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HOURS OF OPERATION 

Because of the many different working schedules, I have tried to be flexible in the hours that a 
parent needs to drop-off and pick-up their child. Below are the standard hours that my home 
will be available. Please note that hours will be adjusted and contracted according to each 
parent’s need. These hours will be reflected in the “Parental Agreement”. 

**Day and night hourly rates are separate. An example would be: if you contracted for the hours 
of 2:00 p.m. to 10:00 p.m., you would pay the hourly day contractual rate which would end at 
6:00 p.m. An additional 4 hours for a nightly rate would be charged at $6.00 an hour to be added 
to your contractual rate or you may elect to pay the $90.00 a week nightly rate. Add $10.00 to 
this rate for infants ages 0 to 6 months. 

 

Day Schedule      Night Schedule 

Monday 6:30 a.m. to 6:00 p.m.  Monday  6:30 p.m. to 6:00 a.m.  

Tuesday 6:30 a.m. to 6:00 p.m.  Tuesday 6:30 p.m. to 6:00 a.m. 

Wednesday 6:30 a.m. to 6:00 p.m.  Wednesday  6:30 p.m. to 6:00 a.m. 

Thursday 6:30 a.m. to 6:00 p.m.  Thursday  6:30 p.m. to 6:00 a.m. 

Friday  6:30 a.m. to 6:00 p.m.  Friday   6:30 p.m. to 6:00 a.m. 

Saturday 6:30 a.m. to Noon   Saturday  By appointment only 

Sunday  By appointment only   Sunday  By appointment only 

 

ADJUSTMENT  

What is normal: It is normal for your child to have some fears about being away from you. 
Children, like adults, need time to get used to new situations. Try to prepare your child for the 
changes as far in advance as possible. Discuss any concerns. Talk about some of the new people 
your child will meet and the new things your child will do. If you are enthusiastic, soon your 
child will be too.  

First Experiences: If this is the first time your child has been separated from you, it is natural 
for him/her to be hesitant. A cheerful good-bye kiss, a smile, and a reassuring word that you will 
be back after work is all you need to do. I will take it from there.  

Please do not sneak out when your child is not looking.  

Usually the child will settle down shortly after you leave.  

Common Behaviors: Depending on their age, some children will "act out" their feelings by:  

Á Clinging to you and refusing to let go  

Á Having tantrums  

Á Forgetting their toilet training 
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Á Not eating  

Á Waking up at night or having bad dreams  

Á Bed-wetting  

Á Expressing desire to stay home  

 

WHAT TO DO:  

Usually these problems are temporary. If your child is treated lovingly but firmly, this behavior 
should go away. Please feel free to call the Cozy Cubbies Home Childcare when you arrive at 
work. Chances are that your child will be busy playing and you can relax and concentrate on 
work. 

In addition, we offer computer monitoring so that you can log in and observe your child during 
day-time business hours. 

FEES 

Registration Fee $35.00 onetime fee 

Daycare Services – 6 mos. to 8 yrs. (Add $10.00 to 
the weekly fee if child is not potty trained) 

$125.00 weekly – paid every Friday 

Daycare Services – 0 to 6 mos. $150.00 weekly – paid every Friday 

Evening Services –  (Add $10.00 to this weekly fee if 
child is not potty trained) 

Part-time nights 6:00 p.m. to 10:00 p.m. 

$90.00 weekly – paid every Friday 

 
$6.00 an hour (call for details) 

Monday through Friday Services – By hour $7.50 per hour 

Drop-off Service $7.50 per hour 

Late Fee $5.00 for every fifteen minutes 

Saturday Fee $8.00 per hour 

Sunday Fee (1-3 Sunday only by appt) $10.00 per hour 

Holidays $10.00 hour 

NSF Returned Check $35.00 per check 

Late Fee A late fee of $25.00 will be added if your weekly fee is 
not paid by Tuesday of each week. A $10.00 additional 
fee for every day after Tuesday the payment is not 
received. 
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Discounts: 

A $20.00 per week discount fee for each additional full-time child in daycare from the same 
family (must be in the same household).  A $5.00 per week discount for a part-time child or 
after-school child (Part-time is considered 15 hours a week or less). 

 

Registration Fee: 

The registration fee is due before the child attends the daycare or night care service. The 
weekly daycare and night care service fee is to be paid in advance (every Friday), prior to the 
child’s attendance. You may pay this fee in person or online through the paypal service. If the 
fee is not paid by Sunday night, your child will not be admitted Monday morning, and you will be 
charged a two-week termination fee, since it will be assumed that you have terminated the 
enrollment. 

Parents that are paid twice a month may make arrangements to pay at that time. 

 

 

 

 

 

 

ENROLLMENT 

A child will be considered enrolled in Cozy Cubbies Home Daycare when the following is 
received: 

Á Enrollment Fee of $35.00. This fee is non-refundable 

Á Signed Contract  

Á First week’s tuition  

Á Family Childcare Admissions & Arrangements Form  

Á Immunization Record  

Á Your child supplies  

Care can only be provided when all the above is complete. There is a checklist provided in 
Appendix A.  

It is the parent's responsibility to update forms as necessary (i.e. new vaccinations, change of 
address/phone number or employer). Forms will be verified on a yearly basis.  

 

 

10% Off 1st Month of Enrollment 
You will receive 10% off your child’s full-time day,  

or after-school attendance for the first month. 
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WELLNESS POLICY 

Cozy Cubbies Home Childcare is a "Well Child Care Daycare"! This means if your child is not 
feeling well, for whatever reason, you must make other arrangements for their care until they 
are feeling well, and no longer contagious.  

Do not bring your child(ren) to childcare if your child is suffering from one or more of the 
following conditions:  

Á Severe coughing   

Á Unusual or unexplained loss of appetite, fatigue, irritability or headache.  

Á Any discharge or drainage from eyes, nose, ears or open sores.  

Á Difficulty in breathing wheezing or a persistent cough.  

Á A fever over 100 degrees F/37.8 degrees C orally or 99 degrees F/37.2 C under the arms.  

Á Infected skin or eyes or an undiagnosed rash.  

Á An intestinal or stomach disorder, including diarrhea, cramps, loose stool, nausea or 
vomiting.  

Á Severe itching of body and scalp.  

Á Head lice 

 

If your child has a common cold - slight cough, sneezing, or a runny nose, you can bring them to 
childcare. However, when the cold reaches the point when your child will not play, cries, 
whines, wants to be held constantly, or has a continuous cough, you will be required to keep 
your child home 

If a child is brought "too sick”, you will be phoned to pick up your child and allowed 1 hour to 
make other arrangements.  

Children with known or suspected communicable diseases can not come back into care until they 
are symptom free for 24 hours.  

If they are too sick to go outside, they are too sick to be at childcare. 

This wellness care policy is for the benefit of all at the Cozy Cubbies Home Daycare as healthy as 
possible.   

If you bring your child to childcare ill, and you can not pick your child(ren) up in within 1 hour 
from the time we notify you, then a $20.00 sick child care fee will be charged to you in addition 
to your regular fee.  

If your child becomes ill while at daycare, no extra fees will charged, provided you pick up 
your child within 1 hours of the time we notify you of their illness. If you cannot pick your 
child(ren) up in that time frame you will be charged $20.00. 
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 If your child is ill enough to require Prescription medication such as: 

Á Pink Eye 

Á Strep Throat 

Á Bronchitis 

Á Pneumonia 

Á Or any other contagious disorder 

 We will require you to keep your child(ren) home until he or she has been on medication for 48 
hours and they are no longer contagious. Children who become ill with any of the above 
symptoms will be returned home.  

We DO NOT administer any kind of medication to your child without a doctor's certificate. 

We appreciate your cooperation with this policy. If you have any questions about whether or not 
your child should attend daycare that day, please call me before bringing in your child. In the 
event of a communicable disease, the parents shall be informed to seek alternate childcare 
during the illness time period, for the benefit of the other children.  

A doctor's note of wellness shall be required stating the child is fully recovered and may resume 
participation at the Cozy Cubbies Home Daycare.  

 

CLOTHING AND POSSESSIONS  

Parents should ensure that children wear appropriate seasonal clothing and are prepared for the 
weather. i.e. boots, shoes, mitts, summer hats, suntan lotion, etc. as the children will spend a 
portion of the day outside, weather permitting.  

The children are encouraged to participate in games and activities, and will have a more 
pleasant and enjoyable time if they are wearing comfortable clothing. Some activities may be 
messy; children should be dressed appropriately, in comfortable, washable clothing. "Good 
clothes" should stay home. If you need to take your child somewhere after you have picked them 
up, please tell me in advance and I will change their clothes and comb their hair.  

Bring the “ Good Clothes” on a hanger. I will hang them up and have your child ready at the end 
of the day. Please be sure to label all clothing and possessions with your child’s name.  

Do not send toys with your children except on show-n-tell days. The daycare cannot be 
responsible for lost, broken, or stolen, personal property. Daycare children may bring a small 
cuddly toy and blanket if they prefer to use during naptime for additional comfort. This will be 
put up until that time so that it does not cause any fights or become lost.  
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MEDICATION 

The parent must sign a medical consent form before I am permitted to administer prescription or 
non-prescription medications to your child, in addition to having a doctor's note on file. This is in 
accordance with provincial regulations. The parent/guardian is required to provide:  

Á Written authorization with instructions for administering the medication;  

Á The medication in the original container clearly labeled with the child's name and drug 
name, dosage and time(s) of administration.  

Á The "Administration of Medication" form will need to be completed prior to administration 
(see appendix A). 

 

PROVIDER ILLNESS 

Caring for many small children may place my health at risk of illness. It is unlikely I will have to 
temporarily close Cozy Cubbies Home Daycare due to an illness in my family but it is possible. I 
understand you will have to pay someone else to care for your child, therefore payment is not 
required when I have to close due to an illness. In this situation, I will adjust your contracted fee 
by deducting one day’s fee for each day of illness. Although we will assist in finding another 
daycare facility to accommodate you, it is the parents' responsibility to find other childcare 
arrangements. Please have a backup plan ready. 

 

NUTRITION  

Good eating habits are established early in life. By making mealtime pleasant, offering a variety 
of foods, and encouraging children to try new foods, we can help foster these ideals.  

I will provide all food and beverages in accordance with the Child Care Food Program, which is 
governed by the Child and Family Services of Texas. The exception to this will be infant formula 
and jar baby food, which the parent will supply. Please view our monthly meal planner on our 
website at: cozycubbiesdaycare.com. 

 

A SPECIAL DIET-STATEMENT  

If your child has a special diet, it will be your responsibility to supply foods or meals.  

Breakfast is served to children who arrive before 8:00 a.m.  

Lunch is served at 12:00 noon to 1:00 p.m. each day (this is a hot meal)  

Snack is served at 4:00 p.m. (4:00 p.m. for children in the after-school program).  

Evening snack is served at 7:30 p.m. for overnight children 
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If you would like to bring something as a treat, please let me know at least before daycare 
begins that day so I may plan our snacks accordingly. The treats must be supplied for all the 
children.  

 

SAFETY 

Smoke alarms are located in each room of the home and are tested once per month. There is a 
401b ABC Fire Extinguisher located in the kitchen and a 10lb abc fire Extinguisher located in 
every room of the house. In addition, fire drills will be practiced once per month.  

All poisons and medicines are kept in a locked cabinet out of the reach of all children.  

First aid kits are kept in the home.  

The outside play area is fenced in and free of any garbage, poisons, or other hazards.  

Emergency numbers (police, fire, poison control, 911) along with all parent numbers will be 
clearly posted by the phone.  

I will only release your child to you or someone else you designate (See appendix A). If someone 
else is to pick up your child, their name must appear in our pick-up log. A verbal notice must be 
provided in person and not over the phone.  

Please inform emergency contacts, or people designated to pick up your child, that if I do not 
have them registered on the pick-up log, then I will not release the child to them. I will not let a 
child leave without a parent’s verbal permission (in person), even if that person is listed as one 
of your designated pickup people.  

If I am not to let your child leave with a parent due to custodial issues, I must have a written 
court order document supporting this action. If conflict arises or dispute of a parents right to 
pick up the child, then the police will be called to make that determination. 

 

EMERGENCY  

If your child is injured while under my care, I will provide First Aid treatment. I am certified in 
both CPR and first aid by the American Heart Association. If your child is not breathing, 911 will 
immediately be called before CPR is administered. Once the child has regained breathing, the 
parent will be notified and the child must be picked up as soon as possible for further evaluation 
by a doctor.  

If I am unable to contact a parent, your alternative contact person and/or family physician will 
be called. In the case of emergency transport, I will call an ambulance, which will bring your 
child to the nearest emergency facility where you or another guardian will meet the child. Any 
expenses incurred in this situation will be the parent/guardian's responsibility. Please complete 
our "Emergency Consent" section of the Registration Form in Appendix A.  
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BEHAVIOR AND DISCIPLINE POLICY  

Cozy Cubbies Home Daycare practices prevention. We will try to catch a problem before it 
happens. We believe "An ounce of prevention is worth a pound of cure" - Benjamin Franklin. 

At Cozy Cubbies Home Daycare, we believe in positive discipline for children rather than 
punishment. We will praise the children highly for good behavior, with verbal praise and extra 
privileges. This will help the child understand which behavior is good and which is bad. In this 
manner, the child understands which tasks and behaviors are desirable from them. An example 
would be: “Good boy Sam. I like it when help me clean up the blocks.” Or “What a big girl, you 
are Judy. I am so happy you went potty by yourself. I am so proud of you. Give me hugh.” I have 
found this works very well with young children. 

When children exhibit negative behavior we will:  

Á Tell them gently but firmly that their behavior is unacceptable  

Á Redirect them (show them what is acceptable)  

Á Talk in private with the child about their behavior.  

Á Take away privileges  

Á As a last resort, a time out to quiet area in the room. This gives the child a chance to cool 
off and think things over. 

I try to stress two main patterns of behavior: respect for others, and respect for property.  

As a result, I do not allow children to hit or shove other children or verbally abuse them. 

I also stress that they treat material possessions (theirs or mine) with respect.  

If hitting or physical abuse occurs between children, they will be counseled and immediately 
placed into time out for their own reflection of the situation.  

If a child continues to abuse a certain toy, the privilege of playing with that toy may be taken 
away from them 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 the day.  

For example, one day I catch the children throwing the tools and climbing on the workbench. I 
remind them that the workbench was not to be played with in this way, and they continue by 
turning it upside down and climbing on it that way. The workbench will be "closed" for the rest 
of the day, and the next day we hopefully have no problems with it. If a child continues to 
behave inappropriately, I will talk to you about it.  

Children are never punished for lapses in toilet training or for accidents (spilled milk, for 
example). In the case of the latter, I will have the child help me clean up, if possible, not for 
punishment, but to help teach responsibility. This statement sums up my policy: "Punishment 
that is humiliating or frightening to a child, such as hitting, spanking, shaking, or verbal 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.  
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INFANTS 

There is no such thing as a bad or naughty baby! They do not understand rules or consequences. 
A safe environment is provided to prevent problems by: 

Á Removing and keeping the child away from harmful areas  

Á Saying "no" in a calm, but firm manner when they are in danger  

Á Child-proofing areas where infants play 

Á Helping older children understand what things need to be kept away from babies and why 
 

DIAPER CHANGING 

If your child is in diapers and you discover that she/he has soiled their diaper before you drop off 
your child, it is your responsibility to change that child before you bring them to the home 
childcare. You may use my changing room if your desire. It is not the childcare providers 
responsibility to add another changing of diapers immediately after parents drop off their 
child(ren). Parents knowing that their child is soiled takes advantage of the childcare provider 
and strains the childcare/parent relationship.  

 

PICK-UP TIMES AND LATE FEES  

Because my home childcare facility is a 24 hour operation, it is important that you pick up your 
child at the designated contractual time that you agreed upon. It should not be assumed that 
because there are early morning children present, you may drop your child or children off ahead 
of your contracted time period. Each parent agrees to a specific time period, which reflects in 
their parental fee agreement.  

There is a $5.00 late fee for every 15 minutes delay in picking up your child. This late fee is 
payable at the time of pick-up.  

Please remember that each family is contracted for a specific set of hours. This means that if 
you are contracted to have your children here from 6:30 a.m until 6:00 p.m. and you arrive to 
pick your child up at 6:01 pm, you are considered late. However, for emergencies only, there is 
a 14-minute grace period, but promptly at 15 minutes late; the $5.00 fee will be charged. This 
grace period is not to be used on a regular basis. 

Please also keep in mind that this grace period is setup for emergencies situations only. It is not 
to be used on a regular basis.  

Late fee will be waived due to unforeseen weather such as an ice storm or very heavy rain. I 
would rather have you here safe than have you risk your life to get here on time! Late fees for 
parent’s employed unexpected overtime are payable at the pick-up time of the day the parent is 
late. 
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OVERTIME RATES ARE AS FOLLOW 

$5.00 for every 15 minutes over the scheduled pick-up time. The first 14 minutes will be waived. 

If any child need to come earlier than the scheduled 6:30 a.m. opening of the Cozy Cubbies 
Home Daycare, it will be handle on a case by case basis. 

 

NSF CHECKS FEE   

NSF checks will charged a $35.00 fee along with any expenses it may incur. 

After the first returned check, only cash may be accepted. Should I need to resort to legal action 
to collect any fees; all legal/court costs incurred on my part will be the parent's responsibility 
and will be billed accordingly). 

 

TAX INFORMATION:  

I will give you a detailed report at the end of the year for all payments made for tax purposes. If 
you need a weekly receipt, please let me know. 
 

SUPPLY FEES 

A $10 supply fee will be due in both January and November per child. This will supply arts and 
crafts materials and other supplies. 

 

SUPPLIES NEEDED FOR YOUR CHILD 

Á Pictures of your family and pets for a book made for your child. 

Á Tooth brush 

Á Hair brush 

Á Sunscreen for kids (in summer) 

Á Insect repellent for kids 

Á Two changes of clothing, which consist of: 

Á 2 pairs of panties or underwear, 

Á shorts and pants, 

Á long sleeve shirt or short sleeve shirt 

Á sweater 

Á 2 pairs of socks 

Á Swimsuit (for summer only) 
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Á Extra pair of shoes (summer only when beach and swimming trips are planned) 

 

If your child is not potty trained you need to supply: 

¶ Baby wipes 

Á Diapers or pull-ups 

Á Balmex or desitin 

Á Parents with infants need to supply  

Á Formula or breast milk 

Á Baby food 

Á Pacifiers (Pacifiers must confirm to the better housekeeping and child protection act) 

Á Bottles for a daily supply 

 

PETS 

Parents please be aware that I do own two cats and one dog. All of my animals have their shots 
and have been cleared by Child and Family Services. 

  

LEAVE OF ABSENCE:  

In the case of seasonal employment or medical leave (only), you will be responsible for 1/2 of 
your contracted weekly rate, not to exceed one week. This only applies to spring break and the 
summer months. This is to hold your child's spot in the childcare until she/he returns. You may 
be allowed to use that time as drop in care with 24 hours notice, providing I have room available 
at your requested time. Failure to pay this fee on time will result in termination of care.  
 

MY VACATION  

I will be taking one (5 day) of unpaid vacation per year. Parents will be notified at least 30 days 
in advance of my vacation days. 
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MY HOLIDAYS: 
These are the holidays that Cozy Cubbies Home Daycare will be closed:  

Á 4th of July 

Á Memorial Day 

Á President's Day 

Á Martin Luther King's Birthday 

Á Thanksgiving Thursday and Friday 

Á Christmas Eve  

Á Christmas Day 

Á The day after Christmas 

Á New Year's Eve after 3:00 p.m. 

 

These are the holidays that Cozy Cubbies Home Daycare will be open at a special fee of $10.00 
per hour: 

Á Memorial Day 

Á Good Friday 

Á New Year’s Eve 

Á New Year’s Day 

If you choose to keep your child home, this holiday will be deducted from your regular fee. 

 

YOUR FAMILIES VACATIONS  

When you go on vacation, you will be responsible for the full weekly fee. Families that are with 
my childcare for more than 1 year may receive some reduction of their fee for that period.  
Paying the full weekly fee will hold your child's spot in the childcare until s/he returns.  

STRIKES AND LAY-OFFS  

These situations can be difficult for any family. If you do not need daycare for an indefinite 
period of time, yet do not want to lose their child's daycare placement, I am willing to make the 
following provisions one time for each family. 

Parents will be given four consecutive weeks or 30 days in which they pay one-half their usual 
rate, strike or lay-off situations. Any time after this four-week period, the full-time weekly 
amount to hold your child's placement will take effect. As this affects my family's income, please 
let me know if any of these situations are imminent as soon as possible, (in confidence if you 
prefer).  
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TERMINATION  

The parent must give a 14-day written notice to Cozy Cubbies Home Daycare when taking 
the child out of my care. It is clearly understood, and signed by the parent in the òParent 
Agreementó, that if this notice is not given accordingly to this bylaw, the parent will be 
responsible for paying the full 14-day childcare fee. Failure to pay this penalty will result in 
me reporting you to all three credit agencies, which will stay on your credit file for seven 
years as a default in . 

If I am terminating our contract, I will try to give at least one weeks’ notice of termination to 
the parent(s). However, if the child’s behavior is such that it jeopardizes the well-being of other 
children within my care, I will not give the parent any notice and the child will be asked to leave 
immediately.  The provider has the right to terminate the contract at any time if they feel it is 
in the best interest of the childcare. 

Examples of why I would terminate your child's care include (but may not be limited to):  

Á Failure to complete required forms. 

Á Failure of parent to pay.  

Á Lack of parental cooperation. 

Á Failure of child to adjust to the daycare after a reasonable amount of time.  

Á My inability to meet the child's needs without additional staff. 

Á Physical or verbal abuse of any person or property. 

Á Gross misconduct on the parent or child. 

Á False information given by parent either verbally or in writing. 
 

 

IF YOU LEAVE COZY CUBBIES HOME DAYCARE AND DO NOT COME GET ALL OF YOUR 

CHILDôS ITEMS WITHIN 30 DAYS THEY WILL BE DONATED TO MISSION ARLINGTON. 

 

ABSENCES  

If your child will not be attending day or night care for any reason, we must receive a phone call 
before 7:00 a.m. (days) or 6:00 p.m.(nights).  
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PARENTAL INVOLVEMENT 

There will be times and ways you can get involved in your child’s care experience.  You are 
welcomed to visit anytime without prior approval to observe the following: 

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

Á Helping your child prepare for “Show and Tell” 

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

Á Helping by bringing requested recycled items for art and craft projects . 

Á Volunteering to accompany day trips. 

 

BIRTHDAYS  

All birthdays will be specially acknowledged once a month. We will provide a small gift and we 
will sing Happy Birthday. Parents are welcome to attend and may take pictures of their child 
celebrating with their friends at daycare. They may also wish to contribute goodies for all the 
children. Sorry, no other people may be invited.  

 

PHOTO TAKING  

Documentation of my daycare activities is part of Cozy Cubbies Home Daycare program. In this 
way, we can document our experiences with our pictures and discussion groups. Also, I will post 
pictures on promotional material. Parents will be required to complete the attached 
"Photographs" section of the Registration Form unless special circumstances prevail. See 
Appendix A. 

 

SUSPECTED CHILD ABUSE POLICY  

If I have reason to suspect abuse or neglect of a child, I will report this concern to the State of 
Texas as required by law. I will also write up a report for our files.  

My responsibility is to report suspicions/disclosures, not to determine if abuse has occurred. Our 
primary concern is for the safety and well-being of the child. Child abuse Hotline 1-800-254-5400 
www.tdprs.state.tx.us   

The Child and Family Services local licensing number is: 800-252-5400 or 817-321-8604. 

Parents have the right to view new standard rules and recent inspection report at the following 
website: www.tdfps.state.tx.us 

 

http://www.tdprs.state.tx.us/
www.tdfps.state.tx.us
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CUSTODY ISSUES 

If you are going through a custody hearing, please inform me if one of the parents is not allowed 
to pick up or see the child(ren). You will be required to bring in the court papers stating this. If 
there is any change in the legal custody of a child, the parent must provide written 
documentation confirming the change along with a copy of court papers. 

 

REFERRAL PROGRAM 

When I have an opening, I will let you know as soon as possible. I will let you know the time 
frame/age group, in order to enable you to participate in the referral program. I believe my best 
advertisement is a satisfied family. Therefore, if I fill a space in my daycare from a referral from 
one of my parents, I will grant you one week free for the first month of the new child’s 
attendance.  

 

WHERE DO YOUR CHILD CARE FEES GO? 

What does this include? 

Á Unconditional love and nurturing of your child – priceless 

Á Dependability  

Á Craft supplies: crayons, tape, scissors, markers, and paper, pipe cleaners, etc. 

Á Weekly reports on how your child is doing, what they ate, things they learned 

Á Nutritious meals and snacks according to the Child Care Food Program (and you know the 
price of groceries nowadays) 

Á Treats: things that might not be included on a normal basis. pizza, candy, and small prizes  

Á Toys, games, puzzles, books, chalkboards, movies, tricycles, cribs, bedding 

Á Training for provider: CPR recertification, Childcare training classes, nutrition classes, 
daycare safety, abuse training, etc. 

Á Birthday and Christmas gifts: each child has their own birthday party and we have a 
Christmas party. We even have parties to celebrate other holidays or themes, or a party for 
no reason. 

Á An extra dishwasher load for daily sanitation of toys put in mouths of babes 
Utilities: electricity, heat, air conditioning, water, garbage, and gas. 

Á Furniture: wear and tear, cleaning, replacing, repairing rips or tears 

Á Cleaning supplies: for mopping the floor, doing dishes 

Á Computer maintenance 

Á Daily Food and snacks 

Á And the list goes on................. 
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EMERGENCY HOME EVALUATION 

In the event of fire or natural disasters of weather, where the children must be evacuated from 
the home. The process will be: 

¶ Children will be evacuated from the nearest internal exit of the home. 

¶ The evacuation point will be in the front yard by the large tree. In case of major fire to the 
home, children will be placed in my car, and driven to a safety point within one block of the 
home. 

¶ In case of tornado, children will be gathered in the bathroom or inner hallway of the home. 
This is the center point of the home. They will be made to sit down on the floor in a 
crouching position. 

¶ Parents will be called immediately. Parents have 1 hour to pick up children once they are 
called.  

¶ Evacuation procedures will be practiced every month. 
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Appendix A – Parental Forms 
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PARENTAL AGREEMENT         PAGE 1 

 

We/I, __________________________ have read the Parent's handbook and understand all of the 
requirements. We/I further understand that Cozy Cubbies Home Daycare has the right to 
terminate care if guidelines laid out in the handbook are not followed. 

 We/I also understand that We/I may view a copy of the regulations for child care by the state of 
Texas if We/I wish. 

We/I also understand that if said child becomes violent and or disruptive (including foul 
language) to the other children and a reasonable effort has not been given by both parties to 
correct it, the child can be asked to leave without notice. 

I, Trudy Julius also state that I am a Listed /Certified childcare provided for the Arlington, Texas 
area, in addition to being registered with the Texas Child and Family Services. I have had a local 
police criminal background investigation completed for myself and all other adults in the 
household.  

By signing this agreement, the parent or guardian agree to comply with all the terms covered in 
this contract and Parent’s Guidebook: The parent or guardian understand this is a legally binding 
contract. Persons signing contract are responsible for payment, and shall at this time enter into 
an agreement with Cozy Cubbies Home Childcare for the care of the parent or guardian 
child(ren)  

 
______________________ & ________________________. 
                                     Child(ren) Name  

 

Starting date: _______________ 
 

 A rate* of $ ________a week ____________a month 

 

Part-Time Rate (under 40hrs a week) at $7.50 hr at ______hrs a week  $________a week 

  

These rates will be charged regardless of the child's attendance. The contracted days and hours 
are as in the above contract 
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CONTRACT HOURS          PAGE 2 

 

Please indicate the hours (include a.m. and p.m.) the parent or guardian child will be left in the 
provider’s care below: 

 

Monday Tuesday Wednesday Thursday Friday 

 to   to   to   to   to  

 

 

* Rate effective beginning ____________________ 

 

If any of the following representations are found to be untrue, this contract will be terminated. 

 

 

 

   

Parent or Guardian Signature  Date 

 

 

 

  

Parent or Guardian Signature  Date 

 

 

 

Trudy Julius, Childcare Provider for 
Cozy Cubbies Home Childcare 

 Date 
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PARENT ACKNOWLEDGEMENT RECEIPT 

 

Form Title:  

(Please check one)  

Received  Did NOT Receive  

Parental Agreement    

Fee Agreement     

Parent Handbook    

Texas Child and Family Enrollment 

form  

  

Medical Emergency Treatment Form    

Medical Overview    

Administration of Medication    

Medical Insurance Information Form    

Instruction to Reach Parents / Guardian    

Travel Permission Slip    

Permission to Photograph Form    

 

 

By signing below, I acknowledge receipt of the above listed forms, and agree to abide by the 
terms and policies as outlined within them. 

 

   

   

Parent or Guardian 

 

 Date 

Parent or Guardian  Date 
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Fee Agreement 

 
At the time of enrollment, the undersigned parent or guardian understands that care will be billed 
at the weekly rate of $         ____per week, per child(ren). Based on care being provided Monday 
through Friday between the hours of ________________________or specified in the Parental 
Agreement. 

Payment is due each Friday in advance of the child’s attendance to the Cozy Cubbies Home 
Childcare facility. If payment is not received by Monday at 6:00 p.m. of each week, the child may 
not return to the daycare on Tuesday. In addition, a late charge of $25.00 for the first day late 
(Tuesday), and $10.00 each each day after the payment is not received.   

Cozy Cubbies Home Childcare has the right to refuse any child on the Tuesday morning that 
payment is not received. Repeated late payment is grounds for immediate termination. If a holiday 
falls on Monday, then payment will be due the previous Friday, consisting of four days of payment.  

It is understood that if the child(ren) are withdrawn from the Cozy Cubbies Home Childcare without 
a prior two-week notice by the parents, then the parent or guardian will be responsible for two 
weeks regular contractual fee paid to Cozy Cubbies Home Childcare. If this fee is not paid, then 
Cozy Cubbies Home Childcare will report this default fee to all credit report agencies and this 
fee will remain on your credit report for seven years.  

It is understood that the $35.00 registration fee is non-refundable. 

It is also understood that if the child(ren) is kept out of childcare on any day(s), that the parent is 
still responsible for that week’s payment. 

To summarize all fee agreement, please review and sign below: 

1. All daycare amounts are to be paid weekly, in advance of services provided. If you are paid 
every two weeks or monthly, we will gladly allow you to make payments accordingly. 
However, you must still pay in advance as stated. 
 

2. Payment is expected by Friday for the upcoming week; however, a grace period is extended 
until 6 p.m. Monday. 
 

3. On Tuesday morning, a $25.00 late fee will be added to your account with a balance due. 
Each day after, a $10.00 late fee will be charged. 
 

4. If payment of balance due and accumulated late fees are not paid by MONDAY at 6:00 p.m., 
following the delinquency, your child may not return for child care until the delinquent 
amount AND the next week’s daycare fee is paid. 
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5. A $35.00 fee will be charged for all returned checks. This fee must be paid with your next 
week’s daycare fee. 
 

6. Since we agree to hold a place for your child in our daycare, we cannot discount your 
weekly rate even if you do not bring your child in. You must pay the weekly rate even if 
your child only comes into our daycare 3 or 4 days of the week. 
 

7. Sick/vacation time is non-accumulating from year to year. Unused days cannot carry over 
from one year to the next. 
 

8. Upon withdrawal of your child from our daycare, any unused portion of that week’s tuition 
will not be refunded. Any paid tuition beyond the immediate week will be refunded. 
 

9. If you are withdrawing your child from my care, a two-week notice must be given. If this 
notice is not given, you are still responsible for a two-week fee. Failure to pay this fee will 
result in me reporting you as an unpaid debt to all credit bureaus. This amount will remain 
on your credit report for a seven-year period.  
 
 

I UNDERSTAND THE ABOVE RULES AND AGREE TO ABIDE BY THEM. 

 

 

     

Signature of Parent or Guardian  Social Security No.  Date 

     

Signature of Parent or Guardian  Social Security No.  Date 

  971668   

Signature of Childcare Provider  Lic. Number  Date 
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MEDICAL OVERVIEW 

List any special problems that your child may have, such as allergies, existing illness, previous 
serious illness, injuries and hospitalizations during the past 12 months, any medication 
prescribed for long-term continuous use, and any other information which caregiver’s should be 
aware of. An example of allergies would be elimination of peanut butter from the child’s daily 
food menu, or maybe your child cannot drink whole milk or be around cats or dogs. 
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MEDICAL EMERGENCY TREATMENT 

 

In the event of an emergency when we are not available, we authorize the administration of any 
medical procedures deemed necessary by our doctor, or if unavailable, by any other physician 
selected by my caregiver. My be given emergency treatment by a staff member at Cozy Cubbies 
Home Childcare, I also give permission for my child to be transported by car, ambulance, or Aid 
car to an emergency center for treatment, and agree Trudy Julius and Cozy Cubbies Home 
Childcare  will  not be held accountable. 
  

 

I hereby give ________________________________________permission to administer basic first 
                                                   Parent’s Name 

 

 aid and /or CPR to my child__________________________________________ and /or to take my 
                                                                           Child’s Name 

 

child_________________________________ to a hospital for medical treatment when I cannot be 
                                Child’s Name 

 

reached or when delay would be dangerous to my child’s health. 

 

 

Parent or Guardian Signature  Date 

 

   

Parent or Guardian Signature  Date 

 

   

Parent or Guardian Signature  Date 
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ADMINISTRATION OF MEDICATION 

The administration of prescription drugs is extremely important to your child’s health. In the 
event that I agree to administer prescription drugs, please list below what prescriptions your 
child is taking, the reason for the drugs, and the times that this drug must be administered with 
the proper dosage. 

 

Please note that I will not administer drugs that require needles. 

 

 
Child’s Illness 

 
Type / Name of Drug 

Times of Day to be 
Administered 

 
Dosage 

    

    

    

    

    

    

    

    

    

    

    

 

 

Parent or Guardian Signature  Date 

 

   

Parent or Guardian Signature  Date 

 

   

Childcare Provider  Date 
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INSTRUCTIONS TO REACH PARENT / GUARDIAN 

 

   

    

    

    

    

    

    

    

Name Address Phone 
Number 

Email Address 

   

 

EMERGENCY CONTACT PERSON(S) 

   

    

    

    

    

    

Name Address Phone 
Number 

Email Address 
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MEDICAL INSURANCE INFORMATION 

 

1. ___________________________________________________________________ 
                                  Doctor’s Name 

 
 
2. ___________________________________________________________________ 

                                  Address  
 

 
3. ___________________________________________________________________ 

                                  Phone Number 
 

 

SUBSCRIBERôS NAME:  ________________________________________________________ 

 

Type of Insurance:  ________________________________________________________ 

 

Policy Number:  ___________________________________________________________ 

 

 

 

Parent or Guardian Signature  Date 

 

   

Parent or Guardian Signature  Date 

 

   

Parent or Guardian Signature  Date 
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PERMISSION TO PHOTOGRAPH 

 

I,_______________________________________________________________ give permission for 

                                                (Parent or guardian name) 

COZY CUBBIES HOME CHILDCARE 

to photograph my child,______________________________________ for the following purposes 

                                                       (Child’s name) 

Type of Use: 
(Please check one) 

Grant Permission Decline Permission 

Still Photographs: 

Display in childcare’s personal scrapbook   

Display in facility’s scrapbook or bulletin 
boards, shown to current and 
prospective clients 

  

Display still photos on facility’s website    

Use still photos in promotional materials   

Videos: 

Give video to current parents   

Display video on facility website   

Use videos in promotional materials   

Other (please list): 

 

Only first names and possibly last initials (in the event of two or more children with the same 
first name) will be displayed on the facility website. 

I understand that it is my responsibility to update this form in the event that I no longer wish to 
authorize one or more of the above uses. I agree that this form will remain in effect during the 
term of my child’s enrollment. 

 

Signed: ___________________________________________                   Date:__________________ 

                                     Parent / Guardian 
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TRIP PERMISSION SLIP 

Periodically, we will take trips that may involve travel throughout the Dallas, Fort Worth area. 
During these times, we will require parents to give permission for their child to accompany us on 
these trips.  

Permission slips will be given to each parent or guardian when they pick up their child(ren).  

When trips are planned, we will post the trip on our website. Parents may be required to pay for 
admission fees to events or may be asked to volunteer in accompanying children to the event. 

Weekly, your child will be taken to the local library and to the park. Cozy Cubbies Home 
Childcare will not require you to sign a permission slip for these short trips. They will however, 
be posted on the website. 

 

SAMPLE PERMISSION SLIP 

The Cozy Cubbies Home Childcare has scheduled a trip to: 

 

 

On ______________________________________________ 
                                           Date 

 

By signing below, you are giving permission for ___________________________________________________ 
                                                                                                                         Child’s Name 

 

To accompany us on this trip. To cover admission fees, we require that you submit to us the following fee: 

 
________________________________ Please have all fees to us by___________________________________ 
Fee Amount                                                                                                    Date 

 

If you do not wish to have your child participate in this trip, please check the box below and make 
arrangements for your child service on that day. 

           I do not wish my child to participate in this trip and I have made arrangements for my child to be 
           kept at another facility for this day. 
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Appendix B – Important 
Contact Numbers 
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EMERGENCY CONTACT INFORMATION 

The following contact information can be very useful to both the parents and the child’s caretaker. Please 
keep these numbers handy for future reference: 

 

Police Emergencies 
911 
 

Texas Department of Child and Family Services – 24 hour Child Abuse Hotline: 
800-252-5400 

 

The Texas Department of Family and Protective Services ï Frequently Asked Questions 
1-800-252-5400 
https://www.dfps.state.tx.us/Contact_Us/Default.asp 

 

Emergency Medical Services – Arlington Memorial Hospital 
817) 548-6100 
www.texashealth.org  

 

Arlington City Fire Department  
(817) 459-5500 
www.ci.arlington.tx.us  

 

Arlington, Texas Poison Control Center  

1401 Ne Green Oaks Blvd, Arlington, TX 76006 
www.insiderpages.com/s/TX/Arlington/PoisonControlCenter 
800-222-1222 

 

https://www.dfps.state.tx.us/Contact_Us/Default.asp
http://www.texashealth.org/
http://www.ci.arlington.tx.us/
http://www.insiderpages.com/s/TX/Arlington/PoisonControlCenter
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Recovery Procedures 
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DISASTER RECOVERY OVERVIEW 

In order to prepare for disasters, the following outlines Cozy Cubbies Home Childcare procedures and 
guidelines.  Although we hope that disaster never happens in our area, pre-planning is a necessary step 
that must be taken to safe guard our children and my home. 

Please review the following procedures carefully and if you have any concerns, please contact the 
homeowner immediately.  

¶ Cozy Cubbies Home Childcare is owned and operated by:  
Trudy Julius 
 

¶ The address is: 
1428 Beckwith Drive, Arlington, Texas 76018 
  

¶ The childcare phone number is: 
817-468-0155 
 

¶ The homeowners cell phone home phone number is: 
 817-721-1398 
 

¶ In the event local lines are down, contact my out-of-state contact 
Son: 510-967-6222 
  

¶ The nearest cross street is: 
South Collins and Green Oaks 
  

¶ The types of disasters that could happen in this area are:  
o Tornado 
o Ice storm  
o Loss of power, water, heat  
o Fire – Structure   

 
Each action plan is listed with each type of disaster and roles of staff and parents for each type of disaster 
in Appendix C of this plan. The decision to evacuate is discussed in this portion of the plan also located in 
Appendix C.  
 
The two evacuation locations have been established and they are:  
 

� Just outside the childcare home, directly by the large tree in the front of the yard:  
 

 
� The meeting point away from the daycare center is:  

Fitzgerald Elementary School 
5201 Creek Valley Drive 
Arlington, Texas 76018 
Phone: 682-867-5300 

 
If evacuation to a shelter is necessary, a sign will be placed outside the childcare home alerting parents 
where the children will be located.  
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COZY CUBBIES DISASTER RECOVERY PROCESS FOR INTERNAL STAFF 

 
The below items are checked regularly to ensure that this home is prepared for disasters. The following 
procedures are followed by myself and my staff. 
 

¶  We have posted emergency numbers by every phone that is used for the childcare home.  

¶ We teach older children to call 9-1-1 if directed to do so by one of the staff.  

¶ All staff members have been trained to shut off all of the utilities to the daycare center. 

¶ Every staff person has a current First-Aid and CPR Card.  

¶ Our First-Aid Kit is located in the children's playroom on top of the fire extinguishers cabinet. 

¶ We have established two escape routes for each room used for the childcare home.  

¶ Our disaster plan is reviewed every six months or whenever a new staff person comes on board.  

We conduct fire and evacuation drills every month.  

¶ Our fire extinguisher is located:  

o One in the laundry room 

o One in the Children's playroom 

o One in the front room hall closet 

¶ We examine fire extinguishers monthly and recharge fire extinguishers as recommended by the 
manufacturer.  

¶ Our smoke detectors are checked monthly and the batteries are replaced annually.  

¶ We have one dedicated battery-powered radio in the daycare center. It does not have to be on all of 
the time, but does need to be readily accessible.  

¶ We have a list of adults other than parents who may pickup each child in the event a parent cannot do 
so. 
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Disaster Process - Identified by Each Type of Disaster  

Each disaster will be dealt with as follows:  
 

Tornado 

All persons including adults will be instructed to go to the hall way, which is located in the center of 
home. Each child will be instructed to sit close to the wall and the staff will cover or hold them close. 
  
As soon as the danger has passed, I will evacuate and conduct a basic damage assessment of my home.  
 
Evacuation will be done in an orderly fashion. If there is no fire or other life hazard, I will have children 
get their shoes and coats. If we cannot re-enter the building, we will evacuate to one of our meeting 
points listed on the previous page.  
 
Injuries will be dealt with by those trained in First-Aid. 
  
The childcare provider will take a portable/cellular telephone outside that enables her/him to change the 
telephone recorder. Sample messages like these can be put on the recorder to reassure parents:  

¶ "You have reached Cozy Cubbies Home Childcare. We are all safe; no one is hurt. We have 
evacuated the home to check for structural damage. Please pick up your child at (your 
regular time), (as soon as you are able) (immediately)." OR  
 

¶ You have reached Cozy Cubbies Home Childcare. We are all safe; no one is hurt. I have 
checked the building for safety. I am now spending time reassuring the children that 
everything is ok. Please pick up your child at your normal pick-up time."  
 

Windstorm/Winter Storm  
This type of disaster usually is forecast and not a surprise. 
  
The children should be brought inside and kept away from windows and in areas of the childcare home  
that are farthest away from large trees and power poles. 
  
If the power goes out refer to the power outage section of the plan.  
 
We will monitor radio bulletins and weather forecasts as often as possible.  
 

Ice Stroms 
This type of disaster usually is forecast and not a surprise. 

 If the power goes out refer to the power outage section of the plan.  

We will monitor radio bulletins and weather forecasts as often as possible. 

If the phones go out, we will check our cellular phone to see if it is operational. We will limit calls to 
emergency use only or to notify the parents. 

If snow accumulations increase rapidly, we will inform parents that the roads are getting bad in my area 
and remind parents to drive carefully.  

If our heat is not working, an alternative source of heat using the fireplace will be used. 
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Monoxide Detector in the home childcare  
¶ Children will be removed immediately until the local fire department can be contacted. 

¶ Parents will be notified immediately to come and pick up their child 

 
Loss of utilities  

Electricity - Loss of electricity is likely in many disaster situations. Planning ahead and being prepared will 
minimize disruption to the childcare. Having adequate flashlights will meet our needs for a short time. We 
will make sure that we check our flashlights on a regular basis. We will also store extra batteries.  

Water - At least 1/2 gallon of water will be stored for each child in attendance.  

Telephone - Landlines (telephone lines that come into our homes and businesses) will typically go out in 
certain disaster situations. After a disaster, we will check to see if our telephone is on the cradle and 
properly "hung up".  

 

Flood  

Heavy rains can cause urban flooding in Tarrant County. If our home is threatened by flooding, we may be 
ordered by law enforcement or fire officials to evacuate.  

¶ We will leave a sign on the door telling parents our evacuation location.  

¶ We will call parents, if able, to let them know where they can pick-up their children.  

 

Fire ð Structure or Wildland  

Of all of the possible disasters, fire is probably the most alarming to everyone in a home childcare.  
Evacuation is the highest priority. Only after everyone is safely out of the childcare home should 
extinguishing small fires be considered.  
 

¶ We will immediately call 9-1-1 to report the fire.  

¶ Everyone will meet at the proper meeting point (outside by the large tree in the front of the yard.) 

¶ Role shall be taken at the meeting point to ensure all are safely evacuated.  

¶ All staff will know where the extinguishers are located and how to use them. Only extinguish trashcan-
sized or smaller fires.  

¶ If there is danger of a fire, we will evacuate our alternate location.  

 

Chemical Release  

With the drilling of the oil and gas companies, hazardous chemicals can be released from these facilities. 
If this happens we may be told by the local law enforcement agency to evacuate the home. If this 
happens, parents will be notified immediately to come and pick-up their child. 

If we are unable to reach parents, we will place a note on the front door or window explaining that we 
were ordered leave the home and we will tell parents to get in their car and leave the area 
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Chemical Attack  

Terrorism events are possible in today’s world. We may be told by the Emergency Alert System via radio, 
television, or NOAA weather radio to evacuate or shelter-in-place. (Please note our evacuation point in 
this appendix)  
 

 
 

Daycare Center Disaster Supplies Kit  

To help us prepare for disasters, below is a list of items that we keep in our home: 
 

¶ Copy of all parent’s contact information  

¶ Copy of disaster plan 

¶ Infant formula and bottle  

¶ Whistle  

¶ Three days worth of food for each individual at daycare center  

¶ One gallon of water per person per day for three days 

¶ First Aid Kit 

¶ Extra clothing and diapers 

¶ Medication  

¶ Portable radio and flashlight  

¶ Large trash bags to act as rain ponchos or waste disposal  

¶ Manual can opener  

¶ Small amount of cash  

¶ Lightweight and compact blankets  

¶ Extra batteries  

¶ Hygiene supplies, such as toilet paper, diapers, wipes, and feminine products  

¶ Matches in a waterproof container  

 
 
 


