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Family Child Care Family Handbook Outline

1  Welcome and program identity
· Welcome letter and family partnership
· Program name, license number, address, contact information and emergency contact
· Philosophy, values, languages, inclusion and culturally responsive care
· Ages served, licensed capacity, hours, calendar and closure dates
· Core values, including kindness, inclusion, and equitable access for children using third-party funding
· Annual calendar, holidays, planned closure dates, and provider vacation dates

2  Enrollment and admissions
· Inquiry, tour, application, waitlist and offer process
· Eligibility, age ranges, available schedule, start date and transition visits
· Required admission documents: identification and emergency contacts, authorized pickup, health and immunization records, parent rights notices and signed agreements
· How families update records and emergency contacts; records privacy and access
· Enrollment changes, schedule changes, withdrawal and reentry
· Identify policies that should also appear in the parent contract for quick reference and consistency
· Include key policies in both the handbook and parent contract when families benefit from quick reference
· Photo and video permissions and consent forms

3  Daily attendance and arrival
· Contracted days and hours; arrival and departure windows
· Daily sign in and sign out procedure; identity check and authorized pickup
· Absence reporting deadline; illness, vacation and planned absence notices
· Late pickup process and applicable fees; uncollected child escalation
· Attendance records, custody orders and changes to pickup authorization
· Permission for neighborhood walks, park visits, and routine local outings

4  Tuition and financial policies
· Tuition schedule by age and contracted schedule; what tuition covers
· Registration or deposit terms, due dates, accepted payment methods and receipts
· Late payment, returned payment, grace period and suspension or termination terms
· Charges during holidays, closures, absences, vacations and provider time off
· Subsidy participation, family copayments and changes in authorization
· Notice and effective date for rate or fee changes; refunds and final balance
· Tuition due date and late fee policy, including the provider-selected payment schedule and any daily late fee
· Include tuition due dates, late fees, and payment expectations in the parent contract as well as the handbook
· Accepted payment frequency and methods, such as weekly or monthly payments by electronic payment, check, or cash
· Provider-selected payment deadline, clearly stating the day or date payment must be received

5  Daily care and learning
· Typical daily rhythm, play, outdoor time, rest and age appropriate learning
· Family communication, conferences, developmental observations and referrals
· Meals, snacks, food brought from home, allergies and feeding plans
· Diapering, toileting, clothing, personal belongings and screen use
· Infant care: feeding, individual routines, safe sleep and supervision
· Mentee reflection prompts to support development of daily care and learning policies, including questions about routines, communication, meals, personal care, screen use, infant care, and family expectations

6  Health and safety
· Illness exclusion, return to care and notification of communicable illness
· Medication authorization, storage and administration; care plans for allergies or chronic conditions
· Immunization records and health information
· Handwashing, cleaning, oral health practices if offered and smoke free environment
· Emergency preparedness, evacuation, reunification, drills and disaster communication
· Injury, incident and suspected abuse reporting; transportation and field trip permissions
· Illness exclusion and pickup policy, including symptoms that require exclusion and the expected pickup window after a family is notified
· Criteria for returning to care, including provider discretion consistent with current licensing requirements and the program illness policy
· Consider local school district illness guidance as a reference when developing program-specific sick policies
· Tuition obligations during illness-related absences, including COVID-19 or other communicable illnesses, as defined in the program contract
· Medication authorization requirements, including parent permission and physician care plans or licensing forms when applicable

7  Relationships and family rights
· Children’s personal rights and respectful guidance; prohibited practices
· Behavior support, conflict resolution and family collaboration
· Inclusion and reasonable accommodations; confidential information
· Parent access to the home, licensing information and how to raise concerns
· Communication channels, response times and family participation
· Safe release procedures when an authorized pickup person appears impaired or under the influence, including alternate authorized pickup arrangements
· Authorized pickup procedures and a process for updating policies as new situations arise; treat the handbook as a working document that evolves with the program
· Review and revise the handbook at least annually and whenever policies or requirements change

8  Changes and ending care
· Procedure for handbook updates and written notice
· Family and provider notice periods for ending care
· Immediate safety related termination grounds and dispute resolution process
· Return of belongings and records, final invoice and deposit reconciliation
· Holiday, closure, and provider vacation policies, including whether tuition is charged and whether the program follows a local school district calendar; keep the handbook and contract consistent
· Family-provided supplies and program-provided meals and snacks, including what families are expected to bring

Appendices and signature pages
· Enrollment checklist and required state forms
· Tuition and fee schedule; annual calendar; emergency plan summary
· Parent contract with child and parent names, schedule, start date, tuition, payment terms, absences, closures, late pickup, termination and signatures
· Handbook acknowledgment and consent forms for medication, transportation, photos and outings as applicable

	
Annual handbook acknowledgment confirming that families received the current handbook for the new program year

Updated acknowledgment or notice process when policies are added or materially revised

Implementation notes

Keep the parent contract consistent with the handbook, especially tuition, contracted hours, absences, closures and termination. 

Add program specific amounts and deadlines only after the provider decides them. 

Attach the official licensing notices and forms separately rather than replacing them with handbook text.
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