Kinder Mundo Parent’s Hand Book
OUR PHILOSOPHY

We believe that each child is a valuable, unique and individual. Each child benefits from a consistent, respectful, safe, loving, and stimulating environment which will encourage all aspects of development. We affirm each child's worth and seek to nurture them as individuals. 
Our goal is to help each child feel secure in a nurturing environment as an extension of the security of the home and family. Our well-trained staff strives to provide the kind of affection, respect, and personal concern. 

At Kinder Mundo, we provide quality childcare in a Spanish setting by using loving, creative, and purposeful means to train and nurture each child in our care.  Our concern is for the total personality of the child—physical, social, mental, emotional, and spiritual. Children’s cognitive development varies greatly. We believe in exposing the children to the various aspects of academics knowing that at some point as their little brains develop and mature, everything eventually will come together.

Requirements for Enrollment

     When you enroll your child there will be some necessary paperwork to be filled out. Examples of these are: medical forms (including verification of immunizations), medical release forms, field trip permission forms, etc. Kinder Mundo, LLC will make all this paperwork available to you and help you with any questions. There is an annual registration fee of $100 per family. All paperwork should be completed promptly and returned to Kinder Mundo, LLC. Parents will also get a copy of this handbook, the fees, and schedule for your child/children. After you have had a chance to read through these materials, let us know if you have any questions or concerns, then both parents will sign the parent’s handbook, the written agreement with fees, as well as the child's hours, etc.

Before you leave your child the first day, it is wise to make a visit with the child during regular daycare hours (mornings are best, since the children sleep in the afternoons). This way your child gets to see what happens in daycare and gives him/her a chance to meet the other children and teachers. Even if your child is just an infant it is a good idea to visit because you get to see how teachers interact with children. This visit is a good time to bring any items you wish to leave here (e.g., diapers, extra clothing, etc.) We are required to have a complete change of clothes for each child. If you do not leave a diaper bag each day you will need to leave a change of clothes in the school. 
No child will be denied enrollment on the basis of his/her race or religion. Kinder Mundo, LLC retains the right to deny enrollment if all the spots for a particular child's age group are filled. Kinder Mundo, LLC does not make it a policy to deny enrollment on the basis of a child with special needs and/or difficult behavior, however, if after talking with the parents of such a child our staff realize that they do not have the training, equipment, facilities, etc. to handle the child, Kinder Mundo, LLC will not accept or will withdraw the child from school. This is in the best interest of the child, since our goal is to meet the needs of each child. If our staff is not sure whether or not they could handle a special needs and/or difficult behavior child, we will be willing to try. The parents and our staff would have to evaluate whether or not this arrangement was working as we went along.



Termination of Day Care

     If for some reason you decide to stop bringing your child to Kinder Mundo LLC, we require an 8 (eight) week written notice. This will give us time to find a child to fill your child's spot. Payment is due for the 8(eight) week notice with NO EXEMPTIONS whether or not the child is brought to daycare. Any outstanding fees must be paid on or before the child's last day. If it becomes necessary for Kinder Mundo LLC, to resort to legal action to collect fees, the parent(s) will be responsible for legal fees incurred on our part.

If we can no longer watch your child for one reason or another, we will give you at least an 8 (eight) week notice. We understand that it is not easy to find day care. Examples of why Kinder Mundo LLC, would terminate your child's care include (but may not be limited to): 

· We decide to move. 
· Failure of parent to pay. 

· Failure to complete required forms. 

· Lack of parental cooperation. 

· Failure of child to adjust to the center after a reasonable amount of time. 

· Our Staff inability to meet the child's needs without additional staff. 



Payment Procedure

     You may pay by cash or check, but checks give you a record of your payment to check with Kinder Mundo, LLC figures at tax time. If a check is returned we will notify you and will ask for payment in cash. After the second returned check, Kinder Mundo, LLC will accept only cash. 
The first day of the month is payment day. If your child hasn’t been here by the 1st because of the days of the program, you are required to make an online payment. 

If your child misses school because he/she was sick, or on vacations, you are responsible to mail the payment.  There is a $25 fee for late payment after the 1st and $5 a day after the 3rd until tuition is paid.
 Daycare fees are charged on a monthly basis.  Any hours beyond the contracted hour will be added at from $6 up to $12/hour(depending on age) during operating hours and $20/hour after operating hours. 
Our operating hours are 9:00am to 4:30 pm

Parents are required to notify school at least 24 hours before that the child is going to stay extra hours, so we can ensure we have the required ratio and enough staff.
 It is important and necessary for you to pick up your child on time. A child whose ride is late experiences great anxiety. It is difficult for the child/children and for the teacher who often needs to prepare for the next class.  We understand that emergencies happen.  If an emergency occurs, take time to give us a call.  There is a $1.00 per minute fee per child if parents arrive late.
Each family is required to pay the tuition whether the center is opened or closed, whether or not the child is in attendance. Tuition ensures that the child's spot is held for him/her. 
Each family is required to pay full tuition, even if going on vacation. 
Kinder Mundo, LLC will give you a two-week notice of any changes in the fees or policies. At the end of each calendar year we will give you by request an itemized receipt, showing each payment you made throughout the year. You should check our school records against your records, and then you will sign the receipt and retain a copy for our records. Tuition will raise every year, no more than 10%.



Illness

     We ask that you have a back-up (someone you can call if your child is sick).  

Kinder Mundo, LLC will not care for a child who is feverish. If he/she has thrown up or had diarrhea within the last 24 hours please keep him/her home. If he/she has a green discharge from his/her  nose he/she must be on an antibiotic for 24 hours before he can attend. If your child is not feeling well, do not give him/her Tylenol to mask his symptoms. If your child throws up the night before and seems fine the next day, he/she is more than likely still contagious to the others. You must wait 24 hours. All the children use the same toilet and washroom and they often "mouth" the same toys. They are often very affectionate with each other and it is very difficult to keep a sick child from infecting everyone else.

Illnesses are defined as: 
· fever 

· conjunctivitis (pink eye) or "cold in the eye" 

· flu 

· unusual rash 

· severe cough 

· rapid breathing or labored breathing 

· severe cold 

· vomiting 

· yellowish skin or eyes 

· diarrhea 

· head lice 

· contagious illness of any sort which results in child being too ill to participate in daily activities 

Kinder Mundo, LLC will not accept the child for care if any of the above symptoms are present or have been present within the last 24 hours. If the child shows any of the symptoms while in care, we will remove him/her from the group and notify the parent or authorized adult to pick up the child. Parents have one hour from time of notification to pick up the child.

The child may return 24 hours after a temperature has returned to normal, 24 hours after the child is no longer vomiting, or 24-48 hours (depending on the illness) after the first dose of an antibiotic. If a child receives an antibiotic for an ear infection he/she may return to day care immediately if he/she has been free of other symptoms mentioned for at least 24 hours.

The child is welcome when he/she has only a mild cold (e.g. runny nose or mild cough), but is able to participate in the day's activities. We will not have make up days if  your child is sick, and full tuition still required.
Child accident insurance:
Supplement child accident medical insurance is provided as a complimentary service to reimburse the cost of medical treatment resulting from any injury to your child while in Kinder Mundo’s care. This is an excess policy only and parent’s health insurance remains the primary responsible party for payment for the cost of treatment for your child (ren). The maximum benefit will be $500. The policy requires $50 deductible for each accident and parents have 1 year after the incident to make such claim. Parents are responsible to initiate the claim, and get all the paperwork from Kinder Mundo LLC.


Medication

     If your child is on medication and it needs to be administered while he is at day care, the medicine must be in the original container and labeled with the child's name, doctor's name, name of medication, dosage, and when to be taken. We will also have a form for you to sign giving me permission to give the medication to your child. Medication will be administered at the time or with the meal you specify and a written record kept.



Injuries & Other Emergencies

     Minor cuts and abrasions suffered while at the center will receive proper care specifically; they will be washed with soap and warm water and properly bandaged. Treatment will be logged and I will tell you how and when the injury occurred. Kinder Mundo, LLC is also required to log any injuries, we observe on your child which have occurred outside of staff care.

If a medical emergency arises, Kinder Mundo, LLC will try to contact a parent first, unless doing so endangers the child's life. In that case our staff will take necessary steps, putting the child first (calling 911, hospital, doctor, poison control, etc.). If a parent is unable to be reached, our staff will keep trying until he or she is available.

In the event of a fire, we would evacuate the house immediately and gather outside. This will be practiced monthly, so the children are familiar with what to do. 

In case of an earthquake, we will proceed to go outside, looking for the safest spot away from the house, poles, or big trees. We will practice and teach the children to cover their heads and proceed with calm. 
If our lead teacher become unable to supervise the children during the day for any reason, our first choice for a back-up would be Malti Sharma. She is often here and the children know her. If she would be unavailable we would call another one of our backup teachers, Kinder Mundo LLC, would always leave your children in the care of someone with whom we would trust, and each person will have a background check, and follow training before leaving them with the children.
 In case of inclement weather, natural disasters, etc., listen to your local news for school closings/late openings. If Lake Washington Schools are closed or opening late we will follow the same. We will post information in our web page www.kindermundo.com as fast as we could, and/or send a massive email or text message if possible. We will not have make up days if we have to close due to bad weather, and full tuition still required


Sign In/Out procedures
     Each day upon arriving, the parent is required to sign his/her child(ren) in, noting the time arrived. A sign-in/out pad, pens, and a clock are all located by the door. This is to be followed by signing the children out when they leave. This gives us a written record of the child's attendance, hours, and who brought/picked up the child.

When you drop your child, please always make sure someone in our staff have seen your child. It’s pretty common for children to run behind parents, and if we haven’t see you dropping him/her children may end up outside school by themselves.

You must bring to school a clean pair of shoes, to use as INDOOR shoes. Every morning when each child arrives is the parent’s responsibility to change your child to indoor shoes. Our staff will assist them to change the shoes when it is time to go outside, and put them back on going in again. Please make sure you provide a clean pair of indoor shoes, as we want to keep the cleanest environment for your child/children.  

Parents, and any other visitors that can come with you, MUST TAKE THEIR SHOES BEFORE ENTERING THE CLASSROOM AS WELL.



Releasing Your Child

     Kinder Mundo, LLC normal procedure is to release the child only to his or her parents or someone else the parents designate. If someone other than the parent is to pick the child up, please notify ahead of time. A verbal notice is fine on that day if this person is on the list of those authorized to pick up your child. If the person is not on that list, our staff must have written permission to release your child.

One of the forms you are required to complete designates who may pick the child up if there is an emergency and you cannot contact us. Please make sure those listed are persons with whom you would allow your child to leave. Those on the list should also be people we could call in the event something happened and you did not show up to pick up your child.

Please inform your emergency contacts that if we do not know them and the child is too young to recognize them, our staff will ask for identification. We do not mean to offend them. This is simply a measure taken for the child's protection.



Days Off

     Kinder Mundo, LLC is going to follow Lake Washington School district holidays and closing days, this means school will be closed: New Year's Day, Martin Luther King, President’s day, Memorial Day, Independence Day (4th of July), Labor Day, Veteran’s day, Thanksgiving Day, Christmas Eve, and Christmas Day. Winter break will be the last 2 weeks of December.  In addition, If New Year's Day or any other Holiday falls on a weekend, we will take off the Friday before or the Monday after.  For all these days full monthly tuition still required.
In addition to these holidays, our school will be closed 2 days a year for training purposes, and 2 days a year for teacher conferences. Kinder Mundo, LLC will let parents know with 2 week in advance. For all these days full monthly tuition still required. 
Summer break: Kinder Mundo LLC will close the first week of August, for Summer break. Tuition won’t be charge this week. 
Curriculum

     Kinder Mundo, LLC incorporates an elaborate Spanish preschool curriculum into our daily activities for fun and to prepare the older children for school. Each month we concentrate on a different theme. Many of our activities revolve around this theme (stories, crafts, music, games, puzzles, etc.). Kinder Mundo, LLC is trying to set up the curriculum to repeat every two years, so that each child will receive the maximum benefit from each unit without growing tired of the subjects.

As part of this curriculum we have a daily "circle time" for the older children. The younger children are free to sit in, just observe, or to free play. During circle time we discuss something relating to our unit, talk about the days of the week (put numbers on a calendar) and the weather for the day. 



Infants & Toddlers

     Infants and toddlers will not necessarily follow the same schedule as the preschoolers. They are not capable of sitting still for circle time, may need a morning nap, etc. Infants are always fed on demand and toddlers usually eat meals and snacks with the older children. This is one reason our daily schedule is not "set in stone." While the older children engage in free play or nap our staff will try to take some time to play with the infants and toddlers (especially infants -- toddlers often play alongside the older children). Feeding time and diaper changing time are good times for interaction with infants and toddlers. Of course, children develop differently, and whenever these "wee ones" wish to join in with the older children (unless it is not a safe activity for them), they will be allowed.



Toilet Teaching

     When you feel your child is ready for toilet teaching, we will ask that you begin this teaching at home. Our staff will follow through and encourage your child while in our care. Please keep in mind that the activity level here can distract your child from responding to an urge to use the potty, more so than at your home. Therefore, our staff will continue to use diapers or pull-ups until your child can and will announce that he/she must use the bathroom (not just at home, but here, also) and can control his/her bladder and bowels for a few minutes beyond that announcement. When the child has reached this point, training pants may be used.

During toilet learning parents will need to supply: 

· three complete changes of clothing (socks included) 

· 5-ply training pants (6 pair per day)  

Do not bring your child in panties or underwear until he/she has naptime and bedtime control established.

We will also ask that during toilet learning, the child be dressed in "user-friendly" clothing as much as possible. The best items are shorts and pants with elastic waists, or dresses for girls. Try to avoid really tight clothing, pants with snaps and zippers, and overalls as often as you can. Your child will want to help pull pants, etc. up and down, plus clothing with too many "gadgets" makes it harder to get the child on the potty in time.
We take potty training very serious, and we will do it gladly for every child in school. However, if parents do not show consistency on the process we will stop completely, because this process is very hard and time consuming and it should be team work between teachers and parents.
After children are potty trained, children younger than 3 years old will be assisted to go to the bathroom.

Children 3 years old and up should be able to go to the bathroom, potty, wash hands and change by themselves.


Parental Involvement

     Obviously, you are not able to be present with your child the entire time he/she is in day care. There will be times and ways you can get involved in your child's daycare and preschool education. You are welcomed and encouraged to participate in any or all of these. Some examples of ways to be involved include: 

· Chaperoning on field trips. 

· Lending objects for units of study. 

· Coming and talking about your job when asked. 

· Helping your child at home with the concepts we are studying here. 

· Helping your child prepare for "Show & Tell" or "Mystery Box." 

· Helping to provide treats or other items for our parties. 

Naturally, you are welcome to drop in and visit or observe any time the center is in operation.



Discipline

     We try to stress two main patterns of behavior: respect for other people, and respect for property. As a result we don't allow children to hit or shove other children or verbally abuse them. We also stress that they treat material possessions (ours or theirs) with respect. There is a difference between playing hard, and using a toy for a purpose for which it was not intended. For example, books are for looking at, not tearing pages out of, and toy brooms are for sweeping, not for bashing the kitchen set with.

Occasionally children do not behave in respectful ways. Our first remind them of the proper behavior. If the behavior is repeated, a "thinking time" chair is used. The amount of time a child sits in "thinking time" varies according to his age. Most experts agree that one minute per year of age is the most effective length of time, but this amount will never exceed five minutes, even if the child is more than five years old. When his/her "thinking time" is up, one of our teachers will talk to the child (by now he/she has calmed down) and try to explain why that behavior was inappropriate. Our teacher might ask, "What might happen if we continue to throw toys?" The appropriate answers usually come out: something might get broken, the toy might break, someone might get hit by the toy. If a child still has not calmed down or is really belligerent at this point we will redirect him or her  with a quiet activity (book, puzzle, etc.). Our staff will skip the "reminder" and go straight to "thinking time" if the offense involves hitting or otherwise physically abusing another child. 

If a child continues to abuse a certain toy the privilege of playing with that toy may be taken away from him for a period of several minutes up to the rest of the day. If the whole group of children is engaged in this, the toy will be considered "closed" for a while.

 If a child continues to behave inappropriately, our staff will talk to you about it. Hopefully these two types of behaviors are ones you want your child to adopt, too, so they will be reinforced at home. If that is the case, we shouldn't have any major problems!

Children are never punished for lapses in toilet training or for accidents (spilled milk, for example). In the case of the latter, we will have the child help me clean up, if possible, not for punishment, but to help teach responsibility.

Punishment that is humiliating or frightening to a child, such as hitting, spanking, shaking, verbal or sexual abuse, withholding or forcing food or punishment for lapses in toilet training and other forms of physical punishment are prohibited. These forms of punishment will NEVER be used, even at the request of the parent.
Meeting with Teachers:

Meeting with teachers will be only by appointment to avoid disturbing the children and interrupting their routine.



Religious Practices
We feel that religious teachings should be left up to the parents.  However, every family is welcomed to talk about their religion, and teach us about it. Classroom will be decorated with different religious holidays such as Christmas, Hanukkah, etc. Songs, discussions at circle time, and crafts will be done during this dates. Any child, who does not want to participate, does not have to; however we will ask that they do not disturb those who want to. If you object to your child participating in any of these activities, please let us know.

We also usually have parties at Christmas, Easter, Thanksgiving, Halloween, etc. If you do not wish to have your child participate in these, please let us know too.
Non-discrimination policy:

Kinder Mundo LLC is committed to equal opportunity for all families without regard to sex, age, race, color, religion, creed, national origin, marital status, disability or sexual orientation. 


Meals and Snacks
       Lunch and snacks are provided at school. Our staff will warm up your child/children food if necessary. And 3 more snacks will be provided at 10am, 3pm, and 4:30pm. Milk, water and juice will be serving with snacks and lunch. Each snack includes food and a drink. Sweets may be included occasionally. Please do not send for snacks, chips, soda or candy our staff will not give it to your child. 
Kinder Mundo, LLC is a nut FREE environment; any food containing nuts products will be send back home, including peanut butter. If you wish to provide snacks at your child's birthday or another time, that's great! If you let us know a day ahead of time, it helps. If you ever need some ideas of nutritional snacks, let us know. 

Naps

      All children under the age of five are required by state law to have a rest time. We will provide a safe, warm, quiet place for your child to rest. Children will rest in cots or mats on the floor. A blanket and a sheet will be provided by you and these will go home once a week to wash them. A stuff animal or a small pillow can be brought at school only for rest time. The rest of the time will remain in your child’s cubby.  Children under the age of one year will always be in a crib or playpen. Children who wake up before the rest will be guided in finding a quiet time activity to engage, in that way will not disturb any sleeping children.

Children are not obligated to sleep, but they will have to lay down to rest quietly. 


Outdoor Play
      Please dress your child appropriately for the current weather, and in play clothes (with shoes that adequately protect the feet and are not slick-soled -- tennis shoes are a good choice). When the weather cooperates we will spend time outdoors, ranging from a walk when it is fairly cool to more time spent outside as the weather warms up. According to state law children are supposed to go out a little each day except for really inclement weather, but the weather will have to be fairly mild before our staff will  take the children. During Spring and fall our outdoor play will probably range from 10 - 30 minutes, and in the Summer it may be two or more hours long (maybe not all at once).



Indoor Play

      Indoor Play constitutes the majority of our play time (when the entire year is averaged). We provide a variety of age-appropriate toys for your child to play with. Since the ages of the children we have vary, all the toys Kinder Mundo, LLC has are safe even for the youngest. Children are not allowed to bring toys from home, usually causes other children to fight over that toy, and we cannot be responsible for any toy. Our toys indoors are rotated from time to time to prevent boredom and to supplement a unit of study, etc. ALL OUR TOYS ARE CLEAN AND SANITIZE AS NEED IT.
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