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WWeellccoommee  LLeetttteerr  
  

 
Dear Parents: 
 
We welcome you and your child to our early care and education program.  Here at KIDCO we aim to provide 
each child with fun and creative experiences that foster their cognitive, social, creative, emotional and physical 
development. 
 
We make it our priority to surround your child with learning opportunities within a curricular framework that 
promotes children’s total growth and development.  In order to meet this enormous task, we count on you to 
share information about your child as a learner that will become part of their daily experiences.  These are 
valuable contributions you make to your child’s education both at the center and at home, today and in the 
future. 
 
KIDCO recognizes how important it is to provide young children with nurturing, challenging and diverse 
environments that support active learning and build positive self-esteem.  We accomplish these goals by being 
a quality early care and education program.  KIDCO is a professional, community-based organization, with an 
active Board of Directors, Board of Trustees and Parent and Policy Committees.  KIDCO keeps up to date with 
research-based trends and applies best practices to the daily curriculum.  This requires credentialed, well-
informed adults.  Our teachers, teacher assistants, and service area personnel give children the necessary 
guidance, structure and flexibility they need, as they become active, life-long learners.  
 
These goals and expectations depend upon your help and cooperation as parents.  In this manual you will find 
important information pertaining to you and your child; information necessary for the school year.  We 
encourage you to read this handbook carefully and come visit us with your questions whenever you need 
further information. 
 
We are doing all we can to make your time at KIDCO Creative Learning, Inc. an enjoyable, growing experience 
for you, your child, and your family.  We are sure that with your support we will have a very exciting school 
year. 
 
You may visit our webpage for more information about KIDCO:  www.kidcoedu.org.  
 
Thank you, 
 

 

 Board of Directors         

     KIDCO Executives                

        Team KIDCO 

KIDCO Personnel 
  

  

http://www.kidco-childcare.org/
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VViissiioonn  
 

To provide quality early care and education services to children between birth to age five, and 
extended care including comprehensive services to families and a support system to assist families in 
their developing role as productive members of society, therefore, making their communities a 
better place to live. 

  

MMiissssiioonn  
 

To continue providing and expanding our quality, comprehensive, and affordable early care and 
education services in Miami-Dade County, to children and families in order to assist them in gaining 
the essential skills young children need to make a successful transition to kindergarten, ready and 
eager to learn. 

  

PPhhiilloossoopphhyy  
  

  

WWee  bbeelliieevvee  tthhaatt  eeaarrllyy  ccaarree  aanndd  eedduuccaattiioonn  pprrooggrraammss……  
 

 are essential to our communities and 
overall society  

 are a vital part of our country’s 
economic growth  

 must be available to ALL young children   

 have an obligation to research-based 
trends 

 must support and respect cultural, 
linguistic and ethnic diversity  

 need to support staff and provide a staff 
development component 

 must coordinate and collaborate with 
other social service programs in each 
community 

 must support hands-on, play oriented 
learning opportunities 

 involve parents in their children’s early 
education 

 provide extended hours of care to meet 
the needs of our parents 

 supplement children with three 
nutritionally balanced meals per day 

 provide children with adequate 
experiences in and out of our facilities 
through planned visits and field trips 

 provide developmentally appropriate 
curriculum, equipment and materials 

 provide outdoor play experiences with 
safe and appropriate equipment 

 collaborate and participate in 
community events initiated by our 
funding agencies  

 continue our search to increase our 
funding base to ensure quality services 

 

 

 
 

“We do no great things, only small things with great love” 
-  Mother Teresa 
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MMyy  RReessppoonnssiibbiilliittiieess  aass  aa  KKIIDDCCOO  PPaarreenntt  
 

 To learn as much as possible about the program, the services offered and to take part in policy decisions. 
 

 To accept KIDCO and the early care and education it offers all children, as an opportunity through which I 
can improve my life, my children’s life and my family’s life. 

 
 To ensure that my child has all required screening and health services prior to entering into the program 

and that these records will be kept up-to-date throughout my child’s life.  
 

 To ensure that my child has all required immunizations and necessary tests up to date.  
 

 To take part in the classroom as an observer, a volunteer, or a paid employee and contribute my services 
in whatever way I can toward the enrichment of the total Agency including providing input to the daily 
learning curriculum. 

 
 To provide parent leadership by taking part in annual elections and to explain the program to other 

parents, encouraging their full participation. 
 

 To welcome teachers and staff into my home, if agreed upon, to discuss ways in which I, as a parent, can 
help the development of my child at home in relation to school experience. 

 
 To work with teachers, staff, and other parents in a cooperative manner. 

 
 To offer constructive criticism of the program, to defend it against unfair criticism, and to share in its on-

going evaluation process. 
  

  

  

PPoolliicciieess  aanndd  PPrroocceedduurreess  
 

 
 

 

DDaayyss  &&  HHoouurrss  ooff  OOppeerraattiioonn  
  

DDAAYYSS::                                          MMoonnddaayy  tthhrroouugghh  FFrriiddaayy  
  
HHEEAADD  SSTTAARRTT                  77::3300  AAMM  --  44::0000  PPMM  
  
EEAARRLLYY  HHEEAADD  SSTTAARRTT::      77::3300  AAMM  --55::0000  PPMM  

 
 

AArrrriivvaall  
 

KIDCO opens at 7:30 AM and yoouu  aarree  eexxppeecctteedd  ttoo  
bbrriinngg  yyoouurr  cchhiilldd  iinn  bbeettwweeeenn  77::3300  aanndd  88::4455  AAMM 
before all structured activities and classes begin.  
Your child will benefit by becoming part of the daily 
routine, greet their friends, and you will enjoy a 

bbrriieeff  bbuutt  meaningful time with the teacher or 
assistant in the morning as the children arrive.  
 
The daily routine begins at 8:45 AM. As children 
begin to make choices and staff’ guides them 
through their daily schedule. This is usually done 
with “large group time”.  Here children exchange 
greetings, songs and social experiences as they get 
ready to make plans for their day in their learning 
environment. 
 
WWee  ssttrroonnggllyy  ddiissccoouurraaggee  ttaarrddiinneessss  bbeeccaauussee  oonnccee  
cchhiillddrreenn  aarree  ppaarrtt  ooff  tthheeiirr  lleeaarrnniinngg  ggrroouuppss,,  llaattee  
aarrrriivvaallss  bbeeccoommee  iinntteerrrruuppttiioonnss..  
Young children need this time to make choices and 
transition from one experience to another. When 
they arrive late and walk into their classrooms they 
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may feel awkward and uncomfortable.  This is not 
productive or in the child’s best interest. TThheerreeffoorree,,  
wwee  eexxppeecctt  yyoouu  ttoo  bbrriinngg  yyoouurr  cchhiilldd  ttoo  KKIIDDCCOO  oonn  ttiimmee  
eevveerryy  mmoorrnniinngg..    IIff  ffoorr  aannyy  rreeaassoonn  yyoouurr  cchhiilldd  aarrrriivveess  
llaattee,,  wwee  aasskk  tthhaatt  yyoouu  ggoo  ttoo  tthhee  ooffffiiccee  aanndd  ppiicckk  uupp  aa  
llaattee  ppaassss..      
  

Children who arrive between 7:00 AM and 8:45 AM 
are involved in free choice play, breakfast, and 
personal needs including brushing teeth.  
 

Breakfast ends at 8:45 AM. For any child that comes 
in late and wants breakfast, it will be the parent’s 
responsibility to contact their social services worker 
and be escorted to the kitchen where they will 
receive the child’s breakfast.  
 

The parent is expected to sit with the child in 
his/her classroom until the child is finished eating. 
The child is expected to finish breakfast and join 
their classroom activities no later than 9:30 a.m. NO 
breakfast will be served after this time.   
 
 

CChhiillddrreenn’’ss  SSaaffeettyy  
 

JJuusstt  aass  wwee  eexxppeecctt  cchhiillddrreenn  ttoo  aarrrriivvee  oonn  ttiimmee  wwee  aallssoo  
oobbsseerrvvee  sseevveerraall  sstteeppss  ttoo  eennssuurree  tthhee  ssaaffeettyy  ooff  tthhee  
cchhiillddrreenn  aass  tthheeyy  aarree  bbrroouugghhtt  iinn  ttoo  tthhee  cceenntteerr  bbyy  
tthheeiirr  ppaarreennttss..    OOnnee  ssaaffeettyy  mmeeaassuurree  iiss  tthhaatt  ppaarreennttss  
mmuusstt  wwaallkk  tthheeiirr  cchhiillddrreenn  ttoo  tthheeiirr  ccllaassssrroooomm,,  ""ssiiggnn  
iinn""  aanndd  lleeaavvee  tthhee  cchhiilldd  uunnddeerr  tthhee  ssuuppeerrvviissiioonn  ooff  aann  
aauutthhoorriizzeedd  aadduulltt..    CChhiilldren should arrive at the 
designated time according to their program (Head 
Start and others).  However, as stated above, all 
children should be in their classrooms by 8:45 a.m. 
 

A second safety measure pertains to children who 
arrive at KIDCO in a bus; it is your responsibility as 
a parent to make sure the bus driver follows this 
same procedure.  The bus driver MUST leave each 
child under the DIIRREECCTT  SSUUPPEERRVVIISSIIOONN  ooff  tthhee  
aassssiiggnneedd  aadduulltt..      
  

AAnndd  tthhee  tthhiirrdd  ssaaffeettyy  mmeeaassuurree  eennccoommppaasssseess  aa  
‘‘ccoonnttrrooll’’  mmeeaassuurree  ffoorr  ppeeooppllee  ccoommiinngg  iinn  aanndd  oouutt  ooff  
eeaacchh  KKIIDDCCOO  ssiittee..    TThheerree  aarree  tthhee  aacccceessss  kkeeyy  ppaaddss  
llooccaatteedd  aatt  KKIIDDCCOO  IIVV,,  VV,,  VVII  aanndd  VVIIII..    PPaarreennttss  aarree  
aassssiiggnneedd  aa  ccoonnffiiddeennttiiaall  aacccceessss  ccooddee  wwhheenn  tthheeyy  
eennrroollll  tthheeiirr  cchhiilldd  aatt  KKIIDDCCOO  aanndd  tthheeyy  mmuusstt  uussee  iitt  ttoo  
aacccceessss  eennttrraannccee  ttoo  tthhee  KKIIDDCCOO  ssiittee  tthheeiirr  cchhiilldd  iiss  
eennrroolllleedd  iinn..  
  

  

  
PPAARREENNTTSS::  

DDoo  nnoott  lleeaavvee  yyoouurr  ppuurrssee  oorr  wwaalllleett  iinn  yyoouurr  ccaarr  
wwhhiillee  ddrrooppppiinngg  ooffff  oorr  ppiicckkiinngg  uupp  yyoouurr  cchhiilldd..      

WWee  aarree  nnoott  rreessppoonnssiibbllee  ffoorr  SSTTOOLLEENN  IITTEEMMSS..  
  

  

  

   

DDiissmmiissssaall  
  

Dismissal time is the responsibility of the parent 
or adult who is picking up the child.  It is 
extremely important that each child leaves the 
center promptly, unless it has been pre-arranged 
through the office.  Parents must come in, "sign 
out" and pick up their child from the designated 
areas. 
 

  

YYoouurr  cchhiilldd  wwiillll  nnoott  bbee  rreelleeaasseedd  ttoo  aannyyoonnee  ootthheerr  
tthhaann  tthhee  ppaarreennttss;;  lleeggaall  gguuaarrddiiaann  oorr  tthhee  aadduullttss  
lliisstteedd  aass  aauutthhoorriizzeedd  ffoorr  ppiicckk  uupp  oonn  tthhee  cchhiilldd’’ss  

rreeggiissttrraattiioonn  aapppplliiccaattiioonn..    
  

AAnnyyoonnee  eellssee  mmuusstt  ggoo  ttoo  tthhee  ooffffiiccee  ffiirrsstt..  IItt  iiss  tthhee  
ppaarreenntt’’ss  rreessppoonnssiibbiilliittyy  ttoo  iinnffoorrmm  tthhee  AAggeennccyy  ooff  
aannyy  ppiicckk  uupp  aarrrraannggeemmeennttss  tthheeyy  hhaavvee  mmaaddee  wwiitthh  

aannyy  aadduulltt  nnoott  oonn  tthhee  aauutthhoorriizzeedd  ppiicckk  uupp  lliisstt..    
  

PPlleeaassee  kkeeeepp  iinn  mmiinndd  tthhaatt  oonnllyy  aauutthhoorriizzeedd  aadduullttss,,  
oovveerr  tthhee  aaggee  ooff  1188,,  wwiillll  bbee  aalllloowweedd  ttoo  ppiicckk  uupp  aa  

cchhiilldd  ffrroomm  sscchhooooll..  PPiiccttuurree  iiddeennttiiffiiccaattiioonn  iiss  
rreeqquuiirreedd  ffoorr  iinnddiivviidduuaallss  wwhhoo  aarree  ppiicckkiinngg  uupp  aa  

cchhiilldd  ffoorr  tthhee  ffiirrsstt  ttiimmee..  
  

 

KIDCO has several different programs, and they 
each have a set pick up time: 
 

 Head Start        4:00 PM 
 Early Head Start        5:00 PM 
 Private      5:00 PM* 
 Extended Care (KIDCO V)     6:00 PM     

   

*    For Voluntary Pre-Kindergarten (VPK), during the 
school year, three hours a day of instruction are 
incorporated, while it is 7.5 hours a day during 
the summer.   
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KKIIDDCCOO  ooffffeerrss  eexxtteennddeedd  ccaarree  sseerrvviicceess  ffoorr  ppaarreennttss  
wwhhoo  aarree  uunnaabbllee  ttoo  ppiicckk  uupp  tthheeiirr  cchhiillddrreenn  oonn  oorr  

bbeeffoorree  tthheeiirr  ddeessiiggnnaatteedd  pprrooggrraamm  ttiimmee..  
  

PPlleeaassee  nnoottee  tthhaatt  tthhee  eexxtteennddeedd  ccaarree  pprrooggrraamm  iiss  
aavvaaiillaabbllee  aatt  aann  aaddddiittiioonnaall  ccoosstt  ffoorr  SScchhooooll  

RReeaaddiinneessss  aanndd  PPrriivvaattee  pprrooggrraammss,,  aanndd  iitt  iiss  aallssoo  
nnoott  ppaarrtt  ooff  tthhee  HHeeaadd  SSttaarrtt  pprrooggrraamm..    IItt  iiss,,  

hhoowweevveerr,,  aavvaaiillaabbllee  aatt  nnoo  ccoosstt  ttoo  cchhiillddrreenn  uunnddeerr  
CCiittyy  aanndd  MMiiaammii--DDaaddee  CCoouunnttyy  pprrooggrraammss..  

 

Staff will be considerate if you arrive late to pick up 
your child a couple times during the program year.  
IIff  yyoouu  kknnooww  yyoouu  nneeeedd  tthhee  EExxtteennddeedd  CCaarree  PPrrooggrraamm,,  
pplleeaassee  eennrroollll  yyoouurr  cchhiilldd  iimmmmeeddiiaatteellyy..    
 

If parent or designee fails to pick up their child at 
their program’s pick-up time, the teacher or office 
staff will call the parent’s workplace, and/or the 
persons listed on the emergency pickup card.  
 

IIMMPPOORRTTAANNTT::    IIff  nnoo  oonnee  ccaann  bbee  rreeaacchheedd,,  tthhee  ssttaaffff  
wwiillll  ccoonnttaacctt  PPrrootteeccttiivvee  SSeerrvviicceess  ffoorr  cchhiilldd’’ss  ppiicckk  uupp..  
 

Again, for safety measures, all parents must 
understand that nnoo  cchhiilldd  wwiillll  bbee  aalllloowweedd  ttoo  lleeaavvee  
tthhee  KKIIDDCCOO  pprreemmiisseess  wwiitthh  aann  aadduulltt  wwhhoo  hhaass  nnoott  
bbeeeenn  pprreevviioouussllyy  aauutthhoorriizzeedd,,  bbyy  tthhee  ppaarreennttss  oorr  lleeggaall  
gguuaarrddiiaannss..    
  

TThheessee  aauutthhoorriizzeedd  ppeerrssoonnss  iinn  tthhee  cchhiilldd’’ss  ffiillee,,  aanndd  
aannyy  ootthheerr  ppeerrssoonn  oonn  tthhee  aauutthhoorriizzaattiioonn  lliisstt,,  wwiillll  bbee  
aasskkeedd  ttoo  pprreesseenntt  aa  pphhoottoo  IIDD  aatt  tthhee  ttiimmee  ooff  ppiicckk  uupp..  

  

NNo minor, under the age of 18, is allowed to pick up 
a child unless they are the actual parent or legal 
guardian of the child. 
 

FFeeeess  
 

KIDCO collects fees for several charges including 
Extended Care Program and subsidized child care 
through School Readiness Services.  The policies 
for fee collection and late charges are as follows: 
 

11..  Parents who are assigned a weekly fee for 
‘child care services’ mmuusstt  ppaayy that assigned 
amount each MMoonnddaayy  iinn  aaddvvaannccee..  
  

PPaayymmeenntt  mmuusstt  bbee  mmaaddee  wweeeekkllyy  iinn  
aaddvvaannccee  

CCAASSHH  OORR  MMOONNEEYY  OORRDDEERR  OONNLLYY  

TThheerree  AArree  NNoo  EExxcceeppttiioonnss..  

2. Weekly childcare fees are to be paid in full 
regardless of attendance. 

3. If a parent or authorized individual is late 
picking up a child, there is a penalty of $5.00 
for every 15 minutes beyond the end of the 
program day. This charge will need to be paid 
the next school day.  

IIMMPPOORRTTAANNTT  NNOOTTEE  TTOO  PPAARREENNTTSS  
  

RReemmeemmbbeerr,,  KKIIDDCCOO  iiss  ffuunnddeedd  bbyy  ddiiffffeerreenntt  
pprrooggrraammss  aanndd  eeaacchh  oonnee  hhaass  ddiiffffeerreenntt  

rreeqquuiirreemmeennttss..    FFoorr  eexxaammppllee,,  HHeeaadd  SSttaarrtt//EEaarrllyy  
HHeeaadd  SSttaarrtt  hhaass  aanndd  iinnccoommee  eelliiggiibbiilliittyy  ccrriitteerriiaa..  

  

SSaammee  wwaayy  yyoouu  sseelleecctt  KKIIDDCCOO,,  KKIIDDCCOO  hhaass  sseelleecctteedd  
yyoouu  aass  ppaarrtt  ooff  oouurr  ffaammiillyy,,  tthheerreeffoorree  wwee  eexxppeecctt  
aanndd  aapppprreecciiaattee  yyoouurr  ccooooppeerraattiioonn  ffoolllloowwiinngg  tthhee  

rruulleess  aanndd  rreegguullaattiioonnss..  
  

 

AAtttteennddaannccee  
    

You need to call the office to notify when your 
child will be absent or late to KIDCO.  If the child is 
absent for three or more consecutive days, you 
will need to bring a doctor’s note in order for your 
child to be permitted back into the classroom. 
 

Your child's success at our center is closely 
dependent on regular and consistent attendance. 
Please telephone KIDCO when your child is going 
to be absent due to an illness, or any other reason.   
  
RReemmeemmbbeerr,,  tthhrreeee  ccoonnsseeccuuttiivvee  aabbsseenncceess  oorr  mmoorree  
rreeqquuiirree  aa  nnoottee  ffrroomm  tthhee  ddooccttoorr..  EExxtteennddeedd  aabbsseenncceess  
ooff  tthhrreeee  ccoonnsseeccuuttiivvee  ddaayyss  oorr  mmoorree  wwiillll  aallssoo  iinnccuurr  
ffeeeess  ddeeppeennddiinngg  oonn  ccoorrrreessppoonnddiinngg  pprrooggrraamm..  SScchhooooll  
RReeaaddiinneessss  aanndd  VVPPKK,,  bbaassiiccaallllyy  aallll  pprrooggrraammss  eexxcceepptt  
HHeeaadd  SSttaarrtt  aanndd  EEaarrllyy  HHeeaadd  SSttaarrtt,,  ddoo  nnoott  ppaayy  wwhheenn  
cchhiilldd  iiss  aabbsseenntt..  IIff  tthhee  cchhiilldd  ccoommeess  wwiitthh  aa  ddooccttoorr’’ss  
nnoottee  oorr  ddooccuummeennttaattiioonn  ooff  aannyy  ootthheerr  eexxttrraaoorrddiinnaarryy  
cciirrccuummssttaannccee,,  wwhhiicchh  wwiillll  bbee  ddeettaaiilleedd  bbeellooww,,  tthheenn  
tthhee  pprrooggrraamm  wwiillll  ppaayy  aa  mmaaxx  ooff  1100  ddaayyss  ffoorr  tthhee  
mmoonntthh,,  ssoo  tthhee  rreesstt  wwiillll  bbee  ppaaiidd  bbyy  tthhee  ppaarreenntt..      
 

Extraordinary circumstances consist of the 
following: 

• Hospitalization of the child, parent, or 
guardian with appropriate documentation.  
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• Illness of the child, parent, or guardian, 
which requires the ill person to remain at 
home (doctor’s note). 

• Death in the child’s, parents/guardians 
immediate family with appropriate 
documentation (i.e., obituary, death 
certificate).  

• Court ordered visitation with appropriate 
documentation (court documents).  

• Parent or guardian’s military deployment 
(military orders).  

  

IIMMPPOORRTTAANNTT::    IIff  yyoouu  ssuussppeecctt  yyoouurr  cchhiilldd  iiss  iillll,,  ddoo  
nnoott  bbrriinngg  hhiimm//hheerr  ttoo  tthhee  cceenntteerr;;  ttaakkee  hhiimm//hheerr  ttoo  
tthhee  ddooccttoorr  iimmmmeeddiiaatteellyy..  
  

DDrreessss  CCooddee  
    

We encourage parents to dress children in safe 
and comfortable clothing. It should be appropriate 
for children to handle their clothing by themselves 

and individually complete their personal 
bathroom needs. 
Children are involved in outside activities, using 
the playground equipment, the sand and water 
tables and other outdoor experiences.  CChhiillddrreenn  
mmuusstt  wweeaarr  cclloosseedd  sshhooeess,,  lliikkee  ssnneeaakkeerrss,,  tthhaatt  ccoovveerr  
tthheeiirr  ttooeess,,  aanndd  aarree  nnoott  sslliippppeerryy..  
 
We strongly recommend that children do not wear 
clothing or accessories that can be hazardous to 
them or to other children in their daily activities.  
Valuables such as jewelry, and other articles 
should be kept at home.   

  

  
KKIIDDCCOO  iiss  NNOOTT  rreessppoonnssiibbllee  ffoorr  aannyy  iitteemm  tthhaatt  tthhee  

cchhiilldd  bbrriinnggss  ttoo  tthhee  cceenntteerr..      
  

KKIIDDCCOO  wwiillll  NNOOTT  bbee  rreessppoonnssiibbllee  ffoorr  aannyy  aarrttiiccllee  oorr  
ccllootthhiinngg  tthhaatt  iiss  lloosstt  oorr  mmiissppllaacceedd  bbyy  tthhee  cchhiilldd..  

  

 

  
  

FFiirrsstt  DDaayy  TTiippss  
 

 Please wwaallkk  yyoouurr  cchhiilldd  ttoo  hhiiss//hheerr  ccllaassssrroooomm and stay with him/her until the teacher comes 
to greet you with your child.  It is normal that your child may cry and cling to you at first.  
This is okay.  The children are expressing their feelings, and through their daily experiences 
in the program they will learn to express their feelings using words.  The teacher will come 
and help you and your child make this ttrraannssiittiioonn  aanndd ease the child into the classroom. 

 At first, your child may prefer to jjuusstt  ssiitt in the classroom when he or she arrives.  This is 
okay too.  Children are observing their surroundings and constructing the information they 
need.  This is one way of learning. 

 We suggest that you aarrrriivvee  tteenn  ttoo  ffiifftteeeenn  mmiinnuutteess  eeaarrllyy,,  so you may spend some time with 
your child in the classroom.  This may help your child feel more at ease as they come into 
the program for the very first time. 

 Please ffeeeell  ffrreeee  ttoo  ccaallll  yyoouurr  cchhiilldd’’ss  KKIIDDCCOO  ssiittee to find out how he/she is doing on their first 
day at KIDCO. Best time to call you child’s teacher is between 1:00 and 2:30 PM during 
children’s rest time. 

 LLeeaarrnn  tthhee  nnaammeess  ooff  yyoouurr  cchhiilldd’’ss  tteeaacchheerr  aanndd  tteeaacchheerr  aassssiissttaanntt  tthhee  ffiirrsstt  ddaayy.  This is 
extremely important for you to communicate with them either over the telephone or on a 
daily basis and also for you to help your child get to know the teaching team quickly. 

  

“Impossible things are simply those which so far have never been done” 
-Elbert Hubbard 
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CChhiillddrreenn’’ss  RReeccoorrddss  
  
 

IInnffoorrmmaattiioonn  RReeqquuiirreedd  
    

It is important to have every child's record up-to-date.  

The following standard items are required of all 
children.  Please note that based on your child’s 
program there may be additional information 
required. 
 

 Student Health Examination Record (HRS 
3040) including Lab results 

 Florida Certificate of Immunization (HRS 
680) 

 Dental Examination 

 Original - Birth Certificate 

 Medical Insurance Card 

 Enrollment Record 

 Annual Income  

 Social Security Card 

  Parent / Legal Guardian I.D.  

  DCF Child Care Application for Enrollment  

  DCF KNOW YOUR CHILD CARE BROCHURE  

  DCF Brochure on Influenza Virus, The Flu  

  Complete signed application    

  EEmmeerrggeennccyy  CCoonnttaaccttss  
  

  

AAllll  rreeqquuiirreedd  ddooccuummeennttaattiioonn  mmuusstt  bbee  pprroovviiddeedd  
pprriioorr  ttoo  eennrroollllmmeenntt..  

  

 
 

 

CChhaannggee  ooff  AAddddrreessss  &&  TTeelleepphhoonnee  
    

Due to safe practices and your child’s well being 
you need to provide three (3) telephone numbers 
of authorized individuals who may act on your 
behalf in case of emergency.  These must be 
working numbers and the adults must know they 
are part of your child’s emergency list at KIDCO.  
They are vital contacts in case of any emergency. 
 
It is very important for emergency and 
administrative reasons that every child maintains 
an updated address and telephone number on file 
at the central office. 

AAtt  aannyy  ttiimmee  dduurriinngg  tthhee  sscchhooooll  yyeeaarr,,  ppaarreennttss,,  
pplleeaassee  nnoottiiffyy  tthhee  cceenntteerr  iimmmmeeddiiaatteellyy  ooff  aannyy  

cchhaannggeess  ttoo  yyoouurr  cchhiilldd’’ss  ffiillee  iinncclluuddiinngg,,  bbuutt  nnoott  
lliimmiitteedd  ttoo::  yyoouurr  aaddddrreessss,,  ccoonnttaacctt  iinnffoorrmmaattiioonn  
((tteelleepphhoonnee  nnuummbbeerr((ss)),,  iinnccoommee,,  gguuaarrddiiaannsshhiipp,,  

eemmeerrggeennccyy  ccoonnttaaccttss,,  eettcc..  
 
 

 

IIllllnneessss  aanndd  MMeeddiiccaattiioonn  
  

   
The health and physical well-being of all children is 
a matter of great concern to us. Children who have 
contracted any ccoonnttaaggiioouuss  iillllnneessss such as chicken 
pox or a stomach virus and have a severe cold – 
mmuusstt  rreemmaaiinn  aatt  hhoommee until a physician diagnoses 
the child to be free of such illness.  
 
When a child becomes too ill to remain at KIDCO, 
we will contact you immediately.  For this reason,,  iitt  
iiss  mmoosstt  iimmppoorrttaanntt  tthhaatt  wwee  aarree  nnoottiiffiieedd  ooff  aannyy  
cchhaannggeess  iinn  tteelleepphhoonnee  nnuummbbeerrss  oorr  iiff  tthheerree  iiss  aa  
cchhaannggee  iinn  yyoouurr  eemmeerrggeennccyy  ccoonnttaacctt  iinnffoorrmmaattiioonn..  
  

Here are some of the common illnesses for which 
your child will be sent home: 

 Fever of 100 degrees under arm (auxiliary) or 
higher, and if they also have one or more of 
the following:  diarrhea, earache, shows signs 
of irritability or confusion, sore throat, rash. 

 Vomiting on two or more occasions within 
the past 24 hours. 

 Diarrhea – three or more watery stools in a 
24-hour period. 

 Draining rash or undiagnosed rash lasting 
over a 24-hour period. 

 Eye discharge or pink eye.  Children can be 
readmitted after medical diagnosis to rule out 
bacterial or viral infection, or 24 hours on 
antibiotic treatment. 

 Fatigue that prevents participation in regular 
activities. 

 Open oozing sores and scabs, unless properly 
covered and 24 hours on antibiotic treatment. 
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 Head lice – until treatment is effective and a 
follow-up check has been made by school 
personnel. 

 Any other communicable disease. 
 

When a child needs medication during school 
hours, it is mandatory that you complete and 
sign the Department of Children & Families 
Authorization of Medication Form, each day in 
order for the assigned adult to administer the 
medication to the child. 
 

  

IIMMPPOORRTTAANNTT  
  

OOnnllyy  mmeeddiiccaattiioonn  pprreessccrriibbeedd  bbyy  aa  ddooccttoorr,,  vveerriiffiieedd  
tthhrroouugghh  aa  pprreessccrriippttiioonn  llaabbeell  oorr  aa  wwrriitttteenn  ssttaatteemmeenntt  
ffrroomm  tthhee  ddooccttoorr  wwiillll  bbee  aaddmmiinniisstteerreedd  ttoo  tthhee  cchhiilldd..      

  
MMeeddiiccaattiioonn  wwiillll  nnoott  bbee  ggiivveenn  ttoo  cchhiillddrreenn  uunnlleessss  tthhee  

ffoorrmm  iiss  pprrooppeerrllyy  ffiilllleedd,,  ddaatteedd  aanndd  ffuullllyy  ccoommpplleettee..      
  

OOVVEERR  TTHHEE  CCOOUUNNTTEERR  MMEEDDIICCAATTIIOONN  IISS  NNOOTT  AANN  
EEXXCCEEPPTTIIOONN  UUNNLLEESSSS  AA  PPHHYYSSIICCIIAANN  PPRREESSCCRRIIBBEESS  IITT..  
TThheerree  nneeeeddss  ttoo  bbee  aa  pprreessccrriippttiioonn  oonn  tthhee  bboottttllee,,  ffoorr  

pprreessccrriibbeedd  aass  wweellll  aass  oovveerr--tthhee--ccoouunntteerr  mmeeddiiccaattiioonn,,  
oorr  IItt  WWiillll  NNoott  BBee  GGiivveenn  ttoo  AAnnyy  CChhiilldd..  [[11330044..2222((CC))((33))]]  

  

  

RReeppoorrttiinngg  PPoossssiibbllee  CChhiilldd  AAbbuussee  

aanndd  NNeegglleecctt  
 
KIDCO, as a Community Based Organization, has 
established viable linkages with other community 
agencies including Child Protective Services. The 
safety and well-being of every child at KIDCO is of 
the utmost importance to the Agency; therefore, we 
take every precautionary measure to safeguard 
against child abuse and have outlined specific 
policies in effect if child abuse is suspected. The 
KIDCO Employee Handbook also outlines specific 
policies and procedures regarding the reporting of 
suspected child abuse and neglect. 
 
Definitions of Abuse, Neglect, and Imminent 
Risk of Serious Harm: 
 

Child abuse is defined as: a child or youth that 
has been inflicted with physical injury or injuries 
other than by accidental means, or a child that 
has injuries that are at variance with the history 
given of them, or a child who is in a condition 

that is the result of maltreatment such as, but 
not limited to, malnutrition, sexual molestation 
or exploitation, deprivation of necessities, 
emotional maltreatment or cruel punishment. 
Child neglect is defined as: a child who has been 
abandoned, or is being denied proper care and 
attention, physically, educationally, emotionally 
or morally, or is being permitted to live under 
conditions, circumstances or associations 
injurious to the well-being of the child or youth, 
or has been abused. Imminent risk of serious 
harm is defined as “placing a child at risk of 
physical, emotional, or sexual abuse.” 

  
  
TTHHEE  FFOOLLLLOOWWIINNGG  SSTTEEPPSS  AARREE  TTOO  BBEE  TTAAKKEENN  IIFF  AANN  
AAGGEENNCCYY  SSTTAAFFFF  MMEEMMBBEERR  IISS  SSUUSSPPEECCTTEEDD  OOFF  CCHHIILLDD  
AABBUUSSEE::      

 The staff member who has a situation or 
investigation pending should immediately 
notify the Program Director or most senior 
leadership team member in the building. 

  The person who suspects abuse should 
bring it to the attention of the Program 
Director or most senior leadership team 
member in the building. 

 The supervisor will check on the complaint, 
and if they agree that there may be abuse, 
the supervisor will report the incident to 
DCF and to our licensing agent. 

 The Agency will then follow their advice 
regarding whether or not to suspend the 
staff member. If, however, the staff member 
is a Teacher or Teacher Assistant, during an 
official investigation, the individual would 
be immediately removed from the 
classroom with or without pay, determined 
by the Program Director. 

 
 

IIFF  AA  SSTTAAFFFF  MMEEMMBBEERR  IISS  FFOOUUNNDDEEDD  IINN  AA  CCAASSEE  OOFF  
CCHHIILLDD  AABBUUSSEE,,  WWEE  WWIILLLL  TTAAKKEE  TTHHEE  FFOOLLLLOOWWIINNGG  
SSTTEEPPSS::  

 We will allow the staff member to appeal 
the decision. 

 The Program Director or an appointed 
member of the administrative team will 
meet with the individual to go over the 
incident and form an opinion as to its 
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validity and/or consequences to the Center 
and the individual. 

 Based on the advice of our licensing agent, 
we will either suspend the team member or 
allow them to continue their job until the 
appeal is completed. If the staff member is a 
Teacher or Teacher Assistant, they would 
be immediately suspended till the end of 
the appeal process. 

 The staff member will meet with the 
Program Director or an assigned member of 
the administrative team during this time 
and steps will be taken to ensure that there 
won’t be any problems. 

 
IIff  aafftteerr  tthhee  aappppeeaall  tthhee  ddeecciissiioonn  iiss  ssttiillll  ffoouunnddeedd,,  tthhee  
ssttaaffff  mmeemmbbeerr  wwiillll  bbee  tteerrmmiinnaatteedd  ffrroomm  tthheeiirr  ppoossiittiioonn  
aatt  tthhee  CCeenntteerr..  
  
CChhiilldd  AAbbuussee  RReeppoorrttiinngg  PPoolliiccyy  ((ssuussppeecctteedd  aatt  hhoommee  
aabbuussee))::  
 
Staff members are required by law to report any 
suspected child abuse or neglect. This includes, but 
is not limited to, suspected cases of child abuse, 
neglect, and if they believe a child is in “imminent 
risk of serious harm.” It is KIDCO’s policy That all 
employees that any and aallll  ssuussppeecctteedd  ccaasseess  MMUUSSTT  
bbee  rreeppoorrtteedd  ttoo  tthhee  ddeeppaarrttmmeenntt  ooff  CChhiillddrreenn  aanndd  
FFaammiilliieess  ((DDCCFF)),,  wwhhoo  iiss  uullttiimmaatteellyy  rreessppoonnssiibbllee  ttoo  
iinnvveessttiiggaattee  aanndd  ttaakkee  cchhaarrggee  ooff  tthhee  ccaassee..  
 
RREEPPOORRTTIINNGG  RREEQQUUIIRREEMMEENNTTSS::  
 
We are mandated reporters by Florida State law 
and as mandated reporters; KIDCO is required to 
report any and all suspected cases of child abuse to 
DCF or the police. 
 
IF CHILD ABUSE, NEGLECT, OR IMMINENT RISK OF 
SERIOUS HARM IS SUSPECTED, THE FOLLOWING 
PROCEDURES ARE TO BE FOLLOWED: 
 

 Report the alleged abuse to the Program 
Director 

 Notify the Miami Office of Children and 
Families at (786) 257-5207 or the State of 

Florida Child Abuse Registry in Tallahassee, 
Florida at (800) 342-9152 

 Documentation of the initial phone contact 

 File written report within (48) hours, form 
DCF-136 

 The report should include the child’s name 
and other identifiable information, e.g., date 
of birth, ethnicity, sex, reporting date, and a 
very brief narrative of the alleged abuse.  All 
written reports are confidential and shall 
NOT be placed in the student’s Cumulative 
Record folder.  Also, the name of the person 
reporting child abuse or neglect shall, in no 
case, be released to any person other than 
employees of C&F responsible for child 
protective services. 

 
IIMMPPOORRTTAANNTT  NNOOTTEE:: KIDCO takes Child Safety very 
seriously; therefore, it is the Agency’s policy tthhaatt  nnoo  
cchhiilldd  iiss  lleefftt  aalloonnee  wwiitthh  aannyy  oonnee  tteeaacchheerr  oorr  ssttaaffff  
mmeemmbbeerr at any given time. There needs to always be 
two or more staff members supervising children. AAllll  
ssttaaffff  mmeemmbbeerrss  aarree  aawwaarree  ooff  tthhiiss  ppoolliiccyy..  [1304.41(a)(2) 

(vi)]    

 

 

AAcccciiddeennttss  //  IInncciiddeennttss  
  

PPaarreennttss  wwiillll  bbee  nnoottiiffiieedd  iimmmmeeddiiaatteellyy  iiff  aann  aacccciiddeenntt//  
iinncciiddeenntt  ooccccuurrss  iinnvvoollvviinngg  hhiiss//hheerr  cchhiilldd..    
 

Written Accident/ Incident RReeppoorrtt form will be 
completed and given to the parent.  If the child 
must go to the hospital immediate arrangements 
will be made with the parents or emergency 
ambulance services.   
 

In case where the child does not have medical 
insurance KIDCO will use its insurance coverage to 
ensure that emergency services are provided.  If 
further costs are involved KIDCO will work with the 
family and other options of insurance coverage 
where applicable.   
 

In the event that your child needs medical attention 
and the immediate medical attention for 
professional medical assistance KIDCO staff will call 
991111.. You will be contacted simultaneously. 

 

 

“What we have done for ourselves alone dies with us; what we have done for others and the world, remains 
and is immortal” 

-  Albert Pike  
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  LLoosstt  aanndd  FFoouunndd  
  

 
MMaakkee  ssuurree  yyoouurr  cchhiilldd''ss  nnaammee  iiss  oonn  eevveerryytthhiinngg  
tthhee  cchhiilldd  bbrriinnggss  ttoo  tthhee  cceenntteerr,, for example 
jackets, sweaters, bags, purses and other such 
articles. Many of these articles are lost and it 
creates a problem for you, the parent, and for 
the child. 

  
  

AAllll  iitteemmss  ffoouunndd  aarree  kkeepptt  iinn  tthhee  ooffffiiccee  ffoorr  uupp  ttoo  3300  
ddaayyss..  

  

  
WWhheenn  tthhee  iitteemmss  aarree  llaabbeelleedd  ccoorrrreeccttllyy  iitt  mmaakkeess  iitt  

eeaassiieerr  ttoo  rreettuurrnn  tthhee  iitteemm  ttoo  tthhee  ccoorrrreecctt  cchhiilldd;;  
tthheerreeffoorree,,  pplleeaassee  llaabbeell  aallll  yyoouurr  cchhiilldd’’ss  ccllootthhiinngg  aanndd  
ppeerrssoonnaall  iitteemmss  wwiitthh  tthheeiirr  nnaammee  oonn  tthhee  iinnssiiddee  ttaagg  

wwiitthh  aa  ppeerrmmaanneenntt  mmaarrkkeerr..  

  

 
 

 
 

TThhiinnggss  ttoo  RReemmeemmbbeerr          
 

HHeerree  aarree  ssoommee  ssuuggggeessttiioonnss  ffoorr  yyoouurr  ccoonnssiiddeerraattiioonn  aanndd  ttiimmeess  wwhheenn  yyoouu  nneeeedd  ttoo  rreeqquueesstt  ccoonnsseenntt  
ffrroomm  tthhee  aaddmmiinniissttrraattiioonn  iinn  oorrddeerr  ttoo  hheellpp  tthhee  tteeaacchheerrss,,  cchhiillddrreenn  aanndd  tthhee  ttoottaall  pprrooggrraamm  ttoo  rruunn  
ssmmooootthhllyy::  
 
 

DDrroopp  OOffff,,  PPiicckk  UUpp  &&  PPaarrkkiinngg  

PPrroocceedduurreess  
 

You need to bring your child inside the center each 
morning and make sure you leave him/her under 
the direct supervision of a responsible adult.   
 
IItt  iiss  mmaannddaattoorryy  ffoorr  yyoouu  ttoo  ssiiggnn  yyoouurr  cchhiilldd  iinn  oonn  tthhee  
rroosstteerr  ffoorrmm  iinn  hhiiss//hheerr  ccllaassssrroooomm..    When picking up 
your child it is extremely important to be on time, 
and follow the specific directions for your particular 
KIDCO site.  Children who are picked up by a bus 
service should remain together with their group 
until the bus driver picks him/her up.  Please make 
sure you inform your assigned Family Services 
worker regarding your child’s drop off and pick up 
routine so that this information is present in your 
child’s folder. Please also inform your child's teacher 
on how s/he will be picked up from the center. All 
authorized individuals dropping off & picking up 
children must sign the children in & out of their 
classrooms. 
 
  

  

  
CChhiillddrreenn  WWIILLLL  NNOOTT  bbee  ddiissmmiisssseedd  ttoo  aannyyoonnee  

ootthheerr  tthhaann  tthhee  ppaarreennttss  oorr  aann  aauutthhoorriizzeedd  aadduulltt  
iiddeennttiiffiieedd  bbyy  tthhee  ppaarreennttss  oonn  tthhee  rreeggiissttrraattiioonn  

ccaarrdd  ––  ootthheerrss  nnoott  oonn  tthhee  lliisstt  aanndd  aauutthhoorriizzeedd  bbyy  
tthhee  ppaarreenntt  vviiaa  pphhoonnee,,  mmuusstt  pprroovviiddee  pphhoottoo  

iiddeennttiiffiiccaattiioonn..      

PPLLEEAASSEE  FFOOLLLLOOWW  AALLLL  DDRROOPPSS  OOFFFF  AANNDD  PPIICCKK  UUPP  
PPRROOCCEEDDUURREESS..  

  

  
Please follow closely all arrival and departure 
procedures.  PPaarreennttss  mmuusstt  wwaallkk  tthheeiirr  cchhiilldd  iinnttoo  tthhee  
ccllaassssrroooomm  aanndd  ""ssiiggnn--iinn""..  When picking up 
children, the same procedure should be followed.  
Children will not be allowed to walk out to the 
parking lot on his/her own to a waiting parent in 
the car.  
 
PPrraaccttiiccaall  tthhiinnggss  ttoo  ddoo  wwhheenn  yyoouu  ppaarrkk  yyoouurr  ccaarr  
ttoo  ddrroopp  ooffff  oorr  ppiicckk  uupp  yyoouurr  cchhiilldd::    

https://www.bing.com/images/search?view=detailV2&ccid=oYtFMDae&id=A00E39AED75AC0992CE649F8B848ADBE4CDF6554&thid=OIP.oYtFMDaeaxT6b6XWQsuVtgHaHT&mediaurl=http://media.istockphoto.com/vectors/cartoon-magnifying-glass-vector-id148771924&exph=1009&expw=1024&q=images+magnifier&simid=608027282443341210&selectedIndex=133
https://www.bing.com/images/search?view=detailV2&ccid=IqERL8Zw&id=E944FE5E9A71505A2702918C2589BECE87D9CB58&thid=OIP.IqERL8Zwrj0iqnvKFfOhDAHaHV&mediaurl=http://worldartsme.com/images/remember-faces-clipart-1.jpg&exph=579&expw=584&q=images+remember&simid=608038840245947386&selectedIndex=43&qpvt=images+remember
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 Be considerate with others when parking 
your vehicle. 

  PPaarrkk  iinn  aapppprroopprriiaattee  mmaarrkkeedd  ssttaallllss..  

  LLoocckk  yyoouurr  ccaarr..  

  BBee  bbrriieeff  wwhheenn  ddrrooppppiinngg  ooffff  aanndd  ppiicckkiinngg  uupp  
yyoouurr  cchhiilldd..  

  DDoo  nnoott  lleeaavvee  aannyytthhiinngg  tthhaatt  iiss  vvaalluuaabbllee  ttoo  
ppoossssiibbllee  iinnttrruuddeerrss,,  IINNCCLLUUDDIINNGG  PPUURRSSEESS..  

 
 

TTooyyss  
 

WWee  aasskk  tthhaatt  cchhiillddrreenn  lleeaavvee  tthheeiirr  ttooyyss  hhoommee..  YYeett,,  wwee  
wwiillll  ccoonnssiiddeerr  ttwwoo  tthhiinnggss::      

1) If the child chooses to bring an educational book 
or toy to share with classmates, please clear this 
with your child’s teacher. After receiving their 
consent, make sure you label the item with the 
child’s name and inform the teacher about the toy 
or book.  Although KIDCO is not responsible, the 
teacher will help the child take the item back 
home. 

2) A young infant or toddler who might have a 
favorite toy and needs it to help make daily 
transitions, will be allowed to bring such item for 
a period of time. Please keep in mind that this is 
for transitioning purposes and should not be a 
permanent routine.  

 

  
AAggaaiinn,,  bbee  rreemmiinnddeedd  tthhaatt  wwee  aarree  nnoott  rreessppoonnssiibbllee  ffoorr  

aannyy  ssuucchh  iitteemm  aanndd  bbee  ssuurree  ttoo  llaabbeell  aallll  iitteemmss  
aaccccoorrddiinnggllyy..    PPlleeaassee  iinnffoorrmm  tthhee  ccaarreeggiivveerr  ssoo  tthhaatt  

tthheeyy  mmaayy  hheellpp  iinn  ggeettttiinngg  tthhee  iitteemm  bbaacckk  hhoommee..  
  

 
 
 
 
 

 

AAccttiivviittyy  IItteemmss  RReeqquueesstt  
 
Throughout the year, your child may be asked to 
bring in an item from home for an aaccttiivviittyy  that 
they may be having in their classroom.  We ask 
that you please help your child with these 
requests so that they may actively participate 
with their classmates.  One favorite example is 
when you bring in an item for a cooking 
experience. These experiences enable the child to 
feel good about what they are doing, to follow 
through at home and achieve success.  These 
items are generally home items that will not 
require additional costs. 

 
SSppeecciiaall  RReeqquueessttss  

 

KIDCO will honor certain special individual 
requests such as a ssppeecciiaall  nnuuttrriittiioonnaall  ddiieett,,  aa  ffaaiitthh--
bbaasseedd  ddiieett,, or whenever there is a doctor’s note 
describing any particular condition your child 
might have. (Please see page 19 for allergies and 
special menus) A request for a ssppeecciiaall  nnuuttrriittiioonnaall  
ddiieett  mmuusstt  bbee  aaccccoommppaanniieedd  bbyy  aa  ddooccttoorr’’ss  nnoottee..  
 
KIDCO will honor and respect your rreelliiggiioouuss  aanndd  
TTrriibbaall  rreellaatteedd  ccoonncceerrnnss regarding either the 
meals served, or the daily activities and special 
social events held in the program. We will make 
the appropriate accommodations for you and 
your child. 
 
Parents will be requested to provide a wwrriitttteenn  
lliisstt describing and defining the special conditions 
and the accommodations required due to 
religious and/or tribal beliefs.  
 
 

  

“An understanding heart is everything in a teacher” 
-  Carl G. Jung 
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PPaarreenntt  IInnvvoollvveemmeenntt
 
 
We encourage parent participation at all times and request that parents be actively involved in their 
children’s education. 

 
 

Parents who want to become involved in KKIIDDCCOO  
aaccttiivviittiieess need to notify first the classroom teacher 
and then arrange to meet with the Social Services 
staff and/or   Director to establish preliminary 
information. 
 
KIDCO offers a wide vvaarriieettyy  ooff  aaccttiivviittiieess and we count 
on parents to volunteer and make these activities 
meaningful for everyone who is participating.  
Parents need to describe their special talents and also 
provide a schedule of possible hours and times that 
they may be involved in KIDCO related activities.  
Parents who choose to be actively involved will be 
asked to follow all KIDCO policies and will receive 
training in their related area. They are also required 
to complete Volunteer documentation as well as 
commit to a physical and a background screening.  
 
For example, if a parent chooses to participate as a 
volunteer in their own child’s classroom they are to 
abide by all classroom rules and regulations.  If a 
difficult situation arises, KIDCO recommends that 
parents volunteer time doing something else or 
vvoolluunntteeeerriinngg  ttiimmee  iinn  aa  ddiiffffeerreenntt  ccllaassssrroooomm..  
 
There are also mmaannyy aannnnuuaall  ssoocciiaall  ffuunnccttiioonnss where 
KIDCO truly needs parental involvement.  We 
encourage parents to participate and collaborate in a 
very formal and purposeful manner. [1304.40(4)(5)]; 

[1304.40(d)(1)]  

 
 

The PPaarreenntt  CCoommmmiitttteeee is an integral part of the 
Agency and will assist parents who want to be 
part of the involvement effort. 
Here are some other ooppppoorrttuunniittiieess  ffoorr  ppaarreennttaall  
iinnvvoollvveemmeenntt::  

 Parent Committees 

 Policy Committee 

 Curriculum Sub-Committee 

 Classroom volunteers 

 Field trip chaperones 

 Reading to the children 

 Active participation in special events or 
activities (planning) 

 Passive participation in special events or 
activities (attending, bringing a request, 
etc.) 

 Screening employment applicants 

 Tutoring 

 Classroom substitute 

 Office clerk/answering phones 

 Using computers 

 Up keeping the Resource Library 

 Male Involvement 

 

 

 

 
“Teachers open the door, but you must enter by yourself” 

-  Chinese Proverb  
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SSyysstteemmss  ooff  CCoommmmuunniiccaattiioonn  aanndd  IInnvvoollvveemmeenntt  
 
 

 

CCeenntteerr  ttoo  HHoommee  
 

Communication lines between teachers and parents 
must be open at all times.  Here are some of the ways 
KIDCO communicates with all parents on a timely 
manner: 

 Daily Parent Contacts 

 Parent Workshops 

 Parent-Teacher Conferences 

 Monthly Calendar ‘‘KKIIDDCCOO  EExxpprreessss’’ with 
scheduled events 

 Contact forms of any incidents we need to 
notify you.  Please read, sign, and return the 
report to the office. 

 Home visits   

 Bi-monthly Parent Committee Meetings 

 Flyers 

 Phone 

 E-mail: kidco@kidcoedu.org 

 KIDCO website 

 

HHoommee  ttoo  CCeenntteerr  
 

We look forward to your input and any ideas you may 
have to share with KIDCO staff.  Following are some 
of our ideas and we hope you will communicate with 
us on a daily basis especially when: 

 1) You and your family experience a turn of events 
or information that may be imperative to the 
child while at school. 

2) Relate any concerns you may have regarding all 
program aspects. 

3) Call to report if your child will be absent or late. 

4) Call to report if your child has come down with a 
communicable illness 

5)  CCAALLLL  IIFF  YYOOUU  AARREE  RRUUNNNNIINNGG  LLAATTEE  OONN  DDRROOPPPPIINNGG  
OOFFFF  IINN  TTHHEE  MMOORRNNIINNGG  OORR  PPIICCKKIINNGG  UUPP  YYOOUURR  
CCHHIILLDD  IINN  TTHHEE  AAFFTTEERRNNOOOONN.. 

6) Ask teachers, assistants and our Family Services 
Workers if you have any questions regarding 
special happenings in the community. 

7) Set an appointment to meet with the Teacher, 
Education Facilitator or Family Services Worker 
if you have any questions regarding your child / 
or your child’s teacher. 

8) Call to inform of any changes in the telephone 
numbers listed, changes in your address or any 
other pertinent information in the family. 

 
We ask that you please write down your concerns 
and give them to your child’s teacher.  The teacher 
will either write back to you or contact you 
throughout the day in reference to your questions.  
TThhee  tteeaacchheerr  mmiigghhtt  nnoott  bbee  aabbllee  ttoo  ttaallkk  ttoo  yyoouu  iinn  tthhee  
mmoorrnniinngg  dduuee  ttoo  tthhee  rreessppoonnssiibbiilliittiieess  tthhaatt  mmuusstt  bbee  
ttaakkeenn  ccaarree  ooff  aatt  tthhaatt  ttiimmee..    However, your questions 
are very important to us. 

 

PARENTS ARE WELCOMED TO VISIT THEIR 
CHILD’S KIDCO SITE ANYTIME. [1304040(d)(2)] 

 

 
If you have an emergency and need to reach us, 
please do not hesitate to call. 

KKIIDDCCOO  CCeennttrraall  ((330055))  557766--66999900  

KKIIDDCCOO  IIII    ((330055))  886633--66221166  

KKIIDDCCOO  IIVV    ((330055))  775588--11666644  

KKIIDDCCOO  VV    ((330055))  775544--22445566  

KKIIDDCCOO  VVII      ((330055))  557733--00444477  

KKIIDDCCOO  VVIIII      ((330055))  775599--33007799  

  

  

CCoommmmuunniittyy  RReessoouurrcceess  
 

 

KIDCO staff assists all children and families by raising 
community awareness and maximizing the use of 
community resources.  [1304.23 (e) (1)] [1304.41 (a) (2) (v) & (vi)] 

 

mailto:kidco@kidcoedu.org
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1) KIDCO Registrar and Family Services Workers 
recruit incoming children and families by actively 
going out to the immediate community and 
neighboring communities. 

 
a. The recruitment process includes strategies 

such as: home visitation, letters, flyers, and 
posters at local businesses and community 
offices. 

 
2) The KIDCO Executive Director, Administrative and 

Area Staff have established networks and 
partnerships with the existing community 
agencies, and therefore, they are knowledgeable 
about KIDCO and the early care and education 
services provided.  These agencies, in turn, refer 
children and families to KIDCO and KIDCO updates 
these partnerships annually. 

 
3) Potential incoming candidates complete the KIDCO 

enrollment process with an assigned Family 
Services Worker in order to identify family needs 
and goals.  For example:  

a. Upon registration, the Registrar or Family 
Services Worker completes agreements and 
provide comprehensive community resource 
information to parents and families, including 
the distribution of a ‘Parent Resource 
Handbook’.  Some of the partnerships are:   

 

 Eugenio María de Hostos Community 
Center  

 Borinquen Health Care Center  

 New Family Center 

 Isidro López, M.D. P.A. 

 De Hostos Senior Center 

 Therapy Associates of South Florida, 
Inc. 

 Bio-Behavioral Corp. 

 The Chrysalis Center - (Mental Health) 
 

These resources are also available to children 
and families under private program; 
however, these parents don’t need to supply 
us with income information or other 
economic information. 
 

4) Keep parents abreast of all necessary 
information monthly, through the KIDCO 
Express, and quarterly during parent meetings.  
 

5) The Parent Committees and the Parent Policy 
Committee are actively involved in the process 
of sharing comprehensive community resource 
information with all parents and visitors. 
 

 
 

PPaarreenntt  BBuulllleettiinn  BBooaarrdd  
 

A bulletin board is located in each classroom and 
dedicated especially for you. It holds important 
information regarding:  

 Job opportunities 

 Upcoming events 

 Career enhancement programs 

 Information for subsidized child care 

 Health facts 

 Menu 

 Local Agency and social service offices to 
assist you in meeting your needs 

 Meeting minutes   

 Training opportunities 

SSTTAAYY  IINNFFOORRMMEEDD!!  
  

  

””KKIIDDCCOO  EExxpprreessss””  NNeewwsslleetttteerr  
 
KIDCO publishes its own newsletter ""KKIIDDCCOO  
EExxpprreessss"" on a monthly basis. It is written in both 
English and Spanish.  In the ‘KIDCO Express’ you will 
find, important dates to remember, special events 
and news, field trips, training, meetings, and a 
special corner reserved just for you; our parents.   
 
Make sure you get your copy of the “KIDCO Express” 
during the first week of each month and read it, ask 
questions, and GGEETT  IINNVVOOLLVVEEDD!!  
  

VVoolluunntteeeerrss  
 
Volunteers are a vital part of our Agency.  We 
welcome parents, seniors, community residents and 
other volunteer candidates who are referred to us 
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by the local colleges and universities.   Parents and 
other residents who are willing to offer time to assist 
with the daily happenings of our Agency are highly 
appreciated.   
 
It is most important that volunteers sign in every 
time they are in the building and coordinate with the 
administration the activity they will be involved with 
during their visit.  There is an entry-level interview 
and general training program in place.  Every 
volunteer has to complete this initial training and 
complete their personnel file before they can become 
involved in any aspect of our Agency.   
 
KIDCO appreciates parent’s time, energy and talents. 
PPLLEEAASSEE  VVOOLLUUNNTTEEEERR  AANNDD  MMAAKKEE  AA  DDIIFFFFEERREENNCCEE.. 
[1304.4(d)(1)]; 1304.40(d)(3)] 
 
 

CCoonnffeerreenncceess  //  HHoommee  VViissiittss  
 

We appreciate your keen interest in your children's    
progress.  WWhheenn  yyoouu  wwiisshh  ttoo  aarrrraannggee  aa  ccoonnffeerreennccee  
wwiitthh  yyoouurr  cchhiilldd''ss  tteeaacchheerr,,  pplleeaassee  aaddvviissee  hhiimm//hheerr  ooff  
yyoouurr  ccoonncceerrnnss  aanndd  ttooggeetthheerr  yyoouu  ccaann  sseett  aa  ddaattee  aanndd  
ttiimmee..  If you and the teacher wish to have other 
KIDCO Staff members participate in your conference, 
please let them know.  Remember, we are here to 
help you and your children. 
 

  
PPaarreennttss  AArree  WWeellccoommeedd  AAtt  AAllll  TTiimmeess  TToo  PPaarrttiicciippaattee  

AAnndd  CCooooppeerraattee  IInn  SScchhooooll  AAccttiivviittiieess..  
 

 
We encourage and like having a "family 
environment" at our Agency.  Here children, parents, 
and staff come together for one common goal: ""TThhee  
bbeesstt  ffoorr  oouurr  cchhiillddrreenn..""  [1304.21(a)(2)(iii)]; [1304.21(b)(1)(i.)] 
 
 
 
 

PPaarreenntt  CCoommmmiitttteeeess  
   

EEnnrroolllliinngg  yyoouurr  cchhiilldd  aatt  KKIIDDCCOO  aauuttoommaattiiccaallllyy  mmaakkeess  
yyoouu  aa  mmeemmbbeerr  ooff  oouurr  PPaarreenntt  CCoommmmiitttteeee..  Here you 
can share in our development and have responsibility 
as you meet regularly with other KIDCO parents to 
work and plan together for the welfare of our 
children.  This is a big responsibility and the primary 
function of our Parent Committee.  
 

Meetings are held monthly and serve to further 
share and communicate your ideas, talents, concerns 
and suggestions about the total Agency.  We are 
extremely proud of our parent involvement and feel 
that it is an intricate part of our success.  Parent 
Activity Funds” are designated in the KIDCO Agency 
budget to support parent activities. 
 
We encourage your participation as a member of the 
Parent Committee.  [1304.40(a)(4)(5)]; [1304.40(d)(1)]   

 

  
KKIIDDCCOO  ssttrroonnggllyy  uurrggeess  ppaarreennttss  ttoo  jjooiinn  tthhiiss  ggrroouupp  aanndd  

bbeeccoommee  aann  iinntteeggrraall  ppaarrtt  ooff  tthheeiirr  cchhiilldd’’ss  lliiffeelloonngg  
lleeaarrnniinngg  pprroocceessss..  

  

 
 
 

PPoolliiccyy  CCoommmmiitttteeee  
 

This committee must be established at the Delegate 
Agency level.  IItt  iiss  ccoommpprriisseedd  ooff  ppaarreennttss  ooff  ccuurrrreennttllyy  
eennrroolllleedd  cchhiillddrreenn  aanndd  ccoommmmuunniittyy  rreepprreesseennttaattiivveess  aass  
rreeqquuiirreedd by the Head Start/Early Head Start 
program. This committee is part of the Delegate 
Agency’s on-going planning and shared decision-
making processes. 
 
 At the beginning of the program year notices are 
sent to all parents to participate in the initial 
meeting for the Policy Committee.  The agenda for 
this first meeting is to inform parents of the 
responsibilities held by members of the Policy 
Committee.   
 
KIDCO staff members assist the Policy Committee in 
planning, coordinating, organizing and developing 
program activities for parents.  
 
The Policy Committee is charged with 
responsibilities that consist of developing Bylaws, 
the mobilization of community resources to meet 
the identified needs of the Head Start/Early Head 
Start program at KIDCO, and the review of the 
funding applications and amendments for Early 
Head Start and Head Start.   
This Policy Committee also advises KIDCO staff in 
the development and implementation of local 
program policies, activities and services for all 
programs at the Agency. 
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PPaarreenntt  TTrraaiinniinnggss  
    

Parent training and workshops are provided on a 
monthly basis.  These are generally announced in the 
‘KIDCO Express’ newsletter or through flyers posted at 
each KIDCO site and cover different topics. Other 
workshops, training and seminars are also offered 
through different agencies such as Child Development 
Services, Head Start/Early Head Start.  Make sure to 
check the Parent Bulletin Board for further 
information.  [1304.40(b)(i.)(ii)(iii)]. 

  
  

IIff  yyoouu  hhaavvee  ttooppiiccss  ooff  iinntteerreesstt  ffoorr  wwoorrkksshhooppss,,  pplleeaassee  
sshhaarree  tthheemm  wwiitthh  uuss..  

  

 

 
 
 
 
 

EEmmppllooyymmeenntt  PPrreeffeerreennccee  
 

Vacant positions are advertised and announced at 
Parent Committee meetings.  Employment preference 
is given to qualified parents who apply. Every 
applicant must follow the interview process and must 
show competence and qualifications for the position 
desired.   
 

While bilingual speakers are preferred for all 
positions, Teacher positions require proficiency in the 
English language. 
 
 
 

CChhiillddrreenn’’ss  BBeehhaavviioorr  
 

 
Parents are informed of any changes we notice in the 
child's daily appearance, health, eating habits and/ or 
social behavior.  We recognize that these changes 
reflect a new condition in the child that must be 
addressed by the responsible adult in the child's life 
[1304.24(c.)(I.)(ii)(iii)] 
 

There is a referral process and an evaluation process 
in place at the center for any child demonstrating 
difficult behavior. 
 
 
 

TTrraannssiittiioonn  
 
KIDCO works hard at having best practices when it 
comes to transitional activities with the children and 
families and any new setting.  [1304.40(h)(1)-(4)] 

 

These transitions are often between; Early Head Start 
and Head Start programs; within KIDCO sites and/or 
classrooms; and from KIDCO to the children’s new 
and respective elementary schools.   
 
Parents are assisted in understanding what to expect 
in new environments; and staff assist children and 
parents throughout the year with transition 
activities. 
 
KIDCO encourages children and parents to schedule a 
visit to their new school, take part in sample 
activities, and meet staff and other children and 
parents. The Elementary school staff will also visit 
KIDCO and spend some time with our children. 
 
Towards the second half of the school year, KIDCO 
will put together a Parent Handbook on transitions 
available for all transitioning families.  
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SSppeecciiaall  EEvveennttss    
 

 

FFiieelldd  TTrriippss  
 

Preschool age children will attend field trips 
regularly while at KIDCO. These experiences are 
planned to support what the children are learning 
in the classroom; they are always fun, hands on, 
and developmentally appropriate. 
 
Our children will visit many of Miami-Dade 
County's fascinating, exciting and educational sites.  
Some of these sites include:  MMuusseeuumm  ooff  SScciieennccee  &&  
SSppaaccee  PPllaanneettaarriiuumm,,  MMeettrroo  ZZoooo,,  MMiiaammii  CChhiillddrreenn’’ss  
MMuusseeuumm,,  MMiiaammii--DDaaddee  PPuubblliicc  LLiibbrraarriieess,,  MMeettrroo--DDaaddee  
PPaarrkkss,,  MMiiaammii  SSeeaaqquuaarriiuumm,,  JJuunnggllee  IIssllaanndd  aanndd  mmaannyy,,  
mmaannyy  mmoorree  ffuunn  ppllaacceess!!   
 

 
 
 

Parents are encouraged to participate as 
chaperones on these field trips.  However, they 
must communicate their intention of participating 
to their child’s teacher as soon as possible as there 
is usually limited space.  These plans must be 
completed and verified before the date of the trip. 
Parents are asked to alternate as chaperones in 
order to allow all parents who volunteer to 
participate.  [1304.21(c.)(5)(i)] 
 
Our younger children (the older infants and the 
toddlers) will participate in different activities such 
as on-site field trips and special guests. 
 

All other children’s related activities and 
celebrations must be discussed with the child's 
teacher in advance.  This is important in case that 
clearance and/or permission from the 
administration is necessary. Remember, we 
encourage and promote healthy food when 
possible.  [1304.23(6)(1)(vii)].  Therefore, in the 
event of a party you must make sure you have the 
teacher’s prior approval. 
 
 
 
 

BBiirrtthhddaayyss  
 

Children will be acknowledged on their birthdays.  
However, KIDCO will provide a treat at the end of 
the month to celebrate all birthdays that month. 
KIDCO does NOT permit any outside food or treats 
of any kind to emphasize children’s birthdays.  
 
 
 

OOtthheerr  EEvveennttss  
 

Throughout the year, KIDCO plans extra-curricular 
activities / events for the involvement of children, 
their family, our community, teachers and staff in 
general.  Such events include ""FFiieelldd  DDaayy"",,  ""BBooookk  
FFaaiirrss"",,  ""PPaarreenntt  BBrreeaakkffaassttss"" and many others.   
 
These activities are the product of collaborative 
efforts between the parents, staff and children.  
We encourage all parents to participate in these 
activities. 
 
 

 
 

 

 
 

“Live as if you were living a second time, and as though you had acted wrongly the first time” 
-  Victor Frankl 
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HHeeaalltthh  &&  SSaaffeettyy  
 

 

MMeeaallss  
 

KIDCO promotes nutritional wellness by providing 
daily nutritional meals to complement the meals 
enjoyed at home.  By providing well-balanced meals 
and fostering good eating habits, we help children 
establish their positive healthy development.  We 
also help families learn new ways to keep healthy. 
 

KKIIDDCCOO  sseerrvveess  tthhrreeee  ((33))  ddaaiillyy  mmeeaallss;;  bbrreeaakkffaasstt,,  lluunncchh  
aanndd  aafftteerrnnoooonn  ssuupppplleemmeenntt..  These meals are 
prepared and served according to sound sanitary and 
nutritional principles and guidelines from the United 
States Department of Agriculture Child Care Food 
Program.  The menus are posted on the Parent 
Information Bulletin Board and the site kitchen.  
[1304.23(b)(1)(v)] 
 

Nutritional needs are met through a variety of 
healthy foods that respect our diversity in cultural 
foods in order to expand the child’s food experience. 
[1304.23(b)(1)] [1304.23(c)(1)]  
 

If the child has any dietary restrictions, please 
provide Family Services Worker with the proper 
documentation: if it is a medical condition, the 
Agency requires an original prescription from child’s 
doctor or medical authority, allergy test and a list of 
foods child eats at home signed by parent or 
guardian; if it is a religious or tribal specification, 
KIDCO requires a written, signed note from the 
parent. 
 

PPlleeaassee  ddoo  nnoott  sseenndd  yyoouurr  cchhiilldd  ttoo  sscchhooooll  wwiitthh  ffoooodd..    WWee  
ccaannnnoott  aacccceepptt  ffoooodd  ffrroomm  hhoommee..  

  

 

Remember, children must arrive at the center before 
8:45 a.m. in order to participate in the school 
breakfast.  If the child arrives after 8:45 a.m. and has 
not had breakfast, the parent must see their 
corresponding social service worker, and receive a 
late pass which will be submitted to the teacher.  The 
Family Services Worker will escort the parent to the 
kitchen in order to obtain the child’s breakfast. The 
parent must remain with child until the child is 
finished.  Absolutely no breakfast will be served after 
9:30 AM and between 8:45 AM and 9:30 AM is 
allowed only in emergency. [1304.23(b)(1)(iii)] 

 

 

AAlllleerrggiieess  
 

When you enroll your child, you must notify us of 
any religious observations, food allergies, and 
special diets. The central office will notify the 
teacher and the kitchen personnel in writing.  A 
original medical prescription signed by the child 
physician is required in order to make special food 
arrangements.  These need to be discussed with 
the KIDCO Nutrition Facilitator.  KIDCO will 
accommodate required needs not Personal 
preferences.  The following will also be required 
for children with allergies:  
a. Original prescription signed by doctor or 
medical authority stating what child is allergic and 
what he is allergic to.  
b. Allergy test – must be provided prior to 
child starting school or upon expiration of current 
allergy test (allergy test will be accepted two (2) 
years from time allergy test was conducted).  If 
child health prevents test from being conducted 
documentation from the doctor will be needed and 
parent will be given twenty (20) calendar days to 
submit allergy test.  Temporary menu will be 
provided based on Rx while allergy test is 
received.  If test is not received within twenty (20) 
calendar days child will need to be placed on 
program wait list until test are received.   
c.     List of foods child eats at home signed by 
parent    
d. Dietitian may call doctor or medical 
authority for clarification based on Rx or allergy 
test. 
e. NO child may commence school if a special 
menu is needed until it is in place.   
f. In addition, if the child requires an epi-pen 
then an original medical prescription sign by the 
physician is also required.  If prescription is not 
received upon expiration date child will not be 
admitted to school and parent will be given five 
calendar days to submit epi-pen prescription if not 
received within five calendar days child will be 
placed on program wait list. 
g. All program documents as required by 
KIDCO, Licensing or any other providing agency 
will need to be completed and submitted within 
requested time period.  If documents are not 
completed and submitted by parent or guardian 
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child will be placed back on wait list until 
documents are received. 
 
Note: once a child goes on the wait list 
parent/guardian will need to wait till a space 
becomes available in the program for re-
enrollment. 
Personal preferences will not be 
accommodated. 
 
KIDCO is now a peanut free environment due to the 
severity of this allergy. [1304.22(b)(2)(3)]; [1304.23(c)(6)] 
 
 

Physicals & Immunizations 
 
 

Child’s Immunization is required to be on file. 
Immunization must be present prior to child start 
date and if immunizations expire while child is 
enrolled parent/guardian will be informed and will 
be given five (5) business days to submit 
immunization if not child will be place on wait list.   
 
Physical exams are also required prior to start date 
and if child’s physical expires parent/guardian will 
be given thirty (30) calendar days to submit child’s 
physical if it is not received child will be placed 
back on programs wait list. 
 
Note:  Once child is place on wait list 
parent/guardian will need to wait for a opening to 
re-enroll their child into the program. 
 
Additional health requirements: 
a. Hemoglobin screening; 
b. Annual Dental exam (at age one); and 
c. Blood lead test (as required) 
 

SSaaffeettyy  TTiippss  
 

Here are important safety tips to follow with your 
children: 

 Keep medicine, matches, chipping, toxic plants, 
small objects, balloons and cleaning products 
away from children’s reach. 

 Use appropriate car seats at all times. 

 Seek out information on safety standards for 
toys and infant equipment. 

 Stay with infants on changing table and during 
bath. 

 Teach toddlers safe use of play materials and 
playground equipment. 

 Teach and routinely model simple safety rules 
and practices. 

 

HHeeaalltthh  SSccrreeeenniinnggss  
 

Health and Dental screenings are required for 
children enrolled in the Head Start /Early Head 
Start programs. Children in need of further 
medical intervention, psychological or 
developmental evaluation will require a signed 
"Consent for Evaluation" form from the parent 
or legal guardian. It is important to note that 
children will not be allowed to enter the program 
without these health screening documents.  

 

 

RReeffeerrrraall  SSyysstteemm  
 

If your child has a diagnosed need for a special 
education program, you will be assisted in the 
coordination of such services.  KIDCO, in 
cooperation with Miami-Dade County Public 
Schools and the Florida Diagnostic Learning 
Resource System (FDLRS), will assist you in 
finding a program for your child that will also take 
your needs into consideration. Our Mental 
Health/Disabilities Facilitator will begin the 
evaluation process through age appropriate 
screening tools, in order to assist families, children 
and staff to find the most appropriate services for 
each child. 
 
Family counseling services are also provided in 
collaboration with local agencies, mental health 
institutions, clinics, and other institutions.  If you 
feel that you need assistance, please contact our 
central office and speak to one of our Social 
Workers.  
 

HHeeaalltthh,,  SSaaffeettyy  &&  HHyyggiieennee  
  

Health, safety and hygiene are three major 
components in the total maintenance of our 
quality standards at KIDCO.   
 
A careful approach to upkeep all physical 
environments both indoors and outdoors, in a 
clean, sanitized and environmentally safe manner 
is one of the biggest challenges KIDCO faces each 
day.  In order to achieve this important objective, 
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we count on everyone to pitch in and become part 
of a clean, safe, and well-maintained Agency. 
 
KIDCO’s hygiene is affected by everyone who 
enters our doors and is impacted by everyone who 
is in contact with those who attend the program 
each day.  Therefore, our Agency follows these 
guidelines to upkeep a clean and sanitized child 
care facility. 
  

CCeenntteerr  HHyyggiieennee  
 

 All employees wash their hands upon entering 
their work shift. Parents are also encouraged to 
wash their hands upon entering the Agency. 
 

 Adults / Employees will follow Universal 
Precaution when handling any body fluids.  For 
example, employees will use gloves when 
diapering children and/or wiping children after 
toilet use. 
 

 Employees will wash hands and use gloves 
before any meals, before serving or providing 
children or adults any food item.  
 

 Employees will clean work areas, particularly 
table tops with a sanitizing solution before and 
at the end of any food related activity, and 
encourage children’s help. 
 

 Employees will clean their work areas after 
regular use. 
 

 Maintenance personnel will clean up after each 
major spill, and will follow the appropriate 
Occupational Safety and Health Administration 
(OSHA) steps in keeping a safe, clean, and 
sanitized environment. [1304.23(e)(1)] 

 
 

UUnnpprreeddiiccttaabbllee  EEmmeerrggeenncciieess  
 

KIDCO has an emergency plan for the continuity of 
operations based on the unpredictability of 
emergencies and their impact in program services. 

Emergencies are defined as unplanned events that 
can cause significant injury, to employees, 

customers, or the public. They can disrupt or close 
down operations, cause physical or environmental 
damage, or harm the organization’s public image.  
Emergencies today include acts of nature (flood, 
hurricane, tornadoes…), technological 
emergencies, civil disturbances and terrorist 
incidents.   

Therefore, KIDCO developed a Continuity of 
Operations Plan (COOP) Guidebook.  This plan is 
key for establishing continuity of services and/or 
supporting efforts of operation. 

The plan includes procedures for alerting, 
notifying, activating, and deploying employees; it 
identifies the mission of essential functions, 
establishing alternative facilities and establishing 
a personnel roster with decision making authority 
and the knowledge of its functions. 

 

KIDCO’s COOP Plan Guidebook components are: 
1) Plans and Procedures 
2) Mission Essential Functions  
3) Delegation of Responsibility 
4) Orders of Succession 
5) Alternative Facilities 
6) Training and Testing  
7) Interoperable Communications 
8) Vital Records and Databases 
9) Personnel Issues and Coordination 
10) Facilities Preparation 
11) Extreme Heat 
12) What to do During A Fire 
13) After a Flood  
14) Recommendations for Early Childhood 

Programs For the 2017-2018 Flu Season 
15) Techniques for Diffusing a Family / 

Community Distressed Event 
16) Easing Disaster-Related Stress 

IInn  ccaassee  ooff  eexxttrreemmee  eemmeerrggeennccyy,,  KKIIDDCCOO  wwiillll  

ffoollllooww  DDaaddee  CCoouunnttyy  PPuubblliicc  SScchhoooollss’’  PPllaann  ffoorr  

sscchhooooll  rreemmaaiinniinngg  ooppeenn  oorr  cclloossiinngg  wwiitthhiinn  oouurr  

aarreeaa  ooff  sseerrvviiccee..  
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EExxtteennddeedd  CCaarree  PPrrooggrraamm  
 

HHoouurrss  ooff  OOppeerraattiioonn  
 

The extended care program generally operates 
from 2:00 PM to 6:00 PM.  

 
GGeenneerraall  IInnffoorrmmaattiioonn  

   

KIDCO recognizes the needs of working parents 
and offers an Extended Care Program for children.  
Extended care is available for children on regular 
school days.  The program begins at 2:00 PM or at 
their program dismissal, and runs until children 
are picked up by parents, but students may stay no 
later than 6:00 PM   
 

A responsible, trained adult will supervise children 
who are part of the Extended Care Program. 
 
Activities will include play, outdoor fun, field trips, 
outdoor water play, table games and many more 
enrichment and entertaining activities.  

 If you are interested in having your child enrolled 
in Extended Care Programs, please stop by the 
central office to register. 
 

If you need to contact your child’s teacher after office 
hours (5:30 pm), please dial 305-576-6990. 
 

To Head Start Parents: 
  

EExxtteennddeedd  ccaarree  ffeeee  iiss  nnoott  ppaarrtt  ooff  tthhee  rreegguullaarr  HHeeaadd  
SSttaarrtt  PPrrooggrraamm..  It begins at 2:00 PM, after the Head 
Start program hours end and it is not part of the 
Head Start program at all. 
 
 

 

  

  KKIIDDCCOO  ooffffiiccee  hhoouurrss  aarree::  
88::0000aamm  ttoo  55::0000ppmm  

  
 

 
 
 
 

 
“Anticipate the good so that you may enjoy it” 

-Ethiopian proverb 

  

  

  

SSuummmmeerr  PPrrooggrraamm 
 

A summer program is also available following KIDCO’s schedule and policies.  A responsible, trained 
adult will supervise children who are part of the summer program.   
 
Activities will include play, outdoor fun, field trips, movies, outdoor water play, table games and 
many more enrichment and entertaining activities.   

  
  

EEnnjjooyy  ssuummmmeerr  ffuunn!!  
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CCuurrrriiccuulluumm  
 
 

  

OOvveerrvviieeww  
  

 

 

KIDCO strives to provide each child with an 
individualized balanced curriculum. AA  
ddeevveellooppmmeennttaallllyy  aapppprroopprriiaattee  ccuurrrriiccuulluumm is 
planned for the age span of the children within 
each group and is implemented with attention to 
the different needs, interests and developmental 
levels of the individual child.  This curriculum is 
implemented in the infant, toddler and preschool 
classrooms. 
 

For our younger children whether in Early Head 
Start or any other program birth to three years 
our Teachers follow the Creative Curriculum.  
Older children 3 to 5 whether enrolled in Head 

Start, School Readiness or VPK, follow the High 
Scope Approach. 
 
Our staff, parents, and children form part of a 
multicultural community.  Our teachers strive to 
individualize the attention to each child.  Their 
culture, ethnic background and native language is 
respected, nurtured and enhanced throughout the 
curriculum. 

 
A developmentally appropriate curriculum is 
based on hands-on, real life and concrete 
experiences and opportunities for children.  Four 
main areas of child development are emphasized 
in our daily activities: 

 
 

 

PPhhyyssiiccaall  
Small & large motor skills 

Pre-Writing skills 

 

EEmmoottiioonnaall  
Positive self esteem 

Compassion 
Respect 

 

CCooggnniittiivvee  
Critical thinking skills 
Problem solving skills 

Reading readiness 
Math readiness 

 

SSoocciiaall  
Self-control 

Independence 
Social acceptable behavior 

 

 

At KIDCO your child will be involved in activities, 
using materials and equipment geared to 
stimulate his/her social, physical, emotional and 
intellectual (cognitive) development. 
 
INFANTS will be involved in activities and utilize 
materials that will encourage focusing, sound 
distinction, fine and gross motor skills, 
stimulation, and language development in the 
warmth and nurturing care of our specialized 
staff.  
  
TTOODDDDLLEERRSS  will participate in activities with 
materials that promote sensory development, 
increase attention span, fine and gross motor 
skills, language, social development as well as 
fostering their independence. 
 

PRESCHOOLERS will actively explore, discover, 
create, analyze, investigate, solve, and plan their 
daily activities supported by the teacher’s 
guidance.  Manipulative skills will be stimulated 
to foster “key experience”, creativity and real-life 
experiences. 
 
*We appreciate your ideas and comments 
regarding the activities and the experiences your 
child participates in while at KIDCO.  Please feel 
free to stop by the office and leave or discuss any 
comments you may have with our Education 
Coordinator.  We also ssttrroonnggllyy  uurrggee  yyoouu  ttoo  jjooiinn  
oouurr  KKIIDDCCOO  EEdduuccaattiioonn  AAddvviissoorryy  CCoommmmiitttteeee..  You 
are invited to become a member of this group and 
make contributions to our curriculum and see 
how our children learn.  
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TThhiinnggss  YYoouu  CCaann  DDoo  ttoo  EEnnhhaannccee  

YYoouurr  CChhiilldd’’ss  DDeevveellooppmmeenntt  
 
 

IInnffaannttss  &&  TTooddddlleerrss  ((BBiirrtthh  ––  22  yyeeaarrss))  
    
  

  

  

PPhhyyssiiccaall  

DDeevveellooppmmeenntt  

  

- Give your child lots of opportunities for large muscle activities, such as 
crawling, scooting, running, jumping, etc. 

- Encourage your child to play with a variety of toys like the pull/push toys, 
shovel to scoop sand, and turning knobs. 

- Provide opportunities for sensory development, small and large muscle 
development, like play-dough, stringing beads, puzzles, and ride-on-toys. 

 

  

  

CCooggnniittiivvee  

DDeevveellooppmmeenntt  

- Encourage your infant to imitate sounds and make faces. 

- Provide lots of time to figure out cause and effect, and how things work. 

- For toddlers, pose simple problems at home for your child to solve with your 
help. 

- Provide a variety of opportunities for your child to independently explore 
around the environment and solve problems. 

 

  

  

  

  

SSoocciiaall  

DDeevveellooppmmeenntt  

  

  

  

- Make eye contact with your child often. 

- Take advantage of opportunities for social play with your child during 
feeding time, bath, and dressing times. 

- Take advantage of mealtimes as opportunities for the entire family to 
socialize.  Help your child be part of the conversation. Teach table manners 
and introduce new foods. 

- Encourage your child to develop listening skills. Play listening games like the 
"whispering game", where you tell your child something in his/her ear in a 
very soft voice. 

- Listen to your child and help him/her find the words to express himself when 
he/she needs your support. 

 

  

  

  

  

EEmmoottiioonnaall  

DDeevveellooppmmeenntt  

  

  

  

- Get down to your child's eye level when you talk to him/her; interact with 
them or play with them. 

- Let your child know through your actions, such as touching, hugging, kissing, 
smiling, that she/he is an important part of your life and is loved very much. 

- Express support and kindness when your child is having difficulties. 

- Understand the meaning of your infant's different types of cries. Respond 
quickly. Use supportive words to console him/her. 

- Provide opportunities for your toddler to learn self-help skills.  Recognize 
what he/she is capable of doing independently.  Support him/her by 
providing things like a small water pitcher that he/she can handle to pour 
his/her own water or milk, etc. 
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PPrreesscchhoooolleerrss  ((33  --  55  yyeeaarrss))  
  

  

  

  

PPhhyyssiiccaall  

DDeevveellooppmmeenntt  

  

  

 
- Give your child lots of opportunities for large muscle activities 

appropriate to his/her developmental level, such as crawling, scooting, 
running, jumping, dancing, skipping, hoping, etc. 
 

- Understand the importance of active outdoor play such as swinging, 
seesaw riding, jungle gym climbing, cartwheels, etc. 
 

- Play outdoor games, like ball, hula-hoops, jump rope and also provide art 
experiences outdoors. 

  

  

  

  

CCooggnniittiivvee  

DDeevveellooppmmeenntt  

  

  

  

  

  

 
- Give your child the time he/she needs to problem solve, be creative and 

curious, and practice communicating with others. 
 

- Help your preschooler understand relationships between cause and 
effect, means and ends by giving him/her lots of practice in activities such 
as telling stories and leaving the ending for your preschooler to finish, 
and pouring water from one cup to another. 
 

- Keep your child stimulated by providing a variety of active experiences 
like visits to the library, supermarket, zoo, public transportation, art 
galleries, walks in the park, window-shopping.  Explain things to your 
child often in words he/she know so that they can understand what they 
are seeing, hearing, smelling, touching and tasting. 
 

  

  

SSoocciiaall  

DDeevveellooppmmeenntt  

    

  

  

 
- Help your child learn respect for the property of others at home and at 

the center. 
 

- Make eye contact with your child often. 
 

- Encourage your child to cooperate with playmates rather than compete. 
 

- Encourage your child to express feeling in words. 
 

  

  

EEmmoottiioonnaall  

DDeevveellooppmmeenntt  

  

  

  

 
- Offer children choices but make sure you set the limits.  Let them know 

how proud you are of them when they make their own choices. 
 

- Express support and kindness when your child is having difficulty in 
different experiences such as waking up too soon from nap. 
 

- Give you child plenty of opportunities to experience success. 
 

 
 

“Happiness is a daily decision” 
-  Andrew Matthews 
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AAsssseessssmmeenntt  ooff  YYoouurr  CChhiilldd’’ss  DDeevveellooppmmeenntt 
 

 
One of KIDCO's priorities is to maintain open 
communication with parents. Strategies include 
sharing your child's growth in all areas of 
development – physical, cognitive, social and 
emotional. 
 
The Early Head Start Program uses the Denver II 
to screen children from birth through three years 
of age.   
 
Children in the Head Start Program (for age’s 
three to five) are screened using the Acuscreen & 
DECA (Devereux Early Childhood Assessment); 
they are also screened in speech and language.  
For those children in the program under Child 
Development Services, children are screened using 

the Lap-D.  These tools are designed for children 
between three and four years of age. 
Based on the results of the respective screening 
and in combination with both Teacher/ Parent 
observations, the staff then utilizes Galileo to 
establish individual developmental goals for each 
child. 
 
Teachers schedule a Home/School Visit and a 
Parent/Teacher Conference to share the children’s 
development throughout the school year.  During 
this time, the Teacher describes the observations 
kept on each child’s development and the goals 
set for each developmental area. Parent input is 
also very important and encouraged throughout 
the Agency.  Parents’ input, help set individual 
goals.   

  
  
  

  

TThhee  AAbboovvee  MMeetthhooddss  TTrruullyy  SSuuppppoorrtt  tthhee  CChhiilldd  

AAss  aann  AAccttiivvee  LLeeaarrnneerr  
  

  
  

  

  
  

  
  

“There can be no keener revelation of a society's soul than the way in which it treats its children” 
-  Nelson Mandela 
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CCoommppllaaiinntt  PPrroocceedduurreess  ffoorr  CCoommmmuunniittyy  //  PPaarreennttss  
 
It is the policy of the center to practice fair and just procedures regarding complaints leading from 
community / parents’ concerns about the Head Start and Early Head Start programs, as well as any other 
program within our Agency. 
 
1.       Any community members / parents may present complaints regarding their concerns. 

a) Any circumstance or condition believed to be unjust has the ground for complaint. 

b) Complaints can be of the following natures: 
1) Any of the Head Start/Early Head Start components 
2) Physical facility, including classroom environment 
3) Interpersonal relations. 

 
2. KIDCO recognizes the fact that a satisfied community member / parent is a more productive parent 

and welcomes constructive complaints which will enhance the operation of the program. 
 
3. PROCEDURE: 

        When a complaint arises, the procedure followed is as such: 
 
a) Community member / parent may bring complaint to any of the following employees:  

Teachers, Family Services Workers and Program Director. 
 

b) Employee shall listen to community members’ / parents’ concerns and schedule a meeting with 
designated Family Services Worker. 
 

c) The designated Family Services Worker shall use Performance Standards as a guide to bring a 
positive conclusion to the complaint. 
 

d) A meeting shall be scheduled between the Family Services Worker, parent and person who 
received the complaint to reach a positive consensus. 
 

e) If community member / parent concern is still unresolved, it shall be brought to the Grievance 
Committee for input and recommendation. 
 

f) If concern is still unresolved, it shall be brought to the Executive Director’s attention for input, 
who shall consult with the Grantee for alternatives to reach a positive conclusion. 
 

g) The Program Director shall be responsible to see full implementation of Action Plan or final 
determination. 
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AAggeennccyy  SSeerrvviicceess  CCaalleennddaarr  
 
 
 
 
 

SSttaannddaarrdd  HHoolliiddaayyss  
 
 

The following is the list of eleven (11) Standard Holidays approved by the Early Learning Coalition 
of Miami-Dade and Monroe Counties and the Division of Child Development Services for the 
contract year: 
 
 
 

IInnddeeppeennddeennccee  DDaayy  JJuullyy  44tthh    

LLaabboorr  DDaayy  11sstt  MMoonnddaayy  iinn  SSeepptteemmbbeerr  

VVeetteerraann’’ss  DDaayy  NNoovveemmbbeerr  1111tthh    

TThhaannkkssggiivviinngg  44tthh  TThhuurrssddaayy  iinn  NNoovveemmbbeerr  

DDaayy  AAfftteerr  TThhaannkkssggiivviinngg  44tthh  FFrriiddaayy  iinn  NNoovveemmbbeerr  

CChhrriissttmmaass  DDaayy  DDeecceemmbbeerr  2255tthh    

NNeeww  YYeeaarr’’ss  DDaayy  JJaannuuaarryy  11sstt    

MMaarrttiinn  LL..  KKiinngg’’ss  BBiirrtthhddaayy  33rrdd  MMoonnddaayy  iinn  JJaannuuaarryy  

PPrreessiiddeenntt’’ss  DDaayy  33rrdd  MMoonnddaayy  iinn  FFeebbrruuaarryy  

FFllooaattiinngg  HHoolliiddaayy  GGoooodd  FFrriiddaayy  

MMeemmoorriiaall  DDaayy  44tthh  MMoonnddaayy  iinn  MMaayy  
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KKIIDDCCOO  CCrreeaattiivvee  LLeeaarrnniinngg,,  IInncc..  
     

  

AAddmmiinniissttrraattiioonn  

Nilsa Velázquez, Executive Director/President/CEO 

Dr. Silvia La Villa, Chief Business Dev. Officer Education/Human Resources Director 

Ivette Riaño, Chief Operations Officer/Head Start/Early Head Start/Director 

Rosa Casamor, Chief Services Officer/Family Services Director 

Frank R. Emmert, Chief Financial Officer 

  
BBooaarrdd  ooff  DDiirreeccttoorrss  

Esther Chisholm, Chairperson 

Jean-Robert Menard, Vice-Chairperson  

Nora Smith, Secretary 

Ida Ovies, Treasurer 

Nora Smith, Parliamentarian 

Janette Solis, Member At Large 
  

  

BBooaarrdd  ooff  TTrruusstteeeess  
 

 Roger Croteau  Luis Hernández   

 Steven Lofton  William López 

 Dr. George S. Morrison   Suzanne Salichs   June True 

  
FFuunnddiinngg  AAggeenncciieess 

Early Learning Coalition of Miami-Dade and Monroe ~ Voluntary 
Prekindergarten (VPK) and School Readiness (ELC) 

Florida Department of Health ~ USDA Food Program 

Miami-Dade Community Action Human Services Department (CAHSD) ~ Head Start Youth & 
Family Services 

Miami-Dade County Office of Management and Budget ~ Office of Grants Coordination 


