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PARENT HANDBOOK 
 
Welcome to DOT Tot Child Care Center 
 
The Board of Directors (hereafter referred to as “Board”) and staff hope that your child’s 
experience at DOT Tot Child Care Center (hereafter referred to as “DOT Tot”) will be an 
enriching and wonderful one.  We are confident that you will be pleased with the 
opportunity to participate with your child in this most important time in your lives as a 
family.  Please know that we look forward to hearing your ideas and suggestions and 
that we encourage you to participate in Board and Center activities.  We believe that 
you are the most important teacher of your child and the most critical ingredient to 
providing a high quality program for your child.  DOT Tot’s goal is full integration of 
parents (“parent” includes guardian and alternate care providers), staff, and the Board in 
a cooperative effort to enrich your child’s development. 
 
DOT Tot was established in 1983 with the primary goal of providing a well-rounded, 
carefully planned, and developmentally appropriate curriculum in a loving atmosphere.  
Secondary goals for DOT Tot have been to become a model child care program and 
resource for other childcare facilities in the state, and to provide appropriate and 
carefully monitored opportunities for training and research in early care and education. 
 
The purpose of this handbook is to describe the goals, operating policies, and 
procedures of DOT Tot and to describe the roles and expectations of parents, staff, and 
the Board.  Other documents that provide information about the organization and 
policies of DOT Tot include the official By-Laws and monthly newsletters that provide 
information about on-going activities and plans.  These documents are available for 
review upon request if you would like further information; please feel free to contact 
DOT Tot’s Director at (916) 442-5421 or by e-mail at dottotcenter@att.net.  Parents may 
also contact any member of the Board (Appendix A). 

 

DOT Tot Child Care Center State License Numbers are –  
 
#340306210  
 
#340306212

mailto:dottotcenter@att.net
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PHILOSOPHY 
 
It is the intention of DOT Tot to provide an informal atmosphere and child-oriented, 
developmentally appropriate curriculum, where children learn through play and the 
exploration of their environment.  Children have the opportunity to become independent 
and successful in this educational environment, begin to successfully solve problems, 
and learn to express their ideas and feelings.  DOT Tot’s objective is to keep the 
learning portion of our program fun and inviting so that the children want to participate in 
their learning.   
 
DOT Tot believes that each child and family needs and deserves to be treated with 
courtesy, respect, and trust.  Children are rightfully curious and energetic learners who 
are eager to learn about themselves, other people and things, and who wish to be 
cooperative, independent, and helpful.  Children learn through play, trial and error, and 
interaction with their environment and parents are the first and most important teachers 
of their own children.  The role of adults is to facilitate children’s learning and 
understanding of their world with realistic and developmentally appropriate expectations 
and to use a kind and gentle manner when children’s behavior must be corrected. 
 
Just as DOT Tot staff treats all children and their parents with courtesy and respect, all 
parents and children are required to treat DOT Tot staff with courtesy and respect.  If a 
parent or custodian of a child treats DOT Tot staff or other DOT Tot parent in a manner 
that raises concerns for the safety of the staff, children, or other parents, the Board has 
the option of immediately terminating the child care services to the offending 
parent/custodian and their child.  The same option exists for the Board if a parent is 
verbally abusive or acts in an inappropriate manner to any staff, children or other 
parents.   
 
In order for DOT Tot to continue meeting the aforementioned goals and to succeed as a 
not-for-profit business, it must continue to ensure for current and future parents that the 
highest quality of childcare is provided.  DOT Tot therefore encourages staff 
development through multiple training opportunities. 
 
DOT Tot is a parent-run corporation.  The continued success of DOT Tot will only be 
possible when every parent accepts responsibility for and participates in the governance 
of DOT Tot.  In fact, parents have a minimum obligation to complete fifteen hours of 
parent participation every six months.  Please see Parent Hours requirements on page 
28 of this handbook for further details.  Parents who perform volunteer work in 
classrooms must complete the Parent Hours form (Appendix B) located in the lobby and 
submit it to the Director of the center in order to receive credit toward the parent hour 
requirements.  Parents who do not complete their parent hour obligation will be charged 
$15 for every hour not completed. 
  
DOT Tot was founded by a group of parents working for The Department of 
Transportation (DOT), hereafter Caltrans to distinguish the department from DOT Tot 
Center, Inc. These families needed care for their young children.  They did the work 
necessary to find a location and building for DOT Tot, which opened in September of 
1983. 
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DOT Tot is operated by an independent corporation, DOT Tot Center, Inc.  By-Laws 
define the governance procedures for DOT Tot.  The By-Laws set for the Steering 
Committee established the corporation to serve as the first Board.  After that, the By-
Laws require a Board to be elected by the membership of the corporation, i.e. the 
parents.  There are nine Board members.  The Board sets the meeting schedule at the 
beginning of the calendar year and it is posted at the Center and in the newsletter.  
Meetings vary from one to two meetings per month depending on the business need.  
The Board may call special meetings when issues arise that require additional 
discussion.  A list of current Board members and contact information may be obtained 
from the Director of the Center. 
 
An annual corporation membership and parent meeting is held in December. 
 
DOT Tot offers services to Caltrans families, families of other State offices, and to the 
general community in order to achieve cultural, income, and work schedule diversity. 
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ANTI-BIAS CIRRICULUM 
 
The core values in DOT Tot’s program are based on shared respect for human diversity 
and commitment to social justice.  These values are reflected in DOT Tot’s curriculum, 
environment, programming, and interactions with families and the community.  DOT Tot 
strives to ensure all families’ values are visibly evident in the classrooms and our 
relationship with your family.  DOT Tot is fortunate to have an enrollment of diverse 
families, allowing children to experience a range of different cultures, appearances, 
languages, family forms, and ways of life in a positive, affirming environment.  DOT Tot 
firmly believes children’s early experiences with diverse communities and playmates will 
lead to the development of cohesive, non-violent, and accepting communities in the 
future. 
 
DOT Tot’s values are reflected in the classroom environments, materials, and 
curriculum.  DOT Tot incorporates non-sexist, multi-cultural, and anti-bias learning 
experiences into daily classroom activities and curriculum.  DOT Tot strives to provide 
materials, activities, and an environment that reflect a respect for, and celebration of, 
diversity in race and ethnicity, physical appearance and ability, and family composition 
and lifestyle.  DOT Tot’s goal is to have every child and family welcomed, reflected, and 
supported in our program. 
 
In developing a framework for anti-bias curriculum, DOT Tot relied heavily on the work 
of anti-bias author Louise Derman-Sparks of Pacific Oaks College.  Derman-Sparks 
defines five broad goals of an anti-bias curriculum: 
 

1. Fosters each child’s sense of self-identity. 
2. Fosters acceptance of diversity among people by allowing children to ask about 

and explore the differences. 
3. Encourages critical thinking about bias by helping children to identify acts of 

discrimination and stereotypic images in their world. 
4. Encourages empathy towards others. 
5. Fosters each child’s ability to stand up for her/himself and others in the face of 

bias. 
 
DOT Tot’s anti-bias curriculum is supported by a wide variety of multi-cultural and bias-
free books, dolls, and other learning materials as well as specific staff-directed activities 
and experiences.  DOT Tot strongly encourages parent support, involvement, and 
feedback regarding our efforts. 
 
Parents are encouraged to contribute to the curriculum through sharing ideas and 
materials with staff or by working in the classroom.  Often parents have special skills or 
knowledge of interest to children.  DOT Tot welcomes parent involvement in the 
classroom! 
 
In summary, based on the philosophy and goals of DOT Tot, our curriculum: 
 

 Is developmentally based. 

 Encourage the child to be an active participant in the learning process. 

 Allows the child to set his/her own learning pace. 

 Builds on the child’s interest and abilities. 

 Encourages the child to problem solve, question, hypothesize, experiment, and 
develop his/her cognitive processes. 
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DOT TOT CALENDAR 

 
DOT Tot is open all year.  Holiday observance dates are based on approved state 
employee holidays which may be found at http://www.calhr.ca.gov.  DOT Tot provides 
two staff in-service days annually at which time DOT Tot is closed.  Parents will be 
provided a minimum of 60 day notice to arrange alternate care.  The Board approves 
the calendar annually.  Tuition is not waived or pro-rated for holidays, weekends, staff 
in-service days, absences, or other planned closure dates.   
 
There are times when DOT Tot may close due to issues beyond our control such as 
electrical power or water outages.  In these rare instances parents will be kept apprised 
of circumstances including details of re-opening the center by the Director and Center 
staff. 

 

http://www.calhr.ca.gov/
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ENROLLMENT 
 
DOT Tot enrolls children as space permits, from six weeks to six years of age or until 
children are ready to attend kindergarten.  DOT Tot offers part-time care to children 
three years old or older space permitting.  However, part-time care is only offered to 
children under the age of three years old if the family has at least one other child 
enrolled in the Honey Bee or Sunbeam classrooms. 
 
Waiting List Procedures 
 
Families may be placed on a waiting list after submitting an Interest Form that will have 
the date of submission recorded on it upon receipt.  There is no charge to be on the 
waiting list.  Families will be removed from the waiting list upon request or for failure to 
return two contact attempts by DOT Tot.  A family must enroll within five calendar days 
of expressing interest in the available space or the next family on the waiting list will be 
contacted. 
 
Families on the waiting list are contacted in the following priority order when space 
becomes available: 
 

1) DOT or CalTrans employees (contractual obligation) and DOT Tot staff. 
2) State employees with siblings enrolled. 
3) State employees. 
4) General community with siblings enrolled. 
5) General community. 

 
Preference will be given to full-time requests over part-time requests, no matter the 
familial affiliation.  Exceptions to the policy may be exercised with Board approval if a 
DOT Tot employee needs childcare in order to begin or maintain employment with DOT 
Tot. 
 
Enrollment Procedures 
 
Parents must tour DOT Tot to ensure that DOT Tot meets their needs. Interested 
parents must complete an Interest Form.  If no spaces are available, the family will be 
placed on the waiting list free of charge.  Once an opening becomes available, the 
Director will contact the family to begin the enrollment process.   
 
When space availability is confirmed, an enrollment packet will be provided to the 
family.  All forms in the packet must be completed and returned to the Director prior to 
the child’s start date at DOT Tot.  The enrollment packet includes forms required by the 
State of California Community Care Licensing as well as DOT Tot forms.  Current 
immunization records and TB information must be submitted prior to attending DOT Tot.  
Failure to maintain immunizations without a physician’s written notice will constitute 
cause for termination of care.  See Appendix C for a sample Center Admission 
Contract.  Registration and first month tuition fees must be paid prior to the scheduled 
start date.   
 
Parents are encouraged to make arrangements with the Director to visit the classroom 
with their child prior to the start date to facilitate the transition to DOT Tot.  There is no 
charge for classroom visits related to a child’s transition while the parent remains in 
attendance. 
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Enrollment Time Base 
 

Full-time enrollment is defined as five days per week. 

Part-time enrollment for the Pooh, Elmo, and Tigger/Bug classrooms is available for 
families with one or more children enrolled in the Honey Bee or Sunbeam classrooms or 
by advance request to the DOT Tot Director.  Board approval and available space is 
required in both instances.  Should part-time care be granted and a potential full time 
participant is interested in the slot for that classroom the part-time family will be offered 
the opportunity to go full time to continue care or the family will be notified of dis-
enrollment. 

Part-time enrollment for the Honey Bee and Sunbeam classrooms is available for 
families with at least one child enrolled at the center. 

Children enrolled part-time must attend in accordance to the schedule agreed upon by 
the parent and Director.  A part-time child may attend for additional time if prior 
arrangements have been made with the Director but not in exchange for the scheduled 
time.  Tuition will be charged for the additional days attended by the child. 
 
Reasonable Accommodation of Special Needs 
 
Prior to enrolling at DOT Tot, it is the responsibility of the parent(s) to provide the 
Director with all information regarding the child’s health, physical, nutritional, and 
emotional needs so that the Director and parent(s) can evaluate whether DOT Tot can 
meet the child’s needs.  After enrollment, parent(s) must update their child’s classroom 
staff and the Director if the child’s needs change so that any necessary adjustments can 
be made by DOT Tot, or a determination can be made by the Director and Center staff 
that DOT Tot can no longer provide the care needed by the child. 
 
DOT Tot makes every effort to accommodate the special needs of a child; however, 
DOT Tot may not have the appropriate facilities and/ or the necessary resources to 
accommodate the special needs of children with certain disabilities or behavioral 
challenges. 
 
Withdrawal Policy 
 
DOT Tot requires a written notice at least 30 days prior to withdrawing your child(ren) 
from care at DOT Tot.  This requirement applies to all families, including subsidized 
program participants (e.g., Child Action).  All accounts must be up-to-date and tuition 
must be paid during the notice period.   
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TUITION AND FEES 
 
Tuition Overview 
 
Tuition is due by the first of each month and must be paid in full no later than the fifth of 
each month.  Failure to pay tuition by the fifth of the month will result in assessment of a 
$15 late fee regardless of holidays or weekends.  Schedule changes and withdrawals 
require a minimum 30 day written notice during which time the tuition must be paid in 
full.  
 
At the time of enrollment, tuition is based on the classroom in which the child is 
enrolled.  The contract includes the tuition amount and the child’s schedule.  Tuition will 
not change until a child fully transitions into another classroom regardless of the child’s 
age within the classroom.  At the time the child is fully transitioned, a new tuition 
contract will be issued and any matters of tuition pro-rating as related to the transition 
will be calculated. 
 

See Appendix D for full-time and part-time tuition rates, current as of time of 
publication. 

 
Tuition Payment Procedures 
 
Tuition payments must be paid by check, money order, or cashier’s check.  DOT Tot 
does not accept credit cards or cash.  DOT Tot does not provide parents a statement or 
bill for tuition due.  Late notices are issued if tuition is not paid by the fifth of each 
month.  Follow up notices will be issued by the fifteenth of the month.  After two late 
notices, delinquent accounts will be referred to a collection agency and the child will be 
dis-enrolled at the end of the current month following the second and final notice or 
upon vote of the Board. 
 
All tuition payments must be placed in the mailbox on the wall near the Director’s desk 
or given directly to the Director.  After tuition is logged, a receipt will be prepared and 
placed on the sign in/out sheet.  Parents must keep their monthly receipts for tax 
purposes; DOT Tot does not provide itemized annual statements. 
 
Sibling Discount 

 
Families with two or more children enrolled full-time receive a discount of 10% on the 
oldest child(ren)'s tuition. This discount is not available if any sibling in the family is 
enrolled for part-time care. 

 
Absences 
 
DOT Tot does not prorate tuition due to any type of absence or vacation, or for 
holidays.  Parents are to inform DOT Tot of any absences via telephone or email to 
facilitate appropriate staff scheduling. 
 
Late Payments 
 
Tuition payments received after the fifth day of each month will result in an assessment 
of a $15 late fee.  Families that do not pay their tuition or make arrangements with the 
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Director under Board Approval by the fifth day of the month will result in DOT Tot 
suspending child care services until tuition is paid in full or a payment plan is in place.  
Failure to pay tuition or set up a payment plan as well as any failure to keep up with an 
approved payment plan will result in immediate termination of services through the 
duration of the payment plan period.   
 
Parent Hour Fee 
 
A fee of $15 per Parent Hour will be charged for families who do not complete the 
required 15 hours of parent participation during each six-month period.  A database of 
Parent Hours is maintained and reports are distributed at the end of each Parent Hour 
term.  The current Parent Hour terms are as follows:  January through June, and July 
through December.   
 
Late Pick-Up Fee 
 
DOT Tot closes promptly at 6:00 p.m.  Any parent that enters or is remaining in the 
building after 6:00 p.m. will be charged a $2.00 per minute late fee and asked to sign a 
late notice (Appendix E).  Late fees are to be paid no later than the following business 
day directly to the Staff that stayed late.  Late fees not paid will be added to the account 
and treated as an unpaid late balance subject to late payment procedures and fees.  
Three late pick-ups within a twelve month period could result in dis-enrollment of the 
child from the program. 
 
Tuition Subsidy Programs 
 
DOT Tot accepts children that have tuition subsidies by outside organizations.  DOT 
Tot caps the percentage of total subsidized enrollments as it relates to the centers 
licensing capacity.  Please check with the Director about subsidized openings.    
Parents are responsible for paying fees owed to DOT Tot for any portion of child care 
services provided that are not paid by the subsidizing agency.  Failure to pay these fees 
will result in two late-fee notifications sent to the family as outlined above, with the child 
being dis-enrolled two weeks following the second and final notice and all unpaid 
balances being referred to collections.  The Board reserves the right to take action 
outside of these guidelines when parents fail to be responsive or as they see fit for 
specific situations. 
 
Returned Check Charges 
 
Checks returned by the bank will incur a $35 penalty.  If a check is returned by the bank 
for insufficient funds then a cashier check or money order shall be used to pay the 
balance owed.  Families will be granted two instances before all future payments must 
be made by money order or cashiers check.  DOT Tot will follow the procedures set 
forth for late payments if the $35 penalty is not paid.  
 
Registration Fee 
 
An annual registration fee of $75.00 per family is due by August 31st.  Failure to pay the 
annual registration fee by the deadline will result in the balance being added to the 
account and treated as an unpaid late balance subject to late payment procedures and 
fees. 
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Collections 
 
DOT Tot will make two attempts to collect delinquent payments.  The first billing notice 
will be attached to the child’s sign in/out sheet.  Bills that are not paid by the requested 
due date will be sent as a second notice to the address on record, certified mail with 
signature required.  If the second notice bill is not paid by the requested due date, the 
Board reserves the right to take action on delinquent accounts depending on 
circumstances and parent responsiveness, including termination of care and referral to 
a contracted collection agency. 
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DAILY OPERATING PROCEDURES 
 
Classrooms are staffed to meet the qualifications outlined in California Code of 
Regulations, Title 22, Community Child Care Licensing Regulations.  As required by 
Health and Safety Code, all persons employed in a Child Care Center, including 
substitutes, are required to pass a criminal record background check.  All staff is 
continuously monitored and the Center will be notified if there is any change in status on 
all staff prints. 
 
Hours and Days of Operation 
 
DOT Tot is open from 7 a.m. until 6 p.m., Monday through Friday.  In addition, DOT Tot 
may be closed for up to two days annually for staff development and/or training (e.g., 
CPR training).  The calendar will be provided prior to the beginning of January each 
year so that parents may plan accordingly.  If updates or revisions are necessary, 
parents will receive notification via email or as posted.  The current year’s calendar will 
be provided in the enrollment packet and a copy will be posted on the parent bulletin 
board in the front lobby as well as posted on the DOT Tot website. 
 
Signing In and Out 
 
DOT Tot is not responsible for children until they are signed in and greeted by staff.  
The parent is required to sign in and take the child to the classroom.  Do not leave your 
child in the classroom until staff has greeted him/her.  Do not leave a child in a room if 
you do not see any staff.  Upon pick-up, parents must sign their child out each day as 
well.  Parents enrolled in tuition subsidy programs are required to complete the sign 
in/out sheet provided by the subsidizing organization, in addition to DOT Tot’s sign 
in/out sheet, on a daily basis.  
 
Parking 
 
Parents may use the spaces provided in front of the building.  Keep in mind that the 
meters are monitored by City of Sacramento Parking Enforcement between the hours of 
8 a.m. and 6 p.m. and you may receive a ticket if parking at an unpaid meter.  Although 
we don’t want to rush any parent dropping off or picking up their child, please keep in 
mind that parking spaces are limited and many families need to drop off/pick up their 
child. 
 

SPECIAL SAFETY NOTE: 
 
1) Never leave children unattended in your vehicle.  It is against California 

state law. 
2) Do not leave your vehicle running if there is not an adult in the vehicle. 
3) Children must only enter/exit DOT Tot’s front door.  Drop off or pick up 

through the playground gate is not permitted. 
4) Children must be restrained in proper car/vehicle safety restraints; it is 

California state law.   
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Drop Off 
 
Parents are encouraged to drop off their child prior to 10:00 a.m. and to pick up after 
2:00 p.m., so as not to disturb eating and napping routines.  Breakfast is typically 
concluded by 8:30 a.m. so a child that will be eating breakfast at DOT Tot should be 
dropped off prior to this time.  Parents are invited to stay as long as they wish and are 
encouraged to read a story or participate with the child in an activity upon arrival.  The 
parent must always notify staff that the child has arrived.  Parents are encouraged to 
model behaviors for their children by greeting staff and other children when they arrive.  
At this time, special instructions may be given to staff regarding administering 
medications, alternative pick up person, and general information about how the child is 
doing. 
 
Pick Up 
 
Only the parents or a designated alternate may pick up a child from DOT Tot.  These 
individuals are listed completely on the child’s emergency card and no child will be 
released to any adult not on this list. 
 
If custody of a child is shared, the child will be released to either parent without 
permission from the other parent, unless one parent provides a certified court document 
prohibiting release to the other parent and/or outlining the parameters of the shared 
custody agreement.  If only one parent has legal custody of a child, the document 
awarding custody must be on file with DOT Tot.  It will be the responsibility of the 
parents to keep DOT Tot informed of custody arrangements.  If a parent not having 
custody of a child demands the release of a child, DOT Tot will immediately contact the 
parent with legal custody.    Any attempts by an individual who does not have the 
parents’ permission to pick up a child or an individual violating a court order will be 
grounds for DOT Tot to contact the authorities. 
 
Changes in Drop Off and Pick Up Routines 
 
Most parents have a regular drop off and pick up time.  DOT Tot requires notification of 
regular drop off and pick-up times to ensure that proper staffing ratios are maintained.  
Please notify the Director if there will be a change in either the drop off or the pick-up 
times.   
 
Emergency Alternates 
 
Please note:  Children may be dropped off and picked up from DOT Tot only by those 
adults listed on the child’s emergency card.  Parents should designate two additional 
individuals as emergency alternates.  If you would like to have someone bring or pick up 
your child who is not listed on your card, you must give verbal notice to staff and provide 
prior written notice to the Director stating names, dates, and times.  Identification will be 
required prior to releasing the child from DOT Tot. 
 
Cell Phones 
 
Parents are encouraged to refrain from cell phone use while at DOT Tot to facilitate the 
exchange of information between the parent and staff or Director, as well as minimize 
any disruption to the classrooms and children at the center.  
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Staff Employment 

You understand that in an effort to maintain the professional status of DOT Tot staff and 
prevent any potential conflict of interest, babysitting by site staff members is 
discouraged. However, should you hire any site staff members, it must be outside the 
site premises and with the understanding that such arrangements and payment for 
services are solely between you and the site staff member. The site and DOT Tot do not 
sanction the arrangements, and you agree to hold DOT Tot harmless from any such 
arrangement. If a site staff member chooses to baby-sit for an enrolled child, the site 
staff member and you must request and sign a DOT Tot Babysitting Liability Release 
Form to be kept in the child’s file. 
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GROUPINGS, STAFF-TO-CHILD RATIOS, AND TRANSITION GUIDELINES 

 
Room activities are based upon developmental levels rather than chronological age to 
accommodate each child’s individual skills and development.  While a child is growing 
and maturing, the other children in his/her room are too.  Staff will adapt the classroom 
program, educational materials, and expectations accordingly to continue challenging 
children and exposing those children to new activities. 
 
The child’s development is the main focus.  Parents, staff and the Director should 
discuss the child’s classroom assignment when it appears that a move would benefit the 
child.  Parents should discuss any concerns about room assignments directly with the 
Director.  
 
Below is a description of the developmental stages of groups and the staff-to-child ratios 
at DOT Tot.  All ratios meet or exceed current qualifications outlined in California Code 
of Regulations, Title 22, Community Child Care Licensing Requirements. 
 

Infants (Pooh Classroom)         Staff-to-Child Ratio 1:4 
 
Children entering DOT Tot before walking will be enrolled in the infant room.  They 
will remain in this room until they are 12 months old and walking.  Under special 
circumstances, in conjunction with a conference between the Director, staff, and 
parent, a child will be moved into the Elmo classroom if they are over 12 months and 
not walking. 

 
The Pooh classroom does not allow shoes, better ensuring an environment where 
children will not pick up debris and put it in their mouths.  Shoe covers are provided 
by the entrance door to the room.  Parents must enter the room when dropping off or 
picking up their children, passing children over the door is not allowed.  The Pooh 
classroom is divided into two areas, the napping area and the main play area.  The 
napping area provides children a quiet, monitored space for sleeping.  Children are 
removed from their cribs upon waking and moved to the main play area of the Pooh 
classroom. 

 
The main play area for the children is utilized for activities and feeding.  DOT Tot 
supports breast-feeding mothers.  Mothers are welcome to sit in the Pooh classroom 
and nurse their child.   

 
Toddlers (Elmo Classroom)         Staff-to-Child Ratio 1:4 
 
Children must be one year old and walking before entering the Elmo classroom.  
Meals are served family style and children must be capable of feeding themselves 
table food.  Children will begin transitioning from bottle to training cup.  The main 
focus of this class is to develop eye and hand coordination and learn shapes and 
colors.  Children in this age group (one to two years) are prone to bumps and 
bruises as they have differing levels of mobility in the classroom.  Biting generally 
presents in this age group as well.  DOT Tot has procedures in place on how the 
staff and center work with biting issues. (See Biting Policy, Appendix F). 
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Twos (Tigger/Bug Classroom)     Staff-to-Child Ratio 1:6 
 
Children are moved to the Tigger/Bug classroom around the age of two and when 
they display readiness for a new environment.  The main focus of this classroom is 
learning social skills, how to get along with others and developing the ability to use 
the restroom on their own and the potty learning process.  Children stay in this age 
group until they are 3 years old, fully potty learned, and emotionally ready for the 
next age group. 

 
Young Preschoolers (Honey Bee Class)       Staff-to-Child Ratio 1:8 
 
Children age three and fully potty learned are moved into the Honey Bee classroom.  
On rare occasions a child under age three may be moved into the Honey Bee 
classroom after a conference with the Director, staff, and parent.  The main focus of 
this classroom is to begin learning Pre-Kindergarten curriculum which includes letter 
recognition, complex shapes, colors, name recognition, and numbers. 
 
Older Preschoolers (Sunbeam Class)       Staff-to-Child Ratio 1:8 
 
The Sunbeam classroom prepares the children for Kindergarten.  Here, children 
develop important skills such as advanced hand-eye coordination, enhanced social 
skills, and cooperative play.  Self-help skills such as cleanliness, dressing, and 
serving her/his own plate will be encouraged.  Through play, the children will be 
introduced to the concepts of numbers, letters, music, dramatic arts, community, and 
science.  Creative expression will be encouraged.   

 
Classroom Placement and Transitions 
 
The following factors are considered when transitioning a child to a new classroom: 
 

1) Developmental and social needs; 

2) Staff ratio; 

3) Physical space requirements; and 

4) Overall readiness of the child. 

 
Tuition rates will not change or be pro-rated until a child is physically transitioned into a 
new classroom. 
 
Children at DOT Tot will be evaluated as they approach the age guidelines for each 
room at DOT Tot.  Transition and placement in their new group will occur once the staff 
and Director agree the factors above have been met by the child and the parents agree 
to the date of the move. 
 
If a child is considered for movement into a new classroom, DOT Tot evaluates the 
child’s individual needs and required milestones listed under each classroom above.  An 
example of considerations include: The child’s attachment to his/her caregiver, average 
developmental level of existing children in the room the child may move into, and the 
child’s social relationships.  There are both successes and challenges in transitioning 
from group to group, and these will be carefully weighed by the Director and staff prior 
to making a recommendation to the parents.  Parents will be notified via the Notice of 
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Classroom Transition Form (Appendix G) or verbally by the Director who will then follow 
up with written notice. 
 
There are instances where a child may remain in the same classroom, or skip ahead to 
another classroom outside of the age guidelines above.  In these situations the staff, 
Director, and parents will be in on-going communication to ensure the needs of the child 
and the center are being met. 
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FOOD AND NUTRITION 
 
DOT Tot provides breakfast, morning snack, lunch, and afternoon snack to all children 
except infants, as part of the monthly tuition.  Parents of infants in the Pooh room are 
responsible to supply formula or breast milk.  Parents will provide instruction via the 
Infant Needs and Assessment Form (Appendix H) to staff for food and beverages to be 
fed to the children.  The Infant Needs and Assessment form must be updated as 
necessary for all children 15 months of age or younger.   
 
Menus are prepared utilizing the California Child Care Food Guideline and are planned 
in advance monthly.  A copy of the menu is posted next to the kitchen.  Copies of the 
menu are available in the front lobby, on the DOT Tot website, and upon request from 
the Director.  Menu changes will be noted on the posted menu near the kitchen when 
and if they are made. 
 
Parents are encouraged to share their ideas about appropriate foods and their 
children’s favorite recipes.  Whenever possible, DOT Tot will accommodate adherence 
to cultural, religious, or familial preferences.  The family may be required to provide 
alternative food for the accommodation.  DOT Tot also makes every effort to 
accommodate any food allergies.  If the center is unable to do so the parents are asked 
to assist and provide alternate food for the accommodation as well.   
Foods and food preparation will be integrated into learning activities, and children will be 
encouraged to help with setting tables and cleaning up after eating as they develop 
independence and competence. 
 
Food is served in a pleasant atmosphere where children are encouraged to but not 
required to eat.  Second helpings are available for children who request more.  Snacks 
and meals will be served family style in classrooms where good eating habits and social 
conversation are encouraged.   
 
Parents are permitted to bring treats for a special occasion (i.e., birthday, holiday 
celebration) and are encouraged to contact the Director and classroom teacher to make 
arrangements to do so.   
 
Special Food Considerations 
 
DOT Tot will make an effort to accommodate families that have special dietary needs if 
those needs are documented by a pediatrician or a licensed dietician.  If your child has 
a food allergy, DOT Tot may require parents to provide the child’s meals if DOT Tot is 
unable to meet the special dietary needs of the child.  Parents may also bring their 
child’s meals if they do not want the child served food from the DOT Tot menu.  Due to 
meal timing issues, items that need to be warmed will be limited to two children per 
classroom.  If this number is exceeded DOT Tot will require parents to bring in meals 
that do not need warming.   
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Food Preparation and Handling 
 
Infants 
 
The time and amount infants are fed are based on individual needs and will be recorded 
on the Infant Daily Report.  
 

 Bottle Feeding:  Parents must provide premixed formula, breast milk, juice, and 
water in bottles with nipples and caps.  The bottles must be labeled with the child’s 
name and the date, and the tops must also be labeled with the child’s name.  
Bottles will be stored in a refrigerator located in the Pooh classroom until ready for 
use.  Children will be held while taking their bottles; bottles will not be propped nor 
will children ever be put down for a nap with a bottle.  Children who can crawl or 
walk will not be allowed to do so while holding a bottle.  Formula, breast milk, milk, 
and juice must be consumed by the child within one feeding session.  Leftover 
contents will be discarded.  Parents must take home all bottles at the end of each 
day for cleaning and sanitizing. 

 Jar Food:  Parents must provide prepackaged (jar) and/or home prepared baby 
food and biscuits.  Cereals will be provided by DOT Tot and prepared as directed 
by the parent.  Children will be fed either sitting on the floor or in the arms of staff.  
Unused portions will be stored or discarded upon instruction of the parent.  Parents 
should take home all prepackaged and/or home prepared baby food at the end of 
each day. 

 Table Food:  If a classroom has both table and non-table food eaters, staff will 
share the duties to ensure all children are fed as appropriate. 

 Infants may be given additional snacks as staff and parents deem appropriate. 

 
Toddlers and Preschoolers 
 
Food prepared for toddlers and preschoolers is prepared within strict sanitation 
guidelines.  Children wash their hands prior to meals and learn safe practices related to 
food, food preparation, and eating. 
 
Formula, milk, and juice for Elmo classroom children will be stored in the classroom 
refrigerator.  DOT Tot provides milk, juice, and water but parents must bring prepared 
formula bottles to the center.  All bottles and cups must be labeled with the child’s name 
and date.  Due to licensing requirements, cups and bottles will be offered on the day 
brought in and must be taken home by the parent daily for cleaning and sanitizing. 
 
Kitchen Access 
 
The kitchen area is restricted to DOT Tot staff only.  Children are not permitted in the 
kitchen and parents must have permission from the Director or staff to enter the kitchen. 
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ILLNESS AND ABSENCES 
 
Absences 
 
Parents must notify the Director of planned absences to ensure adequate ratio 
coverage in the classrooms.  The parent must contact DOT Tot if a child is kept at home 
due to illness.  Certain illnesses require DOT Tot to notify other families in the child’s 
room or at the center. 

 
Sick Policy 
 
If a child shows symptoms of illness, the child must be kept home until the contagious or 
infectious period passes, the child is symptom-free for 24 hours, or a physician’s note is 
provided indicating that the child is not contagious and may return to DOT Tot. 
 
The Sick Policy (Appendix I) states that a child may be sent home from DOT Tot or be 
required to stay home if the following symptoms are present (this is a general list and is 
not intended to be inclusive):  

 

 A fever of 100º degrees (If a child’s temperature is 100º degrees or above, the 
parent will be contacted.  If the child’s temperature continues to rise and other 
symptoms of illness occur, DOT Tot will contact the parent to pick up the child). 

 Vomiting. 

 Diarrhea (characterized by increased number of bowel movements compared to 
the child’s normal pattern or increased stool water). 

 Pink eye/Conjunctivitis (characterized by any discharge from the eye that is not 
clear in color). 

 Any other symptoms that may indicate infection (e.g., thick, colored nasal 
discharge, severe coughing, or an undiagnosed rash). 

 Children who are unable to participate in the normal operations of the classroom 
may be sent home. 

 
The decision to send a child home or allow a child to return will be determined by the 
Director or appointed staff in the absence of the Director.   
 
Parents should notify DOT Tot immediately if their child contracts one of the following 
diseases: 
 

Disease Time of Exposure 
to Onset 

Period of Exclusion from Center 

Chicken Pox 14-16 days Until all scales are dry 

Impetigo Not Definite Until lesions are healed 

Measles 5-14 days Until return advised by physician 

Mumps 12-26 days Until all swelling has disappeared or upon advice of physician 

Pink Eye 1-7 days On advice of physician 

Scarlet Fever 1-7 days Until adequately treated and fever completely gone 

Strep Throat 1-7 days On antibiotics for 24 hours or on advice of physician 

Whooping Cough 5-21 days On advice of physician 

Head Lice 1-3 days When treatment is complete 
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MEDICATION 
 
Administration and Storage of Medicine 
 
Medications include any drug prescribed by your child’s doctor or any over-the-counter 
drug used for illness.  Medications may not be stored in your child’s cubby or backpack.  
All medications are stored in a locked container, only accessible to DOT Tot staff.  
Medication requiring refrigeration is kept in the kitchen refrigerator in a locked container.  
The key to the container is kept in a different location accessible only to DOT Tot staff.  
DOT Tot staff are responsible for the storage of medication, returning it to the proper 
location after each use, and returning the unused portion or empty container to the 
parent. 
 
As stated in the Medication Policy (Appendix J), parents must complete a Permission to 
Administer Medications Form (Appendix K) and submit it to the Director with the 
medicine.  The Permission to Administer Medication Form requires the name of the 
medication, dosage, frequency given, and length of treatment.  Incomplete Permission 
to Administer Medications forms will be considered invalid and DOT Tot will not 
administer the medication.  Upon completion of the treatment course, the form is kept in 
the child’s personal file.  The Permission to Administer Medications Form is required for 
each and every medication.  Medications will be disposed of according to state 
regulation if Permission to Administer Medications Form is expired or absent. 
 
All prescription medication containers must have the child’s name, prescription number, 
and physician name on the label and must be in the original container.  If the medication 
administered is a non-prescription drug and does not specify the dosage for the child’s 
age, the parent must provide a signed statement from the physician directing the use of 
the medication, dosage, frequency, and duration.  Non-prescription medication must be 
in the original container.  Parents must provide a dropper or spoon to administer the 
medication. 
 
The classroom staff administering the medication will identify herself/himself on the 
Permission to Administer Medications form and record the time and dosage.  Staff will 
not administer medications longer than 10 days unless indicated by a physician.  DOT 
Tot will not administer medication in any other way than as directed by the physician.   
 
Diaper creams and powders, such as Desitin, can be provided directly to the classroom 
staff.  Parents must complete the Permission to Administer Over-The-Counter Diaper 
Rash Ointment (Appendix L) form for the administration of diaper rash creams and 
powders. 
 
During the summer months, parents are encouraged to apply long-lasting, insect-
repellant type sunscreen to their children prior to bringing them to DOT Tot.   



Page 24                  Revised 7/2013 

CHILDREN’S DAILY CLASSROOM SCHEDULES 
 
A daily schedule is posted in each classroom, and parents will be provided with a copy 
of the daily schedule for their child’s classroom upon request.  The schedule sets a 
routine and provides developmentally appropriate learning activities.  Staff in each 
classroom will provide information about classroom activities to parents on a routine 
basis and welcome parent suggestions and participation.  Special activities and events 
are announced in the monthly newsletter.  More information about the curriculum is 
available from staff or the Director. 
 
Breakfast Snacks and Lunch 
 
Breakfast is served in all rooms from 8:00 a.m. to 8:30 a.m. 
Morning snack is served at 10:00 a.m. for all classrooms. 
Afternoon snack is served at 2:30 p.m. for the Elmo and Tigger/Bug classrooms. 
Afternoon snack is served at 3:00 p.m. for the Honey Bee and Sunbeam classrooms. 
 
Lunch is served at 11:00 a.m. for the Elmo and Tigger/Bug classrooms. 
Lunch is served at 11:30 a.m. for the Honey Bee and Sunbeam classrooms. 
 
Rest Time 
 
Infants in the Pooh classroom nap on their own schedule.  All other classrooms begin 
their rest time approximately as outlined below: 
 
Pooh classroom:    Nap on own schedule 
Elmo classroom:    11:30 a.m. 
Tigger/Bug classrooms:   12:00 p.m. 
Honey Bee and Sunbeam classrooms: 12:30 p.m. 
 
Rest time concludes no later than 3:00 p.m. 
 
Please refrain from dropping off children during rest time, as it may disrupt naps for 
others and your child may have difficulty settling down for their own nap. 
 
If your child is enrolled full-time and you would like to take your child out of DOT Tot for 
lunch and plan to return your child for rest time, DOT Tot requests that the child return 
by 1:00 p.m. or that you wait until after 2:00 p.m. to return.  If the child returns when 
children are sleeping, parents should remain with the child until they fall asleep.  As an 
alternative, you may join your child for lunch at DOT Tot; however, you must provide 
your own lunch. 
 
DOT Tot strives to provide an environment for children that nap and those that do not 
nap.  Children that do not nap or wake before the rest of the group will be given a quiet 
activity until all children are awake.  Staff assists children in resting by reading stories, 
providing soothing music, and patting backs.  DOT Tot WILL NOT wake children or 
prevent them from sleeping based on the request of a parent. 
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All children, with the exception of infants, are required to rest on a mat.  DOT Tot 
provides the mat and a sheet for each child.  Parents should bring in a blanket for their 
child, and, if you wish, a small pillow or stuffed animal (must be a soft object and able 
to fit in your child’s cubby).  Please do not bring toys which encourage children to play 
during rest time.  All items brought to the center should be labeled with the child’s name.  
Staff will evaluate items brought from home for appropriateness during rest time. 
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STOCKING YOUR CHILD’S CLASSROOM CUBBY 
 
Our program is active and engaging and the children sometimes get messy!  Please 
send your child to DOT Tot in clothes that allow him/her to participate fully in the 
program.  Program participation may cause clothes to get stained.  Children should 
wear sturdy shoes at school; flip-flops, cowboy boots, and “dress-up” shoes with slick 
soles are not appropriate for active play.  If your child wears sandals to DOT Tot, 
please provide close-toed shoes for playing outdoors.  Each child should have a 
complete change of clothes in their cubby. 
 
The following is a list of items that should be stocked in your child’s cubby.  All items 
must be marked with the child’s name or initials: 
 

Pooh Classroom  
(Infants) 

Elmo Classroom  
(1-2 years) 

Tigger/Bug Classroom  
(2-3 years) 

Bibs (optional) 
Prepared bottles and nipples : 
Child’s name must be on the 
bottle and lid or cap; 
bottle must be dated. 
Jars of baby food 
Pacifier (optional) 
2 or 3 changes of clothing 
1 pair of socks 
1 small blanket 

2 or 3 changes of clothing 
1 or 2 sippy cups 
1 blanket 
1 pair of socks 
Plush toy for naptime (optional) 
Small pillow (optional for children 
over 15 months old) 
 

1 to 3 changes of clothing 
1 pair of socks 
1 pair of underwear or more 
for potty learners 
1 blanket 
Pull-ups 
Toothbrush and Toothpaste 
Plush toy for naptime 
(optional) 
Small pillow (optional) 
Extra pair of shoes (optional) 
Cup with lid for water 

 
 

 Honey Bee Classroom  
(3-4 years) 

Sunbeam Classroom  
(4-5 years) 

 1 change of clothing, including 
socks and underwear 
Extra pair of shoes (optional) 
1 blanket 
Plush toy for naptime (optional) 
Small pillow (optional) 
 

1 change of clothing, including 
socks and underwear 
Extra pair of shoes (optional) 
1 blanket 
Plush toy for naptime 
(optional) 
Small pillow (optional) 

 
DOT Tot does not have extra clothes and shoes readily available if a parent fails 
to provide them to the center.  If this situation arises then the parent will be called 
and required to bring clothes to the center to change the child or pick the child 
up for the remainder of the day. 
 
Toys from Home 
 
DOT Tot has a wide range of materials and equipment for the children to use at school.  
Toys from home are difficult for children to share, and often get lost or broken.  Your 
child is welcome to bring music, dolls/stuffed animals and books to share at school, but 
please check with the classroom teacher before doing so.  Children are not allowed to 
bring toy weapons of any kind to school.  Please check with your child’s classroom 
teacher regarding classroom specific policies and what items are acceptable to bring 
from home for Share Day. 
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Jewelry 
 
Jewelry can be a danger to children, therefore DOT Tot would prefer children not wear 
jewelry. 
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PARENT PARTICIPATION REQUIREMENTS 
 
Parent Hours 
 
To enrich the child’s experience at DOT Tot and to support the center’s operations, 
parents are required to contribute fifteen parent hours of time per family every six 
months.  Parent hours are earned for actual hours of participation at various DOT Tot 
events, as well as for the donation of items identified below.  Donations not included in 
the categories below require approval from DOT Tot’s Board of Directors prior to 
receiving credit toward the 15 hour requirement.   
 
Categories  
 

1. Volunteering in the classroom; 
2. Serving on the Board; 
3. Shopping trips (Costco or other locations on behalf of the center); 
4. Helping with field trips; 
5. Participating in special projects in the classroom; and 
6. Donations of supplies/materials/toys for use in the classroom.   

 
Opportunities to participate are posted in the monthly newsletter, in each classroom, 
and can be requested via email to the Director.  A form is provided for parents to 
document their parent hour contribution (see Parent Hour Form Appendix B).  The 
obligation is the same for all parents whether the child is enrolled on a full-time or part-
time basis.  A fee of $15 per Parent Hour is charged for hours not fulfilled during the 
six-month period.  While parents are allowed to pay the fee for parent hours not 
completed, it is DOT Tot’s preference that parent hours be completed by participation 
and donations.  A database of Parent Hours is maintained and reports are distributed at 
the end of each six-month period.  Parent Hours will be pro-rated for any new 
enrollment during the six-month period at a requirement of 2.5 hours per partial and 
complete month remaining in the six month period. 
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SPECIAL EVENTS 

 
Field Trips 
 
Field trips are an important aspect of DOT Tot’s curriculum.  DOT Tot field trips are 
usually walking trips to places nearby.  DOT Tot organizes and walks to local parks 
throughout the year. As a part of the enrollment process, parents sign a permission slip 
allowing their child to participate in these types of field trips. 
 
Field trips that include all of DOT Tot children will be planned in advance and parents 
will be notified accordingly.  Field trips require parent participation.  Signs in the 
classroom, notes and/or the monthly newsletter provide detailed information regarding 
off-campus field trip.  A sign-up sheet will be available in the lobby and the DOT Tot 
Center will be closed for care during these types of trips. 
 
Birthdays 
 
A simple celebration may be held for each child’s birthday.  Parents are welcome to 
provide birthday cupcakes or other appropriate foods and/or small party favors.  Please 
make arrangements for birthday celebrations with your child’s classroom staff and DOT 
Tot strongly discourages bringing in any balloons for the celebration.   
 
Observance of Holidays 
 
Every effort will be made to provide a learning environment that is culturally diverse.  To 
the extent possible, the various holidays recognized by each ethnic/cultural/religious 
group will be incorporated into DOT Tot’s curriculum in an effort to bring awareness to 
different beliefs.  However, since children’s understanding of holidays is limited, care 
will be taken to avoid allowing holidays to drive the curriculum.  Additional information 
about holiday observances can be obtained from the Director.  DOT Tot follows the 
State calendar for closure on state observed holidays.   

 
 



Page 30                  Revised 7/2013 

SANITATION AND HYGEINE 
 
Diaper Changing 
 
DOT Tot provides diapers and diaper wipes for the children as part of the monthly 
tuition.  Parents may provide cloth diapers and all necessary supplies to properly 
change and handle soiled cloth diapers.  Soiled cloth diapers are placed in a sealed 
container provided by the parent and taken home by the parent at the end of each day.   
 
All children are changed on a changing table unless the child is too heavy for staff to lift.  
If a child is too heavy for staff to lift, the child is changed on a diaper changing mat on 
the floor.  Disposable gloves are used when changing soiled diapers and gloves are 
discarded after each diaper change.  After each diaper change, staff will wash their 
hands thoroughly with soap and warm water and disinfect the changing table.  
Children’s hands are also washed after diaper changes.  When parents change diapers 
at DOT Tot, they are expected to follow the same procedures. 
 
During waking hours, children are checked routinely for diaper changes.  Children 
whose diapers are dry will not be changed.  Prior to rest time and immediately after 
children wake up, diapers are checked.  Soiled disposable diapers are rolled, bagged 
and placed in the trash.  Trash containers will be emptied at least twice daily. 
 
For infants in the Pooh classroom, diaper changes are recorded on the Daily Report 
Form.  Diaper changes for children in the Elmo and Tigger/Bug classrooms are 
recorded by staff on a chart in the classroom.  Parents can view these charts daily.  
 
Potty Learning 
 
Parents are required to provide Pull-Ups for children in the potty learning process.  DOT 
Tot and parents will work together towards the goal of having a successfully potty 
learned child.  Potty learning should be started over the weekend before beginning the 
potty learning process at DOT Tot.  Children in the potty learning process typically will 
have potty accidents.  Parents are responsible for providing extra clothing, including 
socks and shoes.  In the event that your child has a potty accident and does not have a 
change of clothes, the parent will be called to bring in extra clothes. 
 
Building, Toys and Equipment Sanitation 
 
DOT Tot’s facility is cleaned each evening by a professional cleaning service.  DOT Tot 
staff are responsible for the neatness of each classroom.  Staff will encourage the 
children to assist in housekeeping activities as their competence grows. 
 
Cleaning classroom equipment is the staff’s responsibility and is done as follows: 
 

 Educational materials used during the day that have contact with infants’ 
mouths/saliva are sanitized each evening by classroom staff.  Other equipment in 
the Pooh classroom is sanitized weekly. 

 Infant crib sheets are changed daily.  Infant cribs will be sanitized on a regular 
basis and when cribs are assigned to new children. 

 Educational materials in other classrooms are sanitized weekly.   
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 Blankets may be washed at DOT Tot each Friday.  Check with classroom Staff 
regarding the blanket washing schedule. 

 Each playground is checked daily by the staff for safety hazards and is raked 
and/or blown free of debris by grounds maintenance. 

In an effort to minimize the spread of germs, families are asked to wash their own as 
well as their child(ren)’s hands upon entering DOT Tot.  For the Pooh, Elmo, and 
Tigger/Bug classrooms, parents may use diaper wipes on the child(ren)’s hands.  For 
the Honey Bee, and Sunbeam classrooms parents are asked to supervise hand 
washing in the bathroom. 
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BUILDING SECURITY, ACCESS AND EMERGENCY PROCEDURES 
 
Security System 
 
To ensure DOT Tot’s security, the front door remains locked at all times.  Parents are 
issued a pass code upon enrollment to enter DOT Tot during normal business hours.  
Visitors or other individuals doing business with DOT Tot are to knock on the door to 
gain access.  Picture identification is required for anyone picking up a child.  In the 
event the pass code is changed the director will notify parents accordingly and in a 
timely fashion. 
 
Visiting DOT Tot 
 
Parents are encouraged to visit and participate at any time.  All other visitors must make 
an appointment with the Director in advance and prior to signing in.  The sign-in register 
is available in the lobby of DOT Tot.  All visitors must have written permission from the 
parent to visit the child. 
 
Emergency Evacuation Plan 
 
An evacuation plan designating the escape routes for each classroom is posted by the 
inner and outer doors of each room, and throughout the building.  Staff is instructed in 
the proper routes and methods for evacuating children.  Monthly unannounced drills are 
held. 

 
At the sound of the fire alarm, staff directs ambulatory children to walk in an orderly 
fashion to the assigned exit and then proceed to the designated waiting area away from 
the building.  The children wait as a group in the assigned area away from the building.  
Staff takes a head count immediately after arriving at the assigned area and wait until 
the building is deemed safe for re-entry.  Following the all clear signal, staff instruct 
children to walk in an orderly fashion to the classroom, and upon arrival take a head 
count.  Staff not assigned to specific classrooms assist in transporting infants and 
toddlers to the assigned area away from the building. 

 
All staff is instructed on the location and proper use of fire extinguishers.  Hallways and 
doorways remain free from obstruction at all times. 

 
Fire Procedure 
 

 In case of fire, staff will follow information outlined under the above emergency 
evacuation plan.  Children will follow one of two routes for building exit.  For more 
information, please contact the Director. 
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Accident/Emergency Medical Care Procedure 
 
Each child’s personal file will include the following documents which are also all located 
in the Appendix:   
 

 A health form documenting immunizations and physician’s examination; 

 A medical care release; 

 The parents’ contact information; 

 Names and phone numbers of individuals to contact in an emergency if the parent 
cannot be reached (in order of parental preference); 

 A list of allergies (including medicines, insect bites, and food); and 

 Name, address, and phone number of physician, and name and phone number of 
the emergency room of the preferred hospital. 

 
Staff will closely supervise children in order to prevent accidents.  If an accident occurs, 
parents will be contacted when appropriate.  For minor accidents that do not require 
contacting the parent, a Student Accident Report (Appendix M) will be completed 
informing parents of the accident.  The Student Accident Report describes the accident, 
date/time of the accident, treatment administered, and who attended to the child.  
Student Accident Reports will be placed on the child’s sign in/out sheet.  Parents must 
sign the form and return it to the Director.  Parents may request a copy of the form by 
indicating so on the form.  A copy will be made and attached to the child’s sign in/out 
sheet.   

 
If a child’s injury or illness requires emergency treatment, the Director will first call the 
Emergency Medical Service (911) and then notify the parents.   An alternate as listed 
on the emergency form will be called if the parent cannot be reached.  The Director will 
accompany the child to the emergency room with his or her personal file if emergency 
response shows up and needs to leave before the parent or alternate arrives at the 
center.  In the event that 911 is called, the parent will be expected to come immediately 
to DOT Tot or to the emergency room. 
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BEHAVIOR AND RISK MANAGEMENT 
 
Behavior Management 
 
A major goal of DOT Tot’s program is helping children develop positive feelings about 
themselves, other people, their environment, and the world.  DOT Tot staff focus on 
providing a warm and pleasant environment where children are encouraged to explore, 
test their own ideas, and learn through trial and error.  Developmentally appropriate 
strategies will be used to ensure children learn to respect other people, property, and 
materials.  Children will always be treated with respect.  When behavior must be 
redirected, it will be in a kind and gentle manner consistent with the circumstances and 
the child’s cognitive development.  At no time will any form of corporal punishment be 
used towards a child, nor will any form of verbal abuse, isolation, or humiliation ever be 
permitted at DOT Tot.  Use of corporal punishment by staff is grounds for immediate 
dismissal.  Staff and the Director will make every effort to work with difficult behaviors to 
include outside consulting services to help support the family and center through these 
situations.  In the extreme case where DOT Tot is unable to manage a child’s behavior, 
DOT Tot may request the family to take their child home for the remainder of the day.  
DOT Tot’s main goal is to work with families to correct difficult behaviors.  In the event 
that a family does not work with the staff and Director to correct the difficult behavior, 
the family may be asked to find alternative care for their child.  

 
Risk Management 
 
The purpose of risk management is to ensure that both children and adults are 
protected from harm.  Primary areas of concern are prevention of abuse or neglect of 
children, prevention of suspicion or fears on the part of Staff and parents, and provision 
of a safe environment for the children. 

 
The following risk management strategies are employed: 

 

 All cleaning supplies and toxic substances are stored in locked cabinets and/or 
closets per licensing regulations. 

 No locks are on doors except when windows exist to make area visible or unless 
there is an outside lock. 

 Parents are encouraged to visit DOT Tot unannounced any time during regular 
business hours whether their child is present or not.  There are no areas or 
activities at DOT Tot that are not open to parents, and prior notice is not required.  
However, all visitors to DOT Tot are required to sign in the notebook on the table 
in the lobby before visiting classrooms or other areas of the building or grounds. 

 Visitors to DOT Tot who are not parents of enrolled children are required to have 
permission from the Director to observe or visit any area of DOT Tot. 

 The playgrounds are designed so that there are no unsupervised areas. 

 Parents are encouraged to support and trust that staff members working in child 
care are professional in their roles. 
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REPORTING CHILD ABUSE OR NEGLECT 
 
In compliance with California state law regarding child abuse and neglect, cases of 
suspected child abuse and/or neglect will be reported to the Children’s Protective 
Services of the California Department of Social Services.  This law does not require 
parents be notified prior to a report being filed. 
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COMPLAINTS 
 

Parents are encouraged to discuss any problems, concerns, or complaints they may 
have related to their child’s experience at DOT Tot with staff.  If a parent does not feel 
their concern was addressed properly or is uncomfortable talking with staff, they are 
encouraged to speak with the Director.  Problems that cannot be resolved by the 
Director will be referred to and addressed by the Board. 
 
Parents can contact the California Department of Social Services, Community Care 
Licensing Division, Child Care Office at 916.263.5744 located at 2525 Natomas Park 
Drive, Suite #250, Sacramento, CA 95834. 
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COMMUNICATING WITH DOT TOT 
 
Daily Communication 
 
Staff has mailboxes in the lobby permitting exchange of written notes, newsletters, etc.  
Board members have a mailbox for communication to be provided to them behind the 
desk in the lobby also for staff and parents to use. Notes for parents will be placed in 
your child’s cubby or attached to your child’s sign in/out sheet.  Parents should read 
any notes regarding their child and are encouraged to communicate with staff utilizing 
their mailboxes. 
 
Routine day-to-day communication between staff and parents about the child’s daily 
activities is provided on a special daily note for the Pooh, Elmo and Tigger/Bug 
classrooms.  For the Honey Bee and Sunbeam classrooms, this information is shared 
through one-to-one contact between the parent and staff as well as daily posts on the 
wall of activities the class completed. 
 
Parent Conferences 
 
Parents may request a conference with their child’s classroom staff or the Director at 
any time.  Advance notice is required to ensure proper staff to child ratio coverage.  
Please be sure to ask if classroom staff can step out of the classroom for a moment if 
you need to discuss something about your child’s behavior or emotions so that your 
child’s privacy is maintained. 
 
Newsletter 
 
Parents are informed about upcoming events, classroom activities and other pertinent 
information through the monthly newsletter, which may be emailed to parents and can 
also be found in the lobby on the parent table and on the DOT Tot website.  
Newsletters contain a section for each classroom, a Board Update, the Director’s 
Corner, upcoming events, closures, and Parent Hour opportunities.  Further detail on 
classroom calendars and lesson plans are posted in individual classrooms to inform 
parents of the curriculum.  Parents are encouraged to submit articles, photos and 
suggestions about content to the Board Historian. 
 
Website 

 
Parents can also retrieve and seek information from the DOT Tot website, as well as 
find contact information, upcoming events, pictures from the center, staff bios, etc. 
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HANDBOOK REVISIONS AND POLICY INTERPRETATIONS 
 
The Board carefully considers the needs of the majority of children enrolled at DOT Tot, 
their parents, and DOT Tot staff in formulating and interpreting the policies found in this 
handbook.  The Board is sensitive to family emergencies and will consider written 
requests for exceptions to a policy.  The policies and the handbook are under 
continuous review and are updated as needed. 
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APPENDIX A 
 
 

 
2013 BOARD OF DIRECTORS 
 
Genea Euwing, President 
 
Monica McMahon, Vice President 
 
Lilly Myers, Treasurer 
 
Theresa Avalos-Daniels, Secretary 
 
Anmarie Medin, Historian 
 
Elissa Silva, Director at Large 
 
Shawna Shepley, Director at Large 
 
Erin Piepgrass, Director at Large 
 
Karli Holkko, Director at Large 
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APPENDIX B 

 
 

 
 
 

PARENT HOURS FORM 

 

 
 

Date: _________________   Parent/Guardian Name: ___________________ 

 

 

 

Total Hours: ___________   Child’s Name:      _____________________ 

 

           

Hours Awarded: 

 

 

1. ___________________________________________________ _________ 

 

 

 

2. ___________________________________________________ _________ 

 

 

 

3. ___________________________________________________ _________ 

 

 

 

4. ___________________________________________________ _________ 

 

 

 

 

Approved by (Director Signature):__________________________________ 
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APPENDIX C 
 
 

 
CENTER ADMISSION CONTRACT 

 

Child Care Services 
 

I ____________________________, agree to enroll _________________________ age _____at 

DOT Tot Child Care Center as of ________________ (date).  I understand that I am responsible 

for the tuition of ____________ (amount) per month.  The Center is open Monday through 

Friday from 7 a.m. to 6 p.m.  My child will arrive at _____ a.m. and be picked up at _____ p.m. 

the days checked below. 

_____ Monday      _____ Tuesday     _____Wednesday     _____Thursday     _____Friday 

 

Tuition is due in advance on the 1
st
 of each month.  A $15 late fee will be assessed after the 5

th
 of 

every month, regardless of holidays or weekends.  It is the parent/guardian’s responsibility to 

ensure that full payment is received each month, including from a third party payer, such as 

Child Action, Inc.  A child’s full tuition must be received each month regardless of payment caps 

or other requirements established by the third party payer.  The parent/guardian is responsible for 

any portion of the tuition that is not covered by the third party payer. 

 

Registration Fee 
Your initial shows that you read and understand this statement.  ________ Initials 

DOT Tot has an annual Registration Fee of $75due every August.  Reminders will be noticed in 

the Newsletter and be written on the White Board. 

 

Subsidized Care (Child Action, etc.) – If Applicable 
All subsidized families understand that they are required to pay any portion of any child care 

service provided by DOT Tot that is not covered by the third party payee (i.e. Child Action).  

Any late balance due to lack of payment under these circumstances will initiate delinquency 

notification and dis-enrollment for the child.  Any outstanding balance owed to DOT Tot will be 

sent to collections.  __________ Initials 

 

Education Program 
DOT Tot’s educational program is designed to enhance each child’s feeling of self-worth and curiosity 

about the world.  Activities for both group and individual needs are designed to promote each child’s 

social, intellectual, and physical development. 

 

The infant/toddler program is based on the “Resources for the Infant Educarers” (RIE) philosophy, which 

views the child as an initiator, explorer, and self-learner.  By treating the child as an active participant in 

the things that concern him or her, the child learns to solve problems and develop into a whole person.  To 

build security and trust, behavioral limits are clearly defined.  __________ Initials   
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Food Program 
DOT Tot Child Care Center uses the standards in the Child Care Food Program as a goal for feeding the 

children in our care.  This state and federally funded program gives financial aid to licensed child care 

centers and day care homes.  The objectives of the program are to: 

 

 Improve the diets of children less than 13 years of age by providing the children with nutritious, 

well-balanced meals. 

 Develop good eating habits in children that will last through later years.  

 

To this end, DOT Tot Child Care Center provides breakfast, lunch and two snacks per day for children 

enrolled full time.  Food services are provided free of charge to all children depending on the child’s 

attendance schedule and regardless of race, color, national origin, gender, religion, age, disability, or 

political beliefs.  DOT Tot takes special care to accommodate the dietary needs of children with allergies 

or religious restrictions whenever possible.  Parents must supply formula and jar foods for infants.  

__________ Initials 

 

Parent-Hours Requirement 
DOT Tot encourages open, ongoing dialogue among parents and staff.  To facilitate this dialogue, parents 

are required to provide 15 hours of service to the center every 6 months, or contribute $15 per hour for 

every hour of service not performed in that time period.  Consult your child’s teacher or the Director for 

ideas on how to fulfill the parent hour requirements and make a meaningful contribution to the Center.  

__________ Initials 

 

Special Classes 
Happy Day Gymagery (4 classes per month) – 

This program provides gymnastics for an additional fee of $38 per month payable directly to Happy Day 

Gymagery for children 2 ½ years and older.  _________ Initials 

 

Tuition Schedule  

Infant (Pooh)     Preschool (Honey Bee & Sunbeam) 
Full-time…………………...…..$975   (Age 3 and up, toilet learned, and enrolled in    

 *3 or fewer days/week………..$785    one of these classes)   

Older Toddlers (TiggerBugs)   Full-time………………………..$700   

(Age 2 and enrolled in one of these classes)  4 days/week…………………….$650 

Full-time……………………… $800   *3 or fewer days week……     ...$575 

*3 or fewer days/week…..… …$675    

 
Toddler (Elmo )  
Full-time………………………$950 

*3 or fewer days/week………..$760 

 
*(Part time rate is available only when the family has more than one child enrolled in the program.  At 

least one child must be enrolled in the Tigger/Bugs, Honey Bee or Sunbeam class.)   

 

Multi-Child Discount –  

 
DOT Tot provides a 10% discount off the oldest child’s (or oldest children’s’) tuition rate when two 

children or more are enrolled in the program.  This discount is not available if one or more of the siblings 

are enrolled in part-time care.  _________ Initials 
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Late Fees and Returned Checks 
I understand that a late fee of $2.00 per minute will be charged for all children not picked up by 6 p.m.  

The fee is payable to the teacher at the time of late pick-up and no later than the next business day.   I 

understand that unpaid late charges will be treated as a late payment and could result in dis-enrollment of 

my child.  Checks returned for non-payment (NSF) will be charged a $35 fee.  In addition I will need to 

pay by money order or cashier check to replace the NSF check.  Thereafter, I will continue to pay by 

cashier check or money order.  I understand that I am responsible for all costs associated with collecting 

unpaid NSF or tuition and/or late fees, including attorney fees.  __________ Initials 

 

Items Supplied By Dot Tot 
DOT Tot supplies diapers, wipes, crib sheets, and sheets for napping pads.  Parents should supply 

blankets and pillows for any child older than 15 months.  __________ Initials 

 

Licensing Visitation 
I am aware that the Department of Social Services Licensing Division can visit the 
Center at any time and can, without my knowledge, interview my child.   
_________ Initials  
 

Policy Regarding Withdrawal or Change of DOT Tot Enrollment 
Withdrawal of a child from DOT Tot, or any reduction in the child’s schedule, requires a minimum 30 

day written notice to the Director.  This gives the Center time to notify other families of the availability of 

a slot and to ensure financial stability for the Center.  If a child leaves the Center before the 30-day 

period, payment for that period of time is still required in full.  The Center will take appropriate action to 

collect any unpaid amounts.  __________ Initials 

 

Parent Handbook 
I have received and read the Parent Handbook.  I also understand that it is my responsibility to 

ask any questions I may have and/or seek clarification for any information in the handbook with 

the Director of the Center.  __________ Initials 

 

Cancellation of Contract 
DOT Tot reserves the right to terminate this agreement at any time.  __________ Initials 

 

___________________________________________  _____________________ 

Signature of Parent or Guardian     Date 

 

___________________________________________  _____________________ 

California Driver’s License or ID Number    Date 

 

___________________________________________  _____________________ 

Signature of Center Representative     Date 

 

___________________________________________  _____________________ 

California Driver’s License or ID Number    Date 

 

___________________________________________  _____________________ 

Signature of Center Representative     Date
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APPENDIX D 

 
2013 TUITION RATES 

 

The DOT Tot Board of Directors establishes and periodically revises the tuition rates. 

Pooh Classrooms (up to age 1) 

Full-time     $975 

3 or fewer days/week   $785 

Elmo Classrooms (1-2) 

Full-time     $950 

3 or fewer days/week   $760 

Tigger/Bug Classrooms (Age 2-3) 

Full-time     $800 

3 or fewer days/week   $675 

Honey Bee and Sunbeam Classrooms (Age 3 and up and potty learned) 

Full-time     $700 

4 days/week     $650 

3 or fewer days/week   $575 

The part-time rate for Pooh, Elmo, and Tigger/Bug classrooms is only available for 
siblings of older students enrolled at DOT Tot or with Board and Director permission.   

Families with two or more children enrolled full-time receive a discount of 10% on the 
oldest child's tuition.  This discount is not available if one or more of the siblings are 
enrolled part-time.  

Drop-in care for children not regularly enrolled is permitted only by specific arrangement 
with the DOT Tot Director. 

Daily Rates (Per child, due at time of drop-off) 

Infant/Toddler    $75 

Preschool     $60 

Hourly Rate  

$15 per child regardless of age, and must be arranged with the Director in advance.  
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APPENDIX E 
 
 
 

 

 

DOT TOT CHILD CARE CENTER 

LATE PICK UP NOTICE 

 
Dot Tot closes promptly at 6:00 p.m.  If you are receiving this notice you have either entered 

the building or remained in the building after the closing time.  The late charge for this is 
$2.00 a minute payable to the staff remaining.  This fee is due no later than the following 

business day.  Late fees not paid will be added to the account and treated as an unpaid late 

balance subject to late payment procedures. 

 

Date: ___________ Time: ________ Amount due: $_________ 

 

 

Parent’s/Guardian’s Signature: __________________________ 

 

 

Staff Signature: ________________________________ 



Page 46                  Revised 7/2013 

APPENDIX F 
 

 
 

 
 

BITING POLICY 

 

Biting is a common yet upsetting behavior in children that generally starts around the age of 12 

months and generally ends by the time the child is three years old.  Biting is often a 

developmental issue occurring in children who are preverbal.  In early development children 

learn by placing things in their mouths.  Biting is often an extension of that behavior.  There can 

be many reasons why a child bites and handouts will be offered to any family interested in 

learning more about this developmental stage.  (Sometimes it can help the family of the child 

being bitten if they have an understanding of why children bite). 

 

Preverbal children have many ways of displaying frustration and anger – some scream or yell, 

some hit, some kick, others bite.  The DOT Tot Child Care Center’s policy is that biting is an 

unacceptable behavior and must be dealt with promptly by the Center and by parents.  Our first 

goal is to make every attempt possible to discourage biting and to teach the children alternative 

ways to appropriately express their feelings.   

 

Although it is difficult to know when a biting incident will take place, we will make every 

effort possible to redirect biting before an incident occurs.   When a child (the Biter) at the 

DOT Tot Child Care Center bites another child (the Bitee), the following will occur: 

 

1. When a bite occurs, the Biter will be separated immediately from the Bitee and will be told in 

a firm yet positive tone of voice such things as: “No, you may not bite.  I do not like it when 

you bite.  It hurts when you bite someone.  See Bitee’s tears.  You hurt him/her.  Teeth are 

for food, not people.” 

2. The caregiver (a.k.a. teacher) of the Bitee will check to see that the bite did not break the 

skin.  All bites will be washed with soap and water.  A cold compress will be placed on the 

bite to reduce swelling.  If the bite broke the skin then the Bitee’s and the Biter’s parent or 

guardian will be notified immediately of the incident.  The Center reserves the right at the 

discretion of the Director to send the biter home if the skin is broken.  (Under most 

circumstances the biter will be sent home if the skin is broken.) 

3. The biter can also be sent home if there are multiple bites and/or attempts to bite in a single 

day.  (As a general rule the Director will send the Biter home if there are 3 attempts to bite 

regardless of if the attempts are successful.) 

4. Time out, for children older than 3 under supervised isolation from the rest of the group until 

caregiver thinks the Biter can behave properly. 

5. If the Bitee is not overly upset and will allow the Biter to come near him or her, the Biter will 

comfort the Bitee under a caregiver’s supervision.  The caregiver will ensure that age 

appropriate comfort is given. 
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6. The Bitee’s caregiver will complete two forms: an Incident Report and an Accident Report.  

The report will include a description of what led to the biting, the location of the bite, and the 

time of the biting incident. 

7. So that parents are informed, a copy of the incident report will be placed on the Biter’s sign 

in/out sheet and a copy of the accident report will be placed on the Bitee’s sign in/out sheet.  

Parents need to sign the report and place them in the locked mailbox on the wall near the 

Director’s desk.  (If you would like a copy of the report please indicate that on the report next 

to your signature.) 

8. The caregiver and the Center Director will determine if biting is becoming a trend for the 

Biter.  If it appears that biting is becoming a trend rather than just an isolated occurrence, the 

teacher, the Center Director and the Biter’s parents will have a meeting to discuss the 

behavior and strategies for combating it.  These strategies include, but are not limited to: 

 “Thinking Time” (for children 3 and older) away from the rest of the group until the 

caregiver thinks the Biter can behave properly. 

 For children younger than 3 a rubber or plastic biting ring attached to the Biter’s 

clothing.  The child is told that when he or she wants or needs to bite something, that 

he/she should bite the ring rather than a playmate. 

 Shadowing of the child to prevent an incident.  Please keep in mind that even though 

we may be shadowing a child, our attention could be averted momentarily due to 

other circumstances in the classroom.   

 At the Director’s discretion sending the child home. 

 The child would be asked to take a “vacation” from the center for a length of time to 

be determined by the Director and teacher.  There would be no reimbursement of 

tuition for the days away from the center since the child is not dis-enrolled but taking 

time away to deal with biting impulses. 

9. During the time that strategies are being undertaken to curb the biting behavior, staff will try 

to determine if there are any patterns to the behavior (i.e. Does the biting occur when the 

child wants a special toy?  When another child is aggressive toward the Biter?  After the 

child eats a certain food?  After medication?  Before a nap?  Etc.) 

10. If a pattern appears to be present, the staff will try to redirect the Biter away from the 

triggering event.  If the problem appears to be physiological, the staff will require the parent 

or guardian to contact the child’s pediatrician for suggested remedies.  These remedies will 

be relayed to the Director and the teacher of the Biter. 

11.  When available the Center can call in an outside consultant to observe any child in the class.  

For this to happen a signed permission slip is required from the parent.  It can be helpful to 

have the consultant observe both the child biting and the child being bitten to get a better 

picture of why bites are taking place.  This can give us a better idea on how to work to 

resolve the biting issues.   

12.  It is critical that parent(s) continue strategies to curb biting behavior at home during this 

entire process. 

13.  A conference will be held with the Biter’s parent/guardian to determine a plan of action.  At 

the conference parents will be offered suggestions on how to deal with the biting behavior, 

offered handouts on why biting occurs, and offered videos that my help understand 

development. 

14.  A conference will be offered to the parent/guardian of the child being bitten, and the same 

information offered to the Biter’s parent/guardian will be offered to them.   

 

DOT Tot does not support retaliation, i.e., biting the Biter back to show him/her that biting hurts.  

Staff will administer no form of corporal punishment as specified in Section 101223(a)(3) under 

the title Personal Rights in the Title 22 regulations of the Community Child Care Licensing 

Manual. 
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Please feel free to contact the DOT Tot Center’s Director and/or any member of the Board of 

Directors if you have questions or concerns about biting incidents.  DOT Tot is committed to 

working with the parents/guardians of both the Biter and the Bitee to resolve issues surrounding 

any biting incidents. 

    

Pursuant to DOT Tot’s Admission Agreement, a 30-day notice is required if the family chooses 

to leave, either because their child is being bitten or because their child has bitten others.   

 

Final Action for Unresolved Cases: 

 

If after all of the corrective strategies enumerated above are undertaken by the staff and the 

situation does not improve; and/or the parents of the biter become uncooperative despite 

alternative suggestions made by staff; and/or biting becomes more vicious, then the child may be 

asked to leave the Center in order to ensure the health and safety of the other children enrolled in 

the Center.  If a child is asked to leave the Center, the family will receive as much notice as 

possible.   
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DOT TOT’S BITING POLICY ACKNOWLEDGEMENT FORM 
 

Please sign indicating that you have received a copy of Dot Tot’s Biting Policy and return this 

form to the Director at DOT Tot. 

 

 

 

Child’s Name:  
_________________________________________________________ 
 

 

Parent/Guardian Name: ___________________________________________________ 

 

 

Parent/Guardian Signature: ________________________________________________ 

 

 

Date:  ___________________________________________________________________ 
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APPENDIX G 
 
 

 
 

NOTICE OF CLASSROOM TRANSITION 
 

Date: ______________________ 

 

This is to inform you that (child name): __________________________________,  

 

will be transitioning to the _______________________________ Room starting  

 

___________________________ through ___________________________. 

 

Your child’s new teacher will be ____________________________________.   

 

The new tuition rate will be effective on ______________________________ and 

will be pro-rated accordingly.   

 

If you have any questions, please ask the child’s current teacher or speak to the 

Director. 

 

Thank you 
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APPENDIX H 
 

 
INFANT NEEDS AND ASSESSMENT PLAN 

 
Infant’s Name: __________________________________  DOB: __________________ 

Does your child have any food Allergies? If so please submit a Drs note:___________________  

______________________________________________________________________________ 

Please fill in the types of foods your child will be having while at Dot Tot (even though you are 

providing them). 

Type of Formula:________________________ Or Breast Fed:___________________________ 

Formula to be substituted if out of Breast Milk:_______________________________________ 

Apple Juice Yes_____ No_____ 

Cereal/Starches and consistency served:_____________________________________________ 

Meats/ Protein:_________________________________________________________________ 

Fruits:________________________________________________________________________ 

Vegetables:____________________________________________________________________ 

Normal Breakfast Time:_______________ Lunch:_____________  Snacks:_________________ 

My child will begin adding the following new foods to his/her diet________________________. 

I will introduce my child to utensils at approx. age______ introduce to cup at approx. age _____ 

Does your child have any food dislikes?_____________________________________________ 

Special Instructions:  

_____________________________________________________________________________ 

_____________________________________________________________________________ 

_____________________________________________________________________________ 

 

I have reviewed this information with my child’s caregiver. 

 

_______________________________   ______________________ 

Signature of Parent or Guardian     Date 
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APPENDIX I 
 

 
 

 
DOT Tot Child Care Center Health and Illness Policy 

 
The following are some of the symptoms that would keep your child from attending the center or if the 
symptoms are detected at the Center, initiate the process to send your child home: 
 

1) Fever of 100 degrees or higher. 
2) Diarrhea that occurs 2 to 3 times in a single day.  (If child is on medication and we have 

documentation that the medication can cause diarrhea s/he will be allowed to stay at the Center 
unless it is leaking out of the diaper/underwear and causing a health issue for the other children. 

3) Vomiting.  Since we have no way of determining if this is going to be a one-time event and of the 
contagiousness of it they will be sent home after the first occurrence.   

4) Constant runny nose and/or non-stop coughing. 
5) Indications of pink eye/conjunctivitis. 
6) Unexplained rashes 
 

A sick child needs to stay out a minimum of the following: 
 

1) At least 24 hours after a fever breaks and is normal.   
2) Until they have a firm bowel movement after diarrhea. 
3) At least 24 hours after the last time they vomited. 
4) No longer have a constant runny nose or non-stop coughing.  
5) On medication for 24 hours if they have pink eye/conjunctivitis Parents should bring in a Doctor’s 

note or other “proof” that the child does not have pink eye/ conjunctivitis and that the child was 
evaluated by the Doctor.  (If the Doctor’s office is willing DOT Tot will accept a faxed note.    

 
These are just a few of the symptoms for which your child can be kept from attending DOT Tot or be sent 
home from the center for.  When an incident occurs staff will immediately notify the parent/guardian to 
pick up the child.  Please be prompt in picking up your child so as not to infect other students.  Notices of 
confirmed contagious outbreaks will be posted in the room of occurrence with the list of symptoms and 
the name of the illness.  If you have any questions about the policies, symptoms listed, or anything else 
please contact the Center Director. 
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APPENDIX J 
 

Medication Policy 
 
DOT Tot is under no obligation to offer medication to children per the California 
Department of Social Services regulations.  We choose to do so in the best interest of 
the children enrolled at the center.  In doing so the following policies are strictly adhered 
to: 
 

1. No medication will be offered in a manner that is inconsistent with the label or 
Physician’s instructions.   

2. If an over the counter medication does not list your child’s age bracket it must be 
accompanied by a Physician’s note indicating the dosage amount and the time 
duration of which the medication should be offered.   

3. All medications must be in the original container with the current date and the 
expiration date.   

4. All parents must sign a medication form authorizing DOT Tot to administer the 
medication.  This form must be filled out completely or the medication will not be 
administered. 

5. Medications will be offered by the following personnel only. 
 DOT Tot Director 
 Infant/Toddler Lead Teacher 
 Preschool Lead Teacher 

6. All medications must be taken home when the child no longer needs the 
medication or will be discarded by DOT Tot. 

7. If your child has a special condition that requires DOT Tot to maintain the 
medication for a duration of time we must have a Physician’s note indicating the 
condition, when the medication should be offered (symptoms), the dosage of the 
medication, and the time duration in which the medication should be offered.   
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APPENDIX K 

 
 

 
 

PERMISSION TO ADMINISTER MEDICATION 

 
Date: ____________________ 

 

I, ________________________________ give my permission for DOT Tot Child Care Center to 

administer the following medication to my child ____________________________ at the indicated times 

for the following days___________________________________.   

Please note that no medication will be offered in a manner that is inconsistent with the label on the 

medication or from the note provided by the physician.  Children with inhalers have an additional form 

that must be completed before the medication can be offered.   

Type of medication: _____________________________________________ 

Dosage: ____________________  Time Medication is to be administered: _________________ 

 

Date Given By Specific Time of Dosage 

   

   

   

   

   

   

   

   

   

   

 
Please give completed form tothe Director or place in the locked mailbox on wall near Director’s desk.  
Medication will be stored in a secure appropriate location. 
 
Parent Signature: _________________________________      Date: __________________________ 
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APPENDIX L 
 

 
PERMISSION TO ADMINISTER OVER THE COUNTER DIAPER RASH OINTMENT 

 
 

 

DATE: ________________________ 

 

 

I, _________________________________ give permission for the DOT Tot Child Care  

 

Center to administer the following medication to my child ___________________________ at  

 

the following times ___________________________________.   

 

Please note that no medication will be offered in a manner that is inconsistent with the label. 

 

Type of Medication: ____________________________________________________________. 

 

Please label the medication with the child’s name and date.  Please give the medication and this  

 

form to the child’s teacher. 

 

Parent Signature: _______________________________________________________________ 

 
Date Signed: 

___________________________________________________________________
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APPENDIX M 

 

 

 
STUDENT ACCIDENT REPORT 

 
Student Name:  _____________________________      Age:  _________________ 

 

Parent/Guardian Name:  _______________________________________________ 

 

Date of Accident:  ___________________ Time of Accident:  _____________ 

 

Accident Location:  ___________________________________________________ 

 

Parent/Guardian was notified the day of the injury:  YES _____ NO  _____ 

 

Receipt of this From:  YES _____  Verbal Report:  ______ 

 

Nature of Injury (what/why):  ___________________________________________ 

 

________________________________________________________________________ 

 

________________________________________________________________________ 

 

Staff on duty at time of Accident:  ____________________________________________ 

 

First Aid Administered:  ___________________________________________________ 

 

_______________________________________________________________________ 

 

Person Administering First Aid:  ____________________________________________ 

 

Additional Comments:  ____________________________________________________ 

 

___________________________________________ _________________________ 

Supervisor Signature     Date 

 

 

___________________________________________ _________________________ 

Parent/Guardian Signature    Date 

 


