Things to include in your Contract

1. Names, addresses and phone numbers of adults who will be authorized to pick up and drop off children, and who will be responsible for paying. (Some providers require a photocopy of the driver’s license).
2. Address, phone numbers, social security numbers and employers of persons paying for care.
3. Rate of payment, payment schedule, payment by DHS/co-pay agreement

4. Child absence/payment policy.
5. Late fees (late payment, pickup).
6. Extra fees (activities, transportation, deposit, etc.)

7. Termination of contract, expectations and guidelines.
8. Substitute care arrangements if any?
9. Sick child exclusion policy.
10. Vacation policy-  yours and theirs (do they pay for care)

11. Include acknowledgement of reading and receipt of the following policies.  This can be done with them listed and a place for the parent to initial and disclose that they have read and signed the policies.  (see sample contract for example)
Things to include in your Policy

1. Description of program philosophy, including communication with parents.
2. Discipline policy

3. Your daily schedule

4. Supplies that parents are required to bring

5. Your expectations (example: your child will arrive dressed in clothing appropriate for the season)

6. Procedures for conferences

7. Regularly scheduled events (example: library trips, playground)

8. Special activities and costs

9. Transportation of children
10.  Your policy around meals and food issues. 

11. Disclosure that you are a mandatory reporter of child abuse & neglect

