
 

Policies, Procedures, & Principles 
 

 

 

This handbook is intended to familiarize families with current policies, procedures and principles of The Birds Nest, Inc (TBN).  A 
PDF copy of the Handbook and Enrollment Packet are available at TheBirdsNestELV.com.  Print copies are available upon 
request.  TBN reserves the right to revise and renew the Handbook and Tuition Contract annually or as deemed appropriate. 
Families will be notified of updates prior to them taking affect. Updated September 2020 per STARS to Quality Program, State of 
Montana regulations, and Montana Early Learning Standards. Corinne Kuntz 



 
2 



 
3 

Our Vision 
Inspired by the child-led, nature-based & play-based learning, The Birds Nest envisions children as active navigators of their own 
learning.  We foster experimentation, a sense of wonder, & discovery.  We let kids’ minds soar & allow them to discover who 
they are going to be on their own, as opposed to pushing them through predefined lessons. 

Our Mission 
Our mission is simple: to incubate your child’s creative intelligence.  Everyone is born with creative “wings;” we teach kids how to 
“fly” by providing opportunities to play, make choices, take risks, solve problems, be hands-on, and participate in everyday 
world experiences.  To truly educate our children for the future, we believe they need to:  Learn how to think, not be told what to 
think.  Be able to re-frame any situation through a new lens.  Be empowered to become a “me.”  In our program, children are 
navigators of their own experiences and learning. Teachers, as co-learners, and parents work together to provide the scaffolding, 
resources, love and support to allow your child to push the boundaries of his/her creative intelligence in a loving 
and safe environment.  The sky is the limit at The Birds Nest. 

Philosophy 
The Birds Nest holds true to a Reggio inspired philosophy and approach which fosters a child’s right to explore, observe, 
hypothesize, question, and discuss to clarify their understanding.  Children have rights and should be given opportunities to 
develop their potential.  Influenced by this belief, the child is seen as powerful, competent, creative, curious, and beautiful. 

The Birds Nest’s philosophy is based upon the following set of principles: 
Ø Children must have some control over the direction of their learning. 
Ø Children must be able to learn through experiences of touching, moving, listening, and observing. 
Ø Children have a relationship with other children and with material items in the world that children must be allowed to explore. 
Ø Children must have endless ways and opportunities to express themselves. 

Our program is designed to immerse children in an environment full of natural, organic, and open-ended materials.  Endless 
opportunities derived from a wide variety of materials fill a child’s day with the joy of learning through exploration.  Mistakes are 
always learning experiences and they allow children to turn a corner and discover even more of the world.  

Professionalism and Code of Ethics 
As professionals who works with young children, we commit ourselves to furthering the values of early childhood education as 
they are reflected in the ideals and principles of the National Association of the Education of Young Children (NAEYC) Code of 
Ethical Conduct. To the best of our ability, we will… 
Ø Never harm children. 
Ø Ensure that our program is based on current knowledge and research of child development and early childhood education. 
Ø Respect and support families in their task of nurturing children. 
Ø Respect colleagues in early childhood care and education and support them in maintaining the NAEYC Code of Ethical 

Conduct. 
Ø Serve as an advocate for children and their families in our community and society. 
Ø Stay informed of and maintain high standards of professional conduct. 
Ø Engage in an ongoing process of self-reflection, realizing that personal characteristics, biases, and beliefs have an impact on 

children and families. 
Ø Be open to new ideas and be willing to learn from the suggestions of others. 
Ø Continue to learn, grow, and contribute as professionals. 
Ø Honor the ideals and principles of the NAEYC Code of Ethical Conduct. 
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Our History and Future 
The Birds Nest was established in November 2014 as a small registered in-home program.  Over the course of the following eight 
(8) months, The Birds Nest saw a substantial amount of demand for quality in home care.  With a waiting list of five families 
wanting to enroll into the program, all advertising stopped and word of mouth continued to spread as The Birds Nest continued to 
receive calls weekly from families on the hunt for quality care.  In December 2015, the planning process began to expand the 
program to accommodate the need for quality care in the Flathead Valley, maintaining low teacher to child ratios and combining 
the best aspects of a center with those of an in-home program.  The Birds Nest expand in May of 2018 and is in the process of 
expanding again in November of 2019, adding a program dedicated to our preschool students across the street from our current 
early learning program – hence The Birds Nest Early Learning Village! 

Accreditation and Licensing  
Ø The Birds Nest is registered with & inspected by the Department of Public Health & Human Services. 
Ø All employees, volunteers, and/or residing adults must pass an annual background check and federal fingerprinting every 5 

years. 
Ø All employees are required to hold current certifications in Infant/Child/Adult First Aid and CPR. 
Ø The Birds Nest is a member of the Best Beginnings STARS to Quality Program - a continuous quality improvement program for 

early childhood educators in Montana.  A minimum of 24 hours of continuing education must be completed annually – we 
average closer to 40 hours. 

Ø The Birds Nest is an active participant in the Montana Early Childhood Project Practitioner Registry that is committed to 
increasing the number of high-quality early care and education programs by helping to develop and track individual’s 
professional achievements. 

Ø The Birds Nest is inspected by several county, state, and federal agencies on a regular basis.  These agencies include, but are 
not limited to, the Department of Public Health and Human Services, STARS to Quality, the Federal Child and Adult Care Food 
Program, the Flathead County Health Department, the Kalispell Fire Marshall, and the Child and Family Services Division 

Continuity of Care and Class Sizes 
In accordance with the Montana Department of Public Health and Human Services – Child and Family Services Division, The Birds 
Nest is registered and insured to care for up to twelve children between 7:30 am and 5:30 pm and an additional four between 
9:45 am and 12:45 pm (not including the Directors own children). 

The Birds Nest believes in the importance of the "Continuity of Care" model, where children stay with the same early childhood 
teacher until they transition out of the program.  Many benefits are seen from this model, particularly in the close relationship 
between child and teacher.  Children's attachment to their teacher is evident in the security with which they explore their 
environment.  Another major benefit is the close relationship that develops between the parents and teacher. In addition, yearly 
transitions, which better match the children's growing developmental skills, are eased when a group of children transition 
together. Children become very close to and protective members of their class and adapt to the varying developmental abilities of 
peers. The "Continuity of Care" model is highly recommended because it is developmentally important for young children. 

Arrival Policy and Procedure 
Your child should arrive clean and dressed ready for the day (if your child arrives prior to 8:00am, pajamas are acceptable with 
an appropriate change of clothes).  Your involvement each morning helps ease this time of transition. Please be mindful of group 
time and schedule your arrival accordingly (prior to 9:00am is preferred). Your child is more likely to feel a part of activities if 
arrival occurs before group activities begin. As children grow and develop, they periodically pass-through phases of separation 
and stranger anxiety. Please be very brief during drop off times because the longer you stay, the harder it gets. In our 
experience, children are always quick to get involved in play activities as soon as their parents are gone. Leaving while your child 
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is distracted may be easier on you, but the adjustment for your child will be easier if you announce when you will be leaving. 
Ø Sign in and report anything that may impact your child’s mood for the day. 
Ø Drop off any supplies - when applicable, fill out a “Medication Authorization Form”. 
Ø Fill out the top of the “Daily Report” if you would like a paper report on your child’s day vs verbal. 
Ø Say good-bye: A smile, good-bye kiss, and reassuring words that you will be back are all that is needed. 
Ø Once you have left, we will help your child(ren) wash up and join the class. 
NOTE - Arrival and departure times are not a good time to discuss serious problems. Little ears and minds hear and understand 
everything. Topics that concern day-to-day events or light-hearted discussions are fine. 

Late Arrival  
Children should arrive before 11:30am, we understand that there will be days when a child has doctor’s appointments or other 
commitments that result in late arrival. Arrival during transitions, lunch, or nap time often negatively affect the rest of the child’s 
day. Please communicate schedule adjustments as they occur.  

Departure Policy and Procedures 
Please be brief at departure as well. This is a time of testing, when two different authority figures are present. All children will test 
to see if the rules still apply. Please be in control of your child during these times.  
Ø Sign out and check your child(ren)’s cubby for soiled clothes, belongings, and/or paperwork/notices. 
Ø If you did not select to receive a “Daily Report”, ask about your child(ren)’s day. 
Ø Children are not permitted outside without an adult. 
Ø Do not leave any children in the car unsupervised when picking up other siblings or children.  
Ø Staff members are not permitted to buckle children into vehicles or to transport children after. 

Late Departure  
TBN closes at 5:30pm.  A fee of $5.00 will be charged for every ten (5) minutes of the first 30-minutes of overtime, plus a $1.00 
per minute thereafter.  Repeated tardiness in picking up a child at closing time may result in dismissal from the program.  Kalispell 
Police and the Department of Child Protective Services will be notified and the child will be released into their custody IF one of 
the following apply: 
Ø No communication regarding the late pick-up has been received by 6:00pm despite efforts to contact all authorized adults 

(parents and emergency contacts listed). 
Ø A child is not picked up by one hour past closing time (regardless of communication). 

Third Party Release 
Each child’s safety is a primary concern. Only TBN employees may release children to authorized individuals. All employees of 
TBN are instructed to verify any individuals intending to pick up a child.  Individuals picking up children must be: 
Ø At least 18 years or older. 
Ø Authorized in writing by the enrolling parent, as stated on the emergency consent form or with a dated note signed by an 

enrolled parent/guardian. 
Ø Able to present photo ID and to provide their signature on the classroom attendance log. 
Children will not be released to unauthorized individuals or to individuals that cannot be verified with photo identification. The 
Center will also not release a child at any time to a parent or designated individual who is visibly impaired due to alcohol or 
substance abuse (either prescribed or illegal). 

TBN loves to celebrate birthdays and welcomes parents to send a special treat to share with the class on the day closest to their 
actual birthday!  Some suggestions include: 
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Ø Tasty treats: mini-cupcakes, ice-cream, pudding cups, cookies, etc… 
Ø Healthier snack not commonly served: watermelon, 100% juice not from concentrate, etc… 
Ø Party favors: glow sticks, stickers, bubbles, box cars, crayons/coloring books, etc… 
Ø Do not send anything labeled “sugar free” or items sweetened with a sugar substitute.  
Ø Please ask about allergies that need to be considered when making a selection. 

For many holidays and non-holidays (first day of a season, national _______ day, and any other special days that are celebrated 
by our families) we will have a class celebration.  Usually, we will do a special themed project in celebration.  Not all special 
projects result in a take home masterpiece as we like to do interactive activities over craft projects.   

If your family has a unique tradition of celebrating a special day, please share this day with us so we can learn about different 
family traditions. If a holiday is coming up that you do not wish your child to participate in, please communicate your wishes in 
advanced so the we can make accommodations.  TBN is a non-religious program and celebrations will not include religious 
aspects.    

Maintaining a consistent daily routine allows your child(ren) to get the most out of the program.  It is also important to follow your 
contracted arrival/departure times in order to minimize parking congestion and ensure proper child to adult ratios are 
maintained.  If your child(ren) will not be arriving and/or departing at their scheduled time, twenty-four (24) hours advanced 
notice is appreciated.  While you are welcome to visit any time during the day, knowing if children will be arriving or departing 
during mealtime, naptime, or activity time helps us better plan our day. Please communicate any doctor appointments and other 
planned absences as soon as possible so we can find the best way to accommodate the change in your child’s schedule. For 
unplanned absences, please call/text the night before or at least 30 minutes before your child's scheduled arrival time. You can 
find our detailed schedule on our website or posted in the classroom. 

Medical Emergency Policy and Procedures 
For a minor injury that does not require medical attention, the following steps are taken: 
Ø First Aid will be administered, as necessary; 
Ø The parents will be contacted for more serious injuries, as necessary; 
Ø An accident report will be completed, with one copy to the parent and one copy placed in the child’s file. 

For a minor injury that may require medical attention, the following steps are taken: 
Ø First aid will be administered, as necessary; 
Ø The parents or authorized person will be contacted; 
Ø In the event that a parent or authorized person cannot be reached, the child’s physician will be consulted, and 911 will be 

activated, if necessary; 
Ø An accident report will be completed, with one copy to the parent and one copy placed in the child’s file. 

For Children requiring prompt medical attention, the following steps are taken: 
Ø CPR and/or First Aid will be administered, as necessary; 
Ø 911 will be activated if the injury is serious or life threatening and then the parents/guardian will be called; 
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Ø Parents are responsible for all costs involved in emergency medical treatment, including emergency transportation, if required. 
The owner of TBN, will not be held liable for any sickness/injury of either parent or child while on these premises. 

Severe Weather Emergency Policy and Procedures 
Ø If Kalispell Public Schools are closed, TBN may close depending on the reason for closure.  
Ø If TBN is open, but inclement weather becomes a serious threat, TBN may close early.  
Ø Parents will be notified when we will be closing early and be expected to pick up within a reasonable amount of time. 

Other Emergency Policy and Procedures 
In the event of an emergency that is determined to be severe enough to impact the safety and wellbeing of the children in care, 
TBN will communicate the closure details and expectations.  An emergency that might qualify would include, but not be limited to, 
the following examples - Loss of running water/power; Provider illness/injury; Flood/Fire; or Flu epidemics and other health 
emergencies determined by the Flathead County Health Department. 

At TBN, we strongly believe in the importance of regularly exploring the world.  We offer a variety of experiences both at and 
away from TBN to observe nature, practice social and safety skills, and learn about our community.  As a participant in our 
program, your child may join on short walks as a class around the neighborhood.  A Transportation Agreement must be 
completed at the time of enrollment for this type of field trip and a notice with the time and location will be posted on the morning 
of the walking field trip.  Field trips further than a half mile from TBN will require a Field Trip Authorization Form. Parents will be 
notified at least three days in advance of all field trips.  If you do not wish for your child to attend a particular field trip, please 
find alternative childcare arrangements for that day.  The following transportation policies apply:    
Ø Children under the age of six riding in a vehicle must be properly buckled in a federally approved car seat or booster seat. 

Older children and adults must be properly buckled in a seat belt.  Children are not allowed to sit in the front seat.   
Ø Doors should remain locked when the vehicle is moving.    
Ø Smoking and smokeless tobacco products is forbidden when transporting children.   
Ø Children shall enter/leave the vehicle curbside unless the vehicle is in a protected area/driveway.   
Ø Head counts shall be taken before leaving, after loading, during a field trip, after restroom breaks, and upon returning.   
Ø When children leave the vehicle, the vehicle shall be inspected to ensure no children are left in the vehicle.   
Ø Providers who operate a vehicle must have a valid license. Volunteers are not permitted to transport children other than their 

own without a provider present and must have a valid license. Child to provider ratios must be maintained at all times. 

TBN Rules  
These rules are set up to provide children with guidelines of expected behaviors. These are to teach the children to respect 
themselves and others. Our goal is to teach children to develop their own set of internal controls, thus enabling them to control 
and guide their own behavior.   
Ø Don’t cause physical/verbal injury to others 
Ø Cooperate and share when playing 
Ø Respect the choice of another to play alone 

Ø Use all equipment and toys appropriately 
Ø Help pick up toys/materials when finished 
Ø No weapon or violent play 

Guidance Policy and Procedures 
Parents will be contacted if their child’s behavior is not appropriate for the classroom.  Any time a child deliberately inflicts 
physical harm on another person and/or shows a pattern of aggressive or disruptive behavior (i.e. shouting, pushing, bullying, 
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emotional outbursts, etc.) parents will be informed and we will work together to create a plan.  If the behavior does not improve 
within two weeks, and the safety of the class is threatened, we reserve the right to terminate care.  We require a safe, nurturing 
and fun-loving environment for every child enrolled.  

If a child breaks or damages property of TBN (toys, furniture, etc.), the child’s parents will be responsible for the cost to fix or 
replace the items.  After three incidents, we reserve the right to terminate care. 

Every adult who cares for children has a responsibility to guide, correct and socialize children toward appropriate behaviors. 
These adult actions often are called child guidance and discipline. Positive guidance and discipline are crucial because they 
promote children's self-control, teach children responsibility and help children make thoughtful choices. The more effective 
providers are at encouraging appropriate child behavior, the less time and effort adults will spend correcting children's 
misbehavior.   

Effective guidance and discipline focus on the development of the child. They also preserve the child's self-esteem and dignity. 
Actions that insult or belittle are likely to cause children to view their providers negatively, which can inhibit learning and can 
teach the child to be unkind to others. However, actions that acknowledges the child’s efforts and progress, no matter how slow 
or small, is likely to encourage healthy development. Teaching children self-discipline is a demanding task. It requires patience, 
thoughtful attention, cooperation and a good understanding of the child. TBN will use only positive guidance techniques.   

When interacting with young children, providers should ask themselves the following questions: “Am I …”   
Ø Validating feelings?   
Ø Asking open ended questions?   
Ø Encouraging problem solving? 

   
Ø Respecting children’s choices?   
Ø Using praise & positive reinforcement?   

Ø At the child’s eye level?  
Ø Talking with children – not at them?   
Ø Circulating throughout the classroom?   

Preventing Misbehavior 
Child misbehavior is impossible to prevent completely. Children, usually curious and endlessly creative, are likely to do things 
parents and providers have not expected. However, there are many positive steps providers can take to help prevent 
misbehavior.   
Ø Set clear, consistent rules. (e.g., walking feet; gentle touches)  
Ø Make certain the environment is safe and worry-free.   
Ø Show interest in the child's activities. (e.g., participate in activities so they stay interested)   
Ø Encourage self-control and independence by providing meaningful choices. 
Ø Focus on the desired behavior, rather than the one to be avoided.  
Ø Build children's images of themselves as trustworthy, responsible and cooperative.   
Ø Give clear directions, one at a time and say "Yes" whenever possible.   
Ø Give praise to children when they do things right. 
Ø Encourage children often and generously.   
Ø Set a good example. (e.g. using a quiet voice when children should be quiet)  
Ø Help children see how their actions affect others.  

 
Reasons for Misbehavior 
If providers understand why children misbehave, they can be more successful at reducing behavior problems. Listed here are 
some of the reasons why children misbehave: Children want to test whether providers will enforce rules; they experience different 
sets of expectations between school and home; a child does not understand the rules, or are held to expectations that are beyond 
their developmental levels; they want to assert themselves and their independence; they feel ill/bored/hungry/sleepy; they lack 
accurate information and experience; and/or they have been previously "rewarded" for their misbehavior with adult attention. 

Responding to Misbehavior 
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Below are strategies used to respond to misbehavior.  Remember, however, that it's always a good idea if rules are explained 
fully and clearly understood before misbehavior occurs. Involve children in making the classroom rules.   
Ø Redirection:  This strategy should be used most frequently when working with young children. If a child is not following the 

rules or being uncooperative, get the child's attention and introduce another activity. For example, "Kate, please help me 
water the flowers. You've been riding the bike for a long time and it's now Logan's turn."   

Ø Logical consequences:  These are structured consequences that follow specific misbehaviors. The child should be able to see 
how the behavior and the consequence are directly related. For example, Andrew is standing on his chair at lunch. His 
provider should remind him that if he stands on his chair, he could fall and get hurt.   

Ø Participate in the solution:  If a child damages something, they need to help in fixing it or in cleaning up. If a child causes 
someone distress, they should help in relieving that. For example, "It made Brandon sad when you told him he wasn’t your 
friend. What should you do to make him feel better."   

Ø Natural consequences:  Allowing children to experience the consequences of their behavior is also called learning the hard 
way. Use natural consequences when they will not endanger the child's health/safety.   

Ø “Take a break” or “Calm down chair”:  In some instances, a child may need to be removed from a particular situation in which 
they have become overwhelmed or violent. The child should be directed to “take a break” or sit in the “calm down 
chair.”  This strategy gives the child a chance to calm down, regain control, and reflect quietly on their behavior away from 
others. Once the child has calmed down, the provider should talk with the child about the actions that led up to and resulted in 
needing a break or being sent to the calm down chair. For example, "Hannah, we have talked about how hitting is not 
acceptable. But because you hit John, please leave the blocks and go to the calm down chair. I will talk to you when you are 
ready."  The “calm down chair” will not be used for more than one (1) minute per years old.  

 
Biting Policy and Procedures 
Biting is a behavior that usually appears between the ages of one and three years. While biting is an age-appropriate behavior, it 
is important to remember it is also an unacceptable behavior in a childcare environment. Children bite for a variety of reasons: 
teething, sensory exploration, cause and effect, imitation, crowding, seeking attention, frustration and stress. Biting is not 
something to blame on children, their parents or the provider. There are a variety of strategies we implement at TBN to prevent 
and stop biting. This is the process followed when a child bites:   
Ø The biting child is stopped and told, “Stop biting. Biting hurts” in a firm voice. Providers should remain calm, being careful not 

to show anger or frustration towards the child.    
Ø The biting child is removed from the situation. Depending upon the observed motive for the bite, the separation may include re-

direction or meeting the child’s needs. As little attention as possible is placed on the biting child, to avoid reinforcing the 
behavior.   

Ø Appropriate first aid will be provided to the child who was bitten. The bite will be washed with soap and water; cold 
compress will be applied to reduce pain and swelling. A bandage will be applied if necessary.   
 

It is important to explore the reasons for biting when it occurs. Providers need to work with parents to gather information about 
the child’s behavior and begin observations to determine the reasons for biting. Examples of triggers would be: communication 
deficits, transitions, hunger, lack of sleep, need for oral stimulation or teething pain. Once triggers are identified, prevention 
strategies can be implemented and replacement skills can be taught. Below are the steps that will be taken to identify triggers and 
replace the behavior:   
Ø The provider will examine the context in which the biting is occurring and look for patterns: 
Ø Was the space too crowded?  Or were there too few toys?   
Ø Was there too little to do or too much waiting?   
Ø Was the child who bit getting the attention and care he/she deserved at other times?   
Ø The provider will change the environment, routines or activities if necessary.   
Ø The provider will work with the child who is biting to resolve conflicts/frustrations in more appropriate ways.  
Ø The provider will observe the child, to get an idea of why and when they are likely to bite.   
Ø The provider will identify children likely to be bitten and reduce their chance of being bitten.   
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Ø If biting continues the provider will observe the group more closely and work with the parents to seek out additional resources 
as necessary to shadow the child who is biting.   
 

All information is confidential and names of the children involved in the incident are not shared between parents. In 
addition, biting is always documented on an Incident/Accident Report which is completed and signed. The incident is 
communicated to the parents and the report kept in the child’s file.   

Useful Phrases when Problem-Solving with Children 

Instead of… Say… 
“No” or “Don’t” “Please stop”, “I don’t like that”, “That’s not OK”, or “That is not a choice” 
“That’s not nice” “That’s not OK”, “Please use gentle touches”, or “That hurts Jordan” 
“No running” “I need you to use your walking feet” or “You may run when we go outside” 
“Stop crying” “I need you to use your words to tell me what is wrong” 
“Can you clean up?” “You may help me pick up the blocks, or help Alyssa pick up the puzzles” 
“I said yes” “No is not a choice, I need you to…” 
“Good” or “Bad” “Nice” or “Not Nice” 

 

Health/Sanitation Policy and Procedures 
Ø TBN must ensure all children, providers, and residing adults are current on immunizations. 
Ø TBN must keep the child care home clean and keep children in diapers clean and dry. 
Ø TBN must follow sanitary procedures to reduce the spread of communicable disease, including storage and disposal of diapers 

and cleaning of diapering areas.  
Ø TBN must notify parents when a child has a fever, is vomiting, has diarrhea or a sudden rash. 
Ø TBN must have written permission to administer over the counter medicines. 

 
Reducing Spread of Disease Policy and Procedures 
Ø TBN must wash hands for 30 seconds before and/or after: food handling/preparation/serving, eating, table setting, toileting, 

assisting with toileting/diapering, assisting with tooth brushing, giving medication, and whenever hands are contaminated with 
body fluids, including nose wiping.   

Ø TBN must cover wounds with a bandage until healed and use disposable absorbent material to stop bleeding. 
Ø TBN must immediately clean up blood-soiled surfaces and disinfect.  Wear disposable gloves when encountering blood, blood 

contaminating body fluids, and injury discharges.  Wash hands immediately upon removal of gloves. 
Ø TBN must put soiled laundry in sealed plastic bags until it is laundered. 

 
If your child becomes ill while at child care, they will be isolated from the other children and sent home. If a parent is unable to 
be reached, the designated emergency contracts will be called. An ill child is required to be picked up within one (1) hour of 
being contacted. 

Safety Policy and Procedures 
TBN must meet minimum requirements for: 
Ø Child to provider ratios, amount of indoor and outdoor space, and proper supervision - must be able to see and/or hear 

children under 5 at all times. 
Ø Fire code inspections, two means of escape from every room used, and safety equipment inspected monthly.  
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Ø Reporting any suspicion of child abuse/neglect as a mandated reporter.  
Ø Annual background checks for all providers and residing adults. 
Ø Releasing children to authorized individuals – if the person is unknown, photo ID is required. 

 
Hazard Policy and Procedures 
Ø TBN must make toxic substances and hazardous materials inaccessible to children. 
Ø TBN must use a crib with a waterproof mattress or pad for each infant and newborn in care. Equipment must meet crib safety 

requirements and have monthly safety inspections. 
Ø TBN must make swimming and wading pools, beaches and other bodies of water inaccessible, except during supervised use.  

Pools must be emptied and sanitized at the end of each day. 
Ø TBN must use gates or barriers on stairways when children between the ages of 6 and 18 months are in care. Stairways, 

decks, balconies and loft areas must meet specific standards.  
 

Wellness Policy and Procedures 
In accordance with the Montana Department of Public Health & Human Services, in order to minimize the spread of illness at The 
Birds Nest, families and providers must adhere to the regulations located online at http://dphhs.mt.gov/Licensure and as 
summarized below: 
Ø Each child must have a current Emergency Contact & Parental Consent form on file. 
Ø No child shall be re-admitted after an absence until the reason for the absence is known and there is assurance that the child's 

return will not harm that child or the other children.  
• State regulations require the following MINIMUM exclusion criteria be met: The child either shows no symptoms of illness; 

the child has been symptom free for 24 hours; or the child has been on antibiotics for at least 24 hours for bacterial 
infections. 

Ø Any child showing symptoms of illness during the daily arrival health check or after the parents have left, must be excluded, 
under the following MINIMUM guidelines: 
• Children must be without fever (100.4ºF or higher) for 24 hours before returning to care.  Children with immunization-

related fevers need not be excluded if they can participate in daily routines; 
• Children must be without vomiting and diarrhea for 24 hours before they return to care. Vomiting includes 2 or more 

episodes in the previous 24 hours. Diarrhea is defined as an increased number of stools, increased water in the stool, 
and/or stool that cannot be contained; 

• Children with any of the following bacterial infections must be treated with antibiotics for 24 hours before they return to 
care: Strep throat; Scarlet fever; Impetigo; Bacterial conjunctivitis (pinkeye); and Skin infections such as draining burn or 
infected wounds or hangnails;  

• Generalized rashes, including those covering multiple parts of the body, must be evaluated by a health care provider to 
determine their cause before the child can return to care; 

• Children with hand, foot, and mouth disease or chickenpox may not return to care until their sores dry up, usually 5-7 days; 
• Children who are jaundiced must be excluded until a health care provider authorizes the return; 
• Children with symptoms of severe illness, such as an uncontrolled cough, breathing difficulty or wheezing, stiff neck, 

irritability, poor appetite, or a seizure, must be cleared by a physician; 
• A child need not be excluded for a runny nose which is not accompanied by a fever. 

*If questions arise to the appropriateness of a child's return to school, the final decision will be that of the Director and/or Owner. 

Building Access Policy and Procedures 
TBN has an open-door policy and is accessible to authorized adults between 7:30am and 5:30pm. We ask that interruptions 
between 12:45pm and 3:00pm are kept to a minimum and communicated prior to 10:00am on the day of the interruption.  
Parents are welcome to call and/or text at any time to check on their child(ren).   
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Allergy Policy and Procedures 
If your child has any known allergies or may develop allergies based on family history, TBN needs to know about it in order to 
properly care for your child, TBN requires the following be provided prior to enrollment: 
Ø The allergy be noted on the Emergency Contact and Parental Consent Form. 
Ø A completed Emergency Health Care Plan that is signed by your child’s primary physician. 
Ø An extra prescription that can be kept at TBN. 
Ø For food allergies, a suitable substitute. 
 
Medication Policy and Procedures 
This medication policy was developed because, at TBN, we believe that children should be given medication, when needed, in 
the safest possible way for the child, parent, and provider. Administering medication is based on parent consent and the doctor’s 
recommendations. We will only give medication when the parent’s work schedule prevents them from giving it.  

All over-the-counter and prescription medications will be administered ONLY when the required "Medication Authorization" form 
has been filled out and signed, including when the last dosage was given.  A new form is required for each medication. The 
medication must be stored out of reach of children.  Do not place any medication in the child’s backpack or diaper bag.  A 
medication log will be kept in each child’s file and expired medication will be returned to the parent/guardian.   

All medications must be provided by the parent/guardian.  Prescription medication must be in the original container, labeled by a 
pharmacist with the child’s name, type of medication, date the prescription was filled, name of the physician who wrote the 
prescription, expiration date, and administration/storage/disposal instructions.  Over-the-counter medications must also be in their 
original container and labeled with the child’s first/last name. 

Medications for a recurring problem, emergency situation, or chronic condition will require an Emergency Health Care Plan to be 
filled out and signed.  Any special knowledge or training will need to be communicated prior to your child’s first day of care.   

Parents will be notified if their child suffers any side effects from medication, or if a medication error or incident occurred. A 
medication error/incident report will be completed by the provider administering medication and co-signed by the director. In the 
event of an adverse effect or serious allergic reaction, staff will call 911. Parents will be provided a copy of this policy upon 
enrollment of their child into our program. When medication is brought with the child, staff will provide a consent form for the 
parent(s) to sign. If the parent(s) refuse to sign or fail to provide the health care provider’s prescription or recommendation, the 
medication will not be administered.  

Ø Before a child may attend TBN, documentation that the child has been immunized as required for the child’s age group must 
be provided. Required immunizations are outlined on the Immunization Form included in your Enrollment Packet.  

Ø A child seeking to attend a day care facility is not required to have any immunizations which are medically contraindicated. A 
written and signed Medical Exemption form that is completed and signed by a physician to this fact will exempt a child from 
the immunization requirements.   

Ø If a student contracts any of the diseases for which immunization is required, this child, along with any children who are not 
completely immunized against the disease, are excluded from TBN until the local health authority clear their return. 
 

Juice is high in calories and sugar, so consuming large amounts may increase your child's risk for poor nutrition, obesity, and 
tooth decay. Cavities are more likely if you let your child continuously sip juice throughout the day or go to bed with a bottle of 
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juice, as this increases the amount of time that juice is in contact with the teeth. Juice can also fill your child up so they are less 
likely to consume more nutritious foods and beverages. Under the Montana Child Adult Care Food Program (CACFP), child care 
providers are only permitted to serve 100% fruit juice not from concentrate once a week. At TBN, we do not serve juice unless we 
are celebrating a birthday and a parent provides CACFP approved juice.  We ask that you do not drop-off your child with juice.  
The juice will be replaced with water and either disposed of or sent home at the end of the day. 

TBN sets aside money each month to spend on replacing toys, purchasing new toys, supplies, and educational materials.  When 
possible, TBN tries to find gently used items.  Any donations from families are greatly appreciated.  Donated clothing will be 
passed on to other families enrolled.  TBN can always use the following:
Ø Bibs, receiving blankets or light blankets; 
Ø Training cups and glass bottles; 
Ø Baby food/diapers that your baby has outgrown; 
Ø Sensory items, games, and books; 

Ø Fabric for making nap time blankets and sheets; 
Ø Notepads/paper (new/used, white/colored), 
Ø Crayons, markers and art supplies; 
Ø New or used toys for all age groups/abilities. 

 

Late Payment Policy and Procedures 
Tuition is due by 5:30 pm on your contracted due date (s).  Contracted due dates can coincide with your regularly scheduled pay 
days or can be set to coincide with up to two dates per month that best fit your cash flow needs.  Weekly payments are only 
allowable on a temporary basis.  

We charge a 10% late payment fee if an account goes past due.  If you opt to set up a Backup EFT Credit Card, the late payment 
fee is only 5%.  A 30-day written notice is required to change your recurring or backup EFT date and will result in a prorated 
month.  We do NOT charge a late payment fee unless the backup EFT is declined. 

Delinquent Accounts: In the event that a collections agency or legal action must be taken to collect an outstanding balance, any 
associated fees will be added to the final amount owed. 

It is not the responsibility of TBN to remind families when payment is due. For due dates that land on a non-care day, payment 
should be paid in advance, or paid online.  A payment plan must be approved before an account will be considered “in good 
standing” and no longer eligible for termination. 

Late Departure Policy and Procedures 
We do NOT charge a late departure fee unless they become frequent.  The resulting fee is $5 per 5 minutes and must be paid 
within 24 hours. 

Please respect your child and your Early Childhood Teacher by promptly picking up your child by your contracted pick-up time. 
Communication is required if you will be late picking up your child.   

If no one has called or come for your child by 5:45 p.m. we will call the phone numbers listed on the Emergency Contact and 
Parental Consent form, starting with the parents/guardians until we are able to contact someone to pick up your child.  If no one 
is able to be reached or come for your child by 6:30 p.m., we will contact the Kalispell Police Department and/or Child Protective 
Services for any news and/or advice on where to take your child (ren). 
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Ø What to Report - Child abuse includes physical abuse, neglect, sexual abuse/exploitation, emotional abuse, parental 
substance abuse, abandonment, and/or maltreatment of a child. Besides being illegal, child abuse/neglect interfere with 
healthy child development and later achievement in life. A report should contain enough information to identify the child 
involved, any persons responsible for the abuse or neglect (if known), and the nature and extent of the maltreatment. For 
reports concerning suspected abuse or neglect occurring within a licensed facility, the report should include any actions taken 
by the facility in response to the incident. 

Ø Who Should Report - Any person may voluntarily report abuse or neglect.  If you work with children in a child care facility, 
you are legally required or mandated to report.  A mandated reporter who knows or has reason to believe a child is or has 
been neglected or physically/sexually abused and fails to report is guilty of a misdemeanor.   

Ø Where to Report - If it is known or suspected that a child is in immediate danger, call 911.  Reports regarding incidents of 
suspected abuse or neglect of children occurring at a family child care program, within a family or in the community should be 
made to the Child and Family Services Department at 866.820.5437. 

Ø When to Report - A mandatory reporter must report suspected child abuse, neglect, or abandonment when they know or have 
reasonable cause to suspect, as a result of information received in their official or professional capacity, that a child is being 
abused or neglected.  Mandatory reporters are only mandatory reporters when they are on the job. When they are not acting 
in their “official or professional capacity”, they are no different than any other person, and are not required to report child 
abuse or neglect which they suspect or become aware through means other than their official capacity.  

Ø Confidentiality of Reporters - to the person responsible for the welfare of the child who is the subject of the complaint unless a 
court requests the information (e.g., in a hearing or by court order). 
 

Good nutrition is vital to children's physical and mental development. TBN menus have been carefully designed to fulfill the 
Federal Child and Adult Care Food Program (CACFP) requirements, and to promote good nutrition and encourage the 
development of good eating habits that will last into adulthood.  

As a member of the CACFP, a wide variety of nutritionally balanced, high quality foods are prepared and served. Meals are 
served family style; each child is offered each component twice and given the opportunity to serve him or herself at least one 
item.  Weekly menus are posted. 

In order to promote healthy eating habits, food is available only at scheduled meal times. Children who choose not to eat will be 
offered food again at the next scheduled meal. Meal times are planned so that no child will go more than three hours without 
being offered food. If your child(ren) is/are absent during a scheduled meal please plan to feed them before drop-off. Although 
fast food is convenient, please do not bring your child with a fast-food meal or drink as this undermines efforts to teach healthy 
habits to the children. 

TBN serves fresh, in-season produce when available and bread products use enriched unbleached wheat flour as their primary 
ingredient. The following substitutes will be made when fresh organic produce is limited: canned fruits packed in water/100% fruit 
juice or non-organic fruit; and frozen organic vegetables or non-organic vegetables. 

The following is a list of foods that are avoided: products containing hydrogenated fats, sugar substitutes of any kind, and/or high 
fructose corn syrup; hot dogs, deli meat, breakfast sausage, tater tots, and/or French fries; chicken nuggets, raviolis, and fish 
sticks (unless made from scratch); beverages other than water and plain milk, cookies, cupcakes, and other sugary treats (except 
on special occasions)! 
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The Admission Process 
Prior to admission, all applicants are required to interview.  Priority is given to wait list families in order of the time and date they 
pre-enrolled and an interview is considered invalid if the child(ren) is/are not present at the interview.  TBN then select the family 
who will best fit the program.  If the family accept, they move to The Enrollment Process. 

The Enrollment Process 
Once a family is selected, they have 24 hours to confirm enrollment by signing a Child Care Contract and making the initial 
payment outlined within the contract. A start date is selected and all documents in the Enrollment Packet must be completed prior 
to the first day of care.  Please note that some documents may require a doctor’s signature. 

 

Our outdoor activities will include using the playground equipment/sand box in the backyard, walks around the neighborhood, 
riding toys and playing organized games. If your child is too sick to play outside, they are too sick to attend child care. If your 
child is not appropriately clothed for the weather, this prevents the entire class from going outside.  You may be asked to return to 
TBN with the correct attire, outerwear, and/or shoes.  

Spring/Summer/Fall:  
Ø Parents must send sunblock and clothes appropriate for outside play – we do not use pools.   
Ø Infants and toddlers are kept in shaded portions of the yard as much as possible.   
Ø On cooler days, we will spend much of our morning and afternoon outside.   
Ø On hotter days, we will go outside in the morning while temperatures are still low. 
Ø When air quality is low or temperatures go over 95 degrees, we will do indoor large motor activities/exercise. 
Ø Parents must send a light jacket and appropriate shoes. 
Winter: 
Ø Parents must send a heavy winter jacket, hats, gloves, and boots (snow pants on snowy days). 
Ø During the winter, children will go outside if the temperature is above 15 degrees, including wind chill.   

 

Enrollment Options 
Upon enrollment, each family selects their set days and hours of attendance.  Their arrival and departure time must remain the 
same from week to week.  Any accessional changes to the arrival or departure times (more than 15 minutes) need to be 
communicated and approved in advance.  Families may choose between the following three schedule options: 
Ø EXTENDED DAY – Arrival between 7:30am and 9:30am.  Departure between 3:30pm and 5:30pm. 
Ø FULL DAY – Arrive at 9:45am.  Departure between 3:30pm and 5:30pm. 
Ø SHORT DAY – Arrival between 7:30am and 9:30am.  Departure at 12:45pm. 

 
Tuition reserves your child (ren)’s spot in the program and is owed regardless of attendance. In the event that your child (ren) will 
be absent or on an extended leave (due to seasonal employment, maternity leave, or any other reason), days may be “sold” to 
other families enrolled for a tuition credit on the following invoice. It is each family’s responsibility to communicate when your 
child will be absent and we will try our hardest to “sell” days for you. 
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Payment Tender Options 
The following payment options are available: 
Ø Cash: Any amount over the balance owed will be applied to the following tuition bill.   
Ø Check: Make checks payable to The Birds Nest. All check payment methods are available at no cost to you. If a check 

payment is returned due to insufficient funds, your account will be assessed a $50 NSF fee.   After a second NSF check 
payment, checks will no longer be accepted. 

Ø QuickBooks Online (QBO) E-Check: QBO payments are made directly thru your QBO invoice that is sent via email. If a check 
payment is returned due to insufficient funds, your account will be assessed a $50 NSF fee. After a second NSF e-check 
payment, e-checks will no longer be accepted. 

 
Families who qualify for the Best Beginnings Scholarship (BBS) are enabled to select a child care provider based on quality and 
not price alone. BBS funds are usually received by the 10th of the month following the month of care.  Because BBS funds are not 
prepaid, it is the family’s responsibility to maintain a prepay account status (this may be difficult to do in the first three to six 
weeks of enrollment and payment arrangements may be available to help).  As BBS funds are received, they are applied to the 
families account and reflect on the following invoice.   BBS funds only cover a portion of tuition owed.  Families are responsible 
for paying their monthly copay and any additional tuition that is not covered. 

Prepayment Frequency Options 
Tuition is due by 5:30 pm on your contracted due date (s). Contracted due dates can coincide with your regularly scheduled pay 
days or can be set to coincide with up to two dates per month that best fit your cash flow needs. Weekly payments are only 
allowed when payment arrangements are necessary. 

Tuition Credits and Discounts 
Tuition covers each child’s spot in the program and credits will not be issued for absences, vacations, extended leaves, or 
program closures unless a regularly scheduled day is sold to another family. See Sell-A-Day Credit for more information. 

Children should begin toilet training no sooner than 18 months. Forcing your child to train before they are ready can result in 
bedwetting, frequent accidents, constipation or regression, in times of stress. Most children are ready to begin toilet training 
around two years of age. Of course, all children are different. While some may be ready at 18 months, others are not ready until 
almost 3 years. Some readiness signs to look for are (1) language skills, the ability to say “potty” or some other term which 
indicated that your child needs to use the toilet. (2) An interest in staying dry or clean. (3) Self-help skills, the ability to dress and 
un-dress themselves. (4) Staying dry for longer periods of time throughout the day. It is not a good idea to dress your child in 
overalls, pants with difficult fasteners or *onesies*.  This will be frustrating for your child. Your child's readiness is something we 
can discuss because consistency between home and school will be very important. This is a special time for your child, a sign that 
they are growing up. Toilet training should be a good experience; punishments for accidents are very inappropriate.   

Communication is very important to TBN. When a new family is enrolled, we like to be sure that we can share openly any 
concerns or questions that may arise. It is important that there is a similar child care philosophy between parent and provider. 
TBN welcomes questions, feedback, or discussions of any kind that are oriented towards a positive outcome for the child(ren). 
Sensitive issues will be discussed in private outside of regular child care hours either by telephone or in person.  TBN also 
communicated important information on our bulletin board by the sign in station, periodic handouts, and quick notes attached to 
invoices.  On occasion, TBN may ask parents to fill out a brief survey to gather feedback on aspects of the program that are liked 
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and aspects that may need improvement.  These surveys can remain anonymous or be discussed openly.  

Ø Open communication:  Please communicate your wishes/expectations about how your child will be cared for.  Good 
communication helps us work together in the best interest of your child.  

Ø Agreement on terms or arrangements:  You should fully understand the terms of the contract and the policies/procedures that 
you as the parent are agreeing to.  Your contracted days and times require advanced approval before you are allowed to 
drop off or pick up either early, late, or on a day not a part of the contract. 

Ø Honesty and Trust:  This includes being honest about how you believe the arrangement is working.  Although the parent needs 
to be vigilant in order to safeguard their child (ren), they should trust TBN to do the best for their child (ren).  Show your trust 
by asking questions rather than jumping to conclusions when apparent problems develop.   

Ø Respect:  Realize that taking care of children 50-55 hours/week is a job and that not only am I a worker, but also a working 
parent.  Recognize that this is not an easy job.  I am not “just a baby-sitter.”  Children can address me as “Mrs. Corinne” or 
“Mrs. Keen”. 

Ø Personal Property: Please keep from sending special toys, or items that could be lost, broken, or stolen.  Also please help me 
in preventing your child from taking items home that are not theirs. 

Ø Supplies:  Parents are responsible for supplying diapers, wipes and over the counter creams/lotions for their children. Parents 
are responsible for maintaining a complete spare set of seasonally appropriate clothing in their child’s cubbies. In the summer, 
parents will be asked to send sunscreen. In the fall and spring please send a light jacket for outside play time.  In the winter, 
cold weather gear is required for outside play time. 

Ø Daily Attire:  Do not send your child in “dress clothes”.  Although I try my best to keep the children clean, even in the best of 
circumstances … accidents happen.  During the winter months, make sure your child has the appropriate clothing.  This 
includes a jacket, snow pants, boots, mittens/gloves, and a hat.  If your child does not have the appropriate clothing, he/she 
will prevent outside play for the entire class. 

Ø Outside Food/Drinks:  With the exception of special occasions or for baby food, no outside food or drinks are to be sent with 
your child.  If your child has missed a scheduled meal time, please make sure they eat prior to drop-off so that they do not 
have to wait until the next meal or snack. 
 

Statement of Inclusion 
TBN will not refuse to admit a disabled child who otherwise is eligible for admission if a space is available, the child could benefit 
from participation in the program, and reasonable modifications can be made in the premises and/or program to accommodate 
the child. TBN will determine whether the modifications are reasonable and manageable. TBN will not be able to incur significant 
additional expenses to modify the premises and/or program to accommodate such a child. This policy follows the guidelines of 
the Americans with Disabilities Act. 

Non-Custodial Parent Policy and Procedures 
Without an official custody order or restraining order on file, TBN legally must grant both parents access to their child (ren).  In 
the event that a custody order or restraining order is on file and a non-custodial parent attempts to take their child, the Kalispell 
police department will be called and every effort will be made to keep the child (ren) without compromising the safety of the 
other children and/or teachers. 

Resolving Conflict Policy and Procedures 
Any parents experiencing problems and/or concerns can always notify the Director and a meeting will be scheduled to discuss a 
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possible solution.  TBN welcomes both positive and constructive feedback as a way to continue to provide the best quality care.  
If a resolution cannot be attained, the parent can contact TBN’s Child Care Licensor with the Department of Public Health and 
Human Services, and file a complaint - current contact information is posted. 

Non-Discrimination and Confidentiality Statements 
Child Care Non-Discrimination Statement: In accordance with state family child care licensing regulations, child care services are 
available without discrimination on the basis of sex, race, color, creed, disability, sexual orientation, national origin or ancestry. 

Disability Non-Discrimination Statement: Reasonable accommodation will be provided for qualified children with disabilities upon 
request, as specified under the Americans with Disabilities Act. 

Food Program Non-Discrimination Statement: The U.S. Department of Agriculture prohibits discrimination against its customers, 
employees, and applicants for employment on the bases of race, color, national origin, age, disability, sex, gender identity, 
religion, reprisal, and where applicable, political beliefs, marital status, familial or parental status, sexual orientation, or all or 
part of an individual’s income is derived from any public assistance program, or protected genetic information in employment or 
in any program or activity conducted or funded by the Department.  (Not all prohibited bases will apply to all programs and/or 
employment activities.)  USDA is an equal opportunity provider and employer. 

Confidentiality Statement: TBN is committed to keeping information about your child and your family confidential.  No information 
will be released unless TBN is required to do so under state law or if permission is given to do so.  Contact information will never 
be shared, last names will never be used in public, and photographs or information about your child will never be sold. 
Ø TBN will abide by our state’s privacy law.  TBN will only share information with child care licensing, law enforcement 

agencies, child protection agencies, and government health officials when required.  
Ø If a family transfers to another program, TBN may be contacted for certain information about the child’s enrollment.  TBN will 

only confirm dates of enrollment and whether the child would be re-enrolled. 
Ø TBN will keep all records and information about your child and your family private and confidential unless written permission is 

given to release specific information.  The following situations are exceptions to this general rule – your child’s snapshot: 
Ø may appear in child care areas that may be seen by prospective families and other visitors. 
Ø may appear in portfolios, newsletters, advertising materials, and professional development material. 
Ø and first name may appear on artwork, cubbies, in portfolios, in newsletters, and along with any posted snapshots. 
Ø and/or first initial may appear on TBN’s website and Facebook page/group. 

Ø If a provider/parent cross paths in a public setting, either party may initiate contact that acknowledges their relationship. 
To maintain confidentiality for all enrolled families, we ask that you refrain from sharing any information you learn about the 
other families (including your provider’s family) enrolled at TBN without their explicit permission. 

Due to acknowledged hazards to young children arising from exposure to secondhand smoke, TBN is committed to providing a 
smoke-free environment for employees, children, and parents. This policy covers the smoking of any tobacco product and applies 
to both employees and non-employee participants of TBN. TBN employees and volunteers will serve as role models by not 
smoking in the presence of children, parents, or participants. 

Secondhand Smoke - Secondhand smoke is a mixture of gases and fine particles containing thousands of toxic chemicals, 
including carcinogens, such as benzene, chromium, and formaldehyde, as well as cyanide and carbon monoxide.  Infants and 
children, whose bodies are still developing, are especially likely to suffer adverse health effects when exposed to secondhand 
smoke. Secondhand smoke is a known cause of: Sudden Infant Death Syndrome; Potentially fatal respiratory tract infections, such 
as bronchitis and pneumonia; Respiratory symptoms, including cough, phlegm, wheezing, and breathlessness; Frequent and 
severe asthma attacks; and Middle ear infections, which are often related to hearing problems.   
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Children exposed to secondhand smoke are also more likely to be at risk for type 2 diabetes and to experience heart disease, 
stroke, and lung cancer during their lifetimes.  They tend to experience more learning and behavioral problems than children in 
nonsmoking households and are more likely to become smokers in adolescence or adulthood.  Eliminating smoking at all times on 
child care premises is the only effective way to protect children in child care from the hazards of secondhand smoke. 

Third-hand Smoke - Third-hand smoke is residual contamination from cigarette smoke toxicants that can linger on surfaces long 
after cigarettes have been extinguished. Studies have shown that days, weeks and even months after a cigarette was smoked, 
harmful particulates remain on countertops, floors, upholstery, carpets, clothing and other surfaces and fabrics.  Infants and 
children are especially susceptible to third-hand smoke exposure because of their immature respiratory and immune systems, 
lower metabolic capacity and tendencies to crawl, play on, breathe near, touch, and mouth contaminated surfaces, such as floors 
and fabrics. Day care providers who step outside the home or center to smoke may return from their break with third hand smoke 
on their clothing, and thus inadvertently jeopardize the health of children who come in contact. 

All child care providers at TBN will follow safe sleep recommendations for infants to reduce the risk of Sudden Infant Death 
Syndrome (SIDS), Sudden Unexpected Infant Death (SUID), and the spread of contagious diseases: 
Ø Infants will always be put to sleep on their backs. 
Ø Infants will be placed on a firm mattress, with a fitted crib sheet, in a crib that meets the Consumer Product Safety Commission 

safety standards. 
Ø No additional items will be in the crib or draped over the side of the crib. 
Ø Sleeping areas will be ventilated and at a temperature that is comfortable for a lightly clothed adult.  Infants will not be 

dressed in more than one extra layer than an adult. 
Ø If additional warmth is needed, a sleep sack that does not restrict arm movement will be used. 
Ø The infant’s head will remain uncovered for sleep.  Bibs and hoods will be removed. 
Ø Sleeping infants will be actively observed by sight and sound.  Awake infants will have supervised “Tummy Time”. 
Ø Infants will not be allowed to sleep in a location other than a crib.  If an infant falls-asleep any place other than a crib, the 

infant will be moved to a crib within 15 minutes.  An infant who arrives asleep in a car seat will be moved to a crib within 15 
minutes. 

Ø Infants will not share cribs, and cribs will be spaced 3 feet apart. 
Ø Infants may be offered a pacifier for sleep, if provided by the parent.  Pacifiers will not be attached by a string to the infant’s 

clothing and will not be reinserted if they fall out after the infant is asleep. 
Ø When able to roll back and forth from back to front, the infant will be put to sleep on their back and allowed to assume a 

preferred sleep position. 
Ø In the rare case of a medical condition requiring a sleep position other than on the back, a signed waiver from the infant’s 

physician must be on file. 
Ø A child will be transitioned to a cot between 18 and 24 months of age. 
Ø All bedding/cribs/cots are provided, labeled with your child’s name, stored separate from the other children’s bedding, and 

washed at least weekly to prevent the spread of disease. 
 

 

How to Survive Separation Anxiety 
Separation anxiety varies WIDELY between children. Some babies become hysterical when a parent is out of sight for a very 
short time, while other children seem to demonstrate ongoing anxiety at separations during infancy, toddlerhood, and preschool.  
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Although it is an entirely normal behavior, separation anxiety can be unsettling for us all.  It’s rare that separation anxiety persists 
on a daily basis after the preschool years. The trick for surviving separation anxiety demands preparation, brisk transitions, and 
the evolution of time. 
Ø Create quick good-bye rituals. Even if you have to do major-league-baseball–style hand movements, give triple kisses at the 

cubby, or provide a special blanket or toy as you leave, keep the good-bye short and sweet. If you linger, the transition time 
and anxiety does too. 

Ø Be consistent. Try to do the same drop-off with the same ritual at the same time each day you separate to avoid unexpected 
factors whenever you can. A routine can diminish the heartache and will allow your child to simultaneously build trust in her 
independence and in you. 

Ø Attention: When separating, give your child full attention, be loving, and provide affection. Say good-bye quickly despite her 
antics or cries. 

Ø Keep your promise. You’ll build trust/independence as your child becomes confident in their ability to be without you when 
you stick to your promise of return. The biggest mistake is to return to class to “visit” after a rough drop-off. This will worsen the 
anxiety when you leave without your child. 

Ø Be specific, child style. When you discuss your return, provide specifics that your child understands. If you know you’ll be back 
by 3:00 pm, tell it to your child on his terms; for example, say, “I’ll be back after nap time and before afternoon snack.” 
Define time they can understand. Talk about your return from a business trip in terms of “sleeps.” Instead of saying, “I’ll be 
home in 3 days,” say, “I’ll be home after 3 sleeps.” 

Ø Practice being apart. Allow friends/family to provide child care for you (even for an hour) on the weekend. Before starting 
child care, practice going to school and your good-bye ritual before you even have to part ways. Give your child a chance to 
prepare, experience, and thrive in your absence! 
 

Facts about Separation Anxiety 
Infants: Separation anxiety develops after a child gains an understanding of object permanence. Once your infant realizes you’re 
really gone (when you are), it may leave them unsettled. Although some babies display object permanence and separation 
anxiety as early as 4 to 5 months of age, most develop more robust separation anxiety at around 9 months. Drop-off can be 
worse if your infant is hungry, tired, or not feeling well.  

Toddlers: Many toddlers skip separation anxiety in infancy and start demonstrating challenges at 15 or 18 months of age. 
Separations are more difficult when children are hungry, tired, or sick—which is most of toddlerhood! As children develop 
independence during toddlerhood, they may become even more aware of separations. Their behaviors at separations will be 
loud, tearful, and difficult to stop. 

Preschoolers: By the time children are 3 years of age, most clearly understand the effect their anxiety or pleas at separation have 
on us. It doesn’t mean they aren’t stressed, but they certainly are vying for a change. Be consistent; don’t return to the room 
based on a child’s plea, and certainly don’t cancel plans. Your ongoing consistency, explanations, and diligence to return when 
you say you will be undistinguishable. (Wendy Sue Swanson, MD, MBE, FAAP from HealthyChildren.org) 

 

TBN will keep all records and information about your child (ren) and your family private and confidential unless written 
permission is given to reveal specific information.  The following situations are exceptions to this general rule – your child’s 
snapshot: 
Ø May appear in child care areas that may be seen by prospective families. 
Ø May appear in portfolios, newsletters, advertising, and professional development material. 
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Ø And first name may appear on artwork, cubbies, in portfolios, in newsletters, and with posted snapshots. 
Ø And first initial may appear on TBN’s website and Facebook page/group. 

 

Vacation & Leave Overview 
Tuition is based on enrollment, not attendance; therefore, no credit is provided for absences due to a child’s illness or vacations 
or for reasons beyond the reasonable control of the staff (i.e., weather, utility interruptions, etc.).  Rates are determined by 
dividing an annual tuition rate by 12 equal monthly payments, TBN closures and child vacation/sick days are taken into 
consideration when setting tuition rates. 

Annual Program Closures & Limited Space Days 
The Birds Nest will be closed annually for the following holidays.  Holidays that land on Saturday are observed on Friday and 
holidays that land on Sunday are observed on Monday. 
Ø Memorial Day – Last Monday in May 
Ø Independence Day – July 4th 
Ø Labor Day – First Monday in September 
Ø Thanksgiving Break – Fourth Wednesday, Thursday, and Friday in November 
Ø Winter Break – Two days before and/or after December 25th 
Ø New Year’s Day – January 1st  
 
The Birds Nest will have limited space on the following ten days, when only one Early Childhood Teacher or Director will be 
scheduled.   
Ø Independence Day - Two days surrounding July 4th 
Ø Montana Early Childhood Conference – Third Thursday and Friday in October 
Ø Winter Break – The week of Christmas and the following week. 

 
We reserve the right to close early or entirely for additional days if it is determined that not enough children will be in 
attendance.    

Emergency Closures 
TBN follows school district 5 for closures due to inclement weather or other area emergencies.  In the event that school district 5 
decides to close, you will be notified via text message if we also decide to close.  Emergencies that would qualify for a closure 
might include: flood, severe weather, loss of hot running water and/or electricity, fire, or any other reason as outlined in 
Montana family child care regulations.   

In the event that the Director and all Early Childhood Teachers become ill, we will be required by the county health department 
and state licensing to close until at least one of us is no longer contagious.  Illnesses that would qualify for a closure might include: 
A Fever, Pink Eye, Strep Throat, the Flu, or any Communicable Disease that would put your child at risk of being exposed to the 
illness.  Please help us avoid closing due to illness by following our Wellness Agreement.   

For closures due to illness, severe weather, or any emergency situation, no credit will be issued.  When possible, TBN will remain 
open with limited space.  In all cases, we will try our hardest to remain open; however, we must always take the safety of our 
teachers, families, and children into consideration when making this difficult situation.  In some cases, we will be required to close 
per State and Federal Regulations. 
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Waiting List 
The need for child care and the availability of child care can change overnight.  Although we may try to anticipate our need for 
child care, family situations can change without warning.  The same is true for child care programs – an opening can become 
available sooner than originally predicted.  Finding out that a preferred child care program has no openings can be 
disappointing; that is why TBN maintains a FREE waiting list.  To add your child to the waiting list, you will need to fill out a pre-
enrollment form on TBN website. There is no fee to add your child to the waiting list and you are not obligated to enroll if an 
opening becomes available.  After submitting your pre-enrollment form, you will receive periodic updates about your status on the 
waiting list via email and/or text.  When an opening becomes available that matches your child care needs, you will be 
contacted to schedule an interview.  Please visit our website for additional details. 

Withdrawal Policy and Procedures 
A family may decide to withdraw their child (ren) for any reason.  To withdraw a child from the program or to reduce a child 
care schedule, a 30-day written notice is required and tuition is owed for those final 30 days regardless of attendance.  

Dismissal Policy and Procedures 
TBN will give 30 days’ notice of termination for which full tuition is owed, regardless of attendance. TBN reserves the right to give 
written notice of immediate termination where there are extreme circumstances that affect the well-being of TBN property, 
employees, or other children in attendance.  TBN reserves the right to terminate a child for the following reasons:
Ø Failure to complete the required forms; 
Ø Lack of parental cooperation; 
Ø Lack of compliance with handbook regulations; 
Ø Child experiencing difficulty adjusting after a 

reasonable amount of time; 

Ø Physical/verbal abuse of any person/property; 
Ø Our inability to meet the child's needs; 
Ø Failure to pay; 
Ø Or any other reason deemed appropriate. 

 

My family and I are so appreciative of the valued families that support our efforts in providing a quality in-home child care for the 
Flathead Valley that we want to thank you by bringing all of the families together!  We love the opportunity to get to spend time 
with our families outside of the sometimes-rushed arrival and departure during the week.  We also enjoy bringing our families 
together so they can meet the children/families that their little ones spend so much time with at school!  We like to do a pot-luck 
BBQ style gathering and will send out invitations at least two (2) weeks prior to the event to let you know the details and 
suggested pot-luck contributions! 

Required Documents 
The Montana Department of Public Health and Human Services - Child and Family Services Department, the Federal Child Adult 
Care Food Program, and the County Health Department require that all registered or licensed child care providers maintain a file 
for each child enrolled.  Each file is required to include the following documents and ensure that they are updated as needed in 
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order to be in compliance with state and federal regulations.  
Ø Immunization Forms (must be updated at 3, 5, 7, 16, and 19 months of age) 
Ø Infant Feeding Schedule (for children under 18 months) 
Ø Pediatric Health Statement (for children under 24 months) 
Ø Emergency Contact and Parental Consent Form 
Ø Non-Ingestible Over the Counter Medication Authorization Form 
Ø CACFP Enrollment Form 

 
TBN Documents 
TBN requires a few documents in addition to the state/federally required documents to be on file.  These documents allow TBN to 
provide quality care while protecting all parties involved.  Required documents include Child Care Contract, Student Resume, 
S.A.T Authorization Form, Wellness Agreement, and Handbook Acknowledgment Form. 

 
Other Documents  
The following documents are only required in the situations listed next to the document.  Some families may use some or all of 
these documents regularly while other families may never need to use these documents.   
Ø Medication Authorization Form: Required when medicine is to be given at school (prescription or non-prescription). 
Ø Field Trip Authorization Form: Required for each field trip further than a half mile from TBN. 
Ø Medical Exemption Form: In the event that your child is behind on their immunizations due to illness or severe adverse 

reaction. 
NOTE – In the event your child withdraws from the program or is dismissed, you may request a copy of your child’s file. 

Nap/Quiet Time Policy and Procedures 
 All children are to lie down for a rest period in the afternoon. Even older children will benefit from a short period of “Quiet 
Time”.  All children are provided age-appropriate bedding.  If your child has a special blanket or stuffed animal that they sleep 
with, please send it along.  It is preferred that children are not picked up during naptime, 
as it disturbs the other children. Please come before 1:00pm or after 3:00pm.  If you 
must pick up during naptime, notify us prior to 10:00am, so we can plan accordingly.   

Infants are put to sleep in accordance with the Safe Sleep Policy and Procedure. 

Children Need Sleep 
Sleep is a vital need, essential to a child’s health and growth. Sleep promotes alertness, 
memory and performance. Children who get enough sleep are more likely to function better and are less prone to behavioral 
problems and moodiness. That is why it is important for parents to start early and help their children develop good sleep habits.  
Each child is different and has different sleep needs. This chart presents recommended hours of sleep, including naps for children 
up to five years of age.  

Children Need and Thrive on Routine 
The #1 tip for good sleeping habits in children is to follow a nightly routine. A bedtime ritual makes it easier for your child to 
relax, fall asleep and sleep through the night. 

Typical Bedtime Routine - Take a bath; Put on pajamas; Brush teeth; Read a story; Make sure the room is quiet and at a 
comfortable temperature; Put your child to bed; and/or Say goodnight and leave.  

Age Range 
Hrs of Sleep 

needed per 24 hr 
period 

0 - 2 m 10.5 – 18 Hours 
2 – 12 m 14 – 15 Hours 
1 – 3 y 12 – 14 Hours 
3 – 5 y 11 – 13 Hours 
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Helpful Tips - Make bedtime the same time every night.  Make bedtime a positive and relaxing experience without TV. According 
to one recent study, TV viewing prior to bed can lead to difficulty falling and staying asleep. Save your child’s favorite relaxing, 
non-stimulating activities until last and have them occur in the child’s bedroom.  Keep the bedtime environment (e.g. light, 
temperature) the same all night long. 

Encourage Children to Fall Asleep on Their Own 
Have your child form positive associations with sleeping. A child should not need a parent to help him/her fall asleep. One recent 
study demonstrated that having your child sleep in your bed puts them at risk for suffocation or strangulation. The child who falls 
asleep on his or her own will be better able to return to sleep during normal nighttime awakenings and sleep throughout the 
night. 

Discourage Nighttime Awakenings 
When you go to your child’s room every time he or she wakes during the night, you are strengthening the connection between 
you and sleep for your child. Even babies who are held and cuddled when they wake in the middle of the night soon learn to 
expect this and do not learn to go back to sleep on their own. Except during conditions when the child is sick, has been injured or 
clearly requires your assistance, it is important to give your child a consistent message that they are expected to fall asleep on 
their own. 

Some Common Facts and Myths about Children and Sleep 
Myth #1: Put children asleep on their stomachs.  Babies should be put to sleep on their backs. According to the “Back to Sleep” 
program, this lowers the risk of dying from Sudden Infant Death Syndrome (SIDS). The American Academy of Pediatrics also 
recommends that parents should avoid placing young children to sleep on a water bed, sofa, pillow, soft mattress or other soft 
surfaces. 

Myth #2: Parents should wait until a child is fully asleep before putting a child to bed. Children should be put to bed when they 
are drowsy, but awake. 

Myth #3: Children will sleep longer at night if they do not take a nap.  For young children, nap and nighttime sleep are both 
necessary and independent of each other. Children who nap well are usually less cranky and sleep better at night. Although 
children differ, after six months of age, naps of 1/2 to two hours duration are expected and are generally discontinued between 
ages 2-5 years. Daytime sleepiness or the need for a nap after this age should be investigated further. 
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