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INTRODUCTION 

Thank you for considering ChooChoo Chicago, a Family Preschool, for your childcare needs.  We 
truly hope your childcare experience will be a positive one. With that in mind, we make it our 
goal to provide your children with the best care possible. This handbook is intended to clarify 
ChooChoo Chicago’s philosophy and principles, and to describe the conditions under which we 
agree to provide care to your child. Please feel free to discuss any questions or concerns you 
may have, at any time. Welcome to ChooChoo Chicago!  

The following activities will be part of your child's day: 

• Interactive story telling                            
• Songs and games                                   
• Drawing, painting, collaging, sensory exploration   
• Reading, writing, coloring, numbers and letters activities when a child is ready                   
• Movement such as dancing, group activities, yoga and daily exercises, outside activities 

and environment exploration 
• Water and sand table exploration           
• Special projects such as science projects, cooking, arts and crafts 
• Manipulative play-- block building, puzzles, Legos 
• Make believe-- dress up 
• Social interaction and norms 

Through these early childhood age appropriate activities your child will learn the foundation of 
reading, writing, reasoning and math skills and most importantly social norms that are necessary 
for later learning and interaction. 

OUR PHILOSOPHY 

ChooChoo Chicago is a small, well functional and reputable junior preschool and daycare for 
families of Lakeview and surrounding neighborhoods in Chicago, IL.  
The main agenda is to create a community oriented, home based childcare where children will 
have an opportunity to learn, grow and have fun while parents will enjoy safe, family like 
environment, with play based, yet structured learning program for their children. Our 
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experience and love for little ones aims to nurture a relationship with every child and their 
families, where kids can play, learn and grow in a home away from home. 
This small, family childcare can accommodate 14 children and it preliminarily serves children 
from 15 months to 4 years of age. While maintaining our group home family childcare license, 
issued by DCFS, we provide a service with two full-time childcare professionals and additional 
part-time help as needed. Our school is safe, eco-friendly and hazard free where your children 
will love a structured, age appropriate, early child development art and play program.  

Activities will include free play, structured play, large and small motor skill activities, story 
time, arts and crafts, music, nutrition, cultural activities and outing, preschool math and 
science, cooking and other educational play based activities. We will encourage discipline, 
independency, good manners, and personal hygiene.   

Through a mixture of guided and undirected creative play, the children will learn about colors, 
shapes, textures, numbers, letters, animals, seasons, feelings, senses, nutrition, personal 
hygiene, manners, discipline, basic science and math concepts, as well as creative concepts such 
as “pretend” play, art, music, drama, and dance. We do not believe in pushing any child to learn 
at an accelerated rate, and will not make a child feel pressured to achieve any developmental 
milestones. Every child develops its own pace for learning and maturity, to which we will pay 
close attention in order to bring about the best in each child. By providing the right kind of fun, 
safe environment, we believe that children will learn at their own appropriate pace. We look 
forward to working with parents and helping children achieve their potential through 
encouragement and nurture.  

NUMBER OF CHILDREN IN CARE, TEACHER QUALIFICATIONS/TRAINING AND   
CHILD–TEACHER RATIO 

At ChooChoo Chicago, we have a 1-5 child-teacher ratio for all children and strive to keep a 
small group of 10 children on daily bases. All teachers are fully qualified, CPR and First Aid 
certified, experienced in the early childhood education field and are continuously being trained 
for the in service hours requirements.  
All staff members have gone through intensive background and health checks as part of the 
requirements for the preschool licensing. 
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We pride ourselves on our intimate group setting and small teacher – child ratio.  Children need 
to feel they are getting quality attention from the adults in their lives, and they also benefit 
from lots of one-on-one care. 

DISCIPLINE POLICY:  

All trained staff of ChooChoo Chicago will take same disciplinary measures in which spanking, 
slapping, smacking, yelling or hitting of any kind is prohibited. We believe in firm discipline 
where your child will learn to respect adults and their classmates, follow school rules, adopt to 
social norms,  play and learn in harmony. 
Since ChooChoo Chicago aims to enroll junior preschooler, ages 15 month, or younger if 
determined mature enough, up to the age of 4 our disciplinary measures will be age appropriate. 
For us “discipline” is not based only in regards to a wrong behavior. We will aim to discipline 
children every step of the way. 
 Such as: 

- Following clean up routines 

- Picking up after themselves before going onto another learn and play activity 

- Sharing their toys 

- Respecting personal space and keeping hands to themselves 

- Using good manners while interacting with their friends, teachers and other adults 

- Using good table manners- such as sitting properly at the table, using utensils, not 
talking with their mouth full, saying please and thank you, etc. 

Such discipline will be positively reimbursed with special rewords such as good job stamps, 
special classroom responsibilities and tasks. At the same time on negative reimbursement- such 
as prohibiting a child to play with a certain toy because not following the disciplinary rules.   
Dangerous and hurtful offenses include hitting, biting, kicking, pushing, hair pulling, throwing 
objects at someone, climbing on an inappropriate structure, willful destruction of property, 
tantrum throwing, and not following reasonable requests. This behavior is unacceptable and 
depending upon the child’s age and developmental stage, immediate consequences such as Time 
Out will be put in place. 
Time Out- is designed to give children time to think about what they did wrong. At first we will 
alert the child to the offense by saying firmly “NO” or “STOP”, explaining why the behavior is 
unacceptable, and offering the child a warning and the choice to behave. If the child chooses to 
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continue to behave inappropriately, we will first explain to the child why their behavior is not 
acceptable, then we will place the child in a “Time Out” for a period of about 1 minute per year 
of age.  At the end of time out, we will ask the child if he or she understands why they had a 
time-out, ask if they understand why they shouldn’t do that behavior, then ask if they are ready 
to play appropriately again. We will also encourage children to apologize to the other child(ren) 
involved.   
We find these kinds of disciplinary actions to work best in combination with positive 
reinforcement for good behavior.  Your child will quickly learn what acceptable behavior within 
the playgroup is. To a point, kids will be kids and any disciplinary action the ChooChoo Chicago 
staff will be thoroughly thought according to the child’s age, developmental stage, temperament 
and misbehavior in question.  What may work for one child may not work for another.  When a 
child misbehaves parents will also be notified.  Sometimes talking with your child at home about 
his/her behavior in the preschool is all that is needed to change inappropriate behavior. We  
believe in working with families to be extremely important in order to guide appropriate 
behavior in their children.   

POLICIES, PROCEDURES AND PAYMENT TERMS   

Tuition payments are due bi–weekly on the first visit of your child’s weekly school schedule. 
Payments can be made by cash, check or preferably electronic transfer.  
Payments not received by the end of the week incur a late payment fee of $20 for each day 
past due date and will be added to the tuition.  Receipts are sent electronically by the following 
week or when the same clears in the bank. Each family will receive a yearly tax report in order 
to file their tax deductions.  
If your child is enrolled part week and is absent due to sickness or vacation, you may not make 
up days, as all spaces are filled and overcrowding will result.   
ChooChoo Chicago’s year begins on Tuesday September 2nd. The Fall semester will officially end 
on Friday, December 20th 2019, while the school year ends Friday, June 19th 2020. Summer 
program begins Monday, June 22nd 2020 and the payment is required in full on regular schedule.   

Please note: Tuition is still due regardless if your child is sick or on vacation, same applies due 
to sever weather conditions. Payment has to be submitted BEFORE you leave on a vacation. 
Tuition will still be due on all federal holidays listed in the calendar as well as the two-week 
Winter Break and one week long Summer break vacation, listed in the calendar.  
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LEAVING THE PROGRAM EARLY/ TERMINATION OF CARE:  

Our contract may be terminated with a proper notice by either party, at any time during the 
school year, except in the month of December leading into our two-week long paid vacation and 
Summer leading to our one-week long vacation. According to the contract, proper notice will 
consist of written or verbal notice to the provider not less than one month (30 days) prior to 
the child’s last day of care. At that time, your deposit will be used towards the last two weeks 
of tuition. In case you reserved your spot for a new school year in early summer, your deposit is 
non-refundable until after 30 days of your childcare. Please note that we do not issue refunds. 

If at any time we feel that you or your child pose a safety risk to our staff or any of the 
children in care, or for any reason thereof, we will give you as much notice as possible that your 
childcare will be terminated. This action will be reserved for extreme cases only, and we will 
first attempt to resolve any issues with you before resorting to termination of care.   

HOURS OF CARE AND LATE PICK UP FEE 
The preschool is open from 8:00am and closes at 6:00pm.  
For Full-Time program drop off starts at 8:00am, with a possibility of early drop of at 7:30am 
with an additional fee, and pick up is anywhere from 4:00pm to 6pm.  
For Part-Time AM program drop off hours are from 8:30am to 9:00am and pick up is from 
12:30pm to 12:45pm.  
Please call/text/email your teacher if you will be late to pick up your child. If your child is not 
picked up by 1pm/6pm a $30 late fee plus $1 per minute will be charged to compensate the 
teacher who has to stay behind after hours if you are late.  

IF YOUR CHILD BECOMES ILL: 

In order to protect the health of all children in our care, we will call you at work and request 
that you pick up your child within one hour if he or she exhibits any of the following symptoms:  
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• fever over 100.4 degrees Fahrenheit for more than 1 hour  
• excessive diarrhea for 2 consecutive diapers or toileting  
• vomiting in excess of typical child spit-ups  
• conjunctivitis (“pink eye”)  
• persistent complaints of ear or stomach pain  
• bleeding other than minor cuts and scrapes  
• head lice  
• suspicious rash in the area of mouth, stomach, hands and feet (hand, foot and mouth) 

In the event your child is sent home due to one of the above conditions, he or she will not be 
allowed to return until they have been symptom free for a full 24 hours without the use of 
medications, or until accompanied by a signed note from your child’s doctor. This policy is 
intended to help prevent the unnecessary infection of the other children in our care.  
Although it may seem inconvenient when your child is sent home, you will appreciate knowing 
your child’s exposure is minimized when other children become ill. We will not send a child home 
with a common cold, unless accompanied by a fever or other severe symptoms. However, many 
times when young children are ill, they may not exhibit “classic” signs of the illness (fever, 
vomiting, etc.) but will be excessively fussy and/or require constant cuddling and attention. 
While we believe in providing as much cuddling as desired, if a child is ill and requires our 
undivided attention this distracts from the ability to provide quality care to all the children in 
the group. Therefore, if your child reaches a point when he/she requires constant attention, will 
not play, cries continuously, whines and wants to be helped constantly, etc., then your child will 
need to stay home. You should expect that any time a new child is introduced to the group, colds 
and other minor illnesses are likely to occur until everyone’s immune systems have adjusted to 
the new exposures. Also, advise me whenever a member of your family has an illness so that I 
can be alert to the possibility of symptoms developing in the childcare group. 

SNACKS AND LUNCH 

ChooChoo Chicago will provide healthy snacks in the AM and in the PM and whole organic milk 
during lunch time for all enrolled children. Snacks are usually ripe fruit in a combination with 
gram crackers, gold fish, cheerios, and other typical grains found in the grocery stores. We 
advise a healthy, home packed meal and encourage our families to pack a well balanced, 
nutritious meal in which crackers, juice, jello or similar snack or sugary items will not be served. 
Soups, pastas, sandwiches, etc. or any other hot or cold meals can be properly heated and 
served for your child’s lunch enjoyment. Please note that we do not place your child’s lunch in a 
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refrigerator, if you are bringing perishable foods, please include an ice pack in your child’s lunch 
box.  
We use our lunchtime together at the ChooChoo Chicago as continuous educational aspect of our 
program where independence, use of utensils, table manners and self-paced eating with 
adequate supervision is encouraged. Please make sure to fill out the Food and Allergies form in 
your Enrollment Forms package and specify if your child has food allergies. 

*Please note we are a peanut free school.  

PERSONAL ITEMS AND CHANGE OF CLOTHES  

Please leave at the school a change of clothes, small blanket, and any special items your child 
like for nap time. 

TOYS FROM HOME  

If your child arrives with an inappropriate toy, it will be stored in their cubby until the end of 
the day and returned with a note asking you not to send it with your child in the future. Toy 
guns and swords may be fine for pretend play at home, but they are not suitable for group care.  
Please try and limit toys from home to one toy.  Children can keep the toy in his/her cubby or 
share it with other children in the group during free play.  

BIRTHDAYS AND OTHER HOLIDAY CELEBRATIONS:  

Please feel free to bring a special, peanut free, treat to share with all of the children on your 
child’s birthday, we will make a big fuss of their special day and take pictures.  Parents are 
welcome to join the party and stay for the duration of our special celebration, which is usually 
during our snack time for 15-20 minutes. As for other festivities, including religious holidays, 
we will look forward to teaching children about various traditions across the world and 
encourage diversity. Therefore, we welcome the opportunity to include your family’s favorite 
holiday traditions in the lesson plans, but would appreciate as much advance notice as possible 
so that we can thoroughly prepare. Also, we will attempt to notify you of the related lesson 
plans so that you may choose to discuss them with your child from your own perspective or even 
volunteer to come in as a special guest and do activity with the children.  
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PICK-UP BY SOMEONE OTHER THAN THE CHILD’S PARENT OR  
LEGAL GUARDIAN:  

We will not under any circumstances release your child into the custody of anyone other than 
his or her parent or legal guardian, as indicated by the signatures on the contract. If you wish 
to have anyone else pick up your child, you will need to provide a signed consent form listing the 
names of individuals who may pick-up your child. 
  
In the event of an emergency, we will attempt to contact you and/or your spouse, or the child’s 
other legal guardian, or other adults listed on your emergency contact form for approval. In any 
case, if we are not familiar with the person, I will require a valid photo ID card from an 
authorized government agency (such as a drivers license) as proof of identification before we 
will release the child into their custody. Please advise anyone who may pick-up your child not to 
take offense at this policy. It is simply the only way we can assure the protection of you, your 
child, and all other parties involved. Also, if your family is experiencing a divorce or other legal 
situation which would affect who is allowed to pick up your child, please let us know immediately. 
You will also need to provide court orders or other proper legal documents indicating who is no 
longer allowed custody of your child. Unless these papers are provided, we will have no choice 
but to release your child into the custody of anyone currently on your list.  

PRE-ENROLLMENT VISITS  

We believe that children, teachers, and parents do best when everyone participates in “phase-
in” sessions prior to the first day of care. This helps children get used to the teachers and 
allows parents plenty of time to ask questions. It also helps everyone feel more comfortable 
with the situation. This benefits the child by allowing us to approach the first day of care with 
ease, which helps reduce stress for everyone. Children benefit from a stable, long-term care 
environment. We hope that these visits will help reduce the number of misunderstandings that 
can inevitably arise, so we can develop a good working relationship and avoid the need for 
unnecessary termination of care. We will work with you to schedule as many pre-enrollment 
visits as possible. These visits should only last about an hour or so, depending upon the number 
of questions you have.  
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SCREENINGS and REPORTS: 

Any child who has been in our care for more than 60 days will undergo ASQ screening twice a 
year, once in Fall and once in Spring. ASQs are done, by both, teachers and parents and then 
casual conversations are scheduled in order to discuss mutually beneficial goals for each child.  
This gives us important data regarding your child’s development and helps us develop future 
goals for your child while in our care. We can also use the report to add to pre-school 
applications if you apply to a pre-K or Kindergarten program in the future.  

VISITS AND PHONE CALLS DURING REGULAR CARE HOURS:  

It is not a good idea to drop by during regular school hours.  Children often do not really 
benefit from these visits. Many children will cry or act “clingy” during pick-up and drop-off 
times, but will quickly adjust and start playing happily once Mom or Dad are out of sight. Having 
such irregular additional visits often serves only to interrupt the child’s comfortable routine, 
and can lead to increased distress during regular transition times.  
Cellphone, text and email correspondence are welcomed throughout the day, but please keep in 
mind that our priority is attending children at all time, therefore it may be difficult for us to 
answer the phone or text during regular care hours. 

TIPS FOR SMOOTH TRANSITIONS AT DROP-OFF AND PICK-UP:  

Transition times can be stressful for some children. In the morning they may not want to say 
good-bye to you and at pick up time they may not want to go because they are involved with a 
fun activity. This is a natural occurrence and may vary with your child’s age and developmental 
stage. To ease the transition, we encourage parents to take a minute to help their child feel 
comfortable and to adjust by offering positive statements. A parent who shows reluctance to 
depart only makes the transition harder for their child. Although parents should never sneak 
out without saying “good-bye” to their child, a brief good-bye usually works best. Crying will 
usually stop a few minutes after you depart. Whether you plan to stay for a while during 
transition times or you prefer to keep transition times short, it is important that you establish 
a consistent routine and stick with it. You are always welcome to stay and chat about your 
child’s day but please understand that our main focus will be on the children who are constantly 
being observed and monitored. If your child misbehaves during transition times, please correct 
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their behavior.  The preschool rules apply from the time they walk in until the time they walk 
out. This is a time of testing when two different authority figures are present (parent and 
provider), and this situation will be tested at one time or another to see if the rules still apply. 
We will remind your child if inappropriate behaviors are being displayed. Please be prepared to 
back us up. If your rules or desires are being tested, I am ready to back you up as well. Children 
of all ages adjust to transitions differently. Most do not like to be too rushed, or to wait too 
long once they are ready to depart at the end of the day. This is especially true during the 
colder months, when children may get uncomfortably warm once dressed in a coat, mittens and a 
hat.    
In order for smooth transitions and the daycare routine not to be delayed or disrupted, please 
drop off your child by 9:00am the latest.  All parents must leave by 9:00am so if you want to 
chat with the teachers, or stay a few minutes to settle your child in, please come early. 

SUPPLIES:  

You will be responsible for providing your child’s:   
• Lunch 
• Diapers 
• Spare clothes appropriate for the season 
• Small blanket and optional lovey for nap 

FIELD TRIPS:  

I will always welcome your assistance and participation during field trips or other special fun 
events, though this will be purely voluntary.  Information emails will be sent out to parents in 
our newsletters and/or separate emails at least 5 days prior to the trip. 
Please note that our visit to local playgrounds, walk around the block, visit to the library or the 
loft to not apply as special field trips and we will not be notifying you for our every outing.  
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POTTY TRAINING:  

The decision of when to assist your child with potty-training is a personal one, and should be 
made based on your child’s signs of emotional and physical readiness. Your child will need to 
remain in a “Pull-Ups” during preschool hours until he/she has shown the ability to remain 
accident-free in your home for a period of at least two weeks. This is for several reasons: 
children often appear to be trained in a (calmer, quieter) home situation, but are not yet able to 
“listen” to their body’s signals when presented with the distractions of a group care 
environment. Your child must be able to communicate their need to go to the potty while at 
school before s/he will be able to remain in underpants. The teachers will decide and advise you 
on this matter once we feel a child has reached that point.  We are here to support you during 
potty training and encourage your child to use the potty. 

HOLIDAYS, VACATIONS AND SICK-DAYS:  

Although we will do our very best to be available every business day, it is conceivable that some 
of us may be sick occasionally. However, I will always try my best to remain open and provide 
quality care for your children. Please do understand that this is my home and in case of sickness 
I have to remain here as well as my family. In this case, we will stay isolated. Please do 
understand that our daily routine might change in order to provide a safe environment.  
We observe Federal holidays, during which the preschool will be closed, payments for those 
holidays are still due.  In addition, we take a two-week Winter Break and one-week Summer 
Break for which tuition is due. Please refer to the calendar for the exact dates.  

SUMMARY 

Children need a safe and enriching environment to grow and thrive. We at ChooChoo Chicago will 
do our best to ensure the safety, comfort, health, and happiness of all children in our care at all 
times and present them with the opportunity to learn at their own pace through several 
different child centered activities. 
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