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Welcome
Dear Families,

Welcome to Little Kings and Queens Childcare Center and Preschool. We believe childcare is an extension of home, and we value partnering with families to provide a safe, loving, and developmentally appropriate environment where children can learn through play.

Every child is unique. We support each child’s growth across social, emotional, physical, and cognitive domains by offering age-appropriate materials, consistent routines, and warm relationships.

Thank you for choosing Little Kings and Queens. We look forward to joining you on your child’s developmental journey.

Sincerely,
Torrie Amaratunge, Director

Contact Information
Director: Torrie Amaratunge
Phone: 513-300-0627
Program Email: KQEdmonds@gmail.com
Zelle (Tuition Payments): KQLynnwood@gmail.com
Provider #: 304652
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About the Program
Philosophy
We believe children learn best through relationships, hands-on exploration, and play. Our program supports children’s physical, emotional, social, and cognitive development through developmentally appropriate activities. Examples of activities include circle time, music and movement, sing-alongs, sensory play, and guided learning experiences.
Mission Statement
Our mission is to provide high-quality, developmentally appropriate childcare that honors each child’s age and ability while promoting social, cognitive, physical, and emotional growth. We are committed to a safe, nurturing, and enriching environment for every child.
Licensing and Certifications
The program maintains required certifications and training, including:
Initial Certificate
Short Certificate
Safe Sleep
CPR/AED
Pediatric First Aid
HIV/Bloodborne Pathogen Prevention
Emergency and Disaster Preparedness
Food Handler Permit
Definition of Family
In this handbook, the term “family” refers to a parent, legal guardian, sponsor, or another responsible adult who provides for the well-being and best interests of the child enrolled in our care.
Hours of Operation
Childcare services are provided Monday through Friday, 7:00 AM to 4:30 PM.
Care outside of these hours may be available by request and must be confirmed in writing and reflected in the Parent Contract.
Evening and Overnight Care
With advance notice, we may provide care between 4:30 PM and 6:00 AM. Children in evening and overnight care follow a routine that mirrors typical home schedules, including dinner (if applicable), bedtime routines, and morning preparation.
Evening meal service depends on the contracted schedule. A nighttime snack may be offered, and breakfast is served by 9:00 AM to children in overnight care, unless a family requests otherwise.
Overnight Care Schedule
Overnight care hours are 5:30 PM to 7:00 AM.
Children should arrive dressed in pajamas when possible.
Dinner is provided by the family unless otherwise arranged.
Bedtime story and lights out typically begin around 7:00 PM (adjusted as needed by age and routine).
Children sleep in the daycare space on an air mattress, cot, crib, roll-away bed, or futon depending on age and size.
Overnight supervision is provided in accordance with WAC 110-300-0270. Families will review and sign an overnight care acknowledgment confirming they understand overnight supervision practices, including that staff may rest after all children are asleep, consistent with licensing requirements.
Emergency Substitute Provider
In the rare event of an emergency, the program will contact an approved emergency substitute provider. If a qualified substitute cannot be secured, families (or emergency contacts) will be asked to pick up their children and the program may close for the remainder of the day.
If this occurs, children must be picked up within 1 hour of the call.
Approved emergency substitutes include: Mikia Coston and Christine Amaratunge.
Pandemic/Epidemic and Respiratory Illness Policy
If staff illness impacts our ability to meet required staff-to-child ratios, the program may be required to close until ratios can be safely restored. During closures due to staffing shortages or public health emergencies, tuition remains due and refunds are not provided.
We prioritize prevention through frequent handwashing, routine cleaning, and encouraging families to follow public health guidance. If a child or household member tests positive for COVID-19 or another contagious respiratory illness, families must notify the program promptly.
Return-to-care requirements may be updated to reflect current public health guidance and licensing rules. Families will be notified of any updates in writing.
Holidays and Closures
The program is closed for the following holidays and planned closures. Dates may be adjusted with advance notice:
Martin Luther King Jr. Day (January)
Presidents’ Day (February)
Good Friday
Memorial Day (May)
Juneteenth (June 19)
Independence Day (July 4) and the day before or after (as announced) July 3, 2026 we are closed.
Labor Day (September)
Veterans Day (November)
Indigenous Peoples’ Day
Provider Vacation: October 19, 2026 to October 23, 2026
Thanksgiving Break: November 25, 2026 to November 27, 2026
Christmas Break: December 21 to December 31
New Year’s Day (January 1)
Personal Day: To Be Announced
Admission and Enrollment
All admission and enrollment forms must be completed and all required fees paid before a child’s first day of attendance.
Enrollment Fee: A non-refundable enrollment fee of $100 is due at the time of enrollment.
The program enrolls children ages 1 month through 13 years, based on availability and staffing.
Children are admitted without regard to race, culture, sex, religion, national origin, or disability. We do not discriminate based on special needs when a safe and supportive environment can be provided.
Waiting List
We do not maintain a waiting list. Enrollment is offered on a first-come, first-served basis when openings are available.
Adjustment/Trial Period
A new childcare setting can take time to adjust to. We support children by offering reassurance, predictable routines, and extra connection during transitions.
A two-week adjustment period begins on the child’s first day. During this time, the family may terminate the signed contract without penalty.
Inclusion and Non-Discrimination
Children of all ability levels are entitled to opportunities for participation, acceptance, and belonging. We will make reasonable accommodations to support children based on individual needs and capabilities.
Equal educational opportunities are available without regard to race, color, creed, national origin, gender, age, ethnicity, religion, disability, marital status, sexual orientation, political beliefs, or any other status protected by law.
Confidentiality
Children’s records and family information are confidential and will not be released without written consent, except as required by licensing, regulatory, or partnering agencies.
Staff Qualifications
Director Qualifications: Torrie Amaratunge holds a BAS in Early Childhood Education and has 15+ years of experience in childcare. Ongoing professional development is completed in required and recommended areas, including child development, health and safety, and developmentally appropriate practice.
Staff, assistants, and substitutes will meet state requirements and maintain appropriate clearances and credentials. A current list of staff and approved substitutes is posted on the program bulletin board.
Communication and Family Partnership
Daily Communication
We use Brightwheel for daily notes and updates so families can stay informed about their child’s activities and care. We welcome two-way communication and encourage families to share information from home that helps us best support their child.
Brightwheel notifications may be sent throughout the day with a final update by the end of the day.
Bulletin Board and Email Updates
Program news, upcoming events, and closure dates are posted on the bulletin board. Families are encouraged to provide an email address used regularly for announcements and general updates.
Family Partnership
Families are a child’s first teachers. We welcome family involvement through classroom visits, events, volunteering, and feedback. Family engagement opportunities are listed in the Family Engagement section at the end of this handbook.
Curriculum and Learning Environment
We provide a rich learning environment with developmentally appropriate materials and activities. Children learn through play, hands-on exploration, and guided experiences. Our daily routine is flexible to meet individual needs while maintaining consistency.
We are an Early Childhood Education and Assistance Program (ECEAP) facility and teach using The Creative Curriculum.

Daily Routine
7:00 AM - Open and Free Play
8:30 AM to 9:00 AM - Breakfast
9:30 AM - Circle Time
9:40 AM - Preschool Learning Time
11:15 AM - Lunch
12:00 PM - Nap/Rest Time
2:15 PM - Snack
3:00 PM - Outdoor Discovery
4:30 PM - Goodbye
Outings and Field Trips
Weather permitting, we take supervised neighborhood walks and may schedule monthly field trips. Families may meet us at the destination, or the program may provide transportation when applicable. Children are counted and supervised at all times.
A field trip permission slip will be provided no later than 24 hours before a scheduled trip (WAC 110-300-4080). Signed permission is required for each trip. Please dress children appropriately for the season; sturdy walking shoes are required (no flip-flops).
When transporting children, proper restraint systems and age-appropriate car seats are used. The program will provide car seats as needed.
Screen Time and Electronic Media
Our daily routine does not include screen time or television. When used, media is limited to short, purposeful educational content that is screened in advance and free of advertising. Screen time is limited to Fridays for a short period of time and alternative activities are always available.
Multiculturalism and Celebrations
We value multicultural learning and promote respect for all people and the environment. Books, music, and activities reflect diverse cultures and family traditions.
Celebrations are planned to support understanding and respect for varied cultural and religious beliefs. Families are welcome to share traditions with the classroom.
Rest Time
Infants sleep according to individual needs and are placed on their backs for sleep in accordance with safe sleep guidelines.
After lunch, children 5 and under participate in rest time. Children are not required to sleep, but they must rest quietly for at least 30 minutes. After 30 minutes, a quiet activity or book may be used on their cot.
Toilet Learning
Successful toilet learning works best when families and caregivers partner closely and follow a consistent approach. Children learn at different rates and must be physically and emotionally ready. We will support your family’s method and maintain consistency between home and school whenever possible.
Please share your plan and supplies with us so we can support your child respectfully and effectively.
Guidance and Behavior Support
We use positive guidance, clear expectations, and developmentally appropriate strategies to help children build self-regulation, empathy, and problem-solving skills. We model respectful behavior and help children understand the impact of their choices.
Challenging Behavior
When a child becomes physically aggressive, staff intervene immediately to keep all children safe. Physical restraint is not used for discipline. In rare situations where a child’s safety or others’ safety is at immediate risk, trained staff may use minimal physical guidance only as long as necessary to restore safety.
Behavior Support and Family Notification
If a child’s behavior becomes a concern, we will communicate with families promptly and work together on a plan of support. If a concern becomes ongoing, families will be notified in writing, by phone, or in person. The resolution period will not exceed 30 days from the initial notice unless safety requires faster action.
In rare cases where a child’s needs cannot be safely met within our setting, families may be asked to secure alternative care. If this occurs, we will provide documentation and reasonable transition time when feasible.
Tuition, Fees, and Payments
All payment and fee processing is managed by the Director. For billing questions, contact Torrie at 513-300-0627 or KQEdmonds@gmail.com.
Tuition Rates
Full-Time Care (4-5 days per week, Monday-Friday):
Infants (Birth to 24 months): $2,200 per month
Toddlers (24 to 36 months): $2,100 per month
Ages 3+ and potty trained: $2,000 per month
Part-Time Care: Rates vary by schedule and age and are confirmed in the Parent Contract.
Deposits and Registration Fees
Tuition Deposit: A deposit equal to two weeks of care is due when registration is confirmed. The deposit is applied to the last two weeks of care when a two-week written notice is provided.
Annual Registration Fee: A non-refundable $100 registration fee is due annually on the child’s enrollment anniversary (not prorated).
Payment Schedule
Tuition is due monthly in advance and must be received by the last day of the previous month. Example: July tuition is due by June 30.
Tuition is due monthly whether or not your child attends. No credits are provided for absences, holidays, staff training closures, inclement weather closures, power outages, or any other situations.
Methods of Payment
Cash
Check
Money order
Electronic funds transfer (ACH)
Zelle (KQLynnwood@gmail.com)
Apple Pay
Venmo
Cash App
To set up automatic recurring payments, please contact Torrie.
Late Payments and Account Status
If payment is not received on the due date, a late fee of $50 per day (or the amount stated in your contract) will be added until the account is paid in full.
If payment is more than three business days past due, care may be suspended until the account is current. Repeated late payments may require mandatory automatic payments.
Payments are applied to the oldest balance first. Late fees may still apply if the account is not brought current by the next due date.
Unpaid accounts may be pursued in small claims court or sent to collections. Families are responsible for associated costs, including court and attorney fees.
Returned Payments
Returned checks or rejected ACH/credit card transactions will be charged a $50 fee. Two or more returned payments may require future payments to be made by cash or another guaranteed method.
Late Pick-Up Fees
Late pick-up is not a regular program option. Late fees of $5 per minute begin at 4:30 PM (or the contracted pick-up time) and are due at pick-up. Repeated late pick-ups may result in termination of childcare services.
Overtime and Extra Time
If a child remains in care beyond the contracted schedule, a late fee of $5 per minute applies immediately and must be paid before the child returns.
Attendance, Absences, and Withdrawal
Absence and Late Drop-Off
If your child will be absent or arriving after 9:00 AM, please send a Brightwheel message so we can plan staffing and meals. If we do not receive notice of absence by 9:00 AM, a $20 administrative fee may be charged for that day. 
Latest Drop-Off: Children must be dropped off no later than 10:00 AM. Children may not be dropped off after 10:00 AM and will need to remain home that day unless prior arrangements have been approved due to an appointment or special circumstance.
Provider Vacation
The program schedules up to two weeks of provider vacation per year (dates announced in advance). Families are responsible for arranging backup care during provider vacations, holidays, and closures.
Withdrawal
Families must provide written notice at least two weeks before withdrawal. When two-week written notice is provided, the tuition deposit is applied to the final two weeks of care.
If two-week written notice is not provided, the family may be billed for two weeks of care, which may be deducted from the deposit. Tuition and fees are non-refundable.
In cases of severe or unsafe behavior that cannot be resolved with a support plan, the program may terminate services immediately to protect children and staff.
Closures Due to Extreme Weather
Severe weather or other conditions (snow, storms, floods, power loss, water loss, etc.) may prevent the program from opening on time or at all. Notifications will be sent via email, phone, Brightwheel, or text.
If early closure becomes necessary, families (or emergency contacts) must arrange prompt pick-up.
Drop-off and Pick-up
Families must accompany children into the facility, sign them in/out, and assist children with handwashing at arrival.
Drop-off begins at 7:00 AM. Pick-up must be completed by 4:30 PM unless otherwise stated in the Parent Contract.
Use of Cell Phones
Drop-off and pick-up are important times for children and communication. Please refrain from using cell phones during drop-off and pick-up so children receive your full attention.
Authorized and Unauthorized Pick-up
Children are released only to parents/guardians or individuals listed on the Emergency and Release Contact form. If someone not listed needs to pick up, families must notify the program in writing in advance.
All authorized pick-up individuals must present photo ID.
If a child is not picked up and we cannot reach a parent/guardian or emergency contacts, and two hours have passed after closing, we may be required to contact child protective services.
Right to Refuse Child Release
To protect children, the program may refuse release if there is reasonable concern a pick-up person is impaired by alcohol, drugs, or another condition that could endanger the child. In such cases, we may request an alternate authorized adult or contact law enforcement.


Personal Belongings
What to Bring
Please label all items with your child’s name. The program is not responsible for lost or damaged personal items.
Infants: Clean labeled bottles for the day, at least 6 diapers per day, wipes, bib, blanket, milk/food, and at least 2 changes of clothes.
Toddlers: Bottles if applicable, pull-ups if applicable, pillow, sleeping bag/blanket, extra shoes for rainy days, and at least 2 changes of clothes.
Older Toddlers: At least 2 changes of clothes (more if toilet learning), pull-ups as needed, and extra shoes for rainy days.
Preschoolers: At least 1 change of clothes, sleeping bag/blanket, pillow, and extra shoes for rainy days.
School-aged Children: Homework materials/books and extra shoes for rainy days.
Cubbies and Take-Home Items
Each child is assigned a labeled cubby. Please check cubbies daily for items that need to go home. Preschool families should also check the project pouch daily.
Lost and Found
A Lost and Found box is located in the laundry room. Please check regularly for missing items.
Toys from Home
Children may bring toys from home. Toys must be shareable and appropriate for group care. The program is not responsible for loss or damage.
Nutrition
Foods Brought from Home
Foods from home are permitted when labeled with your child’s name, date, and food type. Children may not share family-provided food unless it is intended for sharing with all children.
Leftover food will be discarded or sent home.
Food Allergies
Families must notify the program in writing of any food allergies. For diagnosed allergies, families must provide an allergy action plan completed by the child’s physician.
If a child has two or more food restrictions or significant dietary limitations, families may be required to provide meals from home.
Mealtime
We model and encourage good table manners. Weekly menus are posted in the lunchroom. Staff trained in choking first aid supervise meals at all times.
The program maintains an emergency anti-choking device (LifeVac) for use if needed.
Infant Feedings
Bottle-fed infants are fed while being held or seated upright.
Infants are fed on cue when possible and at least every 4 hours.
Breast milk must be clearly labeled with the child’s name and date expressed; thawed milk must be used within 24 hours.
Frozen breast milk may be stored for up to 30 days.
Formula must be factory-sealed and provided in ready-to-feed, powder, or concentrate form; label with the child’s name.
Solid foods are introduced in collaboration with the family.
Toddler Feedings
Children are encouraged to self-feed as developmentally appropriate.
Children are encouraged (not forced) to try a variety of foods.
Choking hazards for children under 4 are not permitted (e.g., uncut hot dogs, whole grapes, peanuts, popcorn, hard candy, etc).
Health and Illness Policy
Immunizations
Families must provide immunization records in accordance with state requirements, or a completed exemption form when applicable. Unimmunized children may be excluded during outbreaks as directed by public health authorities.
Illness
To protect the health of all children and staff, sick children may not attend. The program may refuse care to a child who appears ill.
Children will be excluded if they exhibit any of the following (not an all-inclusive list):
Illness that prevents participation in daily activities.
Illness that requires more care than staff can safely provide.
Fever of 100.4°F or higher. Children must be fever-free for at least 48 hours without fever-reducing medication before returning.
Diarrhea (watery/uncontrolled stools).
Vomiting.
Mouth sores (regardless of cause).
Rash unless a physician confirms it is non-communicable.
Pink eye until treated for 48 hours or symptoms have resolved or a clearance is required by a doctor.
Impetigo until treated, no longer contagious, and skin has returned to normal.
Strep throat until treated for 72 hours.
Head lice until treated and nits are removed and proof of clearance is required by the lice clinic.
Scabies until treated and no longer contagious per healthcare guidance and skin is back to normal.
Chickenpox until lesions have vanished and skin is completely back to normal.
Pertussis (whooping cough) until 7 days of antibiotics AND cleared by a healthcare provider.
Hepatitis A until cleared by public health guidance.
Children who have been ill may return when they have been symptom-free for 48 hours (as applicable) and can participate comfortably in daily activities. A physician’s note may be required for reportable illnesses or when the program needs confirmation the child is no longer contagious.
Hand, Foot, and Mouth Disease (HFMD)
If HFMD is suspected, children may not return until a healthcare provider confirms they are no longer contagious AND all lesions have resolved and skin has returned completely back to normal.
Allergy Prevention
Families must notify the program of food and environmental allergies and provide written guidance on symptoms, reactions, and treatments.
Medications
All medications must be handed directly to staff. Medications may not be stored in cubbies or left with children. Please do not leave medications on my desk. Medications are stored in a locked medication box behind a locked cabinet.
Medication Authorization: All medications (prescription and non-prescription) require a completed medication authorization form. All forms are available at Edmondschildcare.com.
Medication must be in the original container and labeled with the child’s name.
Authorization must include dosage, date, frequency, and the prescribing provider’s name and phone number (when applicable).
Non-prescription medications may not be administered for more than 3 days without written physician direction.
Topical ointments (e.g., diaper cream) require written parent authorization with frequency and amount.
Communicable Diseases
When a suspected reportable disease is identified, the program will notify the local health authority as required and inform families of potential exposure.
Examples of reportable illnesses and common classroom illnesses include:
Bacterial meningitis
Botulism
Croup
Pink eye
Pinworms
Hand, foot, and mouth disease (HFMD)
Ringworm (return guidance will follow healthcare recommendations)
Chickenpox
Diphtheria
Haemophilus influenzae (invasive)
Measles (including suspected)
Meningococcal infection (invasive)
Poliomyelitis (including suspected)
Rabies (human)
Rubella (congenital and non-congenital)
Tetanus (including suspected)
H1N1 virus
Any cluster/outbreak of illness
Safety Policies
Home and Facility Safety
Safety measures include:
Smoke detectors on each floor and near cooking and sleeping areas
Carbon monoxide detectors in every room
Adequate ventilation; air scrubber and air purifiers
Electrical outlets covered; hazardous items stored out of reach
Hot water regulated to a maximum of 120°F
First aid kits maintained; staff certified in Infant/Child CPR and Pediatric First Aid
Outdoor play areas are fenced; children are supervised at all times
Fire extinguishers maintained and inspected as required
Firearms, if present, are stored unloaded, locked, and inaccessible to children, in compliance with safety requirements.
Clothing
Please dress children in practical clothing appropriate for active play and the weather. Outdoor play is part of our daily routine when weather permits.
For safety, remove drawstrings from children’s clothing. Sandals and flip-flops are not appropriate for program activities.
Extreme Weather and Outdoor Play
Outdoor play may be limited or canceled when temperatures are above 90°F or below 32°F, or when air quality advisories require staying indoors, or otherwise it is no safe for kids to play outside, such as wind storms, etc.
Injuries
Minor injuries will receive first aid and families will receive an incident report via Brightwheel. Families will be contacted immediately if an injury requires medical attention or involves swelling or significant concern.
For serious emergencies, an ambulance will be called and staff will contact a parent/guardian or emergency contact.
Biting
Biting can be a common developmental behavior in young children. When biting occurs, we care for the child who was bitten and support the child who bit in learning safer ways to communicate. Families will be notified and we will work together on strategies to reduce biting.
Pets/Animals
The program has one dog named George. George is friendly, old, but healthy per veterinarian guidance, and current on immunizations.
Respectful Behavior
We treat all children and families with respect and expect respectful communication in return. Hostile or aggressive behavior may result in required corrective action, up to and including termination of services.
Smoking and Prohibited Substances
The program environment and vehicles used for childcare are tobacco-free and smoke-free. Any adult who appears intoxicated or under the influence must leave immediately.
Dangerous Weapons
Weapons are not permitted on the premises (except for law enforcement). If a weapon is brought onto the premises, law enforcement may be called and the individual will be removed.
Child Custody
Without court documentation, both parents/guardians have equal rights to custody. The program must follow the most recent certified court order, restraining order, or visitation schedule provided by the family. The program cannot determine custody without documentation.
Suspected Child Abuse or Neglect
Staff are mandated reporters and must report suspected abuse or neglect as required by law. The program will cooperate fully with investigations and will maintain confidentiality to the extent allowed by law.
Emergency Procedures
Lost or Missing Child: During outings or field trips, if a child is not located within 10 minutes, families and law enforcement will be notified.
Fire Safety: Fire evacuation plans are reviewed with children monthly. Fire extinguishers are maintained on site.
Emergency Transportation: If a child needs emergency medical transport and a family member cannot be reached, an ambulance will be called and a staff escort will remain with the child until a family member or emergency contact arrives.
Family Engagement
From September through June, we offer family engagement opportunities to support children’s learning and strengthen home-school connections.
Examples of Family Events
Monthly fieldtrips
Book Swap
Preschool graduation
Family Picnic
Ways to Participate
Share a meal with your child
Chaperone field trips
Read to children at arrival or pickup
Volunteer in the classroom
Donate requested items
Contribute to potlucks
Play a musical instrument and sing with the children
Attend family-teacher conferences
Family/Parent Workshops
Positive guidance and firm, yet loving discipline
Toilet learning
Safety and childproofing at home
Brain development
Nutrition and movement for young children
Supporting children in times of stress
Food allergies
How to prepare for a conference
Early signs of developmental delays
The value of reading to your child
Everyday math


Parent Acknowledgment and Agreement

I acknowledge that I have received, read, and understand the Little Kings and Queens Childcare and Preschool Parent Handbook. I agree to comply with all policies, procedures, and expectations outlined in this handbook. I understand that policies may be updated as required by licensing regulations or program needs, and that I will be notified of any significant changes.

I understand that failure to adhere to the policies outlined in this handbook may result in termination of childcare services.


Child(ren)’s Name(s): ________________________________

Parent/Guardian Name (Printed): ________________________________

Parent/Guardian Signature: ________________________________

Date: ________________________________
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