 123 Ready…Set…Grow Academy to confirm that your child was in attendance for any 

given day/times.  

Arrival and Departure 
It is normal for some children to have difficulty separating from parents in the morning or not wanting to leave when it's 

time to go home. Please be very brief (no more than 5 minutes is sufficient) during these transition times. A smile, 

cheerful good-bye kiss, and a reassuring word that you will be back are all that is needed in the morning. In my 

experience, children are nearly always quick to get involved in play or activities as soon as parents are gone. This is a time 

of testing when two different authority figures are present (the parent and the provider). All the children will test to see if 

the rules still apply. Children are not permitted to go out to their car unattended at pick up times.  

Your child/ren will only be released to you or someone else you designate. If someone else is to pick up your child, please 

notify the center ahead of time. A verbal notice is fine on that day if this person is on the list of people who are 

authorized to pick up your child. If the person is NOT on that list, we MUST have written permission to release your 

child. Please inform emergency contacts, or people designated to pick up your child, that if we do not know them, photo 

identification will be needed. A child will not be allowed to leave without a parent’s verbal permission even if that person 

is listed as one of your designated pickup people, including relatives. 

 

 

 

Court Order: 

If there is a court order keeping one parent or guardian away from the child, I must have a written note from the custodial 

parent or guardian in my file to that effect. Otherwise, I cannot prevent the non-custodial parent from picking up the child.  

 

Drop Off/Pick Up:  

 Please do not leave your car running and unattended in the driveway.  

 Your child must exit the center with you.  

 Please do not allow your child to play near the vehicles at any time.  

 Responsibility for your child is assumed only while he/she is on the property.  

 No child will be allowed to leave with anyone except the parent, unless indicated on the alternate pickup list, without 

written permission from the parent. Telephone permission will not do! Anyone unfamiliar to staff will be required to 

show proof of Identification. Please make the alternate pick up person aware of the requirements.  

 If the person picking up the child appears to be under the influence of alcohol or drugs, another authorized person 

will be called to pick-up both the child and the adult.  
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Clothing 
Please dress your child appropriately. The activities may be messy. Do not send your child in clothing that you do not want 

stained. Weather permitting; we will spend a lot of time outdoors. You also need to supply a complete change of clothing in 

case of an accident; we do not supply clothing for the children. If the child has no spare clothing, the parent will be called to 

bring some.  

Water Play: The water sprinkler is used for summer water play. A signed permission slip is required before the child is allowed 

to play in the water. If a small wading pool is used, a swimsuit and towel may be requested for these days. 

 

Share Items/Toys 
Do not send toys with your children except on designated show-n-tell days. Children may bring a blanket for quiet time. 

This will be put up until that time so that it doesn't cause any fights or become lost. 123 Ready…Set…Grow Academy 

assumes NO responsibility for lost, stolen, or broken toys from home. Should the child deliberately destroy center toys or 

other property through misuse or willfulness, the parent will be required to replace it.  

Lost and Found 
Please mark all items with your child’s name.  An attempt will be made to return items marked with a student’s name.  Lost 

and Found items are held by the Director. Unclaimed items will be given to charity. 

Naps/Bedding  
All children (except infants who nap on their own schedules) must lie down in the afternoon for a quiet period of time or 

nap. Even older children need a break from the day to rest and rejuvenate. No child is forced to sleep; however they must 

remain quiet. Older children, and those who wake early, will participate in a quiet activity until Rest Time is over.  

Please try not to schedule pick ups or visits during this time to lessen disturbance to the resting children.  

All children should have a blanket and crib sheet labeled with the child’s name. Please pick-up blankets each Friday to be 

laundered and brought back in on Monday. Because of stacking mats and cots, no bulky blankets or pillows are permitted. 

Small blankets are acceptable. Please make sure that your child has these items each week. 
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Birthdays  
Each child's birthday is his/her "Special Day." We honor major holidays and all children’s birthdays. If you would like to bring 

a special treat for the children, please arrange this with the provider. For safety purposes, balloons are not allowed.   

You are more than welcome to participate in ANY activities we have planned.  We will also have holiday parties occasionally 

throughout the year. Signup sheets will be posted at the front door for your assistance with these days as needed on a 

voluntary basis.  

Accidents/Injury 
The State requires that one person on site maintains certification in CPR and First-Aid. All of our staff are trained and 

certified in CPR and First-Aid. 

Although supervision is constantly given,  some accidents are  will occur despite our efforts ,at all times, to prevent falls, 

tripping, bumps, blows from other children, etc. When an accident occurs proper care is given by the teacher. Depending 

on the extent and severity of the injury, parents may be notified. If the injury calls for immediate medical attention, (911) 

will be called. and the parent notified so the child can be transported to the hospital or doctor’s office as recommended by 

the EMT (I.e. needs stitches, broken arm, or dislocation, etc.) All costs involved in emergency treatment and/or the cost 

of an ambulance is your responsibility. The owner of 123 Ready…Set…Grow Academy, its owner, or staff will not be held 

liable for any sickness/injury of either parent/guardian or child while on these premises, or while during field trips or 

outings.  

In case of EMERGENCY, YOU WILL BE NOTIFIED AS SOON AS POSSIBLE. If I am unable to reach you, I will start 

calling the people designated as your emergency contacts. If I am unable to reach you or your emergency contacts, 
The child will be transported to the nearest hospital if Emergency Medical Technician recommends it. Parents are responsible 

for any expenses incurred for medical help or treatment due to accidents or illness that occur while at the center. The 

paramedics will be called in the event a child would have a convulsion or seizure. 

Emergency Preparedness 
There is a written fire evacuation plan and a fire drill is practiced with the children at least once each month. In addition, 

earthquake/fire safety curriculums are incorporated into the program.  

School Pictures 
Photographs of the children participating in our program may be taken throughout the year and published in newspapers, 

brochures etc. If you do not wish for your child’s picture to be taken or used, it will be your responsibility to notify the 

director of the program within 10 days of your child’s enrollment. Otherwise, it will be assumed that your permission is 

granted. 

Kindergarten Readiness Testing 
At 123 Ready…Set…Grow Academy, we work closely with the school district to ensure that the children are prepared and 

ready for Kindergarten.  The children will be assessed based upon physical, social, and cognitive development rather than age.  

A child’s ability to think logically, speak clearly, and interact well with other children and adults are all important to success in 

school.  
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School Visits 

You are invited and welcome to visit 123 Ready…Set…Grow Academy anytime your child/ren are present. You are welcome to 

come and have lunch with your child. Please let your child’s teacher know by 8:30 a.m. if you will be coming for lunch. Keep 

in mind, your child as well as the other children act differently when parents are in the room. Please feel free to pick your 

child up anytime during the day without prior arrangements. You are asked to avoid visiting during Rest Time as much as 

possible. Parents are also free to call 123 Ready…Set…Grow Academy at any time.  

 

School Events 
Children in the 3 and 4 year old classes take field trips to various locations. This is a privilege for the child. For safety reasons, 

a child may be excluded from participating in a field trip if his/her behavior warrants such action. Emergency forms are taken 

on field trips and each child must have a signed permission slip from the parent. Any child who does not have a signed 

permission slip will not be permitted to go on the field trip. 

 
  

REVISIONS TO HANDBOOK & CONTRACT  

There will be occasional revisions to this handbook and the accompanying contract at which time you will be asked to 

sign a new contract.  You will be given 2 weeks notice. The policies, contracts, consents, and forms will be reviewed and 

updated, if needed, yearly in January.  

 
Confidentiality:  
The information you supply to 123 Ready…Set…Grow Academy will be kept confidential. I will, at all times, respect your 

privacy. Before any of the information is released to outside persons, the parents will sign a release form.  
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4106 Castle Canyon Ct, Antioch, CA 94531 

925.753.5765 or 925.565.2118 
 
 
 
 
 
 
 
 
 
 
- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -  
 
I acknowledge that I have received a copy of 123 Ready, Set, Grow Academy’s 
handbook.  I acknowledge that I have read, understand, and agree to ALL the 
Policies and procedures as outlined in the handbook. 
 
 
 
 
 
Child’s Name:____________________________________________________ 
 
Parent’s Name: __________________________________________________   
 
Parent’s Signature: _______________________________________________ 
 
Date Signed: ____________________________________________________ 

 


