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CAP (Children At Play)
Early Learning Center
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Parent Handbook

All services are provided without regard to race, age, color, religion, sex, disability, national origin, ancestry, familial status, or status as a veteran.
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Introduction			
Welcome to Children at Play Early Learning Center (CAPELC), a licensed childcare center of Community Action Program, Inc. of Western Indiana (CAPWI). We are excited to have your family join ours. CAPELC is a Parke County community childcare located within the Parke County Head Start building.  We are registered by the Indiana Family and Social Services Administration and meet State and County requirements and regulations for health and safety.  CAPELC has an open-door policy for all families. Parents are free to stop in at any time during normal business hours. CAPELC uses Brightwheel, a child care management system, to manage our program. Brightwheel can be accessed on a computer, laptop, tablet, or smartphone.

Our Mission and Purpose
CAPELC always aims to offer safe and secure childcare. Our mission is to engage children emotionally, socially, and academically. We believe that children learn best through play. Our goals are:
· To provide warm, nurturing, stimulating care for children for their best development
· To nurture the emotional needs of children
· To engage children in learning social skills for school readiness
· To prepare children through academic growth 
· To build community by developing relationships with families
· To create a loving, accepting atmosphere where children learn foundational skills
Purpose: To meet a need in our community for quality childcare

Admission 
CAP Early Learning Center serves children between the ages of newborn (8 weeks) to 5 years. Children are admitted any time during the year, provided the total enrollment has not been met. CAPELC will not enroll or continue to provide childcare for any child whose needs cannot be met through our regular programing, or whose behavior has proven dangerous to the children or staff in the center. 

2025 Fees 
[bookmark: _Hlk173143561]Annual Enrollment/Reenrollment Fee per child: $40
(The enrollment fee is non-refundable. Your child is not considered enrolled until this fee is paid, and paperwork has been submitted.) 
Infant (8 weeks to 12 months) full-time care per week:  $190
Toddler (13 months to 35 months) full-time care per week:  $170
36 months through five-year-old full-time care per week:  $150
CAPELC provides a nutritious breakfast, lunch and snacks every day.
10% discount for siblings
$5 discount per week if you sign up for autopay thought Brightwheel

Part-time care: Part-time care is considered 4 hours per day or less. Infant care: $20/day, Toddler care: $17.50/day and Preschool care: $15.00/day. Part time care also applies for children that are not present 5 full days/week. If these children are attending 5 hours/day or more, the following rates apply: $40/day for Infant care, $35/day for Toddler care, and $30/day for Preschool care.
There will most likely be a change to infant and toddler part-time care in January 2025. Because we have so few of these slots, we will offer part-time care, however the full-time rate will be required to secure this spot. Preschool slots will most likely still be offered on a part-time basis at the rates listed above.
Payment Policy: 
Childcare fees are due weekly on Fridays by 5:30pm; the first Friday if paying bi-weekly or the first day of the month if paying monthly. All childcare fees will be paid through our child care management system, Brightwheel.  If an account is delinquent, a $10.00 late fee will be added to your account and your child will not be able to attend the following week if your account is not caught up. Contact the Center Manager at any time if you need to make special arrangements for when payment is due. Your payment is what reserves your child’s spot. Therefore, full payment is due regardless of holiday, vacations, illness, days off or building closures. Families are allowed to miss one week per calendar year without paying. Please remember that our expenses continue even when children are absent. 
Returned Check Fee												
A $40.00 charge will be assessed for each returned check.  If a check is returned, all future payments to CAP Early Learning Center will only be accepted in the form of cash or money order. 

Late Pickup 
Our program’s dismissal time is 5:30 pm EST. If a child remains after 5:30 pm, a late fee will be charged as follows: $25 for every 1-10 minutes late. Anything over 10 minutes will be $50. Please remember that our staff have families and appointments to get to. If circumstances beyond your control happen and you must be late, please call CAPELC or message us in the Brightwheel app to inform us of your anticipated arrival time.  If your child is not picked up by 5:30 pm and we have not been able to make contact with you, local law enforcement may be contacted. If a child is picked up late habitually, dismissal of services may be discussed.

[bookmark: _Hlk158792873]Items from Home 
Please do not allow your child to bring items from home unless it has been preapproved with the Center Manager.  Exceptions are replacing soiled or outgrown extra clothing.

Release of Children 
No child will be released to any person not listed in Brightwheel.  All persons authorized for pick-up must have a legal picture ID.  No child will be released to any person who is suspected to be under the influence of drugs or alcohol or that we believe does not have a proper child safety seat in their vehicle.

Building Security 
CAPELC is a secure facility. Our outside doors will remain open daily from 7:00am to 9:00am for drop off and will be locked after 9:00 am. Everyone will be visible on our camera doorbell whenever entering or exiting. This is so we can see who is there before allowing entrance. Only our north entrance door is available for entrance and/or exit. This door is located on the north side of the building on Walnut Alley (you will see signage). Upon entering the building, you will check in at our Welcome Center. Once you have signed your child in, please proceed directly to your child’s classroom. Parents are welcome anytime.






Hours/Days of Operation												 
CAPELC will be open from 7:00am to 5:30pm Monday through Friday with the exception of the following holidays:
New Year’s Day 
           Martin Luther King Day
	President’s Day
	Good Friday
           Memorial Day
	Juneteenth
	Independence Day
Labor Day 
Columbus Day
Veteran’s Day
Thanksgiving and the Friday after Thanksgiving 
The week of Christmas 
As a reminder, your payment is what reserves your child’s spot. Therefore, full payment is due regardless of holiday, vacations, illness, days off or building closures. Parents may schedule one week per year (five consecutive days) for a vacation which would not require the weekly tuition payment. This should be scheduled in advance with your Teacher and/or Center Manager with at least two weeks’ notice.   Please remember that tuition is required for incidental or any sick days that your child is absent. This is true even with a medical excuse note for the absence. Our expenses continue even when children are absent.

Inclement weather
In the event of severe weather, you will receive a notification through Brightwheel. Please make an effort to check for special instructions or information.  We do not plan to close unless INDOT closes travel in our county.  We understand that parents have to go to work even in severe weather so we will make every effort to continue to provide childcare unless it is unsafe to do so.

Staff
An effective program cannot be carried out without qualified staff. We strive to provide the best care for your child.  In order to meet that goal each year the staff continues their education with 15 hours of training through conferences, in-service training and online classes. All staff that work directly with children are trained in first aid, CPR and Safe Sleep.  All staff have yearly Child Abuse/Neglect and Universal Precautions trainings.  Applicants are screened carefully during the hiring process. References, education, and previous work experiences are verified. A national criminal history check is done through the FBI, and drug testing is required of all staff as a condition of hiring.   

Arrival and Departure
Our goal is to keep a consistent schedule with the children and in order to do that, we prefer that all children arrive by 9:00am. All families will be required to sign a Child Attendance Schedule Agreement upon enrollment indicating expected daily drop off and pick up times. We are a licensed child care facility which means we must adhere to the state requirements of ratio (adults per child). If a child arrives unexpectedly, and we do not have adequate staff to accommodate this change, we may be forced to deny child care for that day. Meals are also served at set times and, because of this, we ask that when drop offs that occur at or after 9:30am, parents will provide their child(ren) breakfast. For drop offs that occur after 12:30pm, parents must provide their child(ren) lunch. If your child will be picked up during nap time (12:45-2:00pm), please let us know and we will arrange to have your child ready without disturbing the other sleeping children.

Please use only the north entrance off Virginia St. Please use the north entrance located on Walnut Alley for pick up and drop off. Families should access Walnut Alley by traveling east from Jefferson Street, then exiting Walnut Alley out onto Virginia Street. Please do not approach the north entrance by attempting to enter Walnut Alley from the west off of Virginia Street. Please ring the bell and wait for a staff member to let you let you in if the door is locked. Upon entry, please scan the QR code for our center to sign your child in. This is the same procedure you will use for signing your child out. Our staff are not permitted to manually enter or dismiss your child.  Take your child to his/her classroom and remember, you are always welcome in your child’s classroom! It is helpful, although not required, to let staff know what time your child will be picked up and by whom. If this changes, you can communicate any changes with us via your Brightwheel app. When coming to pick up your child, please use the same procedures getting into the building and picking up your child. While we strive to enter your child’s daily eating, toileting and nap routine into Brightwheel, direct hands-on care for the children may prevent staff from doing so consistently. Please consult with your child’s teacher regarding their day before leaving the center.

If a Court Order exists preventing an individual from having contact with a child, CAPELC must have a copy of the Court Order on file and will comply with the order. Our policy is that it is the parent/guardian’s responsibility to ensure we have all current court orders and/or guardianship records on file. Should your child have a specific court order which prevents an individual from contacting your child, our Center Manager must have a physical copy of this order on file in order for us to enforce it.  We are not permitted or able to enforce Court Orders we have only been made aware of verbally. 

Staff will politely request to see a government-issued photo ID from any person on the property at any time without cause. Individuals who are unfamiliar to the staff will not be permitted to pick up a child without providing both proof of permission from the parent/guardian and a photo ID that matches the name and/or person given. Updating this information in your Brightwheel app is the easiest way to communicate child pick-up information. Simply update the approved pick-up section within your app prior to their arrival and ask the pick-up person to be ready to provide their ID when arriving at the center. Your child will never be released to anyone who is not listed in their Brightwheel account or who appears to be under the influence of drugs or alcohol.  

Health & Safety
Your child’s health and safety is important to all of us. Upon enrollment, each child must have a signed, written verification of a physical examination by a physician or a nurse practitioner that has been completed in the last twelve (12) months. This must include a current and complete record of immunization history showing month, day and year of each immunization or a waiver from your child’s physician.

Safe conditions are maintained by following the guidelines of the Fire Marshall, food safety and sanitation guidelines and the safety standards set forth by Child Care Licensing.




Illness & Communicable Diseases 
If your child becomes ill during the day, such as vomiting, diarrhea and/or a temperature of 100 degrees or higher, parents will be notified to come pick them up. In the meantime, children will be kept in isolation within the classroom or with the administrator. 
Keep children home if they: 
· have a fever 100 degrees or higher or had a fever during the previous 24 hours without medication 
· have vomited within the past 24 hours 
· have a constant cough
· have symptoms of a possible communicable disease, reddened eyes, sore throat, headache, or abdominal pain, especially if accompanied by fever and/or spots 
Please notify your child’s teacher and/or the Center Manager if your child has a communicable disease. Likewise, we will keep you informed of communicable diseases to which children have been exposed. 
Children must be fever free and symptom free for 24 hours before returning to the classroom.  Your child must not have experienced a fever, vomiting or diarrhea (without the use of medication) for 24 hours before returning to CAPELC.
In the event of a serious illness outbreak, CAPELC will make every effort to remain open. We encourage frequent handwashing and sanitizing, as well as coughing and sneezing into elbows.  If we cannot maintain safe child-ratios, CAPELC will need to close temporarily.  Families of children attending CAPELC, the State Licensing Agency, and the County Health Department will be notified if we close. We will follow guidelines and recommendations of the County Health Department for reopening. Families will not be charged for this type of closure.

Medications 
Medicine can be given at CAPELC only if authorized in writing by a parent or guardian and a physician’s order. All prescription medications must be in the original packaging with the prescription label attached.  Medicine is administered by the Center Manager or a designated staff person. 

First Aid 
In case of minor injury, the staff will administer appropriate first aid. If an injury is more serious, parents will be contacted and, if necessary, we will call 911. Until a parent or paramedic arrives, the Center Manager or a teacher will be in charge and make all decisions about the care of the child. It is to your child’s benefit to keep us updated with all current emergency contacts, phone numbers, and medical information. All staff are trained in first aid/CPR. 

Abuse & Neglect Reporting Policy 
All Indiana childcare workers are required by law to report suspected child abuse or neglect. It is our workers’ job to report and DCS’ job to investigate. Please remember reports are only made with the children’s safety in mind. Confidentiality of all information will be maintained. The staff is trained yearly in recognizing and reporting child abuse and neglect. 

Emergency Evacuation Drills 
Fire drills are done monthly, tornado drills twice a year, and earthquake drills are done once per year. Stay Safe (Active Shooter) trainings also take place periodically. The staff will follow instructions from the Rockville Police Department or Rockville Elementary School in the case of a lockdown. If you see our Red Octagon Symbol in the window, please know that no one will be admitted or dismissed until we get an all clear from the Rockville Police Department or appropriate law enforcement agency. 

[bookmark: _Hlk158732670]Toilet Training 													
We assist families with potty training to ensure all children have success. We ask that when your child shows an interest to please communicate your desire to begin potty training with your child’s teacher. Some indicators that your child might be ready are: 
• Your child can pull his or her pants on and off with little or no assistance. 
• Your child tells you when he or she is wet or has had a bowel movement. 
Remember that learning to use the toilet is a process that requires many skills and can take time and patience.  If you are struggling with potty training challenges and would like to connect with local resources, call the Child Care Resource and Referral agency through Chances And Services for Youth (CASY) at 1-800-886-3952 Option 2 or email them at CCRR@casyonline.org.

Special Days, Parties and Programs 
If children wish to bring treats for birthdays or other special occasions, please let us know in advance.  Nutritious treats are encouraged.  All treats need to be in the original sealed container from the store. Homemade foods are not acceptable according to Licensing.  Non-edible treats such as stickers, pencils, toys, or a new activity/toy for the classroom, etc. are an alternative to bringing food.  Communication concerning special programs will be sent through Brightwheel either via text or email.  

Pre-K Guest Speakers 
Pre-K children may be visited throughout our year by special guests such as the Police Department, Fire Department, a local Dentist, Librarian, or our Mayor. Special visitors are an ideal time for parents to come visit in our classroom and join in the fun. We always welcome suggestions and connections from parents/guardians of other great visitors that may be willing to share their talents with the children!

Volunteer Opportunities
[bookmark: _Hlk158795118]Volunteers may help with special activities in the classroom, special programs, crafts, cleaning, etc. If you are interested in becoming a volunteer, please contact the Center Manager at CAPELC@capwi.org. 

Extra Clothing 
Please provide extra clothing for your child in case of accidents, spills, etc.  Suggested amounts are as follows:
Infants-minimum 2 complete changes of clothing
Toddlers-minimum 2 complete changes of clothing
Pre-kindergarten-minimum 1 complete change of clothing
Please be sure that all clothing is clearly labeled with your child’s name on the garment itself (tag).  Extra clothing will be kept in your child’s cubby.  We recommend that you send children in clothing which is comfortable and appropriate for play. Your child will spend time playing, learning and will get dirty.  We use non-toxic paint and markers and may participate in fun but messy activities. Children need sturdy shoes for negotiating stairs, running, and climbing on the playground. 

Please also be aware that we do intend to take your child outside daily. This requires appropriate outdoor clothing such as winter jackets, gloves, hats, etc. These items may be left in the child’s cubby as well.

Outdoor Play 
Whenever weather is appropriate, we will be going outside to play and to get some fresh air.  We have a fenced playground area that has age-appropriate play centers. Children will be spending time outdoors for play whenever the temperature is 25 degrees or above. If your child has a medical reason and cannot go outside, we must have a note signed by their doctor stating the reason and duration.


[bookmark: _Hlk200352243]Guidance & Discipline 
As stated in the Indiana Rules for Licensing Child Care Centers, “Discipline means the on-going process of helping children to develop self-control for self-management while protecting and maintaining the integrity of the child.” All forms of discipline are viewed as part of a comprehensive approach to behavior support designed to teach, nurture, and encourage positive social behavior. Children will be respectfully guided by using POSITIVE correction first.  This will be done by using statements such as: “Use your indoor voice” or “Let’s use our walking feet.” Children will be re-directed from unacceptable activities/behaviors to ones that are appropriate.  Example: “It’s not okay to pull Tommy off the bike.  What can we do until it’s your turn to ride?” CAPELC will provide daily activities appropriate to age, developmental needs, interests and number of children present in both active and quiet play for indoor and outdoor play. It is not our policy to use corporal punishment. For preschool-aged children, the “Be By Myself” area will be used when a child’s behavior indicates harm to him/herself, others or to the classroom environment.  At the beginning of the school year, the “Be By Myself “area is introduced to the children. Toddlers may be re-directed as their highest level of discipline. In cases of consistent or more severe misbehavior, parents will be contacted so that we may develop a behavior plan together. We will not permit children to interfere with the learning process or safety of our staff or other children.  If the challenging behavior continues, the Center Manager will contact the family to create an action plan for the child.

Communication 
Communication is important.  Upon enrollment you will be entered into our secure child care management software system called Brightwheel.  This will be our main mode of communication for basic information.  You are also welcome to call CAPELC at 765-569-3848 or email CAPELC@capwi.org. If an email is not answered within 48 business hours, please call the Center Manager at 765-569-3848.  Any time parents or staff feel it is necessary, a conference can be scheduled with the parents, teacher and Center Manager.  Please like our Facebook page to stay informed of all our exciting activities.  We ask that you communicate to us any changes within the home or family which may affect how children feel or behave. If you have any questions, suggestions, or concerns, please bring them to our attention as soon as possible. 

Helpful Hints 
If you are experiencing separation issues, please inform the teacher that you will need assistance. Please remember it is easier for both you and your child to say good-bye and leave without hesitating. If the children cry the staff is trained in how to ease the fears and comfort them. It usually only takes a few minutes. You are always able to call and see how they are after you leave. Adjustment periods are normal, but they can be smooth if parents support the child with a positive, firm, and consistent approach. 

Suggestions 
We value your opinion and ideas.  Your suggestions are always welcome.  Working together to share and implement new ideas makes us better care givers, teachers and parents.  Suggestions and ideas should be submitted in writing to CAPELC@capwi.org.

Confidentiality 
It is our policy to keep all family and child information and records confidential. We will not share information with anyone. Any information we attain is solely used for educating and caring for you and your child. Please also be aware that even though your child may have told you about something someone in his/her class did, our staff members are not permitted to confirm the names of other children involved in a situation or incident.

General Information
· CAPELC is a tobacco, alcohol, weapon and illegal drug free facility.  
· CAPELC does go on fieldtrips from time to time. 
· As private property, anyone who chooses to enter our building or come onto our grounds is agreeing to abide by our terms regarding all weapon possession. Failure to comply will result in a polite request to leave the premises. Failure to leave the premises upon request will be treated as trespassing and law enforcement will be contacted.
· Should you invite a guest to come and participate with a function at our program, it is your responsibility to ensure that your guest is aware and willing to comply with these policies as well.
· 

Childs Name__________________________________________________


Parent/Guardian Signature Page 
*Please sign and return to the office
 
I, _______________________________________ have read and I agree to comply with all guidelines and requirements as documented in the Children at Play Early Learning Center Parent Handbook. I further understand and agree that as changes are made to the Parent Handbook, I will be advised of the change and that my signature below authorizes such changes unless I submit a written appeal to said changes.  Please sign below and return to your child’s teacher or the director. 


Parent/Guardian______________________________________________ Date_________________


Parent/Guardian______________________________________________ Date_________________


Parent/Guardian______________________________________________ Date_________________


Parent/Guardian______________________________________________ Date_________________

























[bookmark: _Hlk172706487]CAP (Children At Play)
Early Learning Center

EMERGENCY MEDICAL AUTHORIZATION

I, _____________________ parent/guardian of __________________, date of birth being________________, do hereby give permission to CAP Early Learning Center, Childcare Provider, to secure and authorize such emergency medical care, transportation and/or treatment as above-named child might require while under the supervision of CAP Early Learning Center. I further authorize said CAP Early Learning Center to administer emergency care/treatment as required, until medical assistance is available. I also agree to pay all costs and fees contingent of any emergency medical care and/or treatment for said child as secured or authorized under this consent.

NOTE:  Every effort will be made to notify parents immediately in case of emergency.  In the event of an emergency, it will be necessary to have the following information:

Child's Full Name___________________________

Child's Address_______________________________________

Home Phone Number______________________________

Parent/Guardian #1 Work Phone Number___________________________

Parent/Guardian #1 Work Phone Number____________________________

Any known allergies or medical conditions of child:

_______________________________________________________________

Medical Insurance Information

Name of Company_______________________________

Name of Member________________________________

Policy Number___________________________________

Group Number___________________________

Phone Number___________________________



Signature of Parent/Guardian__________________________________________


Signature of Parent/Guardian___________________________________________
CAP (Children At Play)
Early Learning Center

Safe Sleep Policies

All staff at CAP Early Learning Center will follow safe sleep recommendations for infants to reduce the risk of Sudden Infant Death Syndrome (SIDS), other sleep-related infant death, and the spread of contagious diseases: 
1. Infants will always be put to sleep on their backs until 1 year of age. 
2. Infants will be placed on a firm mattress, with a fitted crib sheet, in a crib that meets the Consumer Product Safety Commission safety standards. 
3. No toys, mobiles, soft objects, stuffed animals, pillows, bumper pads, blankets, positioning devices or extra bedding will be in the crib or draped over the side of the crib. 
4. Sleeping areas will be ventilated and at a temperature that is comfortable for a lightly clothed adult. Infants will not be dressed in more than one extra layer than an adult. 
5. If additional warmth is needed, a one-piece blanket sleeper or sleep sack may be used. 
6. The infant’s head will remain uncovered for sleep. Bibs and hoods will be removed. 
7. Infants will be actively observed by sight and sound. 
8. Infants will not be allowed to sleep in a car seat, stroller, swing or bouncy chair. If an infant falls asleep anywhere other than a crib, the infant will be moved to a crib right away. 
9. An infant who arrives asleep in a car seat will be moved to a crib. 
10. Infants will not share cribs, and cribs will be spaced a minimum of 3 feet apart. 
11. Infants may be offered a pacifier for sleep, if provided by the parent. 
12. Pacifiers will not be attached by a string to the infant’s clothing and will not be reinserted if they fall out after the infant is asleep. 
13. When able to roll back and forth from back to front, the infant will be put to sleep on his back and allowed to assume a preferred sleep position. 
14. Our child care program is a smoke-free environment. 
15. Our child care program supports breastfeeding. 
16. Awake infants will have supervised “Tummy Time”
By signing below, I understand and agree with these sleep policies.

__________________________________________		_________________________
Parent Signature						Date
CAP (Children At Play)
Early Learning Center
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Photo Release Form for Minors

I, being the parent/guardian of ___________________________________, hereby consent that the photographs or videos taken of my child during childcare while he/she is enrolled at CAP Early Learning Center may be used by CAP Early Learning Center in slideshows, emails, bulletin boards, brochures, childcare website (www.capwi.org), CAPELC Facebook page, newspapers, newsletters, etc. When any pictures of students do appear in/on any of the above media forms, there will not be any personal identification (i.e., student name).  Furthermore, I consent that such photographs and or videos shall be the property of CAP Early Learning Center which has the right to duplicate, reproduce, and make other uses as CAP Early Learning Center deems necessary.

_______ I give my permission to use my son/daughter’s photograph, etc. AS DESCRIBED ABOVE.

_______I DO NOT give my consent to have photographs of my son/daughter used by CAP Early Learning Center.

Name of Student ______________________________ DOB ___________
Signature of Parent ________________________________________________
Street Address ____________________________________________________
City, State, ZIP ________________________________ Phone __________

Please sign and return this to CAPELC. This form will be kept on file in the student’s permanent record.  Parents may update or make changes to this form at any time.



CAP (Children At Play)
Early Learning Center
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Child Attendance Schedule Agreement
Child's Name: ___________________________________________
Parent/Guardian Name(s): ___________________________________________
Start Date: _________________________
The CAP Early Learning Center is open Monday through Friday, 7:00 AM to 5:30 PM.
Please indicate the drop-off and pick-up times you can commit to for your child each day. This helps us ensure proper staffing and maintain licensing ratios.
	Day
	Drop-Off Time
	Pick-Up Time

	Monday
	_________________
	________________

	Tuesday
	_________________
	________________

	Wednesday
	_________________
	________________

	Thursday
	_________________
	________________

	Friday
	_________________
	________________


Please Note:
· Drop-off before 7:00 AM or pick-up after 5:30 PM is not permitted.
· If your schedule changes, please notify the Center Manager as soon as possible.
· Repeated early drop-offs or late pick-ups may result in additional fees or jeopardize enrollment.

By signing below, I agree to the schedule above and understand that the center staff is scheduled based on the times I provide. If I arrive earlier or later than the agreed-upon times, it may create staffing issues, as staff may not yet be on-site or may not have been able to be dismissed for the day as scheduled. I understand that consistent adherence to the provided schedule is essential for maintaining proper ratios and ensuring quality care.
Parent/Guardian Signature: _______________________________

Date: _______________
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