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THE  SCHOOL  

Wee Workshop is a total child care facility for children from two weeks to twelve 
years of age with preschool curriculum included within the daycare program. A separate 
preschool or Mother's Day Out Program may also be available per our discretion. We 
provide a loving and safe environment in which your child will spend many happy hours. 
  

Research has proven that a child's early years are the most important. It is our 
goal at Wee Workshop to make those years special. Your child will be cared for by our 
loving staff that is sensitive to your child's needs. All of our teachers are qualified and 
experienced in early childhood education. 

 
We have a fully equipped kitchen and cafeteria to serve your child nutritional 

lunches as well as morning and afternoon snacks. Our cafeteria doubles as a storm 
shelter. In addition, all children have the use of a totally enclosed playground.  

WEE WORKSHOP PHILOSOPHY  

Our goal at Wee Workshop is to nurture the whole child. It is our intention to 
make each child's early years special. Our purpose is to provide a quality educational 
program within a loving, caring atmosphere. Central to care is the presence of loving 
adults who give your child personal attention.  

 
Our philosophy is developmental in nature with concern for the needs of the total 

child. We strive to offer curriculum that is appropriate for the developmental level of each 
child. Although intellectual development is an important part of our program, we feel that 
social, emotional, and physical development is equally necessary.  

 
The curriculum of the child care program provides creative play opportunities with 

time to engage in dramatic play and to reflect on events and activities. Children are 
exposed to and participate in the arts, music, literature, movement, crafts and puppetry. 
Children are also taught habits related to manners, health, safety, hygiene and nutrition.  

 
The environment of Wee Workshop is responsive to the special needs of children 

as they grow in new ways, learn to live with handicaps, or deal with separations and 
grief.  

DISCIPLINE POLICY  

 The disciplinary policy of Wee Workshop placed emphasis on encouraging and 
reinforcing appropriate behaviors in young children. An effort is made to help children 
understand why certain behaviors are not acceptable and suggestions for more desirable 
behaviors are offered. Physical punishment is never used, nor are your children 
subjected to frightening, humiliating, embarrassing, or emotionally harmful] situations or 
remarks.  
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Below is the Behavior and Guidance/Disciplinary Policies adhered to by the Wee 
Workshop Staff:  

For Infants and Toddlers 

1. Distract (also called redirection) the infant/toddler away from the activity that is not 
desired by attracting the infant/toddler with a better choice.  

2. Ignore the infant/toddler behavior, if he or she is not in danger or causing someone 
 else to be in danger.  

3. Remove tempting items that are off limits to the infant/toddler.  

4. Use the word "no" sparingly. "No" should be used if an infant/toddler is approaching 
danger. Over using the work "no" causes and infant/toddler to learn to ignore the 
warning.  

5. Understand that infants and toddlers are naturally curious about people and things -
they are just learning.  Infants and toddlers need to be allowed to explore the area 
safely.  

6. Provide more than one of the more popular toys. Infants and toddlers do not 
understand the concept of "sharing".  

7. Place a toy or item in "time-out" -not the infant or toddler. Infants and toddlers have 
short attention spans and are naturally active. Time-out for infants and toddlers is not 
appropriate.  

For Preschool-age Children 

1. Allow preschool age children to make acceptable choices and let the natural 
consequences of the decision (as long as the consequences aren't dangerous) be 
the teacher. The provider should be sure to offer choices that he or she can live with!  

2. Help the preschool age children learn to solve problems. Make suggestions and allow 
the child to decide.  

3. If preschool age children are disagreeing, stand nearby but allow the children the 
opportunity to solve their own problems if no one is in any danger.  

4. Time-out should only be used when all else fails. Over use of "time-out" or any other 
guidance method causes the method to become "old-hat" and no longer effective. 
Time-out should allow the child the opportunity to think -cool off -calm down. The 
"time-out space" should be in a nearby and clearly supervised area.  

For School Age Children 

Any of the above methods of guidance PLUS:  
1. Involve school-age children in setting their own guidance.  

2. Allow school-age children to suggest consequences for "breaking" the rules.  

3. Involve school-age children in planning activities.  
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 The disciplinary policy is STRICTLY adhered to by the entire Wee Workshop staff 
the use of physical punishment and/or the use of harsh, threatening or belittling remarks 
with a child is grounds for IMMEDIAIE TERMINATION. If for any reason we suspect that 
a staff member has violated our disciplinary policy, we will report it immediately to SRS.  

WEE WORKSHOP PROGRAMS  

We have high expectations for the quality of the individual programs offered here 
at Wee Workshop. The following descriptions state the goals of each program. Weekly 
lessons plans are available from your child's teacher if you are interested in a more 
detailed account of what is happening in their classroom. We will hold parent-teachers 
conferences twice a year in order to keep you informed of your child's progress.  

INFANT PROGRAM  

The infant program is available for children from two weeks to twelve months and 
walking. The emphasis of this program is on sensory-motor, gross motor, self-help and 
language skills. Children are encouraged to explore their environment, as well as 
exercise their independence through self-help skills.  

TODDLER PROGRAM  

The toddler program is available for children who are twelve months and walking 
up to the age of two years. The emphasis of this program is on sensory-motor, gross 
motor, self-help and language skills. Children are encouraged to explore their 
environment, as well as exercise their independence through self-help skills such as 
brushing teeth, washing hands, and feeding themselves. Language skills are stimulated 
by the teacher asking questions and labeling objects for children. Children are also 
encouraged to use words, as best they can, when they need something. Songs and 
finger plays are incorporated into the program along with coloring, play dough, painting 
and puzzle working. Afternoons in the toddler room involve a nap, as well as outdoor and 
indoor play times. 

2-3 & 2-1/2 to 3-l/2 YEAR OLD PROGRAM  

The program offered for children 2 to 3 years old concentrates on developing 
skills in the areas of fine motor, gross motor, social, self-help, and cognitive abilities. 
Children are exposed to numerous situations which will help develop the social skills of 
sharing, turn taking, cooperation, and helping others. Socialization is particularly 
encouraged through the use of centers. Each day children participate in fine motor 
activities, where they will work individually with materials such as puzzles, peg boards, 
and lacing cards. 
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Developmentally appropriate skills and concepts are reinforced during a teacher-

directed activity each day. Songs, finger plays, and books are incorporated into each 
day. Art and music experiences are also included in the curriculum, which is well 
balanced between structured and unstructured activities. Afternoons include a nap, 
snack and outdoor playtime.  

3-4 YEAR OLD PROGRAM  

The program offered for 3 and 4 year oIds concentrates on developing skills in 
the areas of fine motor, gross motor, social, self-help, and cognitive skills. The day is 
balanced between structured and unstructured activities. Songs, finger plays, and books 
are incorporated into each morning's circle time, as well as concepts reflecting the 
weekly theme. Each day the children participate in fine motor activities where they work 
individually with material such as puzzles, beads, peg boards, and lacing cards. 
Socialization is encouraged during dramatic play and free choice play times.  

Developmentally appropriate skills and concepts are reinforced during teacher-
directed activities. Art, music, and science experiences are also included in the 
curriculum. Outdoor activities will be abundant during the summer months. Picnics, water 
play, and days at the park will also be included in the summer program. 

4-5 YEAR OLD PROGRAM  

The program offered for 4 and 5 year olds concentrates on developing children's 
abilities in the areas of fine motor, gross motor, social, self-help and cognitive skills. 
Kindergarten readiness skills are taught in structured small groups. In addition to these 
small learning groups, your children also participate in fine motor activities each day. 
During this time, your children work individually with materials such as puzzles, peg 
boards and lacing cards. Writing and cutting skills are also developed at this time.  

Socialization is encouraged during dramatic play and free choice play times. 
Songs, finger plays, books, as well as concepts reflecting the weekly theme are 
incorporated into each day's circle time. Art, music, and science experiences are a part 
of the curriculum, which is well balanced between structured and unstructured activities. 
  

Children do spend time outdoors both in the morning and in the afternoon. 
Afternoons also include a nap time and free choice play time. Outdoor activities will be 
abundant during the summer months. Picnics, water play, and days at the park will also 
be included in the summer program.  
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BEFORE AND AFTER SCHOOL PROGRAM  

The before and after school program is offered for children in kindergarten 
through the fifth grade. The Stillwell Wee Workshop will transport to and from Stanley 
Elementary, Stillwell Elementary, Cedar Hill Elementary, and Blue River Elementary. The 
Overland Park Wee Workshop will transport to and from Bentwood Elementary, 
Oakwood Elementary, Cottonwood Point Elementary, Ascension and Heartland 
Elementary.  

 
 
 
WE RESERVE TIIE RIGHT TO REFUSE TRANSPORTATION DURING 

EXTREME WEATHER CONDITIONS, I.E., HEAVY SNOW AND ICE. Our program 
offers your child a balanced day with quiet times, free play times, and physical activities. 
Due to the more structured environment at school, children are given more freedom to 
choose activities while in our program. Children also spend time outdoors each day.  

SUMMER PROGRAMS 

During the summer months, all of our daycare classrooms continue to operate. In 
addition, we also offer a full day summer camp for school-aged children. The camp 
operates with a different theme each week, around which special activities, field trips and 
projects are integrated.  

 

LUNCH PROGRAM 

Wee Workshop provides nutritious meals and snacks which meet or exceed the 
applicable nutritional guidelines. Payments for meals are included in your weekly tuition. 
All meals and snacks are prepared at our facility. Children who attend a full day receive a 
morning snack, lunch and an afternoon snack. Due to the number of children we serve, 
we are not able to make special meals if your child does not like or is allergic to what we 
are having that day for lunch. Your may provide a sack lunch if your child does not like 
what we are serving. Our menu is posted online monthly and there is a copy available for 
you at the front desk. 

HOURS OF OPERATION 

 Wee Workshop is open from 6:30 a.m. to 6:00 p.m. Monday thru Friday.    

Wee Workshop Daycare will be open unless severe snow conditions close 
businesses other than schools. Always call the center if in doubt. We do advise, 
however, that if possible, you stay home with your child when schools are closed, or 
bring them in late after streets are cleared and safe.  
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Children who are enrolled in our before and after school programs will be allowed 
to be in care for a full day if there are days when school is not in session. If your child 
needs to be in care with us during these times, please let the front office know as soon 
as possible. There is an additional fee of$6.00 per day for kindergartners and $12.00 per 
day for school aged children. The total fee paid for the week will not exceed the weekly 
summer camp rate. 
 

 

ENROLLMENT PROCEDURES  

Any child two weeks through twelve years old is eligible for enrollment regardless 
of race, color, national origin, or religion provided that space is available and ratios are 
maintained. To enroll your child in our program, we require an annual non-refundable 
enrollment fee of $50.00 per child and $80.00 for more than one child which guarantees 
a position for your child. A $30.00 enrollment fee is required for our drop-in program. 
This fee should accompany your completed enrollment application. In order to fulfill 
licensing regulations we must also have an authorization for emergency medical care 
and a health assessment signed by a licensed physician. These forms are contained in 
the enrollment packet or are available upon request from the front office and MUST be 
completed before your child may attend the center. Group care is not always the most 
appropriate child care option for every child. 

In the event that you need to cancel your enrollment, please give the director two 
weeks written notice in advance, otherwise you will be charged for the two weeks of 
care. Wee Workshop reserves the right to un-enroll your child from our care with a two 
week notice. However, if your child is exhibiting consistently disruptive or dangerous 
behavior, we will immediately un-enroll your child. In all cases, however, no child will be 
un-enrolled without conferences between the parents and the director. 

CHILD CARE FEES  

All fee schedules are established by Wee Workshop and are subject to change 
at any time without prior notice to you. Tuition fees are due by Wednesday for the 
current week of service. A $5.00 per day late fee will be assessed if payment is made 
after Wednesday. You may pay fees on a monthly or bi-monthly schedule, as long as 
payment is received at the beginning of the month or two week period of service. If your 
account becomes delinquent, you will be notified of a deadline by which payment must 
be made. If payment is not made by that time, your child will be withdrawn from our 
program. On all balances 30 days past due a 12 % interest fee per month will be added.  

 

A $5.00 fee will be assessed to your account if your check needs to be sent 
through your bank a second time. A bad check fee of $20.00 will be charged on all 
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returned checks. After two returned checks, cash or money order will be required for 
three months. You will be responsible to Wee Workshop for reimbursement of all 
attorney fees and court costs incurred in collecting fees or enforcing your enrollment 
contract.  

ABSENTEE CREDIT  

Because staff assignments are based on enrollments, no credit will be extended 
for absences of only one or two days within the week. If your child is absent three or 
more days in one week, you pay only 60% of regular tuition. This absentee credit can be 
applied to your tuition one week out of the year. Holidays are included as absentee days. 
For those families enrolled year round, including summers, one week of vacation credit is 
given per year. The first vacation credit will be given after the child has been enrolled for 
a full year. For that week of vacation, no tuition will be assessed. A week of vacation 
credit is from Monday through Friday, one calendar week. Any other weeks of absence 
require full payment.  

 
Those families enrolled on a part-time basis -for example three days a week do 

not receive any vacation or absentee credit, and are required to pay their normal part 
time rate. 

LATE FEES  

Failure to pick up your child by 6:00 p.m. will result in a late fee of$1.00 per 
minute, per child, beginning at 6:01 p.m. You will be required to pay the late fee 
immediately that evening.  

CLOTHING AND PERSONAL BELONGINGS  

CHILDREN WILL BE PARTICIPATING IN MESSY ART PROJECTS AND 
PLAYING ON THE PLAYGROUND WHILE THEY ARE IN OUR CARE. PLEASE 
DRESS YOUR CHILD IN CLOTHES WHICH ARE COMFORTABLE AND WILL ALLOW 
THEM TO FULLY PARTICIPATE IN THESE ACTIVITIES. Also, remember to dress your 
child in clothing appropriate to the weather. It is our policy that the children will go 
outside every day, unless the weather is extreme. All removable clothing should be 
labeled with your child's name. 

Each child needs to have in his/her cubby in the classroom the following items:  

1. Two complete changes of clothing, including underwear and socks.  
2. Toothbrush labeled with the child's name.  
3. A small blanket for nap time.  
4. Infants, Toddler and Two's only -an adequate supply of diapers or training pants.  

 



 Wee Workshop Daycare Parent Handbook 2009-10 

P
a

g
e 

  9
 

Your child may bring a pacifier, pillow (small enough to fit in cubby), stuffed 
animal or other comforting item for nap time. Please label everything with your child's 
name.  

TOYS  

 We ask that toys be brought to school only for special show and tell days. PLAY 
GUNS, SWORDS, KNIVES, ETC., ARE NOT TO BE BROUGHT TO SCHOOL, even for 
show and tell days. We try very hard to promote a loving atmosphere, and feel the 
presence of such toys in the classrooms is detrimental to that goal. Gum, candy, and 
money should always be left at home.  

ARRIVAL AND DEPARTURE  

 All children must be brought into the center and taken to their classroom. You are 
required to walk your child to their classroom and notify the teacher of their arrival. 
Please be sure your child's teacher is aware you are picking up your child before you 
leave the classroom together. These measures help us provide for the safety of your 
children.  

Children will only be released to those persons listed on the enrollment form. In 
the event that someone other than those listed needs to pick up your child/children), you 
must notify the director in advance. They will then be required to show identification.  If 
you child will not be attending Wee Workshop on a specific day please call the center to 
inform them.  

HEALTH CHECK  

Teachers will assess each child's health on a daily basis. Any child showing signs 
of illness will be isolated and kept as comfortable as possible until they are picked up. 
Sick children must be picked up within one hour of the initial phone call. These control 
measures are one way to keep illness from spreading throughout the center. 

EXCLUSION POLICY 

 In order to protect the entire classroom as well as your own child, your child will 
be excluded from Wee Workshop whenever he/she displays any signs of illness, 
including:  

-a temperature above 100.5  
-an upset stomach or one within the last 12 hours  
-an intestinal disturbance with diarrhea or vomiting  
-discharge from eyes or ears  
-profuse green nasal discharge  
-any lesions with drainage  
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 In general, any child with these symptoms will be excluded from the center for a 
FULL 24 HOURS AFTER TIIE DISAPPEARANCE OF THE SYMPTOMS, or must have a 
note from a doctor indicating that the child is well enough to attend school. If there is a 
question about bringing your child, check with the director beforehand. If your child is 
well enough to attend the center then he/she will be expected to participate in all 
activities of the day including outdoor play.  

 
Please advise teachers of anything that might affect your child's behavior and/or 

health while at school; for example, any medications your child is taking, restless night or 
less sleep than usual, excited about a special activity, new living arrangement, new 
baby, etc.  
 

You are required to notify the center directors immediately after an exposure to a 
contagious disease. If your child becomes ill with a contagious disease such as chicken 
pox or pink eye, the center will follow the recommendations of the Kansas Health 
Department. 

SICK CHlLDREN  

Children who are sent to school ill or become ill while at the center will be 
excluded from the classroom in order to help control the spread of illness throughout the 
center. They will be kept as comfortable as possible in our front office. You will be 
contacted and your child must be picked up within the hour.  

MEDICINES  

The Wee Workshop staff does not diagnose, recommend treatment or treat 
illnesses. Wee Workshop will only administer PRESCRIPTION MEDICATIONS WITH 
WRITTEN CONSENT OF THE PARENT OR GUARDIAN TOGETHER WITH WRITTEN 
INSTRUCTIONS FROM THE PHYSICIAN. In addition, the medication must be in the 
original container and you must complete a medical release form with the date and time 
the medication is to be given to your child. WEE WORKSHOP WILL NOT ADMINISTER 
NON-PRESCRIPTION MEDICATIONS FOR MORE THAN THREE CONSECUTIVE 
DAYS UNLESS OTHERWISE instructed IN WRITING BY THE CHILD'S PHYSICIAN. In 
addition, we will only administer the recommended dosage. We suggest whenever 
possible, that you arrange to give your child his/her medication right before you leave to 
bring your child to the center and right after you pick him/her lip.  

ACCIDENTS  

When an accident occurs, the child's teacher or the director will administer first 
aid and TLC, but Wee Workshop is not responsible for subsequent treatment. Any 
further care is the responsibility of you and your physician. An accident report will be 
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filled out and a copy will be given to you. You must sign and return the yellow copy. 
Depending on the severity of the injury, you may be required to pick up your child. If 
immediate medical attention is needed, the child will be transported by ambulance to 
your hospital of choice. Wee Workshop is not obligated to pay for emergency care that 
any child receives. 

CHILD ABUSE STATEMENT  

IT IS THE LEGAL OBLIGATION OF ALL WEE WORKSHOP STAFF TO 
REPORT EACH AND EVERY TIME WE HAVB REASON TO SUSPECT ANY 
INCIDENCES OF CHILD ABUSE OR NEGLECT TO THE KANSAS DEPARTMENT OF 
SOCIAL AND REHABILITATION SERVICES.  

SEVERE  WEATHER  PROCEDURES  

For the safety of your entire family, in the event of a tornado warning, we 
recommend you DO NOT come for your child. Should a tornado or severe storm warning 
be given, the children will be taken to our cafeteria, which serves as a storm shelter.  

The severe weather plan is posted in each classroom. The staff will be prepared 
with activities for the children until the ALL CLEAR is sounded. Storm drills are 
conducted once a month, April through September. All children are familiar with the 
procedure and location of the shelter.  

FIRE SAFETY  

Each month a fire drill is conducted to make sure children know the evacuation 
procedure. A fire evacuation plan is posted in each classroom.  

YOUR CHILD'S ADJUSTMENT  

Most children have some fears and misgivings about being away from their 
parents. Your child may need some time to adjust to this new situation. Help prepare 
your child for these changes by talking about them in advance. If your child is hesitant at 
separation time, a cheerful good bye kiss from you, a smile, and a reassuring word that 
you will be back after work will help ease the separation. Our caring staff will take it from 
there. You are also encouraged to call and check on your child's adjustment throughout 
the day if you are concerned. Chances are that your child will be absorbed in the 
activities of the day, and you can relax and concentrate on your job. 
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COMMUNICATION  

Wee Workshop values an open communication between parents and staff. We 
value your insight and opinions regarding the care your child receives. Please feel free to 
visit with your child's teacher or the director if you ever have any questions or comments 
about your child's day, the care he/she receives while here or how certain situations are 
handled. We are here to make your child's day the best it can be, and we would enjoy 
hearing from you. 

NEGOTIATING DIFFERENCES 

 If you feel that your opinions or comments are not being adequately addressed by 
your child's teacher please speak with the director. The director will then schedule a 
conference with the teacher and the parent where they can address the differences. If 
there still remains a need to negotiating differences another conference will be 
scheduled where the director will be involved. 


