
The Tree House of Early Learning

Family Handbook



Welcome families,
 

We are very glad that you have decided to have your child join us at our 
daycare. We have many fun and exciting plans for this year. We look forward to 
helping your child learn and grown physically, socially, emotionally, and cognitive-
ly. Here at The Tree House of Early Learning we work hard to create an environ-
ment full of wonder, exploration and creativity.

We also value family participation and communication and we look forward
to keeping in contact with you through the daycare's monthly newsletter as well 
as the daycare Facebook page and parent group. If you ever have any questions
or concerns please feel free to contact us at any time. We are here for you and 
your family.

We would like to ask that you take the time to read our family handbook 
and let us know if you have any questions. This will help to ensure that we are all
on the same page and can work as a team to get the most out of your child's time
here. We really look forward to getting to know you and your family!

Sincerely,
 

Tamisha Sewell
(620) 779-3906
info@indytreehouse.com
www.facebook.com/indytreehouse
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Program Philosophy

At our daycare we The Tree House of Early Learning we believe that 
learning is not something that occurs only through direct instruction. Children are 
viewed as learners who actively construct their own learning. We believe that it is
a combination of child participation and interest, teacher guidance, and a rich en-
vironment that create an excellent environment for learning. We plan a creative 
curriculum based on the needs of the individual child and the overall needs of 
their class

We believe, as Maria Montessori said, “Play is the work of the child.”. It is 
because of this that we provide children with a rich environment full of opportuni-
ties to learn through play. With a variety of activities and materials available to 
children they are able to choose what interests them and teachers are seen as 
guides to help children explore their environments. We collaborate with our stu-
dents to create studies that interest the children as well as cover all developmen-
tal areas. We also use themes and tools we receive each month from the Fun-
shine Express Curriculum.

Creativity and art are focused primarily on the process of creating rather 
than a final product. Children are given tools and techniques to use to creatively 
express themselves. Our students will learn about a wide variety of ways to ex-
press themselves creatively during their time at the daycare. Providing children 
with these tools allows them to create art that is meaningful and relevant to them 
that they are proud of. The enjoyment of these and other successes create a 
greater self-confidence and foster independence.

We feel it's important to remember that sometimes learning and explo-
ration can get messy but that's why we always say “You know it's been a good 
day at school if your child comes home messy.”. We regularly do activities like 
painting, playing outside, sensory activities, and other fun activities that may end 
up getting your child's clothes dirty. Keeping this in mind please make sure that 
your child has at least one extra set of clothes (2 would be best) here at the
daycare so they can be free to explore and learn. We also request that you 
not bring your child in clothes or shoes that they can't get dirty.

3



Class Schedule
Routines are very important for young children. We do follow a routine to assist 
children in regulating themselves and to foster security that a regular schedule 
can provide. While the schedule is flexible to meet the class’s needs this is what 
our schedule generally looks like. 

7:30a.m.-8:15a.m. Arrival/Morning Activities/Clean Up

8:15a.m.-9:00a.m. Hand Washing/Breakfast/Clean Up

9:00a.m.-9:15a.m. Tooth Brushing/Music and Movement

9:15a.m.-9:30a.m. Circle Time

9:30a.m.-10:45a.m. Centers/Art/Special Activities

10:45a.m.-11:00a.m. Clean up/Outside Prep

11:00a.m.-11:30a.m. Outside Time

11:30a.m.-11:45a.m. Hand Washing

11:45a.m.-12:00p.m. Lunch Prep

12:00p.m.-12:30p.m. Lunch

12:30p.m.-12:45p.m. Bathroom/Story Time

12:45p.m.-3:00p.m Quiet Rest Time

3:00p.m.-3:15p.m. Wake up/Hand Washing                             

3:15p.m.-3:45p.m. Snack/Clean up

3:45p.m.-4:00p.m. Music/Movement Time

4:00p.m.-4:30p.m. Afternoon Outside Time

4:30p.m.-5:00p.m. Afternoon Center Time

5:15p.m.-5:30p.m. Clean up and Goodbyes
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Food Service

Here at The Tree House of Early Learning we serve breakfast, lunch and a 
snack. We participate in the Child and Adult Care Food program, which means 
that we provide nutritionally balanced meals and receive three visits a year from 
Food Program staff. Menus will be posted on the class bulletin board. We ask 
that you do not bring food to the daycare unless prior arrangements have been 
made. Please let us know if your child has any special dietary requirements 
(such as a food allergy) so we can discuss what accommodations will need to be 
made. Below is an example of a weekly menu.

Breakfast, Lunch and
Snack Menu

Mon Tue Wed Thu
Breakfast-
Oatmeal, 1% milk, 
fresh fruit mix.

Lunch-
Tuna salad sandwich-
es on wheat bread, 
apple sticks, cucumber
slices, 1% milk.

Snack-
1% milk, ants on a log.

Breakfast-
Bagel, low-fat cream 
cheese, orange slices, 
1% milk.
Lunch-
1% milk, brown rice, 
tilapia, broccoli, straw-
berries.

Snack-
1% Milk, naan bread, 
and hummus.

Breakfast-
Oatmeal with blueber-
ries, 1% milk.

Lunch-
1% milk, baked chick-
en, quinoa, mixed veg-
etables, pear slices.

Snack-
Water, snap peas, 
strawberries.

Breakfast-
Breakfast burritos, ap-
ple slices, 1% milk.

Lunch-
1% milk, turkey, 
spinach and cheese 
roll ups, carrot sticks.

Snack-
1% Milk, raisin bread.

Exclusion and Children's Health and Safety Policies

Here at The Tree House of Early Learning we value the safety and well-
being of all of the children in our care and their families. Because of this we have 
health and safety policies in place.

Illness:
To maintain the health and safety of the staff and students at our school we re-
quire that you do not bring your child to school if they are exhibiting the following-

 A fever within the past 24 hours.
 Undiagnosed rash
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 Communicable disease (such as but not limited to, chicken pox, measles, 
and strep throat)

 Severe nasal discharge or eye mucus
 Lice

If your child exhibits any of the above while in our care you will be contacted and 
asked to pick them up or arrange for an authorized pick up person to pick up your
child.

Parents will be notified in the event of any minor incident or injury that occurs 
while their child is at school. Incident reports will be managed by the child's 
teacher. Parents will be notified immediately for any injury or illness that requires 
medical attention.

In the case of a medical or dental emergency, the director will first contact 911 
and then the parent. In the event a child needs to be transported by the 
paramedics, a staff member will accompany that child if the parents are not 
present.

The Tree House of Early Learning will dispense medications in accordance with 
Kansas State Law. All prescription medications need to be in their original con-
tainers, prescribed for the child attending school, and signed in by a parent or 
guardian. For more detailed information about illness related exclusion please 
read the following information provided by the Kansas Department of Health and 
Environment.

KDHE Guidelines for Exclusion
Guidelines for Exclusion of Children (or Staff Working With Children) Who Are Ill 
As Recommended in Caring for Our Children: National Health and Safety 
Standards: Guidelines for Out-of-Home Child Care Programs (Third Edition) 
When formulating exclusion policies, it is reasonable to focus on the needs and behavior of the ill 
child and the ability of staff in the out-of-home child care setting to meet those needs without 
compromising the care of other children in the group. 
Children with fever are managed differently in child care. The presence of fever alone has little 
relevance to the spread of disease and may not preclude a child's participation in child care. A 
small proportion of childhood illness with fever is caused by life-threatening diseases, such as 
meningitis. It is unreasonable and inappropriate for child care staff to attempt to determine which 
illnesses with fevers may be serious. The child's parents or legal guardians, with the help of their 
child's health care provider, are responsible for these decisions. Parents should be notified any-
time a child has a fever. 
A facility should not deny admission to or send home a child because of illness unless one or 
more of the following conditions exists. The parent, legal guardian, or other person authorized by 
the parent should be notified immediately when a child has a sign or symptom requiring exclusion
from the facility, as described below: 
1) The illness prevents the child from participating comfortably in facility activities; 

2) The illness results in a greater care need than the child care staff can provide without 
compromising the health and safety of the other children; or 
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3) The child has any of the following conditions and poses a risk of spread of harmful dis-
eases to others: 

A. An acute change in behavior including lethargy/lack of responsiveness, irritability, persistent 
crying, difficulty breathing, uncontrolled coughing, noticeable (spreading) rash, or other signs or 
symptoms of illness until medical evaluation indicates inclusion in the facility. 
B. Fever (temperature above 101 degrees Fahrenheit orally, above 102 degrees Fahrenheit rec-
tally, or 100 degrees or higher taken auxiliary (armpit)) and behavior change or other signs and 
symptoms (e.g., sore throat, rash, vomiting, diarrhea). Oral temperature should not be taken on 
children younger than 4 years (or younger than 3 years if a digital thermometer is used). Rectal 
temperature should be taken only by persons with specific health training. 
C. Uncontrolled diarrhea, that is, increased number of stools, increased stool water, and/or de-
creased form that is not contained by the diaper until diarrhea stops; blood or mucus in the stools 
not explained by dietary change, medication, or hard stools. 
D. Vomiting illness (two or more episodes of vomiting in the previous 24 hours) until vomiting re-
solves or until a health care provider determines the illness to be non-communicable, and the 
child is not in danger of dehydration. 
E. Abdominal pain that continues for more than two hours or intermittent pain associated with 
fever or other signs or symptoms of illness. 
F. Mouth sores with drooling, unless a health care provider or health official determines the condi-
tion is noninfectious. 
G. Rash with fever or behavior change, until a health care provider determines that these symp-
toms do not indicate a communicable disease. 
H. Purulent conjunctivitis (defined as pink or red conjunctiva with white or yellow eye discharge), 
until 24 hours after treatment has been initiated. 
I. Untreated scabies, head lice, or other infestation. 
J. Untreated Tuberculosis, until a health care provider or health official states that the child can at-
tend child care. 
K. Known contagious diseases while still in the communicable stage (chicken pox, streptococcal 
pharyngitis, rubella, pertussis, mumps, measles, hepatitis A).

Behavior Guidance Policy

At The Tree House of Early Learning our classroom is designed and ar-
ranged to promote a positive working environment for children. We provide age 
appropriate materials and activities to keep the children engaged. Our teachers 
also understand that early childhood is a period in which most children need oc-
casional guidance in terms of behavior. We believe that opportunities for learning
new social and emotional skills come naturally throughout the course of the day. 
It is our policy that children are treated with respect and compassion when guid-
ance is needed.

The Tree House of Early Learning supports the following classroom management
techniques:

 Positive Re-direction- Helping a child choose an activity or material when 
necessary.
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 Direct prompts- Helping to remind children of the desired behavior. For ex-
ample, “Johnny, I need you to use your hands for building. It is not okay to 
throw blocks.”

 Group reflection- Discussing examples of an undesired behavior helps to 
build self-esteem and reinforces the desired behavior.

 Using words- Reminding children to talk about what is wrong and what 
they are feeling and/or need and helping them to express their specific 
feelings and needs helps children constructively solve conflicts, build lan-
guage skills and vocabulary.

The Tree House of Early Learning staff makes every attempt to prevent unde-
sired behavior by establishing consistent routines and modeling appropriate be-
havior. Any child needing continuous guidance in regards to behavior may need 
more assistance in the classroom. Instances such as this are rare; however we 
will do our best to work with families in determining the best solution for the child.

Expulsion Policy
Though expulsion is rarely necessary the Tree House of Early Learning does re-
serve the right to expel children who create an unsafe environment for staff 
and/or other children without prior notice. We will try to work with you before it 
comes to this point but we do take the safety of our staff and children very seri-
ously.

Communication

It is very important for us to have open communication at all times. I will let you 
know if I have concerns about your child. I will occasionally send notes home 
about your child’s day and talk to you at pick up time each day. I ask that you 
keep me informed of any changes in routine, difficult sleep nights, changes in 
eating, etc., that may affect your child’s day with me. If you have concerns that 
you wish to discuss outside of your child’s hearing, feel free to call after drop off. I
respect your privacy and will not share information with other families about your 
child or family. In return, I expect you to respect my family’s privacy and our time 
together after business hours.

Parent Involvement

The Tree House of Early Learning encourages parents to participate in their 
child's learning experience. Consistent involvement in your child's early childhood
education will help them become successful students later in life.
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We will also be sending home reading logs for you to track the time you spend 
reading with your child each week along with a book of their choice that they will 
return the following week. Each time you complete them with your child and re-
turn them your family will be entered into a drawing to win that month's reading 
prize. We will also occasionally have parent nights that include things like parent 
trainings and time to socialize. 

We want you to always feel welcome to come and visit your child in our class-
room.

Authorized Pick-Up
Parents are welcome to visit at any time during the hours of operation. Children 
will only be released to a parent or other persons listed on the enrollment form. If 
anyone other than the child’s parents or someone who is listed on the enrollment 
form is to pick up a child, I need to be notified in writing or by a telephone call 
and I will ask that you add them in writing to your authorized pick up list the fol-
lowing day. Any authorized person picking up your child that I have not personally
met will be asked to show a driver’s license or other picture ID.

Transportation
Because my first responsibility is to protect the children in my care, I want to 
make sure children are transported safely. An appropriate car seat must be pro-
vided by the adult transporting each child. If no car seat is available, the adult will
be asked to go obtain one and then return to pick up the child. If I suspect the 
adult is under the influence of alcohol or drugs, I will ask the adult to either call 
another authorized person to pick up the child or call a cab. Although I under-
stand that legally I cannot keep a parent from taking their child, if I feel the child 
is in danger, I will immediately call the police and report the unsafe driving situa-
tion. We currently do not provide any transportation for the children in our care. 
Any field trips will be within walking distance from the daycare.

Hours
My hours are 7:30a.m.-5:30p.m., Monday through Friday. On occasion I may pro-
vide care as early as 7:00a.m., but only if prior arrangements have been made. 
At 5:30 p.m. I am “off work” and with my family. I ask that you respect my hours 
and if you have unfinished conversations with other parents after 5:30p.m., 
please continue them outside. Also please be sure to sign your child in and out 
on the attendance sheet posted by the front door.

Mandated Reporter
As a child care provider, I am required by both federal and state laws to report 
any suspected child abuse, neglect or sexual abuse.
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Emergency Procedures

Procedure postings in the daycare will include a list of emergency numbers, pro-
cedures and location of the first aid kit will be in the hall cabinet next to the bath-
room. The location of first aid kit will be prominently marked with Red Cross 
posters or signs to facilitate the retrieval of the first aid kit in an emergency situa-
tion.

Fire Plan:
1. I will gather and account for each child.
2. I will take the children and their emergency forms out the safest exit and 

across the street.
3. I will call the fire department from my cell phone or the neighbor’s house.
4. I will call the parents or emergency contacts to pick up the children.

Storm Plan
1. I will listen to my battery operated radio for severe weather reports.
2. I have easy access to flashlights if the electricity goes out.
3. If weather becomes severe, I will follow the Tornado Plan

Tornado Plan
1. When the sirens sound, I will take the children to the basement.
2. We will crouch along the wall farthest from the basement window.
3. We will cover our heads with a blanket.
4. I will not leave the basement for any reason until the “all clear” and then 

call parents.

Flood Plan
1. I will listen to the radio and go to higher ground as directed by emergency 

personnel.

Serious Injury Plan
1. Call 911
2. I will call my emergency substitute.
3. I will call a parent to let them know what happened and where the child is 

being taken.
4. When sub arrives, send emergency form to the hospital in the ambulance. 
5. Wait with child at the hospital until a parent arrives.

Tuition Fee Schedule and Payment Types
We gladly accept checks, money orders, and electronic transfer (Through Ven-
mo, a free electronic payment service.). All payments are due Monday upon ar-
rival for the week. Upon enrollment a non-refundable deposit equal to the one 
week rate charged for your child is due. If necessary the deposit can be split over
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two weeks and added to the normal rate. If you choose to end services with us a 
2 week notice is required. These two weeks are to be paid in full whether your 
child attends or not. The provider can terminate the contract at will without giving 
any notice. Checks are accepted, however, there is a $25 fee for bad checks plus
any fees charged by our bank. 

Program:                                 Weekly Tuition:
18 months-2 years $110
2-5 years $100

Yearly Fee/Tuition Review

Every November tuition and fees will be evaluated to determine if a fee or tuition 
increase. If there is to be a change you will be notified by November 15 th (if it falls
on a weekend you will be notified the following business day.) The fee update will
take effect on January 1st.

Vacation and Holidays

 Here at The Tree House of Early Learning we are generally closed when the 
USD 446 school district is closed. During weeks when there is only one day off 
our rates will remain the same for that week. We will also have the option of tak-
ing off 2 weeks vacation per year, one paid and one unpaid. The time of this may 
vary (such as splitting the 2 weeks) depending on our vacation plans during the 
year. We will give you at least a month’s notice or more before we take the time 
off. If possible we will have a substitute while we are gone so the daycare can re-
main open. If not I can give you a child care referral number for Child Care Aware
of Eastern Kansas to provide some options for a backup provider. Please be 
aware that you must have a backup childcare provider.
Here are the holidays that USD 446 and The Tree House of Early Learning are 
both closed.

 President’s Day- 3rd Monday in February
 Good Friday- Friday before Easter
 Memorial Day- Last Monday in May
 Labor Day- First Monday in September
 We will close early at noon for the Neewollah Kiddie Parade
 Thanksgiving-  4th Thursday in November
 Day after Thanksgiving
 Winter break- December 23rd, 24th, 25th.
 New year’s day

We do not regularly take Spring Break off but there is always a chance that we 
might use our vacation time during that week. As with any other vacation time 
you will be notified in advance if we choose to take that time off.
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Naps/Rest Time
I am required by licensing to provide children a daily, supervised rest period. If 
children are unable to fall asleep or wake early during the nap time period, I pro-
vide quiet activities for them to choose from. I understand that it may be neces-
sary for you to pick up your child or stop by the daycare during nap time. We ask 
that you be respectful of the other children in the classroom and come and go as 
quietly as possible during nap time.

Arrival Routine

Upon arrival in the morning you will help your child transition into the classroom. 
Please make sure to give yourself enough time in the morning to make the morn-
ing transition go as smoothly as possible for everyone. When coming in you will 
sign your child in while they put things like their coat, bag, etc in their cubby. 
Once they have their things put in their cubby walk with them over to the chil-
dren's sign in book and help them write their name if necessary. After your morn-
ing routine is complete, depending on what time you arrive please help guide 
your child to the appropriate activity. We ask that you do not allow your child to 
bring toys from home. It is very difficult for young children to share, and even 
more difficult when it is their own toy. If your child does bring a toy from home, it 
will be put in a safe place to be retrieved at departure. Please be sure children 
arrive ready for their day including being fully dressed and awake, if you arrive 
early be sure they have eaten as we do not eat until 8:30. If you want your child 
to eat breakfast here please be sure they arrive no later than 8a.m. 

Changes to Policies
I may occasionally make changes to these policies. I will give you a two-week 
written notice before any changes go into effect.

Immunizations

Because my first responsibility is to protect the children in my care, all children 
must be up to date with their immunizations. Before your child enters care you 
will be required to provide an up to date copy of your child’s immunization record 
and you will be required to update your records with us each time your child gets 
immunizations. If your child’s immunization schedule must be delayed due to 
medical reasons you will need to provide a doctor’s note stating what immuniza-
tions are being delayed, why, and what the new immunization schedule will be.
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Family Communication Policy

 Here at the Tree House of Early Learning we have an open door policy. If you 
ever have any questions or concerning your child or their care please feel free to 
let me know. You can stop by, call me at 620-779-3906, contact me through the 
Brightwheel app, or even message me on the daycare Facebook page. I have 
created The Tree House of Early Learning Parent group and will send each par-
ent a link to join the closed group. It is often used for updates on activities, clo-
sures, and lots of other information so please be sure to check it regularly and 
have your notifications turned on. You will also be sent an invitation to download 
the Brightwheel app which is our primary form of communication, you will also 
use this app to sign your children in and out either form your own phone using a 
QR code or the daycare tablet. This is also a handy tool for assessments. You 
will receive an intro e-mail explaining the app once you are enrolled.

Social Media Policy

When you are filling out your enrollment paperwork you will be asked for permis-
sion to photograph and take video of your child. Either way we will respect your 
wishes. We do frequently share photos on both our Facebook page and Face-
book parent group. Also feel free to tag the daycare in social media posts related 
to the daycare and even check in if you would like to. If you would not like your 
child's image shared please make a note of that on the photography permission 
form. We do not share any child's name on social media for their protection.
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CHILD CARE AGREEMENT
The Tree House of Early Learning LLC

408 S 2nd St Independence KS 67301
Hours- M-F 7:30-5:30

THIS AGREEMENT is entered into as of this ____day of _____201_ in Location, by 
and between The Tree House of Early Learning (hereinafter referred to as 
"Provider") and _________________________(hereinafter referred to as 
"Parent/Guardian").

       This Agreement contains the terms agreed upon between Provider and Par-
ent/Guardian for the care of:

Child:_____________________________D.O.B._____________

Child:_____________________________D.O.B._____________

Security/Holding Deposit.  Parent/Guardian agrees to pay non-refundable 
security/holding deposit of $100.  
 

A 2 week notice of termination is required from parents/guardians. The final 
2 weeks are to be paid whether the child attends The Tree House of Early Learning
or not. Care Provider may terminate care at any time.

Security/Holding Deposit Paid [ ]YES [ ] NO  

□Check#______  □Cash    □Money Order #_____    □Credit/Debit Card (3% fee) 

Date_________

Weekly Rate.  The weekly rate for full time children will be $100 weekly and is due
and payable each week before care begins or at the beginning of the month if you
prefer to pay monthly. If Child is absent from care the normal weekly rate will be 
due and payable. The rate is for enrollment not attendance. After school care rate 
is $35/week and is also due at the beginning of the week or the month.
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Yearly Fee/Rate Review
Every November fees and rates will be reviewed and based on this review may be 
adjusted. If we (The Tree House of Early Learning) find that a change is necessary 
you will be notified by November 15th (or next business day if the 15th is on a 
weekend) and will go into effect January 1st. 

4.  Late Fees.  Parent/Guardian agrees to pay a late fee of $5.00 per fifteen min-
utes or portion thereof that Child remains in care after the hours listed in Section 
3.

If the weekly rate is not paid by 6:00 p.m. on Monday, Parent/Guardian 
agrees to pay a late fee in the amount of $10.00 per day until the account is
current.

  All late fees are due and payable immediately.

5.  Provider Vacation.  The parties agree that Provider will take two weeks vaca-
tion each year. One week will be paid one week will be unpaid. Please see hand-
book for holidays that the daycare will be closed for paid holidays.

6.  Term.   Failure to comply with the terms set forth in this Agreement may, at 
Provider's discretion, result in immediate termination of Child's enrollment.

Upon enrollment there will be a 2 week trial period. During this time either 
party may terminate care for any reason. This helps to ensure the family and 
childcare are a good match.

A two week written notice is required for parents/guardians to terminate this
Agreement. Weekly fees will be due and payable on each Monday of the two week
notice period.  

The parties hereto have executed this Agreement as of the date and year 
first above written.

The Tree House of Early Learning     By:____________________
                                                               Parent/Guardian
By:____________________
        Provider Name                          Date:__________________

Date:__________________ 
                                                         By:____________________
                                                               Parent/Guardian
                                                     
                                                         Date:___________________
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First Day Checklist

 Any incomplete paperwork or documentation.
 

 Fitted sheet. 

 Diapers and wipes if necessary. 

 2 changes of clothes.

 Family photo (we can take one if you don’t have one). 

 First week’s payment if not prepaid.

 All About Me form.  

 Water bottle. 

 Sunscreen. 

 Comfort item from home. This could be something like a favorite stuffed 
animal or blanket.
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