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Sacred Heart Kids’ Zone 
11 5th Street SW, Adams, MN 55909/Phone: 507-440-5830 (Mikaela) 

kathylarsonbendtsen@gmail.com 

 
PARENT HANDBOOK 

PROGRAM 
The Sacred Heart Kids Zone mission is to provide a quality school-age childcare program with a 
safe environment that nurtures self-esteem and security. We provide an informal education 
program to promote learning through hands-on play and discovery. The childcare program is 
semi-structured with individual activities, group activities, supervised free time and supervised 
outdoor play. Program activities include: 

• Fine-motor skills: coloring, puzzles, play dough, etc. 

• Gross motor skills: running, jumping, dancing, stretching, exercising 

• Creative play: puppets, dress up 

• Arts &crafts: projects emphasizing creativity 

• Music: songs, rhymes, poems 

• Science: activities that encourage investigations, observing, discovering and problem-
solving (growing a plant, bug hunts, etc.) 

• Math: counting, concepts of size, shape, measurement 

• Language Arts: story time 

• Outdoor play: We will go outside daily, weather permitting. 
 

NONDISCRIMINATION PRACTICE 
We do not discriminate in relation to admission on the basis of race, color, sex, religion, or 
national origin. 
 

HOURS OF OPERATION 
Summer: Monday-Friday 6:00 a.m. to 6:00 p.m. 
School Year: Monday-Friday 6:00 a.m. to 6:00 p.m. 
Closed holidays include New Year’s Day, Memorial Day, Independence Day, Labor Day, 
Thanksgiving, and Christmas. 
*During the school year, when school is not in session (snow days, teacher in-service days, etc.) 
Kids Zone will be open. 
 

OPEN DOOR 
You are always welcome to visit Kids Zone anytime your child is present. Please communicate 
with us in advance for any special visitors (any person not listed on your admissions form.) 
 

RATES 
Contracted rates are $3.00/hour for 1 child and $2.75/hour for each additional child. If you 
have children attending Sacred Heart Daycare and Kids Zone, the discounted rate of $2.75 
applies to the child(ren) in Kids Zone. 
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Drop-in rates are $3.25/hour for 1 child and $3.00/hour for each additional child. 
 
Families will be charged a minimum of 1hr/day, even if the kids leave early or show up late. 
 
A $20 non-refundable registration fee is due for new families enrolling in Sacred Heart Kids 
Zone along with their registration forms. Sacred Heart Kids Zone families that are already 
enrolled need to only complete the enrollment forms. 
 
There will be no charge for the days Kids Zone is closed. 
 
Schedules will need to be given to the Kids Zone director by the date stated on the form or you 
will need to email the child(ren)’s schedule by the predetermined date. 
 
Please let us know as soon as you know of any vacations or days off when your child(ren) is not 
going to be at Kids Zone. If notified fewer than 24 hours prior to attendance, families will be 
charged for the scheduled hours not attended. 
 
Bills will be sent out every other Monday. If payments are not paid on time, the child will not be 
able to attend until payment is received. 
 
There is a $20 charge for returned checks. 
 
If you are going to pick up the child(ren) before/after your contracted time, please call to let us 
know. If you come to pick up after 6:00 p.m., there is an overtime fee of $5.00/5 minutes unless 
we had agreed in advance to keep the child(ren) longer. 
 

PARKING 
Drive slowly in the parking areas and use caution when entering or leaving. With the school, 
church, daycare, and playground in close proximity, there is plenty of activity throughout the 
day. There are not only daycare children but school-age children, church goers, and school 
faculty to look out for. 
 

ARRIVAL/DEPARTURE 
Your child must be brought to Sacred Heart Kids Zone by a parent or responsible adult on your 
approved list. You will be required to sign in and sign out your child on the daily log. 
 
No child will be allowed to leave with anyone except the parent, unless indicated on the 
alternate pickup list, without written or verbal permission from the parent. Anyone unfamiliar 
to the Kids Zone staff will be required to show proof of identification. Please make sure the 
alternate pick-up person is aware of these requirements. If the person picking up the child 
appears to be under the influence of alcohol or drugs, another authorized person will be called 
to pick up the child. 
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MEALS AND SNACKS 
Meals will be served during the following summer/non-school day hours: 
Breakfast: 6:30-8:00 (brought from home) 
Snack: 9:00 (Kids Zone will provide) 
Lunch: 11:00 (Bag lunch from home) 
Snack: 3:00 (Kids Zone will provide) 
 
Please bring breakfast food (cereal, etc.) and a lunch on non-school days and during the 
summer. Include a beverage in your child’s lunch. Breakfast & lunch items may be warmed in 
the microwave by Kids Zone staff. Two daily snacks will be provided by Kids Zone. Milk will also 
be provided for breakfast and snacks. 
 
Please alert us to any food allergies your child(ren) has. 
 

FIELD TRIPS 
We will participate in activities away from Sacred Heart Kids Zone. Activities may include walks, 
time at the park, time at the pool, drives to special events, etc. Parents will be notified in 
advance as to when a field trip is being planned. During transport, children will be securely 
fastened in an appropriate passenger restraint system. 
 

SWIMMING TRIPS 
We will go to the Adams Swimming Pool every Monday, Wednesday and Friday afternoon from 
1:00-3:00pm, weather permitting. We may also take the kids to the pool on Tuesdays or 
Thursdays depending on the week and weather. Please make sure your child(ren) are always 
prepared for the pool in case of this. Permission slips will be sent home during the first week of 
the summer program to be signed and returned. Families may choose to purchase a pool pass 
or to pay each time. Rather than wearing their swimsuits to Kids Zone we ask that children 
change into their swimsuits before we go to the pool. Children are welcome to bring extra 
money for renting life vests and swim toys, but money may not be used for snack. To ensure 
fairness on pool days, Kids Zone will still provide snack. 
 

CLOTHING & OTHER ITEMS 
Children should wear clothing for comfort and convenience. Consider sending your child in play 
clothes as they will spend time playing outdoors, painting, coloring, etc. Children may wear 
sandals and flip-flops but must wear tennis shoes and socks for any physical activity, especially 
outdoor activities; an extra pair can be kept onsite. Please dress your child in clothing that is 
suitable for the weather; including hats, mittens, and jackets/coats when necessary. Provide an 
extra change of clothes for the current season to be kept onsite. During the summer children 
are encouraged to bring water bottles and sunscreen for outdoor play/activities. All clothing 
and other items must be labeled with the child’s name. 
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TERMINATION AND NOTICE PROCEDURES 
There will be a 2-week notice given to the parent if there is a need to discontinue care of 
child(ren). We require the parent(s) to give a 2-week paid notice when taking child(ren) out of 
care. 
 
We have the right to terminate any family at any time for failing to follow rules in our policy 
and procedures. 
 

HEALTH REGULATIONS 
It is in everyone’s best interest that a sick child stays home. Do not bring a child to Kids Zone if 
he/she has any symptoms other than those associated with the common cold. If a child has any 
of the following symptoms, he/she should remain home: 
 
Symptoms include: 

• Fever of 100 degrees or more 

• Diarrhea 

• Vomiting 

• Unexplained rash (child will not be allowed in daycare until a medical exam has 
indicated it is not a communicable disease) 

• Strep throat 

• Impetigo 

• Chickenpox 

• Persistent pain 

• Enlarged glands 

• Live lice or other nits (eggs) 
If a child becomes ill while at Kids Zone, parents will be notified immediately. Until the child is 
able to be picked up, we will keep the child as comfortable as possible and try to isolate them 
from the other children in our care. 
 
We require that all immunization records be kept current. We need an updated form each time 
your child has an immunization. 
 

COMMUNICABLE DISEASES 
If your child has a diagnosis of a contagious illness (chicken pox, strep throat, impetigo, head 
lice, etc.), we request that you notify Kids Zone as soon as possible. We will notify all parents of 
any communicable disease as well. 
 

MEDICATIONS 
Written permission is required before any medication, sunscreens, lotions, or insect repellants 
can be given. Medications must be in the original container dispensed by the pharmacy. All 
prescriptions must have the child’s name, name of medication, doctor’s name, name of 
pharmacy, prescription number, date and directions for administering/dosage on the label. If 
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administration of any medication is needed, it will be logged on a Medication Administration 
Record with the medication, amount to be given and the times it must be given to the child. 
 

EMERGENCY CARE 
 
In the event of a serious injury, the parents will be notified immediately and necessary steps 
will be taken to obtain medical aid. For emergency purposes, parents must keep all contact 
numbers current. If immediate intervention is required, staff will call 911 and your child will be 
transported by ambulance if necessary. Your family insurance is responsible for the cost of 
medical help or treatment due to accidents or illness while in childcare, staff will also complete 
an injury report and the Department of Human Services will be contacted for any injury 
involving hospitalization or fatal injury. 
 

SAFETY 
Kids Zone is set up as a safe environment for children. We have emergency fire and storm 
procedures. Fire drills and tornado drills are practiced monthly. In case of fire, all children will 
be removed from immediate danger through the nearest exit. If there is a tornado warning, the 
children will be taken to the inner wall area until the threat of the storm is over. In the event of 
a power outage, we have flashlights on hand. If during the power outage the building becomes 
too cold for the children, you will be notified to pick up your child. 
 
Please do not send toys, food, candy, gum or money with your child unless specifically asked to 
do so. These items place an unnecessary burden on the providers and may cause the child to 
become upset when taken away. These items can also pose a choking hazard if the provider is 
not aware of them. 
 

SMOKING 
There is no smoking allowed on the premises. 
 

DRUG & ALCOHOL POLICY 
We prohibit employees, helpers, substitutes, and volunteers when directly responsible for 
caring for the children, from abusing prescription medication or in any manner being under the 
influence of a chemical that impairs the individual’s ability to provide services or care. The 
employees, helpers, substitutes and volunteers are informed of this drug and alcohol policy. All 
employees, helpers, substitutes and volunteers will also undergo a background check. 
 

CONFIDENTIALITY 
The information that you supply to Sacred Heart Kids Zone will be kept confidential. We will at 
all times respect your privacy. Before any information is released to an outside person, the 
parents will sign a release form (this does not apply to law enforcement). 
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COMMUNICATION 
The purpose of these policies is to provide both parties with a clear picture of the expectations 
and to keep misunderstandings from happening. Our mission is to provide a warm, safe, 
nurturing environment for your child(ren). We encourage parents to discuss expectations they 
have and/or want for their child and Kids Zone. If at any time a parent has a question 
concerning any part of this contract or other issues that may arise please talk to the Kids Zone 
director immediately. You may request a conference with the staff and/or Sacred Heart Kids 
Zone Board at any time during the year. It is important that parents and providers 
communicate and establish a good relationship, which is in everyone’s best interest, especially 
the child’s. 
 

Thank you for supporting the Sacred Heart Kids Zone Program! 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
Policies and Procedures Agreement: 
I have read and agree to the policies and procedures outlined in the Sacred Heart Kids Zone 
Handbook. 
 
Parent Signature: ___________________________________________________________ 
 
Date: _____________________________________________________________________ 
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Withdrawal from the Program Form 

If you choose to end your enrollment in the Sacred Heart Kids Zone Program, a Withdrawal 
Form must be completed and submitted to the Sacred Heart main office or Kids Zone Program director. 
A copy of the form is available from the Sacred Heart Office or upon request with Kids Zone staff. 
Without the completion of this form, the weekly minimum needs to continue to be paid. We do not 
allow for a temporary suspension unless there are extraordinary circumstances that have been 
approved by the Sacred Heart Kids Zone Director.  

 

 

 

Withdrawal Form 

Child’s name(s): ________________________________________________________________ 

Will be ending Sacred Heart Kids Zone services on, ____________________. 

Reason for withdrawal: __________________________________________________________. 

Phone number: ________________________________ 

 

 

Parent Signature: _______________________________________________________________ 

 

(Please print name here): _________________________________________________________ 

 

Please return this form to the Sacred Heart main office or Kids Zone Director. 

Thank you. 


