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			Mission Statement


SmartStart STEM Academy thrives on providing child focused-parent based care. Our hours, communication, staff, and curriculum were constructed to meet the needs of each child while incorporating the schedule and lifestyle of a modern parent. We believe in utilizing every teachable moment to aide each child in developing to his or her fullest potential.  Our curriculum is aligned to Pennsylvania’s early learning standards and aims to foster a love for science, technology, engineering, and mathematics (STEM). At SmartStart, we prioritize family engagement, fostering a strong sense of community, and empowering parents to actively participate in their child's development and education, creating a loving and supportive environment for all
	General Information

	SmartStart STEM Academy
5501 Spruce Street
Philadelphia, PA 19139

Hours of Operation
M-F
7:30a-6p



			Nondiscrimination Statement



In accordance with Federal civil rights law and U.S. Department of Agriculture (USDA) civil rights regulations and policies, the USDA, its Agencies, offices, and employees, and institutions participating in or administering USDA programs are prohibited from discriminating based on race, color, national origin, sex, disability, age, or reprisal or retaliation for prior civil rights activity in any program or activity conducted or funded by USDA.

Persons with disabilities who require alternative means of communication for program information (e.g. Braille, large print, audiotape, American Sign Language, etc.), should contact the Agency (State or local) where they applied for benefits. Individuals who are deaf, hard of hearing or have speech disabilities may contact USDA through the Federal Relay Service at (800) 877-8339. Additionally, program information may be made available in languages other than English.

To file a program complaint of discrimination, complete the USDA Program Discrimination Complaint Form, (AD-3027) found online at: http://www.ascr.usda.gov/complaint_filing_cust.html, and at any USDA office, or write a letter addressed to USDA and provide in the letter all of the information requested in the form. To request a copy of the complaint form, call (866) 632-9992. Submit your completed form or letter to USDA by:

(1) Mail: U.S. Department of Agriculture
Office of the Assistant Secretary for Civil Rights
1400 Independence Avenue, SW
Washington, D.C. 20250-9410;

(2) Fax: (202) 690-7442; or

(3) E-mail: program.intake@usda.gov.
This institution is an equal opportunity provider.

Licensing/Accreditation
SmartStart STEM Academy is licensed by the Pennsylvania Department of Human Services. We operate under the PA 3270/PA 3280 regulations. 

Admissions
SmartStart provides care for children 6 weeks-12 years of age. Day, evening, and weekend care are offered (please see specific site hours).
SmartStart  is an equal opportunity care provider. Admissions will be granted without regard to race, color, religious creed, disability, ancestry, national origin, age or sex.
Right to Refuse Admission
SmartStart reserves the right to refuse admission of any child at any time. Possible reasons for the refusal of admission include but are not limited to: staff deems child too ill to attend, domestic situations that present a safety risk to the child, staff, or other children enrolled at the center, parent’s failure to maintain accurate, up to date records, and parent’s failure to make tuition/copayments in a timely manner

Registration
Prior to your child’s enrollment, SmartStart STEM Academy requires the following documentation be returned and reviewed with the site director:
· Emergency Contact Form
· Agreement Form
· Fee Agreement
· Health Assessment 
· Emergency Procedures
· CACFP Enrollment and Income Forms
· Getting to Know your child from
· IEP/IFSP if applicable

Tuition and Copayments
SmartStart accepts child care subsidies such as Child Care Information Services (CCIS/ELRC) as well as private pay/out of pocket tuition payments. Tuition/Copayments are due in full every week regardless of absenteeism, scheduled or unscheduled center closing. This includes winter break in which the center closes for a week.
ELRC (Formerly known as CCIS)
Upon initial enrollment child care subsidy must be in place for payment. If the subsidy is not active, it is the parent’s responsibility to pay full tuition until the subsidy is in place. CCIS will provide the site and parent with an Enrollment Summary when subsidy is active.

If at any time during the course of care, CCIS subsidy is suspended on terminated, the parent will be directly responsible for the payment in full.



Tuition Rates
	
	Full Time 
	Part Time
	Daily

	Infants
	$275
	$235
	$65

	Young Toddlers
	$250
	$210
	$60

	Older Toddlers
	$225
	$185
	$55

	Preschoolers
	$210
	$170
	$50

	School Age
	$185
	$145

	$45



Payments
SmartStart STEM Academy accepts the following forms of payment: credit and debit. No cash will be accepted.  Parents will receive a weekly invoice via email on Sundays.  A $3 surcharge will be added to all payments processed through FreshBooks Invoicing.  

Tuition and copayments are due Monday of each week.
 Payments are due PRIOR to services being rendered.

If you are having difficulty processing your payment through invoicing, parent may call the number listed on the invoice (215-921-6306 to discuss technical issue with Director. No payments will be accepted at the facility.

Late Tuition Payments
There will be a late fee of $5 per day for everyday tuition is not paid. Late payments begin Tuesday Morning of each week. In the event that tuition is not paid on the Friday of the service week, SmartStart  STEM Academy will suspend services until payment is received. 

Inconsistent tuition payments are grounds for dismissal from the program. 

Late Copayments
There will be a late fee of $5 per day for everyday copayment is not paid. Late payments begin Tuesday Morning of each week. In the event that copayment is not received on the Friday of the service week, your delinquent copayment will be reported to CCIS.

Inconsistent copayments are grounds for dismissal from the program.
Delinquent Accounts
Accounts left in arrears for more than 14 days will be reported to a collection agency. Per parent fee agreement, parents with delinquent accounts will be responsible for unpaid balance, subsequent late fees, and 30% collection fee.

Enrollment Hours
Enrollment hours are billed on a full time or part time basis.


Subsidized Parents
Full time enrollment is based on a maximum of 10 hours of care as specified by ELRC. Part time enrollment is less than 5 hours of care as specified by ELCR.  SmartStart STEM Academy will create your agreement based on the days/hours specified by ELRC. Changes to enrollment days/hours must be approved by CCIS.
Private Pay Parents
Full time enrollment is based on a maximum of 10 hours of care as specified by your agreement. Part time enrollment is less than 5 hours of care as specified by your agreement SmartStart STEM Academy will create your agreement based on the days/hours requested by the parent. Changes to enrollment days/hours must receive prior approval to ensure ratio, staff coverage and will require a NEW AGREEMENT.
Parents with Rotating Schedules
Parents that have schedules that rotate between day shift and night shift are required to complete a “Parent with rotating schedule” form with their child’s schedule, 1 week prior to services. This is the only way SmartStart STEM Academy can guarantee adequate staff coverage. 

Consistent failure to complete the form for rotating schedules will result in termination from the program as safety and supervision (ratio) is our top priority.

Parents both subsidized and private pay are expected to adhere to the drop off and pick up times specified on their agreement to avoid late pick up fees.

Additional hours of care (more than 10 hours/day) 
Additional hours of care are available for an additional charge of $10/hour however this is with pre-approval from the site director. Failure to seek pre-approval will result in the normal late pick up fee of $1 per minute.

Drop off Procedures
Parents are required to park their vehicles legally and fully enter the building. Parents or other authorized adults are required to sign their child(ren) in on daily attendance sheet and relay any important information to a staff member directly. Children are still under parent/authorized adult supervision until signed in and transitioned to staff. +

Drop off time
All children must be dropped off by 9:30am daily. Exceptions for morning documented appointments will be made however site director must be made aware of the appointment prior to the child arriving late to the center. Children that receive evening care receive a 1 hour grace period for drop off. Example: If a child is listed on the rotating schedule list to receive care 11a-7p, the child may not arrive any later than 12p. 

 Pick Up Procedures 
Parents are required to park their vehicles legally and fully enter the building. Parents or other authorized adults are required to sign their child(ren) out on daily attendance sheet. Once child parent is present in the building and child is signed out, parent is responsible for the safety and wellbeing of child.

Dismissal Policy
Your child’s safety is our top priority. The following guidelines have been put in place to guarantee your child’s safety!
Authorized Release Persons
Only individuals documented by parent as release person will be permitted to pick up a child. In the event of an emergency, authorized parent can call the facility and procedures for verbal release will be followed. Both, documented release persons and emergency verbal release persons will be required to show ID which will be photocopied and placed in youth file.
Verbal Release
Verbal release is valid for the date of the verbal confirmation only. If Parent verbally designates, “Ed” to pick up child on Monday, verbal notice is not valid for “Ed” on Tuesday.  “Ed” will need to be added as a release person or procedures for a verbal release will have to be followed on Tuesday as well.  
Parent first Pick up
If it is a parent’s first time picking up a child, that parent must also provide ID or the child will not be released.
Custody Orders
SmartStart  STEM Academy cannot restrict pick up to documented parents unless there is a custody order in place. In the event, a custody order is issued by the courts, the site director will need to be provided a copy.
Age of Release persons
Release persons must be 16 years of age or older or written consent must be given by parent. Authorized consent requires director approval and will be determined on a case by case basis.
Late Pick ups
There is a late fee of $1.00 per minute/per child for every minute your child remains at the center beyond the pickup time designated in your agreement.  The late fee is due at the time of pick up. Chronic late pickups can lead to termination of services.
Before and After School Drop off and Pick up 
Parents of before and after school children are responsible for providing SmartStart with their child’s school ‘s yearly calendar. This calendar can be obtained directly from your child’s school and should list all school closings, early dismissals, late arrivals, and inclement weather contact information.
Notification of Absence
Parents are asked to inform SmartStart if a child will not be in attendance. This will enable the program to more effectively maintain appropriate ratios and help the classroom teacher effectively plan for the day.
If your child is ill, we request that you notify SmartStart staff not only of the absence but of the nature of the illnesses. This enables our facility to keep track of any illnesses. This information will only be shared with staff on a “need to know” basis.  If your child has a communicable disease, we require that you share the diagnosis with the staff so that the parents of the children in the program may be notified that the communicable disease is present. This information will be shared without regard to your child(ren) personal identification.

Enrollment Changes or Withdrawal
Two weeks written notice is required when making enrollment changes or withdrawing a child for any reason. If the required notice is not given, parents are responsible for the contracted rate for these two weeks, whether services are rendered or not.

Holiday and Closure Schedule
SmartStart STEM Academy observes the following major holidays: New Year’s Day, Memorial Day, Independence Day, Labor Day, Thanksgiving (2 days), Christmas Eve until the New Year (winter break). SmartStart will be closed on these holidays. SmartStart STEM Academy will also close for business 3 days a year for in-service days for staff.

Emergency and Inclement Weather Closings
In consideration of our families and staffs safety, we will be closing for bad weather and hazardous conditions. In the event of severe weather conditions, SmartStart may have to close or delay opening. In the event of an inclement weather closing or delayed program start, SmartStart will notify parents via community text message and social media sites including our website. If SmartStart needs to close early, we will provide our parents with at least a two hours notice when possible. This will allow for parents to make accommodations for picking up their child. In this event, it is mandatory for a timely pick up by parent of designated release person as safety is also are priority.
Basic Operations
Below please find pertinent information regarding your child’s daily to activity and SmartStart routines.
Family Partnership Policy (Parent Staff Communication) 
Parents are encouraged to question and explore the contents of their child’s day.  

SmartStart will communicate with parents in the following manners:

Daily Communication
· Infant daily news (when applicable)
· Verbal communication
· Text messages
· Email
· Parent Information Board (located at sign in center)

Weekly Communication
· “This week I learned: forms
· Sharing Assessment via Teaching Strategies

Monthly Communication
· Newsletters
· Website: SmartStartSTEMAcademy.com

Quarterly Communication
· Report cards/Evaluations

Meetings and Conferences
· Getting to Know my child Meeting (During Enrollment with Site Director)
· New Family Meeting (within the first 45 days of service)
· 2 Parent/Teacher Conference 
· Back to School Night Conference (September)
· Conferences (February)

As Necessary or Desired
· Parents can request a conference with their child’s teacher or site director at any time.

The Purpose of conferences is to provide an opportunity for staff and parents to discuss each child’s growth, development and needs. We want to incorporate the parents as primary educators of their child while collectively planning to individualize and maximize the child’s growth and development.
All True Partnerships come with everyone having a VOICE! This is why beginning 2024 SmartStart is forming a Parent Teacher Association who will meet quarterly to provide feedback, suggestions and ideas for the program and the overall development of your child and the all children in the SmartStart community. Can’t make the meeting? That’s ok, our suggestion box is still located at the side door!
For now, these meetings will be hosted virtually by the PTA president. 
SmartStart will also provide opportunities for parent networking and resources building. 
If you are interested in joining the PTA please send an email to admin@smartstartstemacademy.com.
Daily Activities
Each class has a scheduled based on maximizing learning for that particular age group of children. The schedule will be posted in each class.  A well-rounded combination of tools, manipulative, supplies, dialogue and exploration will be utilized to aide in your child’s unique development.  SmartStart’s curriculum is developed on a weekly basis and will be delivered to your child to meet his/her individualized learning needs. Weekly lesson plans are posted in your child’s classroom.
Field Trips
SmartStart STEM Academy will go on seasonal field trips to the Park, Zoo, Museum and other learning based environments. Trips are not covered in the cost of your tuition but will be made as affordable as possible to families. Parents are welcomed on trips to chaperone their child only in the event that there are enough transportation seats.
Birthday and Holiday Celebrations
Parents are welcome to provide a special treat at snack time or bring a special activity. Plans must be pre-approved by director to ensure the health and safety of all the children in the program. 

Items from Home
Due to the risk of damage, sharing issue, and loss, children are not permitted to bring in items from home, unless specifically requested by the classroom teacher for use as part of the curriculum i.e. show and tell. Parents are requested to enforce this policy with their child.
Dress Code
Children are engaged in various activities during the course of the day; some of these activities can be messy and/or athletic in nature. Additionally, children are engaged in outdoor play daily, weather permitting. Due to these activities, children are required to be dressed in seasonably appropriate clothing that is washable and comfortable for the child. Open toed and/or open backed shoes can be a hazard during outdoor play and are prohibited from the centers even if weather permits. 
Other prohibited items include:  jewelry, hair beads, barrettes, bobby pins, etc. These items are a safety hazard to your child as well as the other children enrolled in the program.  

SmartStart is not responsible for lost or stolen valuables. 
Supplies
Infants
Diapers, wipes, bibs, Enough Bottles with Formula or Breast Milk to make it through a full day, 2 crib sheets, blanket, and 2 change of clothes
Toddlers
Diapers, wipes, Sippy cup, 2 changes of clothes & a thin blanket (small pillow optional)
Preschool
2 Changes of Clothes, a thin blanket
(small pillow optional)
Before and After School
A Sleeping Bag
*Bottles and sippy cups must be taken home daily and returned clean and ready for use*
Meals
SmartStart STEM Academy provides nutritious meals. Children are served breakfast, lunch, pm snack and children receiving evening care receive dinner.
CACFP/Building for the Future
SmartStart  STEM Academy receives Federal cash assistance to serve healthy meals to your children.  Good nutrition today means a stronger tomorrow! Meals served here must meet nutrition requirements established by USDA’s Child and Adult Care Food Program. Questions? Concerns? Call USDA toll free: 1-866-USDA CND (1-866-873-2263) Visit USDA’s website: www.fns.usda.gov/cnd
Enclosed Please Find: WIC Brochure/Flyer, Building for our Future Brochure/Flyer (Also available online at our website)
Affirmations
Daily each child in our care will voice positive affirmation statements. SmartStart STEM Academy believes in building character strength and building self-worth. If you would like a copy of our affirmation statements, please see site director.
Transition Policy
SmartStart  STEM Academy feels transitioning takes time, preparation, planning and patience. Adults can help a child by supporting them before, during and after transitions occur. These transitions occur when starting at a new environment, every day transitions from home to childcare setting, transitioning into a new age group and classroom, with a new provider, transitioning to school, and transitioning to self-care. We are committed to assisting our families and children in making these transitions as seamless and comfortable as possible. 

When children are transitioning into our center Parents and Staff need to work together and share information. Ideally, SmartStart would like transitioning into our center to include a few visits if possible, to acclimate the child to the environment, meet their teacher and peers. Additionally, days may need to be shorter to begin with, to allow children to have a positive experience, and to have as little stress placed upon them as possible. We ask that parents have some ﬂexibility during these ﬁrst days of attendance. 
Transitioning into new age groups, classrooms and caregivers
Transitioning into new age groups, classrooms and caregivers requires the same patience and planning. When your child’s teacher is preparing for transitioning your child it will ﬁrst be discuss with you, the parent. Children are transitioned into new classrooms according to space availability, age, as well as physical, social and emotional development.  The following steps will occur when preparing to transition your child to the next developmentally appropriate classroom:

1. Transition Meeting-Parents will meet transitioning class teacher, ask questions and help formulate the transition plan

2. The transition plan will be implemented and child will begin to visit the transitioning classroom.

3. Move up date-parents will receive a move up letter upon successful completion of the transition plan.
*if the transition plan is unsuccessful, another transition meeting and transition plan will be implemented*
Transitioning from Preschool to Kindergarten
SmartStart STEM Academy understands how scary it can be for one of our babies to transition into a big boy or girl. When preparing your child for Kindergarten, SmartStart staff will:
· Talk with the children about their feelings about the change. 
· Do fun and interesting learning activities about your child feelings about going to kindergarten.
· Make a list of your child and classmates ideas about what kindergarten is like.
· Read lots of books about preparing for Kindergarten
· Make a bulletin board about kindergarten using all the photographs and comments from the children.
· Speak with you the parent about how we can further aid in the transition
Transitioning out of childcare to self care
SmartStart  STEM Academy does not like to lose our babies, even when they are 13 years old.  We want your children to be as prepared for self-care as possible. Three months before this transition occurs, SmartStart will 
· Continue to review our affirmations
· Review important life skills: good choices, time management, and healthy lifestyle
· Review safety procedures: fire safety, 911, stranger danger
· Leave an open line for communication for your child once they transition
Continuity of Care Policy & Practice
SmartStart  STEM Academy continuity of care policy and practice is in place and exercised to promote healthy social emotional relationships with the children and families we serve. Research has shown that during the early years, when the brain is developing rapidly, attachment experiences influence the actual structure of the brain, which in turn influences later behavior. This policy was created to eliminate any feelings of separation and loss. Secure relationships with consistent child care providers and early childhood education teachers have been associated with better cognitive and social development, greater language proficiency, and fewer behavior problems.


SmartStart STEM Academy supports continuity of care by incorporating the following factors into our daily programing and practices:

· We keep a close-knit community of staff and children. All children are familiar with all other staff in the building so that when transitions occur, the new classroom and staff already presents some familiarity to the child. We are able to keep this close knit community through our facility size, classroom size and some SmartStart daily community activities such as Circle Time.

· We create a unique transition plan for each child. This plan helps the child to be successful in their new environment by easing the process for both the child & parent.

· We keep in touch with children who are no longer able to be with us due to age, relocating, or other determining factors. We conduct short term and long term checkups on all children who are no longer able to be a part of our programming. These procedures help both the child and family know they still have a resource if needed at SmartStart STEM Academy.

School Age Policy
SmartStart STEM Academy enjoys caring for our children Kindergarten -13 years of age. We understand that their enrollment may have some uniqueness to traditional early child care.
Homework Help
· Homework Help is for 45 minutes
· Homework should be completed independently. Staff will be available to answer questions and provide additional help.
· Homework will be checked by a staff member before it is put away by child.
· Communication regarding the completion of your child’s homework will be given daily.
House rules
· Be Safe
· Respect Others
· Respect our Space
Behavioral agreement
Children 7 years of age and older are required to sign a behavior agreement. SmartStart STEM Academy believes in good choices and accountability. By setting the expectations early, we are empowering our children for success.
Unexpected School Absence
· Children who are sent home from school sick are also too sick for the afterschool program.
· Children who are suspended from school, may only attend during their regularly scheduled hours. (After 3pm)
IEP/IFSP Policy
In order to ensure that the needs of children with an Individualized Education Plan (IEP) or an Individualized Family Service Plan (IFSP) are met, the following procedures will be implemented. 
Director/Primary will:
· Ask all families to complete a request form for a copy of a child’s IEP/IFSP. This request will be placed in each child’s file. 
· File all copies of IEP/IFSPs in child’s file in order to be readily available to share with teaching team. 
· Provide copies of IEP/IFSP goals to the child’s teacher(s) and discuss strategies for meeting the goals.
· Ensure all teachers are trained on how to implement an IEP/IFSP. Training will be documented in each teacher’s professional development record (PDR).
· Contact early intervention staff/consultants to schedule periodic meetings with child’s family and teacher(s) to discuss the child’s progress and to increase strategies in adapting IEP/IFSP goals in classroom activities and routines.
· Request permission from families to attend any meetings with the early intervention team related to changes to the IEP/IFSP.
· Monitor teachers’ work towards supporting the child in meeting IEP/IFSP goals.
· Request additional help from early intervention team if needed.
· Ensure teachers conduct family conferences to report on progress.
Teaching Team will:
· Observe and document the child’s progress towards goals weekly and use their notes to individualize lesson plans.
· Complete a communication log between home and the teachers daily for each child with an IEP/IFSP.
· Prepare for and conduct family conferences at least 3 times a year to share progress on IEP/IFSP goals, the child’s development, and participation in the classroom.
Meet with the family to plan for and discuss transitioning to new classrooms or programs. An individualized plan will be created as needed to ensure successful transition for the child.
Inclusion Policy
SmartStart STEM Academy actively promotes inclusive practice in order to best meet the needs of ALL children in our care.  All children are welcome to attend our centers regardless of ability, need, background, culture, religion, gender, or economic circumstances. Inclusion is not about meeting ‘special needs’; it’s about meeting all children’s needs in the same place and in a variety of different ways
Through inclusive practice, we aim to reflect the diversity of all children in the wider community. Our environment provides for children to play together so they develop relationships with others. We believe Inclusion benefits all children and we support the following principles
• Access to a loving, nurturing childcare setting is a right for all children
• Each child’s individuality and integrity should be valued
• Expectations should be high for EVERY child
• Parents of children with impairments are the natural advocates for their children

When necessary, we will provide modifications and adaptations to help all children achieve success in our program, by removing disabling barriers so that all children can participate equally and maximize their learning experience.

We are happy to work with students who have an IEP (Individualized Education Plan) or IFSP (Individualized Family Service Plan), and can assist parents with securing additional help and resources when there are mutual concerns about a child's development.  During visits to the facility, the early intervention service provider and/or therapist and the early childhood educator decide together on the best strategies for the group setting to support your child. We prefer to be included in IEP/IFSP meetings so that we have the opportunity to share our assessment and documentation of your child’s growth and development. We also require a copy of your child IEP/IFSP if applicable. This ensures staff are able to meet your child’s needs to your expectations.

SmartStart STEM Academy’s vision is a world in which all children realize their potential and accept their likeness and differences as individuals.

Inclusion Policy for All Children including Dual Language Learners

This commitment to language development in all children was developed based on studies that prove the following:
· All young children are capable of learning two languages. Becoming bilingual has long-term cognitive, academic, social, cultural, and economic benefits. Bilingualism is an asset.
· Young ELL students require systematic support for the continued development of their home language.
· Loss of the home language has potential negative long-term consequences for the ELL child’s academic, social, and emotional development, as well as for the family dynamics.
· Teachers and programs can adopt effective strategies to support home language development even when the teachers are monolingual English speakers.

For best Inclusion practices, SmartStart is committed to the following protocols:
· SmartStart will provide forms, information, and other methods of communication in multiple languages when necessary
· SmartStart will make every effort to screen and assess children in their home language. 
· SmartStart will intentionally incorporate professional development opportunities related to supporting Dual Language Learners and cultural responsiveness.
· SmartStart will plan bilingual activities, regardless of the presence of Dual Language Learners in the learning environment.
· SmartStart will make every effort to employ a diverse staff, some of whom are bilingual and speak the home language of the majority of Dual Language Learners in the program.
· SmartStart will create family engagement activities that actively invite all parents to participate.
· SmartStart will implement the use of a home language survey or other data collection tool upon enrollment.  Information gathered will be used to create a plan of action to support the needs of the child(ren) and family members. 
· SmartStart will support and encourage families to maintain the use of the child’s home language while the child is also learning English.
· SmartStart will make efforts to place Dual Language Learners in learning environments with other Dual Language Learners who speak the same home language (not as an isolation practice, but to reduce the sense of isolation).

Referral Policy
(Physical, Mental, Social & Cognitive Resources)
SmartStart disseminates a resource booklet upon enrollment. These resources are also posted at the sign in center year-round. At any given time that a family requires assistance or referral for services SmartStart will take the initiative to ensure the family’s needs are addressed. The resources readily available to families are but not limited to children’s medical services, health coverage, Early Childhood Mental Health Services, housing resources, employment resources and general wellness services. SmartStart has partnered with the community beacons Turning the Tide (nonprofit organization) & The Office of Representative Joanna McClinton to be able to make appropriate referrals for our families in need. Families in need of services can reach out to the center director or QARM at any time during enrollment or after for immediate referral and assistance.
EARLY INTERVENTION AND DEVELOPMENTAL SCREENING POLICY
45 days after initial enrollment & Bi annually after the following screening assessments for your child will be conducted: Ages and Stages 3rd edition and Ages and Stages SE questionnaire. If additional supports or Early intervention Services are recommended from utilizing the scoring tool, a parent conference will be held explaining the concerns. Upon parental consent a referral to Childlink or  Elwyn for Early Intervention services will be made. 
Suspension/Expulsion Policy
SmartStart STEM Academy is not eager to suspend or expel children, we believe in prior to termination of services, the following options should be exhausted:

· Creating positive climates and nurturing environments
·  Focusing on prevention of in appropriate behaviors  
· Developing clear, appropriate, and consistent expectations and consequences to address disruptive behaviors. 
· Ensuring fairness, equity, and continuous improvement of children’s challenging behaviors
· Building healthy relationships with parents/families to create a support system for the child
· Ongoing professional development 
· Seeking input from colleagues, directors and administration
· Seeking input from the Early intervention team: Behavioral specials, tss worker, and other support teams for children with IEPs and services already in place
· Requesting a team meeting with Early Intervention team
· Referrals and seeking additional supports: Early Intervention, OCDEL ECMHC program
Occasionally, there are still situations that result in the expulsion of a child from our program either on a short term or permanent basis. These situations are always unfortunate. We want you to know we will do everything possible to work with you, the parents/guardian, in order to prevent this policy from being enforced. The following are reasons may lead to suspension/explosion: 
· The child is at risk of causing serious injury to other children or himself/herself 
· Child’s inability to adjust after action plan is put in place
· Uncontrollable tantrums/angry outbursts 
· Ongoing and Consistent physical or verbal abuse to staff or other children
· Eloping or attempts to elope
The following procedures for chronic disruptive behavior will be taken prior to any suspension/explosion:

1. Verbal warning to child/Verbal Notification to parent: At the onsite of problematic behavior. Staff will verbally redirect child and make parent aware of the problematic behavior(s), trigger, and redirection. 

2. Behavioral Incident Report: The second episode of problematic behavior will receive a written notice which parents will have to review and sign. If the behavior continues another behavioral incident report will be completed. This report will request an immediate meeting with parent/guardian.

3. Behavioral Meeting: Parent, teacher, director and child (when age permits) will meet to discuss the problematic behavior, intervention strategies, possible triggers, reward systems, and communication processes. An action plan will be documented and signed by all parties. 

4. Action Plan: The agreed upon action plan will be put in place with staff diligently working to redirect and PREVENT the behavior. If challenging behavior continues with no decrease in frequency or severity, services will be suspended for 1 calendar week for parent to work on the behavior independently. 

5. Expulsion: When the child returns, if there is no change in severity or frequency of challenging behavior, SmartStart will reluctantly have to terminate services.

All terminations, suspension, and explosions will be documented and kept on record on site.

Photographs
SmartStart  STEM Academy takes pictures of you and your child(ren) for our files and SmartStart STEM Academy’s social media outlets. This allows us to maintain an accurate and current record and helps us to post pictures of the children enjoying our special activities. Written consent is required. If you have objections to photographs of your child being taken, please do not sign the photo consent portion of this handbook. We also require that this request be verbalized to the site director.

Health and Wellness Policies
SmartStart STEM Academy is dedicated to assisting parents in maintaining the health of every child in our care. 
Health Appraisal PA 3270.131)
Each child is required to have an up to date physical and immunizations from a licensed medical professional. The initial documentation of a well visit and current medical status of your child is due within 30 days of enrollment.

Health Assessments must abide by the following time frames:
· [bookmark: 3270.131.]The initial health report for an infant must be dated no more than 3 months prior to the first day of attendance at the facility. 
· The initial health report for a young toddler must be dated no more than 6 months prior to the first day of attendance at the facility. 
· The initial health report for an older toddler or preschool child must be dated no more than 1 year prior to the first day of attendance at the facility. 
· The initial health report for a school-age child must be dated in accordance with the requirements for medical examinations for school attendance in 28 Pa. Code §  23.2 (relating to medical examinations). 
Subsequent health Assessments must be provided on the following time frames:
· At least every 6 months for an infant or young toddler. 
· At least every 12 months for an older toddler or preschool child.
If your child does not have an updated physical and immunizations services will be suspended until documentation is received.
Allergies
Children with Allergies, parents a physician are required to sign a copy Care Plan form (please see policy of children with special health care need and our food allergy policy) This form details any allergies, food or otherwise, from which their child suffers. This form must be completed every 6 months or more frequently if needed. In addition, the parent must provide a copy of any additional physician’s orders or procedural guidelines relating to the prevention and treatment of their child’s allergy.
Sick Call 
Parents are required to pick up any ill child as soon as possible and no later than 90 minutes after a call. If you are not available to pick up your child once SmartStart has notified you of your child’s illness, it is then your responsibility to arrange for an alternative pick up.
Prohibited Illnesses

Applies to staff, children and their household members, which states in part:
ALL STAFF, FAMILIES, CHILDREN AND THEIR HOUSEHOLD MEMBERS MUST CONDUCT A DAILY HEALTH CHECK BEFORE COMING TO THE CENTER.
· Should you or any household member have any of the following symptoms, we ask you to remain out that day and notify the center.
· Fever of 100.4 F or higher, now or in the preceding 72 hours
· Cough
· Sore Throat
· Muscle Aches
· Difficulty Breathing
· Vomiting
· Diarrhea
· Jaundice
· Pink Eye
· An signs of communicable ailments
Exclusion from the center is sometimes necessary to reduce the transmission of illness. For your child's comfort, and to reduce the risk of contagion, we ask that children be picked up within 1.0 hour of notification. Until then, your child will be kept comfortable and will continue to be observed for symptoms.
Incident Reports
Should your child be involved in a minor incident/accident during the course of the school day, a staff member will complete an incident report, after attending to your child. If First Aid was required, the procedure will be described in the report. Parents are required to sign the report at pick up. Parents will receive a copy of the report.

Should your child be involved in a minor incident that may require possible medical treatment, you will be notified immediately after the child is attended to. It will be your decision whether to seek medical treatment for your child. These injuries include any minor incident that involves the head or neck i.e. falling and bumping head etc.

Should your child be involved in a major incident/accident that requires immediate medical attention, staff will call 911 and a parent will be notified to meet the child at the ER (if parent is not close enough to SmartStart before the ambulance leaves). A staff person will accompany your child to the ER. 
Biting
SmartStart STEM Academy recognizes that biting is a developmentally appropriate behavior for children in the infant through two and a half year range. Parents with children this age should expect that their child(ren) may be bitten or will bite another child. The teachers understand that parents are concerned and can be upset when their child is involved in a biting incident. We ask that you remember this is a developmentally appropriate behavior and the staff is working to identify situations which provoke or elicit this behavior so that it can be prevented in the future. 
Parents will be promptly notified with a phone call and incident report that a biting incident occurred during the course of the day. Staff will not discuss with either parent the identity of the other child involved in the incident. This information is considered to be confidential and cannot be disclosed.
Medication Administration Policy and Procedures
PURPOSE: This policy was written to encourage communication between the parent, the child’s health care provider and the child care provider to assure maximum safety in the giving of medication to the child who requires medication to be provided during the time the child is in child care.
INTENT: Assuring the health and safety of all children in our Center is a team effort by the child care provider, family, and health care provider. This is particularly true when medication is necessary to the child’s participation in child care. Therefore, an understanding of each of our responsibilities, policies and procedures concerning medication administration is critical to meeting that goal.

GUIDING PRINCIPLES and PROCEDURES:

1. Whenever possible, it is best that medication be given at home. Dosing of medication can frequently be done so that the child receives medication prior to going to child care, and again when returning home and/or at bedtime. The parent/guardian is encouraged to discuss this possibility with the child’s health care provider.

2. The first dose of any medication should always be given at home and with sufficient time before the child returns to child care to observe the child’s response to the medication given. When a child is ill due to a communicable disease that requires medication as treatment, the health care provider may require that the child be on a particular medication for 24 hours before returning to child care.  This is for the protection of the child who is ill as well as the other children in child care.

3. Medication will only be given when ordered by the child’s health care provider and with written consent of the child’s parent/legal guardian on an official Medication Log. Medication Log/Permission Form must be completed before the medication can be given. 

4. “As needed” medications may be given only when physician has documented the medication, dosage, conditions in a care plan and parent has completed a medication log/permission slip in conjunction to the directions of physician.

5. Medications given in the Center will be administered by a staff member designated by the Center Director and will have been informed of the child’s health needs related to the medication.

6. Any prescription medication brought to the child care center must be specific to the child who is to receive the medication, in its original container, have a child- resistant safety cap, and be labeled with the appropriate information as follows:
· Prescription medication must have the original pharmacist label that includes the pharmacists phone number, the child’s full name, name of the health care provider prescribing the medication, name and expiration date of the medication, the date it was prescribed or updated, and dosage, route, frequency, and any special instructions for its administration and/or storage. It is suggested that the parent/guardian ask the pharmacist to provide the medication in two containers, one for home and one for use in child care.

7. The following Over the Counter Medicines can be administered with the same instructions listed above for prescription medicine:
· Topical ointments, such as diaper cream or sunscreen

8. All medications will be stored:
· Inaccessible to children
· Separate from staff or household medications
· Under proper temperature control
· A small lock box will be used in the refrigerator to hold medications requiring refrigeration.

9. For the child who receives a particular medication on a long-term daily basis, the staff will advise the parent/guardian one week prior to the medication needing to be refilled so that needed doses of medication are not missed.

10. Unused or expired medication will be returned to the parent/guardian when it is no longer needed or be able to be used by the child.

11. Records of all medication given to a child are completed in ink and are signed by the staff designated to give the medication. These records are maintained in the Center. 

12. Information exchange between the parent/guardian and child care provider about medication that a child is receiving should be shared when the child is brought to and pick-up from the Center. Parents/guardians should share with the staff any problems, observations, or suggestions that they may have in giving medication to their child at home, and likewise with the staff from the center to the parent/guardian.
13. Confidentiality related to medications and their administration will be safeguarded by the Center Director and staff. Parents/guardians may request to see/review their child’s medication records maintained at the Center at any time.

14. Parent/guardian will sign all necessary medication related forms that require their signature, and particularly in the case of the emergency contact form, will update the information as necessary to safeguard the health and safety of their child.

15. Parent/guardian will authorize the Director or Director Designee to contact the pharmacist or health care provider for more information about the medication the child is receiving, and will also authorize the health care provider to speak with the Director or Director’s designee in the event that a situation arises that requires immediate attention to the child’s health and safety particularly is the parent/guardian cannot be reached.

16. Parent/guardian will read and have an opportunity to discuss the content of this policy with the Director or Director’s designee. The parent signature on this policy is an indication that the parent accepts the guidelines and procedures listed in this policy, and will follow them to safeguard the health and safety of their child. Parent/guardian will receive a copy of the signed policy including single copies of the records referenced in this policy.

17. The Medication Administration in Child Care Policy will be reviewed annually by the following: Quality Assurance Resource Manager

Special Health Care Needs Policy
Children who meet the criteria of special health care needs are defined as those who have or are at increased risk for a chronic physical, developmental, behavioral or emotional condition and who also require health and related services of a type or amount beyond that required by children generally.
Any children in AB2 care who meets the above criteria should have a Routine and an Emergency Care Plan completed by a licensed physician prior to the start of care. 
· Parents/Physician are required to supply AB2 with 
· A list of child’s diagnosis
· Contact information for the Primary Care Physician
· Contact information for any specialist
· Medications to be administered on a scheduled basis (please medication administration policy)
· Medications to be administered on an emergency basis
· Procedures to be performed
· Allergies
· Dietary Modifications
· Activity Modifications
· Environmental Modifications
· Stimulus that initiates or precipitates a reaction (triggers to avoid)
· Symptoms for staff to observe
· Behavioral modifications
· Emergency response plan
· Suggested skills training or education for staff

Parent agrees to have the care plan updated after every hospitalization or significant change in health status. 
Food Allergy Policy
SmartStart requires that any child with a food allergy have a Care Plan prepared for the facility by the child’s primary care physician. 
The Plan must include the following:
· Written instructions regarding the food(s) to which the child is allergic and steps that needs to be taken to avoid that food
· A detailed treatment plan to be implemented in the event of an allergic reaction, including the names, doses and methods of administration of any medications that the child should receive in the event of a reaction. The plan should include specific symptoms that would indicate the need to administer one or more medications.
Based on the child’s care plan, staff will receive training and demonstrate competence in the following:
· Preventing exposure to the specific food which the child is allergic to
· Recognizing the symptoms of an allergic reaction
· Treating allergic reaction
Training will be documented and time stamped. Re-training will occur yearly.
Parents are required to: 
· ensure facility has necessary medications 
· ensure the facility has necessary equipment
SmartStart agrees to: 
· Promptly and properly administer prescribed medications in the event of an allergic reaction according to the instructions of the care plan
· Notify parents immediately of the suspected allergic reactions
· Strongly recommend that a child’s Primary Care Physician be notified if treatment was required at the facility
· Contact Emergency medical services if Epinephrine has been administered
· Notify parents in a child’s class of food allergy to avoid unknown allergens in class treats
· Post allergy in classroom and in kitchen/food prep area

Safety 
Your child’s safety is our top priority.
Effective Supervision Policy
SmartStart primary responsibility is the SAFETY of ALL children at ALL times. We achieve this through effective supervision.
Effective supervision requires focused attention and intentional observation of children at all times. 
SmartStart complies with PA 3270.51 at to ensure ratio and adequate supervision at all times.
	
	Staff 
	Children 
	Max #
	Total # Staff for Max group

	Infant
	1
	4
	8
	2

	Young toddler
	1
	5
	10
	2

	Older toddler
	1
	6
	12
	2

	Preschool
	1
	10
	20
	2

	Young school-age
	1
	12
	24
	2


SmartStart STEM Academy complies with PA 3270.113
· Children on the facility premises and on facility excursions off the premises shall be supervised by a staff person at all times. Outdoor play space used by the facility is considered part of the facility
· Each staff person will be assigned the responsibility for supervision of specific children
· A staff person may not use any form of physical punishment, including spanking a child
· A staff person may not single out a child for ridicule, threaten harm to the child or the child’s family or degrade a child in any way
· A staff person may not use harsh, demeaning or abusive language in the presence of children
· A staff person many not restrain a child using bond, ties, straps or restrict a child’s movement by 
Fire and Emergency Drills
SmartStart conducts fire and emergency/evacuation drills at minimum every 60 days. Parents, staff, and children will not be made aware of the drill dates or times as this is the most effective way to assess the effectiveness of the fire and emergency plans. At time of enrollment Parent will be provided with a letter specifying the details of the following emergencies: Shelter In Place, Fire Evacuation, Lock Down. The Emergency Preparedness Plan will be posted in a conspicuous location at every site.

Confidentiality Policy
Confidential and sensitive information will only be shared with employees who have a “need to know” in order to most appropriately and safely care for your child. Child’s records will be kept in locked. Individuals will not have access to contents of file without parental written consent unless the center is obligated to share by law.

Mandated Reporting
Under the Child Protective Services Act, mandated reporters are required to report any suspicion of abuse or neglect to the appropriate authorities. The employees of SmartStart are considered mandated reporters under this law.   

Parent’s Right to Immediate Access
Parents of a child in our care are entitled to immediate access, without prior notice. In cases where the child is the subject of a court order, SmartStart must be provided with a certified copy of the most recent order and all amendments thereto. (During the Pandemic immediate access will still be honored however social distancing, temperature check and quick observe and departure will be in place.)

Staff Employment by Parents
If a Parent chooses to hire a staff member for babysitting purposes outside of the facility, SmartStart is not responsible for the interaction or care of the child. SmartStart strongly discourages parents from hiring staff.
Compliance Policy (PA 3270.124)
By law, SmartStart required to keep up to date and accurate files to ensure your child’s safety and well-being. Parents are required to update the following forms at any time there are changes and minimally every 6 months:
· Emergency Contact Form
· Agreement
Failure to update your child’s file will result in suspended or terminated services.

Parent Code of Conduct
SmartStart understands that we are caring for your most prized possession, your child. SmartStart staff will conduct themselves in a professional manner at all time and we require that the parents do the same. Physical or verbal abuse of any staff member or child in our care will result in immediate termination from the program.
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Please complete & return the following forms
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· I have received a copy of SmartStart STEM Academy’s Parent and Family handbook.

Print_________________    Signature__________________	Date___________

· I have reviewed and understand the following policies: 
Dismissal Policy	
Transition Policy	 
School Age Policy   
 Supervision Policy
Inclusion Policy
Continuity of Care Policy
Family Partnership Policy
Inclusion Policy for Dual Language Learners		
Suspension/Explosion Policy	
Compliance Policy
 Health and Wellness Policies	
Confidentiality Policy	
IEP/IFSP Policy    
Special Medical Needs Policy
Medication Administration Policy	
Food Allergy Policy	
Asthma Policy   
COVID policy

Print_________________    Signature__________________	Date___________

· I agree to drop my child off no earlier than ______am/pm 
· I agree to pick my child up no later than ____am/pm.

· I am a parent with a rotating schedule and I agree to complete the “Parents with Rotating Schedule” Form a week prior to care being needed.

Print_________________    Signature__________________	Date___________
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·  I have received information about WIC & Build For The Future and am aware that both brochures are available online @ smartstartstemacademy.com


Print_________________    Signature__________________	Date___________

· I give SmartStart STEM Academy permission to photograph my child for the purposes of class projects and social media & Online promotion.


Print_________________    Signature__________________	Date___________

· I have read and reviewed the Parent Code of Conduct.


Print_________________    Signature__________________	Date___________


For School Age Students:
1. I understand that SmartStart STEM Academy  has 3 rules.
· Be safe
· Respect Others
· Respect Our Space
2. I understand it is my responsibility to follow these 3 rules

3. I understand that if I do not follow these three rules, I may not be able to participate in the program.

Student_______________    Signature__________________	Date___________


Parent_________________    Signature__________________	Date___________

Individualized Education Plan (IEP) &
 Individualized Family Service Plan (IFSP) Information Sheet

Because of the diverse set of needs of the children in your program, it is important to gather as much information about the best ways to educate each child.  IEP’s and IFSP’s are created by service providers working with children with special needs and include this information.  The Keystone STARS Performance Standards therefore require each early learning provider to request copies of IEP’s and IFSP’s for the children in their care. 

The information found on an IEP/IFSP is protected by privacy laws including the Health Insurance Portability and Accountability Act (HIPAA).  Releases of information may also be required to speak to members of a child’s treatment team.  Professional development regarding privacy issues, and HIPAA in particular, is highly recommended. 


Child’s Name: ____________________________________________

Your child’s growth and development are, ensured with developmental assessments. If your child currently has an IEP/IFSP, it would be beneficial to share a copy of this plan with us so we can work together to ensure that the guidelines are put into practice. You do not have to provide this information if you do not wish to do so.

___ I am providing a copy of my child’s IEP or IFSP

___ I am not providing a copy of my child’s IEP or IFSP 

___  Not Applicable to my child.



Signature:___________________________________________	   Date________________

Printed name:_______________________________________
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Child Name________________
Parent Responsible for payment______________________

Fee Agreement

Tuition or Copayment Amount: $__________

First Payment to be made:__________________

Subsequent Payments to be made every week on Monday.

· Late fee of $5/day
· Late pick up fee of $1/ per minute
· Credit Card Processing fee of $3/per transaction
· Accounts past due by 14 days will be reported to a collection agency. Parent will be responsible for past due payment, late fees, and a 30% collection.

Print_________________    Signature__________________	Date___________


Parent Email (for invoicing) _________________________________






Dear SmartStart Parent/Families,

The next 3 pages describes what our procedures are for emergencies as it relates to 
· Fire Evacuation
· Shelter In Place
· Lock Down
Please read thoroughly. It is important to note that in the event of any emergency you will be telephoned as soon as it is safe to do so. Please also note that in the event of a Lock Down emergency, you will be unable to enter the building until that Lock Down threat is determined to be non-existent. We thank you for your support in this manner. As always, the safety and well-being of your child is always our top priority!

Sincerely, 

SmartStart Administration







[bookmark: a_GoBack]SmartStart STEM Academy’s FIRE EVACUATION PROCEDURE
IF WE DISCOVER A FIRE OR SMELL SMOKE,  WE WILL FOLLOW R.A.C.E PROCEDURES
REMAIN/RESCUE-  REMAIN CALM. RESCUE ANYONE IN IMMEDIATE DANGER.
ALARM-  SOUND ALARM BY ACTIVATING THE NEAREST PULL STATION. (PULL STATIONS ARE LOCATED BY EACH EXIT)
CONTAIN-  IF POSSIBLE CLOSE  ALL DOORS, WINDOWS, AND OTHER OPENINGS THAT WILL AIDE IN CONTAINING THE FIRE.
EVACUATE- EVACUATE THE FACILITY USING ESTABLISHED PROCEDURES WHICH ARE DETAILED BELOW.
EVACUATION PLAN
CHILDREN AND STAFF WILL USE  ONE OF THE THREE MEANS OF EGRESS/EXITS TO SAFETY. STAFF ARE TRAINED TO IDENTIFY THE DOOR WHICH IS CLOSEST AND SAFEST FOR EXIT AND ARE KNOWLEDGEABLE OF THE DESIGNATED MEETING AREAS.
IF EXITING THROUGH THE FRONT DOOR, STAFF WILL ASSIST CHILDREN WITH CONVENING AT THE CORNER PAVEMENT IN FRONT OF THE BUILDING UNTIL IT IS SAFE TO WALK THE SE CORNER OF ALLISON STREET (ACROSS FROM ROSLYN’S ROMPER ROOM). WHEN ALL CHILDREN AND STAFF ARE PRESENT, STAFF WILL ASSIST CHILDREN IN SAFELY WALKING UP SPRUCE STREET TO CONVENE ON THE SE CORNER OF ALLISON STREET (ACROSS FROM ROSYLN’S ROMPER ROOM) THE DIRECTOR OR DESIGNATED APPOINTEE WILL IMMEDIATELY NOTIFY THE FIRE DEPARTMENT BY DIALING 911.
IF EXITING THROUGH THE SIDE DOOR, STAFF WILL ASSIST CHILDREN WITH CONVENING AT THE CORNER PAVEMENT IN FRONT OF THE BUILDING UNTIL IT IS SAFE TO WALK THE SE CORNER OF ALLISON STREET. WHEN ALL CHILDREN AND STAFF ARE PRESENT, STAFF WILL ASSIST CHILDREN IN SAFELY WALKING UP SPRUCE STREET TO CONVENE ON THE SE CORNER OF ALLISON STREET (ACROSS FROM ROSYLN’S ROMPER ROOM) THE DIRECTOR OR DESIGNATED APPOINTEE WILL IMMEDIATELY NOTIFY THE FIRE DEPARTMENT BY DIALING 9-1-1.
IF EXITING THROUGH THE BACK DOOR, STAFF WILL FIRST FEEL THE DOOR THAT LEADS FROM THE MAIN ROOM BEFORE OPENING IT.  STAFF WILL ASSIST CHILDREN WITH CONVENING AT THE CORNER PAVEMENT IN FRONT OF THE BUILDING UNTIL IT IS SAFE TO WALK THE SE CORNER OF ALLISON STREET. WHEN ALL CHILDREN AND STAFF ARE PRESENT, STAFF WILL ASSIST CHILDREN IN SAFELY WALKING UP SPRUCE STREET TO CONVENE ON THE SE CORNER OF ALLISON STREET (ACROSS FROM ROSYLN’S ROMPER ROOM) THE DIRECTOR OR DESIGNATED APPOINTEE WILL IMMEDIATELY NOTIFY THE FIRE DEPARTMENT BY DIALING 9-1-1. 
ONCE ALL CHILDREN HAVE ARRIVED AT THE DESIGNATED MEETING AREA, SE CORNER OF ALLISON STREET, (ACROSS FROM ROSLYN’S ROMPER ROOM), WE WILL USE THE ATTENDANCE SHEET TO TAKE  ROLL, DIRECTOR WILL NOTIFY ALL PARENTS AND/OR EMERGENCY CONTACTS THAT THERE HAS BEEN A FIRE EVACUATION AT  5501 SPRUCE STREET, PHILADELPHIA, PA 19139. 
IF INSTRUCTED BY EMERGENCY RESPONDERS TO LEAVE OUR DESIGNATED MEETING AREA, WE WILL RELOCATE TO 18th Police District, 5510 Pine St  AND REMAIN THERE UNTIL ALL CHILDREN ARE PICKED UP FROM THE PROGRAM.
DISABLED PERSONS AND/OR YOUNG INFANTS AND TODDLERS:,   THE DESIGNATED APPOINTEE, AND THE DIRECT TEACHER OF THE ABOVE LISTED CLIENTS WILL BE DIRECTLY ASSIGNED AND RESPONSIBLE FOR ASSISTING WITH THE SAFE EXIT OF THESE CLIENTS IN THE EVENT OF A FIRE. WE WILL FOLLOW THE ABOVE EVACUATION PLAN ACCORDING TO OUR DOOR OF EXIT.



Print_________________    Signature__________________	Date___________









SmartStart STEM Academy’s SHELTER – IN – PLACE 
PURPOSE OF PLAN-  THIS PLAN IS PUT IN PLACE FOR THE POSSIBILITY OF  EMERGENCY EVENTS SUCH AS A TORNADO, CHEMICAL, BIOLOGICAL,  RADIOLOGICAL CONTAMINANTS OR OTHER HAZARDOUS MATERIALS BEING RELEASED INTO THE ENVIRONMENT OUTSIDE OF THE BUILDING. OUR PURPOSE IS TO PROVIDE SHELTER-IN-PLACE TO SAFEGUARD OCCUPANTS DURING THESE EMERGENCIES BY LIMITING OR PROHIBITING THE INFILTRATION OF HAZARDOUS MATERIALS INTO THE BUILDING. 
PREPARATION FOR PLAN- PERSONS RESPONSIBLE FOR PERFORMING DUTIES DURING THE EMERGENCY WILL BE PROVIDED WITH COMPREHENSIVE TRAINING REGARDING THEIR RESPONSIBILITIES. A STAFF PERSON WILL BE APPOINTED TO CARRY OUT SAFETY PROCEDURES AND INSTRUCTIONS IN THE ABSENCE OF THE DIRECTOR. IN ADDITION, TWICE YEARLY, SHELTER-IN-PLACE DRILLS WILL BE CONDUCTED TO ENSURE OCCUPANTS KNOW WHAT TO DO AND WHERE TO GO DURING THIS TYPE OF EMERGENCY. 
IMMEDIATE PROCEDURES OF PLAN-  CHILD CARE DIRECTOR, OR DESIGNATED APPOINTEE (D.A.) WILL ANNOUNCE WHEN A SHELTER-IN-PLACE EMERGENCY IS OCCURRING. DIRECTOR OR D.A. WILL PROMPTLY CLOSE AND LOCK ALL WINDOWS AND DOORS AND TURN OFF ALL AIR HANDLING SYSTEMS. DIRECTOR OR D.A. WILL INSTRUCT ASSISTANT STAFF TO GATHER ESSENTIAL DISASTER SUPPLIES (FIRST AID KITS, CELL PHONES, RADIOS, FLASH LIGHTS AND NON PERISHABLE FOODS). DIRECTOR, SUPERVISORS AND TEACHERS WILL PROMPTLY ASSIST *ALL OCCUPANTS* SAFELY INTO THE MIDDLE OF THE BASEMENT. 
*PERSONS WITH SPECIAL NEEDS-IN THE EVENT THAT A PERSON WITH SPECIAL NEEDS IS PRESENT AT THE TIME OF THIS EMERGENCY, DIRECTOR OR D.A WILL DIRECTLY AND PROMPTLY ASSIST WITH TRANSPORTING THESE PERSONS TO THE SHELTER LOCATION IN THE BASEMENT.*
DURATION PROCEDURES- ONCE ALL OCCUPANTS ARE SAFELY IN THE APPROPRIATE SHELTER LOCATION, ROLL WILL BE TAKEN AND THE DIRECTOR OR D.A. WILL BEGIN TO CALL ALL PARENTS TO NOTIFY THEM OF THE CURRENT SITUATION AND REPORT THEIR CHILD’S SAFETY. IN ADDITION ALL RADIOS WILL BE TUNED INTO NEWS RADIO TO RECEIVE UPDATES ON THE STATE OF THE EMERGENCY.
ALL CLEAR- WHEN NOTIFIED THAT THE EMERGENCY IS OVER AND IT IS SAFE TO CONCLUDE THE SHELTER IN PLACE STATUS, DIRECTOR OR D.A. WILL DIRECT ALL OCCUPANTS TO GO UPSTAIRS AND DIRECTLY OUT THE  BACK DOOR OF THE BUILDING. ALL OCCUPANTS WILL MEET AT THE DESIGNATED MEETING AREA (CORNER OF 55TH AND IRVING STREETS) UNTIL AIR-HANDLING SYSTEMS ARE OPERATED AND THE BUILDING IS CLEAR FOR RE-ENTRY.  DIRECTOR/STAFF PERSON(S) WILL TAKE ROLL AND CONTACT ALL PARENTS TO NOTIFY THEM OF THE CONCLUSION OF THE EMERGENCY.







Print_________________    Signature__________________	Date___________




LOCK DOWN Procedures for all Sites
PURPOSE- The purpose of a lock down is to keep children and staff inside the building by securing them inside in case of a danger or threat outside the center. Lock-down procedures will be used in situations that may result in harm to persons inside the child care center, such as a shooting, hostage incident, intruder, trespassing, disturbance, or at the discretion of the director, designee or public safety personnel. 

PLAN-
· The director or Primary (in the absence of the director) will notify local emergency services (e.g. 911) and initiate the lock-down procedure. 
· Primary Staff Member and supporting staff will quickly and safely get all children to the rear of the building (closest to the bathroom as possible) and take roll.
· Directory will ensure all doors and windows are locked, covering the windows, and turning off lights if possible. 
· All Staff members should put their cell phones on silent mode. 
· All Staff members are responsible for ensuring that all children are present and accounted for and that no one leaves the designated safe area. 
· All staff should encourage children to remain out of sight if possible, engage in quiet story time activities  
· No one should be allowed in or out of the building. 
Children remain in the safe area until an “all clear” signal is given

*We ask that parents do not call during Lock Down Procedures. The phone line will need to remain free for emergency use.*



Print_________________    Signature__________________	Date___________
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Getting To Know My Child
_____________________________  
 
	My Child Eats (how often, favorite foods, doesn’t like, etc)
	




	My Child likes to (what activities does your child like)
	




	My Childs naps(well, not so good, for how long)
	




	My child is allergic to
	




	My child enjoys
	




	My child’s favorite color is
	




	My child’s strengths are
	




	My child could use extra help with
	




	I would also like SmartStart to know
	






EMERGENCY CONTACT/ PARENTAL CONSENT FORM
55 PA CODE CHAPTERS 3270.124(a)(b), 3270.181 & 182: 3280124 (a)(b) , 3280.181 & . 182 : 3290.124 (a)(b). 3290.181 & .182

	CHILD'S NAME
	BIRTHDATE

	ADDRESS

	MOTHER'S NAME/LEGAL GUARDIAN
	HOME TELEPHONE NUMBER

	ADDRESS

	BUSINESS NAME
	BUSINESS TELEPHONE NUMBER

	ADDRESS

	FATHER'S NAME/LEGAL GUARDIAN
	HOME TELEPHONE NUMBER

	ADDRESS

	BUSINESS NAME
	BUSINESS TELEPHONE NUMBER

	DDRESS

	EMERGENCY CONTACT PERSON(S)	NAME
	TELEPHONE NUMBER WHEN CHILD IS IN CARE

	

	

	PERSON($)  TO WHOM CHILD MAY BE RELEASED	NAME
	ADDRESS	TELEPHONE NUMBER WHEN CHILD IS IN CARE

	

	

	NAME OF CHILD'S PHYSICIAN/MEDICAL CARE PROVIDER
	TELEPHONE NUMBER

	ADDRESS

	SPECIAL DISABILITIES (IF ANY)
	ALLERGIES (INCLUDING MEDICATION REACTION)

	MEDICAL or DIETARY INFORMATION NECESSARY IN AN EMERGENCY SITUATION
	MEDICATION, SPECIAL CONDITIONS

	ADDITIONAL INFORMATION ON SPECI.AL NEEDS OF CHILD

	HEALTH INSURANCE COVERAGE FOR CHILD or MEDICAL ASSISTANCE BENEFITS
	POLICY NUMBER (REQUIRED)

	
OBTAINING EMERGENCY MEDICAL CARE

	
	

	WALKS AND TRIPS
	SWIMMING

	TRANSPORTATION BY THE FACILITY
	WADING


[image: ]PERIODIC REVIEW

Signature of Parent or Guardian	DATE


			Signature of Parenet of  Guardian							DATE
	
AGREEMENT
55 PA CODE CHAPTERS 3270.123 &.181(C); 3280.123 &.181(c); 3290.123 &.181(c)
NAME OF CHILD____________________________________________

	Fee Amount

$_________/per week
	Date Payment to be Made

Monday of Service week/prior to services being rendered





Services to be provided as part of the day care fee

	

	

	

	

	



	Child’s Arrival Time

	Child’s Departure Time


	LATE FEE
$         PER MIN


	Persons Designated by Parent to Whom Child May be released:




Extra services to be provided at an additional fee if applicable
	

	

	



I, the parent/guardian;

· received complete written program information at the time of enrollment (§ 3270.121,
3280.121, 3290.121)

· agree to update the emergency contact/parental consent form information whenever changes occur or every 6 months at a minimum. (9 3270.124, 3280.124, 3290.124)


     _______________________________	                     ____________________
     SIGNATURE-OPERATOR	DATE	SIGNATURE-PARENT OR GUARDIAN	DATE


	Date of Child’s Admission


	Date of Withdrawal


	Periodic Review


__________________________________
SIGNATURE-PARENT OR GUARDIAN	DATE



	CHILD’S NAME:  (LAST)	(FIRST)
	PARENT/GUARDIAN:

	DATE OF BIRTH:	HOME PHONE:
	ADDRESS:

	CHILD CARE FACILITY NAME:
	

	FACILITY PHONE:	COUNTY:
	WORK PHONE:

	 I authorize the child care staff and my child’s health professional to communicate directly if needed to clarify information on this form about my child.

PARENT’S SIGNATURE:


CHILD HEALTH REPORT
(55 PA CODE §§3270.131, 3280.131 AND 3290.131)

	DO NOT OMIT ANY INFORMATION
This form may be updated by a health professional. Initial and date any new data. The child care facility needs a copy of the form.

	HEALTH HISTORY AND MEDICAL INFORMATION PERTINENT TO ROUTINE CHILD CARE AND DIAGNOSIS/TREATMENT IN EMERGENCY (DESCRIBE, IF ANY):
 NONE

	DESCRIBE ALL MEDICATION AND ANY SPECIAL DIET THE CHILD RECEIVES AND THE REASON FOR MEDICATION AND SPECIAL DIET. ALL MEDICATIONS A CHILD RECEIVES SHOULD BE DOCUMENTED IN THE EVENT THE CHILD REQUIRES EMERGENCY MEDICAL CARE. ATTACH ADDITIONAL SHEETS IF NECESSARY.
 NONE

	CHILD’S ALLERGIES (DESCRIBE, IF ANY):
 NONE

	LIST ANY HEALTH PROBLEMS OR SPECIAL NEEDS AND RECOMMENDED TREATMENT/SERVICES. ATTACH ADDITIONAL SHEETS IF NECESSARY TO DESCRIBE THE PLAN FOR CARE THAT SHOULD BE FOLLOWED FOR THE CHILD, INCLUDING INDICATION OF SPECIAL TRAINING REQUIRED FOR STAFF, EQUIPMENT AND PROVISION FOR EMERGENCIES.
 NONE

	IN YOUR ASSESSMENT, IS THE CHILD ABLE TO PARTICIPATE IN CHILD CARE AND DOES THE CHILD APPEAR TO BE FREE FROM CONTAGIOUS OR COMMUNICABLE DISEASES?
     YES       NO	IF NO, PLEASE EXPLAIN YOUR ANSWER:

	HAS THE CHILD RECEIVED ALL AGE APPROPRIATE SCREENINGS LISTED IN THE ROUTINE PREVENTIVE HEALTH CARE SERVICES CURRENTLY RECOMMENDED BY THE AMERICAN ACADEMY OF PEDIATRICS? (SEE SCHEDULE AT WWW.AAP.ORG)

 YES  NO
	NOTE BELOW IF THE RESULTS OF VISION, HEARING OR LEAD SCREENINGS WERE ABNORMAL. IF THE SCREENING WAS ABNORMAL, PROVIDE THE DATE THE SCREENING WAS COMPLETED AND INFORMATION ABOUT REFERRALS, IMPLICATIONS OR ACTIONS RECOMMENDED FOR THE CHILD CARE FACILITY.

	
	VISION (subjective until age 3)
	

	
	HEARING (subjective until age 4)
	

	
	LEAD
	

	RECORD DATES OF IMMUNIZATIONS BELOW OR ATTACH A PHOTOCOPY OF THE CHILD’S IMMUNIZATION RECORD

	IMMUNIZATIONS
	DATE
	DATE
	DATE
	DATE
	DATE
	COMMENTS

	HEP-B
	
	
	
	
	
	

	ROTAVIRUS
	
	
	
	
	
	

	DTAP/DTP/TD
	
	
	
	
	
	

	HIB
	
	
	
	
	
	

	PNEUMOCOCCAL
	
	
	
	
	
	

	POLIO
	
	
	
	
	
	

	INFLUENZA
	
	
	
	
	
	

	MMR
	
	
	
	
	
	

	VARICELLA
	
	
	
	
	
	

	HEP-A
	
	
	
	
	
	

	MENINGOCOCCAL
	
	
	
	
	
	

	OTHER
	
	
	
	
	
	

	MEDICAL CARE PROVIDER:
	SIGNATURE OF PHYSICIAN, CRNP OR PHYSICIAN’S ASSISTANT


TITLE:

	ADDRESS:
	

	
	PHONE:
	LICENSE NUMBER:	DATE FORM SIGNED:



January 1, 2024

Dear Parent or Guardian:
SmartStart STEM Academy LLC offers healthy meals and snacks to children as part of the Child and Adult Care Food Program (CACFP). SmartStart STEM Academy, LLC receives support from CACFP to serve those meals. CACFP gives more support if your household income is less than or equal to the limits on this chart:

	Federal Income Standards for
Reduced-Price Meals for July 1, 2020 - June 30, 2021

	Household size
	Yearly Income
	Monthly Income

	1
	$23,606
	$1,968

	2
	$31,894
	$2,658

	3
	$40,182
	$3,349

	4
	$48,470
	$4,040

	5
	$56,758
	$4,730



Please fill out a CACFP Meal Benefit Income Eligibility form. It will help us find out how much support SmartStart STEM Academy, LLC receives. Please be sure to read the instructions carefully. Fill in all the information we request. We can only accept complete forms.
Please bring the completed form back to us.

Thank you for taking the time to fill out the form. We hope your child enjoys CACFP meals!
In the operation of child nutrition programs, no person will be discriminated against because of race, color, national origin, sex, age, or disability. If you have questions or need help, please contact Mr. Aaron at 215-921-6306.
Sincerely,

Signature,

SmartStart Quality Assurance





This institution is an equal opportunity provide
CACFP Meal Benefit Income Eligibility Form Instructions
The Child and Adult Care Food Program (CACFP) makes good food a regular part of your child’s day care! Please fill out the CACFP Meal Benefit Income Eligibility form. It helps us find out if your household qualifies for free or reduced-price meals. This lets us know how much money CACFP will give to support your day care home or center.

Instructions
Here are instructions to help you fill out the form. Before you begin, turn the form over to learn why we ask for this information. It tells you how we use the information and what rights you have. It also tells you how to contact USDA if you believe you are treated unfairly.
Please make sure to fill in all of the requested information. Use a pen to mark your answers on one form. When you are finished, please return the form to us at:
Step 1:
List all the children from your household in the day care. Use one line for each child’s name. Write one letter in each box. Stop if you run out of space. If there are more children, add their names on a second piece of paper.
Do you have any foster children? If you answer Yes, mark the Foster Child box next to the child’s name. If you are only applying for foster children, finish Step 1 and go to Step 4. If you are applying for both foster and non-foster children, go to Step 2.
Are any children migrant, runaway, homeless, or enrolled in Head Start? If
Yes, mark the correct boxes next to the child’s name and go to Step 4.
Step 2:
You qualify for free meals if you live in a household that receives Supplemental Nutrition Assistance Program (SNAP), Temporary Assistance for Needy Families (TANF), or Food Distribution Program on Indian Reservations (FDPIR).
Do any household members, including you, currently receive SNAP, TANF, or FDPIR? If Yes, write the case number in the box and go to Step 4. You only need to provide one case number. If No, go to Step 3.
Step 3:
Report current income for all household members. Skip this step if you answered Yes in Step 2.
How do you report child income? Turn the form over and use the Source of Income for Children chart to see if your household has income to report.
Write the amount in the boxes in part A of the form. Mark how often the amount is earned. Write 0 in the box if there is no income to report.

This institution is an equal opportunity provider.

How do you report income of adult household members? Turn the form over and use the Source of Income for Adults chart to see if your household has income to report.
In part B, list all the adults in your household, including you, even if each of you doesn’t receive income. Include all adults, such as grandparents, other relatives, and friends who live with you and share household income and expenses. Write the amount of income each of you receives, in the boxes next to your names. Mark how often the amount is received. Write 0 in the box if there is no income to report.
Make sure you report the current amount of money you get before taxes. Don’t include SNAP, FDPIR, WIC, student financial aid, or money you receive for a foster child as income.
Count the number of all children and adults in your household. Include all infants, children, students, and adults. Write the total number in the box under the list of adult household members.
Do you or another adult household member have a Social Security number? Write the last four digits in the boxes. If there is no Social Security number, mark the Check if no SSN box.

Points to Remember:

	If:
	Then:

	Your income isn’t always the same
	List the amount of money that you normally get. For example, don’t include overtime pay, if you don’t normally get it. If your income is normally higher or lower, you can report annual income instead.

	Your household includes members who aren’t citizens
	You or your children don’t have to be U.S. citizens to qualify for meal benefits.

	You are in the military
	Don’t include your Family Subsistence Supplemental Allowance (FSSA), combat pay, or the money you receive for privatized housing. If deployed, count the amount of pay that is made available to your household as income.



Step 4:
An adult household member must sign this form. The signer promises that all information is true and complete.
Print the name, address, and telephone or email of the adult signer. Sign and write today’s date in the marked boxes.

Optional
We ask about your children’s ethnicity and race to make sure we do our best to serve our community. Providing this information is not required. You won’t be denied benefits based on your race, color, national origin, sex, age, or disability.
CACFP Meal Benefit Income Eligibility Form
Sharing Information with Medicaid and SCHIP

Children who get Child and Adult Care Food Program (CACFP) free or reduced-price meals may also qualify for low cost health insurance through Medicaid or the State Children's Health Insurance Program (SCHIP).

We may share your child’s CACFP eligibility information with Medicaid or SCHIP, unless you tell us not to. Medicaid and SCHIP only use the information to find out if children are eligible for their programs. Their staff may contact you to offer to enroll your children in these health insurance programs.

If you do not want us to share your information with Medicaid or SCHIP, fill out this page. You should send this page with your CACFP Meal Benefit Income Eligibility form when you apply. Sending in this page will not change your child’s eligibility for free or reduced-price meals.

· No! I do not want my child’s CACFP eligibility information shared with Medicaid or SCHIP.

If you checked no, fill this out:

Child's Name: 	_ 	____________________________________________

Child's Name: 	_ 	____________________________________________

Child's Name: _____________________________________________________
Child's Name:______________________________________________________

Today’s Date:
 	_ 	

Print Your Name:


Address:
 	_ 	

Signature of Parent or Guardian:
 	__ 	

If you have questions or need help, please contact Ms. Aisha at 267-275-8089


This institution is an equal opportunity provider.

CACFP Meal Benefit Income Eligibility Form
Letter to Parents (Non-Pricing Centers)
[image: ]

CHILD AND ADULT CARE FOOD PROGRAM
INFANT ENROLLMENT FORM

Directions:	This enrollment supplement must be completed for all infants in care at the time of enrollment to determine responsibility for providing infant formula as part of the Child and Adult Care Food Program (CACFP). Please have the parent sign and date two forms. Send one to your sponsoring organization and keep the other as part of the infant’s enrollment file.

Infant Name:	Date of Birth:   	

Home/Center Site:   	

Home/Center will offer the following iron-fortified formula:   	


PARENT CHOICE: (Please check one)

 	 The Center/Home will furnish infant’s formula. (Parent’s Choice Brand Formula)

 	 The Parent will furnish the infant’s formula/breast milk.



Indicate Type of Formula or Breast Milk

If the above type of formula does not meet CACFP requirements, please attach a copy of the physician’s medical statement recommending this type of formula.

Are there any special circumstances or conditions indicated by the infant’s physician?




As the parent of the above-named child, I understand that I may change my decision regarding furnishing infant formula with proper notice.



Parent’s Signature	Date



Signature of Center Director/Home Provider	Date














CACFP Meal Benefit Income Eligibility (Child Care)	APPLY ONLINE:

Complete one application per household. Please use a pen (not a pencil).

Insert URL Here


[bookmark: CACFP_Meal_Benefit_Income_Eligibility_(C][bookmark: STEP_1_List_ALL_children_in_day_care_(if][bookmark: STEP_2_Do_any_household_members_(includi][bookmark: STEP_3_Total_Household_Gross_Income_(Lis][bookmark: STEP_4_Contact_information_and_adult_sig]List ALL children in day care (if more spaces are required for additional names, attach another sheet of paper)
STEP 1


yRunaway
Homeless

Head Start





































Do any household members (including you) currently participate in one or more of the following assistance programs: SNAP, TANF, or FDPIR?
STEP 2
Foster Child Migrant
Definition of Household Member: “Anyone who is living with you and shares income and expenses, even if not related.”
Children in Foster care and children who meet the definition of Homeless, Migrant or
Runaway are eligible for
free meals.
Child’s Last Name
MI
Child’s First Name
Check all that apply








































































IF NO > Go to STEP 3 IF YES > Write case number here and proceed to STEP 4 (do not complete STEP 3)







































































Write only one case number in this space.CASE NUMBER:



Report Income for ALL Household Members (Skip this step if you answered ‘Yes’ to STEP 2)
STEP 3

How often?

Are you unsure what income to include here? Flip the page and review the charts titled “Sources of Income” for more information.


The “Sources of Income for Children” chart will help you with the Child Income section.


The “Sources of Income for Adults” chart will help you with All Adult Household Members section.
Sometimes children in the household earn or receive income. Please include
A. Child Income
Child Income
Weekly
Bi-Weekly
Monthly
Bi-Monthly





[image: ]	[image: ]	[image: ]	[image: ]



$the TOTAL income received by all Household Members listed in STEP 1 here.

B. All Adult Household Members (Including yourself)

List all Household Members not listed in STEP 1 (including yourself) even if they do not receive income. For each Household Member listed, if they do receive income, report total gross income (before taxes)


for each source in whole dollars (no cents) only. If they do not receive income from any source, write ‘0’. If you enter ‘0’ or leave any fields blank, you are certifying (promising) that there is no income to report.














Total Household Members (Children and Adults)

.
Pensions/Retirement/
How often?	Welfare/Child	How often?	Social Security/SSI/	How often?Name of Adult Household Members (First and last)
$

$

$

$

$

Support/AlimonyVA Benefits
Weekly Bi-Weekly Monthly 2x Month
$
$
$
$
$
Earnings from Work
Weekly
Bi-Weekly
Monthly
2x Month
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Weekly
Bi-Weekly
Monthly
2x Month
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$

$
$
$
$





Last Four Digits of Social Security Number (SSN) of Primary Wage Earner or other Adult Household MemberState
Print Name of Adult Signing the Form
Signature of Adult
City
Zip
X
X
Check if no SSN
X
X
X









Contact information and adult signature. MAIL COMPLETED FORM TO YOUR SCHOOL AT:
STEP 4

“I certify (promise) that all information on this application is true and that all income is reported. I understand that this information is given in connection with the receipt of Federal funds, and that CACFP officials

Today’s Date
Phone/Email

Address
may verify (check) the information. I am aware that if I purposely give false information, the participant/center may lose meal benefits, and I may be prosecuted under applicable State and Federal laws.”



[bookmark: Source_of_Income_for_Children][bookmark: Source_of_Income_for_Adults][bookmark: OPTIONAL_Children’s_Ethnic_and_Racial_Id][bookmark: DO_NOT_FILL_OUT_For_official_use_only]Source of Income for Children
Sources of Child Income
Examples
Earnings from work
· A child has a regular full or part-time job where they earn a salary or wages
Social Security
· Disability Payments
· Survivors Benefits
· A child is blind or disabled and receives Social Security benefits
· A parent is disabled, retired, or deceased, and their child receives Social Security benefits

Income from person outside of household
· A friend or extended family member reguarly gives a child spending money
Income from any other source
· A child receives regular income from a private pension fund, annuity, or trust

Source of Income for Adults
Earnings from Work
Public Assistance/Alimony/ Child Support
Pensions/Retirement/
All other sources of income
· Salary, wages, cash bonuses
· Net income from self-employment (farm or business)
If you are in the U.S. Military:
· Basic pay and cash bonuses (do NOT include combat pay, FSSA, or privatized housing allowances)
· Allowances for off-base housing, food, and clothing
· Unemployment benefits
· Workers compensation
· Supplemental Security Income (SSI)
· Cash assistance from State or local government
· Alimony payments
· Child support payments
· Veterans benefits
· Strike benefits
· Social Security (including railroad retirement and black lung benefits)
· Private Pensions or disability benefits
· Income from trusts or estates
· Annuities
· Investment income
· Earned interest
· Rental income
· Regular cash payments from outside household

Children’s Ethnic and Racial Identities (Optional)
OPTIONAL


We are required to ask for information about your children’s race and ethnicity. This information is important and helps to make sure we are fully serving our community. Responding to this section is optional and does not affect your children’s eligibility for receiving meals during care.


Ethnicity (check one):


Hispanic or Latino


Not Hispanic or Latino

Race (check one or more):

American Indian or Alaskan Native

Asian

Black or African American

Native Hawaiian or Other Pacific Islander

White


*Only use this address if you are filing a complaint of discrimination.
This institution is an equal opportunity provider.
(202) 690-7442; or
program.intake@usda.gov.
FAX: EMAIL:
U.S. Department of Agriculture
Office of the Assistant Secretary for Civil Rights 1400 Independence Avenue, SW
Washington, D.C. 20250-9410
MAIL*:
In accordance with Federal civil rights law and U.S. Department of Agriculture (USDA) civil rights regulations and policies, the USDA, its Agencies, offices, and
employees, and institutions participating in or administering USDA programs are prohibited from discriminating based on race, color, national origin, sex, disability, age, or reprisal or retaliation for prior civil rights activity in any program or activity conducted or funded by USDA. Persons with disabilities who require alternative means of communication for program information (e.g. Braille, large print, audiotape, American Sign Language, etc.), should contact the Agency (State or local) where they applied for benefits. Individuals who are deaf, hard of hearing or have speech disabilities may contact USDA through the Federal Relay Service at (800) 877-8339. Additionally, program information may be made available in languages other than English.

To file a program complaint of discrimination, complete the USDA Program Discrimination Complaint Form, (AD-3027) found online at: http://www.ascr.usda. gov/complaint_filing_cust.html, and at any USDA office, or write a letter addressed to USDA and provide in the letter all of the information requested in the form. To request a copy of the complaint form, call (866) 632-9992. Submit your completed form or letter to USDA by:
The Richard B. Russell National School Lunch Act requires the information on this application. You do not have to give the information, but if you do not, the funds your child care center/provider receives may be impacted. You must include the last four digits of the social security number of the adult household member who signs the application. The last four digits of the social security number is not required when you apply on behalf of a foster child or you list a Supplemental Nutrition Assistance Program (SNAP), Temporary Assistance for Needy Families (TANF) Program or Food Distribution Program on Indian Reservations (FDPIR) case number or other FDPIR identifier for your child or when you indicate that the adult household member signing the application does not have a social security number. We will use your information to determine the meal reimbursement for your child care center/provider. We MAY share your eligibility information with education,
health, and nutrition programs to help them evaluate, fund, or determine benefits for their
programs, auditors for program reviews, and law enforcement officials to help them look into violations of program rules.

For official use only
DO NOT FILL OUT

Annual Income Conversion: Weekly x 52, Every 2 Weeks x 26, Twice a Month x 24, Monthly x 12
How often?	Eligibility

Total Income

Household sizeWeekly
Bi-Weekly
Monthly
2x Month
[image: ]	[image: ]	[image: ]	[image: ]




Categorial EligibilityDenied
Reduced
Free



			
	   		Date	Confirming Official’s Signature	Date	Follow-up Official’s Signature	DateConfirming Official Signature
Date:
Date:
Determining Official Signature
Date:
Follow-up Official Signature



We look forward to having you as a member of our SmartStart Family!
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PARENT'S SIGNATURE IS REQUIRED FOR EACH ITEM BELOW TO INDICATE PARENTAL CONSENT
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Child and Adult Care Food Program Sponsor:
Chiid Enrollment Form (Sample) Center:

ENROLLMENT FORM FOR CHILDREN IN CHILD CARE (SAMPLE)

This document does not have to be completed for children in Emergency Shelters, Outside School Hours, and/or At-Risk programs. It is recommended to have new
CACFP Annual Enrollment Forms completed each year during the Household Eligibility Appiication renewal period. Review completed enrollment form and enter the
effective date in lower right hand section.

PARENTS: This institution participates in the Child and Adult Care Food Program (CACFP) and receives reimbursement to provide more nutritious meals for your
child{ren). Federal CACFP regulations require all parents and guardians to complete a CACFP Annual Enrollment Form when enrolling their child{ren) and again every
year thereafter. This information will help ensure all children receive appropriate meals during their care.

Piease complete all areas to include signing and dating same.

FIRST CHILD 3 MONDAY

[ Tuespay
NAME ] WEDNESDAY [T Yes [Ino 1 work multiple shifts and child{ren) may be in care different days/hours [0  sReEAKFAST

[ Turspay Other: 00 am.sNACK
BIRTH DATE O rripay O wwne

3 saTurDAY O  p.m.snack
AGE [.sunpay O sueper

Enroliment Date O EVENING sNACK

SECOND CHILD [ same as Above O  same Meais as Above’
3 MonDAY
NAME 3 TUESDAY [J Yes CINo __twork multiple shifts and child{ren) may be in care different days/hours O BREAKFAST
[ WEDNESDAY Other: O AMSNACK
BIRTH DATE [ THURSDAY O ek
[] FrIDAY O P.m.SNACK
AGE [ saTuRDAY O  sueper
0 sunpay Enroliment Date: Withdrawal Date: DI evENING SNACK

THIRD CHILD L same as Above T same Meals as Above
[ monpay
NAME 1 Tuespay [ Yes CINo 1 work multiple shifts and child(ren) may be in care different days/hours OO0 BREAKFAST
[ WEDNESDAY Other: I AM. SNack
BIRTH DATE O THURSDAY O LuncH
O rripay OO psnack
AGE [ saturDAY O sueeer
0 sunoay Enrollment Dats Withdrawal Dats LI EVEMING SNACK

FOURTH CHILD [ same as Above OO Same meals as
O MoNDAY
NAME [ Tuespay [ Yes [INo I work multiple shifts and child{ren} may be in care different days/hours [0 BREAKFAST
1 WEDNESDAY Other: O AM.SNACK
BIRTH DATE O THURSDAY O  LuncH
[ rripaY O pm.sNaCK
AGE O saturDAY O  sueper
L3 sunoay Enroliment Date: Withdrawal Date: LI EVENING SNACK

IMES CHILD: NORMALLY ATTE! D

FIFTH CHILD E Same as Above T Same Meals as Above

O monpbay
NAME 1 TUEsDAY 3 Yes [INo 1 work multiple shifts and child{ren} may be in care different days/hours [0  BREAKFAST

] WEDNESDAY Other: O AM.sNack
BIRTH DATE £ THURsDAY O  wnew

] FRIDAY O  P.m.shack
AGE [ saTUrDAY [0 sueper

L sunpay Enroliment Date: Withdrawal Date: O svENING sNack

Signature
Signature of Parent or Guardion Date Telephone Number of Parent or Guardian
CHILD CARE REPRESENTATIVE USE ONLY:
Name of Representative/Signature Date

The effective date can be made retroactive back to the first day the child participates in the CACFP as long as it occurs in the same month this form is received.
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