CYN’S PLAY PLACE, LLC

Cyn's Play Place, LLC Daycare and Childcare Service Handbook/Agreement_________________
Thank you for choosing Cyn's Play Place! We are happy that you have decided to place your trust in us when it
comes to exceptional childcare services for your family. We bring a different model and approach to childcare by
offering daycare and in-home services.

HOURS OF OPERATIONOur office hours are Monday through Friday 9:00am to 6:00pm.
Daycare hours of operation are January to December; Monday through Sunday from 5:30am to 7:00pm.
*Drop off and pick up times before or after regular business hours must be prearranged in person or by
phone.
Holidays closed: Thanksgiving Day
Christmas Day

***FINE PRINTS***
DEAR PARENTS,
What we as a provider should expect from you, the parent:
Open communication. Explain clearly and carefully your wishes and expectations about how your
child will be cared for. Also provide updates on problems and progress that your child is making.
Good communication helps us work together in the best interest of your child.

Agreement on Terms or Arrangements. You should fully understand the terms of the contract and the
policies and procedures that you as the parent are agreeing to. This handbook and contract
agreement is intended for both Daycare facility and in-home childcare.

Honesty and Trust. This includes being honest about how you believe the arrangement is working.
Although you need to be vigilant to safeguard your child, you should trust your childcare provider
to do the best for your child. Showing trust by asking questions rather than jumping to conclusions
when apparent problems develop.
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Respect. Your providers have personal lives too. Out of respect, please no trip to the grocery store
etc. on your way just because you find it more convenient, ultimately the care of your child is your
responsibility. Realize that taking care of children is a job and that not only are we workers, but
also working parents. Recognize that this is not an easy job. We are not “just a baby-sitter”. Finally.
We are only human; We’re not “superwomen”. Please don’t expect us to do things that you
yourself would not want to do.

Goals
While in care your child will have the opportunity to participate in a wide variety of activities,
which promote all aspects of development. Our childcare provides for children the comfort and
experience of belonging to an extended family. We provide a home-like setting; and do not follow a
strict routine. Our approach to childcare is child centered and child directed. Children are offered
choices whenever possible.
_____________________________________________________________________________________

IN-HOME SERVICES ( Babysitting and Nanny Services)
Along with our Daycare, we are happy to extend our babysitting and nanny services to all of Metro
Atlanta, GA, Jacksonville, FL, Chattanooga, TN, Albany, NY, New Orleans, LA, Sacramento, CA,
Dallas, TX, & their surrounding areas. These services are available to parents requesting the following
outside of the facility:
-Nanny/Sitter
-Pick Ups / Drop Offs
-Weekend Childcare
-Overnight Care
Referrals Cyn’s Play Place, LLC will refer applicants (hereinafter referred to as Nanny ) to the Client, as
they become available for consideration as a full-time or part-time live in or out nanny or occasional
babysitter. Applicants are screened prior to their referral to the Client only to the extent that they meet the
Agency’s criteria for a qualified Nanny Applicant. Client agrees to screen and interview applicants carefully
to determine whether they meet the Client’s criteria and can fulfill the Clients expectations for their position.
Offers of employment should not be made by Clients before carefully interviewing and screening applicants
and getting authorization to do so by the agency.
Hiring
The Client agrees not to offer employment to any applicants referred by Cyn’s Play Place, LLC without first
obtaining authorization from Cyn’s Play Place, LLC directly. The Client understands that applicants are not
eligible to begin working for Cyn’s Play Place, LLC’s Client until the applicant’s criminal check have been
provided to Cyn’s Play Place, LLC and to the Client. CLIENTS AGREE TO OBTAIN
AUTHORIZATION FROM THE AGENCY BEFORE EXTENDING AN APPLICANT A JOB OFFER.
Clients also agree to notify the Agency of the date the applicant begins her first day in the Client’s employment
begins. All Services are quoted per hour and days requested. You are responsible to provide us your set
schedule for the week or in advance. Nannies and sitters are expected to adhere to schedules provided
therefore, additional time and services requested will be billed accordingly. All staff are directly employed
through the company and may not accept direct employment offers. All services must be booked through the
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agency and/or daycare facility. Use of any Cyn’s Play Place providers outside of the agency’s approval and/or
knowledge is considered, “theft of services” and will result in a charge of $5000 for liquidated damages.
Fees
The Client agrees to pay the Agency a placement Fee for any Nanny referred by said Agency and hired by
Client. Placement Fees are those fees as defined in the Agency’s Fee Schedule as of the date of the execution of
this Agreement. Client acknowledges a receipt of said Fee Schedule, understands said Fee Schedule in its
entirety and agrees to fees stated therein.
***Retainer/Registration Fee-This $225 fee guarantees start of service(s) and/or a spot(s) for a specified
start date of a child(s). This fee is nonrefundable and is applicable per family. Weekly payments are to be
made on Fridays to cover the upcoming week and are only accepted in the following forms: Online via
Debit/Credit Cards (Visa, MasterCard, AMEX, Discover) 5% is charged on all invoices handled through
the company. *For On-Call childcare ONLY, checks can be made out to your sitter and include
“Childcare” in Memo. The client agrees to pay all fees in full before a nanny begins employment. If the
Client fails to pay the referral fee to the agency before the nanny begins employment, Cyn’s Play Place,
LLC will have the right to obtain full payment of the referral fee from client, along with attorney’s fees
and court costs incurred, and will not be obligated to provide the Client with any replacement or guarantee
services as specified in this agreement. The client also agrees to pay finance charges, and all late fees
charged by Cyn’s Play Place, LLC.
Pay Schedule
Clients have the option of paying for in-home childcare services through the agency or to the nanny directly.
Full payment is due before the nanny begins work in the client’s home. The client agrees to pay the Agency
and/or nanny the appropriate overtime fee in the event the nanny works more hours than originally contracted
for pursuant to this agreement. Such additional fee does not apply to the client if said client contracted the
nanny for 40 hours or more per week. The Client is responsible for speaking directly to a representative of the
Agency to inform the Agency that the nanny will work additional hours BEFORE that nanny works such
additional hours. The Client also agrees and understands that if the nanny works fewer hours then the hours
contracted pursuant to this Agreement, the Client will NOT receive a credit toward additional hours of work
by an applicant.

Refund and Guarantee Policies A.) The refund and guarantee policies set forth herein only apply to a client
who has paid the referral fee prior to the nanny’s employment. Cyn’s Play Place, LLC offers no refunds.
Clients will only receive three replacement nannies per contract. Clients agree not to change any of the terms
agreed to with their nanny (i.e. work hours, pay, benefits, duties, etc.) Clients understand that if they change
the terms of the work agreement that the nanny is not obligated to agree to a new Nanny/Family Agreement.
B.) Replacement will only be given to the Client by the agency for the amount of hours per week that they
originally contracted their nanny for. For example, if a Client hires a nanny for 40 hours per week and
thereafter decided for any reason, that they only need for 30 hours per week, which causes their nanny to leave
their employ, they will not receive a refund or a replacement. The Clients agree that if they chose to come
back to the Agency for a new nanny at this time that they will have to re-contract with the Agency and pay that
appropriate fee for a new nanny.
Relationship to Client and Nanny
A.) Cyn’s Play Place, LLC is a referral service. Cyn’s Play Place, LLC does train, employ, and exercise control,
authority and/or discretion over applicants referred to clients.
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B.) Cyn’s Play Place, LLC disclaims any and all responsibility for any conduct or omissions of any
applicant, including any applicant hired by the client. The agency is not responsible for losses or damages
resulting directly or indirectly from its Clients relationship with any applicant or nanny. Cyn’s Play Place,
LLC carries State required employment insurance(s), may withhold applicable payroll taxes, and develops
employment relationships with its applicants and/or staff.
C.) Clients are responsible for making sure their nannies are aware of all rules they want to him/her to
follow as well as safety concerns and hazards.
D.) The Client, by signing this agreement, agrees to pay the appropriate referral fee and follow the
appropriate policies in the event the client hires any of the applicants referred by the Agency.
Other Agreements
A.) Clients agree not to employ any of the associates, friends or relatives of any applicants sent to them by the
agency. They understand that the nanny that they hire through the Agency has also signed an agreement of
liability in regard to the above-mentioned matter. Clients who employ the above-mentioned people agree a
$5,000 theft of services fee and any legal fees incurred by the agency while collecting this fee. Clients who wish
to employ any of the above-mentioned people understand that they can recommend such people to the agency
so that they can be properly interviewed and screened to ensure their qualifications.

B.) Clients also understand and agree that if they are using another agency to find a nanny that they must
immediately inform Cyn’s Play Place, LLC, if they send the Client an application that the client has already
been referred by that other agency. The client agrees that upon the hiring of such applicant they would pay the
referral fee to the agency that sent the candidate first.
C.) Clients understand and agree that if they have placed an ad in the newspaper to locate a nanny that they
will pay the agency the appropriate referral fee if Cyn’s Play Place, LLC, refers the applicant whom the client
hires before the applicant responds to the clients advertisement. The Client agrees that it is their responsibility
to keep track of the timing of the referrals and the advertisement responses.
Occasional Babysitting Service
A.) Service Provided: Cyn’s Play Place, LLC, occasional baby-sitting service is provided to clients on an as
needed and as available basis only. Clients agree to give the agency at least 24 hours notice with each request.
Cyn’s Play Place, LLC, does not guarantee the ability to find an occasional sitter to fill each date requested by
the client.
B.) Other Terms: The Client agrees not to contact any of the occasional baby-sitters after their initial request
without calling the Agency to request her and getting permission to do so. The Client agrees NEVER to contact
an occasional babysitter referred to them by Cyn’s Play Place, LLC, for any future employment of any kind.
The client understands that they do not have to employ any of the occasional baby-sitters referred to them by
the agency. The client understands that they need to determine that an occasional baby-sitter meets their
criteria. The client understands and agrees that if they cancel a request after Cyn’s Play Place, LLC, has found
them a baby-sitter they will still be obligated to pay the agreed upon fee to the agency.
C.) Safety: The client agrees that they as parents are responsible for going over household rules and safety
hazards and precautions. Clients are advised to write down all safety concerns, go over them with the
babysitter verbally before leaving the house, and leave emergency phone numbers. Clients should never leave
the house if they are uncomfortable with their occasional baby-sitter.
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This agreement embodies the in-home services agreement between Cyn’s Play Place, LLC, and the Client.
There are no other contracts, agreements, understanding, promises, conditions or obligations made or
entered by Cyn’s Play Place, LLC and its Client other than those contained herein.

________________________________________________________________________________

DAYCARE SERVICES
Cyn’s Play Place does not discriminate enrollment of ANY child(s) no matter race, creed, color, religion, sex
or national origin; However, we do recognize that not every child will fit comfortably into our childcare
family. For this reason, each new enrollment will be placed on a paid two-week trial basis. During this period,
the parents or the provider can provide a one (1) day notice to terminate care based on, "Not a good fit.” After
the trial period, a two (2) weeks’ notice is REQUIRED for either party to terminate care. The parent(s) and/or
legal guardian enrolling the child(s) in childcare and/or daycare will assume responsibility for paying weekly
rate quoted at time of enrollment. This contract is intended for both Daycare facility and In-home childcare
services for children ages 6 weeks to 12 years old. Evidence of age appropriate immunizations or a signed
affidavit against such immunizations are due within 30 days of child's enrollment to daycare facility.

Georgia Daycare Weekly Rates
(One-Time Registration Fee- $225 per family)
*Rates may vary based on hours needed & number of children.
*Full time rates based on standard 40hrs work week.
Infants Full Time.................................................$280
Infants Part Time.................................................$250
Toddlers Full Time..............................................$220
Toddlers Part Time..............................................$185
School Age Full Time.........................................$165
School Age Part Time.........................................$140
Daily/Drop-In Fee...............................................$40/day
Before/After School Transportation....................$0.58/mile

Enrollment Requirements:
Before enrolling your child, there are several things you must do:
1. Read through and become familiar with the Policies. You will be required to sign a form that
indicates you have read, understand, and agree to ALL the Policies as outlined.
2. An acquaintance visit/meeting must be made.
3. All appropriate forms must be filled out, signed, and on file PRIOR to Care beginning. All
necessary forms/consents will be given to you at time of enrollment.
4. All deposits paid in full.
5. Our mobile app downloaded.
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***DEFINITIONS***
Full Time: Childcare contracted on a set scheduled time slot 4 hours or more per day or 4 - 5 days
per week. (40+ Hours)
Part Time: Childcare contracted on a set scheduled time slot less than 4 hours per day or 3 days per
week or less. Part Time Childcare occupies a Full-Time position. Should a potential client need a
fulltime position, termination notice may be given with the option of parent paying the full-time
rate to preserve the child’s slot. Slots can only be guaranteed to children that attend full time, or
part time and pay full time rates (20-35 Hours)
Before/After School: Care will not begin before 5:30AM or end later than 7:00 PM. (Unless
arranged in advance) Any day that school is not in session, a full day rate will be charged.
No Show: If your child will not be attending, or care needed, a one-hour notice of absence is
required. If notice is not received, the fee will be assessed in addition to the regular fee for the day.
There are no refunds.
Drop Ins: We do accept children if we have the open spot for them.
Open Door: You are invited and welcome to visit Daycare anytime your children are present. You
are asked to avoid visiting during Rest Time as much as possible. Parents are also free to call at any
time. If we do not answer the phone, please leave a message, and we will call you back as soon as
possible. For emergencies, you may contact the owner/director directly at (404) 910-8774.

OUR PHILOSOPHY OF PRESCHOOL EDUCATION
We believe children should have fun! After all, even the experts agree that preschool age children learn
most through play. These carefree years are so short, and soon the children will be exposed to a much
more structured form of learning. During the month, many activities take place which help promote basic
skills (letter & number recognition, color & shape recognition, large motor skills, small motor skills, etc.).

INDOOR PLAY
Indoor Play constitutes much of our play time (when the entire year is averaged). We provide a variety of
age appropriate toys for your child to play with. Since the ages of the children we have vary, all the toys
are safe for even the youngest. It is preferred that no toys be brought from home, will not be responsible
for toys from home that get broken or lost at day care. The responsibility remains with the child and the
parents.
OUTDOOR PLAY
Please dress your child appropriately for the current weather, and in play clothes (with shoes that
adequately protect the feet and are not slick-soled -- tennis shoes are a good choice). When the weather
cooperates, we will spend time outdoors, ranging from a walk to more time spent outside as the weather
permits.

MEALS
Breakfast, Lunch, & Snack will be provided in daycare. Parents are also welcomed to provide meals they
would like their child to have each day. A child will be expected to eat what is served for each meal. If
they dislike an item, they will be encouraged to taste it, but no alternatives will be served. Children who
choose not to eat a meal or snack will be required to wait until the next scheduled time. If your child will
be arriving after a mealtime has begun and you would like for your child to eat here, prior notice is
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required. If your child will be arriving after a mealtime; it will be your responsibility to make sure that
child has eaten prior to arriving. Bringing food or beverages from an outside restaurant after mealtimes
will not be tolerated.

NAPS
All children under the age of five are required by state law to have a rest time (and we haven't met one yet
who doesn't need it!). We will provide a safe, warm, quiet place for your child to rest. Children two and
older will sleep on a cot, mat or sleeping bag. Children under the age of two will always be in a crib or
playpen. Children will not be allowed to sleep with any loose items or toys in cribs, or cots. Children who
wake up before the rest will be guided in finding a quiet time activity to engage in that will not disturb any
sleeping children. We do not wake a sleeping child during naps; if they are sleeping, we feel they need to
sleep.

CURRICULUM
We incorporate preschool curriculum into our daily activities for fun and to prepare the older children for
school.
Activities:
Age appropriate activities are scheduled with flexibility allowed to respond to the needs of the individual
child and day. We will offer times for outside play, crafts, stories, instruction, and naps appropriate to the
child's ages, interests, and abilities. We will provide your child with tender loving care, understanding,
patience and guidance in a happy family setting. We provide preschool curriculum, developing large and
small motor skills. We do many arts and crafts where the focus is on the process, not the product. Free
play is an important part of a child's early years. It is here that they learn social skills that will be needed
the rest of their lives.
DAILY SCHEDULES
Although we will accommodate schedules you would want us to follow, in the facility, toddlers will not
necessarily follow a strict schedule. They are not quite capable of sitting still for circle time, may need a
morning nap, etc. This is one reason our daily schedule is not "set in stone" Children develop differently,
and activities will be done at their own pace. We will remain flexible throughout the day and adjust as the
children’s needs change.
TOLIET TRAINING
When you feel your child is ready for toilet teaching, we ask that you begin this teaching at home. We will
follow through and encourage your child while in our care. Please keep in mind that the activity level can
distract your child from responding to an urge to use the potty, more so than at your home. Therefore, we
will continue to use diapers or pull-ups until your child can and will announce that he/she must use the
bathroom (not just at home, but here, also) and can control his/her bladder and bowels for a few minutes
beyond that announcement. When the child has reached this point, training pants (5-ply, not plain terry
cloth) with plastic pants may be used. When accidents are only happening once every other week, training
pants will be used without plastic pants. Do not bring your child in panties or underwear until he/she has
nap time and bedtime control established. We also ask that during toilet learning, the child be dressed in
"user-friendly" clothing as much as possible. The best items are shorts and pants with elastic waists, or
dresses for girls. Try to avoid tight clothing, pants with snaps and zippers, and overalls as often as you
can. Your child will want to help pull pants, etc. up and down, plus clothing with too many "gadgets"
makes it harder to get the child on the potty in time.
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ABSENCESIf your child will be absent from daycare, or will not need care, you MUST provide at least one (1) day
notice either in writing or via email for record keeping purposes. Late arrivals are permitted however, you
are still required to pay all fees due in full, unless communicated otherwise with staff personnel.

ILLNESSESIf at any time a child becomes ill during the day, the parent(s) and/or legal guardian will be notified
immediately. (This includes, but is not limited to, a fever of 101 degrees or more, vomiting, diarrhea or a
rash other than a diaper rash or heat rash.) Please DO NOT bring your child to daycare if they have
suffered from any of these symptoms within the past 12 hours! They will NOT be allowed back into care
for 24 hours without a doctor’s note.
If your child has been exposed to any contagious diseases or is diagnosed with one, please inform us
immediately so we may notify the other parents as well. We are required to report any suspected case of
notifiable communicable disease to the local
county Health Department. Cyn's Play Place staff is in no way or form responsible for any medical
conditions nor other symptoms contracted from uncontrollable, unusual circumstances. You will be
REQUIRED to provide all known medical conditions and medications currently taking, at time of
enrollment. ALL staff personnel are required to keep medical logs of each child, therefore, any unknown
occurrences will be brought immediately to emergency responders' attention prior to contacting parents.
Cyn's Play Place DOES NOT provide nor offer insurance. Sicknesses and/or injuries contracted in or
around the facility will be handled appropriately and according to the Rules for Child Care Learning
Centers Chapter 591-1-1 Updated October 16, 2016 for the State of
Georgia.

MEDICATION
If your child is on medication and it needs to be administered while he is in our care, the medicine must be
in the original container and labeled with the child's name, doctor's name, name of medication, dosage,
and when to be taken. We will also have a form for you to sign giving us permission to give the
medication to your child. Medication will be administered at the time or with the meal you specify, and a
written record kept.

INJURIES AND OTHER EMERGENCIES
Minor cuts and abrasions suffered while at the center will receive proper care -- specifically, they will be
washed with soap and warm water and properly bandaged. Treatment will be logged, and you will be
advised on how and when the injury occurred. We are also required to log any injuries observed on your
child which have occurred outside of our care and required by law to report any possible abuse situations.
If a medical emergency arises, we will try to contact a parent first, unless doing so endangers the child's
life. In that case we will take necessary steps, putting the child first (calling hospital, doctor, poison
control, etc.). If need be, we will take your child to the nearest hospital from the facility, Dekalb Medical,
or the nearest hospital from parents’ home; via ambulance. Then try to call you when we arrive. If a
parent is unable to be reached, we will keep trying until he or she is available.
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PERSONAL ITEMS
Although not required, it is strongly encouraged for parents to provide us with the following items:
1. A change of clothing, labeled with the child’s name, to be used in case of an accident.
2. A bottle of pain reliever and a bottle of cold medicine.
3. Diapers for children not potty trained. (Wipes will be provided.)
FOR PARENTS OF INFANTS: YOU WILL BE ASKED TO COMPLETE A FORM DETAILING
PROPER CARE INSTRCTIONS. YOU ARE RESPONSIBLE FOR BRINGING YOUR CHILD'S
FORMULA, DIAPERS, MEDICATIONS, OINTMENTS, CHANGE OF CLOTHES, AND/OR ALL
OTHER SUPPLIES NEEDED FOR THE PROPER CARE OF YOUR INFANT.
FOR PARENTS OF SPECIAL NEEDS CHILDREN: WE WILL PROVIDE ACCOMODATIONS FOR ALL
SPECIAL NEEDS CHILDREN. YOU WILL BE ASKED TO COMPLETE A FORM
DETAILING PROPER CARE INSTRCTIONS.

SIGN IN/ SIGN OUT
Each day upon arriving, staff is required to sign child(ren) in, noting the time arrived. All sign-in/out
facility devices are all located by the door and on staff cellular devices for in-home care. This gives us a
digital record of the child's attendance, hours, and who brought/picked up the child.

RELEASING YOUR CHILD
Our normal procedure is to release the child only to his or her parents or someone else the parents
designate. If someone other than the parent is to pick the child up, please notify us ahead of time. A verbal
notice is fine on that day if this person is on the list of those authorized to pick up your child. If the person
is not on that list, we must have written permission to release your child. One of the forms you are
required to complete designates who may pick the child up if there is an emergency and we cannot contact
you. Please make sure those listed are persons with whom you would allow your child to leave if that
person showed up at my door and said, "I need to take Johnny with me." Those on the list should also be
people we could call in the event something happened, and you did not show up to pick up your child.
Please inform your emergency contacts that if we do not know them and the child is too young to
recognize them ("Hi, Grandma!"), that we will ask for identification. We do not mean to offend them.
This is simply a measure taken for the child's protection. Any person(s) wanting to pick up/drop off a child
must show government issues ID and must be listed on enrollment form(s) as "parent and/or guardian".
We will NOT tolerate friends, family members, co-workers etc. wanting to come in and pick up any child
without proper identification or parties not listed on emergency contact.

RELIGIOUS PRACTICES
We feel that religious teachings should be left up to the parents.
If you have any restrictions or concerns, please feel free to address them to us.

DISCIPLINECyn's Play Place uses positive discipline techniques such as making my expectations clear, reminders, and
redirection before resorting to time-outs and taking privileges away. Physical and emotional punishments
will not be permitted under any circumstance and is automatic ground for termination for ALL staff!
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SMOKINGSmoking is NOT prohibited in the facility nor near parents’ homes at any times. As parents, please do not
smoke on facility property or extinguish cigarettes in parking lot. We ask these things to maintain a clean
environment for not only our regular comers, but also new ones.

SAFETYA fire and escape plan will be drawn and posted by the front entrance as well as expected in homes. Fire
and storm drills are practiced monthly to teach the children how to deal with an emergency. All staff
personnel are CPR/First Aid trained and have all met state level required certifications to properly care for
and evacuate all children in case of emergency. In the event of a fire, we would evacuate the building
immediately and gather outside. This will be practiced monthly, so the children are familiar with what to
do.

Daily Doings
We assume responsibility for your child only while he/she is in our care. No child will be allowed to leave
with anyone except the parent, unless indicated on the alternate pickup list, without written permission
from the parent. Telephone permission will not do! Anyone unfamiliar will be required to show proof of
Identification. Please make the alternate pick up person aware of the requirements. It is normal for your
child to cry on arrival and/or when seeing you leave, especially for the first few weeks. Please make sure
to physically walk your child into the facility, handing him/her over to a staff member & making goodbyes
brief, telling your child exactly when you will be returning. If any, crying usually stops within seconds of
your departure. Please be in control of your child during drop off and pick up times. This is a time of
testing when two different authority figures are present (parent and provider) and this situation will be
tested at one time or another to see if the rules still apply. Children of all ages adjust to transitions from
one activity to another differently. Most do not like to be too rushed and most do not like to wait too long
once they are ready to depart. If the person picking up the child appears to be under the influence of
alcohol or drugs, another authorized person will be called to pick-up both the child and the adult. Court
Orders: If there is a court order keeping one parent or guardian away from the child, we must have a
written note from the custodial parent or guardian on file for that effect. Otherwise, we cannot prevent the
non- custodial parent from picking up the child.
Transportation:
At times, we may plan a field trip, or it may be necessary for us to transport your child by car. A
permission form is provided upon enrollment. All traffic and safety laws will be followed. No child will
ever be left unattended in a vehicle. Parents will be notified at drop off time or with a phone call. The only
time we may leave without notice is in the case of an emergency, in which case a note will be placed on
the door leaving instructions where the children can be found. Unless it is an emergency, you will always
be notified prior to any outing from Daycare and reserve the right to refuse. If we do not have your
permission to transport your child, you are expected to pick up your child immediately and make alternate
childcare arrangements for that day.
Confidentiality:
The information you supply to us will be kept confidential. We will, always, respect your privacy. Before
any of the information is released to outside persons, the parents will sign a release form.
Child Abuse/Neglect:
We are required by law to report any suspected signs of child abuse and/or neglect to the Department of
Family and Children Services;
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This includes any form of physical punishment by the parents in home. Any request to use physical
punishments by the parents will be noted in the child’s file along with a written refusal from Daycare,
signed by the parent and provider.
Changes to Policies:
Changes may be made to these policies as needed without notice. The policies, contracts, consents, and
forms will be reviewed and updated, if needed, yearly in January. Please give written notice of any
changes that may occur, especially of name or address, or of updated immunizations.
Termination of Daycare:
Care can only be terminated with 2 weeks’ notice by the parent or provider. We reserve the right to
immediately end care for non-payment, failure to respect policies, behavior of the child, which is harmful
to the physical or emotional well-being of the other children, or failure to abide by state policies. If you
terminate care without giving appropriate notice, you will be responsible for payment of the final 2 weeks
of care whether your child attends. Please be advised that you will be charged your scheduled daily rate
until you notify us that your child will not be returning. *Provider has the right to terminate a contract
without notice in the case of harm to other children or a dangerous situation due to that child has caused
intentionally or otherwise.
FEES
Payments are due every Fridays by 7:00 PM to cover the upcoming week. Late pick up fee is $3.00 per minute.
A late charge of $30.00 per day will be assessed to fees not paid on time. A fee of $15.00 will be assessed on
returned checks. There are no refunds.

Matters of Money:
All payments are due Fridays by 7:00 PM and on the chosen day prior to childcare services being
provided. After 7:00PM, the late fee will be assessed. If payment is not made, childcare will not proceed
until payment, including all late fees, is made. If a period of 1 week passes without payment received, the
contract will be terminated, the position filled, and the collection process begun. You will be responsible
for any costs related to collection of the childcare fees. These costs will include late fees, days of loss
wages, cost fees and childcare fees. Cash or Check is accepted, and a receipt will be given upon request. A
year-end statement of all childcare fees paid will be provided within the first month of the New Year. A
fee of $50.00, plus any additional costs we incur, along with late fee will be charged to you for a returned
check. All future payments must then be made by cash. Childcare fees are due regardless of whether
your child attends or not. You are paying for a position, as well as a service. No refunds are given
for late arrivals or early departures. All childcare services will be contracted. The contract is a legal
document obligating us to provide a service for you and obligating you to pay for that service. There
are other requirements in the contract. We urge you to thoroughly read the contract/handbook and
realize that it is legal, and you will be held liable for each item of the contract. By signing it, you are
accepting it in all its terms. Enrollment Fee and deposit equal to 1 week’s childcare service will be
payable upon enrollment. You are welcome to send your child into Daycare or request in-home care for a
period equal to the payment received. A slot will be considered open until the enrollment and first weeks’
fees are received.
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FINAL NOTICEBy signing this contract agreement, you agree to ALL terms outlined in this handbook, specific to services
you will be utilizing. If you remove your child(s) from care before the end of the week, you must pay
balance owed prior to terminating immediately.
I have read and understand this contract is between Cyn's Play Place, LLC Childcare Provider, and
____________________________________
(Parents or Guardian)

CHECK ONE
_______IN-HOME SERVICES
_______DAYCARE

CHILD(S) INFORMATION
NAME: _____________________________ BIRTHDATE: ____________
NAME: _____________________________ BIRTHDATE: ____________
NAME: _____________________________ BIRTHDATE: ____________
NAME: _____________________________ BIRTHDATE: ____________
PARENT(S) NAME(S): ___________________________________________________
HOME ADDRESS: _______________________________________________________
HOME TELEPHONE NUMBER: __________________________________
MOTHER’S CELL NUMBER: ___________________________________
MOTHER’S WORK NUMBER: ____________________________________
FATHER’S CELL NUMBER: ____________________________________
FATHER’S WORK NUMBER: _____________________________________
E-MAIL ADDRESS FOR DAYCARE RELATED CORRESPONDENCE:
____________________________________________
REQUESTED SCHEDULE: M_________ T_________W_________ T__________ F_________
S__________ S __________
HOURS PER WEEK: ____________
My rate for care will be _________ per week / per day: __________. Childcare will begin on ______________.

By providing your signature(s) you agree to the terms and conditions of this handbook and agree to abide by them completely.
Failure to do so may result in removal of child(s) from program.
PARENT(S)/GUARDIAN SIGNATURE: _________________________________________
STAFF/EMPLOYEE SIGNATURE: _______________________________________
DATE SIGNED: ____________________

PARENT PAYMENT AGREEMENT
This agreement contains the financial terms for childcare for the following child(ren):

which are agreed between Cyn’s Play Place, and their parent(s)/legal guardian(s):
.
The hours and days agreed upon for care are as follows:
DAY

FROM (AM/PM)

TO (AM/PM)

Sunday
Monday
Tuesday
Wednesday
Thursday
Friday
Saturday
Notification must be made, in writing, if any changes are needed to these hours. Two weeks
notice is required for permanent changes in schedule. Parents agree to pay childcare according
to schedule.
Parent(s)/Legal Guardian(s) have agreed to pay $
_

per

, every

for childcare. Payments may be made via debit/credit card online or by invoice.

Please refer to the Parent Handbook for late fees & charges.
Parent/Guardian’s Signature:

Date:

Admin’s Signature:

Date:
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Emergency Contact and Medical Information

Child’s Name _________________

Date of Birth ____________

Address___________________________

City, State, Zip Code

Sex____________

Address _________________________________

City, State, Zip Code

Alternative Emergency Contacts

Primary Emergency Contact

Secondary Emergency Contact

Phone _______________

Phone _______________

Address

City, State, Zip Code

Address

City, State, Zip Code
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Medical Information

Hospital/Clinic Preference

Phone
Physician’s Name ____________________________ Number________________

Insurance Company ___________________________Policy Number _________________

Allergies/Special Health Considerations

Please list any medications currently taking and times to administer.
-

This waiver applies only if neither parent/guardian can be reached in the case of an emergency.

Parent’s/Guardian’s Signature ___________________ Date_________________
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GETTING TO KNOW YOUR INFANT
Please fill out this form for your child ages 0 to 18 months. It will help get to know your child better.
Thank you☺

Child’s Name: ____________________________

Child’s Date of Birth:______________________________

____Pre-Mature Birth ____Full-Term

Child’s Birth Weight: _________

Home Birth or Hospital

Child’s General Mood: Are they mostly happy, fussy, colicky, what?
___________________________________
Has child stayed with anyone else besides parents? __________ If so who? ____________________________
Is child bottle or breast-fed? _______________If using both, when do you use bottle vs. breast? __________
______________________________________________________________________________________
How do you give bottle, room temp., warmed, cold?
________________________________________________
If you warm the bottle, what procedure do you use to warm bottle?___________________________________
Does the child hold his/her own bottle? ______________________________________________________
Is child on formula or milk? ___________
What kind of milk or formula do you use? _______________________
Is child on baby cereal? ______________ List the kinds you use: ____________________________________
Is child on strained or other baby foods? ___________________________________
List the varieties you use (fruits, veggies, etc.): __________________________________________________
Food likes: ____________________________
Food dislikes:
___________________________________
List amounts of food, types of food and times your child usually eats below:
Breakfast ______________Lunch_________________Snack___________________________________
Will your child have a bottle or breast fed before arriving? ___________________________
Will your child need breakfast? _______________________________________________
Does your child use a pacifier? __________ When? ________________________________
Does your child need a special comfort item to sleep with? ________
What is it?
___________________________________________________________________
Does your child sleep through the night? _______________
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IF not, how often do they wake and what do you do when they wake – feed, rock change etc.?
_______________________________________________________________
When does your child wake in the morning? _______________________________________________
When does your child nap morning? ___________________ Afternoon? ________________
Please list any other important information or special instructions on the care of your child below:
_________________________________________________________________________________________
_________________________________________________________________________________________

Signature _________________________

Date_______________
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Please fill out this form for your child/children ages 18 months and older.
Child’sName________________________________
Date_______________________

1.

What time does your child go to bed at night?___________ morning? ____________

2.

Will breakfast need to be served and does your child snack at home? ____________________________

3.

Please list your child’s most likes foods;
Breakfast______________Lunch_________________Snack_________________Dinner________

4.

List the foods your child likes least or just will not eat____________________________________________

5.

Does your child usually take naps? How long? Times of naps?
________________________________________________________________________________

6.

Does your child have any fears? _____________________________________________________
____________________________________________________________________________

7.

Type of pets at home? __________________________________________

8.

Has child stayed with any other adults besides parents? ___________________________

9.

What is your child’s favorite toys? Books?_______________________________________
____________________________________________________________________________

10. What activities does your child spend most of their time doing at home? ______________________
________________________________________________________________________________
11. Does your child have any habits or mannerisms? If so, please
describe__________________________________________________________________________
12. What are your accustomed methods of reassuring and rewarding your
child?______________________________________________________________________________

13. What are your accustomed methods of responding to your child’s negative
behavior?__________________________________________________________________________
14. Do you have any outstanding concerns? _______________________________________________
Please add any comments that may help us to understand your child.
_______________________________________________________________________________________
________________________________________________________________________________________

Signature ________________________

Date______________
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Photo, Voice, Website, Facebook, and Video Permission Form

Waiver and Release
I/we hereby consent to the use of the voice or the likeness in photographs, audio, or on videotape of
___________________________________ (name of child) by Cyn’s Play Place, LLC in the
production of business flyers, newsletters, websites, voice mail messages, videotapes, and any other
advertisements or promotions Cyn’s Play Place, LLC may decide to develop, now or in the future.
In addition, I/we hereby consent to the use of the voice or likeness in photographs or on videotape
of ___________________________ (name of child) by Cyn’s Play Place, LLC to be posted on my
Facebook page. [Note: this permission could be limited to one or a few photos, rather than this
general permission.] I/we also hereby agree to waive and forgo any right or entitlement of claim
I/we might have to any compensation, fees, or other benefits.
Further, by signing this waiver and release, I/we certify that I/we am/are the legal parent or
guardian of the child identified above.

Parent/Guardian _______________________________________________
Date ________________________
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PERMISSION TO TRANSPORT & TAKE FIELD TRIPS!

I HEREBY GRANT MY CHILD CARE PROVIDER CYN’S PLAY PLACE AND
EMPLOYEE'S TO TRANSPORT MY CHILD IN LICENSED INSURED VEHICLES,
USING FEDERAL APPROVED CHILD SAFETY SEATS AND BELTS ACCORDING TO FEDERAL
LAWS.

I UNDERSTAND THAT MY CHILD IS BEING TRANSPORTED FOR THE FOLLOWING REASON:
__________________________________________________.
IF THIS IS A FIELD TRIP, I UNDERSTAND MY CHILD WILL BE VISITING
______________________________________________________.
I UNDERSTAND THAT MY CHILD WILL BE AWAY
FROM THIS TIME _________________ TO THIS TIME ________________.

THE DATE OF THIS TRANSPORT / FIELD TRIP IS _____________________________.

PARENTS SIGNATURE _____________________

DATE ______________

______________________________________
PROVIDER SIGNATURE
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MOBILE APP: TICKS & TOTS
Ticks & Tots is a Mobile App used by our parents, nannies and teachers to send updates, and
photos of the child to the parent. Set up meetings, check calendar entries, send alerts, and request
before & after school rides; without the hassle of emails and paper reminders. You may access the
app anytime, anywhere! You do not have to wait for an end of the day synopsis of your child, nor
do you have to worry about whether your child made it home after school! -whether you're enrolled
in the Daycare center or just taking advantage of our services!
To Access:
You can download the App from the Apple Store or Google Play Store.
After successfully completing enrollment, we will provide you with your username and password.
(You may change your password at any time) You will need to enter the School ID: CPP001 on
the login page.

To Request A Sitter/Nanny/Ride:
Requesting immediate childcare can be a headache! That's why we make the process easy on your
end and take on the load for finding the best fit!
Simply locate the “Meetings” or “Messages” option and send a message to the Admin or a care/ride
request! You are more than welcome to also call directly if that's even easier for you!
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Live-In Nanny Contract/Agreement
Start Date: _______________
Name(s) of Employer(s): __________________________________
Number of children: _______
Address: _______________________________________________________
Name of Nanny: ________________________
Address: _______________________________________________________

Room and Board: Yes/No
(If yes, provide copy of benefits, such as nanny’s own telephone line (long-distance charges excepted), food stipend or groceries
per week, appliances such as microwave, television, bed, etc.)
__________________________________________________________________________________________________
__________________________________________________________________________________________________
__________________________________________________________________________________________________

Extras: (Gym memberships, eye exam fee, dental cleanings, etc.)
__________________________________________________________________________________________________
__________________________________________________________________________________________________
__________________________________________________________________________________________________

RESPONSIBILITIES
The name and date of birth (DOB) of each child is listed below.
Name ___________________ DOB_____________
Name ___________________ DOB ____________
Name ___________________ DOB_____________
Name ___________________ DOB_____________
Name ___________________ DOB ____________
Name ___________________ DOB_____________

Schedule:
Nanny’s work hours are as follows:
Sunday ___________________________________
Monday _____________________________________
Tuesday _____________________________________
Wednesday ____________________________________
Thursday _____________________________________
Friday ______________________________________
Saturday ____________________________________
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Include hours (am/pm) and days off. ______________________________________
Number of sick days: ________________
Number of personal days: ______________________
Nanny will give employer ______ days’ notice for personal days taken and will call by _______ a.m. the first day of illness.

COMPENSATION
Regular rate of pay = $_______ per hour
+ Overtime rate of pay = $_______ per hour (for more than 40 hours in a week) Total compensation =
$_________ per week Wages will be paid:
Weekly (Every Friday)
Bi-Weekly (Every Other Friday or 26 times per year) Other: ___________________
Fair Labor Standards Act Notes: With very few exceptions, domestic employees are
classified as “non-exempt” (protected) workers, which entitles them to pay for every hour they work
at a rate that may not be less than the federal, state and, if applicable, local minimum wage
rate. Additionally, overtime (time-and-a-half) must be paid for each hour over 40 in a 7day
workweek. Generally, live-in employees are exempt from overtime requirements, however, certain states
such as MD, MA, NY, NJ, MN, CA and ME have special overtime requirements for live-in employees.
Call the IRS at 1800-829-1040 for details.
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MILEAGE & GENERAL EXPENSES
Any miles driven while on the job using the employee’s car will be reimbursed at the IRS Mileage
Reimbursement Rate, which covers the cost of gasoline as well as general wear and tear on the
car. Employee will maintain a mileage log and submit to employer for reimbursement at the end
of the pay period. The current IRS mileage reimbursement rate is 53.5* cents per mile. All other
pre-approved, work-related expenses will be reimbursed at cost. Employee will keep all receipts
and submit to employer for reimbursement at the end of the pay period.

TAX WITHHOLDING/REPORTING
Employer may or may not opt in withholding the required Social Security & Medicare taxes from the employee’s pay,
along with income taxes per the employee’s instructions on Form W-4 and all other applicable state taxes. (Based on W-2
or 1099 classification).
All tax withholdings will be remitted to the state and federal tax agencies on or before the household employment tax
deadlines. In addition, employer will match the employee’s Social Security & Medicare contributions and make
contributions to the state and federal unemployment insurance funds on behalf of the employee. Employer will provide
employee with Form 1099 at the end of the year (by January 31). Employer will report employee’s earnings to the Social
Security Administration so that employee receives appropriate retirement benefits.

TAXES:
___ Employer will deduct all applicable taxes from the nanny’s paycheck and make tax payments to the IRS. Refer to
www.IRS.gov for options.
___ Employer will not deduct taxes from nanny’s paycheck. Nanny will be responsible for paying all applicable taxes as
an Independent Contractor.
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TAX-ADVANTAGED BENEFITS
In addition to the wages stated above, employer will contribute to the following employee expenses. These amounts are
considered “non-taxable” compensation (up to the limits noted below), meaning neither employer nor employee will pay
any taxes on this portion of the compensation (check any that apply):
___Health Insurance at $__________ per month (up to total amount of premium)
___Public Transportation at $__________ per month (up to $255*/month)
___Parking at $____________ per month (up to $255*/month)
___Rent at $___________ per month (up to $5,250* per year)
___Mobile Phone service at $__________ per month (up to total amount of bill)
*Rates and limits vary in some locations and are subject to change. Call the IRS at 1800-829-1040 for details.

Health Insurance:
___ Employer agrees to pay (all or put specific dollar amount) of the nanny’s health insurance, provided by
________________ (Health Insurance Company).
___ Employer will not provide health insurance.

Paid Vacation:
______ week(s) per year. Nanny will give employer ______ weeks’ notice of any upcoming vacations.
___ Nanny will be paid for week’s employer is on vacation.
___ Nanny will be paid for weeks’ she is on vacation.
___ None

PAID TIME OFF
Employee will receive the following paid time off:
Sick Leave (_____ hours per year). ____ week(s) notice is requested for any appointments, etc.
which may cause the employee to miss work.
Vacation (______ hours per year). Employee will provide vacation request at least ___ week(s) in advance.
Paid Time Off Notes: Families are not required by federal law to provide paid time off.
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However, there are several cities/counties/states that mandate paid sick leave and/or vacation.
Paid holidays: Yes/No
7. HOLIDAYS
Employer will provide the following PAID Holidays (check any that apply):
__New Year’s Day
__Martin Luther King, Jr.’s Birthday
__President’s Day Memorial Day
__July 4th
__Labor Day
__Thanksgiving Day Christmas Day

Employer will also provide the following UNPAID holidays (check any that apply):
__New Year’s Day
__Martin Luther King, Jr.’s Birthday
__President’s Day Memorial Day
__Fourth of July
__Labor Day
__Thanksgiving Day Christmas Day

*Holiday Pay Note: Families are not required by law to provide paid holidays.
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CONFIDENTIALITY
Employee understands that all private information obtained about the employers or their dependents during employment,
including but not limited to medical, financial, legal, and career, are strictly confidential and may not be disclosed to any
third party for any reason.

GROUNDS FOR TERMINATION
The following are grounds for immediate termination:
Allowing the safety of the dependent(s) to be compromised
Inconsistent or non-performance of agreed-upon job responsibilities
Stealing
Misuse of family automobile
Breach of confidentiality clause
Persistent absenteeism or tardiness
Unapproved guests
Smoking or consumption of alcohol while on duty
Use of an illegal drug

Dishonesty

Parenting Philosophy:
Sleep method: (specify nap time each day; whether nanny can let baby cry it out, and for how long, how many times
during the day the nanny should put the baby down, etc.)
_________________________________________________________________________________________________
________________________________________________________________________________________________
Discipline: (specify whether you want the nanny to discipline your child and method to be used.)
_________________________________________________________________________________________________
_________________________________________________________________________________________________
Television: Yes/No If yes, how many hours a day /hour _____________

Meals: (List how many meals a day, what your child can eat, and what not to eat.)
______________________________________________________________________________________________
______________________________________________________________________________
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Hygiene: (List specific rules: for example, nanny must wash hands before and after diapering, etc.)
________________________________________________________________________________________________
______________________________________________________________________________
Safety: (Specify areas in your house and outside where your child/children is not allowed, and
other safety rules to be enforced)
_____________________________________________________________________________________________
______________________________________________________________________________
Authorization to release child: (List anyone who can visit or pick up your child during the day, for example, grandparents,
your sister, etc.)
_________________________________________________________________________________________________
____________________________________________________________________________________________

Emergencies:
If a medical emergency arises, the nanny should (list appropriate measures here). (Enclose a letter authorizing your
nanny to take your child/children to the doctor or emergency room and seek medical care.) Nanny must contact the
parents immediately.
Mother’s number __________________
Father ‘s number ___________________
Grandparent’s number ________________________________

Reviews, Raises, and Grievance Procedures:
It is encouraged for the employer to review the nanny every month. Cost-of-living raises will be given,
Circle one: every (year/ years/depending on review).
If nanny has a grievance, she can (list appropriate measure here).
___________________________________________

Changes and Amendments:
In the event of the birth of another child, nanny and employer must discuss first if nanny wishes to continue
employment, or if she will receive more money for the care of the new baby, and how much.
Contract can be changed or amended if both parties agree: Yes/No
Additional Information
______________________________________________________________________________________
______________________________________________________________________________________

Notice of Termination:
The nanny must give, _____weeks’/_____months’ notice of termination in writing. The employer must give the
nanny _____ weeks’/______months’ notice if her services will no longer be required. Should the employer
terminate the agreement, employer agrees to pay all wages up to and including nanny’s last day of work.
Employer hereby agrees to be fully bound by the terms of this contract.
Employer Signature: _____________________________________
Printed Name: __________________________________________
Date: _______________
Employee hereby agrees to be fully bound by the terms of this contract.
Employee Signature: _____________________________________
Printed Name: __________________________________________
Date:_________

