Shawn A McAtee 
Family Child Care Home 
 
2026 Parent Handbook 
 
 
Welcome to our child care! 
 
We are excited to have your little one join us at our child care! Each child that joins us quickly becomes an important part of the child care “family”. We look forward to getting to know our new friend! 
 
This handbook contains all the important things you need to know about attending Shawn A McAtee FCCH. I encourage you to keep it in a safe place for the duration of this year. You’ll want to make sure you have it handy in case you have any questions or concerns. 
 
Shawn A. McAtee, Provider 
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Please do not hesitate to contact me by email or by phone if you have any questions or if clarification is required at any point. 
 
My contact information is as follows: 
 	Ms. Shawn A. McAtee 
 	           735 N. Atlantic Avenue, Pittsburgh, PA 15224-1109 
 	           Landline Phone:  412-361-2324   /   Cell Phone: 412-965-8783
 	Email:  mcateedesigns@hotmail.com 
 	 



About Our Program: 
 
Shawn Alee McAtee’s Family Child Care Home is a home-based Child Care service located in Garfield Heights. We are registered and accredited with the Department of Human Services in Pennsylvania. 
 
The program serves pre-kindergarten children ages 6 weeks to 6 years old, following the Pennsylvania state Family Child Care regulations and guidelines. Our services are provided from 6:30 am to 6:00 pm, Monday-Friday, some holidays and vacation periods excluded. 
 
Our focus is on providing a program with a variety of learning and playtime activities that ensure the children in our care will develop successfully academically, intellectually, and emotionally. 
 
About Ms. McAtee: 
 
Born and raised in Pittsburgh, Pennsylvania, Ms. McAtee is a recognized leader in the adult and youth education communities. She began her career in workforce development over 35 years ago, as an Instructor for Community College of Allegheny County and has steadily increased her knowledge and experience in customized job search and training, as well as coordinating youth and family services. Her most recent position has been as the Director of the Career Center and the Family Enrichment Program for The Salvation Army in the 
Homewood-Brushton section of Pittsburgh. 
 
Ms. McAtee has coordinated and directed all aspects of educating the community. She has successfully assisted many people and organizations in discovering a supreme balance of self-directed and instructor-led training and organization, as well as post-placement and support in a variety of family situations. 
 
As our motto suggests, Ms. McAtee thrives on assisting families to discover their true potential and success. Ms. McAtee measures herself not just by financial gains, but by the growth and development of the children and families she serves. 
 
Policies 
 
Meals and Snacks: 
Meals and Snacks will be offered as per our daily schedule. A menu will be posted in the kitchen, on the refrigerator. Food will be offered to children, but they will not be forced to eat. I will notify the parents if a child is not eating. 
 
Quiet Time: 
Quiet Time is required for all children. Children will each be given a cot or playpen to rest in. 
Children will not be forced to sleep but will be required to lie quietly for the duration of Quiet Time, to allow the other children to get the rest they need. If a child is disturbing the other children by making noise or moving around, they will be given a cot or playpen in a separate room to spend Quiet Time in. Other activities will not be offered during Quiet Time. 
 
Medication: 
Medication will be given only with written permission and instructions. Sick Children will not be admitted for care, in the best interests of the other children in my care. Any child exhibiting the following symptoms will be sent home with the parent: vomiting, diarrhea, fever above 101F (38.3C), contagious rash, excessive coughing that produces phlegm or a nose that is running constantly, with greenish or yellowish mucus. If a child develops any questionable symptoms while in care, I will notify a parent immediately. 
 


Supplies: 
Diapers, wipes, diaper cream/ointment, formula, breast milk, baby food, and an extra set of clothes must be provided when needed for each child. I will provide meals and snacks, milk, bottles, sippy cups, bibs, blankets, sheets, and pillows. 
 
Weather-appropriate outdoor clothing must also be provided for each child. We play and explore outside daily. We may be outside in all types of weather (rain, cold, snow, etc.). All clothing may be kept in the child’s cubby or on their hook. 
 
Receipts/Child Care Tax Information: 
An IRS tax form W-10  will be provided in January for the preceding year. The form will include my Tax ID #, my address, and the amount of money received on behalf of your child or children in the form of copays, registration fees, and any other miscellaneous funds given. You will need the information to claim the dependent care credits. Please keep a copy of the form for your records, and  let me know if you require them at a different time. 
 
Two Weeks’ Notice (Ending Care): 
Two Weeks’ Notice, or two weeks’ payment in lieu of notice, is required if your child will no longer be attending our child care. I reserve the right to discontinue care for a child without notice for issues such as (but not limited to) unresolved behavior problems, unresolved provider/parental disagreements, or nonpayment of fees. 
 
Attendance/Pick-ups: 
Your child’s safety, care, and education are of the utmost importance to me. It is my mission to provide the children with the highest quality of care, and you with the most valuable family support. Therefore, it is particularly important that we respect each other’s boundaries and adhere to the agreed upon policies and arrangements for care. Child care opens at 6:30 am. 
Unless prior arrangements have been made, please do not bring your child before that time. 
I will not admit your child until we are open. Please Call by 9 am if your child will not be attending child care on a given day. We are waiting for them and also need to know how much food and/or supplies to prepare.
 
Child care closes promptly at 6:00 pm. Please call me ahead of time if you are running late. Unless prior arrangements have been made, you will be charged $10 up to the first 15 minutes past 6:00 pm. After 6:15 pm, you will be charged a $ 20 late fee, which will be due immediately upon pick-up, or at drop-off the next day your child attends our child care. We will not admit your child for care until the late fee is paid and the cost of care is up to date. So, if your child is picked up late, and the imposed late fee is not paid, your child will not be admitted to our child care, and you will still owe for the day, or days, your child misses due to non-payment. 
 
Consistent late pick-ups, and/or disregarding our prior agreement or policies, may result in termination of your child’s spot in our child care. 
 
If a child is to be picked up by someone other than a parent listed on the contact form, please let me know in advance verbally (NOT by email, but by phone or in person), and let them know I will be asking for photo identification. If I am not told in advance that someone other than a parent will be picking up; I will not release the child to them. If this results in a late pick-up by a parent, all late fees and late fee policies will apply. Please let me know if there are any sensitive custody issues that pertain to your child. 
 
Discipline: 
Discipline will consist of distraction and diversion techniques, or time-outs, depending on the nature of the issue or offense. If necessary, a child will be given a safe place to play away from the other children. Physical punishment will not be used. 
 
Aggression (biting, hitting, etc.) will be followed by an immediate time-out. Any time-outs will be communicated with the parents. 


Toilet Learning (Potty Training): 
Toilet Learning/Potty Training will be as per the Daily Schedule. At Potty Time/Diaper Check times, all children that can walk will be encouraged to sit on the potty or toilet. If they are successful, they will be praised, but rewards will not be given. At all other times, children will be assisted (if needed) and/or allowed to use the toilet whenever they need to. Also, dirty diapers will be changed as needed. When your child is toilet training, please dress them in a Pull-Up or training pants with a waterproof cover. Soiled clothing will be dumped, rinsed, and put into a plastic bag for laundering at home. Please check your child’s cubby daily for soiled clothing and be sure to replace extra clothing items as needed. 
 
Evacuation Drills: 
Evacuation Drills will be practiced periodically. An emergency card is kept for each child in our Evacuation Backpack so that parents can be contacted if there is an emergency that requires immediate pick-up (fire, etc.). Children are taught to make their way to the nearest exit at the sound of the smoke detector or when they hear the word “EXIT”. From there we will exit to a designated safe spot or to our alternate location. 
 
Enrollment/Payment: 
Our child care offers full-time spots, at the rate of $225/week, and part-time spots, at the rate of $45/day, or $9/hr. 
 
To enroll your child, a completed Enrollment Packet, and non-refundable Enrollment Fee of $50 per child is required. These rates will increase only if deemed necessary, with a minimum of one month’s notice. 
 
Payment for child care is due each Friday at 6:00 pm for the upcoming week. Cash App and Zelle are the preferred forms of payment, however, cash will be accepted. Checks and money orders are not acceptable forms of payment. 
A late fee of $20 will be charged if payment is not received by 6:30pm each Friday, or the last day of the week your child attends. For example, a payment that is not received by 6:30pm on Friday will have a $20 late fee added to it, which will be due immediately and must be paid at drop-off Monday morning (or the next day your child is scheduled to attend). If payment is not received by Monday morning at drop-off (or the next day your child is scheduled to attend), the child will not be admitted to care until the payment plus late fee is paid in full. You will still owe for the day or days your child misses due to non-payment. 
 
Consistent late payments, and/or disregarding our prior agreement or policies, may result in termination of your child’s spot in our child care. 
 
Holidays/Vacations: 
Our child care will be closed for the following holidays: Christmas Eve-New Year’s Day 
(December 24th-January 1st), MLK Day, President’s Day, Memorial Day, Independence Day, Labor Day, Thanksgiving Thursday, and Friday. 
In addition, our child care will be closed for up to two (2) weeks for vacation time. Payment is not required for my family’s vacation closures, but holiday closures are paid dates. The Holiday/Vacation schedule will be handed out in January of each year. Unannounced vacation closures will be communicated verbally and in writing at least a month in advance.
 


Days Off/Sick Time: 
Families are entitled to 10 (ten) days each year of “days off” at full rate. These days can be taken for any reason (because a child is sick, family vacation, doctor’s appointments, etc.). Full child care fees for all these days, are required, even if your child is absent due to sickness.  
 
Provider’s Sick Day/Closures: 
If I need to close on a given day because of sickness, family emergency, utility failures, doctor’s appointment, etc., there will be no charge for that day. If I have an appointment that can be scheduled for the beginning or end of the day, I may ask for my emergency back-up, to take my place for the few hours of the day. As much advance notice as possible will be given. If I need to leave in the middle of a child care day because of an extreme emergency or I am too sick to work, parents will be contacted to pick up their children. My emergency back-up may be called in as a substitute if necessary. 
Our Daily Schedule 
6:30 – OPEN-Free Play
7:30 –Breakfast; Free Play 
8:00 – Breakfast Ends 
8:00 – Potty Break, Diaper Check, Wash Hands; Free Play
8:30 – Circle Time/Indoor Activities 
9:15 – Clean-up/Transition Activities 
9:20 – Potty Break, Diaper Check, Wash Hands 
9:30 – AM Snack 
10:00 – Circle Time 
11:00 – Free Play 
11:20 – Potty Break, Diaper Check, Wash Hands 
11:30 – Lunch 
12:00 – Quiet Play, Tidy Playroom; Soft Music 
12:15 – Quiet Time/Rest 
2:15 – Wake from Rest/End Quiet Time; Potty Break, Diaper Check, Wash Hands 
2:30 – PM Snack 
3:00 – Get Dressed for Outdoor Play, if weather permits; Outdoor Play/Indoor Activities 
4:00 – Return from Outdoor Play/Transition Activities 
4:15 – Potty Break, Diaper Check, Wash Hands  
4:30 – Dinner; Free Play
6:00 – CLOSE



SAMPLE WEEKLY ACTIVITY PLAN - A - 
	A 
	MONDAY 
	TUESDAY 
	WEDNESDAY 
	THURSDAY 
	FRIDAY 

	SCIENCE 
SENSORY 
MUSIC 
	Dancing with scarves to music 
	Touch feely box 
	Musical chairs to 
jazz 
	Weather and temperature discovery 
	Color in native discovery 

	MATH 
CREATIVE 
ART 
	Counting cards 
	Play with 
Playdoh 
	Sorting objects 
	Paint the weather 
	Collages with nature’s colors 

	LANGUAGE 
LITERACY 
GROSS 
MOTOR 
	Story Boards 
	Alphabet Phonics 
	High/Low Front/Back 
Where am I? 
	Site words 
	Colored balls race 

	FINE 
MOTOR 
SELF 
CONCEPT 
SOCIAL 
SKILLS 
	Emotions 
Feelings 
Faces 
	Body parts Dance with dice 
	Match emotions cards 
	Cut with scissors What to wear? 
	Glue the body parts on paper 


 
Our activities are self-guided, learning activities promoting practical skills, fine motor skills, pre-math skills and creating familiarity with letters and sounds. Outdoor Play is weather- dependent and may be shortened or postponed due to rain or heat. Trips to the playground or walks in the neighborhood may change our schedule. 




 	 
SAMPLE WEEKLY MENU – WEEK 1 
	1 
	MONDAY 
	TUESDAY 
	WEDNESDAY 
	THURSDAY 
	FRIDAY 

	BREAKFAST
 

	Banana Bread 
Sliced Apples 
Milk 
	Multigrain Pancakes 
Sliced Peaches 
Milk 
	Cream of Wheat 
Strawberries 
Milk 
	Multigrain Chex 
Cereal 
Sliced Bananas 
Milk 
	Wheat Toast 
Peaches 
Milk 

	AM SNACK
 

	Bagel Chips 
Cream Cheese 
	Graham Crackers 
Raisins 
	Cheerios 
Milk 
	Sliced Apples 
Cheddar Cheese 
	Yogurt 
Strawberries 

	LUNCH
 

	Sloppy Joes 
Whole Wheat Bun 
Carrots 
Pears 
Milk 
	Chicken Fingers 
Sweet Potato Fries 
Broccoli 
Milk 
	Mac’n Cheese 
Steamed Green Beans 
Pears 
Milk 
	Baked Beans 
Corn Bread 
Salad 
Milk 
	Quick Pizzas 
Asst Raw 
Veggies 
Sliced Apples 
Milk 

	PM SNACK
 

	Yogurt 
Granola 
	Cheerios 
Milk 
	Sliced Turkey 
Cantaloupe 
	Graham Crackers 
Raisins 
	Bread Sticks 
Marinara Sauce 


 
What to Bring to Child Care: 
At our child care, most of the things your child will need during the day are provided. There are  a few items that must be brought, and there are several that parents may choose to bring. I will provide the optional items if they are not provided by parents. 
 
Must Haves: 
-diapers (if cloth, must also provide a wet bag) 
-wipes 
-diaper cream or ointment 
-complete change of clothes 
-weather-appropriate outdoor clothing (sun hat in summer, jacket/sweater in cooler weather,    snow suit, hat, mitts in winter) 
-weather-appropriate footwear 
-child-specific formula or baby food 
 
Optional: 
-pre-made/filled bottles 
-preferred brand of sunscreen 
 
Child Care Will Provide: 
-all food & drinks for meals and snacks listed on menu 
-all dishes, bibs, bottles, sippy cups, and cutlery for meals and snacks 
-face masks 
-tissues 
-pillow/blanket/sheet for naptime 
-cot or playpen for naptime 

Firearms: 
We have firearms located in our residence. We follow the following safety standards as outlined in the PA regulations: 
(a) Weapons and firearms shall be contained in a locked cabinet. (b) Ammunition shall be contained in a locked area separate from weapons and firearms. (c) The operator shall notify the parent when weapons, firearms or ammunition are present at the facility. Please refer to section § 3290.76. Firearms. in the regulations. 

Frequently Asked Questions: 
 
How many children do you care for? 
As a licensed Family Home Child Care in Pennsylvania, I am legally allowed to provide care for up to 6 children. 
 
What are the ages of the children you accept for child care? 
I accept children from 6 weeks up to age 6.  
 
Do you use cloth diapers? 
While most of the children I care for use disposables, I do accept children in cloth as well. I ask that parents bring fresh, clean diapers each morning along with a plastic bag. I do not soak diapers but will dump and rinse them and place them in the wet bag for parents to wash each night. I also suggest that 5 disposable diapers be kept here for your child in case we go through all the cloth diapers. 
 
Do you go outside every day, even in bad weather? 
Yes, we do go outside every day. We use the Pennsylvania state child care regulations as a guideline in deciding if the temperature is too cold or warm for safe outdoor play or exploration. Please bring weather-appropriate clothing each day. Hats, mittens, gloves, and snow pants can be left at child care in your child's cubby if you like. 
 
How much TV do children in your care watch? 
We watch educational tv or videos for a limited amount of time during child care hours. These times mostly occur for circle time, during meal preparation, during the times for pick-ups, or drop-offs, or as an accompaniment to a lesson or theme. 
 
Do you transport children during child care hours? 
No, the child care facility does not provide transportation from home to the child care facility, from home to school, or the bus stop, from the school to their home, from the bus stop to their home, or to the child care facility, before or after school.
If your child or children are independently walking during any of those scenarios mentioned above, the child care facility will not be responsible for the unaccompanied child or children’s safety or whereabouts. Please see me for an acknowledgment form and to sign a written agreement stating you understand the risks and responsibilities concerning the safety and whereabouts of your child or children. This form must be signed by a parent or guardian.

 We do go for daily walks or excursions in the immediate area of our facility, to the playground, park, the community farm, or around thee neighborhood during child care hours. However, I will transport children in an insured vehicle in the event of an emergency and, and/or when evacuation of the facility becomes necessary. 
 
Do you provide care in the evenings or on weekends? 
I work 60 hours each week and enjoy spending my time off alone, or with my family, so, no, I do not provide after-hour, or weekend care. However, to support the needs of working parents, I will consider arrangements for adjusting schedules, when needed. Such care will be provided only upon prior discussion and signing of a written agreement between myself and the parent and/or primary caregiver. 
  
Do you offer sibling discounts? 
No. The number of spots I have available is limited, so each spot is worth a large part of my income. To ensure that I can maintain the level of care and the reliability that families deserve, I do not offer sibling discounts. 
 
What happens if you are sick? 
If I am sick or if I need to close for any other reason (family emergency, utility failure, etc.) I will call you as soon as I know. Finding back-up care is your responsibility, however, you will not be charged for any days that I choose to close, as outlined in the Provider Sick Time/Closure and Payment sections. 
SUBJECT:  Nondiscrimination in Services 
 
	         TO:  Patients/Clients/Residents/Parents 
 
	         FROM:  Shawn A. McAtee 
 
Admissions, the provisions of services and referrals of clients shall be made without regard to race, color, religious creed, disability, ancestry, national origin (including limited English proficiency), age or sex. 
 
 Program Services shall be made accessible to eligible persons with disabilities through the most practical and economically feasible methods available. These methods include, but are not limited to, equipment redesign, the provision of aides and the use of alternative service delivery locations. Structural modifications shall be considered only as a last resort among available methods. 
 
Any individual/client/patient/student (and/or their guardian) who believes they have been discriminated against, may file a complaint of discrimination with: 
 
Shawn A. McAtee / Shawn A McAtee FCCH, 745 N Atlantic Ave, Pittsburgh, PA 15224-1109 
 
	Commonwealth of Pennsylvania 
Department of Human Services 
Bureau of Equal Opportunity 
Room 225, Health & Welfare Building 
P.O. Box 2675 
Harrisburg, PA 17110 
 
	PA Human Relation Commission 
Pittsburgh Regional Office 
301 Fifth Avenue 
Suite 390, Piatt Place 
Pittsburgh, PA 15222 
 

	Commonwealth of Pennsylvania 
Department of Human Services 
Bureau of Equal Opportunity 
Western Regional Office 
301 Fifth Avenue 
Suite 410, Piatt Place 
Pittsburgh, PA 15222-1210 
	U.S. Department of Health and Human Services 
Office for Civil Rights 
Suite 372, Public Ledger Building 
150 South Independence Mall West 
Philadelphia, PA 19106-9111 
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