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both learning and the people around them.    

      We believe every child deserves the 

opportunity to learn in a safe and nurturing 

environment, regardless of their 

circumstances, so it is our priority to offer 

scholarship funds when we can and to partner 

with parents through all of life’s peaks and 

valleys.  

In this handbook you will find an in depth 

explanation of our philosophy, our policies, 

our program, and other useful information.  

We look forward to getting to know you 

and your family!  

 

 

Cara Wardlaw 

Co-Director 

 

 

Bobbie Ahrens 

Co-Director 

 

A word from the 
Director 

Dear Families, 

      Welcome to the NQACC family! Our 

center was originally opened as North Queen 

Anne Day Care on January 1, 1969 as an 

outreach ministry of Seattle First Free 

Methodist Church, and to this day we 

continue to operate as a ministry of FFMC. 

      Although we have a long tradition of 

providing excellent care, it is our goal to 

continuously improve by investing in the 

development of our staff, gaining more 

knowledge of early childhood education, and 

growing our community. 

      We are proud of the program we have 

created, but we also recognize that the choice 

to send your child to care is often a difficult 

one and it requires a tremendous amount of 

trust, so we do not take the privilege and 

honor of coming alongside you in raising your 

children, lightly. Our teachers are dedicated, 

well trained, and eager to both challenge and 

support your child as they develop a love for 
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A child care center guided by Christian principles and values providing the highest 

quality care for young children and their families at an affordable cost. 

 

To extend the ministry of First Free Methodist Church by providing affordable 
quality child care in not only a stimulating, but loving environment that nurtures 
and respects both the children and their families while promoting positive Christian 
values. 
 

We believe that the home and family are the principle influences in shaping the 

body, mind, and soul of a child in their formative years. Teachers and staff seek to 

work together with parents to provide a nurturing environment to begin a lifelong 

love of learning.  

 

Our early childhood environment is based on Christian principles and values 

emphasizing God’s love. We strive to go beyond just talking about God’s love and  

help our children and their families experience God’s love in tangible ways. Our 

qualified teaching staff and thoughtfully prepared environment will nurture each 

child’s spiritual, physical, and cognitive development in the following ways: 

  

     Spiritual growth:    

 Provide activities that develop Christian principles and values 

 such as loving God, self, and others. 

 

     Physical growth:   

 Provide activities and an environment that are safe, healthy, 

 inviting, and well maintained while balancing rest and activity.  

     

     Cognitive growth:    

 Provide age appropriate structured and unstructured activities in 

 literacy, math, art, music, and dramatic play. 

  

      Social and Emotional growth:   

     Provide opportunities to understand ones own feelings and  

     behaviors, as well as those of others, and apply the knowledge  

     through interactions and relationships. 

  

 

  

Vision 

Philosophy 

Mission 

Development 
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Arrival and Pick-up 
Children are required to 
be dropped off prior to the 10:00 am cutoff time, in order for 
them to enjoy learning activities before lunch and rest time.  
Please avoid picking up until after 2:30 pm to prevent 
interruption of rest time.  If you need to drop your child off 
after 10:00 am, due to an emergency, doctor appointments, or 
other unforeseeable circumstances, we ask that you call the 
center to let us know beforehand. We do not provide half day 
child care, and as such children can not be dropped off after 
12:00 pm, regardless of the circumstance.   
 
Signing In and Out 
Parents are required to sign their child in and out using the 
designated system in the front office. 
 
Communication 
It is important for families and the child care to partner 
together for the success of each individual child.  It is 
important that you sign up to receive our monthly newsletter 
and other important e-mail communications. Each child has a 
mail box in their classroom and it is important that you check 
them on a regular basis for information from the child care and 
your child’s teacher. 
 
Each classroom is also set up with Learning Genie, an app 
which allows parents to access their child’s daily activities 
through a code issued by your child’s teacher.   
 
Visitation Days and Parent Orientation 
To help your child transition into their new child care home, 
we provide two visitation days just prior to their start date.  
Visitation days are scheduled with the office as soon as space 
is available and their 
start date has been 
determined. Parents are 
required to attend one of 
the group orientations 
within the first 2 weeks 
of the child’s start date.    

Enrollment 
at NQACC 

 Children must turn one 

years old by  

September 1st to be 

considered for 

enrollment in our 

youngest class. 

 
Enrollment Process 

 
1. Tour the facility. 
 
2. Place your child on the waiting 
list and pay a $100 registration. 
 
3. When the start date is confirmed 
an enrollment packet will be sent 
out and all paperwork turned into 
the office. 
 
4. Once enrollment is complete, the 
child's name goes on the class 
roster. 
 
5. Two visitation days will be 
scheduled through the office, just 
prior to the start date. A parent 
orientation is scheduled within the 
first 2 weeks of the child’s start 

Non-Discrimination 

Policy 

We welcome children and 

their families without regard 

to race, color, national origin, 

sex, sexual orientation, age, 

religion, creed, marital 

status, disabled or Vietnam 

Era Veteran Status or the 

presence of any physical, 

mental, or sensory disabilities 

in compliance with the 

Americans with       

Disabilities Act. 
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Babysitting 
Hiring NQACC teachers and staff for after 
hours babysitting is strongly discouraged, but 
if a family decides to hire a teacher for 
babysitting these services are to take place 
outside the center and with the understanding 
that such arrangements and payments for 
services are solely between the family and the 
individual staff member. The arrangements are 
not sanctioned by NQACC and liability is not 
assumed by the center. Employees are advised 
of this policy via the employee handbook. 
 
Teacher In-Service Days 
To help our teachers meet their annual state 
required training, review policies and 
procedures, and prepare their classrooms and 
materials, NQACC will hold monthly staff 
meetings. The center will open at 9:30 on these 
days. The exact dates can be found on the 
school calendar. We ask that children be 
dropped off no later than 10:30 am on these 
days. 
 
**Teacher In-Service Day is  a full day closure 
and will always be the Tuesday after Labor 
Day. 
 
Annual Paperwork 
Each year NQACC is required by licensing to 
update each child’s paperwork.  It is important 
for families to fill out the forms completely for 
us to stay in  compliance with licensing.  This 
paperwork is renewable in July and we require 
that it’s returned back to us by August.   

Toddlers Full Time 
Toddlers in Yellow Ducks and Purple Bunnies 
classrooms are required to enroll full time for 
the first three months to help through 
transitioning . We believe the consistency of a 
child’s routine is important and helps build up 
their confidence in order to have a successful 
start at NQACC.   
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Center Operating Hours 
We are open from 6:30am-6:00pm M-F, of 
which your child can legally attend up to ten of 
those hours a day.  
 
Weather Closures 
Center Closures will only happen during 
extraordinary circumstances such as extreme 
weather, equipment failure, or public crisis. In 
such an event, we will follow Seattle Public 
School closures.  Should SPS implement a late 
start we will open the center at 10:00 a.m.  If 
SPS announce  an early closure, there will be 
no Kids Camp offer in the afternoon. We will 
communicate closures via email and text alert.   
 
Center Closures 
New Year’s Eve Day, New Year’s Day, 
President’s Day, Martin Luther King Day, 
Memorial Day, July 4, Labor Day and the day 
after for Teacher In-Service Training, Veterans 
Day,  Thanksgiving and Friday following, 
Christmas Eve Day, and Christmas Day.   If a 
holiday falls on a Saturday, we close Friday; if 
it falls on Sunday, we close Monday. 
 
 



Immediate Disenrollment: 
• A parent/guardian is physically or verbally 

abusive or intimidating to center staff, 
children, or anyone else at the center 

• Potentially dangerous behavior by a parent or 
child 

 
Disenrollment Procedures: 
• If the decision has been made that a child/
family should be disenrolled from NQACC after 
reasonable effort to find a solution to the 

situation, the family will be 
contacted for a meeting with the 
Center Director.  The Director 
will share the decision for the 
disenrollment with the family 
and follow up with a letter.  The 
letter may include the following: 
• The reasons for the 
disenrollment or suspension 
• The effective date for the 
disenrollment, which allows the 
parent time to find alternative 
care, (a minimum of two weeks 
unless the disenrollment falls 
under the immediate 
disenrollment conditions listed 
above). 

North Queen Anne Child Care is 
committed to providing the best quality 
care for children enrolled in our program.  
We are committed to a solid partnership 
with parents for the success of each child 
enrolled in our program.  We seek to 
provide for the needs of each individual 
child in our group care environment.  It is 
on rare occasion that a child/family’s 
behavior may warrant the need to find a 
more suitable setting for their child care 
needs.  We will do 
everything possible to 
avoid a disenrollment, but 
the following are a few 
examples in which 
disenrollment could be 
considered: 
 
• Ongoing physical or 

verbal abuse to staff or 
other children 

 
• Ongoing uncontrollable 

tantrums/angry 
outbursts 

 
• Excessive biting 
 
• A parent/guardian failing to follow 

center policies 
 
• Non-payment of tuition and fees 
 
• A parent/guardian demanding 

special services that are not provided 
to other children and cannot 
reasonably be delivered by NQACC.  
This includes a failure to cooperate 
and support the program as well as 
any request that departs from the 
philosophy of North Queen Anne 
Child Care. 

Schedule Changes 

Notification needs to be in 

writing at least 1 month 

prior to the date 

requested.  We will do our 

best to accommodate the 

request based on the 

current class rosters.  

 

Kids Camp schedule 

changes follow a different 

policy.  Defer to the office 

for specifics.  

 

 

 

 

Policy for 
Disenrollment 
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Leave of Absence (LOA) 
If you will be gone from the center for an 
extended period of time (3 weeks or more) 
you will have 2 options for returning to care: 
 
1. Withdraw your child from the center.  If 

you wish to return you will need to place 
your child back on the wait list and 
when space becomes available again 

your child will be re-enrolled. 
2. Pay 1/2 tuition for the time 
you will be away to guarantee 
your spot when you return.   
 

Discontinuing Child Care 
Two weeks prior written notice 
must be given for withdrawals.  
If no prior notice has been 

given, you will still be charged for those two 
weeks. Upon withdrawal your account must 
be paid in full no later than your child’s last 
day of attendance, otherwise a collection 
agency will be notified. 
 

Fees   
•  $100 Non-refundable registration fee 

• $20 NSF check or declined credit 
• $20 For each day over ten 
hours 
• $30 Late payment fee 
• Late pick up fee of $1 per 
minute per child, the second at 
$2 per minute per child, and 
the third at $5 per minute per 
child.  Any occurrences beyond 

the third time will result in a $10 per 
minute fee per child, plus a meeting with 
one of the Directors. 

 
 

Tuition Payments   
Tuition is due on the first of each month 
and subject to a $30 late fee after the 10th 
of the month.  If your account remains 
unpaid past the 10th of the following 
month, your child will no longer be able 
to attend until your past due 
amount is paid in full. Our 
preferred method of 
payment is Tuition Express, 
but we also accept payment 
by check. 
 
Tuition Express; an 
automatic monthly charge 
to your credit card or an electronic funds 
transfer (EFT) from your bank account.  It 
is processed on the 5th of the month.  
NQACC also accepts: 
• Cash 
• Checks 
• By debit or credit card each month 

(Point of sale) 
 
Applications for Tuition 
Express and Scholarships 
are available in the office.  
 

Receipts and Taxes 
• Each month’s statement 

will include your current 
month’s charges and 
credits.  Receipts are also provided on 
request. 

• You may request an Internal Revenue 
Service (IRS) W-10 Form and a year-
end statement with annual child care 
expenditures for the applicable tax 
year. 

 

 
Sibling Discount 

For families with more 

than one child, there is a 

10% discount taken off the 

oldest child’s tuition rate, 

each month.  

Tuition 
& Payment 

Financial Assistance 

Scholarships, awarded on 

three months cycle; 

Temporary Tuition 

Assistance, awarded on a 

one-month cycle 
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Our Teachers 
 

Teacher’s Oath 
 
We are committed to love & 
protect the children we are 
entrusted with. 
 
We understand the profound trust 
families place in us & will not 
compromise the relationship that 
respects children and their 
families & promotes positive 
Christian values. 
 
We recognize our influence in a 
child’s life and accept the 
responsibility of being a positive 
role model.  

 

Qualifications and Training 
 

30 hours of STARS training in the first  
6 months of employment 
10 hours of training every year after 
 
CPR/First Aid  
 
Food Handlers Card 
 
Center Orientation 
 
Child Abuse and Neglect training 
 
Blood borne Pathogen Training and 
Universal Precautions 
 
High school diploma required  
18 years of age or older 
 
Experience working with children 
ages 5 and under  
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Our teachers serve as loving role models to the 
children, demonstrating positive relationships 
and instilling in the children a love of learning.  
They work to prepare the children with the nec-
essary skills and abilities to better understand 
and appreciate the world in which we live and 

the people who share this world with us.  



 

 
 
 

Educational 
Environment 

Play Based 

Curriculum   

We believe in the importance of play and know that children are best prepared 
for kindergarten when allowed to engage in age appropriate environments 
geared towards unstructured play and play based learning.  Each classroom is 
divided into learning centers such as block play, housekeeping, dramatic play, 
science, art, and manipulatives for exploration and problem solving.  Children 
work and play together in small groups in the learning centers around their 
room.  This environment allows your child to become involved in meaningful, 
self-directed activities. We also have child-sized furniture, equipment, toilets, 
and sinks that help your child develop self reliance in taking care of his/her 
own personal needs.   
 
In an effort to extend the learning environment into the outdoors, each of the 
classroom’s daily schedule includes at least two times in which they will focus 
on climbing, balancing, sliding, swinging, riding, and playing with others 
outside their classrooms (outdoor walks also occur daily for the younger 
classrooms and on occasion for the older classrooms). Our playground 
structures have been chosen specifically to encourage the holistic development 
of each child, and with safety in mind.  
 
Classroom teachers follow the Washington State Developmental Benchmarks 
and consider the individual children in their class and what their specific 
needs are when creating their curriculum. Parent Boards located on or near 
your child’s classroom door will help you to keep abreast of all important 
information regarding your child’s classroom.   
 
We take into consideration a child’s age, development, and their kindergarten 
start date when determining movement from one classroom to another.  The 
Wednesday following Labor Day (September) marks our academic school year 

and when children will move to their new 
classrooms. We highly value the 
development of long term relationships and 
try for the least amount of transitions as 
possible. We also find it’s best when our 
teachers adapt the classroom learning and 
environment to match the developmental 
needs of their children instead of moving 
the children themselves. With that in mind, 
most students will spend the entire year in 
their classroom and may end up skipping 
the next classroom when its time for them 
to move on .  

Outdoor Play 

Lesson Plans 

Center 

Transitions 
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Yellow Ducks 
Age:  1 and walking 
Ratio:  1:5 
 

• Social and emotional development 
• Language development 
• Small and large muscle development 
• Songs, rhymes, and dancing 
• Color recognition 

 
 
 
Purple Bunnies 
Ratio:  1:6 

 
• Social and emotional development 
• Language development 
• Name recognition 
• Small and large muscle development 
• Songs, rhymes, and dancing 
• Color and shape recognition 
• Problem solving 
• Early potty training and readiness 

 
 
Orange Giraffes 
Ratio:  1:6 
 

• Language development and literacy 
• Phonological awareness 
• Numbers 1-10 
• Shapes and colors 
• Counting, sorting, and patterning 
• Problem solving 
• Socialization and independence skills 
• Potty training 
• Science and health 
• Gross and fine motor skills 
 

Blue Birds 
Ratio:  1:7 
 

• Language development and literacy 
• Phonological awareness 
• Numbers 1-20 
• Shapes and colors 
• Letters and sounds 
• Counting, sorting, and patterning 
• Problem solving 
• Socialization and independence 
• Science and health 
• Gross and fine motor skills 

 
 
Green Monkeys 
Ratio:  1:8 
 

• Language development and literacy 
• Phonological awareness 
• Creative expression through imaginative 
• play and art 
• Counting, sorting and patterning 
• Numbers 0-20 
• Alphabet recognition, writing, and 

sounds 
• Positional concepts and one-to one 

correspondence 
• Science and health 
• Shapes and colors 
• Socialization and independence skills 
• Second Step problem solving skills 
• Gross and fine motor skills 
 
 

Classroom 
Communities 
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Red Bears 
Ratio:  1:8 
 

• Language development and literacy 
• Phonological awareness 
• Creative expression through imaginative 

play and art 
• Counting, sorting and patterning 
• Numbers 0-20 
• Alphabet recognition, writing, and sounds 
• Science and health 
• Shapes and colors 
• Socialization and independence skills 
• Friendship and problem solving skills 
• Handwriting Without Tears 
• Gross and fine motor skills 

Kids Camp 
After School Care 
(Elementary) 
Ratio:  1:15 
 
 

• Homework assistance 
• Study habits 
• Friendship and problem solving skills 
• Independence and self-help skills 

Kids Camp Summer Camp 
Weekly Program 
Ratio:  1:15 
 
 
 

• Friendship and problem solving skills 
• Independence and self-help skills 
• Team building 
• Swimming lessons 
• Vacation Bible School 
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6:30-7:45 a.m.   Center opens, children are combined in the Kids Camp room 
7:45-8:00 a.m.   Individual departments begin to open 
8:30—9:30 a.m. Snack time 
9:30 a.m.  Curriculum, enrichment activities, free play, art, outdoor play 
11:30 a.m.  Lunch time 
12:00—2:30 p.m. Quiet time/nap 
2:30—3:00 p.m. Afternoon snack 
3:00—5:00 p.m. Special activities, music, stories, art, outdoor play/gym 
5:00—5:45 p.m. Free play time and table toys as the children prepare to go home 
5:45 p.m.              Children are combined in the Kids Camp room 
6:00 p.m.  Center closes 

 
 

NQACC 
Daily Schedule 

      Naps and Rest Periods  
Naps and rest periods are 
provided for the children every 
day. The children are not 
required to sleep, but should 
rest quietly so that they do not 
disturb the children around 
them. We provide both the cots 
and the sheets for the children 
to use and you are welcome to 
send a blanket 
and/or a soft 
sleepy toy for 
them to have 
for nap time, 
as well. Each 
of the 
classrooms do 
laundry once 
weekly. 

 
Keeping 
your child 
home 
Please let the 
center know if 
you plan to keep your child 
home for the day.  If they are 
sick please let us know what 
symptoms they are 
experiencing.  

Items Brought from Home 
As part of the learning 
experience, children share all toys 

and educational materials in their classroom. Children may 
bring in a blanket and/or a soft toy for rest time and a toy on 
their classroom specified “toy day” We ask that parents label 
each item in permanent marker to identify which belongings 
are theirs. It is distressing for children to misplace or lose 

belongings and 
sometimes difficult 
for teachers to 
identify the owner.   
 
Unless it is their 
classroom’s “toy 
day,” children are 
highly encouraged 
to leave their toys at 
home. We ask that 
you help your child 
to understand why 
it’s not wise to bring 
in toys or other 
objects that they 
might not want to 

share with other children and that might become lost or 
broken. 

 
The center is not liable 

for lost or damaged items  

brought from home.  
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Behavior 
Management 

Negative 
behavior is often 
best ignored, 
since it’s usually 
to get attention.  
This technique is 
effective for most 
of the disruptive 
things children do 
and will be used 
most often by the 

teachers in the classroom. 
 
If a child is unable to gain control and 
requires individual attention that we are 
unable to accommodate, due to our ratio 
requirement, we may need to contact a 
parent. A child requiring continuous one-to-
one attention may have to leave the center 
for the day to ensure safety. Repeated 
uncontrollable behavior may lead to the 
discontinuation of child care services. 

If a child is unable to demonstrate self-
controlling behavior, the child will be 
asked to spend a brief time in a quiet area 
of the room to regain control, it is not a 
punishment and will not to be labeled as 
a “time out.”  The child may rejoin the 
group as soon as they feel ready and have 
demonstrated that their body is calm and 
they can be safe.  
 
By law, and our own program policy, the 
following forms of discipline are 
forbidden: hitting, spanking, shaking, 
scolding, shaming, isolating, labeling 
(“bad”, “naughty”, etc.) or any other 
negative reaction to the child’s behavior.  
All forms of corporal (physical) 
punishment are strictly forbidden and 
will not be tolerated. 

• We give previous warnings: “We will clean up in five minutes.” 
• We give choices: “You may paint with the group or read a book quietly.” 
• We have a regular routine: “We always wash our hands before lunch.  

After lunch is story time.” 
• We avoid nagging: We tell the child what we expect just once, follow, by 

asking the child if he/she remembers what we asked, and then offer to 
help the child do what was asked. 

• We’re consistent:  We do things the same way each day so the children 
know what to expect and learn to trust and feel safe in their environment. 

 
 
• We use the affirmative: “We use walking feet” rather than “Don’t run.” 

“Use your words to tell us you’re angry” rather than “Don’t hit!” 
• We get the child’s attention by crouching down to his/her level, making 

eye contact, speaking quietly and asking the child to repeat the directions. 
• We try hard to be fair.  We examine our expectations to make sure they are 

age-appropriate, and we don’t make rules just because an activity is too 
noisy or messy. 

• We avoid arguments by following through with solutions that address the 
problem, but also offer the child a way to exit gracefully from the problem: 

Indirect 
Guidance 
Techniques 
 
 
 

Direct 
Guidance 
Techniques 
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Parent Communication 
 

• Special Programs — A few times a  year the children 
will put on a program for their parents to showcase the 
variety of things they’ve learned at school. (Open 
House in October, Christmas Program in December, 
and other smaller classroom events throughout the 
year) 

 
• Parent Page—A center wide monthly newsletter 

informing parents of all relevant information pertaining 
to the center. 

 
• Parent education meetings— Held throughout the year 

on a variety of topics, please watch the Parent Page for 
announcements and topics. 

 
• Parent/Teacher conferences — Formal conferences are 

held during the springtime of each year, but can also be 
scheduled at the request of the parent or teacher at any 
other time of the year. 

 
• Classroom calendars — Calendars are located outside 

the classroom door for parents to stay informed of all 
important information pertaining to that month, 
including the curriculum. 

 
• Learning Genie — an app parents can download to 

receive automatic updates on their child throughout the 
day. Parents are given a private code for them to access 
activities, books, and songs used in the classroom so 
that you can continue the learning at home.  (http://
www.learning-genie.com/) 

 
 
 
 

• Parents and extended family 

are the most important 

people in a child’s life.   

 

• Parents are the experts on 

their own child(ren) and 

know them the most 

intuitively. 

 

• Parent input is valuable to 

staff and will always be 

encouraged. 

 

• Parents have the right to 

inquire about their child or 

the program in person or via 

email, at any point. 

 

• Children benefit when 

parents share their insights, 

talents, and skills with the 

NQACC community. 

NQACC 
Believes 
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• Providing treats for the staff breakroom 
• Cleaning projects 
• Repair projects 
• Building projects 

 
Please let us know if there 
are other ways in which you 
would like to contribute to 
the success of our 
community, we are always 
open to new ideas and 
would greatly benefit from 
the talents, skills, and 
expertise of our NQACC 
parents.  

Parent 
Volunteers 

We encourage families to volunteer  when 
possible. Volunteering and becoming an 
active member of the NQACC 
community is for the benefit of your child 
and the success of our program. There are 
a variety of volunteer opportunities 
available through out the year, including 
but not limited to:  
• Assisting in your child’s classroom 
• Reading to the kids 
• Helping out during 

special occasions 
(classroom parties, 
the Christmas 
program, 
fundraising events)  

• Organizing closets 
• Helping with 

Teacher 
Appreciation Week  

• Goodwill drop offs 
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Children benefit from having the opportunity to experience the classroom 
outside their four walls. For our younger classrooms this means spending 
time each day on the playground and walks around the block. Children in 
Green Monkeys and Red Bears may take a field trip aligning with their 
curriculum. You will be notified in advance of all field trips and will be 
asked to give your permission in order for your child to participate. There 
may be occasions when an additional fee or lunch from home is required.   

Christmas, Valentines Day, Easter, and Halloween are typically holidays 
the teachers will throw a class party, but they happen at various other 
times throughout the year, as well. Information will be given to parents 
regarding the specifics of these parties and please know that parents are 
always welcome to join. 

Every December NQACC puts on a Christmas program for the parents. 
The teachers and children begin practicing months in advance and each 
year we look forward to sharing the Christmas spirit with the families on 
this very special night. 

Birthdays are a very special time and we welcome these celebrations in the 
classroom. Please let your child’s teacher know beforehand if you plan on 
bringing in treats. All food items need to be pre-packaged, store bought, 

and nut-free. Special treat ideas include: cupcakes, cookies, fruit, popcorn, 
stickers, etc. Balloons are considered a choking hazard, but other 
decorations and party favors are welcome! 

Every March we hold a Move-A-Thon, in which each of our classrooms 
have the opportunity to spend fifteen minutes in the gym running as 
many laps as they can. Although this is a fundraising event, it is also a 
wonderful opportunity to build community and connect with other 
NQACC families.   

Special 
Events 

Transportation 

and Field Trips 

 

 

Move-A-Thon 

Holiday Parties 

Christmas 

Program 

Birthday 

Celebrations 
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Children 
With Illness 

Illness While in Care 
 

• Each child will be observed daily for signs of illness. 
• Children who are contagious must be sent home.  
• All parents of children in our care, as well as the Health 

Department, will be notified by telephone of 
communicable diseases or food poisoning. 

• If a child should become ill during the day, you will be 
notified immediately and will be expected to pick up 
the child as soon as possible.   

• When you arrive to pick up your ill child, you will be 
given an illness report that explains why we are 
sending your child home and the conditions for their 
return to school . 

 
 
 

As required by the 
Department of Public 
Health, children with 
the following illnesses 
are not allowed to 
receive care while in a 
group care setting: 

Fever:  Temperature of 100 degrees or higher. May return 24 
hours after the fever has broke, without the use of medication. 
Diarrhea:  Three or more watery stools in a 24-hour period 
(only once if a child is exhibiting other symptoms) 

Vomiting:  Vomiting on two or more occasions within the past 
24 hours, (only once if a child is exhibiting other symptoms) 
Rash:  Body rash not associated with diapering, heat or allergic 
reactions, especially with fever or itching. If infection/rash is 
contagious, children may return to the center 24 hours after 
beginning antibiotic treatment. 
Open Sores: Open or oozing sores unless covered by bandag-
es, and treatment in place. 
Eyes: Thick mucus or pus draining from the eye or pink eye.  
May return 24 hours after beginning antibiotic treatment. 
Appearance/Behavior:  Unusually tired, pale, lack of appetite, 
difficult to wake, confused or irritable. Unable to participate in 
normal activities. 
Sore Throat: Especially if associated with fever or swollen 
glands in the neck. 
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WHEN YOUR CHILD 

IS SICK:  
  

1.Call the center to in-

form us of your child’s ill-

ness. 

 

2. Have plans for back up 

child care. 

 

3. Your child may not re-

turn to NQACC  until 

they’ve been symptom 

free for 24 hours (without 

the use of fever reducing 

medication) 



Our staff has been thoroughly trained in emergency procedures and 
protocol. Both the children and the staff participate in monthly emergency 
and evacuation drills. Shelving, furniture, and heavy objects on high 
shelves have been secured in place.  
 

Crisis Comfort Kits 
In our effort to provide your child comfort in case of an emergency.  
NQACC has purchased student comfort kits.  Newly enrolled students 
will be charged a one time fee of $25.  This kit will last them their entire 
time at NQACC.   
 
 
 

 
Disaster Response Plan 

 

In the case of a disaster, we 
are prepared for evacuation 

with 72 hours worth of 
emergency supplies. 

 
These supplies include: 
 

• Drinking water 
• Non-perishable food 
• First aid supplies 
• Battery operated radio 
• Flashlights and extra 

batteries 
• Fire extinguisher 
• Diapers  
• Emergency documents 

and telephone numbers 
• Garbage bags 
 

Communication in Emergency Situations  
 

In emergency situations we will make 
every effort to communicate with parents 
the situation, typically via email and text 
messaging. We ask that you check your 
email for updates before calling the center, 
this way we can keep our phone lines 
open. In the event that our phone lines are 
down, we have provided an out of area 
contact number 
for you to keep 
informed. This 
number can be 
located in the 
back of the 
handbook 
under 
emergency 
numbers. We 
have also 
provided a cell 
number in the 
event that both 
our main line 
and the out of 
area number is 
down, but we 
ask that this number is used as a last 
resort, only.  

  

Lockdown Protocol 
 

In the event of a lockdown the signs in the Kids Camp 
window, the front door, and the second story Orange 
Giraffes window will all have been changed to a red sheet 
of paper. When these signs are changed to red, it not only 
means we are in lockdown, but it also means that for the 
safety of the children, under no circumstance will you or 
anyone else be allowed into the building until we receive 
the “all clear.” 
 
Minor Lockdown: Not an immediate threat. Building is 
made secure and all classrooms are locked, but the 
children are allowed to continue playing.  
 
Major Lockdown: Considered an immediate threat. 
Building is made secure, all classrooms are locked, lights 
are turned off, and both the staff and children remain 
quietly in a safe & hidden area of their room. 
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Cleaning We clean and sanitize throughout the day, using soapy water and diluted bleach.  
Each classroom does laundry weekly. 
 
Parents are asked to help their child wash their hands as they enter their 
classroom upon arrival to prevent the spread of germs and diseases.  All children 
and adults will wash their hands before and after preparing food, after playing 
outdoors, after diapering or using the toilet, and whenever in contact with body 
fluids.  We encourage parents to model hand washing in the center as well as at 
home. 
 
The center will be checked daily to make certain that both the indoor and outdoor 
play areas are safe for children and families and that toys and equipment are safe 
and the area is free from hazards.  All medications, cleaning products and 
chemicals will be inaccessible to the children. 
 

In order to have a healthy environment for our children, NQACC has a NO PET 
policy.  If your child wants to share their pet with their class, please do so in the 
form of a photograph.   
 
Our Health Plan, Disaster Plan, Pesticide Policy and a copy of the Parent 
Handbook are available for your review at any time.  If you would like an 
opportunity to view the binder, please request to do so at the office.   
 
We are required by mandatory reporting laws to report any suspected child abuse, 
neglect, or exploitation to Child Protective Services (CPS) or our local law 
enforcement agency immediately (without prior notification to the parents 
involved).  The State Licensing agency will also be notified. 
 
Children who are not yet potty trained will wear a diaper for the hours they are in 

care. Both diapers and wipes are provided by NQACC included in the Toddler 

tuition price. Parents are welcome to bring diaper cream for their child with a 

completed Medical Authorization form. Scheduled diaper changes occur a 

minimum of three times a day with intermittent changes occurring as needed. The 

Yellow Ducks and the Purple Bunnies classrooms each use a diaper changing table 

and the two older classrooms use a stand up diapering method in the bathroom 

itself.  

Potty training involves the combined effort of the child, the parents, and the 

teachers. Once the child begins showing signs of readiness, a conversation 

between the parents and the teachers will take place to determine if the potty 

training process should begin. The child will continue to wear a diaper during 

naptime until they are officially potty trained.  Once they have ten consecutive dry 

days at school, they are considered officially potty trained and the tuition rate will 

change to the Preschool rate. A potty party will also take place to celebrate this 

milestone, which parents are encouraged to take part in. 

Hand Washing 

Injury 

Prevention 

Pet Policy 

Health and 

Safety Binder 

Mandatory Child 

Abuse Reporting 
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Contact Information 
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Center Contact 
 

206-281-2919 
office@nqacc.org 
3200 3rd Ave W, 
Seattle, WA 98119 

Cara Wardlaw 
Co-Director 

Cara@nqacc.org 

Bobbie Ahrens 
Co-Director 

Bobbie@nqacc.org 

Lily Lim 
Office Administrator 

Lily@nqacc.org 

Jonathan Avila 
Interim Coordinator 

Jonathan@nqacc.org 

  

Police Department/
Fire/ Medics 

911 

Evacuation site East parking lot OR 
Queen Anne Bowl 

Child Protective 
Services 

1-800-562-5624 

Out-Of-Area Contact 
(Sage Hills Church in  
Wenatchee) 

1-509-662-1502 

Tax ID 35-0877568 



Medicine Management 
 
• All medications (prescription and 

non-prescription) will be 
administered, only with the 
written approval of a parent or 
guardian. A Medication Treatment 
Authorization form (authorization 
to administer medication) must be 
filled out completely and given to 
the office with the medication. 

• Prescription medications will be 
administered only as directed on 
the label and as authorized by a 
physician. 

• Medications must be stored in the 
original container. The container 
must have the child's name, 
instructions, and the date of 
expiration. 

• Doctor's permission is not required 
for non-prescriptions drugs such as: 
1. Non-aspirin pain relievers and 

fever reducers  

2. Cough medicine  

3. Decongestants  

4. Antihistamine creams or liquid 

5. Diaper ointments and powders 

6. Sunscreen  

7. Anti-histamines  

• Medication you’d like us to 
administer differently than indicated 
on the manufacturer’s label or 
medication without labeled 
instructions, will only be given if 
authorized in writing by a physician. 

• A detailed record will be kept of all 
medicines given at the center. 

Medicine & 
Medical Information 

Medical Emergencies 
 

In the event of a life threatening emergency or 
when a child is found to be in a critical condition, 
we would call 911. Unless it is time sensitive, 
parents will be contacted first. The preference 
would be for the child to receive medical care from 
their own physician, but if a child’s physician 
cannot be reached and medical attention is 
necessary, we will take the child to Swedish 
Medical Center Emergency Room (at Ballard). Your 
child will be covered by accident insurance while 
attending Child Care. 
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Meal/Time: Sample meal: 

Open Breakfast  
7:00 a.m.—7:30 a.m. 

You are welcome to provide a nut free 
breakfast for your child during this time. 

Morning Snack  
8:30-9:30 a.m. 

Fresh fruit with oatmeal & milk 

Lunch  
11:15-12:00 p.m. 

Chicken Stir-fry with fresh vegetables 
Brown rice, fresh fruit, milk 

Early Afternoon Snack  
2:30 p.m.— 3:30 p.m. 

Fresh red peppers, hummus, and pita bread 

Late Afternoon Snack (pickup) Apples or crackers (located by the office) 

Our 
Menu 

Food brought from home 
If there are foods on our menu that your child 
cannot eat due to allergies or preferences, you 
are able to bring alternative options from 
home. We ask that parents communicate with 
the office prior to arranging this with your 
child’s teachers.   
 
For birthday celebrations and activities where 
food will be shared with the entire class, the 
food must be pre-packaged, store bought., and 
nut-free. 

Our Menu 
It is the goal of NQACC to provide a well balanced menu. You 
will find that on a daily basis your child will enjoy fresh 
vegetables, fruits, milk, and meats from local companies who 
deliver their food to us weekly, and prepared daily by our very 
own in-house cook.   
      The menu is on a four week rotation and is posted on the wall 

outside the kitchen. You 
can also find it on our 
website. Any 
substitutions made to the 
menu will be posted by 
the kitchen window. 

We are a   

NUT-FREE 

FACILITY 

A little 

Taste 
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Frequently 
Asked Questions 
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• What if there is a child biting in 
class? Biting is quite common among 
young children. It happens for 
different reasons under different 
circumstances. Understanding the 
reason for a child’s biting is the first 
step to changing his or her behavior.  
When biting happens our staff tries 
their best to prevent it by shadowing a 
child that has a tendency to bite. 
When it happens, we are all 
concerned.  We will report to the 
parent of the child that did the biting 
as well as the parents of the child that 
was bitten.  All names are kept 
confidential. 

 
• Can my child attend NQACC part-

time? We believe that consistency is 
important for children and generally 
encourage most families to attend full-
time, if possible. Otherwise, a child 
may attend three to four days a week. 
These specific days are arranged with 
the Office Administrator to determine 
which days are available for a part 
time schedule.   

 
• What do I do if someone else will be 

picking up my child(ren) that day? 
Please inform the office so we can 
make sure they are on the approved 
list. They must be at least 18 years old 
and have proof of ID so we can make 
a copy of it and have on record that 
your child was picked up by someone 
other than their parent or guardian.  

• What should I do if my child has 
specific dietary needs and/or 
restrictions? It is important to let the 
teachers and office know if your child 
has any severe allergies on their 
health form.  If your child has specific 
dietary restrictions we ask the family 
to substitute the provided meal for 
one from home.  We have small 
refrigerators in some of the 
classrooms and are able to keep their 
meal/snack/milk in there.  We are a 
nut free facility. 

 
• Who do I reach out to if I have a 

question regarding billing, 
registration, and/ or my child's 
schedule?  Feel free to reach out to the 
Office Administrator at 
office@nqacc.org 

 
• Who do I go to if I have a teacher or 

child question?  The Director is 
available to answer these questions 
either in person or via email at 
cara@nqacc.org. 



Upon enrollment of my child/children, the following center operating policy and 
procedures were discussed with me: 
                   Parent Initials 

Center Philosophy          
Center Policy & Procedures         
Location of  licensing information       
Educational Programs Offered       
Facility Layout (see during visit and/or orientation)    
Crisis/Disaster Handbook (found in Safety Binder)    
Center Health Plan (found in Safety Binder)       
   *Including where information is posted  
 

Upon enrollment of my child/children, I received written information on the following 
center policies and operational procedures contained in the parent handbook. 
      

Parent 
Acknowledgments 

• Enrollment and admission 
requirements 

• Tuition Rates and Payment 
Procedures 

• Sample Daily Schedule   
• Center Operating Hours including 

School Closures   
• Sample Menu *Including the policy 

on food brought from home 
• Sign In and Out Procedures 
• Child Abuse Reporting Requirements 

• Behavior Management Philosophy 
• Nondiscrimination Statement 
• Policy on Religious and Cultural 

Activities 
• Transportation and Field Trips 
• Sick Child Procedures 
• Medication Policies and Practices 
• Disaster Plan 
• Babysitting 

 
 
 
I, ___________________________________, parent of _________________________ have 
received, read, understand, and agree to the policies contained in the parent handbook. 
 
 
             
Parent/Guardian Signature     Date 
 

 
Please return this page to the office. 
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