
Provider Policies and Procedures 

In accordance with Ohio Administrative Code 5101:2-13-07 

Provider Name: 
      

Email Address: 
      

Phone: 
      

Street Address: 
      

City: 
      

State: 
      

Zip:  
      

Date Created/Revised:  
      

 

General Information 
2.  Program Philosophy: 
      
 
 
 
3a.  Days and hours of operation: 

Day From: To: 
Mon             
Tue             
Wed             
Thu             
Fri             
Sat             
Sun             

 

3b.  The program is scheduled to be closed on the following days: 

 New Year’s Day          
 Memorial Day          
 July 4th           
 Labor Day          
 Thanksgiving Day         
 Christmas Day          
                
               

3c.  Basic Daily Schedule: 
      
 
 

4.  Staff/child ratios and group size:  
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General Information 
5.  The following meals and snacks are provided: 
      
 
 
 

6.  Outdoor play including limitations to outdoor play because of weather or safety issues:  (Note:  Include your policy 
for outdoor play.  Include a statement about what conditions (i.e., weather) will keep you from playing outdoors. 
Refer to Rule 5101-2-13-07.) 
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General Information 
7.  Parents can be involved in activities in the following ways: 
      

8.  Parent and provider meetings:  (Note:  Outline your policy for meeting with parents about their children.  If you 
have an open-door policy, be sure to say that.  Otherwise, outline how a parent would schedule a meeting with 
you to discuss their child’s development.) 
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General Information 
9a.  Payment Schedule: 
      
 

9b.  Overtime/late Pick-up Policy and Fees: 
      

9c.  Registration Fees: 
      

10.  Breastfeeding Mothers:  (Note:  Identify a location of onsite space for mothers to breastfeed and/or pump 
breastmilk) 
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Policies and Procedures 
1.  Enrollment Information: 
      
 

2.  Care of Children without Immunizations: 
      
 

3a.  Arrival and Departure Policy: 
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Policies and Procedures 
3b.  Absent Day Policy: 
      
 

3c.  Releasing Children to Someone Other than the Parent: 
      

3d.  Releasing Children According to Custody Agreement: 
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Policies and Procedures 
3e.  Follow up when Children Scheduled to Arrive from Other Programs/Activities Do Not Arrive: 
      

4.  Supervision and Child Guidance: 
      
 
 
 
 

5.  Parent Provided Food and Provider Dietary Policy: 
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Policies and Procedures 
6a.  Management of Illness (including whether or not the provider will care for sick children, isolation, symptoms for 
discharge): 
      
 
 
 
 

6b.  Return Policy for Children Who Have Been Ill: 
      
 
 
 
 

6c.  Notification of Ill Child: 
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Policies and Procedures 
7.  Procedures for Emergency, Serious Illness, Injury: 
      
 
 
 
 

8a.  Administration of Medication, Food Supplements, and Modified Diets: 
      
 
 
 
 

8b.  School Age Children and Medication: 
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Policies and Procedures 
9a.  Transportation for Trips: 
      
 
 
 
 

9b.  Transportation for Emergencies: 
      
 
 
 
 

10.  Water activities and Swimming: 
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Policies and Procedures 
11a.  Infant Care 
      
 
 
 
 

11b.  Frequency of Diaper Checks 
      
 
 
 
 

12.  Napping and Resting 
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Policies and Procedures 
13.  Evening and Overnight Care: 
      

14.  Program Closure Policy (Inclement Weather or Other Closings): 
      
 

15.  Substitute or Child Care Staff Member Policy:  (NOTE:  Refer to  OAC 5101: 2-13-08) 
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http://codes.ohio.gov/pdf/oh/admin/2017/5101_2_13_08_ph_of_a_app3_20170803_1410.pdf
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Policies and Procedures 
16.  Disenrollment Policy: 
      
 

17.  Conflict Resolution Policy: 
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Policies and Procedures 
18.  Emergency Transportation Policy: 
      
 

19.  Formal Child Assessment Policy: 
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	Provider Name: Yolanda Zezima
	Email Address: HEAVENLYHANDSLOVELEARNING@GMAIL.COM
	Phone: (513) 996-9452
	Street Address: 11788 Hamlet Rd
	City: Cincinnati
	State: Oh
	Zip: 45240
	Date CreatedRevised: 03/25/2021
	2  Program Philosophy: Our mission here at Heavenly Hands Love and Learning Development Center is to be dedicated to our children and families. I strive for our children to be independent thinkers through a play-based learning environment. We will care for the children as if they are our own!
	FromMon: 6:00am
	ToMon: 6:00am
	FromTue: 6:00am
	ToTue: 6:00am
	FromWed: 6:00am
	ToWed: 6:00am
	FromThu: 6:00am
	ToThu: 6:00am
	FromFri: 6:00am
	ToFri: 6:00am
	FromSat: 6:00am
	ToSat: 6:00am
	FromSun: 6:00am
	ToSun: 6:00am
	3c Basic Daily Schedule: 3c. Basic Daily Schedule:6am-7am wake up/morning hygiene7am-8am Breakfast8am-9am Circle/Family Time 9am-9:45am Small Group/Free Play9:45am-10:15am Outdoor Play/Indoor Fitness 10:15am-10:45am Handwashing/AM Snack 10:45am-11:45am Art11:45am-12pm clean up/handwashing12pm-1pm Lunch1pm-2:30pm Nap/Rest/Quiet Activities 2:30pm-3pm Handwashing/ PM Snack 3pm-3:15pm Story Time3:15pm-4:15pm Free Play 4:15pm-5pm Outdoor Play/Indoor Fitness5pm-6:00pm Table Toys6:00pm-7:00pm Handwashing/Dinner  7:00pm-8pm Free play/homework 8pm-8:45pm Wind Down/Books 8:45pm-9:15pm Bedtime Prep/evening hygiene 9:15pm-9:30pm Story time 9:30pm-6am Bedtime
	4  Staffchild ratios and group size: My ratio is 1:6, one provider to 6 children. I will care for no more than 6 children at any one time; no more than 3 of these children will be under two years of age. My children under the age of 6 years old are included in the group size and ratio.
	5  The following meals and snacks are provided: Breakfast 7:00amAM Snack 10:15amLunch 12:00pmPM Snack 2:30pmDinner 6:00pm
	6  Outdoor play including limitations to outdoor play because of weather or safety issues Note Include your policy for outdoor play Include a statement about what conditions ie weather will keep you from playing outdoors Refer to Rule 510121307: Children will  be taken outside when the temperature is between 25 degrees and 90 degrees Fahrenheit. If the situation requires it we will also adjust outdoor time due to rain, threatening weather, ozone warnings, etc. We will follow the weather closely and make sure children have access to water for hydration and we will include bathroom breaks as needed.On days that outdoor play is not provided due to these conditions, we will include a time for indoor gross motor activities such as dancing and exercising.
	7  Parents can be involved in activities in the following ways: We encourage parents to continuously be involved in the program, it can be reading stories to the children, or participating in family days that are scheduled in the family childcare home. Any ideas you as parents would like to bring forth please share them with myself and I will try to accommodate them. Parents are encouraged to be a part of the functionality of my family childcare home. It takes a village to raise a child and we encourage parents to be a part of what is happening daily.  
	8  Parent and provider meetings Note Outline your policy for meeting with parents about their children  If you have an opendoor policy be sure to say that  Otherwise outline how a parent would schedule a meeting with you to discuss their childs development: Please know that my family childcare home has an open door policy. I am willing to work with and meet with parents as needed with continued open lines of communication. If there is a matter that needs to be addressed in a manner that requires more time please reach out by phone or in person and we can schedule a meeting during the resting hours of the students.
	2  Care of Children without Immunizations: I will provide care for children who are not immunized, a documented medical exam is still required. Please provide proper paperwork from your child(ren)’s doctor. If they are not immunized due to parental conscience, parents will need to provide a written statement as well as a doctor statement that the child is approved for group care and the reason not immunized is needed.
	3a  Arrival and Departure Policy: An adult must accompany the child into my home, and it is strongly encouraged to speak with the provider if only briefly, to let them know of the child's temperament, how they slept the night before, if they’ve eaten, any thing that may affect the child's behavior that day. Leaving your child can be very difficult for both of you. A few tips for a successful drop-off involve making it quick and sticking to a routine. This can be an “I love you; you’re going to have a great day!” with a hug and a kiss and then leave. The longer you linger in the room, the harder it is! Also, be reliable. If you tell your child that you will pick them up before nap time or after snack, do it. If nap time comes, you're not there, it will be hard on your child. Please make sure to speak with me once you have picked up your child, so that I am aware they have left my home with an appropriate adult.
	3b  Absent Day Policy: If your child will not be needing care, please call me by 7am. You will be responsible for payment, if you notify me later than 7am that your child will not be attending that day.
	3c Releasing Children to Someone Other than the Parent: Whoever is picking up your child has to be listed as an emergency contact and have a valid ID. Please make sure the pick person is aware to speak with me before leaving my home with the child.
	3d  Releasing Children According to Custody Agreement: If a custody agreement is in place, a copy of the agreement must be provided.  It is the parent's responsibility to provide current orders if there are changes made to the agreement.  I am required to follow the custody agreement and all court orders.
	3e  Follow up when Children Scheduled to Arrive from Other ProgramsActivities Do Not Arrive: If a child is coming from another location and the child has not arrived within 5 minutes of the scheduled time a call will be placed to the parent and to the location the child is coming from to locate the child.
	7  Procedures for Emergency Serious Illness Injury: Parents will be notified of any emergencies as soon as children are safe by phone at the telephone number that is on file with me. Evacuation plans and proof of drills are posted in the daycare.  During an evacuation, relocation, or sheltering/ lock-down my first responsibility is to move the children to a designated safe area or alternate shelter known to all household members, caregivers/ parents.  If we need to evacuate the home, we will go to the stop sign across the street, at the corner.If there is a mild injury/incident I will complete the JFS 1299 Incident/injury Report for Child Care. I will hand the form to the parent at pick up time and file a copy in the child's records. If there is a serious injury/incident, I will call 911, and complete the notice of serious injury/incident in the state OCLQS System by the next business day. A copy will be provided to the parent 
	8a  Administration of Medication Food Supplements and Modified Diets: I will administer prescription and non-prescription medication with the completed JFS 01217 Request for Administration of Medication on file.  Prescription medicine must be in the original container, with the child’s name, date and dosing instructions.  The first dose must be given at home.  Children with special health conditions, including those that require medication, must also have the completed JFS 01236 Child Medical/Physical Care Plan form on file, in addition to the JFS 1217.
	8b  School Age Children and Medication: School age children may not carry their own emergency medications.  All medications will be given to the provider.
	9a  Transportation for Trips: I will not provide any type of transportation.
	9b  Transportation for Emergencies: All children within care will be required to have permission to be transported by emergency services in the event of an emergency situation. In the event an emergency situation takes place, calls to the emergency department will take place first and then to the parents.
	10  Water activities and Swimming: There will be no swimming or water activities
	11a  Infant Care: Infants will sleep on demand in a crib or playpen free of items. No pillows, blankets or toys are permitted in the crib/playpen. Infant breast milk bottles must be labeled with the child's first and last name, the date pumped, and the date of preparation.Infant formula bottles must be labeled with the child's first and last name and the date of preparation.Parents must provide diapers and wipes and should send at least 4-5 bottles a day for their infant.  Parents are responsible for providing baby food as well.
	11b  Frequency of Diaper Checks: Diapers will be checked every 2 hours and changed immediately when wet or soiled.
	12  Napping and Resting: I will provide a quiet space for children who want to rest, nap, or sleep.Nap and rest time will be in accordance with the developmental needs of the child. Rest or nap areas will be lighted to allow for visual supervision of all children at all times.Any child who does not fall asleep during a designated nap time will have the opportunity to engage in quiet activities such as reading books, writing on pad etc.Infants 0-18 months will sleep in a crib or playpen. Infants 12 months to 18 months may sleep on cot with written parental permission, if the parent does not give permission the child will continue to use a playpen or crib for nap time. Children 18 months and older will sleep on a cot. Parents are asked to supply sleep items, pillow and blanket, for their child.  These items will be sent home every week, on the last day the child attends, to be cleaned.  If these items become soiled or dirty before the last day, I will provide a clean blanket and pillow and items may be sent home sooner.
	13  Evening and Overnight Care: I will remain awake until all children are asleep. There will always be a monitoring device that ensures sight or hearing of children. Adequate lighting will be ensured through out the home so that children can be seen by the provider at all times. When parents arrive or depart after daylight hours outdoor walkways and entrances will be adequately lighted for safety and security. Each child will be provided with a wash cloth, toothbrush and towel that will be kept in labeled individual containers. Each child will be provided with an individual crib, playpen, cot, mattress, couch or bed. School age children will be separated by gender during washing and while changing clothes. The parent must provide the child with comfortable sleeping clothing. Bedtime routines will be established with children to make them comfortable. There will be activities before bedtime which allows for children's individual choices and needs.
	14  Program Closure Policy Inclement Weather or Other Closings: In the event of a closure due to inclement weather a message will be sent to all parents immediately as the decision to close has been made. Please know the decision is made based on the safety of all involved.  I do not provide care for school aged children. 
	15 Substitute or Child Care Staff Member Policy NOTE Refer to OAC 5101 21308: If I have to close the program for any length of time, there is not a substitute staff, so parents are responsible for making other arraignments.
	16  Disenrollment Policy: It is expected that parents will give a two-week written notice upon withdrawal from my program. I reserve the right for immediate dis-enrollment for the following reasons:1. A child’s needs cannot be met at the Child Care.2. A child’s behavior that cannot be managed despite a documented intervention plan and accommodations.3. Parent/Guardian/Child non-cooperation with provider.4. Tuition nonpayment issues which are not worked out with the provider.5. Children will not be accepted if parents/guardians refuse to grant consent for transportation for emergency treatment.Any other situations, I will give the parent a two-week notice requiring dis-enrollment of their child.A signed statement from parent/guardian verifying review and receipt of written policies and procedures must be completed at the time of enrollment
	18 Emergency Transportation Policy: The caretaker will be notified if emergency transportation is needed and 911 may have to be called to transport the child. I will not provide services to children whose parent refuses to grant consent for transportation to the source of emergency treatment.
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	Text1: Payment is due every week on Mondays. If not paid by Tuesday of the following week, you will incur a $15.00 late fee. If the balance isn't paid in a timely manner, your child will no longer be able to receive care until balance and fees are paid in full. 
	Text3: There is a late fee of $1.00 per minute for each minute you are late after the agreed upon pick up time.   At 5 minutes past your end time the parent will be called and made aware. The person picking up will receive an "Oops! You're late!" form to be signed. If you are unable to be contacted we will then contact all the members listed on the emergency contact form. If we are unable to reach anyone we may contact the police department.
	Text4: There is a registration fee of $25 per child.
	Text5: Mothers may use the bathroom or a bedroom, if they wish to breastfeed and or/pump.
	Text6: Heavenly Hands Love and Learning Center will provide care for children 6 weeks till a child enrolls in Kindergarten.   An enrollment form (JFS 1234) will be given to the caretaker to fill out before the child can start. A medical form must be completed within 30 days of the child's first day of care by the child's physician. Medical forms must be updated every 13 months. Enrollment forms must be reviewed/updated yearly assuring all information is up to date.
	Text7: Children will always be in providers sight or hearing at all times. Negative behaviors will be addressed according to appropriate child development. Provider will always make sure they are on child’s level, encourage dialogue, and when needed children may go to the calm down space which includes books, stuffed animals, pictures and calming music.  If a child is separated from the situation in the calming down space, they will be separated for no more than one minute per each year of the child's age and this will not be used with infants.  The reason for the separation and expected behaviors will be discussed prior to returning to the group. It is our priority to keep our children safe, as well as ensuring that they feel safe. If a problem appears, we will first redirect the child for the first few offenses telling them that their behavior isn’t nice and not to do it again. I will also discuss the behavior with the parents so they can address it at home. If the problem persists, we will contact the parents again, this time filling out a behavior form. Depending on the behavior and the choice of the provider, termination of care is possible.
	Text8: Children will not be accepted when they are too ill. If they become ill while in my home, I will notify the caretaker via text or phone call immediately and the child will be isolated away from other children and kept in sight or hearing of the provider, until the caretaker arrives.  I request that ill children are picked up within the hour once parents are notified.SYMPTOMS FOR DISCHARGE• Temperature of at least 100 F• Diarrhea, 3 or more abnormally, unexpectedly or unexplained loose stools within a 24-hour period• Severe coughing, causing the child to become red or blue in the face or to make a whooping sound• Difficult or rapid breathing• Yellowish skin or eyes• Redness of the eye or eyelid, thick and purulent (pus) eye discharge, matted eye lashes, burning itching or eye pain• Untreated infected skin patches, unusual spots or rashes• Unusually dark urine and /or gray or white stool• Stiff neck with elevated temperature• Evidence of untreated lice, scabies or other parasitic infestations• Sore throat or difficulty in swallowing• Vomiting more than 1 time or when accompanied by any other sign or symptom of illness
	Text9:  The child can return to child care when they have symptom-free and pain-free for at least 24 hours, without taking medication.
	Text10: If your child is sick, please keep them home. If they become sick while in our care, we will call for them to be picked up. Please have someone available to pick up listed on the child’s emergency card. 
	Text11: I do not provide formal assessments at this time. Once SUTQ rated I will begin the process of formal assessments. 
	Text12: We serve 3 meals and 2 snacks a day therefore there is NO need to bring food with your child to childcare. The weekly menu will be posted for parents to view and a copy will be made available for you to take home.  If your child has a food allergy PLEASE make sure to put this on their enrollment form (JFS 01234) and I will make the food substitutions needed for them.  Written instructions from a physician must be completed and kept on file along with a JFS 1217 whenever a food supplement is to be administered to any child or an entire food group is to be eliminated.  If a special diet is required due to cultural or religious reasons, that is not a part of my program then the parent will be required to complete written instructions, signed and dated. If your child/children have a special diet or have allergies to certain foods, you will need to fill out the Child Medical/Physical Care Plan for Child Care (01236) and then I will supplement the food for your child.  
	Text13: Communication is always a priority. If an incident arises please reach out immediately giving full details of the circumstances and the impact of the situation. At that time I will look into the situation and try to come to a resolution that meets the needs and best interest of the child, family, and my program.If for any reason a parent has an issue with the family childcare home and feel that they cannot resolve it with the provider, they may call Hamilton County Job and Family Services Child Care Unit at 513-946-1800. 


