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1.0 Tot Programs Overview 

1.1 Welcome and Information 

Dear Parents/Guardians: 

Welcome and thank you for choosing the City of West Hollywood’s Tot programs for your child’s 
recreation & educational experience. We look forward to an exciting and fun-filled session. 
Please take a moment to read this very important information to get familiar with program 
policies, procedures, and must-knows. 

About Us 

The City of West Hollywood's Tot programs are designed to introduce young children to the 
social experience of a large group while learning in a fun and nurturing environment. We provide 
your child the opportunity to build listening skills and self-control that are needed to be part of a 
group. Our main goal is to make learning fun and provide a positive bonding experience for you 
and your child. 

1.2 Location and Parking Information 

Parking for the Aquatic and Recreation Center is available at the 5-Story Parking Structure at 
West Hollywood Park, 625 North San Vicente Blvd, West Hollywood, CA 90069. For the Tiny Tots 
morning program only, staff will provide you with a “follow-up” parking ticket that will validate 
your parking up to 1 P.M. Program participants that exit the parking structure after 1 P.M. will be 
obligated to pay the standard parking fees: $1.00 for each 20 minutes, $12 maximum. 

1.3 Important Contacts 

Tot Time Phone (323) 848-6537 

Tot Time Cell (323) 806-9907 

West Hollywood Park Front Desk (323) 848-6534 

General Email (Refund/Transfer Requests) recreation@weho.org  

1.4 Inclusionary Statement 

The City reviews all accommodation requests in accordance with the Americans with 
Disabilities Act (ADA) and makes all reasonable efforts to support participant inclusion. If the 
participant has an authorized aide who can provide support during program/camp hours, the 
City will provide program/camp access and activity tickets (if applicable) at no additional cost. 

  

mailto:recreation@weho.org
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2.0 Program Requirements and Policies 

2.1 Age Verification 

Proof of age must be brought within 1 week of the first day of class. Proof must be in its original 
form of a Birth Certificate, Passport, Medical Card with child’s birthdate, or State Identification 
Card. Proof can be brought to either the park office or brought to class instructors. 

2.2 Refunds and Prorating 

To obtain a full refund, you must notify the Recreation Division in writing 10 days before the first 
class. There is a $5.00 service fee for all refunds. No refunds will be issued for days missed. We 
do not prorate program fees. If programs are canceled by staff, a full refund will be granted. For 
refunds/transfers, please write to recreation@weho.org  

2.3 Absences and Illnesses 

Absences 

Please inform Tot staff if you know your child will not be attending class. If there is a waitlist, no 
calls/no shows will have their spot forfeited after the first week of the program. You can leave a 
message for Tot staff at (323) 848-6537. We are unable to offer prorated refunds for absences. 

Illnesses 

Children in group care settings are exposed to a variety of common childhood illnesses. Our 
programs are committed to maintaining a healthy environment for all children, families, and 
staff while balancing the realities of early childhood group care. 

If a Communicable Illness is Identified 

If we become aware of a confirmed or suspected contagious illness within the program, staff will 
take appropriate steps to help reduce the spread of illness, including: 

• Promptly separating and supervising any child exhibiting symptoms until they can be 
picked up. 

• Notifying the affected family of our illness exclusion policy and return-to-care 
requirements. 

• Increasing cleaning and sanitizing of toys, surfaces, shared materials, bathrooms, and 
high-touch areas throughout the classroom. 

• Reinforcing proper handwashing and hygiene practices with children and staff. 
• Monitoring classrooms for additional symptoms among children and staff members. 
• Following applicable health department guidance and licensing requirements when 

necessary. 

 

Parent Communication 

mailto:recreation@weho.org
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When a communicable illness has been reported in a classroom or within the program, families 
in the affected group may be notified as soon as reasonably possible. Communication may be 
provided by phone, email, or written notice. 

Notifications may include: 

• Information that a contagious illness has been identified within the classroom or program 
• Common signs and symptoms families should monitor at home 
• Guidance regarding exclusion and return-to-care recommendations 
• Steps the program is taking to reduce the spread of illness 
• To protect the privacy of children and families, identifying information about the affected 

individual will not be shared. 

 

Exclusion and Return to Care 

Children who are ill may be required to remain home if they: 

• Have a fever 
• Are vomiting or experiencing diarrhea 
• Have symptoms that prevent comfortable participation in daily activities 
• Require more care than staff can reasonably provide 
• Exhibit symptoms that may pose a health risk to others 

Children may return to care when they have been symptom-free for at least 24 hours without the 
use of symptom-reducing medication, are well enough to participate in the program, and meet 
any additional requirements outlined by the program or healthcare provider. 

The program reserves the right to request medical clearance when appropriate to ensure the 
health and safety of the school community. 

2.4 Communication 

Parents are kept informed through calendars, e-mails, and flyers. Most brief communications 
can be done at arrival or dismissal time, provided it does not interfere with the staff’s interaction 
with the participants. However, program staff is available if you wish to discuss your child’s 
progress or other concerns. Please speak to a program lead to schedule a formal meeting, and 
an appointment will be made. Program contact information can be found on page 4 of this 
packet. 

2.5 Restrooms 

An age-appropriate restroom is available for potty-trained children. A requirement for 
participation in Tot Time is that your child should be able to use the toilet independently upon 
enrollment. Staff are not allowed to accompany a child into the restroom. If your child 
participates in Tiny Tots and needs a diaper change, please utilize the change station and diaper 



7 

genie waste receptacle located in the lobby restroom on the second floor of the Aquatic and 
Recreation Center. 

2.6 Personal Belongings 

Please ensure that any belongings brought into the facility are labeled with your child's name, 
including water bottles and bags. We kindly ask that you do not bring toys from home, as they 
may cause conflict between children. The Tot Room is equipped with cubbies for personal 
items. Tiny Tot participants, please utilize the top two rows. Tot Time participants will have a 
designated cubby for their belongings. 

2.7 Behavior 

Staff will utilize positive techniques for guiding children. Positive attention from staff rewards 
children for appropriate behavior. When conflict arises, it is our goal to work with individual 
children by listening to what each other has to say and helping children resolve conflicts by 
using effective communication. 

Tot Programs practice a zero hitting, biting, and spitting tolerance; if any of these behaviors 
occur, you will need to remove your child from the program for the rest of the day. 

2.8 Following the Rules 

If a participant or their guardian does not follow the rules set in this handbook, staff will have a 
conversation with parents and/or guardians around class expectations and behavior. Repeated 
violations or a pattern of disruptive behavior may lead to phone calls with parents/guardians, in-
person meetings, or suspension from the program. All participants are held to the same 
expectations such that the program environment remains safe and fun for everyone. 

2.9 Non-Registered Children 

Please make other arrangements for siblings or other non-registered children in your care. 
Unless enrolled in the program, you may not bring siblings or other non-registered children to 
class unless accompanying to drop a participant off. This is strictly enforced. 

2.10 Food and Allergens 

A designated snack time is provided for the Tiny Tots and Tot Time programs. Please provide Tiny 
Tot participants with a light snack and drink to enjoy after circle time. Tot Time participants will 
need a snack and water. We suggest healthy snacks to maintain the child’s energy and focus. 

To ensure the safety of all participants, please do not bring any nuts or nut products into 
the classroom in case of allergies. 

2.11 Program and Participant Safety 

Recreation staff are trained in First Aid/CPR and AED. We can provide band aids and ice packs 
from our first aid kit. No pain relievers or topical ointments shall be provided. For Tot Time, staff 
will call parents/guardians immediately if an incident or accident occurs during the program. 
Recreation staff will provide a Boo-Boo Report to parents/guardians for minor issues that occur. 
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Emergency Procedures  

The safety of all children is our highest priority. To help ensure everyone is prepared in the event 
of an emergency, staff will carry out the following procedures during actual emergencies and 
planned drills. Please note: Planned drills will be communicated in advance. 

What Happens During an Emergency? 

• Staff will calmly guide children to the designated exit from the Tot Room and walk to the 
Great Lawn at West Hollywood Park which is the designated evacuation assembly area. 

• Attendance will be taken to ensure all children are accounted for. If the incident occurs in 
the Tiny Tots morning class, children will remain with their parent/guardian at all times. 

• If the incident occurs in the Tot Time afternoon class, children will remain with staff at all 
times. 

• Staff will provide reassurance and age-appropriate guidance to help children feel safe 
and comfortable. 

Safety Goals - Emergency drills help children and staff: 

• Practice safe evacuation procedures. 
• Become familiar with emergency exits. 
• Learn how to respond calmly during an emergency. 
• Ensure staff can quickly account for all children. 

Supporting Young Children 

Because participants are very young, drills are conducted in a gentle, reassuring manner. Staff 
explain the process using simple language and provide extra support to children who may feel 
unsure or anxious. 

Parent Contact Information 

In the event of an emergency, families would be notified as soon as it is safe to do so. Please 
ensure your emergency contact information is current and up to date. Thank you for partnering 
with us to maintain a safe environment for all children. 

 

  



9 

3.0 Tiny Tots Parent and Me-Specific Information 

3.1 About Tiny Tots Parent and Me 

Overview 

Tiny Tots is a Parent-and-Me program designed for children 18 months to 3.5 years old. This is an 
exciting play-based program set in a recreational environment. Our goals include fostering 
socialization and exploration through engaging stories, creative art projects, lively music, 
dynamic movement activities and sensory exploration. There is a 1 to 1 ratio, parent/guardian to 
child. Parent/Guardian full participation is required. Cell phone use during class time is 
discouraged. 

Our program ratio is one staff member to eight children, with a maximum of 15 children per day. 

Requirements and Expectations 

Tiny Tots Requires FULL Participation & Cooperation 

All children must be supervised by their parent/guardian at all times. You are an integral part of 
your child’s learning – the quality of the program is related to the degree of your involvement. 
Your role as Parent/Guardian or Caregivers is to guide the child, especially during: 

• Audience Participation: Singing, dancing, story time. 
• Table Activities: Play dough, painting, arts & crafts, etc. 
• Sit with your child; they will need your reassurance. 
• Don’t forget to praise your child for participating with others in the program. Be your child’s 

first teacher. 
• Be involved and ask questions. 
• Respect the classroom schedule. 
• Respect the needs of all the children in the program. 
• Communicate relevant issues with your child’s teacher. 
• Adhere to Tiny Tot policies. 
• Keep cell phone use to a minimum during class time. 
• Keep socialization to a minimum, this will help instructors stay on schedule and keep focus 

on your child. 
• Clean-Up Time: Pushing in chairs, putting away art supplies, and picking up and putting away 

toys. 

This is a time for you and your child to fully participate in planned activities together. You are the 
best person equipped to help your child focus on the activities. At times, young children enjoy 
watching others rather than participating themselves, especially in situations new to them. 
Please join in and show your child how much fun it is! If you participate and have fun, your child 
will soon join you. 
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3.2 What to Bring 

Please provide Tiny Tot participants with a light snack and drink to enjoy after circle time. To 
ensure the safety of all participants, please do not bring any nuts or nut products into the 
classroom in case of allergies. 

 

4.0 Tot Time-Specific Information 

4.1 About Tot Time 

Overview 

Tot Time is a drop-off program for ages 3 ½ to 5 years old. This is a recreational play-based 
program that is designed to encourage confidence and creativity through music, art projects, 
storytelling and movement. It provides fun, age-appropriate activities that help children learn 
and build positive social skills. 

Our program ratio is one staff member to eight children, with a maximum of 16 children per day. 

4.2 Drop-Off, Pick-Up, and Late Pick-Up Policy 

Tot Time staff must be informed if you will have a late drop-off or early pick-up. This will allow 
staff to plan activities accordingly and inform you of where the group will be during your drop-off 
or pick-up time so we may have your child ready to be picked up when you arrive. 

• Drop Off is 1:30 pm in the Tot Room and each child must be signed in daily. 
• Children CANNOT be dropped off before 1:30 pm. 
• Children MUST be picked up by 5:00 pm. 

Although the Staff may remain in the classroom after 5:00 pm, this time is allotted for them to 
clean up, plan, and set up for the following day’s activities, and will not be available to supervise 
children. 

Late Pick-Up Policy 

Parents/guardians must pick up their child on time at the end of each day, no later than 5:00 PM.  
THERE IS NO GRACE PERIOD. If the participant is picked up late, a $1.00 per minute late fee will 
be charged starting at 5:01 PM. Late fees must be paid at the front desk on the second floor of 
the West Hollywood Aquatic and Recreation Center before the child can return to the program. 
Keep in mind we accept checks, credit cards, or money orders, and we do not accept cash. If 
you know you will be late for pick-up, please plan accordingly and notify the staff of who will be 
picking up your child. Please make sure the person you send is on your list of authorized 
pickups. If a parent/guardian is repeatedly late to pick up their child, they risk suspension from 
the program without a refund.   

After an hour of attempting and still unable to reach someone to pick up your child, our protocol 
is to contact authorities. 
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4.3 Tot Time: Settling In 

As your children grow up, they need a safe, loving environment to expand into on their own. For 
this reason, the City of West Hollywood’s Tot Time program has been designed as a drop-off 
program. This is an opportunity for children to play, explore and enjoy some new ways to express 
themselves without you being a continual part of the process. To allow the children to 
participate without distractions, parents/guardians are discouraged from sitting in during the 
sessions. Together we can encourage the children’s independence and strengthen their self-
esteem by allowing them to feel capable, expressing appreciation to them and supporting them 
through their interactions with their peers. 

We understand that this may be a transitional period for both you and your child. For that 
reason, our settling in process consists of only the first week of your child joining the program 
that we allow one parent to stay a maximum of 15 minutes. This is because your child will 
socialize more with you rather than other children. We ask that all parents leave by 1:45 pm so 
we may begin our program. Parent drop-in’s are fine with prior approval, if they last no more than 
15 minutes, since it may be disruptive to the class. 

PLEASE NOTE: If your child is having a difficult time and experiencing a “meltdown” during your 
departure, we ask that you leave the classroom, but wait outside, out of view of your child for 15 
minutes. If your child cannot be redirected and engaged in activities during these 15 minutes, 
they may not be ready to stay that day, and staff may ask that you take the child home and try 
again the next day. 

4.4 Potty Accidents 

All children enrolled in Tot Time must be fully potty trained and able to use the restroom 
independently. We understand that occasional accidents can happen. If a potty accident 
occurs, Tot Time staff will contact the child’s parent/guardian and verbally guide the child to 
change into their extra set of clothes. 

4.5 What to Bring 

Please bring the following to class each day: 

• An extra change of clothes in case of an accident 
• A snack and water bottle 
• Weather appropriate clothes (a jacket for cold weather, a hat/sunscreen for sunny weather, 

etc.) 

4.6 What NOT to Bring 

Please check your child’s backpack prior to class to ensure that they do not bring any of the 
following items to class: 

• Scissors or sharp items 
• Makeup 
• Food containing nuts 
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• Any items that are not appropriate for this age group 

5.0 Ooey Gooey Messy Fun-Specific Information 

5.1 About Ooey Gooey Messy Fun 

Welcome to our adventure in sensory play! 

Join us as we explore different methods of creating messy masterpieces. During this parent-and-
me class, children have an opportunity to explore and develop sensory, cognitive, fine motor, 
and social skills through creative, messy activities. Before the main activity, the class begins 
with circle time which is a short warm up engaging in song and dance to help build confidence 
and social skills in your little one. 

Children and adults should wear clothes that they do not mind getting dirty. All materials are 
provided. Parent/guardian participation is required. 

5.2 Expectations 

Ooey Gooey Messy Fun Requires FULL Participation & Cooperation 

All children must be supervised by their parent/guardian at all times. You are an integral part of 
your child’s learning – the quality of the program is related to the degree of your involvement. 
Your role as Parent/Guardian or Caregivers is to guide the child, especially during: 

• Audience Participation: Singing, dancing, story time. 
• Table Activities: Play dough, painting, arts & crafts, etc. 
• Sit with your child; they will need your reassurance. 
• Don’t forget to praise your child for participating with others in the program. Be your child’s 

first teacher. 
• Be involved and ask questions. 
• Respect the classroom schedule. 
• Respect the needs of all the children in the program. 
• Communicate relevant issues with your child’s teacher. 
• Adhere to Tiny Tot policies. 
• Keep cell phone use to a minimum during class time. 
• Keep socialization to a minimum, this will help instructors stay on schedule and keep focus 

on your child. 
• Clean-Up Time: Pushing in chairs, putting away art supplies, and picking up and putting away 

toys. 

This is a time for you and your child to fully participate in planned activities together. You are the 
best person equipped to help your child focus on the activities. At times, young children enjoy 
watching others rather than participating themselves, especially in situations new to them. 
Please join in and show your child how much fun it is! If you participate and have fun, your child 
will soon join you. 
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