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- Emergency Medical Care Authorization

Date Updated:
Enrollment Date:

Date of Birth: Current Age:

Child Name:

The following items must be present in each child’s file.

Parent Name:

Chicken Pox
Measles, Mumps, Rubella
Polio

*DTaP, Hib, & IPV offered in combined doses

- Center Operational Policies

- Emergency Medical Care Information

Haemophilus influenzae (b)
Hepatitis B
Diptheria, Tetanus, Pertussis

Annually

Immunization History
January 0, 1900As of Immunization Record Dated:

#5

Due Date

January 0, 1900
January 0, 1900
January 0, 1900
January 0, 1900

Updated Regularly

Application (containing the following)

Children Less than 15 Months Old

Children Requiring Routine Transportation (to/from School, etc.)

Sleep Position Waivers
Feeding Schedules

Documentation of Safe Sleep Policy Receipt

January 0, 1900
January 0, 1900
January 0, 1900

January 0, 1900
January 0, 1900
January 0, 1900
January 0, 1900

Item Date Completed

Documentation of Receipt of Parent Handbook

- Summary of Child Care Law
- Discipline Policy

Immunization record
Medical Exam

Authorization for Transportation

Emergency and Identifying Information
Off Premise Activities Authorization (Field Trips)
Medication Authorization
Copies of Incident Reports

As Needed/Applicable (as occurs)

     
     

     
     

#2#1

Not Required#1

#3

#4

#3 #4



 
Application Date_________________ _     Date of Enrollment________________  

CHILD’S APPLICATION FOR CHILD CARE 

To be completed and placed on file prior to enrollment 

 

Name of Child ____________________________________________________ Birth date _____________  
                               (Last)          (First)         (MI)             (Nickname) 
Address Zip Code  

 
INFORMATION ABOUT THE FAMILY: 
Father/Guardian’s Name________________________________________Home Phone ________________  
Address __________________________________________________________ Zip Code______________  
Where Employed _________________________________________ Business Phone _________________  
 

Mother/Guardian’s Name _______________________________________Home Phone ________________  
Address __________________________________________________________ Zip Code______________  
Where Employed _________________________________________ Business Phone _________________  
 

Insurance Carrier _____________________________________________Policy # ____________________  
 
INFORMATION ABOUT YOUR CHILD: 
Does your child have any known allergies:  No____  Yes____ Explain: _________________________________ 
 
Does your child have any chronic illnesses/conditions: No____  Yes____ Explain: __________________________ 
_______________________________________________________________________________________________ 
  
Please give any information concerning your child which will be helpful in his experience in group setting 
(such as play, eating and sleeping habits, special fears, special likes or dislikes)._______________________  
______________________________________________________________________________________  

 
EMERGENCY CARE INFORMATION: 
Name of child’s doctor ______________________________________________ Office Phone___________  
Address __________________________________________________________ _____________________  
Hospital preference_________________________________________________ Phone ________________  
 
If neither father nor mother (or guardian) can be contacted, call (please list relationship): 
Name________________ ________________ Home Phone ________________ Office Phone __________  
Name________________ ________________ Home Phone ________________ Office Phone __________  
If you cannot call for your child, please give the names of persons to whom the child can be 
released: ________________________________________________________________________________________  
_______________________________________________________________________________________________  
 
I agree that the operator may authorize the physician of his/her choice to provide emergency care in the event that 
neither I nor the family physician can be contacted immediately. 
 
_______________________________________________________________________________________________  

 (Signature of Parent) (Date) 
I, as the operator, do agree to provide transportation to an appropriate medical resource in the event of emergency.  In an 
emergency situation, other children in the facility will be supervised by a responsible adult.  I will not administer any 
drug or any medication without specific instructions from the physician or the child’s parent, guardian, or full-time 
custodian.  Provisions will be made for adequate and appropriate rest and outdoor play. 
 
_______________________________________________________________________________  

    (Signature of Operator)      (Date) 



 

Children’s Medical Report 
 

Name of Child_______________________________________________Birthdate ______________________  

Name of Parent or Guardian__________________________________________________________________  

Address of Parent of Guardian ________________________________________________________________  

 
 
B. Physical Examination: This examination must be completed and signed by a licensed physician, his authorized 

agent currently approved by the N. C. Board of Medical Examiners (or a comparable board from bordering 
states), a certified nurse practitioner, or a public health nurse meeting DHHS standards for EPSDT program.     
Height _________%      Weight __________% 

 
Head____________ Eyes_____________ Ears_____________ Nose___________ Teeth__________Throat___________ 
Neck_________ Heart_________Chest_________Abd/GU_______________Ext__________ 
Neurological System___________________________Skin__________________Vision____________Hearing_________ 
Results of Tuberculin Test, if given: Type__________date__________ Normal___Abnormal_________followup________ 
 
Developmental Evaluation:  delayed________age appropriate___________ 
If delay, note significance and special care needed;__________________________________________________ 
__________________________________________________________________________________________ 
 
Should activities be limited?  No___ Yes___  If yes, explain: ______________________  
Any other recommendations:____________________________________________________________________________ 
___________________________________________________________________________________________________ 
__________________________________________________________________________________________________ 

 
Date of Examination__________ 
 
Signature of authorized examiner/title___________________________________Phone #_______________ 

A.  Medical History (May be completed by parent) 

1.  Is child allergic to anything?  No___ Yes___  If yes, what?       

               
2.  Is child currently under a doctor's care?  No___ Yes___  If yes, for what reason?    
               
3.  Is the child on any continuous medication?  No___ Yes___  If yes, what?     
               
4.  Any previous hospitalizations or operations?  No___ Yes___ If yes, when and for what?   
               
5.  Any history of significant previous diseases or recurrent illness?  No___ Yes___ ;  diabetes No___Yes___;    
     convulsions  No___ Yes___;  heart trouble No___ Yes___; asthma No___ Yes___. 
     If others, what/when?            

6.  Does the child have any physical disabilities:  No___ Yes___ If yes, please describe:   

               

Any mental disabilities?  No___ Yes___  If yes, please describe:       

 

Signature of Parent or Guardian_____________________________________________Date____________ 

 

 
DCD 0108 
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Off-Premise Activity Authorization 
(to be completed annually) 

 
Off-premise activities refer to any activity which takes place away from a licensed and approved space.  

Licensed and approved space includes: primary space, outdoor space, single use rooms, or other 

administrative areas that have been approved for use. 

 

I,          parent/guardian of         (child name), 

give my permission to Huckleberry’s Friends Child Care Center & Pre-School for my child to participate 

in an off-premise activity. 

 

 

Location of off-premise activity:  Areas outside of fenced in playground to include parking lot, 

neighboring business locations, nearby natural areas  

 

Purpose of the activity:   Nature walks, visits with residents at neighboring assisted living 

center, activities in facility parking lot, etc.  

 

Additional information:  This authorization is for walking distances only and does NOT 

permit travel in any motorized vehicle  

 

 

 

          
Parent/Guardian Signature  Date Signed 
 

 

 

This authorization is valid from:   January 1, 2013  to  December 31, 2013  
 (up to 12 months) 
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Acknowledgments 

Please complete one Acknowledgment Form for each child enrolled. 
 
 
Child Name:          Date of Enrollment:           
 
I/we acknowledge that a copy of the Parent Handbook of Huckleberry’s Friends Child Care Center and 
Pre-School has been provided to my family.  I understand that this handbook contains facility policies and 
procedures and also provides and explains relevant child care laws and regulations.  Information provided 
in this handbook includes (but is not limited to): 

• Discipline and Behavior Management Policy 

• Safe Sleep Policy 

• Center Operational Policies 

• Summary of North Carolina Child Care Law 
 
It is further acknowledged that I/we have received clarification of any items within the Parent Handbook 
which were not understood and thereby agree to abide by the policies set forth. 
 
Information contained within the Parent Handbook is subject to change at any time.  Huckleberry’s 
Friends’ administrators will notify all parents and other affected individuals/organizations (in writing) 
accordingly of such changes as they occur. 
 
 
 
Parent Signature:   Date:          
 

A copy of this form will be returned to you for your records. 
The original will be retained with the child’s enrollment materials. 



© 2006 UNC-CH/MCH and NC DHHS/DCD

Permission VALID: From _ _/_ _/_ _ _ _To _ _/_ _/_ _ _ _

MEDICATION ADMINISTRATION PERMISSION & RECORD

Information about the child and the medicine

(Completed by parent/guardian)

Child’s Name Child’s Date of Birth

Medicine

Expiration Date:

Time Date Dosage Route

Special Instruction:

Possible Reactions:

Prescribing provider:                                                                                    Phone:

Pharmacy:                                                                                                     Phone:

I give authorization to give medicine and to call the health care provider if needed.

Parent/Guardian signature

Date

Date Parent/Guardian signature Child Care Staff signature

RETURNED to

Parent/Guardian

Date Child Care Staff signature Witness signature

DISPOSED of Medicine

Medication Log

(Completed by child care provider)

Monday Tuesday Wednesday Thursday Friday

Medicine

Date

Actual time given

AM    _____

PM    _____

AM    _____

PM    _____

AM    _____

PM    _____

AM    ____

PM    _____

AM    _____

PM    _____

Dosage/Amount

Route

Facility staff’s

Signature

Monday Tuesday Wednesday Thursday Friday

Medicine

Date

Actual time given AM    _____

PM    _____

AM    _____

PM    _____

AM    _____

PM    _____

AM    ____

PM    _____

AM    _____

PM    _____

Dosage/Amount

Route

Facility staff’s

Signature

UNC-CH and NCDHHS, 2006 This is a double sided form. 257
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Monday Tuesday Wednesday Thursday Friday

Medicine

Date

Actual time given AM    _____

PM    _____

AM    _____

PM    _____

AM    _____

PM    _____

AM    ____

PM    _____

AM    _____

PM    _____

Dosage/Amount

Route

Facility staff’s

Signature

Monday Tuesday Wednesday Thursday Friday

Medicine

Date

Actual time given AM    _____

PM    _____

AM    _____

PM    _____

AM    _____

PM    _____

AM    ____

PM    _____

AM    _____

PM    _____

Dosage/Amount

Route

Facility staff’s

Signature

Monday Tuesday Wednesday Thursday Friday

Medicine

Date

Actual time given AM    _____

PM    _____

AM    _____

PM    _____

AM    _____

PM    _____

AM    ____

PM    _____

AM    _____

PM    _____

Dosage/Amount

Route

Facility staff’s

Signature

Describe error or mishap in a Medical Error Form

Date/time Error/Mishap Parent/Guardian

Notified?

Child Care Staff

Signature

_Yes _No

_Yes _No

UNC-CH and NCDHHS, 2006 This is a double sided form.

© 2006 UNC-CH/MCH and NC DHHS/DCD258
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Infant Feeding Schedule 
 

 
Name of Child ____________________________________________Date________________  
 
Date of Birth _____________________________________________ 
 
Instructions 
 
1. Food/Bottles Brought Daily (quantity): 
 
2. Instructions for Feeding: 
 
 A. Bottles (breast milk, formula, milk, juice) 
 
 
 B. Food (baby food, cereal, table food) 

 
3. I plan to nurse: (approximate time)  ________ 

 
 

         
Parent Signature    

 
 
 

Changes in Schedule (Must be recorded as eating habits change) 
                  

         Parent or Staff 
 Food:    Date to Introduce:      New Instructions:  Signature: 
  
 Milk    
 Baby Food 
 Juice 
 Cereal 
 Table Food 
  
 
 
*Must be completed for all children less than 15 months old 
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Name of Center: _____________________________________________ 
 

Infant/Toddler Safe Sleep Policy Sample (Revised) 
Date Adopted: ______________ 
 
 
 

 Sudden Infant Death Syndrome (SIDS) is the unexpected death of a seemingly healthy baby for whom no cause of death 
can be determined based on an autopsy, an investigation of the place where the baby died and a review of the baby's 
clinical history.   
 
Child care providers can maintain safer sleep environments for babies that help lower the chances of SIDS. N.C. law 
requires that child care providers caring for children 12 months of age or younger, implement a safe sleep policy, share this 
information with parents and participate in training.  
 
In the belief that proactive steps can be taken to lower the risks of SIDS in child care and that parents and child care 
providers can work together to keep babies safer while they sleep, this facility will practice the following safe sleep policy:

Safe Sleep Environment

7. Room temperature will be kept between 68-75°F and a 
thermometer kept in the infant room.  

8. Infants' heads will not be covered with blankets or bedding. 
Infants' cribs will not be covered with blankets or bedding. 
We may use a sleep sack instead of a blanket. 

9. No loose bedding, pillows, bumper pads, etc. will be used in 
cribs. We will tuck any infant blankets in at the foot of the 
crib and along the sides of the crib mattress.  

10 Toys and stuffed animals will be removed from the crib 
when the infant is sleeping. Pacifiers will be allowed in 
infants’ cribs while they sleep. 

11. A safety-approved crib with a firm mattress and tight fitting 
sheet will be used. 

12. Only one infant will be in a crib at a time, unless we are 
evacuating infants in an emergency. 

13. No smoking is permitted in the infant room or on the 
premises. 

14. All parents/guardians of infants cared for in the infant room 
will receive a written copy of our Infant/Toddler Safe Sleep 
Policy before enrollment. 

15. To promote healthy development, awake infants will be 
given supervised “tummy time” for exercise and for 
play. 

 
Best Practices 

1. All staff will participate in Responding to an Unresponsive  
    Infant practice drills twice each year, in April and in 
    October, in conjunction with fire drills. 

 

Safe Sleep Practices  
1. All child care staff working in this room, or child care staff 

who may potentially work in this room, will receive training 
on our infant Safe Sleep Policy. 

2. Infants will always be placed on their backs to sleep, 
unless there is a signed sleep position medical waiver on 
file. In that case, a waiver notice will be posted at the 
infant’s crib and the waiver filed in the infant’s file. 

3. The American Academy of Pediatrics recommends that 
babies are placed on their back to sleep, but when babies 
can easily turn over from the back to the stomach, they 
can be allowed to adopt whatever position they prefer for 
sleep.  

4. We will follow this recommendation by the American 
Academy of Pediatrics. However, child care staff can 
further discuss with parents how to address circum- 
stances when the baby turns onto their stomach or side. 

5. Visually checking sleeping infants. Sleeping infants will 
be checked daily, every 15-20 minutes, by assigned staff.  
The sleep information will be recorded on a Sleep Chart. 
The Sleep Chart will be kept on file for one month after 
the reporting month. We will be especially alert to 
monitoring a sleeping infant during the first weeks the 
infant is in child care.   

 We will check to see if the infant’s skin color is 
normal, watch the rise and fall of the chest to observe 
breathing and look to see if the infant is sleeping 
soundly.  We will check the infant for signs of 
overheating including flushed skin color, body 
temperature by touch and restlessness. 

6. Steps will be taken to keep babies from getting too warm 
or overheating by regulating the room temperature, 
avoiding excess bedding and not over-dressing or over-
wrapping the baby.      

 
 
 

I, the undersigned parent or guardian of ___________________________________________________ (child's 
full name), do hereby state that I have read and received a copy of the facility's Infant/Toddler Safe Sleep Policy 
and that the facility's director/ owner/operator (or other designated staff member) has discussed the facility's 
Infant/Toddler Safe Sleep Policy with me. 
 
Date of Child's Enrollment: ________________________ 

Signature of Parent or Guardian: _____________________________________________     Date: ____________ 

Signature of Child Care Provider: _____________________________________________     Date: ____________ 

Distribution: one signed copy to parent(s)/guardian(s); signed copy in child's facility record. 

Effective date: 5/1/04  

Review:  #1 12/15/05 

Revisions: #1 1/1/06 COM;  
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C:\Users\Administrator\Forms\Child\09 - Blanket Permission for Routine Transport of Children.docx 

 
Blanket Permission for Routine Transport of Children 

        to         
School Year 

 
 
Parent/Guardian:         
 
Child Name:         
 (separate form required for each child) 
 
I hereby grant permission for Huckleberry’s Friends Child Care Center & Pre-School (“Huckleberry’s”) 
and/or its employees to transport my child, using any means necessary, to and/or from the school (public, 
private, charter, etc.) indicated below. 
 
Elementary / Middle School:         

  Before and After School   Before School Only   After School Only 

  Traditional   Modified    Year-Round - Track #       
 

Emergency Contact Person #1: 

Name         

Phone(s)         

         

         

  

Emergency Contact Person #2: 

Name         

Phone(s)         

         

         

  

  

Please notify the center no later than 1:30pm if we do 
not need to include your child on our regular after-
school pick-up rounds. Failure to notify us accordingly 
causes delays in picking up other schools/children, 
scheduling delays for children and staff members, and 
other parents having an extended wait for our return at 
the center.  Therefore, we will charge a Notification 
Failure Fee of $5.00 each time this occurs.  Recurring 
offenses will result in exclusion of future pick-ups. 
 
 
  
Parent/Guardian Signature 
 
 
   
Date 

Place Child Photo Here 



                                             HOMEWORK POLICY 
 
 
At ____________________________  our goal is to offer children a well   
            (Name of SA Program) 
balanced program. While we understand the importance that homework plays in 
the life of a child, as well as for the families we serve, we strive to meet the 
needs of the whole child. In addition to helping children meet personal academic 
goals, we recognize our responsibility to give children a chance to socialize, have 
un-structured play (in well-developed centers both indoors and out), have time 
outdoors and have a nutritious snack.  
  
Our schedule reflects current research showing children concentrate better and 
produce more work when they’ve had a chance for a physical break first. It also 
reflects current licensing standards to take children outside every day. Therefore, 
outdoor time is our first activity after arrival and snack. In addition, as a licensed 
program, we meet the NC Division of Child Development requirement to offer, at 
least, 3 activity choices during a 3 hour time frame.  
 
Our philosophy is that children learn and grow through play. We reinforce this by 
having materials and activity choices that support the North Carolina General 
Course of Study. 
 
For those choosing to do homework, while we can’t promise accuracy and/or 
completion, we do wish to support the homework choice in the following ways: 
- A 20-30 minute time frame to work on homework at the same time as other 
  quiet activity choices  
- Paper, pencils, basic resource materials such as a thesaurus and dictionary 
- A place to work  
- Interaction with children completing homework when appropriate  
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Dear Mom and Dad 


Every day I get bigger and better.  Don't worry about what I am unable to do today; I will be able to do 
things better and faster as my mind and body grow. 
 
I can do little things with my little muscles now; later I will be able to do BIG things with my big 
muscles! Sometimes my body shouts at me and tells me to run and jump over my toys, climb over the 
furniture, or wiggle all over.  Then it's harder for me to sit still and draw, listen to stories, or cut out 
pictures.  You can help me feel good about my body and the way I use it.  I will then feel better about 
myself and my thoughts.  I'll have more fun with my friends and won't need to “show off.” 
 
I'm not being bad when I'm curious; I want you to like me, but I also need to learn a lot on my own.  My 
world is so exciting! If I feel good about my body, I like the rest of me.  When I do things well, I feel 
good.  But, having to keep up with others all the time makes me sad; losing isn't fun, and when you 
compare me with others, it makes me sad.  Please love me because I’m special.  Sometimes I won’t do 
very well.  ·You may know that I can act better, but sometimes I'm not quite sure of myself.  The world is 
a big place full of new and scary things.  Be patient with me and help me.  I will try to be like you; if you 
are happy about how my body is growing, I will be too.  More than anybody else, you can help me to 
grow properly and have fun. 
 
Thank you for spending time with me, I know you are very busy.   
 
I love you very much! 
 
 
Your Preschooler 
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About Huckleberry’s Friends 


Philosophy 
Huckleberry’s Friends began from a desire to offer the best child care possible for working parents.  We 
believe that a healthy, loving, learning environment is essential to development in early childhood.  Each 
child deserves a clean, safe, attractive, age-appropriate environment in which to spend each day.  This 
environment should provide the opportunity for self-expression through music, art, dramatic play, games, 
indoor/outdoor play, and creative learning experiences.  The mental and emotional growth of each child 
should be nurtured at an individual pace. 
 
Our curriculum planning reflects our emphasis on teaching "life skills" and attitudes of social 
responsiveness toward each other.  Our activities are centered on central themes, which are planned in 
accordance with the developmental level of each group.  This guides the development of cognitive, 
language, fine motor, gross motor, self-help and social skills.   
 
We value the opportunity to serve each family. 


Services 
Huckleberry’s Friends offers quality childcare for children aged six weeks to twelve years old.  Children 
are grouped together by approximate age, with levels of development and individual needs in mind.   
 
We provide well balanced breakfast, lunch, and afternoon snack each day to all age groups.  All meals are 
prepared fresh by our nutrition specialist, in our commercial grade kitchen on-site, thus ensuring each 
child receives a hot, nutritious meal each day. 
 
Transportation to and from area schools is provided for our school-age program, as is full day care on 
school holidays, breaks and track-outs. 


Goals 
• To provide a safe and healthy environment for your child 
• To provide experiences that will contribute to the physical, intellectual, social and emotional growth 


of each child 
• To help each child form joy and satisfaction in accomplishments, thereby developing a positive self-


image 
• To help each child question thoughtfully and think for him/herself 
• To provide readiness materials that will be beneficial for formal education preparation 
• To help each child form good health habits 
• To help each child learn to express feelings in appropriate ways 
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Enrollment Procedures 


Application Requirements 
Parents are required to submit completed documents at the time of enrollment and prior to classroom 
attendance.  Payment of registration fee and first week of tuition are also due at this time.  These fees are 
nonrefundable and serve as a security deposit to secure your child’s space in his/her classroom. 
 
In order to attend, the following documentation must be on file: 
 
Required: 


 Application containing the following information: 


 Child Information 


 Parent/Guardian Information 


 Emergency Care Information 


 Authorization for Pick-Up by anyone other than the parent/guardian 


 Emergency Medical Care Authorization 


 Emergency Medical Care Transportation Agreement 


It is the responsibility of the parent to report to the facility administrator(s) any change of 
address, contact information, employment, emergency contact persons, and medical 
information. 


 Medical Exam 


Each child entering the Center must have a current physical assessment/exam by a licensed 
physician or the physician's authorized agent. 


 Immunization Record 


Parents must report immunizations as they occur to ensure our records are kept current and 
accurate. 


 Documentation of Receipt of Parent Handbook 
 


As applicable: 


 Infant Feeding Schedule (infants under 15 months old) 


 Infant Sleep Position Waivers (infants under 15 months old) 


 Authorization for Routine Transportation (to/from area schools, School-Age Program) 
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Parent Responsibilities 
Parents are encouraged to visit the center with his/her child prior to the child’s first full day of attendance.  
This will give the parent an opportunity to meet the teachers and discuss any information the teacher may 
find helpful about his/her new student.  It also gives the child an opportunity to interact and become 
acquainted with the other children in his/her new classroom.  At least one three to four hour visit is 
recommended. 
 


The following policies help us to provide a healthy, sanitary environment, therefore we request that: 


• Children arrive clean, wearing fresh clothing and diapering. 
• Soiled clothing is taken home at the end of each day (for sanitation reasons soiled clothing is not 


rinsed or washed). 
• Blankets and soft toys are taken home and washed at least weekly. 
• All personal belongings (including blankets, diapers, wipes, infant food/formula, etc.) are clearly 


labeled with your child’s first and last name.  We will not be responsible for items lost or damaged. 
• Diaper bags are not left in the Center at any time (due to state regulations). 
• Hazardous items may not be stored on site (i.e. medications, liquids, lotions, sharp objects, etc.).  


Please contact an administrator regarding identification and storage of such items as needed. 


Necessities to Provide 
Because accidents happen, parents are asked to provide two changes of clothing for each child.  For potty 
trainers, more may be necessary.  Each child will have storage space for clothing so that you may choose 
to leave it at the Center.  Please, remember to change it with the seasons.   
 
During warm, summer months, we also request that parents provide a sport-styled water bottle for his/her 
child’s use during outdoor activities.  The water bottle will be cleaned daily and replenished routinely by 
a facility staff member. 
 
The Center will provide cots, mats, and sheets for each child at rest time.  Your child may choose to bring 
a favorite pillow, blanket or soft toy for comfort.  Please be sure these items are small enough to fit in 
his/her cubby.  Personal items must be taken home to be laundered on a weekly basis. 
 
Parents must provide diapers, wipes, baby food, and bottles for infants.  Infant bottles and food must be in 
sealed containers and labeled with the child's name and date of attendance.  Unused portions of food 
items are discarded for sanitation purposes. 
  







HUCKLEBERRY'S FRIENDS 
PARENT HANDBOOK 


 


- 5 - 


Facility Operations 


Hours of Operation 
The Center is open from 6:30 a.m. – 6:30 p.m. Monday through Friday, with the exception of dates as 
indicated below: 
 


New Year’s Day 
Good Friday 
Memorial Day 
Independence Day 


Labor Day 
Thanksgiving Day & Day After 
Christmas Eve 
Christmas Day & Day After 


 
If indicated dates of closure fall on Saturday and/or Sunday, parents will be notified of alternative dates as 
early as possible. 


Inclement Weather 
We will make every effort to operate on our regular schedule during inclement/severe weather.  The 
safety of our children, staff, and their families are our first priorities in determining facility delays and/or 
closures. 
 
Should conditions warrant facility delays and/or closures, announcements will be made using local 
television and radio stations cooperative of broadcasting such information.  Parents may also monitor our 
website and/or Facebook page for the most up-to-date information: 
 


Website: www.huckleberrysfriends.com 
Facebook: www.facebook.com/HuckleberrysFriends 


 
Please note that no adjustments are made to tuition during closings and/or delays. 


Arrival and Departure of Children 
Parents are required to indicate the arrival and departure time of the children on the "sign in" in sheets in 
each classroom and/or lobby area(s).  For safety and accountability of all children, each child must be 
accompanied to and from their assigned classroom by their parent/guardian.  Under no circumstances are 
children to be picked up or dropped off at any other location within the Center grounds (including 
playground areas). 
 
If an individual other than the parent/guardian is picking up a child, the parent must notify administration 
and the child’s teacher in advance.  The individual must present valid form of photographic identification 
(driver’s license, identification card, passport, etc.) prior to departing with the child. 
 
We request that your child be in attendance with his/her classroom before 10:00 a.m. and not arriving 
between the hours of 12:00 p.m. and 3:00 p.m. as this is our period of winding down and preparing for 
naptime.  Bringing your child between these hours interferes with your child’s classroom routine and 
further delays other children’s much needed rest.  
 
Should your child have a medical appointment causing delayed attendance, we are required to request a 
note from your doctor stating such visit. 
 



http://www.huckleberrysfriends.com/

http://www.facebook.com/HuckleberrysFriends
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Safety Tips during Arrival and Departure 


1. Please turn your car off and take the keys out of the ignition before entering the Center. 
2. Please have your radio set at a level conducive to hearing outside noises easily. 
3. Please maintain a minimal vehicular speed when approaching the facility. 
4. Please do not leave small children unattended.  We know it’s convenient to not have to bring in your 


small ones or infants during your visit – no matter how brief.  Accidents can and will happen at any 
time, no matter where you are or what you are doing. 


Tuition and Fees 


All tuition is due weekly and must be received prior to the date of service to be provided (i.e. tuition must 
be received no later than the Friday before when care is to be provided the following week).  We will 
gladly arrange a payment schedule to suit individual needs as long as the account remains current. 
 
Parents are encouraged to make tuition payments in the form a check or money order.  Administration 
may not always have the proper change for your payment if cash is used.  Payments may be dropped in 
the Tuition Payment Box located in the lobby. Please note that we are not responsible for cash payments 
deposited in the Tuition Payment Box.  If you have a cash payment, please request a written receipt at 
time of payment to ensure proper account crediting. 
 
Please note that tuition payments are required to maintain your child’s space in his/her classroom, 
regardless of attendance. 


Vacation Policy 
After your child has been enrolled full-time for one continuous year, you will receive one week of 
vacation per child, per year, at no charge.  Vacation time must be taken for five consecutive days of 
absence within one calendar week.  It is not required that vacation time be used for the same week for 
each child.  There must be a twelve month period between free vacation weeks.  This is for full-time 
enrollments only; unfortunately, we are unable to extend this offer to part-time enrollments. 
 
Please provide administrators with as much advance notice as possible of when you would like to use 
your vacation time. 


Late Pick-Up Fees 
Parents will be charged late pick-up fees if his/her child remains at our facility after regular business 
hours.  Any child left in our care after closing hours will be supervised by a qualified staff member until 
he/she is picked-up by an appropriately authorized person.  A late fee of $1.00 for each minute after 
closing hours will be automatically calculated and noted on your tuition account as due.  Phone calls to 
notify of late arrival will not exempt a late pick-up fee charge.  We reserve the right to terminate any 
child’s enrollment for abuse of this policy.   


After-School Notification Failure Fee 
Please notify the center by 1:30 if we do not need to include your child on our regular after-school pick-
up rounds. Failure to notify us accordingly causes delays in picking up other schools/children, scheduling 
delays for children and staff members, and other parents having an extended wait for our return at the 
center.  Therefore, we will charge a Notification Failure Fee of $5.00 each time this occurs.  Recurring 
offenses will result in exclusion of future pick-ups. 
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Returned Check Fees 
There will be a $30.00 service charge for returned checks.  Should we receive two or more returned 
checks within a six-month period, we will no longer accept checks as a method of payment and will 
require use of cash and/or money orders for all future payments.  Returned checks do not provide 
immunity to late fees. 


Late Payment Fee 
Tuition balances begin accumulating a late payment fee of $5.00 per day if not received by the date 
specified in “Tuition and Fees” above.  All services will be immediately suspended for any balance two 
weeks past due. 


Annual Renewal Fee 
A renewal fee will be due annually following the initial year of enrollment.  This fee is generally equal to 
the initial registration fee imposed at time of renewal. 


Withdrawal 
Should you decide to withdraw from Huckleberry’s, a minimum of two weeks’ notice is required in 
advance.  Any parent failing to do so will be charged the normal tuition rate for two weeks for each child 
enrolled.  Please check with an administrator prior to your child’s last day of attendance to resolve any 
open account balances. 


Delinquent Accounts 
The Center reserves the right to discontinue services if tuition is two weeks or more delinquent.  Legal 
action may also be taken to collect any unpaid account balances, should you decide to terminate your 
child’s enrollment with unpaid amounts due. 


Tuition Assistance / Subsidy Programs 
We strive to continuously provide competitive rates for child care services; we also understand that 
personal circumstances may change and financial obligations may become difficult to reconcile.  In 
efforts to assist with situations such as these, we will be happy to work with you in any way possible to 
help keep your tuition account current and active. 
 
There are several external agencies (“third-parties”) that provide assistance and/or subsidies to parents in 
need based on the severity of assistance needed.  We will gladly review further information regarding 
assisting agencies with you upon request. 
 
Third-party agencies may only provide partial payment of balances due or to become due, at their 
discretion.  Parents remain responsible for ensuring that child care tuition charges are paid in full prior to 
time of service; regardless of any assistance/subsidy pledges and/or agreements.  Therefore, parents must 
cover any tuition shortages that may result with “third-party” agreements, including shortages resulting 
from agency funding shortages and/or interruptions. 
 
We will not reimburse parents for overpayments made by any third-party; reimbursements of 
overpayments will only be refunded to the issuing party. 
 
We further reserve the right to deny acceptance of any third-party pledge/agreement at our sole discretion. 
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Classroom Information 


Activities 
Individual group schedules and lesson plans are posted in each classroom.  Trips away from the Center 
are common for our older children, especially during the summer months.  Parents will be provided with 
information in advance regarding any off-site functions.  Your child’s teacher will be happy to review any 
information with you regarding his/her classroom activities. 


Celebrations 
Classrooms will celebrate numerous holidays and occasions during the year.  Teachers will notify parents 
of the schedule of events and any requests for volunteers and/or donations as early as possible.   


Newsletters 
Huckleberry’s Friends issues a monthly newsletter containing information related to each individual 
classroom, upcoming events, dates to remember, and other information pertaining to the facility as a 
whole, and can be accessed on our website at your convenience. 


Rest Periods 
With the exception of infants and school age groups, each classroom has a minimum of two hours per day 
designated for napping/resting to take place after lunch has been completed.  Please refer to Arrival and 
Departure Procedures for information regarding arrivals/dismissals during rest periods. 


Potty Training 
Communication between teachers and parents is essential for successful potty training.  Each child’s 
progress while potty training will be noted on the child’s daily sheet.  Making a point to discuss the 
progress made at home with your child’s teacher enables us to make the transition from diaper to toileting 
as smooth as possible, both for you and your child. 
 
Children are generally ready to start potty training when he/she: 
• expresses a consistent interest in toileting, 
• shows interest in toileting processes, 
• has the ability to stay dry longer, and 
• is able to inform others of the need to go to “potty” (or having just done so). 
 
Once the process of “potty-training” and wearing underwear has begun, we would like to continue that 
process. Reverting back to diapers (or “Pull-Ups) after a child has had several accidents is 
counterproductive, and inconsistent with our policy of not shaming children.  Often, older children 
interpret wearing diapers and “Pull-Ups” as permission to wet; therefore, we do not allow diapers or 
“Pull-Ups” in any classroom other than our infant and toddler age groups. 
 
We do expect accidents and ask that parents bring at least six changes of clothes in a backpack, 
overnight case, etc.  Any soiled items will be placed in a plastic bag in your child’s cubby. To prepare 
for the next day, simply replace the soiled outfits with clean ones.   
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Facility Policies 


Safe Sleep Policy 
As a parent, we are sure you are aware of SIDS and its possible causes.  Physicians are still unclear of its 
cause but feel children allowed to sleep on their stomach are at a higher risk of death.  Other possible 
causes are: stuffed animals, loose bedding, pillows, and other excessive items. 
 
Huckleberry's Friends makes every effort to follow the most recent guidelines/procedures in place to 
eliminate known triggers to SIDS occurrences.  As such, we currently abide by the following "Safe Sleep 
Policy": 


• Children under one year of age will be placed on their back to sleep. 
• All toys, stuffed animals, baby bags, pillows and excess bedding are not allowed into the crib.   
• Do not let your baby overheat.  Dress him/her in layers that can be removed as needed. 
• For Children with medical conditions, a doctor's note must be provided detailing why the child must 


not be allowed to sleep on his/her back. 
• When a child is put on his/her back to sleep and is at a developmental stage where he/she is able to 


roll over onto the stomach, you may sign a waiver allowing him/her to remain asleep on his/her 
stomach. 


Homework 
Our goal is to offer children a well-balanced program.  While we understand the importance that 
homework plays in the life of a child, as well as for the families we serve, we strive to meet the needs of 
the whole child.  In addition to helping children meet personal academic goals, we recognize our 
responsibility to give children a chance to socialize, have un-structured play in well-developed centers, 
have time outdoors, and enjoy a nutritious snack. 
 
Current research shows children concentrate better and are more productive when they’ve had a chance 
for a physical break prior to completing homework assignments after school.   
 
As a licensed program, the NC Division of Child Development requires that we offer, at least, three (3) 
activity choices during a three (3) hour time frame, as well as provide outdoor time to all of our age 
groups; therefore, our school age classroom schedule reflects snacks and outdoor time as our first 
afternoon activity upon returning to the Center after school.   
 
It has been studied and proven that children learn and grow through play.  It is our mission and goal to 
reinforce this by providing materials and activity choices that support the North Carolina General Course 
of Study. 
 
For those choosing to do homework, while we can’t promise accuracy and/or completion, we do wish to 
support the homework choice in the following ways: 


- A 20-30 minute time frame to work on homework at the same time as other quiet activity choices 
- Providing paper, pencils, and basic resource materials as may be needed 
- A semi-secluded place to work on assignments 
- Interaction with children completing homework when appropriate 
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Discipline and Behavior Management Policy 
Praise and positive reinforcement are effective methods of the behavior management of children.  When 
children receive positive, non-violent, and understanding interactions from adults and others, they 
develop good self-concepts, problem solving abilities, and self-discipline.  Based on this belief of how 
children learn and develop values, this facility will practice the following discipline and behavior 
management policy: 
 
We: We: 


1. DO praise, reward, and encourage the children. 
2. DO reason with and set limits for the children. 
3. DO model appropriate behavior for the children. 
4. DO modify the classroom environment to attempt 


to prevent problems before they occur. 
5. DO listen to the children. 
6. DO provide alternatives for inappropriate 


behavior to the children. 
7. DO provide the children with natural and logical 


consequences of their behaviors. 
8. DO treat the children as people and respect their 


needs, desires, and feelings. 
9. DO ignore minor misbehaviors. 
10. DO explain things to children on their levels. 
11. DO use short supervised periods of time-out 


sparingly. 
12. DO stay consistent in our behavior management 


program. 
13. Do use effective guidance and behavior 


management techniques that focus on a child’s 
development. 


1. DO NOT spank, shake, bite, pinch, push, pull, 
slap, or otherwise physically punish the children 


2. DO NOT make fun of, yell at, threaten, make 
sarcastic remarks about, use profanity, or 
otherwise verbally abuse the children. 


3. DO NOT shame or punish the children when 
bathroom accidents occur. 


4. DO NOT deny food or rest as punishment. 
5. DO NOT relate discipline to eating, resting, or 


sleeping. 
6. DO NOT leave the children alone, unattended, 


or without supervision. 
7. DO NOT place the children in locked rooms, 


closets, or boxes as punishment. 
8. DO NOT allow discipline of children by 


children. 
9. DO NOT criticize, make fun of, or otherwise 


belittle children’s parents, families, or ethnic 
groups. 


 
We help children resolve conflicts and develop problem solving skills with peers by discussing how the 
conflict arose and determining how future conflicts can be avoided.  All classrooms are monitored both 
personally and using a video recording system daily, ensuring that all teachers and staff members follow 
our discipline and behavior management strategies appropriately and effectively. 
 
Outside resources may be necessary to resolve issues concerning a child's behavior or developmental 
level.  The decision to involve these resources may be made by either the parent or the Center Director 
with the parent's permission.  The following local resources can be contacted for assistance with services 
and support: 


• Child Care Resource and Referral www.childcareservices.org 
319 Chapanoke Road, Suite 114  
Raleigh, North Carolina 27603 919-779-2220 


• The Lucy Daniels Center http://www.lucydanielscenter.org/ 
9003 Weston Parkway info@lucydanielscenter.org 
Cary, North Carolina 27513 919-677-1400 



http://www.childcareservices.org/

http://www.lucydanielscenter.org/

mailto:info@lucydanielscenter.org
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“Time-Out” 


“Time-out” is the removal of a child for a short period of time (3 to 5 minutes) from a 
situation in which the child is misbehaving and has not responded to other behavior 
management techniques.  The “timeout” space, usually a chair, is located away from 
classroom activity but within the teacher’s sight or in the administrative office.  During 
“time-out,” the child has a chance to think about the misbehavior which led to his/her 
removal from the group.  After a brief interval of no more than 5 minutes, the teacher 
discusses the incident and appropriate behavior with the child.  When the child returns to 
the group, the incident is over and the child is treated with the same affection and respect 
shown the other children.  
 
(Adapted from original prepared by Elizabeth Wilson, Student, Catawba Valley Technical College) 


Photography 
During the year, your child will be participating in many fun and exciting learning activities. We would 
like to document these activities by photographing and/or filming the classroom activities. We need your 
support and agreement to allow us to do this. The pictures/filming will be done during classroom 
activities, field trips, etc. and may be posted on-site, used in our newsletter, slide shows, class projects, 
and/or school web community. 
 
If you do not wish to allow your child’s image(s) to be used for these purposes, please submit a written 
request to our facility director, indicating your preference.  It will be otherwise be considered as agreeable 
upon enrollment. 


Transportation 
Trips away from the Center are common occurrences for our older children, especially during the summer 
months.  Parents will be provided information well in advance about these trips in order for questions to 
be answered and concerns to be addressed prior to the planned off site activity.  You will receive a Travel 
and Activity Authorization Form upon enrollment and annually thereafter.  This form is valid for one year 
and must be completed and signed before your child is allowed to participate in any off premise activity 
(including before and after school transportation).  The Center will keep this permission form on file. 
 
If a child is consistently difficult during activities away from the Center, we will no longer allow him/her 
to attend any future field trips.  Misbehavior on the van and during activities away from the Center 
endangers the safety of the other children and staff and will not be tolerated. 


Parent Participation 


Visitation 
Huckleberry’s Friends maintains an "open door" policy and encourages parents to visit at any time.  It is 
suggested that parents make at least one visit to the Center with their child prior to their first day of 
attendance.   
 
Parents are invited to join their child at any time; we do, however, request to be notified as early as 
possible (but no later than 9:00 a.m.) on the day of your visit if you would like to be included in our lunch 
count, so that we may plan our meal quantities appropriately. 
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Volunteering 
We encourage parents to volunteer as much time as their schedule allows.  This time may be spent 
reading to the class, participating in special events, aiding the teacher during activities, attending field 
trips, etc.  It makes our children proud when their parent(s) spend time with them in their classroom, and 
their teachers welcome the opportunity to have you witness firsthand how the classroom functions day to 
day. 


Communication 
We feel that regular communication between parents and staff is necessary for quality care.  In addition to 
daily reports for preschool children, we encourage parent/teacher conferences.  Either the parent or the 
teacher may request these at any time.  Conferences should focus on any aspect of interest or concern and 
provide for the cooperation of parents and staff in providing an appropriate learning environment.  By 
discussing issues at a scheduled time, teachers are uninterrupted in caring for all children in the group and 
parents are given full attention.  At least one yearly conference is recommended, however, one conference 
quarterly is ideal. 
 
Any issue which cannot be resolved between a parent and a teacher may be presented to the Director or 
Assistant Director of the Center by either party.   


Health and Safety 


Illness 
We appreciate how difficult it can be for parents to take time off work to care for a sick child.  
Unfortunately, we do not have the facilities to care for sick children.  If a child is unable to participate 
in the activities of the day, including outside play, that child should not attend the Center.  This helps 
the child recover and protects others from contagion. 
 
A child with any of the following will not be admitted: 


• Vomiting 
• Diarrhea 
• Scabies or lice 
• Any symptoms indicating infection 
• An auxiliary underarm temperature greater than 100°F 
• Known or suggestive chicken pox  
• Red eye(s) with white or yellow discharge Until 24 hours after treatment begins 
• Tuberculosis Until a health professional approves return 
• Strep throat Until 24 hours after treatment begins 
• Pertussis (whooping cough) Until five (5) days after treatment begins 
• Viral Hepatitis A Until one week after onset of jaundice 
• Impetigo Until 24 hours after treatment begins 
• Any condition for which a physician's or other health professionals written order states that the 


child must be separated from other children 
 
In the event that a child becomes ill with any of the above, the parent or next of kin will be contacted to 
pick the child up immediately.  Following an illness, a child must be free of fever, without the use of 
medication for 24 hours before the child may return to care.   
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Medications 
Child care centers are not required to administer any medication to any child for any reason.  However, 
we understand that children do need some medications in order to attend and participate in their daily 
activities.  If your child requires medication, prescription or otherwise, we will gladly administer all 
medications once a day, between the hours of 11:00 am and 12:00 pm (noon), with the exception of 
emergency medications (i.e. EPI-pens, seizure medications, rescue inhalers, etc.).  This allows your 
child’s teacher to continuously provide the necessary classroom supervision and instruction to all children 
in his/her care with limited interruption to the classroom as a whole. 
 
The following requirements must first be met before any medication is administered: 
• Specific written dosing/scheduling instructions must be given on designated forms available at the 


front desk and/or from your child’s teacher. 
• No medication will be administered after its expiration date. 
• Prescription medication must be in its original container bearing the pharmacist's full label, indicating 


the child's name, date the prescription was filled, the physician's name, the name of the medicine, and 
directions for dosage. 


• Prescribed medication will only be administered to the child for whom the drug is prescribed. 
• Over-the-counter medications (with the exception of diaper creams) will not be administered without 


written authorization from the child's doctor. 
• Medications are NOT to be left in a child's bag, and are to be given directly to the child’s teacher 


along with the corresponding authorization form. 
 
All medications will be stored in a locked container in the classroom or kitchen refrigerator, if necessary.  
Rescue medications such as EPI-Pens will be stored in plain sight in the child's classroom, out of 
children’s reach.  It is also the parent/guardian’s responsibility to remember to take the medication home 
daily, if needed. 
 
Parents may complete a six-month blanket permission form for the administration of medications needed 
for chronic health conditions and must be accompanied by detailed written instructions from the child's 
physician. All chronic conditions requiring medication must have a medical care plan on file at the time 
of enrollment. 
 
Blanket permission may be given for up to one year for over-the-counter diaper creams. The parent's 
written permission must describe the specific conditions under which these medications and creams are to 
be administered and give detailed instructions on how they are to be administered. 


Safety 
If there is a serious injury and/or medical problem and a parent or next of kin cannot be reached, the local 
rescue squad will then be contacted for immediate assistance.  If this action is taken, parents/guardians 
will be notified as soon as contact is made. 


Regulations Concerning Sick Children 
According to the N.C. Department of Health & Human Services, Division of Child Development, we are 
unable to care for a child with a diagnosed communicable disease (measles, mumps. chickenpox, etc.) or 
obvious acute illness.  Therefore, please do not send your child to the Center when he/she is sick or has 
signs of possible contagious disease.  If your child has a communicable disease, please keep him/her 
home until the symptoms have subsided and the child feels well enough participate in Center activities. 
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Reporting Child Abuse and Neglect 
We understand the importance of family unity; however we are required by law to report any symptoms 
of suspected child abuse or neglect to the Wake County Department of Social Services.  This facility will 
abide by this law with no exceptions. 
 
Abuse occurs when a parent or caregiver injures or allows another to injure a child physically or 
emotionally. Abuse may also occur when a parent or caregiver puts a child at risk of serious injury or 
allows another to put a child at risk of serious injury. Neglect occurs when a child does not receive proper 
care, supervision, or discipline, or when a child is abandoned.  


Nutrition 


The Center provides a morning snack, balanced lunch, and an afternoon snack each day.  All menu items 
are planned in accordance with the U.S. Department of Agriculture meal patterns approved for use by the 
Child Day Care Commission, meeting all recommended daily nutritional standards.   


Menus 
The kitchen staff will post all planned menus on our “Parent Information Board” located within the 
facility weekly; copies are available upon request. 


Scheduling 
Classroom meal schedules are posted in each classroom and in the front lobby for reference.  All meals 
are served in each classroom and children are encouraged to eat according to their need.  While teachers 
will encourage children to taste foods, children will not be expected to eat any item they refuse or to eat 
all the food on their plate.  Teachers of preschool groups will include information about meals and snacks 
on each child’s daily report. 
 
Breakfast will be served between 7:45 and 8:30 a.m.  Should your child be arriving after 9:00 a.m. and 
wish to be included in our lunch count for that day, please inform us before 10:00 a.m.; otherwise please 
provide lunch for your child prior to arriving at the Center (also refer to Arrival and Departure Procedures 
for information regarding arrivals/dismissals during rest periods). 


Food Program 
Huckleberry’s Friends participates in the Child and Adult Care Food Program (CACFP), a federally 
funded nutrition program that plays a vital role in improving the quality of day care and making it more 
affordable to provide healthy, nutritious meals and snacks to children enrolled.  CACFP homes and 
centers must serve meals and snacks meeting the USDA and CACFP requirements. 


Outside Food 
In order to ensure compliance with sanitation rules, providing meals from outside sources (“Brown 
Bagging”) is not allowed.  Substitutions are allowed only when a child is diagnosed with food allergies 
and a physician’s documentation is provided. 
 
Food Allergies: Information concerning children with food allergies is posted in the facility’s kitchen 
and in each classroom.  Please make staff aware of any allergies your child has and provide a physician’s 
note to substantiate such allergy. 
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Infants 


Parents will be requested to complete an infant feeding schedule prior to their child’s first day of 
attendance.  Please correspond with your child’s teacher regularly regarding changes in your child’s 
feeding schedule, such as transitions from baby food to table food, to ensure routine progression practices 
are maintained both at home and at the center. 


Birthdays/Special Occasions 
Non-nutritional food items can only be served for special occasions and must be supplemented with 
nutritional food items.   
 
We love to help celebrate children's special days.  However, to keep children from feeling that some are 
more special than others, we ask parents to limit these celebrations to a special snack.  Special snacks will 
be served during the scheduled afternoon snack period for your child’s classroom.  Please inform his/her 
teacher of your celebration intentions in advance. 
 
Due to state guidelines, foods prepared from home are not allowed.  Commercially prepared cakes, 
cookies, etc. are permissible provided the ingredients are clearly labeled on each package.  Latex 
balloons, hard candy, and small party favors are also prohibited, due to health/safety concerns. 


Diet Restrictions 
If a participant has a documented disability that restricts his/her diet, we may provide substitutions as 
identified by a Licensed Physician. If a participant has a documented medical condition that restricts 
his/her diet, we must have a medical statement from a Licensed Physician or Recognized Medical 
Authority (Physician’s Assistant or Nurse Practitioner), we may provide the substitution at our discretion. 
Please have your Physician or Recognized Medical Authority complete and sign a “Medical Statement for 
CACFP and SFSP Participants Requiring Meal Modifications” form (available upon request) and return 
the completed form to a facility administrator. 
 
Special Diets: Children who are following special diets must have a physician or dietitian substantiate 
the need in writing and have their meals provided from another source than our facility. 


Civil Rights Notification to Parents/Guardians 
Because Huckleberry’s Friends participates in the Child and Adult Care Food Program (CACFP), all 
parents/guardians are requested to fill out a Child Food Program Eligibility Application each year in order 
to maintain state compliance. On the required enrollment/eligibility form, the parent or guardian has the 
option to provide the ethnicity (either Hispanic or Non-Hispanic) and also race (one or more may by 
chosen). CACFP requests that parents/guardians provide the ethnic/racial information on the enrollment 
form to ensure that the child is properly registered. If the ethnicity/race is not completed by the parent or 
guardian, we are required to provide this information through self-observation. 


Nondiscriminatory Policy 
In accordance with Federal law and U.S. Department of Agriculture policy, this institution is prohibited 
from discriminating on the basis of race, color, religion, political party, national origin, sex, age, or 
disability. 
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Confidentiality Policy 


Procedures: 
1 The following data is collected for each participant upon enrollment and annually thereafter while 


participating in the Child and Adult Care Food Program (CACFP) and is considered confidential: 
• Ethnic Data 
• Racial Data 
• Income Eligibility Data 


2. Data is maintained under safeguards, restricting access of records to authorized personnel. 
3. Access to data is restricted to the following staff: 


• Owner/Director/Assistant Director 
• CACFP responsible staff member 


4. Ethnic and racial data is used for reporting purposes only. 
5. Data collected will be maintained on file for 3 years. 
6. At the end of the retention period, data shall be shredded and discarded. 


 
Policy: 


1. The Director/Owner shall maintain all data in the strictest confidence. 
2. All records containing confidential information will be maintained securely in files accessible 


only to representatives of the facility/center. 
3. Ethnic and racial data are used for reporting purposes only and are not used for any 


discriminatory purposes. 


Emergency Situations 


Fire and Tornado Drills 
The state of North Carolina requires all licensed child care centers to have at least one unannounced fire 
drill per month.  During these events, staff members will remove/secure all children promptly and safely, 
as set forth in the facility Disaster Plan.  These monthly drills are a disruption and may frighten some 
children, but for the safety of all staff and children in the Center, they cannot be avoided. 


Disaster Plan 
Huckleberry’s Friends has plans and procedures in place whereby the facility, or parts thereof, can be 
evacuated/secured quickly in the unusual case of an emergency.  Causes for action include fire, tornado, 
explosion, flood, severe thunderstorm, severe winter storm, hurricane, toxic fumes, electrical failure 
and/or structural failure.  In an emergency situation, staff members will direct the evacuation of our 
facility as rapidly and safely as possible. 
 
In an effort to keep your child safe, the North Carolina Division of Child Development (DCD) has 
approved new training in Emergency Preparedness and Response.  The staff of Huckleberry’s Friends has 
participated in this training.  During your child’s enrollment, we will be teaching age- appropriate 
emergency skills to your child while we focus continually on being prepared in case of any emergency. 
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With the safety of your child in mind, we would like to make you aware that we have developed an 
Emergency Preparedness and Response Plan for our facility.  This detailed Plan is comprehensive and 
involves our local emergency agencies.  We are confident that we can do what it takes to protect all of the 
children in our care in the event that they must be evacuated in place (remain in a protected part of our 
facility until advised that it is safe to leave) or evacuated off-site to a safe area, away from our facility. 
 
In-Place Evacuations 
Could occur during: 


1. A tornado or other weather-related emergency made it too dangerous to leave the safety of 
our facility; 


2. Toxic chemical spills in close proximity to our facility; 
3. Threats of a violent incident (such as suspicious persons or activities in the vicinity); or 
4. Local emergency personnel orders to do so. 


 
If children in our facility are to evacuate in place: 


1. We are prepared to provide supervision, food, bottled water, and shelter. 
2. Children will not be released until local emergency officials assure us that it is safe to do so. 
3. We will provide related information as soon as it is permissibly safe to do so. 


 
Off-Site Evacuations 
Could occur during: 


1. A hurricane or other weather-related emergency making it dangerous to stay on-site; 
2. Imminent threats of safety in the area (e.g. flooding, terrorism) 
3. Threats directed toward the facility specifically; or 
4. Directions given by local emergency personnel to evacuate. 


 
If the children in our facility are to evacuate off-site: 


1. Children will be safely transported to a secure facility, designated by Emergency Management 
Personnel or our Emergency Plan. 


2. Information will be provided to parents by: 
a. Individual phone calls 
b. AM Radio 
c. FM Radio 
d. Local Television Station(s) 
e. Our Web site – www.huckleberrysfriends.com 


3. Children will be released from an emergency off-site location to a parent, legal guardian, and/or 
other authorized individual(s) as indicated in the child’s enrollment application only. A photo ID 
of the adult will be required. 


 
The safety of our children and staff members is our highest priority. Please rest assured that in the event 
of an emergency, all staff members will ensure the safety of all children in our care. 
 



http://www.huckleberrysfriends.com/
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Acknowledgments 


Please complete one Acknowledgment Form for each child enrolled. 
 
 
Child Name:          Date of Enrollment:           
 
I/we acknowledge that a copy of the Parent Handbook of Huckleberry’s Friends Child Care Center and 
Pre-School has been provided to my family.  I understand that this handbook contains facility policies and 
procedures and also provides and explains relevant child care laws and regulations.  Information provided 
in this handbook includes (but is not limited to): 


• Discipline and Behavior Management Policy 


• Safe Sleep Policy 


• Center Operational Policies 


• Summary of North Carolina Child Care Law 
 
It is further acknowledged that I/we have received clarification of any items within the Parent Handbook 
which were not understood and thereby agree to abide by the policies set forth. 
 
Information contained within the Parent Handbook is subject to change at any time.  Huckleberry’s 
Friends’ administrators will notify all parents and other affected individuals/organizations (in writing) 
accordingly of such changes as they occur. 
 
 
 
Parent Signature:   Date:          
 


A copy of this form will be returned to you for your records. 
The original will be retained with the child’s enrollment materials. 





		Dear Mom and Dad

		About Huckleberry’s Friends

		Philosophy

		Services

		Goals



		Enrollment Procedures

		Application Requirements

		Parent Responsibilities

		Necessities to Provide



		Facility Operations

		Hours of Operation

		Inclement Weather

		Arrival and Departure of Children

		Safety Tips during Arrival and Departure





		Tuition and Fees

		Vacation Policy

		Late Pick-Up Fees

		After-School Notification Failure Fee

		Returned Check Fees

		Late Payment Fee

		Annual Renewal Fee

		Withdrawal

		Delinquent Accounts

		Tuition Assistance / Subsidy Programs



		Classroom Information

		Activities

		Celebrations

		Newsletters

		Rest Periods

		Potty Training



		Facility Policies

		Safe Sleep Policy

		Homework

		Discipline and Behavior Management Policy

		“Time-Out”

		Photography

		Transportation



		Parent Participation

		Visitation

		Volunteering

		Communication



		Health and Safety

		Illness

		Medications

		Safety

		Regulations Concerning Sick Children

		Reporting Child Abuse and Neglect



		Nutrition

		Menus

		Scheduling

		Food Program

		Outside Food

		Infants

		Birthdays/Special Occasions

		Diet Restrictions



		Civil Rights Notification to Parents/Guardians

		Nondiscriminatory Policy

		Confidentiality Policy





		Emergency Situations

		Fire and Tornado Drills

		Disaster Plan



		Summary of the North Carolina Child Care Law and Rules

		Acknowledgments





