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Welcome 

Thank you for considering The Little Kingdom Family Child Care for your child! 

We offer a balance of important preschool skill experiences for children ages 18 months 

and older. You know your child and their needs better than anyone else in the world.  

It is our objective to develop a partnership with you, to provide the best care possible for 

your child. We truly hope that your child care experience will be a positive one. This 

handbook is intended to clarify our philosophy and principles and describes the 

conditions under which we agree to provide care for your child(ren). 

 



 3 

Qualifications 

We understand the tremendous need for quality child care and this is why we both 

decided to make a career change and work in the very important field of early childhood 

education, specifically family child care. The Little Kingdom Family Child Care has been 

licensed by the Department of Social Services, Community Care Licensing Division 

(facility #414001142) since May of 2001. 

 

Cassandra Robinson is the Director. Her background with children consists of being a 

parent of two, and close to 15 years of commitment teaching (infants to PreTeens), 

writing curriculum and coordinating the childrenÕs classes for 200 children in the Bay 

Area Christian Church. Cassandra holds a B.S. in Business Administration from CSU 

Fresno. In December of 1999, she graduated with high honors receiving a certificate in 

Early Childhood Education from Ca–ada College. She has since completed training in 

Preventing and Managing Communicable Disease in Child Care, and stays up to date in 

her certification in Infant, Child & Family CPR and First Aid. Cassandra stays current in 

the early childhood education field; she is a member of the National Association for the 

Education of Young Children (NAEYC), as well as, an Executive Board Member of the 

San Mateo County Family Child Care Association (SMCFCCA).  



 4 

Philosophy 

We strive to provide a safe, comfortable, fun, and hands-on learning environment in our 

Christian home. Your child will have daily opportunities to participate in group & 

individual play through learning centers, outdoor play, circle time, creative expression, 

and a Bible Lesson. We will also provide nutritious meals and snacks, and encourage 

good personal hygiene skills and manners. 

 

Children learn best when their learning is relevant to them. As each child actively 

explores their surroundings learning becomes personal and meaningful. We provide a 

supportive play-based atmosphere so that each child can feel safe to try new experiences 

and learn at their own pace. 

 

We do not believe in pressuring children to learn at an accelerated rate and will not push 

a child to achieve any developmental milestones. We will work toward meeting your 

childÕs individual needs and encourage him/her to take the next developmental step. 

These experiences will lay the foundation for elementary school readiness. 

 

 

Business Hours 
 

Monday though Friday, 8:00 AM to 6:00 PM. 
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Curriculum  
 
The Little Kingdom provides an on-going professional preschool program that fulfills the 

Head Start Domain Elements, Standards, and Indicator Guidelines and is consistent with 

the National Association for the Education of Young Children Guidelines for curriculum 

content. The program offers monthly themes with activities that are developmentally 

appropriate and designed to help the whole child grow and develop socially, emotionally, 

physically, intellectually. and spiritually.  

 

The program builds an experience and skill base to help prepare children for a strong 

beginning in school. The activities include:  

¥ fine motor, gross motor and sensory experiences;  

¥ cooperative games that enhance problem solving, social and emotional 

development, as well as build self-esteem;  

¥ project sheets and graphing build classifying, sequencing, patterning, and 

spatial skills;  

¥ circle time and story book activities provide practice in language and 

listening skills;  

¥ scientific investigative and observation methods are introduced through 

simple hands-on activities such as sink or float experimentation and 

planting seeds;  

¥ numbers, letters, shapes, and colors are introduced monthly with their use 

integrated throughout the activities. 
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Meals and Snacks 
 
We care about the health and nutrition of your growing child. We provide a nutritious 

breakfast, morning snack, lunch, and an afternoon snack to all of the children in our care. 

We follow the food guidelines supported by the U.S. Department of Agriculture and the 

California State Department of Education. These guidelines are listed below. Please read 

through the list carefully. If your child cannot eat the required food, you are responsible 

for providing the food for your childÕs special diet.  

 

From time to time you may wish to send food with your child for special occasions to 

share with the other children, please discuss your wishes with us before doing so.  

 
Breakfast: 
Milk, whole 
Juice or Fruit 
Bread or Bread Alternative: Bread or Dry Cereal or Cooked Cereal, Grain/Pasta 
 
Snacks (AM/PM) 
Milk, whole 
Juice, Fruit or Vegetable 
Bread or Bread Alternative: Bread or dry cereal, cooked cereal, Grain/Pasta 
Meat or Meat Alternative: Yogurt, Meat, Poultry, Fish, Cheese, Eggs, Peanut Butter, 
Dried Beans, Peanuts, Soynuts, Tree Nuts, Seeds 
 
Lunch: 
Milk, whole 
Meat or Meat Alternative: Meat, Poultry, Fish, Cheese, Eggs, Peanut Butter, Dried 
Beans, Peanuts, Soynuts, Tree Nuts, Seeds 
Fruit/Vegetable or Juice: Fruit (2 or more) or Vegetables (2 or more) or Fruit & 
Vegetable to total 2 or more 
Bread or Bread Alternative: Bread, Cooked Grains or Pasta 
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Payment Schedule 

All payments are due in advance, no later than the Friday prior to the week child care 

will  be provided, by cash, check or money order.  

 

In the unlikely event of a returned check for insufficient funds, I will require a $25.00 

service charge in addition to the repayment and any extra bank charges I may incur as a 

result of the inconvenience; subsequent payments will need to be made in cash or money 

order. 

 

If you prefer, you may pay once per month, at the beginning of the current month. The 

monthly payment would be at the same weekly tuition rate, multiplied by 52 weeks per 

year and divided by 12 months. 

 

At the end of each year I will provide you with a summary of all fees paid for the 

previous calendar year, my taxpayer ID number, and the full amount of any additional 

charges for that year, so you may claim this expense on your taxes.  

 

Upon request, I will provide a written receipt for each individual tuition payment. 

 

 
Trial Period & Termination of Care 
 
The first two weeks are considered probationary for everyone, care may be terminated 

any time during that period by the parents or myself.  

 

After the probationary period, the contract of hours may be terminated by either the 

parents or myself by giving four weeks written notice; payment for four weeks will be 

accepted in lieu of notice. However, if we consider the emotional and/or physical safety 

of any/or all of the children, and/or the staff of the Little Kingdom, are at risk we may 

terminate care immediately; requiring a payment of four weeks to be paid at the time 

 of notice. 
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Holidays, Vacations, Professional Training & Sick Days 

Parents are responsible for finding back up care during the closure of our program.  

Full week payments are expected for weeks that contain a holiday in which the child care 

will be closed.  

 

Please see the Holiday Schedule of the corresponding year for specific dates. The typical 

holidays that the Little Kingdom is closed include: New YearÕs Day, PresidentÕs Day, 

Memorial Day, Independence Day, Labor Day, Thanksgiving (Thursday & Friday), and 

Christmas Break. 

 

The Little Kingdom program is year-round and will be closed for one week each quarter, 

the breaks will typically be one week in the month of October, December-January, April, 

and July. Each person on staff may take up to three personal days & three professional 

training days paid during the calendar year, but only with at least four weeks written 

notice.  

 

Our license states that we must maintain a ratio of no more than 1 adult to 8 children 

(when 2 children are school age and there are no more than 2 children under the age of 

two years), we will do our very best to accommodate the majority of the families in our 

care. It is helpful for our scheduling and preparatory work if you would communicate 

your vacation plans to us in advance. 

 

Working with exposure to many families and especially children, it is expected that we 

will become ill occasionally. Therefore, we reserve the option for each adult on staff to 

take up to five paid sick-days per calendar year. We will not take these days unless we 

are genuinely ill, and we will always attempt to give as much notice as possible when we 

must close due to illness.  

 

 



 9 

 

When you are not able to pick up your child 

We will not release your child into the custody of anyone other than his/her parent or 

legal guardian, without prior authorization. If we are not familiar with the person you 

have authorized to pick up your child, we will require a valid photo ID from an 

authorized government agency (example: driverÕs license) as proof of identification and 

an appropriate car seat must be installed in the vehicle for the child to be released from  

our care.
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Wellness Policy 

When is a child too sick to attend child care? Most children and adults with mild illnesses 

can safely participate in a child care environment. However, a child or adult may be too 

sick to attend if: 

¥ The child or adult does not feel well enough to participate comfortably in the 
activities 

¥ The child or adult has any of the following symptoms, until a health care 
provider determines that the child is well enough to attend and that the illness is 
not contagious: 

- Fever (101 degrees Fahrenheit or above orally) accompanied by behavioral changes and 
other signs or symptoms of illness (i.e. the child looks and acts sick) 

- Signs or symptoms of possibly severe illness (e.g. persistent crying, extreme irritability, 
uncontrolled coughing, diff iculty breathing, wheezing, lethargy) 

- Diarrhea: changes from childÕs usual stool pattern Ð increased frequency of stools, looser 
or watery stools, stools that run out of the diaper, or inability of the child to get to the 
bathroom in time. 

- Vomiting more than once in the previous 24 hours 
- Mouth sores that cannot be covered or if drooling is present 
- Rash with fever or behavioral change 

¥ The child or adult has received any of the following diagnoses from a health care 
provider : 

- Infectious conjunctivitis (pink eye) Ð with eye discharge: until 24 hours after treatment 
started 

- Scabies, head lice, or other infestations: until 24 hours after treatment and the child is free 
of nits 

- Impetigo: until 24 hours after treatment started 
- Strep throat, scarlet fever, or other strep infection: until 24 hours after treatment started 

and child is free of fever 
- Pertussis: until 5 days after treatment started 
- Tuberculosis (TB): until health care provider determines that the disease is not contagious 
- Chicken Pox: until 6 days after start of rash or until all sores have crusted over 
- Mumps: until 9 days after start of symptoms (swelling cheeks) 
- Hepatitis A: until 7 days after start of symptoms 
- Rubella (German measles) Ð until 6 days after start of rash 
- Oral herpes (if lesions cannot be covered) Ð until lesions heal 
- Shingles (if  lesions cannot be covered) Ð until lesions are dry 
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Wellness Policy contÕd 

In order to protect the health of all the children in my care, I will call you and request that 

your child is picked up within one hour if he or she exhibits any of the above stated 

symptoms. 

 

You should be aware that any time a new child is introduced to the group, colds and other 

minor illnesses are likely to occur until everyoneÕs immune systems have adjusted to the 

new exposures. Please advise me whenever a member of your family has an illness so 

that I can be alert to the possibility of symptoms developing in the child care group. 

 

Also, in the event that one of my own family members is mildly ill, we will also give you 

as much notice as possible to allow you to decide if you want to risk exposure to your 

child. These days will not count toward the paid sick days since we will still be available 

to care for your child. 

 

Administration of Medication 

 

We will not administer any type of medication, including prescription and over-the-

counter medications, without a signed consent form. This form can be filled out when 

you drop your child off. All medication must have your childÕs name clearly labeled on 

the container. You are responsible to provide any necessary dropper, medicine spoons, or 

other dosage aids. 
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Supplies 

You will be responsible for providing the following supplies for your child  

(please clear ly label all items): 

¥ Diapers/Pull-Ups 
¥ Diaper wipes 
¥ Diaper rash ointment 
¥ All prescription and over-the-counter medication (including dosage aids, i.e. dropper) 
¥ Thermometer 
¥ Nap time blanket(s), pillow, snuggly animal or doll 
¥ Sun block 
¥ Spare clothes for the season 
¥ Sippy Cup(s) 
¥ Special food due to allergies. 

 

All other food and supplies will be provided for. Of course, donations of all sorts of 

materials are always welcome. Your child may wish to bring their own toys, however, I 

cannot be responsible for damage or loss. 

 

Discipline 

We follow two simple rules 1) be a friend and 2) have fun. I like these rules because the 

first one addresses outward behavior and helps the child to think about others, while the 

second rule addresses the childÕs attitude. The following discipline methods will be used: 

 

I will explain why the offensive behavior was inappropriate, and model an appropriate 

response if another child is involved. If two children are in conflict I will facilitate and 

prompt the children to work out the disagreement. If the child chooses to not behave 

appropriately, I will first explain to the child why their behavior is not acceptable, then I 

will place the child in a time-out (about 1 minute per year of age). At the end of the time-

out, I will ask the child if he or she understands why they had a time-out, ask if they 

understand why they shouldnÕt do that behavior, offer to pray together regarding the 

incident and may introduce scripture (the Bible), and then ask if they are ready to 1) be a 

friend, and 2) have fun. I will then encourage the child to apologize to the other child(ren) 

involved in the conflict. If I find that the child is not responsive to a time-out approach I 

will take away privileges. (Example: no painting for the rest of the day.) Please note that 

food will never be taken away or used as a reward. 
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Discipline (cont.) 

To a point, kids will be kids Ð but only as long as the emotional and physical safety of all 

the children in my care is protected. In the rare instance that we feel any child is not 

responding to the above mentioned plan of discipline, we will request a meeting with the 

parent(s) to develop a training plan and place the child on a probationary status. We 

reserve the right to terminate our contract with as much notice as possible in order to 

guarantee the comfort and safety of the other children in our care. 


