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Our Mission

“We will provide a safe, loving and creative learning environment for children in our care.  We will encourage children to develop their imaginations through a variety of hands on experiences and activities.”

Our Philosophy

At Imagination Station, we are dedicated to providing the very best experiences in order to enrich the lives of children, supporting the uniqueness of each child.  Our goal is to help each child feel happy, secure, and to enhance their social, emotional, creative and intellectual growth.  Imagination Station has a hands-on environment, allowing children to build self esteem and learn new skills.

Program Description

Imagination Station is located at 39184 SE Epsilon Street, Snoqualmie and 240 Janet Ave N, North Bend.  Children will have the opportunity to explore an environment developed just for them.  The staff will be working closely with the children and following their lead when possible.  We will provide many activities throughout the day.  Teachers will provide a flexible routine with many opportunities for the children to choose their own activities.  The curriculum chosen by the staff will be based on what children are interested in.  We will work hard to ensure your child’s individual needs are met at all times.

Registration Requirements

Each new family will receive a packet of information and forms at the time of enrollment.  All paper work must be completed and handed in before the child’s first day of attendance.  The registration fee is $100.00 for the first child and $75.00 for each additional family member. Registration fees are to be made yearly on September 1.  Registration fees are required to be made before your child is enrolled, to hold an opening and they are non-refundable.  Families with subsidy payments must have their award letter prior to enrollment.  
The following forms must be turned in before your child may attend childcare:

*Medical authorization


*Enrollment form

*Image Release Consent Form
*Immunization form



*Tuition contract

*Disaster Release Form
*Emergency contact information

*Registration payment

Screenings
Screenings will be conducted within 90 days of enrollment and the results will be discussed with parents. These screenings will help us to spot developmental concerns and determine if a child needs a more formal evaluation. 

Non-discrimination Policy

We do not discriminate in enrollment of children and hiring practices or in the care of children because of race, color, creed, ethnicity, national origin, gender, marital status, veterans’ status, sexual orientation, age, socio-economics status, religion, differing physical or mental abilities or communication and leaning styles.

Transition Period/Separation

Entering childcare can be a frightening and difficult time for children.  Imagination Station’s staff will help you and your child through this time.  We strongly recommend you gradually introduce your child to this new environment.  We encourage new families to schedule a visit to the childcare before the start date.  You are always welcome to participate in the classroom until your child feels secure.  The staff can answer any questions you may have about separation and will be available to help your child through this transition.

Arrival and Pick-up/Signing In and Out

As required by state law, the legal parent/guardian or persons authorized by the parent/guardian must sign the child in on arrival and sign them out on departure using a full, legal signature.  The parent/guardian must also make visual and verbal contact with a teacher.  Imagination Station staff will sign children riding the bus to and from school in and out.

We will only release children to people authorized on the registration form, or persons given written permission from the parent/guardian.  Staff will require photo I.D. for verification of any person they are not familiar with.

We will not release children to anyone under the influence of drugs or alcohol.
Tuition and Payment Plan

Parents/guardians are required to pay for the time their child is scheduled to be in care.  In other words, you are paying for the space whether your child is there or not.  Payment for care is due in advance on the 1st of each month.  Special payment terms are negotiable and must be approved by the Executive Director and defined in the tuition contract.  

Infant (4weeks-1yr)- $1500.00/mo
Toddlers (1-2 ½) – $1300.00/mo

Preschoolers (2 ½ -5) - $980.00/mo

School Aged - $550.00/mo Includes before and after school care, Early release days & breaks
Before School Only- $280/mo  Does not include summers or breaks

After School Only- $360/mo  Does not include summer or breaks

Drop in care- $100/day for infants     $75/toddlers   $65/day for Preschool and School Age

Payment Plan, Penalties and Extra Charges

Tuition is not reduced in months that have holidays and no credits are given when a child is on vacation or out sick.

When a second child from the same family is enrolled a 10% discount is given to the older child.
Payment Penalties

1. The fee for a late payment is 35.00 per day, after the third of the month.  If the fee remains unpaid for 5 days, your child will not be admitted until all fees are paid.

2. The penalty for NSF checks is 35.00.  Cash payment is required for return checks.  You may be put on a cash only basis after the first returned check.

3. Late pick up (after 6:00 pm) fees are $1.00 per minute, per child.
4. Any child in care for more than 10 hours a day will incur an extra charge of $1 per minute, per child.
Hours and Day of Operation

We are open Monday through Friday 6:00 am to 6:00 pm except holidays.  Parents are welcome to visit the childcare at any time.  The childcare will be closed in observation of the following holidays:

*New Years Day
*Labor Day
*Thanksgiving

*Day after Thanksgiving

*Independence Day
*Christmas
*Christmas Eve
*Memorial Day

We are closed the 1st full week in August for maintenance and cleaning. 
We are also closed the week between Christmas Eve and New Years Day.

There is no price break for these closures.
Program Curriculum

Programs are based on each child’s social, emotional, intellectual and physical developmental needs.  Children are happy and secure when they have plenty of opportunities to succeed each day.  Success helps children build self confidence and children who have confidence in their abilities approach learning as fun.

Children’s interest and own skills guide curriculum planning.  We focus on process learning and activities are designed to emphasize the experiences children are having rather than the results of the activities.  For example:  Painting is more important than what is being painted.  By exploring their world, children begin to understand their world.  Curriculum is designed for each classroom to accurately reflect each child’s developmental needs.  Detailed information is posted in the classrooms.
Classroom Environment

Imagination Station is clean, safe and well planned to support all children.  Classrooms are set up specifically for each group.  Child sized furniture makes the classroom more comfortable.  Toys are at the child’s level making it easy for them to access the things they want.  Duplicates of popular toys reduce the chances of children having to wait for long periods of time.  Each classroom is divided into centers; block play, home living, dramatic play, science, art, books and manipulative for exploring and problem solving.  Children can work and play together in small groups around the classroom.

Outdoor Play

Our playground structures have been specifically selected for the total development of children.  Your child will spend time climbing, balancing, sliding, riding and playing with others.  Safety surfaces are used under the play structures.  Each room’s daily schedule includes outside time every day.  Please dress your child for the weather.

Accreditations
We are Early Achiever participants. Early Achievers, Washington’s quality rating and improvement system (QRIS), is voluntary for licensed child care providers and helps early learning programs offer high-quality care. 

Early Achievers:

*Connects families to child care and early learning programs with the help of an easy-to-understand rating system.

*Offers coaching and resources for child care providers to support each child’s learning and development. 

Research shows this kind of assistance helps providers improve the quality of their programs. And when more young children are ready for school, we all benefit.
Lesson Plans

Each classroom will post weekly lesson plans with information on activities planned and the skills that are being developed through these activities.

Free Access/Visitation

You are the most significant adult in your child’s life and we encourage you to be as involved as possible with our center.  You are always welcome at the center, and we encourage you to visit, unannounced, at any time.  While you may come by at any time, please take the rest time schedule into consideration.

Approximant Daily Schedule

Each classroom has a detailed daily schedule posted on their bulletin board.

6:00am – Center opens, children may choose their own activities

7:30 – 8:30am – Breakfast is served

9:30am – Preschool experience/circle time

10:00 am - Snack

10:15 – Learning centers

11:00 – Outside time

12:00pm – Lunch is served

12:30pm – Quiet time

3:00pm – Snack

3:15pm – Outside time

5:30pm- Snack

6:00pm – Center closes

Items Brought From Home

Parents/guardians are asked to help their children understand that bringing toys from home is not wise.  The center has an ample supply of equipment and materials for the group.  Children may bring a blanket and/or a special soft toy for rest time.  We strongly encourage you to label your child’s items with permanent marker.  The center can not assume responsibility for loss or damage to any personal possessions children bring to the center.  Toys besides ones for rest time will stay in the child’s cubby and they will not have an opportunity to play with it while at the center.  It is distressing for children to misplace special toys and often hard for teachers to know who they belong to.  Furthermore, toys from home often cause conflicts between children, and teachers end up spending much of their time sorting out these complications.
Naps and Rest Periods

We have a quiet time after lunch everyday for all classrooms.  Depending on their age and individual needs, children rest quietly on their mats or engage in quiet activities.  We provide mats, sheets and blankets.  Children may bring one comfort item and one blanket from home, but please be sure to label these items with your child’s name
Behavior Management and Discipline

Spanking or any form of corporal punishment, physical or mechanical restraint, the withholding of food or any form of emotional abuse is prohibited by anyone on the premises.  In the event that your child becomes a danger to himself, other children or the staff, you may be asked to come in.  If you feel your child will need specific help in behavior management, please talk with Sheri before your child’s start date.  A behavior plan can be set up to meet your child’s needs.  The childcare staff is also an excellent resource for any behavior concerns you may have.
Techniques

Because behaviors and situations are as varied as the people involved in them, no one technique can be effective every time.  A variety of techniques are used in order choose the best response for each child and situation.

1. Clear expectations:  Appropriate to the developmental age of the child

2. Establish routines:  expected and predictable

3. Observations:  staff are observing the needs of each child

4. Modeling:  Adults showing through actions their own healthy self esteem, respect for others and property and positive responses to intense emotions.
5. Encouragement:  focusing on a child’s strengths

6. Clear communication:  Caring words are simple and sincere statements about feelings used in a calm manner to respond to tense situations

7. Reducing stress:  Teaching children how to deal with strong emotions by expressing their needs and feelings.  Providing an environment where children are secure and comfortable

8. Reflective listening:  Restating and valuing the child’s feelings

9. Distraction:  Redirecting a child to a different activity

10. Ignoring:  Ignoring the behavior when safety is not an issue.  Praise the child only for appropriate behavior

11. Giving choices:  Controlling the situation, not the child, by giving and honoring the choice the child makes
12. Quiet places:  Providing a place for the child to calm down and feel safe.  Areas are set up ahead of time and children know these areas are comforting and soothing

13. Problem solving:  Structured for the age of the child, assist child in developing a logical solution to the problem, negotiating with children and adults involved

14. Setting limits:  Limits and guidelines are clearly set out and are appropriate to the child’s developmental level.

15. Self control:  Staff helps children learn to control intense emotions through expression of feelings
Techniques Never Used

The following are discipline techniques that no person at the childcare will practice.

*Hitting, spanking, shaking or any other form of corporal punishment.  Physical abuse is NEVER permitted.

*Scolding, shaming, ridiculing, yelling or any other form of verbal abuse is NEVER permitted.

*Isolating with no supervision (abandonment or neglect) is NEVER permitted.

*Withholding food or other physical requirements is NEVER permitted.

Engaging in the above choices is grounds for immediate dismissal from employment with Imagination Station.  Parents/guardians or staff who witness any employee engaging in this destructive behavior must speak with Sheri.

Toilet Learning

When your child is enrolled, we ask you to complete the child’s personal health record and inform us of your child’s toilet habits.  Children in diapers will be changed on a regular basis (or as needed).  Parents/guardians are often anxious for their child to begin toilet learning.  Close and frequent communication is encouraged and promoted between the childcare staff and parents.  The child’s developmental needs are our primary concern.  We will work closely with you to determine your child’s readiness in order to ensure a successful transition from diapers.  Please remember to send extra clothing with your child as accidents are a part of toilet learning.  Furthermore, dress your child in clothing that he/she can easily take on and off.  As a child gets older, toilet learning becomes a consideration in our program.  We support the toilet routine used at home to the best of our ability.  The manner in which toilet learning is conducted can have a tremendous impact on a child’s development.  It should be a positive experience with lots of encouragement and support.  It requires consistency and patience and is only effective when a child is developmentally ready.

Communication
Staff and parent/guardian communication is essential in order for each child’s needs to be met.  The childcare staff is always available to address any questions or concerns you may have.  You can contact your child’s teacher or Sheri by phone or in person.

Informal conferences happen almost daily, both when a child is picked up and dropped off.  You may request a conference with your child’s teacher at any time if you feel the need to further discus your child’s specific needs.  Teachers may also request a conference with you in order to better understand your child’s development.

Above the sign in book is the “parent communication log”.  This is a place for you to write down any planned absences.  Should your child become ill and will not be attending, please call the childcare.  

The staff at Imagination Station is extremely dedicated to providing the highest quality of childcare.  This can only be accomplished through positive communication between teachers and families.  Things happening at home, such as moving or a new baby, can cause stress in a child’s life.  Through open communication we can better understand your child’s unique situation.

Mandatory Child Abuse Reporting

We are required by state law to report any suspected child abuse, neglect or exploitation to Child Protective Services (CPS) or our local law enforcement agency immediately.  We are not required to notify the parent/guardian prior to reporting.  The state licensing agency will also be notified.
Holidays/Religious Activities

We are a Christian based center and will accommodate all religious and ethnic backgrounds.  Please inform us of any holidays or celebrations that your family does or does not participate in.

Television Use
Television will be limited.  We may watch an occasional educational video and we may have a “movie day” on special occasions.  Please talk with the staff if you have any questions or concerns about the videos that may be shown at the childcare.

Transportation and Field Trips

Imagination Station will provide safe and reliable transportation for all field trips.  You will need to complete a permission form before each trip.  In some cases, we may require a small fee for participation.  Your child will not be allowed to attend the field trip if you do not return the permission form.

We will take walking trips to the park.  These walking trips will not require a permission form each time.  Permission for these walks is in your enrollment packet.

Staffing

The teaching team is critical for implementing Imagination Station’s philosophy.  Staff is chosen carefully and continually evaluated.  Imagination Station provides many opportunities for educational growth and encourages staff to continue learning new teaching techniques

Each lead staff member is required to complete 20 hours of training through STARS (State Training and Registry System) upon hire and 10 hours of training every year thereafter.  Each staff member will also have a TB test and background check before starting at Imagination Station.  Staff is required to have up-to-date First Aid and CPR cards at all times.

Hand Washing

All adults and children will wash their hands before and after preparing food.  Children and adults will also wash their hands after handling pets, playing outside and after using the toilet.  Adults will wash their hands after diapering and any time they have come in contact with body fluids.
Food From Home

We serve healthy meals and snacks at the childcare.  Please make sure your child has finished all food from home before coming to the center.  Food from home can cause conflicts between children.  Furthermore, some children in the center may be allergic to certain foods.  Please do not allow your child to come into the childcare with gum.  We also ask that your child eat at home if they will be arriving after the scheduled mealtime.

Meals and Snacks

We provide well planned menus that include a variety of healthy and tasty foods.  It is your responsibility to inform the childcare of any allergies or dietary restrictions your child may have.  Menus are posted above the sign in book.
Sample:
Breakfast – 7:30-8:30

Served with milk, fruit and condiments


Scrambled eggs and sausage


Choice of cereal


Pancakes


French toast


Bagel and cream cheese

Lunch – 12:00-12:30

Served with milk, fruit, vegetable and condiments


Chicken burger


Spaghetti


Grilled cheese and tomato soup


Turkey sandwich


Macaroni and cheese

Snack – 10:00-10:30, 3:00-3:30

Served with milk or water


Banana bread


Pretzels and cheddar cheese chunks


Fresh fruit and crackers


Quesadillas


Biscuits and honey butter or jam

Disaster Response Plan

In the case of a disaster of any kind, we have prepared the center for evacuating the children and have emergency supplies for up to seventy-two hours.

Some included supplies:


Canned food


First aid kits


Flashlight and extra batteries


Fire extinguisher


Emergency documents and telephone numbers


Blankets

The children will practice emergency procedures and evacuation on a regular basis.  Our staff is well trained in the emergency procedures.  Shelving and furniture have been secured to protect against falling.  We continually check the center for potential hazards.

Pesticide Policy

We do not use pesticides at Imagination Station, but if we do need to we will follow our pesticide policy which states:

· We will notify you in writing at least 48 hours prior to the use of pesticides

· We will also post the pre-notification at the parent board and at the front door
Health Care Practices
Disease and illness can often spread quickly in a childcare setting due to the large number of children and spending hours together in a group setting.  We have established the following health care policies to help us reduce the illness and disease exposure.  It is critical the policies and procedures in our center be respected and adhered to at all times.

Cleaning and Disinfecting

We will maintain sanitary conditions at the center at all times.  Eating areas are disinfected before and after meals and snacks.  Toys are regularly disinfected with a bleach solution (1 tablespoon of bleach per gallon of water).  Larger, environmental surfaces will be disinfected with a stronger bleach solution.

Injury Prevention

The center will be checked daily to make certain that both the indoor and outdoor play areas are safe.  All medications and cleaning supplies are inaccessible to the children.

Children and Illness

1. Each child will be observed daily for signs of illness.

2. Children who are contagious must stay home.  All families in our center and the Health Department will be notified of communicable diseases or food poisoning.

3. Please call the center if your child will not be coming because of illness.  If you are unsure if your child can attend, please call and talk with a staff member before bringing your child.

4. If your child should become ill during the day, you will be notified and expected to pick your child up.  In some cases, your child may have to stay with a staff member, but away from other children until you arrive. 

5. You are responsible of finding substitute care until your child can safely return to the center.

6. The following illnesses are not acceptable in the center per instruction of the Department of Public Health:
Diarrhea:  3 or more watery stools in a 24 hour period, especially if you child seems ill.
Vomiting:   2 or more times in the past 24 hours.

Rash:  Body rash not associated with diapering, heat or allergic reaction.

Eyes:  Thick mucus or pus draining from the eye, or pink eye.

Behavior:  Tired, pale, lack of appetite, confused or irritable.

Sore throat:  Especially if associated with fever or swollen glands.

Fever:  Temperature of 100 or higher with sore throat, rash, vomiting, diarrhea, earache, irritability or confusion.

Lice:  Children who have lice may not return to care until they are louse and egg free.

Medicine Management
1. All medications, prescriptions and non-prescription, will only be administered with the written approval of a parent or guardian.  A medication authorization form must be filled out prior to administering medication.

2. Prescription medication will only be administered as directed on the label or as otherwise authorized by a physician.

3. Medications must be stored in the original container.  The container must have the child’s name, instruction and date of expiration.

4. Doctor’s permission is not required for non-prescription medications such as:

Anti-histamines

Non-aspirin pain relievers and fever reducers

Dough medicines

Decongestants

Anti-itching cream

Diaper ointments and powders

Sunscreen

Non –prescription medications not included in the categories listed above; taken differently than indicated on the manufacturer label; or lacking labeled instructions shall only be given if authorized in writing by a physician.

5. Any medications taken by mouth for children under 2 years old will need written permission form your doctor.

6. A detailed record will be kept of all medications given at the daycare.

Medical Emergencies

1. All staff members have current First Aid, Child CPR and HIV/AIDS Prevention training.

2. Minor cuts, bruises and scrapes will be treated at the daycare.  Parents will be notified upon arrival.  With some minor injuries parents will be contacted to decide whether the child should go home.

3. In the event of a serious injury or emergency, we will call 911.  We will then notify you immediately and tell you where your child is being treated.  If you cannot be reached, we will contact the next person on your registration form.

4. If you have a hospital preference, we will try to accommodate you.

5. A child will not be accepted into care until a parent or legal guardian has signed the medical authorization form.

6. If injury results in treatment or hospitalization, Imagination Station is required to notify the Department of Social and Health Services Licenser and to submit an injury/incident report.  You will be given a copy of this report.

Insurance Coverage

Our insurance carriers are:


Professional liability insurance:  Farmers Insurance

Accidental/medical insurance:  Farmers Insurance
Termination of Services

You are required to give two weeks notice of your intent to cancel care.  Imagination Station may ask you to fill out an exit questionnaire.  If you should cancel care without notice, you will be required to pay tuition for 2 weeks of care.
The following conditions may result in termination of childcare: 

1. Continual late payments.

2. Child behavioral problems that cannot be resolved.

3. Not respecting the staff, children or other parents/guardians.

4. Failure to practice center policies outlined in this handbook.

5. Continual late pick-up (after 6:00 pm)

Receipts and Taxes
We can provide you with a monthly statement and can provide a receipt if requested.  You will receive an IRS W-10 form and a year end statement with annual child care expenditures for the applicable tax year.

Supply List

Starred (*) items must be with your child every day or left in their cubbies.

Infants: 

  Please refer to infant handbook.
Toddler:

1 Diapers*, Wipes*
2 Complete change of clothes*

3 Comfort blanket or soft toy for rest time.

Preschool:

1. Complete change of clothes*
Children who are toilet learning must have two complete sets of clothes*

2. Comfort blanket or soft toy for rest time.

Please remember there are some items which will need to be brought depending on the time of year.  For example, children need swim clothes and a towel in the summer, and a coat and boots in the winter.  All items should be clearly labeled with your child’s name.


