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Family Child Care Parent and Family Handbook Template
A customizable handbook for prospective California family child care owners
How to use this template: Replace every bracketed prompt, select the policies your program will actually follow, and delete the drafting notes before sharing it with families. Review your completed handbook against current licensing rules and your signed parent contract. Attach required state forms separately.
Program information
Program name  [Enter program name]
Licensee and license number  [Enter name and license number]
Address and telephone  [Enter address and number]
Email and preferred communication method  [Enter details]
Regular days and hours  [Enter days and hours]
Ages served and capacity  [Enter ages and licensed capacity]
Effective date and version  [Enter date and version]
1  Welcome and partnership
Welcome to [Program Name]. Our family child care home provides [describe approach, values, languages and what children experience]. We value ongoing communication with families and invite you to share your child’s strengths, routines, culture and needs. This handbook explains our daily practices and our shared responsibilities.
Our philosophy  [Enter two to four sentences]
Provider planning prompt: [Describe your core values and how your program promotes kindness, inclusion, and access for all children. Note whether you accept third-party funding or other funding supports that help families access care.]
Family communication  [Enter how and when updates and conferences occur]
Program calendar and holiday closures [Enter annual calendar, holidays, planned closure dates, and how families will receive updates.]
2  Enrollment and admission
Inquiry and enrollment
Families may request a tour by [method]. Enrollment is offered when space is available and the program can meet the child’s care needs within its licensed capacity. An enrollment offer is confirmed after [list steps, forms, payment and start date].
Waitlist process  [Enter waitlist process]
Transition or trial visits  [Enter transition or trial visits]
Provider planning note: [Decide which enrollment, schedule, withdrawal, and financial terms belong in the signed parent contract, the handbook, or both. Consider placing quick-reference terms in the contract while keeping the fuller policy explanation in the handbook.]
Records and authorizations
Before care begins, families complete the required licensing and program forms, provide current emergency contacts and authorized pickup information, and submit health and immunization information as applicable. Families notify us promptly when any information changes.
Enrollment documents checklist location  [Enter enrollment documents checklist location]
How changes are submitted  [Enter how changes are submitted]
Photo and video permission [Describe the separate permission/consent process for taking, sharing, or publishing photographs and videos of children.]
Equal access and individual needs
We discuss reasonable supports for each child with the family and develop any needed care plan together. Families may share information about language, disability, allergies, religious or cultural practices, and routines.
Contact for accommodation requests  [Enter contact for accommodation requests]
3  Schedule attendance and pickup
Contracted schedule
Care is reserved for [days] from [start time] to [end time]. Families request schedule changes [number] days in advance; approval depends on availability and staffing.
Arrival procedure  [Enter arrival procedure]
Daily sign in and sign out method  [Enter daily sign in and sign out method]
Absences
Please report an absence by [time] using [method]. Tell us about illness, travel or other planned absences. Tuition during absences is described in Section 4 and the parent contract.
Absence notification details  [Enter absence notification details]
Authorized pickup and late pickup
Children are released only to a parent or person authorized in writing, subject to applicable legal documents. We may ask for photo identification. If pickup is delayed, contact us immediately at [number]. The late fee is [amount and calculation], beginning at [time]; our response when no authorized adult can be reached is [procedure].
Late pickup fee and grace period  [Enter late pickup fee and grace period]
Emergency pickup contacts  [Enter emergency pickup contacts]
Safe release policy [State the procedure if a parent or authorized pickup person appears impaired or under the influence. Identify the alternate authorized person who will be contacted and the steps used to protect the child.]
Local park and outing permission [State whether children may attend neighborhood parks or routine local outings and identify the written permission required before participation.]
4  Tuition fees and payment
Complete this section together with the fee schedule and parent contract. State every amount, deadline, exception and notice period in the same way across both documents.
Tuition
Tuition for the agreed schedule is [amount] per [week/month]. It covers [items]. Tuition is due [day/time] by [payment method].
Rate and billing frequency  [Enter rate and billing frequency]
Due date and payment methods  [Enter due date and payment methods]
Provider planning prompt: [Choose weekly or monthly billing; identify the exact payment due date, such as the first day of the week or first day of the month; and select accepted payment methods, such as electronic payment, check, or cash.]
Enrollment charges and deposits
A [registration fee/deposit] of [amount] is due [when]. It is [refundable/nonrefundable] under these conditions: [conditions].
Fee and deposit terms  [Enter fee and deposit terms]
Late or failed payments
Payments received after [deadline] incur [fee]. Returned payments incur [fee]. If a balance remains unpaid, we will [written notice and next steps].
Grace period and process  [Enter grace period and process]
Provider planning example: [If this reflects your program policy, tuition may be due at the start of the month with a $25 per-day late fee after the due date. Confirm the amount, grace period, and enforcement process, and mirror the final terms in the parent contract.]
Absences closures and vacations
Tuition [is/is not] charged during child absences, holidays, planned closures, emergency closures and provider vacations as follows: [specific rules]. Families receive the annual closure calendar by [date].
Closure and vacation rules  [Enter closure and vacation rules]
Illness-related tuition [State whether tuition remains due when a child is absent because of COVID-19 or another illness, and keep this language consistent with the signed parent contract.]
Subsidies and rate changes
For subsidized care, the family remains responsible for [copayment and uncovered charges, as applicable]. Any change to tuition or fees will be communicated in writing [notice period] before it takes effect.
Subsidy arrangements  [Enter subsidy arrangements]
Rate change notice  [Enter rate change notice]
5  Daily care and learning
Daily rhythm
Our typical day includes [arrival, meals, play, outdoor time, rest and departure]. Activities adapt to children’s ages, interests and needs. Families receive updates through [method].
Sample daily schedule  [Enter sample daily schedule]
Provider reflection questions: [What will children experience each day? How much time will be available for indoor play, outdoor play, rest, meals, and child-led learning? How will routines vary by age? How will families learn about their child’s day?]
Food and nutrition
We provide [meals/snacks] at [times]. Families provide [items]. Please tell us about allergies, dietary restrictions and feeding plans before care begins. We will agree on a written plan when needed.
Food program participation if applicable  [Enter food program participation if applicable]
Meals and snacks planning [List what the provider supplies, what families supply, meal/snack times, and any food program participation.]
Rest infant care and personal items
Children have age appropriate rest opportunities. Infants follow individualized feeding and sleep routines consistent with safe sleep requirements. Families provide [diapers, clothing, supplies]; label belongings.
Diaper and toileting approach  [Enter diaper and toileting approach]
Items to bring  [Enter items to bring]
Supplies planning [List diapers, wipes, extra clothing, comfort items, bottles, sunscreen, bedding, or other supplies families are expected to provide.]
6  Health and safety
Illness and return to care
Keep your child home when [specific symptoms or conditions]. Notify us by [method] if your child has a communicable illness. A child may return when [clear, objective criteria consistent with current guidance]. If a child becomes ill in care, we will contact you and request pickup within [time].
Illness exclusion and return criteria  [Enter illness exclusion and return criteria]
Return-to-care decision [State the criteria used to determine when a child may return and any documentation required. Avoid relying only on provider discretion when objective health or licensing criteria apply.]
Provider planning prompt: [Define objective illness exclusion and return-to-care criteria. Consider symptoms such as fever, diarrhea, vomiting, rash, excessive mucus, or persistent cough; the number or combination of symptoms that triggers pickup; and a target pickup window, such as 30 minutes. Review current licensing requirements and local school district illness guidance before finalizing the policy.]
Medication and care plans
Medication is accepted and administered only with the required written permissions, instructions and storage arrangements. We will coordinate individual plans for allergies or other health needs.
Medication process and documentation  [Enter medication process and documentation]
Medication forms and care plans [Identify the required medication permission form and any physician or licensing care plan/documentation required for administration.]
Emergencies and incidents
We maintain emergency contacts and an evacuation and reunification plan. We will notify families of significant injuries or emergencies by [method] and follow applicable reporting requirements. Families should update contact details immediately.
Emergency meeting location  [Enter emergency meeting location]
Backup communication method  [Enter backup communication method]
Supervision and protection
Children are supervised according to their ages and needs. We use respectful guidance and protect each child’s personal rights. Our policies for outdoor play, water activities, transportation and field trips are [describe or state not offered].
Transportation or outing arrangements  [Enter transportation or outing arrangements]
7  Guidance inclusion and family communication
Positive guidance
We teach expectations through connection, modeling, redirection and developmentally appropriate support. We do not use humiliating, frightening or physically punitive practices. We contact families to plan consistent support when a concern continues.
Steps for collaborative behavior planning  [Enter steps for collaborative behavior planning]
Family access and concerns
Families may contact [name] about questions or concerns. We respond within [time] and invite a follow up conversation if needed. Families receive required parent rights notices and may contact licensing directly using the posted information.
Complaint contact and response time  [Enter complaint contact and response time]
Privacy and photographs
Child and family information is shared only as needed for care or as required by law. Photos and public use of images require [separate consent process].
Photo and information sharing choices  [Enter photo and information sharing choices]
8  Closures changes and ending care
Calendar and unexpected closure
Our scheduled holidays and provider closures are listed in [attachment]. For unexpected closure we notify families by [method] as soon as practicable. Tuition treatment follows Section 4.
Backup care guidance if offered  [Enter backup care guidance if offered]
Provider vacation and holiday planning [List paid/unpaid holidays and provider vacation days, state whether you follow a local school district calendar, and keep the handbook, annual calendar, and parent contract consistent.]
Changes to this handbook
We provide written notice of policy changes [number] days in advance, except when an immediate change is needed for health, safety or legal compliance. Families receive a revised handbook and acknowledgment.
Notice period  [Enter notice period]
Ongoing review [Treat the handbook as a working document. Update policies as new situations arise, provide families required notice of changes, and complete a formal review at least annually.]
Withdrawal and termination
Families provide [number] days of written withdrawal notice. The provider provides [number] days of written notice when ending care, except [clearly stated circumstances requiring immediate action]. Final tuition, deposits and refunds are handled as described in the contract.
Notice addresses and final billing terms  [Enter notice addresses and final billing terms]
9  Parent contract summary
Use a separate signed contract for the individualized financial and schedule terms. Confirm that it matches this handbook. Include: child and parent names; start date; contracted days and hours; tuition and due date; fees and deposits; absences and closures; authorized pickup; notice to change or end care; signatures and dates.
Contract form or attachment name  [Enter contract form or attachment name]
10  Family acknowledgment
I received the [Program Name] Parent and Family Handbook dated [date]. I understand that the signed parent contract records our individual schedule and financial terms. I know whom to contact with questions and how I will receive policy updates.
Parent or authorized representative name  [Enter parent or authorized representative name]
Signature and date  [Enter signature and date]
Provider signature and date  [Enter provider signature and date]
Annual handbook acknowledgment [For each new program year, have families acknowledge receipt of the current handbook and any revised policies.]
Attachments checklist
☐ Current tuition and fee schedule
☐ Annual calendar
☐ Enrollment and emergency forms
☐ Required licensing notices and parent rights forms
☐ Health and medication forms
☐ Individual care plans and consents as applicable
☐ Signed parent contract
Provider review before distribution
Check the current California family child care requirements, including admission and parent rights, child records, personal rights, staffing and capacity, operations and infant safe sleep. Confirm that optional practices are offered only when permitted and that all fees and timelines match the signed contract. Review the Quality Start OC family resources for ideas on family partnership and choosing quality care.
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