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Dear Parents:

Welcome to the ChristChurch Learning Center (CCLC)! We are pleased that

you have joined our family and look forward to getting to know you and your
child.

The purpose of this Handbook is to provide an organized source of detailed
information specifically related to ways that families can partner with the
CCLC to ensure a high quality experience for all. Our policies have been
developed to comply with and in many cases exceed state licensing
standards so that we provide your child with exemplary childcare, education
and services. The policies described in this Handbook provide a clear
description of what parents may expect of the CCLC and what we expect of
our families.

Please review this Handbook and keep it for future reference and have all of
your children’s caregivers (e.g. extended family, nannies, etc.) review it as
well.

We hope that your experience at the CCLC is enriching and that you are
secure in the fact that your child is well cared for. Thank you for entrusting
your child to our care.

Grace and Peace,

Sharonda Aaron, Director Kristy Forbes Vits, Pastor
ChristChurch Learning Center ChristChurch Presbyterian
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HISTORY AND MISSION

The Learning Center was founded in 1967 as an outreach of Bellaire Presbyterian Church
(now ChristChurch Presbyterian) and is part of ChristChurch Presbyterian’s ministry to the
local community.

Our mission is to provide education and care for young children in a loving Christian
environment where children build trust with the adults who care for them.

The CCLC provides education and care for children from infancy through preschool, with
After School Care programs, Holiday Camps and a Summer Camp for school age children.

The CCLC is operated by ChristChurch Presbyterian and licensed by the State of Texas. The
CCLC Committee of the Church under the oversight of the Church Session provides
connection and communication between the CCLC and the Church.

DIRECTOR

Sharonda Aaron is the Director of the CCLC and has been with us for over 10 years.
Sharonda is a graduate of the University of Houston with a bachelor’s degree in
psychology and San Jacinto College with an associate’s degree in child development.
Sharonda recently received her master’s degree in business administration. Additionally,
she has earned Childhood Development Associate (CDA) certification. Sharonda and her
husband Eric are the proud parents of Layla. Sharonda is committed to making the CCLC a
wonderful program for your children.

PHILOSOPHY

Our primary goal is for children to feel safe and secure. The CCLC is dedicated to fostering
children’s natural curiosity through exploration, experimentation and creative problem
solving. Additionally, we believe a learning environment that fosters respect for cultural
diversity and promotes freedom, flexibility, self-esteem and self-confidence allows for
optimal growth and development of young children. Young children’s developmental tasks
are to build trust, learn respect for each other and other social skills, begin mastery of
academic skills and develop positive self-esteem. In order to best support these tasks, our
program strives to provide developmentally appropriate activities from an educated and
well trained staff.

CORE VALUES

Standards of ethical behavior in early childhood education and care are based on our
commitment to core values that are deeply rooted in the history of child development. We
have committed ourselves professionally to:

¥ appreciate childhood as a unique and crucial stage of the human life cycle;
¥ base our work with children on current knowledge of child development;
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¥ acknowledge and support the close ties between child and family;

¥ recognize that children are best understood and supported in the context of family,
culture, community and society;

¥ respect the dignity, worth and uniqueness of each individual child, family member
and colleague; and

¥ help children achieve their full potential in the context of relationships that are
based on trust, respect and positive regard for others.

STAFF TRAINING AND CURRICULUM

Our teachers receive at least 24 hours of training each year in curriculum, child
development, health and safety, nutrition, discipline and guidance techniques, and other
topics related to early care and education of children.

Many of our staff have a college degree, a Child Development Associate certification
(CDA) or are in the process of receiving a CDA certification. A CDA requires 120 hours of
training in ten areas, including health and safety in a childcare environment, child
development, developmentally appropriate curricula, observation and assessment of
children, and positive discipline and guidance techniques

All staff and volunteers must undergo a criminal background check and fingerprint check
before working at the CCLC. State licensing requires renewal of both the background
check and the fingerprint check every two years. In addition, the CCLC requires all staff to
undergo a pre-employment drug test. Our staff is not required to obtain optional
vaccinations and immunizations.

Overview

The CCLC provides developmentally appropriate hands-on learning experiences both
indoors and outdoors that is non-stereotypical, non-gender biased, and focused on helping
children build positive self-esteem, develop creativity, and learn to value cultural
differences as they develop the cognitive, social, emotional, and physical skills necessary
for future school success.

A daily schedule and weekly lesson plan is posted for each classroom. The daily schedule
gives a general timeline of the events of the day. The schedule may be adjusted to meet the
needs of the children. The lesson plan for each classroom describes the special activities
planned for the week and the theme or topic of study for the week. Lesson plans are based
on the ten learning domains outlined in the Texas Pre-K Guidelines.*

*The Texas Pre-K Guidelines include ten domains of learning and are based on results for the latest
scientific research and articulate precisely what a high-quality program must teach in order to
achieve school readiness for children. For more detailed information regarding the Texas Pre-K
Guidelines, !

see: http://www.childrenslearninginstitute.org/Library/Publicatios/TXPre-K-Guidelines/default.html
or contact Sharonda Aaron, CCLC Director.

Page 6
Revised January 24, 2017


http://www.childrenslearninginstitute.org/Library/Publicatios/TXPre-K-

Developmental Checklists

The CCLC works with parents to observe a child's development and bases learning plans
on the outcomes of those observations. Parents may request a copy of the CCLC
developmental checklist. Parents are encouraged to schedule a conference with the CCLC
Director to discuss their child's progress at the CCLC.

Spiritual Growth and Development

Because the CCLC is a mission of ChristChurch Presbyterian, an element of our curriculum
is spiritual growth and development. Our goals and objectives for our children are that
each child will be able to:

¥ give thanks before snacks and meals;

¥ recite age-appropriate prayers and songs;

¥ feel accepted, loved, special and included in a world that God has created; and
¥ learn and exhibit Christian values through experience and example.

PROGRAMS

The CCLC provides quality education and care for infants, toddlers and preschoolers ages
six weeks to 5 years old. After School Care, Holiday Camps, and Summer Camp are
available for children from kindergarten through 12 years old.

Infants

Infants are unique and have their own patterns for play, feeding and sleeping. We use a
baby's unique patterns as our guide to introduce daily activities that help prepare the
infant for life.

Teachers allow older infants opportunities to practice drinking from a cup, eating finger
food, crawling, pulling up cruising and holding a crayon or paint brush. Napping and
feeding schedules are flexible and infants are allowed to sleep whenever they are sleepy.

Infants love to go outside in the Bye-Bye Buggies or explore the infant deck with their
favorite teacher so we make sure that happens as often as possible!

Infant transition plans vary according to the child's individual needs. The transition plan
includes several elements including visits to the new classroom. Staff will inform the
parents of the differences in the new learning environment and discuss the upcoming
changes for the growing child.

Toddlers and Twos

Classrooms are designed to encourage exploration, promote language development, build
motor skills, and improve coordination. We offer children a variety of fun, stimulating
learning activities, such as sorting, matching, exploring colors, counting, and categorizing
objects.
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The various play, learning materials, and equipment are arranged to promote active
exploration in different interest areas, involving blocks, books, art and pretend play.

Music and movement, story time, and creative art activities help children develop social,
fine-motor, and early literacy skills and are included in our lesson plans.

Outside, toddlers are provided equipment to encourage active play and gross-motor
development. Push/pull toys, riding toys, balls, and equipment designed to promote large
muscle development are located on the toddler playground.

Preschool

Our Preschool Program is designed to prepare children three to four years of age for
kindergarten. Learning experiences that respond to children's individual differences in
ability and interests are planned by preschool staff. The classroom is organized into
different interest areas including blocks, dramatic play, fine motor, art, books, science,
sand and water, and music and movement all designed to provide active learning
experiences for children.

Our curriculum is designed to prepare children for success in kindergarten. Teachers
prepare weekly lesson plans based on outcomes from observations and assessments of the
children. Age-appropriate learning activities are provided each week which promote and
encourage a child's social, emotional, physical, and cognitive development.

Children play on the "Big Kids" playground. The "Big Kids" playground includes an outdoor
dramatic play theater, picnic tables, sand and water play areas, herb, and flower gardens,
and much more.

Children three to four years of age walk to Bellaire Park or Bellaire Library each week
during the summer. Each child is required to wear a CCLC t-shirt. Parents are notified of
the date, time, and destination. Written parental permission is required for child
participation. All field trips are approved by the CCLC Director and planned to ensure a
positive experience for the children.

After School Care

The After School Care program is offered to children from kindergarten through 12 years
old. Children are provided a healthy snack, homework assistance, and fun activities each
day.

Children are grouped by age and classrooms are set up with age-appropriate materials and
equipment. For example:

e The Homework Area is separate from noisy activities.
e The Art Area is designed to encourage creativity and self-expression.

e  The Construction Area is a favorite of kids who like to build and design
things.
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e The Dramatic Play Area is a great place to help children develop social
skills.

e The playground has climbing equipment specifically designed for children.

Holiday Camps and Summer Camp

Children ages 5 years to 12 years may attend Holiday Camps and Summer Camp.

[

Holiday Camps are available during H.1.S.D. teacher in-service days, spring break, and
most holidays.

Summer Camp provides fun activities throughout the summer! Weekly tuition includes a
field trip, swimming, sports and games, arts and crafts, music, drama and more!

Contact the CCLC office to enroll in a Holiday Camp or Summer Camp.

ENROLLMENT, TUITION AND FEES

A child cannot be enrolled in any of our programs until we have received a completed
Enrollment Packet, and tuition has been paid. The Enrollment Packet can be found on our
web site (www.ccpres.org).

Parents/guardians must complete the Enrollment Packet, sign where applicable, and return
to the CCLC with payment of required fees and tuition prior to the child’s first day of
attendance. The Enrollment Packet includes: completed enrollment form, signed
acknowledgment of receipt of this Handbook, immunization record and physician
statement, payment of the applicable tuition, and enrollment fee. All required vaccinations
must be current at the time of enrollment and must be kept current throughout the child’s
enrollment.

Non-Discrimination Policy

The CCLC does not discriminate against any child or family based on race, color, national
origin, sex, religion or disabilities. Reasonable accommodations will be made to provide
services to all children enrolled in our programs.

Wait List Policy

To be placed on the Before/After School Care wait list, a deposit of an amount equal to the
sum of (i) a non-refundable $100 Enrollment Fee and (ii) 100% of the first month’s tuition
must be paid to the CCLC. If the child is enrolled, the entire sum will be credited to the
parent’s account. If, however, the child is not enrolled, the $100 enrollment fee and the
tuition deposit will be forfeited.

For full time day school students who wish to be placed on a wait list, a deposit of an
amount equal to the sum of (i) a non-refundable $100 Enrollment Fee and (ii) 100% of the
first month’s tuition must be paid to the CCLC. If the child is enrolled, the entire sum will
be credited to the parent’s account. If, however, the child is not enrolled, the $100
Enrollment Fee and 50% of the tuition deposit will be forfeited, and the balance repaid to
the parent.
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The CCLC does not maintain a wait list for any Holiday Camp or Summer Camp.

Tuition and Fees

TUITION EFFECTIVESEPTEMBER, 2016NM Ay 31, 2017

AGE FULL-TIME PART-TIME
0 - 6 months $1185/month $711/month
6 - 12 months $1175/month $705/month
13 - 18 months $1155/month $693/month
19 - 36 months $1035/month $621/month
37 - 60 months $925/month $555/month
After School Care (5-12 years) $325/month $195/month
Transportation $50/month $50/month

Holiday Camps $50/day $50/day

*Please note that tuition for children up to 60 months includes the time period from
6:30 a.m. to 6:30 p.m. Additionally, the new tuition rates include the supply fee.

Any decrease in the tuition rate applicable to a child becomes effective on the first day of
the month following that child’s birthday.

If a family has more than one full-time student enrolled at the CCLC, each older full-time
sibling will receive a discount. The youngest full-time student will be charged the full-time
tuition rate (shown above), and each older full-time sibling will be charged 90% of the
full-time tuition rate that otherwise would be applicable to that sibling. There is no sibling
discount for students enrolled on a part-time basis or for children enrolled in a Holiday
Camp or Summer Camp.

Tuition Discount
A discount of 10% will be given to those who elect to prepay the applicable tuition (0-60
months or After School Care from September 1 through May 31.

Refunds
There is no refund for prepaid tuition or prepaid After School Care.

Revised January 24, 2017
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Part-Time Tuition

A child may attend the CCLC three days a week per month at a monthly tuition rate equal
to 60% of the monthly tuition applicable to a full time student. Part time tuition is
calculated at 60% of the applicable month’s tuition, regardless of whether the child
attends the CCLC one, two or three days a week.

Payment of Tuition
All tuition and fees are to be paid by credit card, check or money order. The CCLC does
not accept cash.

A written notice is required at least two weeks prior to a child’s withdrawal. If proper
written notice of withdrawal is not given, parents remain responsible for two weeks’
tuition after a child’s departure.

Tuition may be paid in full at the beginning of a month or semi-monthly. If the tuition is
not paid in full, the first payment (equal to at least half of a child’s monthly tuition) is due
on the 1st business day of the month. A late fee of $15.00 per day will be charged to your
account on the 2nd through the 5th day of the month. If payment is not received by the
6th business day of the month, your child’s enroliment will be cancelled.

The second payment (equal to any remaining portion of a child’s monthly tuition) is due
on the 15th business day of the month. If payment is not received by the 15th of each
month, a late fee of $15.00 per day will be charged to your account for the following five
business days. If payment is still delinquent after five days your child’s enrollment will be
cancelled.

In the event of the cancellation of any child’s enrollment for any reason, including without
limitation, late or non-payment of tuition or fees, and parents wish to re-enroll the child,
the child will be placed on our waiting list and the parents will be contacted when space
is available. A new enrollment fee will be required for reinstatement of enrollment.

Enrollment Fee

A one-time Enrollment Fee of $100.00 is due before the first day of enrollment for each
child who is to participate in the 0-60 month program. A one-time per summer Enrollment
Fee of $50.00 is required for each child who is to participate in the Summer Camp
program, due before the child may participate in this program. No enrollment fee, is
required for children to be enrolled in a Holiday Camp. Except for the Summer Camp
program, if a child is withdrawn from the CCLC and re-enrolled, a new Enrollment Fee
must be paid.

Transportation Fee
A transportation fee is charged for each child enrolled in our Before/After School Care
program who requires a ride to/from school.

Late Pick Up Fee

Late fees are assessed if a child is not picked up on time. There is no charge for the first
five minutes after 6:30 pm closing, however, the fee is calculated at $25.00 at 6:36 pm
and one dollar every minute thereafter until 6:59 pm. If a parent fails to pick-up his or her
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child by 7:00 pm, an additional fee of $200.00 per child will be assessed. Repeated failure
to pick up your child on time may result in enrollment termination.

Returned Check Fee

A $30 fee will be charged to the account of the parent or guardian for each returned
check. After two checks are returned for insufficient funds, the CCLC will accept only
money orders for the payment of tuitions and fees.

Tuition Decreases, Credits or Refunds
There is no decrease, credit or refund of tuition costs due to vacation, absences, illness, or
closure related to inclement weather or other emergency.

Child Care Tuition Assistance
The Texas Workforce Solutions helps eligible working families pay for child care. For more
information regarding childcare assistance, see: www.childcare.wrksolutions.com.

OPERATIONS

Closings

The CCLC operates all year, Monday through Friday, 6:30 a.m. to 6:30 p.m., except for the
following holidays: New Year’s Day, Martin Luther King Jr. Day, Good Friday, Memorial
Day, Independence Day, two In-Service Days in August, Labor Day, Thanksgiving Day, the
Friday after Thanksgiving, December 24, Christmas Day, and December 31.

The CCLC closes at 5:00 pm on the Wednesday before Thanksgiving. When a traditional
holiday falls on a weekend, we observe the holiday in accordance with the National
Monday Holiday Bill.

Arrival and Departure Procedures

All children must be signed in each morning and signed out each evening by a parent,
guardian or other authorized person. Texas law does not permit us to grant exceptions to
this rule. If a child is not signed in, parents will be contacted. Failure to comply with the
CCLC's sign in/sign out procedures may result in termination of a child’s enrollment.
Parents and guardians must supervise children at all times while children are on our
campus.

Upon pick up, please take home extra clothes or bedding that needs to be washed, your
child’s daily report and your child’s work located in the child’s folder.

Absenteeism
There are no attendance requirements, but you should notify the CCLC when your child
will be absent.

Health Checks
A health check is required by Texas Childcare Licensing with the purpose of reducing the
transmission of communicable diseases in child care settings.

Health checks are done upon arrival for all children in our care. Our staff will look for
signs of illness and also note any rashes, scratches or bruises upon arrival. If your child
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receives a bump, bruise or scratch during the day, you will receive an incident report
documenting the time and place the injury occurred.

After School Pick-up

A parent or guardian of school-age children must contact the CCLC if the child is not to be
picked up after school. Failure to notify the CCLC that a child is not to be picked up may
result in cancellation of that child’s enrollment.

Release of Children

We will release your child only to people authorized by you who are at least 18 years old.
Authorized individuals must be identified on each child’s enrollment form and agreed to
by both parents. Upon his or her initial arrival, the authorized person must permit us to
copy that person’s photo identification for your child’s file.

If your child is to be released to any person, other than a parent or guardian, that person
must be authorized in writing prior to any such release. Please notify the office
immediately if an authorized individual is to be removed from a child’s enrollment form. If
an unauthorized person attempts to pick up your child, we will notify you immediately
and the child will not be released.

Child Custody Issues

It is the CCLC's intent to meet the needs of children especially when the parents may be
experiencing difficult situations such as a divorce, separation, or remarriage. However, the
CCLC cannot legally restrict the noncustodial parent from visiting the child, reviewing the
child’s records, or picking the child up unless the CCLC has been furnished with current
appropriate legal documents. Copies of these court documents must be kept in the child’s
file.

Parking

The parking lot on Linden Street is reserved for parents to drop off or pick up children only.
Parents are not permitted to park their cars in either of the church parking lots all day.
Parking along Linden or Third Street is permitted. Always lock your car doors and take your
purse or valuable items when dropping off or picking up your child. The CCLC is not
responsible for items stolen from your car.

FOOD

Breastfeeding

Parents are welcome to breastfeed their children in the child’s classroom or in the
Director’s office if more privacy is desired. Parents may provide breast milk for their child
which must be labeled with the child’s name and stored in the classroom refrigerator.

Snacks and Meals

We serve a morning and afternoon snack. Lunch must be brought from home or ordered
through the catering company serving the CCLC. Copies of the snack menus are available
at the CCLC office. Any food or beverage brought from home must be labeled with the
child’s name and date.
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Food Allergies

You must notify the CCLC of all of your child’s food allergies. All food brought on the
campus must be NUT FREE, meaning they must not contain any ingredients with peanut
oil or any nut product.

If you bring food for your child’s lunch or for any other reason, it is crucial that these foods
do not contain ingredients that could make another child sick. Read all food labels and
check ingredients for peanut oil or peanut products before bringing food to the CCLC.

Healthy Celebrations

The CCLC does enforce a no candy rule. Parents must give staff at least 48 hours’ notice
before bringing food or drinks to the classroom. All parents with children in the classroom
must approve of the food or drinks their child is being served at a party or other
celebration. Because we have children with food allergies all food must be in its original
packaging.

ANIMALS

Animals occasionally visit the CCLC to assist teachers in exploring units of study. If an
animal is visiting the CCLC, a notice will be posted in advance of the visit. The CCLC
maintains a 55 gallon aquarium with a variety of fish.

WHAT TO BRING, CLOTHING, SUPPLIES, AND NAP TIME

Children (Not Infants)
On the child’s first day, unless the child is an infant, please bring a sheet and a light weight
blanket labeled with your child’s name for the nap time cot.

We recognize that special security items are important in helping children deal with
separation. We encourage children to gradually use these items only at nap time. These
items should be labeled with the child’s name.

Infants

You must provide diapers, wet wipes and diaper ointment for infants. These items will
remain at the CCLC. These items should be labeled with the child’s name. You will be
reminded when supplies of any of the above are low.

Bring bottles already prepared or five empty bottles each day for staff to fill with the
formula or the breast milk you provide. We do not refill or sanitize bottles. Empty bottles
are rinsed and placed in the child’s bag for washing and sanitizing at home. An infant’s
supplies may be left at the CCLC if you prefer.

Breast milk can remain in the freezer located in infant classrooms. Formula, baby food or
snacks can remain in the child’s cubby. Parents should check in the child’s cubby each
evening to see if more supplies are necessary.

What not to Bring
Toys and books from home should not be brought by you or your child to the CCLC. We
provide toys, books, equipment and activities specifically designed to engage your child in
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learning and play activities during the day. We are not responsible for any lost, stolen or
broken toys or books brought from home.

Clothing

Children participate in various activities during the day and should be dressed in
appropriate clothing. Clothing should be easy for a child to manage when using the
bathroom. Please provide an extra change of clothes in case of an emergency. Extra
clothing can remain in the child’s cubby or can be taken home each day. Make sure your
child’s name is written on everything you bring from home—clothing, shoes, blankets/
sheets.

We take our children outside year-round, except during severe weather conditions.
Children should be dressed for current weather conditions.

Sneakers or soft-soled shoes with enclosed toes are a must for preventing injuries. Cowboy
boots, sandals, crocs or “flip-flops” are not allowed. These types of shoes are not safe for
children to wear when practicing skills such as climbing and jumping. If a child is not
wearing appropriate shoes, the child may be sent home for appropriate footwear.
Recommendations for age appropriate shoes for infants and toddlers can be found on the
American Academy of Pediatrics website.

Nap Time
Nap time is from 12:30 pm-2:30 pm. We provide a cot for each child, but parents must
provide a small blanket and a sheet.

Infants take naps at different times of the day. We allow babies to sleep whenever they are
sleepy. Parents should bring a crib sheet. Bumper pads, large pillows or stuffed animals are
not allowed in the cribs. Infants will be placed on their backs to sleep until they are
capable of rolling from tummy to back and from back to tummy without assistance. Any
exception to this requirement for an infant will be honored if the parents/guardians
provide a note from a physician in accordance with state licensing requirements.

Our toddlers have flexible nap time schedules. Younger toddlers may need two naps a day.

Older children are expected to rest quietly during nap time. After 45 minutes, children
who do not sleep will be given quiet activities for the remainder of the nap time.

DISCIPLINE/GUIDANCE METHODS

The purpose of discipline is to help children develop self-control and to become
responsible for their own behavior. Knowing what behavior is appropriate or acceptable in
a situation is an important skill. We are committed to helping children learn to express
their feelings appropriately, to consider other people’s feelings, and to negotiate their own
conflicts.

We use non-punitive methods of discipline, which are directly related to the child’s
behavior and encourage the child’s participation when appropriate. Teamwork with
parents is very important. Teachers work closely with parents to understand each child and
to determine which methods are most effective for that child.
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Challenging behavior is addressed through teacher observations. It is important to identify
events, activities, interactions, and other contextual factors that predict and may contribute
to challenging behavior. When the function of the challenging behavior is assessed
positive and supportive strategies are put into effect.

If continually challenging, disruptive and/or unsafe behavior is exhibited that is not
resolved through appropriate behavior management strategies, the teacher will consult
with the Director and the parent(s) to develop a plan that supports the child’s inclusion
and success. All reasonable attempts will be made to work with a child and family to
resolve behavior issues, and staff will keep parents informed of progress made. Referrals to
community resources or an outside evaluation may be suggested.

Enrollment is subject to termination if a parent refuses to work with the staff in resolving a
behavior issue and/or the behavior persists and the result is a chronic situation requiring
greater need for care for a child than the CCLC can provide.

Before/After School Care children will be given three warnings for behavior that is
challenging, disruptive and/or unsafe. After the first warning, the parent(s) will be notified
and efforts will be made to help the child make better behavior choices. If the behavior
persists and two additional warnings are given, the child’s enrollment will be terminated.

Minimum Standards for discipline and guidance can be found at http:/
www.dfps.state.tx.us and below:

Discipline must be:
(1) Individualized and consistent for each child;
(2)  Appropriate to the child’s level of understanding; and
(3) Directed toward teaching the child acceptable behavior and self-control.

A teacher may only use positive methods of discipline and guidance that encourage self
esteem, self-control, and self-direction, which include at least the following:

(1) Using praise and encouragement for good behavior instead of focusing only
upon unacceptable behavior;

(2)  Reminding a child of behavior expectations daily by using clear, positive
statements;

(3)  Redirecting behavior using positive statements; and

(4)  Using brief supervised separation or time away from the group, when
appropriate for the child’s age and development, which is limited to no more
than one minute per year of the child’s age.

There must be no harsh, cruel, or unusual treatment of any child. The following types of
discipline and guidance are prohibited:
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(1) Corporal punishment or threats of corporal punishment;
(2) Punishment associated with food, naps, or toilet training;
(3)  Pinching, shaking, or biting a child;

(4) Hitting a child with a hand or instrument;

(5)  Putting anything in or on a child’s mouth;

(6) Humiliating, ridiculing, rejecting, or yelling at a child;

(7)  Subjecting a child to harsh, abusive, or profane language;

(8) Placing a child in a locked or dark room, bathroom, or closet with the door
closed; and

(99  Requiring a child to remain silent or inactive for inappropriately long
periods of time for the child’s age.

HEALTH AND WELLNESS; MEDICATIONS

Keeping children healthy is a top priority at the CCLC. Each staff member’s vigilance
contributes significantly to our effectiveness as a whole.

Hygiene

Every effort is made by our staff to prevent the spread of germs. Gloves are provided for
use when diapering, cleaning, etc., and food handler gloves are provided for serving food.
A “no uncovered shoes” policy helps prevent the spread of germs in the infant classrooms.
Toys are disinfected after use and all play areas are sanitized throughout the day.

Hand Washing

We strive to maintain the highest standards of cleanliness, which includes required hand
washing for children, teachers, and parents as well as instruction in hygiene to help
minimize the spread of germs.

Accidents/Emergencies/First Aid

We work diligently to provide a safe environment for our children. However, part of
growing up can include bumps and bruises. The CCLC is equipped with first aid supplies.
Staff members maintain current infant, child and adult CPR and pediatric first aid
certification, and each classroom has an up to date first aid kit.

If a child has a minor accident, staff will administer appropriate first aid and provide a
written report to the family. If a child has a serious injury, a trained staff member will
provide first aid and a parent/guardian will be contacted to pick up the child. If there is an
emergency requiring immediate medical attention, 911 emergency personnel will be
called and the parent and/or the child’s physician will be notified.
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Communicable Diseases

When a child in our care has been diagnosed with a communicable disease, we will
notify the appropriate health authorities and follow their recommendations for providing
information to parents of all exposed children.

We will notify parents of a child diagnosed with a communicable disease within 24 hours
of receiving any such diagnosis by posting information in the child’s classroom or giving
written notice of the nature of the disease to parents.

lliness

One of the best ways to prevent the spread of disease is to have strictly enforced standards
regarding the exclusion of ill children and staff. We need your help with this; the
guidelines for the exclusion of children who have infections that pose a risk to others
apply equally to staff members.

A child will be considered ill if the child has one of the following: Fever, armpit
temperature of 100 degrees or greater, vomiting, diarrhea, head lice, symptoms of an
infectious disorder such as ringworm, pink eye, etc. (see Communicable Disease Chart for
Children’s Learning Centers: www.tdprs.state.tx.us). Any other condition observed by the
Director or a staff member affecting the well-being of the child and other children—
including whether the condition prevents the child from participating comfortably in
activities or the illness results in a greater need for care than staff can provide without
compromising the health, safety, and supervision of other children—also may be
considered as an “illness.”

The CCLC’s policy requires that a child be free of symptoms of illness—fever, rash,
diarrhea, vomiting or other communicable diseases for at least 24 hours before returning
to the CCLC. “Fever free” means without medication for fever reduction.

If we send a child home because of illness, that child will not be readmitted to the CCLC
the next day because the 24 hour period will not have elapsed. The CCLC reserves the
right to require a doctor’s statement before any child or staff can be readmitted to the
CCLC.

If a child becomes ill while at the CCLC, the child will be kept comfortable and isolated in
a supervised space, and parents will be notified to pick up their child as soon as possible.
If we are unable to reach you, we will call your emergency contacts.

Medications

All medications need to be signed in at the CCLC office. Please do not keep any
medications in diaper bags or take them into the classrooms. In order for CCLC staff to
administer medication, he/she must be trained in medication administration. (Refer to the
Medication Administration Guidelines posted in the classrooms). Medication administered
at the CCLC must meet the following guidelines (www.tdprs.state.tx.us):

¥ all medicine must be in the original container;

¥ the container must be labeled with the child’s name;
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all medicine must be labeled with the date of the prescription;
the medicine must include directions on how to administer the medication;

the name of the physician prescribing the medication must be on the container;

K K KK

all medications must have an expiration date and we cannot administer medication
after the expiration date; and

¥ the medicine may only be administered to the child for whom it was intended.

The parent must sign an authorization form and include the dates and times for the CCLC
staff to administer any medication and these directions must follow the label directions.
The forms are available at the CCLC office.

Additionally, we must have written permission from a parent or guardian before we can
apply sunscreen or diaper ointment.

VISION AND HEARING

The Special Senses and Communication Disorders Act require a screening or professional
exam for possible vision and hearing problems. A licensed screener conducts this
screening at the CCLC for children four years of age.

SAFETY

Abuse and Neglect of Children

Child abuse is any act that endangers or impairs a child’s physical or emotional health and
development. Our staff is required to have one hour of training each year on preventing
and responding to abuse and neglect of children. State law requires anyone who suspects
child abuse or neglect to report those suspicions to the Texas Department of Family and
Protective Services (DFPS) or to a local law enforcement agency. If you have questions
about a situation or are unsure if abuse or neglect is occurring, call the Texas Abuse
Hotline at 1-800-252-5400. You may report your allegations to the Texas Abuse Hotline
through the internet at http://www.txabusehotline.org. This secure website provides a way
to explain your concerns in writing. Call 911 if a child appears to need immediate medical
attention or otherwise appears to be in immediate danger!

See page 25-29 of this Handbook for a complete copy of the DFPS “Reporting Suspected
Abuse or Neglect of a Child in Texas: Reporting Basics” which can help answer any
additional questions.

Inspection and Reports

The CCLC is inspected regularly by the City of Bellaire and the DFPS. All inspections and
licensing reports are posted on the bulletin board located beside the tuition drop box in
the main hallway. A copy of the DFPS Minimum Standards for Childcare Centers is located
in the director’s office. Parents may borrow a copy of the Minimum Standards or review it
online at http://www.dfps.state.tx.us.
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Security

We have security cameras to assist us in monitoring our campus at all times including
classrooms, hallways, parking lot and playgrounds. This helps the CCLC continue to meet
licensing standards by creating and maintaining a safe and healthy setting for children,
staff and families.

The front and back doors are locked from the outside at all times. Parents/guardians gain
access through the front entrance when CCLC staff admits them.

Parents must sign a photo release before any image of their child is posted on the internet
or in a newsletter. A child’s name never will be posted with a photo posted on the internet.
Parents must sign a written permission before the staff will display a child’s name and
picture in the classrooms or on any bulletin board within the CCLC.

Carrying firearms and the use of tobacco, alcohol or illegal drugs is never permitted on
our campus. The use or possession of illegal substances or sexually explicit material also is
prohibited.

Emergency Procedures and Disaster Preparedness

The CCLC has developed a disaster preparedness plan to be used in the event of a major
emergency. Our staff has been trained in first-aid, CPR, and emergency procedures. Our
buildings are all up to code and inspected regularly to maintain a safe environment. The
welfare of each child is our primary concern. In all emergency situations children will be
kept at school under staff supervision until they are released to an authorized person,
unless evacuation is ordered to a civil defense area. If the children have been moved
elsewhere, information will be posted at all the regular entrances to the Center and parents
will be contacted. Children will be released only to a parent or designee listed on the
Emergency Information Form kept on file at the CCLC.

To prepare for a natural disaster, the CCLC has taken the following steps to make our
school and staff more disaster ready:
¥ Staff will conduct school-wide fire, earthquake, and lockdown drills throughout the
year as required by the Texas Department of Family and Protective Services. Severe
weather and lockdown drills take place once a trimester, and fire drills take place
once a month.

¥ The CCLC has worked with the Bellaire Police Department and maintains an active
relationship with that department.

¥ Each room is equipped with an emergency supply kit.

¥ Detailed maps of the school identifying evacuation routes and utility locations are
posted.

Emergency Contacts

Information concerning emergency information must be provided to the CCLC and is
included in each child’s enrollment materials. Each parent is responsible for annually
updating this information. In the event of an emergency, information may be released to
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appropriate persons if it is necessary in the judgment of the Director to protect the health
or safety of the child.

Contingency Plan for an Emergency

The CCLC will retain responsibility of all children on premises until they are released to a
parent, guardian, or other designated person; or until they have been transported to an
official evacuation center. In this event selected staff will remain with the children until
they have been reunited with their families.

All staff will remain on the premises as service workers, as designated by law. Such staff
will perform whatever tasks are assigned by the person or persons in charge and may not
leave the premises until the person or persons in charge give them official permission to
do so.

Parents should not telephone the school and should follow official instructions relayed by
officials through the media. If parents are able to reach the center without danger to
themselves or without interference with disaster workers, they should pick up their
children. Children will be released only to parents, guardians, or other designated persons
known to them or to their parent guardians on the emergency form.

Fire, Natural Disaster, or Bomb Threat

We will evacuate all children and adults and dial 911. The person in charge will check for
stragglers, take the attendance book, schedule, and emergency files, and make a head
count.

If possible, fire will be extinguished using fire extinguishers and will be contained by
closing all doors and windows.

After evacuation, we will account for all children and adults, reassure children and
administer any needed first aid, re-enter the building only after authorization from
officials, and notify parents and inform them of the necessity to pick up children.

Power Outage

If the weather is nice, we will calmly evacuate the building if rooms are too dark to use. If
the weather is hot and/or the electricity blackout has caused the air conditioner to cease
operating, we will plan to be outdoors in a cool, shady spot, if possible, or take other
appropriate action.

Available emergency supplies will be utilized to keep children comfortable.

Loss of Water or Heat

The person in charge will notify the City of Bellaire to remedy the situation as quickly as
possible. The CCLC must meet minimum requirements regarding temperatures, hot water,
flushing of toilets, running water, etc., in order to operate. After the problem is evaluated,
the person in charge will make a decision whether or not the school should close.

Expanded Emergency Evacuation Plan
In the event of an emergency that requires an evacuation of the CCLC, the staff will calmly
and quickly escort the children to the sanctuary of the church located 5001 Bellaire
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Boulevard, Bellaire, TX 77401. If the sanctuary is not safe, we will relocate to Condit
Elementary School located at 7000 S. 3rd St, Bellaire, TX 77401. All children under 24
months of age or children with limited mobility will be transported in portable cribs to our
designated safe location. The staff will take with them: the classroom attendance sheet and
the children’s emergency contact Information and classroom first aid kits. All children and
staff present for the day will be accounted for.

At a minimum, the Director (or alternate staff member designated by the Director) will: (1)
check all classrooms and lavatories ensuring all staff and children have exited the building;
(2) take the EVACUATION EMERGENCY SUPPLIES (supplies include water, food, diapers,
emergency medical kit, flashlights, batteries and a radio); and (3) take the campus keys.

In the event of a major environmental emergency which is more widespread and
encompasses a larger area (the neighborhood and/or several buildings or homes) due to an
unconfirmed environmental threat (e.g., toxic materials or fumes from a spill, floodwaters,
brush fires, etc.), and the children cannot remain in the area, the children and teachers
will follow emergency personnel to a designated spot. Parents or guardians will be notified
and arrangements will be made for either transportation home or continuation of care.

In the event of a major environmental hazard that necessitates a larger area evacuation
(several neighborhoods, a city or town) due to an unconfirmed hazard (e.g., nuclear
accident, earthquake, etc.), the children will be transported by emergency vehicles or
personal cars (if necessary), as instructed by emergency personnel. The children will
remain accompanied by teacher(s) while parents, guardians, or emergency contacts are
notified and arrangements are made for their pick-up. We will work closely with all
emergency personnel to evacuate all children and teachers to the safest location as quickly
as possible.

Lost or Missing Children

The teacher will immediately notify the Director, call 911 to report the missing child, and
contact the family immediately. The Director will send available staff to search for the
missing child at the last known location. Teachers will remain calm and stay with other
children.

GANG-FREE ZONE

The CCLC is in a Gang-Free Zone. A gang-free zone is a designated area around a specific
location, including day care centers, where prohibited gang related activity is subject to
increased penalty under Texas law. Parents may contact their local municipality or court
house for information about obtaining a copy of a map if they choose to do so.

For more information about what constitutes a gang-free zone, please consult
Sections 71.028 and 71.029 of the Texas Penal Code. The purpose of gang-free zones is to
deter certain types of criminal activity in areas where children gather by enforcing tougher
penalties. Certain gang-related criminal activity or engaging in organized criminal activity
within 1000 feet of the CCLC is a violation of this law and is therefore subject to increased
penalty under state law.
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Section 42.064 of the Texas Human Resource Code requires that information about gang
free zones be distributed to parents and guardians of children in care at licensed children’s
learning centers.

PARENT QUESTIONS AND ANSWERS

How do | Get Involved?

Parents are invited to participate in all areas of their child's day as a visitor or volunteer.
Your visits to the CCLC or presence on field trips can be a very special treat for your child.
For other volunteer opportunities, contact the CCLC Director.

When May | Visit My Child?
Parents are invited to drop-in anytime during hours of operation to observe their child and
the program activities. Prior approval is not required.

Where Do | Park?

The parking lot on Linden Street is reserved for parents to drop off or pick up children only.
Parents are not permitted to park their cars in either of the church parking lots all day.
Parking along Linden or Third Street is permitted. Always lock your car doors and take your
purse or valuable items when dropping off or picking up your child. The CCLC is not
responsible for items stolen from your car.

May | Donate Used Toys?

Yes, but we ask that you check to make sure the item you are donating has not been
recalled. We gladly accept used books. New toys and new equipment donations must be
pre-approved by the Director.

May | Give My ChildOs Teacher A Christmas Gift

Each December, parents are asked to donate to a Christmas gift fund by check or money
order. This money is evenly distributed to all staff, excluding the director, a week before
Christmas. Part-time staff receive half the amount of the full-time staff. The Christmas gift
fund is a way for you to appreciate everyone that contributes to the care and education of
your child.

May | Leave My Child in the Car When | Pick-up Younger Child at CCLC?
No. We immediately notify the Bellaire Police if we are aware a child of any age is left
unattended in a car. Leaving a child unattended in a vehicle is extremely dangerous.

May | Hire CCLC Staff To Babysit At My Home?

Any arrangement for child care that does not take place at the CCLC is strictly a private
arrangement between the parents and the individual staff member. No such private
arrangements shall be made for child care during the work shift of a staff member or
interfere with the individual's job performance.
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ACKNOWLEDGMENT

I/We have received and read a copy of the Parent Handbook of ChristChurch Learning
Center (CCLC). I/We will comply with all of the procedures and policies contained in the
Parent Handbook. If I/'we have any questions regarding those procedures or policies, l/we
will ask the Director of the CCLC.

Date:

Parent/Guardian’s Signature

Parent/Guardian’s Printed Name

Date:

Parent/Guardian’s Signature

Parent/Guardian’s Printed Signature
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Department of Family

lt'N?_TEXAS Reporting Suspected Abuse or Neglect of a
h xaprotective Sevices  Child in Texas: Reporting Basics

How does reporting abuse or neglect of children in Texas work? What do |
need to do to make a report?

State law requires anyone who suspects child abuse or neglect to report those
suspicions to the Texas Department of Family and Protective Services (DFPS) or to
a local law enforcement agency.

Any person making a report to DFPS is immune from civil or criminal liability as long
as the report is made in good faith. The reporter's name is also confidential and will
not be provided directly to the accused person by any DFPS employee. There are
circumstances under which DFPS is required to disclose a reporter's identity to law
enforcement, a court of law, or another state agency. Please see the section below
on Confidentiality for more information.

A person who suspects child abuse or neglect, but fails to report it, can be charged
with a misdemeanor or state jail felony. Remember, reporting suspected child abuse
or neglect makes it possible for a child to get help.

Report child abuse or neglect in two ways:

Telephone Internet

You may call the Texas Abuse Hotline at You may report your allegations to the Texas
1-800-252-5400 to report abuse or neglect. | Abuse Hotline through the Internet at

The hotline is answered by DFPS Intake http://www.txabusehotline.org. This secure
Specialists (who are all degreed website provides a way to explain your concerns
professionals) 24 hours a day, 365 days a | in writing.
year.

You must provide your name and a valid e-mail
You will be asked to provide your name address. Your identity remains confidential and
and contact information. will not be provided directly to the accused

person by any DFPS employee.
You will be asked to explain your
concerns. The Intake Specialist might ask | Once an Intake Specialist processes your report,

additional questions to determine if the you will receive a confirmation e-mail with a Call
situation that you describe meets the Identification Number. The e-mail will also tell
Texas Family Code's definitions of abuse you whether or not your report was forwarded to
or neglect. a local DFPS office for further investigation.
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Please note that the Internet Reporting System is for non-urgent situations
Receipt of internet reports may be delayed during times of high call volume to the
Texas Abuse Hotline. The Internet Reporting System should NOT be used in urgent
or emergency situations, including but not limited to:

¢ Injuries to a child age 5 or under or serious injuries to any age child

¢ Immediate need for medical care (including a suicidal child)

e Sexual abuse where the perpetrator has access or will have access to the child
in the near future

e A child age 5 or younger who is alone or is likely to be left alone in the next 24
hours

¢ Any other situation you feel requires a response within 24 hours

Call in reports about these (and similar situations) to the
Texas Abuse Hotline at 1-800-252-5400.
Always call local law enforcement first  if a child is in imminent danger.

What information do | need when | make areport? What wi Il | be asked to
provide?

Intake Specialists need specific information before they can forward a report of
abuse or neglect to a local Child Protective Services (CPS) office for investigation.
This information includes the alleged victim's address (or other information to help
CPS contact the family) and an allegation that indicates abuse or neglect as defined
by the Texas Family Code.

Not every allegation reported to DFPS will result in a CPS investigation. This is
because not every situation involving concern for a child meets the legal definition
for abuse or neglect under the Texas Family Code. It is crucial that you provide as
many details as possible about the alleged abuse or neglect, as well as the family
demographics, so that the Intake Specialist can make an accurate assessment of
the situation.
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Before making your report, please take a moment to gather any records or notes you
have on the family so you have easy access to the necessary information. While you
may not have all of the information noted below, providing as much of it as possible

will allow DFPS to make the best decision about how to proceed.

Persons Involved/Persons with Knowledge

Household Members
All known persons living in the child's home (adults and children)

Alleged Perpetrator(s)
The person or persons suspected of abusing or neglecting the child. They may or
may not be household members

Collaterals
Any other people who may have information about the situation. This may include
school employees, neighbors, other relatives, medical staff, etc.

Information Requested for Each Person

Identification Location Special Needs
e Name, e Home address (including ¢ Do the child, parents,
e Date of birth (preferred) or apartment name and siblings, or alleged

age number) perpetrator have any
e Social Security number, e Directions to the home special needs?
¢ Race/ethnicity e Home phone number & e |f so, how do those needs
e Marital status cell phone number(s) affect their normal

o Work functioning?

¢ School, or daycare name

¢ Address, phone number,
hours in attendance, and
grade level.

Note: Multiple forms of
locating information are
important so we can find the
family as quickly as
possible. For example,
having only a school
address is challenging if we
need to locate the family
quickly on a Saturday
morning.

To send a report to CPS for investigation, an Intake Specialist also must have an
allegation that meets the Texas Family Code definition of abuse or neglect. Giving
as much detailed information as possible helps the Intake Specialist make as
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accurate an assessment as possible. This is especially important with Internet
reports because the Intake Specialist cannot ask follow-up questions.

Learning to identify child abuse and neglect and deciding to make a report is very
distressing for many people. However, DFPS can more accurately assess a situation
if you frame your statements as objectively as possible. Clear and detailed
information allows the Intake Specialist to make the most accurate assessment
possible.

When you make your telephone or Internet report, you will be guided through a
series of questions. The questions below are ones most commonly asked by our
staff when assessing information.

Allegation Information

What happened?
¢ What led you to suspect abuse or neglect?
Did you witness something?
If so, what did you see?
Where and when did it occur?
Was anyone else present?
If someone said something to you, who was it (the child or someone else)?
What did the person say?
When did the person tell you?
Are you aware of anyone else who may have been told?

Who abused or neglected the child?
e Do you know who may be abusing or neglecting the child?
¢ Does that person live in the home with the child?
¢ If not, how often does the perpetrator have access to the child or when will the person
see the child again?
¢ Does the perpetrator have access to other children?

What is the role of the parent/guardian?
¢ |f the parent or guardian is not the perpetrator, is he or she aware of the concern?
¢ Do the parents or guardians seem protective?
¢ |[f they are not aware of the concern, will you tell them?
¢ How do you think they will react?

What else is happening in the family?
¢ Are there factors at work that put additional stress on the family such as drug or alcohol
abuse, domestic violence, gang activity, recent marital problems or job loss?
Are there any issues that could pose a safety risk to our staff?
Is anyone helping to support the family?
Have there been any previous concerns?
Do you know if they have been reported to our agency or another agency before?
How is the family likely to react when we contact them?
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Questions Specific to Different  Types of Abuse & Neglect

Emotional Abuse

How is the child being emotionally abused?

If verbally, what is being said to the child?

How is the child reacting to the abuse?

Has the child demonstrated or verbalized any self-harming thoughts or behaviors?
Is this child being treated differently than others in the home?

Sexual Abuse

What makes you think the child has been sexually abused?

Has the child said anything?

Are there physical indicators of sexual abuse (e.g., physical injury or sexually
transmitted disease)?

Has the child been examined by a medical professional?

Is there a known sex offender in the home?

Medical Care

Does the child have medical needs (regular or acute) that are not being met?

If so, what are those needs?

Have these needs been determined by a doctor or other professional?

What medicines should the child be taking and for what conditions are the medicines
prescribed?

What are the short term and long term consequences of not receiving care?

Physical Care

Are there concerns about the child's physical care?

Does the child appear malnourished or seem to be losing weight?

Is the child extremely dirty or inappropriately dressed for the weather?

Is there a bug or rodent infestation in the home?

Are there concerns about trash, rotting food, sewage, or animal waste in the home?
Are there hazardous home conditions that pose a safety risk to the child (e.g., exposed
wiring, broken glass, loose nails, or holes in the floor)?

What effects (if any) have the home conditions or the cleanliness of the child had on
the child's health (e.g., constant iliness, rashes, etc.)?

Supervision

Is a young child being left alone or in the care of someone not capable of providing
supervision (e.g., child is young; caregiver is intoxicated)?

Are children living alone?

Are very young children left outside unsupervised?

Reminder: Call 911 if a child appearsto  need immediate medical attention or

otherwise appears to be in immediate danger!

If you have questions about a situation or are unsure if abuse
%, TEXAS or neglect is occurring, call the Texas Abuse Hotline at 1-
Department of Family ~ 800-252-5400. Our staff will help you determine if the
and Protective Services  sjtyation needs to be reported.
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