CHILD NAME:

DB

Start Date:

FRONT OF FILE INSIDE OF FOLDER

(O Parent Orientation Checklist

(J Child Enrollment Form (O Child Health Report
(0 Health History Form (d 2,3,4 month

(J Handbook Sign-off (O 6,9 month

(O Duily Connect O 12 month

(O Financial Agreement/ACH (3 18 month

(J Schedule A 2 year

(J School-Age Bussing Agreement O 4 year

(O Court Files O Immunization Record

(O Pre-enrollment

BACK OF FILE

Expired Authorization to Administer Medication Forms
Financial Papers

Expired Sunscreen Forms

Expired Health History Forms

Illness forms
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Welcome
to Sycamc

New Family Orientation

(0 Tour of the center
(0 Enrollment packet received
() state licensing forms
(0 USDA Food Program
() Financial Policy
(J Enrollment packet completed and returned
O Field Trip Permission Slip Signed (if applicable)
(0 Meet teachers
(O Classroom Welcome Letter
(0 Classroom tour
(J Parent board, lesson plan, menu, event calendar, administration of medication
(O Child cubbies
(O Child Needs:
(J All Ages
(0 Shoes (age one and up)
(0) Extraclothing - 2 sets
() Seasonal outerwear
(0 Family picture
(J Sleeping bag (ages 1-5)
(O Infant/Toddler
(O Bottle - no glass; labeled with first & last name, dated daily. Send enough for each feeding
() Nuk (if needed)
() Formula or breast milk - if not using formula provided by center
() Diapers/wipes, Diaper Cream
(J Preschool
() Tennis shoes for outdoor play
(O School Age - Summer
(J Tennis shoes for outdoor play & field trips
D Please feel free to come in and drop off any supplies prior to the first day to make your drop off a little
lighter &
(O Parent Handbook - available in main office and on the website
(0 Family Resources
' D Check out our Facebook page - Sycamore Tree A Christian Child Care Center

The Sycamore Tree offers an open door policy to our enrolled families. We welcome you and your family to visit
at any time of the day. You and your child are also welcome to visit their new classroom before the first full day

for a comfortable transition.

Parent Signature: Date:
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2025 Financial Policies & Contract

Tax Statements: Tax Statements are available on MyProcare. If you prefer a printed statement, please email the main
office. 4 -

Tuition Rates: Tuition rates are continuously evaluated and will change based on the needs of the center.

Payments: Families may pay with credit card (there is a 5% surcharge on each transaction), on their own in MyProcare, or
enroll in weekly or bi-weekly ACH withdrawals. Debit card transactions are no longer accepted. For families that pay through
MyProcare, an ACH withdrawal account or credit card must be on file and will be used to pull funds if necessary due to non-
payment. If families do not make a payment within two weeks' time, they will need to meet with the administrative staff to
set up a payment plan. If the plan isn't followed up on the next week, the family will be dismissed. Administration reserves
the right to adjust the payment plan as needed.

Family Discounts: A discount is provided to families with multiple full-time children enrolled in our Infant through 4K wrap
around program. No School Age discount is available.

NSF: Payments made with non-sufficient funds will be charged a $50 fee.

Annual Registration: A $125 annual fee is billed February 1st. Families that are newly enrolled in fall (beginning
September 1st or after) will have their annual fee waived.

Holidays: The center will be closed for the following holidays. No creditis given; these are paid holidays for our staff. You
may use vouchers if you wish.

Good Friday: April 18, 2025
Memorial Day: May 26, 2025
Independence Day: July 4, 2025
Labor Day: September 1, 2025
Thanksgiving: Nov. 27 & 28, 2025
Christmas: December 24, 2025 — December 26, 2025
New Year’s: December 31%, 2025 — January 2™, 2026

Teacher In-service Days: The center will be closed on Presidents Day and Columbus Day. No credit is given;
these are paid workdays for our staff.
Monday, February 17, 2025 Monday, October 13, 2025

*An annual calendar representing closure dates is included for your reference*

. Attendance: Guardians are responsible for escorting their child into & out of their classroom. If your child will not
be attending, please call or email within 1 hour of typical arrival. We will call you or message you in Daily Connect
if we have not heard from you regarding attendance for the day.

Vouchers: Families enrolled in the Infant through 4K program will receive vouchers redeemable for free days of




care. Voucher values are determined by the child’s age and elected program. Vouchers are prorated by start date
and expire December 31. Current 4K students’ vouchers expire August 29. Vouchers may be used for tuition credit
for center closings, child’s absence, or holidays.

Change of Schedule: Changes to schedules must be made 2 weeks in advance with written nofice to the office.
Approval of temporary schedule change is subject to staffing and will be communicated within 1 week of
submission.

Suspensions: If a child has been suspended from the center, uition will not be reimbursed for the days theichild
is out on suspension. If a child has been expelled from the center, no credit will be issued for the remainder of the
week. The Sycamore Tree retains the right to suspend or expel any child/ren that is felt may pose a danger to
themselves or others at the center, including staff. In addition, The Sycamore Tree retains the right to deny care to
any family whom it is felt that a member of the family may pose a danger to others at the center, including staff.
This will be at the discretion of the Administrator and/or Director.

Late Pick-ups: The center is licensed from 6am-6pm. Any drop-off before 6:00am or pick up after 6:00pm wil
resultin a $25 fee per child. At 6:15pm, the Hartford Police will be notified if there has been no contact from the
family. $25 per 30 minutes will be charged after 6:15pm.

Signature Family Last Name - Printed Date

PLEASE RETURN TO THE OFFICE

(Please request a copy if desired upon return of this form for your records.)

SYCAMORE TREE CHILD CARE CENTER
310 N. Wilson Ave
Hartford, WI 53027
262 - 673 - 0161
sycamoretreechildcare@gmail.com
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2025 REQUIRED PAYMENT & SCHEDULE CONTRACT

Age Group 4 Days 5 Days

Infants $340 $355
One Year Olds $320 5335
2 Year Olds $S310 $325
3 Year Olds $290 S305
4 Year Olds until 4k $280 $295
4K $265 5280
Summer School Age (5K & up) $230 $245
School Age Before AND After - Same Day $25/day
School Age Before OR After - 1 session $20/session
School Age - Early Release $35/day
School Age - Full Day - No School $50/day

e 4% surcharge: A 4% convenience fee will be applied to your account for each payment

made with a credit card.

e Tuition rates are continuously evaluated and will change based on the needs of the

center.

e Sibling Discount is $20 off tuition for each child after the first, and is applied to the
children in the oldest age groups. Sibling discount applies to school agers only during

summer months.

All childcare fees are due in advance. There is a $50 fee for insufficient funds.
e Your account will be drafted every Monday or Tuesday depending on your bank, or every

other Monday or Tuesday.

e Vouchers will be applied to the following withdrawal after the office receives them.

e For families that pay with MyProcare or monthly check, an ACH withdrawal account or
credit card must be on file, and used to pull-funds if necessary due to non-payment.

e |If families do not make a payment within two weeks time, they will need to meet with
administrative staff to set up a payment plan. If the planisn’t followed upon the next
week, the family will be dismissed. Administration reserves the right to update the

payment plan as needed.

PLEASE SELECT PAYMENT OPTION:
Weekly ACH withdraw

Weekly Credit Card Charge

Weekly MyProcare*

BiWeekly MyProcare*
*If you enroll in MyProcare, you are responsible for going online to pay- itis not an automatic withdrawal.

BiWeekly ACH withdraw

BiWeekly Credit Card Charge

Advance Monthly Check




(over)

Please approximate your child(ren)’s daily schedule and give times in/out, and day off if

applicable.
Monday Tuesday Wednesday Thursday Friday
Time In:
Time Out:
EXAMPLE Monday Tuesday Wednesday Thursday Friday
Time In: 7:00am 7:00am 7:00am 7:00am OFF
Time Out: 5:00pm 5:00pm 5:00pm 5:00pm OFF

*Changes to schedules must be made two weeks in advance with written notice to the office.
Approval of temporary schedule changes are subject to staffing and will be communicated
within one week of submission.

Family Name: Date:

Parent Signature:

(Please request a copy if desired upon return of this form for your records.)
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1.A copy of the State Licensing Regulation's,
Sycamore Tree Policies, and the Parent
Handbook are available for you to review atany

time.

7 The designated Emergency medical facility is:

Aurora Medical Center
1032 E. Sumner Street (Hwy 60)
Hartford, W1 53027

(262) 673-2300

3. The medical log book and your child’s records
Jre available for you to view at any time.




PARENT HANDBOOK

Parent Acknowledgment Form

The parent handbook describes important information about Sycamore Tree. | understand that |

should consult the Director or Program Coordinator with any questions that are not answered ll‘l
the handbook.

| understand and acknowledge that there may be changes to the information and ﬁollcies in the
handbook. | understand that Sycamore Tree may add new policies to the handbook as well as
replace, change, or cancel existing policies.

| understand and acknowledge that this handbook is not a contract or a legal document. |
understand that the handbook is available for my viewing at www.sycamoretreechildcare org
or by request in the office at any time. | understand that it is my responsibility to read and follow
the policies contained in this handbook and any changes made to it.

PARENT'S NAME (printed):

PARENT'S SIGNATURE:

DATE: .

T4




Daily Parent Communication App

Daily Connect is our way of daily parent communication and is set up through your email. You will
receive an email on your child’s first day, or sooner. Please click the link to register to buy the app when
you receive the email from Daily Connect. If you need assistance, we would be more than happy to help
you! We will not be doing the billing section of the app.

You will only be able to view your child’s information; no one else can see your child’s information,
except the teacher’s in your child’s classroom. The information is secure and 24/7 monitored and
protected. It's super simple to create a log in and view your child’s information for the day.

How it works: When you click on your child’s name, you will see an ongoing newsfeed of your child’s
day. Diapering, meals, activities, mood, accidents/incidents, medicine administration, and pictures of
your child can all be included in this daily newsfeed for your child. You can message your child’s teacher
and they can message you back, when time allows. The teachers will have to catch up on logging diapers
and meals at naptime of classrooms with larger/older groups of children. Please do not be discouraged
if something isn't updated right away. We do not want this app to be a distraction to the teachers, but
to make it helpful and easy for parents and teachers to communicate. For example- is all of the class
wakes up at the same time and bathrooms have to be done right away, they may go back in and change
their nap to the correct time they woke up after they catch up.

You can log on to view your child’s day or set up notifications on your phone.

Download app te see what and when your Can’t download the app? You can log onto
www . dailyconnect.com for free! You will
also get an email about your child’s day,

when your child gets picked up at the end of
the day. However, we encourage you to

purchase the app to see all of the features it

has to offer.

child ate, how they slept, activities they've

done, their mood and behaviors, pictures of
vour child, and important messages and
reminders for your child’s teacher!

One Time 54,99

-------- Cut here and return email address(es) you'd like added to your child’s Daily Cannect account--------

Child’s Name:
Parent/Guardian Name: email:
Parent/Guardian Name: email:
Parent/Guardian Name: email:

Parent/Guardian Name: email:




Weekly Sichédiulre?

Child name(s):

Please put and X through any regular OFF days and write approximate drop off and pick up times:

Monday Tuesday Wédnesdayi Thursday Friday

Di'pp off
Time:

Pick up
Time: | ‘

Schedule changes are due two weeks in advance to the main office. (if # of days is changing permanently)
Switching which days are off/drastic time changes for pick up or drop off, can be told to the child’s classroom teacher.

If your child will be arriving 1 hour or mare after their normal drop off time, please email, call, or message your child’s
teacher via Daily Connect.

Weekly Schedule

Child name(s):

Please put and X through any regular OFF days and write approximate drop off and pick up times:

| Monday Tuesday Woednesday Thursday  Friday
Drdpoff ) : . o -
Time:

* Pickup
Time:

Schedule changes are due two weeks in advance to the main office. (if # of days is changing permanently)
Switching which days are off/drastic time changes for pick up or drop off, can be told to the child’s classroom teacher.

If your child will be arriving 1 hour or more after their normal drop off time, please email, call, or message your child’s
teacher via Daily Connect.
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We are excited to offer the safety, convenience and ease of Tuition Express®—a payment processing system that allows secure,
on-time tuition and fee payments to be made from either your bank account or credit card.

ELECTRONIC FUNDS TRANSFER AUTHORIZATION FOR BANK ACGOUNT and CREDIT CARD -

| (we) hereby authorize (business name)

to initiate credit card charges to

the below-referenced credit card account (Section A) OR, initiate debit entries to my (our) checking or savings account,
indicated below (Section B). To properly affect the cancellation of this agreement, | (we) are required to give 10 days written

notice. Credit union members: please contact your credit union to verify account and routing numbers for automatic payments.
Check with the center for accepted credit card types.

COMPLETE ONE SECTION ONLY

SECTION A (Credit Card)

Cardholder Name Phane #
Cardholder Address City State Zip
Account Number Expiration Date
Cardholder Signature Date
SECTION B (Bank Account)
Your Name Phone #
Address City State  Zip
Bank or Credit Union Name Bank or Credit Union Address City State  Zip
Routing Transit Number (see sample below) Account Number (see sample below) [] Checking [] Savings
Authaorized Signature Date
. - Jqﬁn Samme ;;;Isg; ;::;!ﬂ I:IBZ 26
For Official Use Only Mary Sample ’ A service of
123 Nice Straet
Angtavin, US
Date Received AR & . ©
Pay to the - :
arr?;r of: Attach VQ ided CheCk Here s
Employee Signature Dot sligs no! acceptad Collars - 7
SOFTWAREY
‘IHR 34567991} 189400 330 0226 ) !

Rautng Nembar

. Copyright Procare Softwar




Tuition Rates 2025

Age Grou 4 Days 5 Days
Infants $340 $355
One Year Olds $320 $335
2 Year Olds $310 _ $325
3 Year Olds $290r $305 °
4 Years Old until 4K $280 $295
4K $265 $280
Summer School Age (5K & up) $230 $245
School Age Before AND After - Same Day $25/day
School Age Before OR After - 1 session $20/session
School Age - Early Release $35/day
School Age - Full Day - No School $50/day

5% surcharge: A 5% convience fee will be applied to your account for each payment made with a
credit card or debit card.

Sibling Discount: Sibling discount is given as $20 off weekly tuition. The sibling discount applies to
school-age children only during summer months.

Board Discount: Board members are given 10% off weekly tuition for each child.

Vouchers: All families with children enrolled in the Infant through the 4K program will receive
vouchers. New children that enroll during the year will receive a prorated number of vouchers

determined by their start date.

e Vouchers may be submitted for days your child(ren) are absent (sick days, holidays, days we
are closed). Please write the date on the voucher that it should be used for and submit it to
the main office.

e ACH is submitted on Mondays for the current week. If you turn in vouchers after that day has
passed or after ACH was already submitted, your account will not reflect the vouchers until
the following week.

Each voucher is worth 1 day of your child’s tuition.

Families will receive one set of vouchers per child, per year. Please hold on to them!

Any familythat receives a sibling or board discountwill forfeit the week’s discount when
using a voucher.

e Vouchers cannot be used as a payment method. They may only be redeemed for accounts
that are current and up to date.

e Vouchers expire on December 31st. Current 4K families- vouchers expire
August 31st (because Kindergarten starts).




How to Complete the Child and Adult Care Food Program (CACFP)
Household Size Income Statement (HSIS)

Our center is enrolled in the USDA Child and Adult Care Food Program which provides financial assistance in
order to provide more nutritious meals. The amount of money we receive from this program is based on the
income levels of your household. Therefore, we ask each household to complete new forms each year.

The Department of Public Instruction (DPI) Parent Letter shows the annual income level for each household

size. If your income is MORE THAN the specified amount, you may writé “N/A” on the income form, and then
sign and date, including the last 4 digits of your SSN.

If your income is LESS THAN the specified amount, or if you receive assistance, please follow these
instructions:

ALL HOUSEHOLDS:
List ﬁl‘St and IaSt names Of enrOHEd Ch”d(ren) S For Graup Child Care & Outside of School Hours Centers FFY 2622, Rev. 6/21
\ HOUSEHOLD SIZE—INCOME STATEMENT M Ind AR 1t 700 Plograms
. An aduft hmdlaTdmmh;n:.:s;fﬂ;‘l:- this form lﬂsﬂ;:‘:mlr:ln;: :: gmr.to:huhu am HS1S par househdd,
\ " GSUNAmER) & Enroked chisd[ren) Comer
PART 12 BENEFITS
Complete 1’ z’ or 3 bEIOW: r:wmdmmmumwﬁnmc::;‘::f:;ﬂ:—n:::l' S5O M1 kta s dghmestad number
raceives benedic mﬁ“mﬂm*nmnﬂ.m@m mmmm-::-:m
1. Households who receive benefits from _"j‘;‘“;‘;“_“_‘“"‘“”m:f;z‘:ﬁ e
FoodShare, W-2 Cash Benefits, or EB&L@;&PJW e rj e ;rﬂf.ﬁn'mr:‘_:",fgu"mz..‘.'.:‘:2:‘_}..'::1.. |
S = a) st narmes ml inc oa e i 21 The pumon
a. CompleteParti —" b*""‘m'mm:h o -ﬁdhhhﬁ-m-ﬂmm_‘mu.
Seesta AR R i g et e paan mai
» ki ome pses . asan i not A
b. Check the applicable box e T T R P
e s ¢ dar o sin “._h LS
c. _Provide your case number on the line it | e e TR [y
o 8
: I s :
mlinlE s 3
2. Households who DO NOT receive benefits in Part —a mii=hE 2 :
3 T ] 5
1: /.ﬂ Recard total % of housebald 3 L
. , PART 3: .lll.lwmi
a. Complete Part 2 : 2 ' eaios
b. Fillin name and income for ALL household -_". T —
members L Ibum-luuhrh:l:nnn
. . . - m-‘mu!.hi 554 P B MOTE B Bpansd ambn
¢. Sign, date, and provide the last 4 digits of :.‘f:';:::,::.‘..m...‘.:m.m.,-..........,...__..-...._,........_.....
e of e Jranndigmied s art mek Tonn ¥ o ot dee 35
Our SSN Sigrat f aduit Hou sehold Member Sgu h;_ln.!:lvﬂ" agm . e
y chﬁ_ﬂ'itlﬁmlf—m %Jimnlhﬁgimn(mq‘
mufmws::m; bty (A or 8) e *‘a:.l i k:.::mmmm
3. H holds with Foster Children: 7 T Qs e
=L OUSG . Total Househcld Sza AT P s VEEfective Month of Determination
a. Next to the foster child’s name, pl€ase ; 0 sonescy T
- : e e e ¢ : '22.:12‘;:3:&’::::;:
check the foster child box = YT o
Please be sure to sign, date, and put the last 4 digits of your SSN

Be assured that this information is strictly confidential. It will not be shared with center staff or anyone other
than a DPI or USDA official. Thank you again for your cooperation with this.

This institution is an equal opportunity provider.




!z-.C FP Group Child Care & Outside of School Hours Centers FFY 2025, Rev. 6/24
T HOUSEHOLD SIZE—INCOME STATEMENT Child and Adult Care Food Program

An adult household member must complete this form (HSIS) and return it to the center. Complete one HSIS per household.
Refer to the accompanying Household Letter for instructions on completing this form.
First and Last Name(s) Center
of Enrolled Child(ren):

PART 1: BENEFITS

Do any household members currently participate in FoodShare WI, WIWorks Programs, or FDPIR?
If yes, check the program and write the corresponding case number below: then go to Part 3.1f no, sklp to Part 2.

] FoodShare Wisconsin (10-digit case number): ] Wisconsin Works Programs (10-digit case number):
DO NOT list a 16-digit Quest Card number or number that DO NOT provide a WI Childcare Subsidy number. This is NOT a
starts with 5077. WI Works Program and does not qualify a child as free in CACFP.

[] FDPIR (9-digit case number):

PART 2: HOUSEHOLD SIZE AND INCOME
If you did not compiete PART 1, complete a, b, and ¢ below; then go to PART 3.

" a) Household Members Information: ' b) List all income on the same line as the person who receives it.
List full names of all members in first column, * Record each income source only once.
mcludmg yourself and all chlldren e Check'the box for how often each income source is received.
Household Member . : Private pensions,
Names ; Gros-swages, o ﬁ o % Trusts, Annuities, i ‘E
Netincome (s.elf~ x| s Retirement, 1%l 8 Investments, %lg
) 3 emplO\:'EC!),_TEDS, ] % Social Security, | | .2 % % Interest, Net o %
Household Member: anyone who is Check Commissian, Cash >§ | >| >| S, Disability, >§ G| >| >| rentalincome, >_§ G| > >
living with you and shares income ptionay | [F | Checkc | bonuses, Militarypay | 55| ¢| 51| VAbenefits, |5|5) o| 5| G| Savings SIRFIEE
d e ) Foster| ifNo | &allowances,Work | 8| & § 5| | childSupport, 3 o § 5| E| withdrawals, Any | §| © % 5|
and eXpenses evel Lot reldtee. Age | child | Income | comp, Unemployment | 2|3 =|=|<| Alimeny = & = | = | < | otherincome z|al2lsls
oo gooool ooocog o] o o |
oo ] o Olojojojol o o o o
oo nioiooog Ojojoojo ooooo
ol o@ oioioood oojoo|ois ogoog
ol o$ olooojof oiooo|ai$ Oojogg
ol O gioloo|ol$ Ooiggiolb ] ]|} m] |

c) Record total # of household members:

PART 3: SIGNATURE
An adult household member must sign and date this form
If PART 2 is completed, the adult signing the form must list the last four digits of their SS# OR check “None” if they do not have a SS#. -

ETHNICITY AND RACE DATA COLLECTION - Completion is optional
This center is required by Federal law to ask the following two questions concerning ethnicity and race. Your answers are strictly for statistical reporting and will have no
effect on determination of eligibility for benefits. Please answer both questions. .
IS YOUR CHILD(REN) HISPANIC OR LATINO? [ Yes, Hispanic or Latino [ No, neither Hispanic nor Latino
SELECT ONE OR MORE OF THE FOLLOWING CATEGORIES THAT APPLY TO YOUR CHILD(REN):
[] American Indian or AlaskaNative [ Black or African American [IWhite [JAsian [ Native Hawaiian or Other Pacific Islander
I CERTIFY that all information on this form is true. | understand that this information is given in connection with the receipt of Federal funds and that CACFP
officials may verify the information. | am aware that if | purposely give false information, my children may lose meal benefits, and | may be prosecuted under
applicable State and Federal laws. ]

Signature of Adult Household Member Signature Date Mo./Day/Yr. Last 4 digits of SS# (or check “None” if you do not have a S5#)
***_M__ o D None
FOR CENTER USE ONLY - Complete all 3 sections
Section 3:
Section 1. Section 2: Determining Official’s Initials/Approval Date
Basis of Determining Eligibility (A or B) Eligibility Determination Effective Month of Determination
A. Household Size & Income B. Benefits/Foster
(] Free .
Total Household Size [ Foodshare Wi Initials/Date:
] w-2 Programs [] Reduced ‘
*Total Income $ / CIFDPIR **Effective Month
(S Amount)  (TimePeriad) | ™1 £ cvar Child(ren) [] Non-Needy of Determination:
Month/Year
*Convert to yearly income only when multiple pay | Weekly x 52 Twice a month x 24 **This form expires one year from the
frequencies are reported, using only these multipliers: | - Effective Month of Determination.
Every 2 weeksx 26 | Monthlyx 12

This institution is an equal opportunity provider.




CHILD AND ADULT CARE FOOD PROGRAM (CACFP) For Group Child Care & Outside of School Hours Centers
HOUSEHOLD LETTER (Non-Pricing Programs) FFY 2025,Rev. 6/24

Dear Parent or Guardian:
The Sycamore Tree Christian Child Care Center i< anrolled in the CACFP, a USDA program which

(Name of Agency)
provides federal assistance dollars to eligible child care centers for serving more nutritious meals. The amount of money our agency receives from this program is
based on the income levels of our families. In order to continue providing a quality meal service without additional charge, we request every family of our enrolled
children to complete new a Household Size-Income Statement form (HSIS) each year. Please complete and return the attached HSIS form to our office. This
information will be kept strictly confidential in our files. Only one completed HSIS is required for all children in your household. Once we have properly approved
your HSIS as eligible, our agency will receive the higher (“Free” or "Reduced-price”) meal reimbursement rates for your enrolled children, for 12 months from the
Effective Month of Determination regardless of any change in your household size and/or income or termination from Benefits Programs.

*You are not required to complete this HSIS if no one in your household receives benefits from FoodShare WI (the Supplemental Nutrition Assistance Program
(SNAP)), FDPIR (Food Distribution Program on Indian Reservations), Wisconsin Works Programs and your household income is higher than the amount shown
for your household size within the table below. In this case, however, we would appreciate you returnmg the HSIS to us with “N/A” written on it along with your
signature and date. :

Determining Eligibility based on Participation in Benefits Programs — Complete Part 1 and Part 3 of HSIS form

Our agency receives the Free meal reimbursement rate for children in households receiving benefits from FoodShare W1, FDPIR, or WI Works Programs.
Wisconsin Works Programs is Wisconsin's Temporary Assistance for Needy Families (TANF) program. It provides temporary cash assistance through work
placement and training programs and IS NOT the WI Child Care Subsidy Program. WI Works Programs include Trial Employment Match Program (TEMP),
Community Service Jobs (CSJ), Case Management, W-2 Transitions (W-2T), Custodial Parent of an Infant (CMC), Minor Parents Services, Noncustodial Parents,
Pregnant Women, Learnfare and Emergency Payments.

You must include the following information on the HSIS (a-c) for eligibility based on receiving benefits from FoodShare W1, FDPIR, Wl Works Programs:

(a) The names of your enrolled children; « DONOT list case numbers for:
(b) Checked box for the benefit your household receives and its case number; & Med1ca|d 551, OR Wisconsin Child Care Sub5|dy program AND
(c) The signature of an adult member in the household & signature date o DO NOT list 16- -digit Quest Card number (starts with 5077) for FoodShare Wi

Determining Eligibility by Household Size and Income — Complete Part 2 and Part 3 of HSIS form
Household Size Income Scale (Effective July 1, 2024 to June 30, 2025)

Household Size | Annual Income | Ifyourhousehold earns a total income that is less than or equal to the income levels listed within this table,

| Level (at or we will receive higher meal reimbursement rates (“Free” or “Reduced-price” meal rate} for your children.

- For determining ehglblllty based on your household size and income, you must include the followmg
e A SO, information on the HSIS (a-e):
1 $27,861 ! . ; ; ;
o - I (a) Full names of all household members wha share income and expenses, including children, parents, and
2 $37,814 non-related persons;
T T T T e ag=25 7 (b) Income received by each household member identified by source of income and its pay frequency;
3 $47,767
. {c) Total number of household members;
4 $57,720 (d) The signature of an adult member of the household and signature date; and
' {e) The last four digits of the social security number of the adult household member signing the HSIS or an
5 $67,673 ST e - .
,,,,, indication he/she does not have a social security number.
6 $77.626 ‘ . . " i w g , . -
sy eDisclosure of United States citizenship or immigration status is not required and is not a condition of
. 7 | $87,579 | eligibility for higher meal reimbursement rates.
8 | $97,532 . , . .
: . Eligibilities of Foster, Runaway, Homeless, and Migrant Children, and Children
For each additional | +$ 9,953 i '

enrolled in Head Start: Our agency will receive the Free meal reimbursement rates for foster, runaway,
Household Member, add: homeless, and migrant children and children enrolled in Head Start who reside in your household, when you
O ESR—— provide the respective documentation listed below. The respective documentation is required for these
children to be eligihle for Free Mea[s These children’s eligibility for Free meals does not extend to other children in your household.

e Foster children: Your completed HSIS with the ‘Foster Child’ box checked next to your foster children’s names. When including them on your HSIS completed for
your non-foster children, any income reported for your foster children must only be for their personal use. Your foster children will then be eligible at the “Free”
meal rate. Your non-foster children’s eligibilities will be based on the benefits or income information provided on your household's completed HSIS form.

e Children Enrolled In Head Start: Written certification of your child’s Head Start enrollment eligibility period from the Head Start administering agency.

» Runaway, Homeless, and Migrant Children: Written certification of the child's status from an official of the appropriate Runaway and Homeless Youth Program,
Migrant Education Program, or school official.

Use of Information Statement: The Richard B. Russell National School Lunch Act requires the information on this form. You are not required to provide this
information, but if you do not, our agency cannot receive higher reimbursement rates for meals served to your children. You must include the last four digits of the
social security number of the household member signing the form unless: the HSIS is anly for your foster child(ren); you list a case number for receiving benefits
from FoodShare WI, WI Works Cash Programs, or FDPIR; or when the household member signing the HSIS checks “Nene” for not having a S5#.

Sharing Eligibility Information: Children’s eligibility information may be shared in accordance with disclosure protection requirements without prior
notification, with education, health, and nutrition programs to assess their eligibility for benefits. The law allows us to share your children's eligibility information
with programs such as Medicaid or BadgerCare for ensuring their access to free or low cost health insurance, unless you tell us not to. This information may only be
used for determining eligibility for their programs; if your children are eligible, they may contact you to offer their enrollment options. Filling cut this HSIS does not
automatically enroll your childrenin these programs. If you do not want your information to be shared with these programs, notify us in writing. This notification
will not change whether your children’s meals are eligible for meal reimbursement. Your eligibility information provided on the HSIS may also be shared with
auditors for pragram reviews and law enforcement officials for the purpose of investigating violations of program rules.

Refer to the USDA Non-Discrimination Statement and Complaint Filing Procedure (https://dpi.wi.gov/nutrition#discrimination).

TWtion EWMEW provider.
/)=

Sién#u%f%gency Representative
v o/
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\&CACFP J Wisconsin WIC Program

T Information & Income Eligibility Guidelines

Purpose:

The Special Supplemental Nutrition Program for Women, Infants, and Children (WIC) is a nutrition program
for pregnant women, infants, women who are breastfeeding, postpartum women, and children younger than 5.
WIC provides nutrition education, breastfeeding education and support, supplemental nutritious foods, and
connections to other community services.

Wisconsin families want to raise strong and healthy kids, and WIC is here to help. Health benefits of WIC have
reduced premature births, low birthweight, and long-term medical expenses.

Who is Eligible for WIC?

To qualify for WIC benefits in Wisconsin, a person must:

e LiveinWisconsin

o Meet the income guidelines (listed on the next page)

¢ Have a health or nutrition need. A nutrition assessment will be completed at the WIC clmlc

e Be pregnant; be breastfeeding a baby under 1 year of age; had a baby in the past six months; be a baby
under age 1; or be a child younger than 5 years of age

e A person may qualify if someone in their family is receiving W1 FoodShare, Medicaid, BadgerCare Plus,
Wisconsin Works Program (W2), Temporary Assistance to Needy Families (TANF), or Food
Distribution Program on Indian Reservations (FDPIR)

o Foster children, Kinship Care recipients under age 5, and pregnant foster teens are eligible for WIC

e

Benefits Received by WIC Participants
All participants receive:
e Screening for nutrition and health needs
e Information on how to use WIC foods to improve health
« Benefits to buy foods that help keep you and your children healthy and strong
« Referrals to doctors; dentists; programs like FoodShare, Medicaid, BadgerCare Plus, W-2, Head Start

Women receive:
o WIC foods (https://www.dhs.wisconsin.gov/wic/approved-foods.htm)
 Information on healthy eating during pregnancy and breastfeeding
o Helpwithstarting or continuing breastfeeding

Infants receive:
o Helpwithstarting or continuing breastfeeding
e Infantformula, if needed
o Immunizationreferrals
Parents/caretakers receive information on taking care of babies

Children receive:
o WIC foods (https://www.dhs.wisconsin.gov/wic/approved-foods.htm)
e Immunizationreferrals
Parents/caregivers receive information on food shopping, recipes, and feeding your child

Go to DHS Wisconsin (https://www.dhs.wisconsin.gov/wic/local-projects.htm) to locate your local WIC office to apply:

For other health information and referral services contact Well Badger Resource Center: Call 800-642-7837,
email help@wellbadger.org or go to Well Badger Resource Center (https://wellbadger.org/)

Guidance Memorandum 9 (group centers) and K (home providers) (Rev Date 06/23) http://dpi.wi.gov/community-nutrition/cacfp/guidance-memo Page 1of2
WIWIC: https://www.dhs.wisconsin.gov/wic/index.htm
Group childcare centers & family day care home providers in the CACFP must make WIC information & its income eligibility guidelines available




Wisconsin WIC Program - Income Eligibility Table

The income levels are based on 185% of the US Dept. of Health and Human Services Nonfarm Income
Poverty Guidelines for Gross Income (before deductions). Applicants exceeding 185% are not eligible.

July 1, 2023 - June 30, 2024

G _Income Levels s

R e BT | kg | Monthly$ | Annual$
ONE 219 1,038 1,124 2,248 )_26,9:73
TWO 702 1,404 1,521 3,041 : 36,482
THREE 885 1,769 1,917 3,833 45,991
FOUR 1,068 2,135 2,313 4,625 55,500
FIVE 1,251 2,501 2,709 5,418 65,009
SIX 1,434 2,867 3,105 6,210 74,518
SEVEN 1,616 3,232 3,502 7,003 84,027
EIGHT 1,799 3,598 3,898 7,795 93,536
ADDITIONAL 183 366 397 793 9,509

in accordance with federal civil rights law and U.S. Department of Agriculture (USDA) civil rights regulations and policies, this institution is prohibited from discriminating on
the basis of race, color, national arigin, sex (including gender identity and sexual orientation), disability, age, or reprisal or retaliation for prior civil rights activity.

Program information may be made available in languages other than English. Persons with disabilities who require alternative means of communication to obtain program
information (e.g, Braille, large print, audiotape, American Sign Language), should contact the responsible state or local agency that administers the program or USDA's
TARGET Center at (202) 720-2600 (voice and TTY) or contact USDA through the Federal Relay Service at (800) 877-8339.

Tofile a program discrimination complaint, a Complainant should complete a Form AD-3027, USDA Program Discrimination Complaint Form which can be obtained online
at: https://www.usda.gov/sites/default/files/documents/ad-3027.odf, from any USDA office, by calling (866) 632-9992, or by writing a letter addressed to USDA. The letter
must contain the complainant's name, address, telephone number, and a written description of the alleged discriminatary action in sufficient detail to inform the Assistant
Secretary for Civil Rights (ASCR) about the nature and date of an alleged civil rights violation. The completed AD-3027 form or |etter must be submitted to USDA by:
1. mail: 2. fax: 3.email:

U.S. Department of Agriculture (833) 256-1665 or (202) 690-7442; or program.intake@usda.gov

Office of the Assistant Secretary for Civil Rights

1400 Independence Avenue, SW

Woashington, D.C. 20250-9410; or
This institution is an equal opportunity provider.

Guidance Memarandum 9 (group centers) and K (home providers) (Rev Date 6/22)  http://dpi.wi.gov/community-nutrition/ca uidance-memao Page 20f 2
WIWIC: https://www.dhs.wisconsin.gov/wic/index.htm
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The following form is required and must be completed and submitted to Sycamore Tree. Should you
have any questions, please do not hesitate to contact us at (262) 673-0161.

e Yes, | give permission for my child, to be photographed and/or
videotaped during Sycamore Tree activities for the following purposes (please circle all that
you give permission for):

e Pictures posted in the hallway and classroom

e Pictures sent via Daily Connect

e Sycamore Tree’s Facebook Page

e Sycamore Tree's Website (www.sycamoretreechildcare.org)

e No, | do not give permission for my child, to be photographed and/or
videotaped during Sycamore Tree activities for any of the above purposes.

Parent/Guardian: (Signature)

Parent/Guardian: (Printed Name)

Date:




DEPARTMENT OF CHILDREN AND FAMILIES dcf.wisconsin.gov/
Division of Early Care and Education

CHILD HEALTH REPORT - CHILD CARE CENTERS

Use of form: Use of this form is voluntary; however, completion of this form meets the requirements of DCF 202.08(4), DCF 250.04(6)(a)4.
and DCF 251.04(6)(a)8. Failure to comply with these rules may result in issuance of a noncompliance statement. Personal information you
provide may be used for secondary purposes [Privacy Law, s.15.04(1)(m), Wisconsin Statutes].

Instructions: Each child under 2 years of age shall have an initial health examination not more than 6 months prior to nor later than 3
months after being admitted to the center and a follow-up health examination at least once every 6 months thereafter. Each child 2 years of
age but who is not 5 years of age or older shall have an initial health examination not more than one year prior to nor later than 3 months after
being admitted to a center and a follow-up health examination at least once every 2 years thereafter. The parent / guardian shall give this
form to the physician, physician assistant, or other EPSDT provider to be completed, signed, and dated. The licensee / operator shall obtain
a copy for the child's record. Note: Children are also required to have on file at the child care center documentation of immunizations; it may
be helpful if the parent / guardian includes a copy of the child's immunization record when submitting this form to the child care center.

PARENT OR GUARDIAN - This section should be completed by the parent or guardian ’ :

Child's Name (Last, First, MI) Child's Birthdate (mm/dd/yyyy)

Child's Address (Street, City, State, Zip Code)

Parent or Guardian Name (Last, First, MI)

Parent or Guardian Address (Street, City, State, Zip Code)

HEALTH PROFESSIONAL ~ This section should be completed by the health professional

Instructions for feeding and care of child with special health concerns — Specify: (attach information as necessary).

[JYes [INo Does the child have a milk allergy? If “Yes," identify the recommended milk substitute.

[]Yes [[INo Does this child have any food or non-food allergies? If “Yes," specify and include the treatment plan to be implemented in
the event of an allergic reaction. ’

Date of child’s most recent blood lead test: (mmidd/yyyy).

Note: Children on Medicaid are required to be tested at around ages 12 months and 24 months or once between the ages of 3 and 5 years
if no previous test is documented. Lead testing is optional for children who are not on Medicaid.

Immunization(s) not to be administered to child due to medical reason(s) — Specify.

AUTHORIZATION

| certify that | have examined the above child on this date and that he / she is able to participate in child care activities.
Name — MD, PA, or other EPSDT Provider (type or print) Address (Street, City, State, Zip Code)
SIGNATURE - MD, PA, or other EPSDT Provider Date of Examination

DCF-F-CFS0060-E (R. 08/2020)




DEPARTMEMT OF HEALTH SERVICES STATE OF WISCOMSIN
Division of Public Haalih 53, 252.04 Wis. Stats

F-d4192 (Rav, 09/08) DAY CARE IMMUNIZATION RECORD

COMPLETE AND RETURNM TO DAY CARE CEMTER . Statd law raquiras all childran in day cars canters to prasant svidanca of immunizatioriagainst cerain
diseasas within 30 school days (6 calendar weeks) of admission to the day care center, Thess requirsments can bs waived only if a properly signad
health, raligious, or parsonal conviction walver is flad with the day care center. Sas "Waivers” balow, [fyou have any questions onimmunizations or how o
complste lhis form, plaase contagt your child's day cars providar or your local health dapariment,

PERSONAL DATA . PLEASE PRINT
STEP 1 | Child's Name(Last, First, Middle Initial) & Date of Birth (Month/DayfYear) | Area Coda/Telephone Numbsr
Mama of Parant/Guardian/Legal Custodian (Last, First, Middl2 Initial) Addrass (Strast, Aparment numbar, City, Stats, Zip)

IMMUNIZATION HISTORY .
sTEP 2 [ Listthe MONTH, DAY AND YEAR. the child recsived each of the following immunizations. DO NOT USE A (4) OR (X) excapt to indicats whethsr
the child has had chickanpox. |f you da nat have an immunization record for this child, contact your doctor or local public health department to
otfaln the recards. o A

TYPE OF VACCINE First Dosa Sacond Dose Third Dose Faurth Dose “Fifth Dose
Manth/Day/Year | Month/DaylYsar | Month/iDaylYear bonth/DaylYear | Month/Day/Year

Diphtheria-Tetanus-Pertussis
(Speciiy DTP, DTaP, or DT)

Palio

Hib (Haemophilus [nfluenzae Type B)

Prisurnococcal Conjugate Vaccine (PCY)
Hepalitis B
Measles-Mumps-Rubella{MR)
Varicella (chickempox}ﬂvaccine

Vaceine is required only if the child has
nat had chickanpox disease.

Has the child had Varicella (chickenpox) disease? Chack the appropriate box and provida the year If known.
[ Yes year s (Vacclne Is not requirad) i 5
] Noor Unsure (Vaceine is réquired) g

REQUIREMENTS

sTEP 3 [ The following ars the minimum requirad immunizalions for the child's age/grads at eniry. All childran within (e range must maet these
requirements at day care entrance. Childran who raach a new age/grada level while altending this day'care must have their recards updatad with
datzs of additional required doses. . L

AGE LEVELS NUMBER OF DOSES

5 marnths through 15 months 2 DTP/DTaPIDT 2 Palic 2 Hib 2 PCY 2 Hep B

16 manths through 23 months 3 DTP/DTaPIDT . 2 Polio 3 Hip' apPCV: 2 HepB 1 MR’

2 yedrs through 4 years 4 DTP/DTaP/oT 3 Palio 3 Hib' 3 PCY? 3 HepB 1 MMR’ 1 Varlcella

At Kindergarten entrance 4 DTP/DTaPIDT’ 4 Palio 3 Hep B 2 MMR® 2 Varcella

"I the child hagan the Hib series at 12-14 months af age, only 2 dosas ara raquirad, Ifthe child recelved one dosa of Hib at 15 months of age or
aftar, na additional dosss are requirad. hinimum of one dose must be raceivad after 12 months of ags (Note: a dose 4 days or less befara the
fist bithday ts also accaptable),

% the child began ths PCV serles at 12-23 months of ags, only 2 doses are raquired. If the child recaived the first dose of PCV at 24 months of
age or after, no addljonal doses ars required.

IVMR vaccine must havs been recalvad an or after tha first birthday (Motz: a dosa 4 days or less befors tha 1* birthday s alsc acceptabls),

‘Children entsring kindergarten must have recaivad one dose aftar the 4" birthday (sither the 3%, 4" or 5") ta be campliant (Mots: a dose 4 days or
less befarz the 4" bithday is also acceptable), .

COMPLIANCE DATA AND WAIVERS

STEP 4 | [F THE CHILD MEETS ALL REQUIREMENTS (sign at STEP 5 and rsturn this form to the day cars canter), OR
IF THE CHILD DOES NOT MEET ALL REQUIREMENTS (chack the appropriate box below, sign and raturn this form to day care centar).

D Althcugh the child has not received all raquired doses af vaccine for his or her age groug, at least the first dosa of each vaccine has been
- receivad, |understand that itis my rasponsibility to obtain the ramaining requirad dosas of vaccinas for this child WITHIN ONE YEAR and to
notify the day care cantar in wrifing as each dosa is received.

MOTE: Fallura to stay on scheduls orreport (mmunizations to the day cara centar may result in court action against the parsnis and a
fine of up to $25.00 perday of violation,

D For health rzasons this child should not raceive the following immunizations (Listin STEP 2 any immunizatians alraady racaived)

Physician's Signaturs Requirad
D Far religious rzasons Ihfs child should not be Immunizad. {Listin STEP 2 any immunizations already racaivad)

]
D For parsonal conviction reasans this child should nat bs immunizad (Listin STEP 2 any Immunizations already rscaivad):

SIGNATURE

STEF S | 14 tha bast of my knawitadge this form is complate and accurata.

SIGMATURE - Parant, Guardian or Lzgal Custodian Dala Sigred




sunscreen Application
Permisson Form

e T A e T

THIS FORM IS INTENDED TO FULFILL THE REQUIREMENTS OF HFS 46.07(6)(F) AND ANY
APPLICABLE CODES.

INSTRUCTIONS:
This form is to be completed by a parent prior to a child’s use of sunscreen.

This notice is required to be updated every 6 months in accordance with code.

HFS 46.07(6)(F) “2. Sunscreen and insect repellent may only be applied upon the written
authorization of the parent. The authorization shall include the brand and ingredient strength of the
sunscreen or repellent. Authorizations shall be reviewed every 6 months and updated as necessary.
The recording of the application of sunscreen or insect repellent is not required.”

| give Sycamore Tree personnel permission to apply sunscreen to my child,

(child’s first and last name)

| allow the center to use the center provided sunscreen, equate brand 50+ SPF
sunscreen on my child.
| allow the center to use sunscreen that | provide on my child: (please specify below)

Brand: SPF;

Parent/Guardian: (Signature)

Date:

Has your child ever been stung by a bee? (please circleone) YES / NO




[PART 2: PARENT INVENTORY | ' |

The inventory for parents is requesting information from parents. This allows school-age programs a
way to identify meaningful, efficient, and engaging ways to share important information with parents.
An inventory tool is a way to bring children’s experiences in school-age programs to life for parents. It
can help parents recognize the important ways school-age programs support their children’s
development. o

Child’s Name: Date:

Age: Gender: M F (circle one) Grade in s,chool:

Name of School Attending:

Primary Language Spoken at Home:

ACADEMIC SUCCESS
How would you like to see your child work on homework during the afterschool program?

What types of materials does your child like to read or likes to hear when read to?

Does your child enjoy science, math or technology?

Please indicate what kinds of extra help or support your child may need.

In regard to academic success, what goals do you have for your child during the afterschool
program?

PERSONAL/SOCIAL DEVELOPMENT
How would you describe your child in a couple of words?

How does your child play or interact with other children?

How adaptable is your child to change?

How does your child react and adjust to new situations and new people?

How does your child take on leadership roles with other children or groups?

Does your child go to adults when in need of assistance?

Does your child understand the need for basic “rules”? Does your child follow basic “rules”?
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What do you think are your child’s best qualities?
How do you describe your child’s temperament?

In regard to person/social development, what goals do you have for your child during the
afterschool program?

HEALTHY ACTIVE LIVING
In regard to healthy active living, what goals do you have for your child during the afterschool
program?

INTERESTS and FAVORITE ACTIVITIES

Active play options help children develop physically and help them learn to devise and follow
rules. Expressive art, storytelling, and music help develop imagination. Crafts and constructive
play help children develop small motor coordination and develop a sense of competence as they
learn new skills. Dramatic play give children a chance to practice roles, examine feelings and
sometimes get a better understanding of a sometimes confusing adult world. Strategy games
and puzzles challenge a child’s emerging logical and symbolic faculties. Science experiments,
discovery play appeal to a child’s curiosity about the world and encourage them to ask questions
and look for their own answers.

Please put a check mark next to the activities below in which your child participates:

Active Play, Sports, and Youth Fitness

Team Sports Soccer Basketball Football Baseball/Softball
Dance Hockey Gymnastics Other
Youth Skills Jumps rope with ease Likes to run
Can “bat” a ball Throws a ball
Can Hop scotch Has tumbling skills
Skips Catches a small ball
Kicks a ball
Expressive Art: Music Storytelling Singing Dancing to
music
Crafts and Construction: Painting Drawing ___ Designing Repairing
Building Making Products
Dramatic Play: Dressing Up Playing school or work
Table Games: Strategy Games Puzzles

Science (Experimental Play)
What new skills or interests would your child like to develop?
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What else would you like us to know about your child?

In order to best serve your child and meet their individual needs. Is your child receiving any
special services at school or in the community that we need/should be aware of?

rd

If you'd like to talk to staff about your child, please feel free to stop in or call to arrange a time
when we can have a conference. Please remember, we are happy to talk to you any time during
the year when you have a question or concern. We do not schedule parent conferences at a set
time during the year in deference to the many demands on your time as a working parent with a
child involved in school, the school-age program and other activities. It is extremely important,
however, that we keep in close communication with each other.
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