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Weekly Tuition

Infant’s
Birth to 18 Months
$170.00 weekly
Drop in Rate
$45.00 if opening is available (call ahead for availability)

Toddler Class
18 months to 24 months
$170.00 weekly
Drop in Rate
$45.00 per day if opening is available (call ahead for availability)

Two-year-old class
2 years to 36 Months 
$150.00 weekly
Drop in Rate
$35.00 per day if opening is available (call ahead for availability)

Preschooler’s 3’s, 4’s, and 5’s
$150.00 weekly
Drop in Rate
$35.00 per day if opening is available (call ahead for availability)

After school children
$70.00 weekly during school year
*additional $20.00 will be for a full day that public school is closed and 
$5.00 will added for early dismissal days from public school

$150.00 weekly during the summer as well as Spring Break and Fall Break







Henderson’s Learning Tree Educational Center’s goal is to be Henderson’s leading preschool program. Our program gives children ages 6-weeks through 12-years enriching opportunities to develop the whole child. We focus on learning through child-directed play experiences and curriculum time. We believe a balance of play and preschool enhances growth and development in all areas: physically, socially, emotionally, creatively, and intellectually. This is achieved in a safe and loving environment with caregivers who are dedicated to enriching children's lives. 

LEARNING TREE EDUCATIONAL CENTER MISSION STATEMENT 
Learning Tree Educational Center staff will strive to provide the Highest Quality Childcare and Educational Service that promotes and enhances each child’s development; while assuring our parent’s peace of mind in the care and service we render. 

Learning Tree Educational Center provides a safe, nurturing and developmentally appropriate program which fosters active learning, support for the whole child, and a child friendly environment.   

· We foster innovation.   
· We embrace teamwork.   
· We strive for excellence.  
· We respect and support families.  
· We commit to service at all levels.   
· We respect and appreciate diversity.   
· We actively listen and seek to understand.   
· We communicate openly and productively.   
· We use resources creatively and responsibly.  

Open Door Policy
The Center has an Open-Door policy on parent’s visits.  We recognize and support parent’s desire to see and spend time with their children whenever they can.  

Non-Discrimination
Applications for enrollment are accepted without regard to race, color, religion, sex, national and ethnic origin, disability or presence of any physical, mental, or sensory handicap.  We accept children in compliance with the American with Disabilities Act (ADA) according to all implanting regulations.   The Center respects cultural diversity and incorporates it into the daily curriculum.  
We are an Equal Opportunity Employer.

Enrollment / Required Forms
Children may be enrolled for existing openings by completing all enrollment forms listed below:
· Enrollment Form
· Authorization for Emergency Medical Attention
· Physician’s Statement
· Current Shot Record
· Tuition Agreement
· Infant Feeding Schedule for any and all infants not yet eating table food
· Discipline and Guidance Policy
· Safe Sleep Policy
Parents may make changes to any of the enrollment forms at any time if your personal information changes, such as address, phone numbers, place of work, emergency contact, authorized pick up list, etc., please stop by the office and / or email us the changes.  Personal information can also be updated online at www.mybrightwheel as well on your Brightwheel app.  It is the parent's responsibility to ensure that your child's immunizations are current. Failure to keep children current on immunizations may lead to disenrollment. From time to time Learning Tree Educational Center may have children enrolled that have not received immunizations due to personal belief. A notarized affidavit must be on file for these children. 
Tuition 
Tuition is due each Monday for that week.  If you choose to pay by the month, tuition will be due the 1st of each month.  If tuition is not paid in full by Friday, a $10.00 late fee will be added.  We accept cash, check, money order or payments made through Brightwheel.  There will be no reduction in tuition for absences..  

Withdrawal From Program
If for any reason you choose to leave / withdraw from our preschool program, we ask that you give us at least a 2 week notice in writing.  I understand that this isn’t always possible, so please let us know as soon as possible.  If your child(ren) is absent for two week’s with no parent contact, your spot will no longer be guaranteed. No refunds will be issued once your tuition is paid if choose to withdraw your child from Learning Tree Educational Center

Returned Check Policy
A $35.00 processing fee will be charged for any returned checks.  After this we will ask that you pay with cash or money order.  Failure to reconcile returned items will result in the check(s) being turned over to the District Attorney’s Office for prosecution.
There are no refunds or credits for any reason under any circumstances.

Late Pick-Up Charge
If a child is not picked up at the center before closing time for any reason, a late pick-up fee of $5.00 per minute will be due and payable at the time you arrive to pick up your child(ren).  

Absences
There is no reduction in tuition for absences.  If your child will be absent from school, we ask that you notify the front office by 8:30am each day. 

Curriculum Goals
Learning Tree Educational Center will use a state and nationally approved curriculum on a daily basis, which will provide all teachers with the instructional guidelines necessary for developing social interaction, intellectual stimulation, spiritual direction, physical and emotional growth through the five senses-seeing, hearing, smelling, tasting and touching.

Assessments
We use the ASQ (Ages & Stages Questionnaire) assessment as well as Frogstreet Assessments to evaluate and track each child’s individual development during their time at Learning Tree.  It is an on-going assessment system, meaning that teachers are continually watching, observing, and documenting each child’s development. By tracking a child’s development, our teachers are able to plan activities that are appropriate for each child’s developmental abilities.
In the event that we ever feel there is a need for a referral for children with different abilities, we will discuss our thoughts and concerns and let the parent(s) and physicians make any referrals.

Child Development Monitoring
Our goal is to work in partnership with families to ensure that each child receives the support they need to grow and develop.  As part of this process, we utilize a developmental checklist to monitor your child’s progress.  If any developmental concerns are identified, we will take the following steps:
1. Family Notification
A meeting will be arranged to discuss results of the observation, provide supporting documentation from our observations, and collaborate on a plan moving forward.
2. Support and Resources:
We will:
*Provide Referrals to appropriate specialists, such as speech therapists, occupational therapists, or other early intervention services, as needed.
*Adapt Lesson Plans and classroom activities to better meet the individual needs of the child.  This may include providing additional support, modifying tasks, or offering alternative materials and approaches.
*Continue on-going Communication with families to monitor the child’s progress, reassess needs, and make further adjustments as required.

We encourage open dialogue and welcome any questions or concerns throughout this process.

Texas Rising Star
We are a Texas Rising Star provider.  The Rising Star is a voluntary, quality based child care rating system of providers working to improve the quality of Texas Workforce Commission’s subsidized child care program.  As a participating provider we work toward meeting program criteria that exceeds minimum standards for child care licensing.

Child Care Services
Workforce Solutions East Texas Child Care Services has funds available to assist families with the cost of childcare.  If interested please visit their site on-line at http://childcare.easttexasworkforce.org/etc.
  
Registration / Supply Fee
There is a $50.00 non-refundable enrollment / registration fee required in order to hold a spot in a classroom.
A $100.00 supply fee will be billed each August and January. 

Part Time Child Care Schedule
Part time child-care schedules consist of less than 5 days per week.  Contracting for part time care guarantees a space for your child during the days and hours specified upon enrollment.    Part time schedules cannot “trade” days; tuition for contracted days is due whether the child is in attendance or not and additional days will be charged according to the current tuition schedule. 

Hours of Operation
Learning Tree Educational Center’s is open from 6:30 am-5:30 pm, Monday-Friday, year round. 
Our infant room hours are 7am – 5pm
Our toddler room hours are 7am-5:15pm
Each classroom has a daily schedule posted inside the door that reflects a daily schedule for that class.   

Holidays & Closings
We close to observe the following holidays: 
MLK Day
Good Friday
Memorial Day
Juneteenth
Independence Day
Labor Day
Thanksgiving and the day after
Christmas Eve and Christmas Day (2 weekdays will be taken if Christmas and/or Christmas Eve falls on the weekend)
New Year's Day
Full tuition is due for holiday weeks. 
NOTE: In some cases, if the holiday falls on a Saturday or Sunday, Learning Tree Educational Center’s will close the day before or the day after the holiday. Parents will be updated on each year's holiday schedule in January. 

Brightwheel App
Our center utilizes the Brightwheel App.  Brightwheel allows parent / teacher communication throughout the day.  
Brightwheel is used for:
· Attendance Tracking
· Signing children in / out
· Direct communication with your child’s teacher
· Calendar’s
· Menu’s
· Daily activities
· Infant / Toddler Daily Reports
· Payments (we also take cash, check or money order)
· Immunization tracking
· Sending pictures of daily activities
Upon enrollment, you will be given a QR code which you will use when you are signing your children in / out daily.  If you lose or misplace your QR code, we also have the code on the poles at the drop off points or one will be given to you at your request.  

Safety and Security
Your child’s safety is a top priority at Learning Tree Educational Center.  The doors to our facility remain locked throughout the day.  Children may not enter or leave the Center unless accompanied by an adult (an individual at least 18 years of age-per TDHS). Authorized adults must be listed on the enrollment form to pick up and the authorized adult must bring a picture ID. Children will not be released to adults without a picture ID.  Please be sure that a staff member is fully aware (per verbal communication) that your child is arriving or leaving.
We ask that if you have more than one child in the center that you pick-up the youngest first or drop off the youngest last.  This is a big concern in the infant room due to the “NO SHOES” rule that we try to enforce.
For the convenience of our parents, the Center opens daily at 6:30 am.  Depending on their age, children may need to be dropped off in rooms other than their assigned class, since teachers have different starting times.
All children must be here before 9:00 AM.  When children arrive late it is a disruption for the other kids that are focused on a project or in the middle of circle time. These morning hours usually include planned group activities, which are important in helping children develop social skills and abilities involving interaction with their peers as well as self-discipline.
Drop off / Pick up  Please make sure to check all children in / out daily.  We have simplified this process with the Brightwheel app as well as having both computer’s in the entryway set up for check in / out.  Please walk your child all the way into their classroom and speak to the teacher so that they are aware you are bringing a child in.  Also, please remember that drop off can be upsetting for some children, this is not the best time to carry on lengthy conversations with the teacher’s.  We ask that you drop your child off without lingering, and then if there is something you are needing to discuss with the teacher, that you call the office or send them a message through the app.  This will help all the children be able to settle into their routine for the day.
When using the covered drop off / pick up lane(s), do not block both lanes.  Our covered area is designed for 2 vehicles to pull in and park side-by-side.  Do not pull in and park in the middle blocking the drive.
Video surveillance cameras are located throughout the Facility in order to increase the safety and security of all children.
At no time do we allow you to leave any child(ren) alone in the car, even if it is running, in order to drop off or pick up other children.

Cell Phone Policy
We are a NO CELL PHONE ZONE!  Out of respect for your children and our staff, please refrain from cell phone use while in the center and or parking lot.

Waitlist Policies
· The Center reserves the right to enroll children from the waitlist on the basis of different priorities/ things considered can include the date applications are received, the availability of age-related openings, and siblings of current families.
· Waitlist applications must be submitted with a $50.00 non-refundable payment.  
· When an opening becomes available, a family is notified via email and given 3 business days to respond.  If an enrollment offer is declined, the child’s name is moved to the bottom of the waitlist.  If a family fails to respond to our emails and / or phone calls, their name is removed from the waitlist and the waitlist fee forfeited; the parent must reapply and pay the fee again before their child can be considered for enrollment.
· Any time that an offer for enrollment is declined, the parent must give a new date for seeking enrollment.  We will not contact any family for enrollment until we receive notification of a new enrollment date.
· After a family has declined an offer for enrollment 3 different times, the child’s name will be removed from the waitlist and the waitlist fee forfeited.  A parent must reapply and pay the fee again before their child can be considered for enrollment.
· If an enrollment offer is accepted, the family has one week to complete a contract and pay all applicable fees.
· Family on the waitlist may be requested via e-mail to indicate if they want to remain on the waitlist and if so, to update their contract information.  Families must respond by the requested due date or they will be removed from the waitlist and the waitlist fee forfeited.
A waitlist application and paid fee does not guarantee an enrollment opening for requested date.

Discipline & Guidance Methods
Learning Tree Educational Center’s staff members are trained to use a positive method of discipline and guidance that encourages self-esteem, self-control, and self-direction. Just a few examples 
used in this situation are: praise and encouragement of good behavior instead of focusing only 
upon unacceptable behavior; reminding a child of behavior expectations daily by using clear, 
positive statements and redirecting behaviors.   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 feelings appropriately, to consider other people’s feelings and to negotiate their own conflicts.  We ask the child to think about the problematic behavior and to find ways to remedy the situation.  Children have to be taught expectations for their behavior if they are to develop internal control of their actions.  The goal is to help children learn to control their own behavior.  Teachers like to work closely with parents to understand each child and to determine which methods work best for that child, thus, teamwork with the parents is very important.  

Accommodation / Inclusion Policy:
We request parents / guardians complete a child/family questionnaire indicating any needs they or their child may require.  If a need is indicated, we will provide appropriate accommodations within our capabilities in accordance with the ADA.  Accommodations may include providing an area for therapy sessions and / or adapting lessons to a child’s abilities.

Challenging Behavior:
Challenging behavior is addressed first through teacher observations.  It is important to identify events, activities, interactions, and other contextual factors that predict and may contribute to the child’s use of challenging behavior.  After the function of the child’s behavior is assessed, positive and supportive strategies are then put into effect.  If a child exhibits continually challenging, disruptive and / or unsafe behavior that is not resolved through appropriate behavior management strategies, the teachers will discuss the situation with a supervisor, parent, and /or other professionals to develop an individualized action plan that supports the child’s inclusion and success.  All reasonable attempts will be made to work with the child and the family to resolve the behavior problem.  Staff will keep parents informed of the progress made. If a parent refuses to work with the staff is resolving the problem and / or the behavior problem persists. Learning Tree Educational Center reserves the right to terminate care for the child for discipline problems at any time.
The teacher has these prime responsibilities when dealing with inappropriate behavior:
1. Redirection-Encourage child’s good behavior and / or redirect his or her activity.
2. “Time out” or “think time” within their area
a. If a problem still exists, the child is then removed from the situation
b. One minute per year of age
c. “Time out” or “Think time” shall be defined as an area away from the group or activity yet within their area
d. The child will be allowed to return to the group as soon as possible
e. The teacher will not only decide if the child is ready to return buy will encourage him / her to be ready.
f. If redirection and “time out” / “think time” periods are not sufficient, staff members intervene as soon as possible to prevent physical or emotional injury.
g. The teacher will try to help the child identify his/her unacceptable behavior and possible alternatives.
3. “Time out” or “think time” away from the group
a. If the child continues in the inappropriate behavior
b. And / or the “time out” / “ think time” within the area becomes either inappropriate or ineffective
4. Behavior Report
a. If the child’s behavior continues to be inappropriate
b. OR the severity denotes an unresolved problem.
5. Behavior Intervention Meeting
a. If the child’s behavior continues to be inappropriate, a behavior intervention meeting may take place
b. Those in attendance will be the parents, the child’s lead teacher, and a member of our leadership team
c. This may be called by any of the individuals listed above.
6. Sending a child home
a. When a child becomes out of control
b. And / or when the child fails to respond to the measures taken by the school
c. This is at the discretion of the most senior leadership team member present
7. Suspension / Expulsion / Separation Policy
a. Three written behavioral reports within a nine-week period constitute the child’s being suspended from the child care program for one week.
b. Behavior Intervention Meeting – During this time the parent or guardian, the lead teacher and a member of the leadership team will meet to determine if the child is capable of drastically changing his/her behavior to allow re-entry into the program.  This is the mandatory behavior intervention meeting described in the Behavior intervention Policy
We will make every possible effort to establish effective communication in areas that a concern becomes apparent.  We believe in many situations a partnership between our staff and the guardians of our students can create an interference of expulsion.  We would work with you to create a plan of action to correct unbecoming behaviors in most situations, as we only implement expulsion / separation as a last resort, where we feel irreconcilable differences have occurred.  In the event that any policy has been breached by a student or any individual associated with a student, the said student becomes “at risk” of expulsion / separation.  It is the responsibility of the primary guardian to assure that all others associated with their child clearly understand and agree to adhere to our school policies.  Immediate expulsion will occur in the event that an action or comment of a threatening nature occurs, by any person associated with Learning Tree Educational Center.  This action would also occur in the event of extreme behaviors or behaviors that pose an imminent danger.  
Although it is our last resort; the Director / Owner reserve the right to end childcare services with or without warning, at any time for any reason.
Fees will be paid for the week of suspension to retain the child’s space in the program.  Sample of the behavioral report is below: 
--------------------------------------------------------------------------------------------------------------------------------------------------------
Learning Tree Education Center
Disciplinary Notification Form
Student Name: ____________________________________________
Date: ____________________
Referred By: _____________________________________________
Behavioral Concerns:
☐ Physical Aggression (e.g., hitting, scratching) towards students
☐ Physical Aggression (e.g., hitting) towards staff
☐ Persistent Disobedience
☐ Use of Inappropriate Language
☐ Harassment / Bullying
☐ Biting other students
☐ Damage to Property
Additional Comments:


This notification is issued when a student's behavior exceeds typical expectations and has begun to disrupt the learning environment. We kindly request your support in addressing these concerns. Continued disruptive behavior may result in the student being sent home for a period of three (3) days. Please note that there will be no reduction in tuition for the duration of this absence.
Should you wish to discuss this matter further, do not hesitate to contact me directly.
Thank you for your attention to this matter.

Parent Signature: _________________________________________
Teacher Signature: _______________________________________
Director Signature: _______________________________________
-----------------------------------------------------------------------------------------------------------------------------------------

Termination of services
	When the severity of a problem is great enough that it could endanger the safety of the child(ren)’s welfare, termination be effective immediately.
Our program considers his to be a drastic measure and will not resort to such unless the child’s behavior significantly and directly threatens the physical or mental health, safety or well being of one or more of the other children or team members and that threat cannot be eliminated.

Biting / Aggressive Behavior
All children need to be able to participate in planned activities and be able to follow simple directions.  As with all aggressive behavior’s parents are notified with each incident.  Aggressive and hurtful behavior includes, but is not limited to biting, hitting, kicking, pushing, and pinching.  Such behavior is not appropriate.  We will use every appropriate method to help children control their behavior.
· Step 1:  Teacher / Director Coaching the child and contact with the parent
· Step 2:  Send home for 2 days
· Step 3:  Director, Teacher, Parent Conference make suggestions.
· Step 4:  Second Conference at which time the parent may be asked to find alternate childcare.
Any or all of these steps may be skipped or omitted as deemed appropriate, based on the extent of the aggressive behavior and circumstances.

Biting is a common issue in early child development. The best way to deal with biting is 
consistency between providers and parents. Biting could occur for multiple reasons. Proper 
communication will help determine why a child is biting. We will work with parents when biting becomes a problem. We will make every effort to solve the issue as soon as possible. If a child bites 3 times in one day they are sent home.   If a bite is on the face, they are sent home immediately.  Depending on the aggression, manner and frequency of the biting – the child could be required to stay out for 1 or 2 days or dismissed permanently.

If a parent refuses to work with the staff is resolving the problem and / or the behavior problem persists. Learning Tree Educational Center reserves the right to terminate care for the child for discipline problems at any time
Discipline & Guidance Policy
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 caregiver 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 of 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 out 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: 
1) corporal punishment or threats of corporal punishment; 
2) punishment associated with food, naps or toilet training; 
3) grabbing or pulling a child; 
4) putting anything in or on a child’s mouth; 
5) humiliating, ridiculing, rejecting or yelling at a child; 
6) subjecting a child to harsh, abusive or profane language; 
7) placing a child in a locked or dark room, bathroom or closet; 
8) placing a child in a restrictive device for time out; 
9) withholding active play or keeping a child inside as a consequence for behavior, unless the child is exhibiting behavior during active play that requires a brief supervised separation or time out that is consistent with 746.2803(4)(D); and 
10) requiring a child to remain silent or inactive for inappropriately long periods of time for the child’s age. 

Parent Code of Conduct
Parents and teachers will, at all times, follow all the rules on discipline and guidance as outlined in the Texas Minimum Standards for Child Care Centers. All adults, including parents, must follow these rules while on our property.
PARENTS MUST:
· Be responsible and in control of their behavior at ALL times
· Set a good example by their own speech and behavior
· Show respect for the teacher and any other adult in authority in front of all children at all times
· Do not participate in rumors.  Go through the proper channels to resolve the problem
· Speak respectfully and with kindness and courtesy to other parents in front of students, especially when there is any type of disagreement
· Follow the school’s rules, calendars, and deadlines even when you may disagree
· Supervise your child at drop off and pick up times
· Be considerate and watchful of all parents and children at drop off and pick up times
Although it is our last resort; the Director / Owner reserve the right to end childcare services with or without warning, at any time for any reason.


Dismissal Policy
 In the event a child / family is dismissed from Henderson’s Learning Tree Educational Center, The Center Director or designee will assist the parent in gathering their child’s belongings at the time of dismissal and parents are required to leave the property in a calm and respectful manner, immediately.  Learning Tree Educational Center will request assistance from local authorities should any parent become disruptive and / or uncooperative while gathering their child’s belongings upon dismissal. 
 
A dismissed child and his / her parents are required to call and request an appointment with the Center director if they wish to return to the property following a dismissal.  Appointments are made at the discretion of the director and are not a right of the dismissed child or family. Following a dismissal, any parent or child who harasses, threatens or in any manner causes harm to anyone affiliated with Henderson’s Learning Tree Educational Center by calling, writing, or any other means, will be prosecuted to the fullest extent of the law. 
 
The Director / Owner reserve the right to end childcare services with or without warning, at any time for any reason.  

Naptime
To avoid disrupting the class, please refrain from picking up and or / bringing your child into the Center during naptime.
We must provide a supervised sleep or rest period after lunch for children 18 months or older (https://www.dfps.texas.gov).  Children under the age of 18 months most often sleep according to their individual schedules.   For our Toddlers through Preschool ages, you must provide a washable mat to rest on for naptime.  You are welcome to provide a clean small blanket and small pillow for naptime and take them home Fridays for washing.  All items must be labeled with your child’s name in a permanent marker. 
Infants are not allowed to have blankets in their beds at any time.  This is a State requirement.

Operational Policy on Infant Safe Sleep
All staff, substitute staff, and volunteers at Learning Tree Educational Center will follow these safe sleep recommendations of the American Academy of Pediatrics (AAP) and the Consumer Product Safety Commission (CPSC) for infants to reduce the risk of Sudden Infant Death Syndrome/Sudden Unexpected Infant Death Syndrome (SIDS/SUIDS): 
· Always put infants to sleep on their backs unless you provide an Infant Sleep Exception form 2710 signed by the infant's health care professional [§746.2427 and §747.2327]. 
· Place infants on a firm mattress, with a tight fitting sheet, in a crib that meets the CPSC federal requirements for full size cribs and for non-full size cribs [§746.2409 and §747.2309]. 
·  For infants who are younger than 12 months of age, cribs should be bare except for a tight fitting sheet and a mattress cover or protector. Items that should not be placed in a crib include: soft or loose bedding, such as blankets, quilts, or comforters; pillows; stuffed toys/animals; soft objects; bumper pads; liners; or sleep positioning devices [§746.2415 and §747.2315]. Also, infants must not have their heads, faces, or cribs covered at any time by items such as blankets, linens, or clothing [§746.2429 and §747.2329].
· Do not use sleep positioning devices, such as wedges or infant positioners. The AAP has found no evidence that these devices are safe. Their use may increase the risk of suffocation [§746.2415 and §747.2315]. 
· Insure that sleeping areas are ventilated and at a temperature that is comfortable for a lightly clothed adult [§746.3407(10) and §747.3203(10)].  If an infant needs extra warmth, use sleep clothing -sleep sacks as an alternative to blankets [§746.2415 and §747.2315]. 
· Place only one infant in a crib to sleep [§746.2405 and §747.2305]. 
· Infants may use a pacifier during sleep. But the pacifier must not be attached to a stuffed animal or the infant’s clothing by a string, cord, or other attaching mechanism that might be a suffocation or strangulation risk [§746.2415 and §747.2315]. 
·  If the infant falls asleep in a restrictive device other than a crib (such as a bouncy chair or swing, or arrives to care asleep in a car seat), move the infant to a crib immediately, unless you provide an Infant Sleep Exception form 2710 signed by the infant's health care professional [§746.2426 and §747.2326]. 
·  Our child care program is smoke-free. Smoking is not allowed inTexas child care operations (or on the grounds) (this includes e-cigarettes and any type of vaporizers) [§746.3703(d) and §747.3503(d)]. 
·  Actively observe sleeping infants by sight and sound [§746.2403 and §747.2303]. 
· If an infant is able to roll back and forth from front to back, place the infant on the infant's back for sleep and allow the infant to assume a preferred sleep position [§746.2427 and §747.2327]. 
·  Awake infants will have supervised “tummy time” several times daily. This will help them strengthen their muscles and develop normally [§746.2427 and §747.2327]. 
·  Do not swaddle an infant for sleep or rest unless you provide an Infant Sleep Exception form 2710 signed by the infant’s health care professional [§746.2428 and §747.2328].

Classroom Assignments
Classroom assignments are based on each individual child's chronological age, developmental 
age, emotional age, and physical age. We will typically transition children 
to new classrooms twice a year, however from time to time we may request a transition sooner 
based on the individual child's needs

Meals & Snacks
We serve a breakfast from 8:30 -9:00, afternoon snack at 2:30 and a sack “supper” is available for our school age group as they get off the bus during the school year.
We participate in CACFP (Child and Adult Care Food Program) for our snacks and “supper” for our schooler’s.
Learning Tree will provide Parent’s Choice “Advantage with Iron” formula as well as infant cereal, vegetables, fruit and crackers for those that choose for us to provide the infants formula and meals. If parent’s choose to provide the formula, All bottles will need to be brought fully made.  You can have extra formula left in the cubby just in case they need extra, but we will no longer be preparing bottles for the day.  Please make sure you bring enough made bottles to last the entire day.  
If we are providing the formula, please provide enough bottles for the day with either 2, 4, 6 or 8 oz of water so that they are ready for the teacher to add the formula. 
*Please make sure you bring your baby in with a full tummy.  Feed them BEFORE you drop them off.  If they are hungry, allow yourself time to sit down and feed them before you leave them (after putting your booties on of course).   It is not fair to the babies or the teachers to have hungry babies crying waiting to be fed 1st thing in the morning.   If you bring them in full, we can all start the day on a more pleasant note.
All containers and lids must be labeled with the child’s 1st name and last initial.

Ages 1 and above will need to bring a nutritious “sack lunch” and water cup.  The lunch should include a bread / grain, fruit, vegetable and protein / meat product.  We will have family style dining, which allows the teachers to sit with the class during lunch.   The 3’s, 4’s, 5’s will un-pack their lunches themselves.  Lunches cannot be heated up or kept in a refrigerator.  Please ensure there is an ice pack for refrigerated foods or the use of a thermos to help maintain the safe food temperatures.  You will need to provide a disposable spoon or fork if needed for their lunch.
Learning Tree Educational Center Is not responsible for the nutritional value for the lunches as parents are required to bring the children’s lunch.    Foods that present a choking hazard are not allowed in lunches.  Examples of foods that present a risk of choking include hot dogs, corn dogs (please slice length wise if you choose to bring a hot dog), whole grapes, hard candy, nuts, seeds, raw peas, peanuts, popcorn, and hard chips.  If any of these are sent in lunches, they will not be served.  Breakfast will not be provided; therefore, please ensure your child is fed prior to coming to the Center.  Morning and afternoon snacks along with water are provided by center.  Menu’s are posted weekly outside each classroom.  All snack’s will follow the CACFP guidelines offering balanced snacks daily.  Peanut butter will not be allowed in our infant room at anytime.
Notify the Director of any special dietary restrictions.  The Center must receive the written statement of a physician or a licensed dietician for special therapeutic diets.
For more information on healthy eating and ideas for lunches, please visit www.myplate.gov.

Staff will never use food to reward or punish children.

Nutrition/Health Policy
Parents, your child’s education is not the only important factor to us at Learning Tree Education Center.  We take great pride in making sure that you and your child have education on oral health, screen time usage, best health practices, menu planning and farm-to-table education. Throughout the year you and your child will be given activities and local resources to help guide you through building your knowledge in the above topics. Resources such as information for obtaining medical, dental, vision and life benefits, nutritional menus, and oral health are just a few of resources that are available for you to acquire in the administration office/parent resource center. 
For more information on a specific topic please notify your child’s teacher or one of the office staff. 

Notify the Director of any special dietary restrictions.  The Center must receive the written statement of a physician or a licensed dietician for special therapeutic diets.
For more information on healthy eating and ideas for lunches, please visit www.myplate.gov.


Breastfeeding
Nursing mothers are welcome to nurse at the center and / or provide breast milk for their child while they are in care at the center.  If you are nursing and prefer a private area to nurse, one will be made available to you.  We have breastfeeding material available for parents if needed.
Packing Lunches
☒	Already prepared foods such as turkey, ham, chicken, etc. should be consistently kept at a chilled temperature of 40`F (4.4`C) or below.
☒	Insulated, soft-sided lunch boxes or bags are the best for keeping food cold.
☒	Pack at least two ice sources with perishable food in any type of lunch bag or box.
☒	Food should not be left out at room temperature more than 2 hours – 1 hour if the temperature is above 90`F (32.2`C)
☒ Refrigeration is offered by provider to maintain the required chilled temperature.
Hot Lunch Practices
☒	Providers will NOT heat home-lunches. 
☒	All home-lunches that are desired to be consumed warm must be packed in an insulated thermos/container.
☒	Keep the insulated container closed until lunchtime to ensure food is kept warm.
Food Allergies
☒	Because food allergies are common in children, it is important to be aware of the ingredients in foods before serving
☒	8 of the most common food allergies are 
	Milk, Eggs, Peanuts, Tree Nuts, Fish, Shellfish, Soy, Wheat
☒	If a child has a food allergy, a doctor’s note must be kept on file stating the allergy and any appropriate substitutions.
☒ For more information on Food Allergies please contact Director/Assistant Director
Nutritional Meal Planning
☒	Nutritional meal plans can be found at: http://www.squaremeals.org/ 
☒	Examples of Home Lunches 
#1 – Turkey + Cheddar Roll-up, fresh berries, yogurt, trail mix
#2 – Hummus, Pita bread grape tomatoes, cucumbers, orange slices
#3 – Cheese Quesadilla, guacamole, red pepper slices, apples
#4 – Hard boil Egg, baby carrots + ranch, pretzels, applesauce
#5 – Pasta salad, yogurt, granola bar, raspberries
#6 – PB + J, string cheese, fruit cup, chips
#7 – Bagel + cream cheese, yogurt, baby carrots, fruit snacks
#8 – Veggies wrap, snap peas, orange, granola bar
#9 – Meat + cheese Kabob, strawberries, cucumbers, graham crackers

Additional Examples 
MAIN COURSE
Pits Bread + Hummus
Cheese + Crackers
Turkey + Cheese Roll-ups
Almond Butter + Jam Sandwich
Cheese Quesadilla
Hard Boiled Eggs
Pasta Salad
Meat + Cheese Kabob
Chips + Guacamole
Ham + Cheese Sandwich
Bagel + Cream Cheese
Veggie + Hummus Wraps	                                                                                                         
FRUITS + VEGGIES:
Oranges
Apples
Strawberries
Peaches 
Grapes
Blueberries
Raspberries
Natural Applesauce
Mangoes
Melon
Baby Carrots
Cucumbers



Food Allergies
If your child has a history of any food allergies, we must be notified upon enrollment.   A Food Allergy & Anaphylaxis Emergency Care Plan (available in the office) must be filled out in detail for each known allergy and signed by a physician.  The allergy plan for each child will be posted in any area that the child will be in.

Birthday Observations
Birthdays are special to children! If you would like, you may send a store-bought treat for your child’s birthday, although it is not expected. No Balloons allowed at any time.  Please speak with your child’s teacher at the beginning of the school year if your family does not celebrate birthdays, At Learning Tree Educational Center we strive to be respectful of all families and their beliefs. If your child is planning on having a birthday party, we ask that invitations be mailed from home rather than passed out in school unless every child in the class is invited. This helps prevent hurt feelings.


Outdoor Play
With outdoor play being a regular part of the daily routine, two large areas are part of Learning Tree Educational Center’s outdoor playgrounds.  The two play areas are divided by fencing which allows the children to be separated by age and size.
Children should be prepared to play outside some part of every day.  Please do not request that your child stay indoors.  Per the Texas Department of Family and Protective Services, children too sick to go outside should not be at school.  

Promotion of Indoor and Outdoor Physical Activity
Learning Tree Educational Center strongly believes and supports the need for physical activity each day.
When children participate in physical activity every day, multiple health benefits accrue. Regular physical activity builds healthy bones and muscles, improves muscular strength and endurance, reduces the risk for developing chronic disease risk factors, improves self-esteem, and reduces stress and anxiety. Beyond these known health effects, physical activity may also have beneficial influences on academic performance. In addition, cognitive skills and motor skills appear to develop through a dynamic interaction. Research has shown that physical movement can affect the brain’s physiology.  
· Infants will be given opportunities for physical activity, including supervised tummy time. 
· Toddler age children will participate a minimum of 60 minutes of moderate to vigorous active play each day.
· Preschool and Pre-Kindergarten children will participate a minimum of 90 minutes of moderate to vigorous active play each day. 
· School age children who are in attendance for a full day will participate a minimum of 90 minutes of moderate to vigorous active play each day. School age children who are only in attendance after-school will participate a minimum of 30 minutes of moderate to vigorous active play each day. 
· Opportunities for active play may overlap with outdoor play when weather permits. 
Learning Tree Educational Center will promote all children’s active play every day. Children will have ample opportunity to do moderate to vigorous activities, such as running, climbing, dancing, skipping, and jumping, to the extent of their abilities. 
All children will participate each day in: 
· Two occasions of active play outdoors when weather permitting (see **). 
· Two or more structured or teacher-led activities or games that promote movement over the course of the day. 
· Continuous opportunities to develop and practice age-appropriate gross motor and movement skills. 		
Physical activity may take place in the classroom or on the playground, when weather permits. If weather prevents classes from going outside, we will continue with all active play / physical activities indoors.
	**Weather permitting-Weather conditions that do not pose any concerns for health and safety, such as a significant risk of frostbite or heat-related illness.  This includes adverse weather conditions in which children may still play safely outdoors for shorter periods with appropriate adjustments to clothing and necessary access to water, shade, or shelter.
We use the following chart when determining the amount of time to spend outside. Please scan the QR code for the chart.  


Clothing / Shoes
When participating in physical activity, children’s clothing should protect them from sun exposure and permit easy movement (not too loose and not too tight) that enables full participation in active play. Footwear should provide support for running and climbing. Hats may be worn to protect children from sun exposure. 
Examples of appropriate clothing/footwear include: 
· Gym shoes or sturdy shoe equivalent
· Clothing for the weather, such as a lightweight, breathable jacket without any hood and neck strings. 
Examples of inappropriate clothing/footwear include: 
· Footwear that can come off while running or that provide insufficient support for climbing.
· Clothing that can catch on playground equipment, such as those with drawstrings or loops. 
When weather conditions prohibit outdoor play, physical activities will occur in the classroom during the scheduled outside time. Classroom teachers have activities planned in advance for “rainy days”. 

Clothing and Personal Belongings
Preschool children must have a water cup with them daily with their 1st name and last initial, a complete change of clothing, clearly marked with the child's name, left in your child’s cubby.  All children need to be dressed for the weather. Caps, mittens, and warm clothing must be worn during the cooler seasons for the daily outdoor 
playtime. Accidents can happen, even for the older preschoolers, when they wait too long before going to the bathroom, or if they get wet on the playground.  To encourage development of independent bathroom skills, children’s clothing should be easy for them to manipulate with a minimum of assistance.   Children must wear shoes which are practical as well as comfortable.  Flip-flops with no back strap are prohibited.  Except for special items needed to smooth the transition from home, toys and personal belongings should remain at home.
Jewelry should be kept to a minimum.  Necklaces for children under 3 are not allowed and will be removed and sent home.  Beads in hair are allowed, however, they must be secured tightly and if they become loose at school, your child will need to be picked up and the beads will need to be secured or removed.
Candy, gum, and money should never be brought.
Everything that your child brings or wears to school should be permanently labeled.

Potty Training
Our approach towards potty training is one of positive reinforcement and encouragement. Potty training is a learning experience just like learning to ride a bike. Children are not punished or shamed into using the toilet. By age three, most children no longer require diapers and use the toilet regularly.  Therefore, it is our policy at Learning Tree Educational Center for all children to be potty trained by the age of three years old.  Cooperation between parents and teachers is essential for potty training to be a successful, positive learning experience for the child. Please realize that it is not the responsibility of Learning Tree to potty train your child. We will make every possible attempt to support the potty training process but it is our belief that an “accident” is something that happens occasionally. If a child requires a change of clothes multiple times in one day, he or she is not ready to be wearing underwear on a regular basis. 
School Closing / Bad Weather 
Learning Tree Educational Center will open most days during inclement weather. Please check local TV 
stations and web sites for announcement of closing. Full tuition is due during inclement weather times. If HISD is closed or has early dismissal due to inclement weather the preschool will also close.
In case of serious emergencies such as earthquakes, fire, storms, or loss of power/water, 
parents will be notified, and children will be cared for until parents or emergency contact arrive.  
In the event that our center is rendered un-safe due to unforeseen emergency circumstances in which we have to withdraw from our current program procedures, we would relocate to a  temporary location to re-establish our program.  

Child Release Authorization List
Learning Tree cannot release any child to an unauthorized person; children are released only:
· To an authorized parent / guardian
· To a person authorized by written permission from the parents.
· The authorized person must present a picture I.D. and / or other identification
· The authorized person must be 18 years of age or older.
The safety and well-being of the children in our care is of primary importance.  If any child care staff believes that an adult who is picking up a child is impaired and / or not in a condition to drive or adequately care for the child’s safety, the staff will not release the child to an adult until the child’s safety is assured.  Staff will call another authorized adult to assist in picking up the child.  Determining whether or not to release a child in this situation is difficult for the adult, the child, and the staff member.  Our primary obligation, however, is to protect the safety and well-being of the child.  
Law enforcement officers and DFPS Child Protective Services staff have the authority by law to remove a child without parent’s permission.

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

Child Abuse Reporting Law Requirements
Child abuse and neglect are against the law in Texas, and so is failure to report it.
CHILD ABUSE HOTLINE 1-800-252-5400
http://www.dfps.state.tx.us/Contact_Us/report_abuse.asp
Learning Tree Educational Center staff are REQUIRED by Texas State law and licensing requirements to 
report immediately to the police or Child Protective Services (CPS) any instance when there is 
reason to suspect the occurrence of physical, sexual, or emotional child abuse, child neglect, or 
exploitation. Our staff receive annual training on recognizes and preventing abuse and neglect, 
including sexual abuse. Learning Tree Educational Center has made a commitment to help increase 
awareness and prevention techniques to employees and parents through trainings, memos and 
monthly newsletters. Learning Tree Educational Center will also coordinate with community 
organizations on strategies to prevent abuse and neglect. 
· The staff may not notify parents when the police or CPS is called about possible child abuse, 
neglect, or exploitation, except on the recommendation of CPS or the police when they are 
called. 
· Some examples of abuse and neglect are: leaving a child in a vehicle unattended, not securing a 
child in a seat belt or booster seat, unexplained marks or bruises on opposite sides of the body, 
and child hygiene issues. 
· If parents feel they need assistance with possible child abuse, neglect, or sexual abuse, we 
encourage you to get help. Please call the National Parent Hotline at 1-855-427-2736 or visit 
www.helpandhope.org/find-help.html 
· Staff is trained regularly on increasing awareness of abuse and neglect.
· We have a parent information center near the front door to keep information readily available for our families needing additional help and to increase parent awareness of warning signs. 
If you yourself are a victim of abuse or neglect, you can confidently come to any of us at LTEC and we can help you get in touch with a group or person to help you.
Communication & Parent Conferences
Open Communication with parents is very important to children's success. Learning Tree Educational Center has multiple ways of communicating with parents. In some situations, parents may 
be asked to sign documents acknowledging that communication has taken place. Listed below 
are ways that Learning Tree Educational Center communicate with parents: 

- Through email notifications (LearningTreeEdCtr@gmail.com)
- Written memos placed in your child's weekly folders 
- Social media site such as Facebook 
- Verbal communication with the child's teachers and director 
Proper parent communication is imperative when working with young children. It is difficult to 
communicate when cell phones are in use. Effective December 1, 2010, the Texas Department 
of Family and Protective Services passed new regulations prohibiting the personal use of cell 
phones in classrooms. Please help us stay in compliance with this new standard.  We will be utilizing the Brightwheel for parental communication throughout the day.
Parent / Teacher conferences are held twice a year, the last Friday in September and the last Friday in March. There will be a signup sheet ahead of time for parents to pick and choose a time that best fits their schedule. This could change due to Pandemic Procedures

Parent / Family Involvement
Parent’s and family are the single most important influence in a child’s life.  They are a child’s first teachers and role models in how to act and how to experience the world around them.  By nurturing and teaching children during their early years, families play a significant role in making sure children are ready to learn when they enter school.  Our program welcomes parent participation, and we want you to feel free to visit as often as you wish during our hours of operation to observe your child, our daily operations, and program activities.  We welcome all suggestions as we constantly strive to improve the quality of our program for your child.  We encourage parent involvement and have many activities / parties through-out the year for families to participate it.  

Communication and Parent Resource Bulletin Boards
We welcome open communication between parents and teachers, please call if you have any questions or concerns.  You will also be informed of information concerning your child’s program through notices, newsletters, email or other means of communication.  We will also provide information on child growth and development, community resources, CCS information, comment box, parent surveys, conference information and signup sheets for up coming activities.

Parent Surveys
We ask parents to complete an annual survey to ensure we are meeting their expectations.
If, at any time, you have questions or concerns about the policies and procedures of the child-care center, please come by or call the preschool office to speak with us at any time.

 Technology and Screen Time / Television Time
We have plenty of fun and education activities for your child(ren) to do while in our care.  Therefore, we DO NOT have computers in our classrooms.  We may have some aspects of technology available for use with learning activities.  Screen time is limited.  There will be no screen time for ages under 2.  Television time is limited to only assisting in learning activities and for limited amounts of time.

Well Checks
Learning Tree Educational Center staff will do a visual check of the children upon arrival each morning. If 
a staff member notices anything unusual they are required to point this out to the parent at that time. If your child has an accident overnight, please notify staff members when dropping off so that we can assist in watching the child for side effects. 

Health & Medical Policies
We are required to have on file a physician’s report verifying overall good health and required immunizations.  This is required yearly.  Current information on immunizations status must be maintained while the child is enrolled. Employees of Learning Tree Educational Center are not required to have the preventable diseases immunizations.

Tuberculin Testing Requirements 
Based on local health department guidelines, proof of TB testing is not required in order to be 
enrolled in our program. 

Hearing and Vision Screening
Hearing and Vision Screening for possible vision and hearing problems is required by the Special 
Senses and Communication Disorders Act, Texas Health & Safety Code, Chapter 36, for children 
who are 4-years old. Learning Tree Educational Center will schedule annual screenings at our school. 
Parents may also bring in screening proof from their local pediatrician. 

Illness & Exclusion Policy 
The Center’s policy requires that a child be free of symptoms of illness; fever, diarrhea or vomiting for at least 
24 hours before returning to the Center
Fever-free means without medication for fever reduction
Children who are ill should not attend preschool. Learning Tree Educational Center observes the 
standards set by the Texas Department of Family and Protective Services for ill children. 
ILLNESS POLICY FOR CHILDREN
Reason this policy is important:
Although some illnesses do not require exclusion, sometimes illness requires a child or staff member to be excluded from care to prevent the spread of infection to other children and staff and to allow the child time to rest, recover and be treated for the illness.  This policy outlines illnesses and situations that require exclusion and those that do not.
Temporary Exclusion is recommended when:
· Fever: Children will be sent home if their temperature is 101.0 or higher and must stay home the next day for observation. Children must be free of fever (any temperature above 98.6 degrees) for at least 24 hours without the use of fever reducing medication. The same policy applies if your child develops a fever at home. They must be fever free (any temperature above 98.6 degrees) for at least 24 hours without the use of fever reducing medication.
· Rash: Any rash other than a common diaper rash or skin irritation will require that child to be sent home for an evaluation and diagnosis from their doctor in writing of exactly what it is. They may return to school based on that written doctor’s evaluation, and clearance that it is not contagious.
· Conjunctivitis (pink eye): Children will be sent home if there appears to be an unusual amount of discharge from or irritation to their eye(s) and must stay home the next day for observation. Before returning to school they will need an evaluation and diagnosis from their doctor in writing of exactly what it is.
If the diagnosis is BACTERIAL CONJUNCTIVITIS children must have received at least 24 hours of treatment.
If the diagnosis is VIRAL CONJUNCTIVITIS your child may return AS LONG AS THERE IS NO DISCHARGE.
If in fact they do not have “pink eye” we need a doctor’s note with a diagnosis and a clearance that it is not contagious.
· Thick White, Green or Yellow Discharge: Children will be sent home if they appear to have any thick white, green or yellow discharge. This is often indicative of an infection and they must stay home the next day for observation. Before returning to school they will need an evaluation and diagnosis from their doctor in writing and at least 24 hours of treatment. If in fact they do not have an infection, we need a doctor’s note with a diagnosis of exactly what it is with a clearance that it is nothing contagious. The Department of Health and most doctors are of the opinion that once on antibiotics for 24 hours, the discharge is no longer contagious even though it may persist for up to two weeks.
· Diarrhea: Children will be sent home if they have three or more loose bowel movements in one day and must stay home the next day for observation. Before returning to school (after the day of observation) children must be free from diarrhea for 24 hours with at least 1 regular bowel movement. If your child has one or more loose bowel movements on their first day back, they will again be sent home.
· Vomiting: Children will be sent home if they vomit and must stay home the next day for observation. Before returning to school (after the day of observation) children must symptom free with no vomiting for at least 24 hours.
· Persistent Hacking Cough: Children will be sent home if they have a persistent hacking cough and must stay home the next day for observation. Before returning to school they will need an evaluation and diagnosis from their doctor in writing and at least 24 hours of treatment. If in fact they do not require any treatment, we need a doctor’s note with a diagnosis of exactly what it is with a clearance that it is not contagious.
· Lice: Children will not be readmitted until 24 hours after treatment and must be nit free. The Director or a Lead Teacher will make an evaluation and determine if the child can be readmitted.
Common Cold Policy
Children suffering from a common cold will be assessed on an individual basis.
Factors of consideration include the developmental level of your child in congruence with our ability to limit the spread of germs.
The younger your child, the more difficult it is to keep the spread of germs down. For example: hand to face contact, mouthing of toys, uncontrolled nasal discharge, uncovered sneezing and coughing etc.
If a child becomes ill while in our care, we will contact the parent immediately. We will care for 
the child apart from the other children with proper supervision and give extra attention to hand 
washing and sanitation practices. Parents need to pick up children within 1 hour of notification. In the event of severe illness or injury, or if a parent fails to pick up their child within a reasonable amount of time Learning Tree Educational Center may call for an ambulance at the parent's expense. 


Medication
Parents are required to administer their own children’s medication.  Typically, prescription medications can be timed to be given at home.  WE WILL ADMININISTER MEDICATIONS SUCH AS EMERGENCY INHALERS, EPI PENS, BREATHING TREATMENTS and MEDICATIONS IN CASE OF ALLERGIC REACTIONS.
If parents bring prescription medication for emergency purposes, for Learning Tree to administer, all medication need to be checked in at the front desk; please do not keep any medications in diaper bags, lunch bags, or cubbies
Medication administered at the Center must meet the following guidelines:
· All prescribed medication must include written permission from the parent / legal guardian AND instructions from a licensed health provider for the prescription medications.
· The container must be labeled with the child’s first and last name.
· The medicine can only be administered to the child for whom it was intended.
· All medicine must be in the original container with the manufacturer’s instructions or the original prescription label that details the name and strength of the medication.
· All medicine must include instructions from the licensed health provider who has prescribed or recommended medication for that child.
· All prescriptions must have the name of the physician prescribing on the medication container.
· All medicine must be labeled with the date prescribed and the authorization page must have the date medication is brought to the center.
· All medications must have an expiration date and we can not / will not, administer medication after the expiration date.
· The parent has to sign an authorization form and include the dates and times for the Center to administer the medication and these directions must follow the licensed health provider’s directions.  These forms are available at the front desk.


	 
Procedures for Handling Emergencies
In case of minor injury or accident, the staff will administer basic first aid. All injuries or 
illnesses not requiring immediate parental notification will be documented and reported to 
parents when the child is picked up at the end of the day. 
In case of medical injury or illness requiring immediate professional care (emergency), the staff 
will call 911, giving location and nature of emergency. As appropriate, the staff will administer 
CPR or first aid measures. Parents will be notified immediately. If parents are unavailable, 
those individuals designated as emergency phone contacts will be notified. All children must 
have an emergency medical release form on file in case of such an emergency. 
If a child ingests or comes in contact with a poisonous substance the staff will contact the 
Poison Control Center 1.800.222.1222. 

Outside Employment
Employees are prohibited from outside employment with parents 
of the organization. This includes, but is not limited to, babysitting and/or nanny- type jobs. 

Transportation
Learning Tree Educational Center does not transport children except in emergency situations. 

School Pictures / Snapshots
Learning Tree Educational Center believes in the benefit of using real life pictures in our educational 
program. Photos taken of the children will be done with a school owned camera and will only 
be used in our program. If parents choose to take pictures of events held at our program, they 
may only photograph their child, unless written permission is given by the other parent. Please 
note: during certain parent events, such as Pre-K graduation, Christmas programs, and 
Carnivals, photographs may be taken. If you wish for your child to not be photographed, you 
may want to remove them from these events.  You will receive a form to fill out at enrollment regarding the photo policy.

Prayer / Pledge of Allegiance/Bible Study 
Learning Tree Educational Center students say a prayer before meals and snacks and recite the Pledge of Allegiance. Our older preschool class participates in bible study weekly. If parents prefer for their child not to participate in prayer and/or the Pledge of Allegiance, please notify the administration and we will gladly accommodate. Learning Tree Educational Center is not affiliated with any one religion and encourages the study and respect of all beliefs, however, we strongly believe in the power of Prayer and the Grace of God.  Those beliefs are what my preschool is built on and I will not deter from my beliefs.  Therefore, I respect all beliefs and I will accommodate when possible.   An example of one of our typical prayer’s recited in the classroom is as follows: “God is great, God is good, let us thank Him for our food. Heal the sick and make them well, help us be good boys and girls, mind our parents and our teachers, Jesus name, Amen.”  Some younger classes “sing” a prayer song, but at the same time, if a child has a specific prayer they would like to say, we will allow that as well. .  If music is going in the front room, it's going to be Christian music. If my beliefs are not your own, I respect that. I will attempt to accommodate for certain things, but sometimes it is just not possible depending on the class sizes and teachers available, therefore, if anyone needs an updated list of child care centers in the area, I will be happy to provide one.




Sunscreen / Insect Repellent
If you choose for your child to use sunscreen and / or insect repellent, you will need to fill out the form provided in your enrollment packet with the name and expiration date of all sunscreen / repellent.  ALL sunscreen and insect repellent must be provided by the parent.
Animals
No animals are allowed at any time in the classrooms or on the playground.  Not even for show and tell.

Questions or Concerns
If parents have questions or concerns about our program or this handbook, we encourage you to have open communication with your child's teacher and the Center Director. Through open communication, we can ensure that all parties are well informed and working as partners in the child's education. 

Parent Participation
We encourage parent involvement with any and all our activities.  Also, if you have a concern, please schedule a time to meet with the classroom teacher and/or the director of the facility. 

Confidentiality
While your child is enrolled in our program, Learning Tree maintains confidentiality and respects the family’s right to privacy, refraining from disclosure of confidential information (without parental written consent) and intrusion into family life.  However, when we have reason to believe that a child’s welfare is at risk, we will share confidential information with agencies, as well as with individuals who have legal responsibility for intervening in the child’s interest.  
When staff discusses behavior incidents with families, they are to use discretion regarding the identity of the aggressor.  The teacher’s responsibility is to focus any discussion with parents on their child only to avoid violating confidentiality. 
 
Minimum Standards for Child Care Centers
Learning Tree Educational Center is licensed and regulated by the Texas Department of Family and 
Protective Services and we follow the Texas Minimum Standards for Child Care Centers. Parents 
may review of a copy of these standards in our front office or view the standards online at 
https://www.hhs.texas.gov/
Texass.org/childcareoveview
Texashhs.org/childcarefaq
Texashhs.org/daycare




Compliance History
Learning Tree Educational Center encourages parents to view our compliance history with Child Care 
Licensing. Our most recent inspection is posted on our parent communication board or you 
may view this at 
https://www.hhs.texas.gov/
Texass.org/childcareoveview
Texashhs.org/childcarefaq
Texashhs.org/daycare


Parents may also contact our local child care licensing office at (903) 533-4130

Gang-Free Zone 
Under the Texas Penal Code, any area within 1000 feet of a childcare center is a gang-free 
zone, where criminal offenses related to organized criminal activity are subject to a harsher 
penalty. Learning Tree Educational Center is a GANG-FREE ZONE. 


Pest Control Notice
As part of our commitment to provide your child with a safe, pest-free learning environment, we may periodically apply pesticides to help manage insects, weeds, or pathogens.  Pesticide applications are part of our pest control program. Pesticide applications at learning Tree are made only by trained and licensed technicians.  Should you have questions about this district’s pest management program or wish to be notified in advance of pesticide applications, you may contact our preschool office.

Emergency Preparedness Plan
Learning Tree Educational Center has an emergency preparedness plan that provides guidelines for a wide range of unlikely emergency situations from a naturally occurring weather condition to a terrorist attack.
The types of emergencies at LTEC prepares for include fire and explosions, severe storms, flooding, winter storms, earthquakes, unexpected utility failures, hazardous and radioactive materials, terrorism and other potentially violent situations, medical emergencies, and family / community concerns and / or violence. LTEC with notify parents of any changes to the emergency plan by sending information home and through email.

Distribution of Emergency Plan
· Each staff member will receive a hard copy of the emergency plan.
· A copy of the emergency plan will be in each “Ready To Go Kit” for each class.
· There will be a copy of the plan in the kitchen near the front door as well as by the back door.
· There will be an office copy of the plan on the shelf beside the monitor as well.

Parents are encouraged to read this information carefully. In the event a parent is present in the building during an emergency, Learning Tree Educational Center will ask parents to participate accordingly. During any emergency the best course of action is to BREATHE AND STAY CALM, know how 
many children you have, and have your sign-in and -out log in your hands. 
If you have children of your own in the facility, but in another classroom, trust that their 
teachers will take care of them just as you are taking care of the children in your care. 
In all situations in this Emergency Preparedness Plan, "Director" refers to Caprice Boren. In 
the Director's absence, the Assistant Director on duty (Hillary Faulkner) assumes the role of 
Director and then designates another staff member to assume the responsibilities of the 
Assistant Director. In all situations in this Emergency Preparedness Plan the Director or 
designated person in charge will notify Child Care Licensing and/or the Health Department 
and/or call 911 as each situation dictates. In all situations in this Emergency Preparedness Plan, 
the Director or designated person in charge may delegate any portion of his/her duties to other 
staff members, volunteers or emergency personnel as he/she deems necessary. 

FIRE 
· Stay calm. Watch the kids, not the situation. 
· Get your sign-in/out sheet and your emergency binder.
·       (Place babies / toddlers the red wagons and push the wagons outdoors while following the designated route. )
· Grab your flashlight. 
· Count your children
· Take Cell phone
· Line up in front of the outside door.  Do not stop to take coats.
· Count your children again
· If all students are present, continue leading students through parking lot into grassy area near the fence.
· Hold up your classroom emergency binder for the Director / Asst. Director to see that you are evacuated with your students.
· Wait for the “all clear signal” and return to the building. 
· It can be helpful to quietly sing songs with the children to help them keep calm. 

TORNADO / BAD WEATHER 
· Stay calm. Watch the kids, not the situation. 
· Get your attendance sheet and your emergency binder.
· Grab your flashlight. 
· Take all of your children to the center hallway. Have the children sit as close together as 
possible and have the children duck and cover. This will be familiar to the children since 
we practice this each time we have a severe weather drill. 
· Infant classroom: Place your babies in two cribs and cover the top with a mattress from 
another crib. Place mattress sideways across top of the crib and huddle next to it. Role 
the cribs to the center hallways. 
· Stay there until advised that the bad weather has passed. 
· It can be helpful to quietly sing songs with the children to help them keep calm. 
· The Director in charge will monitor local weather stations and the weather alert radio 
for updates. 

COMMUNICABLE DISEASE OUTBREAK 
· All staff members will vigilantly follow policies and procedures regarding diaper 
changes, toileting, hand-washing, food preparation, handling, storage and disposal of Hazardous Material and general common sense measures such as keeping surfaces clean, changing bedding, teaching children how to cover coughs and sneezes, etc., to prevent the spread of germs that cause illness in the 
first place. 
· In the event of an outbreak, the Director, or person in charge, will notify the Health 
Department and Child Care Licensing to inform them of the situation and ask for 
instructions and guidelines to follow for specific illness or outbreak. 
· The Director, or person in charge, will inform all staff members of instructions and 
guidelines and require them to follow the same.
· The Director, or person in charge, will also notify all parents about the situation in 
writing within 48-hours as required by the Texas Department of Family and Protective 
Services and Child Care Licensing. 
· All staff is to follow the school's confidentiality policies when speaking of the above 
outbreak. Any violation of the confidentiality policy is grounds for immediate termination. 

LOCK DOWN 
(INCLUDES WEAPON, HOSTAGE INCIDENT, INTRUDER, TRESPASSING, DISTURBANCE) 
· The Director, or person in charge, will announce over bull horn, "Lock Down" or 
other discrete code and will call 911. The director, or designated person, will supervise 
the front desk at all times during the incident, if possible. 
· Upon hearing this, or sooner if you are aware that an intruder has entered the building 
or immediate vicinity, say calmly to the children a discrete phrase, such as "Rabbits in 
the Hole"; the children will know what to do because you practice this every month. 
· Infant classroom: Place babies in two or three cribs with a few quiet toys. Place another empty crib or two in front of your classroom door. This might cause an intruder to change his/her mind about entering your classroom. 
·       Get your attendance sheet and your emergency binder.
· Close all your classroom doors and lock them if possible. 
· Turn off the lights. 
· If you have reason to believe that no one else in the center is aware of the danger, and 
you can safely do so, use the bullhorn to calmly announce the secret code for "Lock 
Down". 
· Whisper and remind the children that "we are to be very quiet." 
· Do a name/face check silently. 
· Keep the children and yourself safe, in place, and away from all interior and exterior 
windows. 
· Watch the children, not the situation! 
· If the intruder enters your classroom, do not argue with him. 
· The Director, or person in charge, will ensure that all building entrances and exits are 
locked and that no unauthorized individuals leave or enter the building. 
· Await further instructions from the Director, or person in charge, or emergency 
personnel. 

ACCIDENT
· Breathe and stay calm. 
· Make sure all children are supervised. If you are alone, tell them to sit down near you. 
· Comfort the child by speaking in a low, quiet voice. 
· Apply first aid as needed. 
· Call the office if you need further assistance and/or the Director, or person in charge to 
call 911. 
· If the child is bleeding profusely, apply pressure to stop the bleeding. (In an extreme 
case, take off the child's shirt and use that.) 
· If injury is to the head or face, report it to the office immediately - even if it is minor. 
· Complete an Accident/Incident Report, have the Director sign it immediately, and have 
the parent sign it when the child is picked up. 
· Turn the Accident/Incident Report in to the Director, or person in charge, before you 
leave on the same day. 
· Keep the Accident/Incident Report confidential while in your presence. 
· In the event of serious illness or injury involving an adult, contact the office and a 
Director, or the designated person in charge, will call 911 and/or the person's 
emergency contact. 

ILLNESS
· Ask the child, "What doesn't feel good?" 
· Contact the front office and have the child's temperature taken. If the fever is over 100 
degrees, the Director, or person in charge, will contact the parent. 
· Depending on the child, the temp will be taken on the head with a head thermometer, 
· In the ear with an ear thermometer
· Or Uder the arm.  If it’s under the arm, 1 degree is added to get proper temp
· If no fever, make the child comfortable and keep an eye on him. 
· If the child complains of pain, ask him to point with one finger where it hurts the most 
and then investigate that spot for injury or discoloration and call the office. 
· Light vomiting or mild diarrhea: If no pain, call the office after the third episode. 

PANDEMIC EMERGENCY RESPONSE
In the event of a large scale or health related emergency the center will implement the Pandemic Section of the Crisis Management Plan under the guidance and direction of the CDC, federal and local governments, and the Texas Department of Health and Human Services Section for Child Care regulation.
	Pandemic is defined as the following:
1. A disease prevalent over a whole country or world
2. An outbreak of a pandemic disease
To ensure the safety of children, families and staff of the center, we will monitor the situation and consider the guidance and suggestions from the authorities of the situation.  Decisions made by the center will consider the safety of children, families and staff.  Decisions may include:
1. Closure of the center
a. Length of closure to be determined by center, CDC, federal and local governments, the Texas Department of Health and Human Section for Child Care Regulation
b. Adjusted hours of service
c. Daily health checks of children and staff
d. Limited entry into the building
e. :Limited access to the property
f. Limitations on what the children may bring into the center, such as
i. Blankets
ii. Stuffed Animals
iii. Pillows
The center will communicate these plans through a variety of methods such as the program’s parent reminder system, mass emails and Facebook.



EXPLOSION, CHEMICAL SPILL OR GAS LEAK 
That occurs INSIDE the facility 
• See procedures for FIRE and OFF-SITE EVACUATION AND RELOCATION 

That occurs OUTISDE the facility 
· Close doors and lock if possible. 
· Turn off air conditioner/heater. 
· Turn off lights, computers, TV, radio, CD player, aquarium pump or anything else that 
may cause a spark. 
· Keep children seated on the floor and calm. Sing quiet songs or read stories. 
· Be prepared to evacuate if told to do so by the Director, or person in charge, or 
emergency personnel. 
· If you detect a strong odor, show the children how to lift up and breathe through their 
shirts. 
· If told to evacuate, consider crawling to avoid strong fumes that are floating higher in 
the air. Ask for clarification, if time. 

BOMB THREAT OR OTHER THREAT 
· Write down everything the person says. 
· Ask where the bomb is. 
· Ask when the bomb (or other threat) will "go off" or "happen". 
· Write that down, too. 
· Notify Director, or person in charge, to call 911 immediately. 

OFF-SITE EVACUATION AND RELOCATION 
· Your primary responsibility is to keep the children safe. 
·       Get your attendance sheet and your emergency binder.
· If time allows, gather children's diaper bags, bottles, baby formula/food, and coats. 
· Children will be evacuated in employee vehicles from oldest to youngest so 
that older children can assist with keeping children seated at the evacuation site. 
Depending on the situation, the city may also send transportation vehicles. 
· The Director is responsible for keeping a charged cell phone with him/her and 
overseeing and directing the evacuation process. She/he is the last person to leave the 
building and will grab the sign in / out sheet at this time.
· The Assistant Director is responsible for taking the emergency binder (of permission 
slips and parent contact information), the first aid kit, emergency medication (i.e. 
insulin, EPI pens, asthma medications), and a charged cell phone and accompany the 
first vehicle to the evacuation site so that he/she can be in charge of the evacuation site. 
· Evacuation and relocation site for Learning Tree Educational Center is 1st United Pentecostal Church 1800 Jacksonville Drive, Henderson TX 75654 
· If we are forced to evacuate the area completely, we will relocate to 1301 Loan Star Street, (Movie Theatre,) Henderson TX 75654


Dismissal and Emergency Pick-Up Process
In the case of an emergency, the authorized pick-up guidelines outlined in the LTEC Parent Handbook still apply. LTEC staff will notify guardians (via the communication lines outlined above) when it is appropriate for dismissal and the Emergency Pick-Up Process to begin.  If the school has evacuated, the school will communicate to parents where to pick-up their child.  The safety of children enrolled at LTEC is our primary concern.  A LTEC staff member will remain with your child until an authorized person is able to pick the child up from the school or the emergency location.  





Typical Skills Children Learn in Child Care
	Activity
	Specific Skills Learned

	Finding toys or learning materials to work with by self or with others
	Cognitive:  Makes decisions about interests and abilities
Self Help:   Finds toys by himself or sets up environment for play
Social/Language:  Learns to share, barter, manage conflict, and ask for help
Emotional:  Learns about acceptance and rejection, expresses needs

	Block Play
	Physical:  Learns to balance blocks and line them up (small motor coordination)
Cognitive:  May count blocks, sees pattern and design, learns to build and plan structure, matches blocks that look alike
Social:  Learns to share and cooperate

	Dramatic Play
	Social:  Plays adult roles, develops self-image and coordinates with others
Language:  Learns to express self in another role
Cognitive:  Decides appropriate dress and appearance for role; uses visual perceptions to assess self, others, and play environment; learns and remembers behaviors to imitate; develops abstract thinking abilities
Self Help:  Dresses self; sets up environment and finds props

	Family Style Dining:  
Setting Table
	Cognitive:  Counts silverware, glasses, and napkins, or places one object by each setting/ follows pattern of place settings.

	Sitting down to eat
	Cognitive:  Measures to pour/ understands directions Social/Language:
Learns appropriate table conversation and manners Physical:  Pour milk, passes dishes (small motor coordination)

	Storytime or Listening to Music
	Cognitive:  Listens and retains information/ follows story line (sequencing) with eyes and / or ears; recognizes words, pictures, instruments, and rhythms

	Fingerplays and songs
	Cognitive/language:  Learns words, gestures, and melody (sequencing, repetition, speech and listening skills)/ follows directions
Physical:  Coordination (small and large motor) for gestures and fingerplays

	Dance
	Cognitive:  Listens to music and rhythms; learns to understand simple movement directions and their relationship to the music
Physical:  Coordinates movements (large motor)

	Climbing and Riding
	Cognitive:  May count the rungs to the top of a climbing structure; plans climb; maps out direction and distance to ride; watches for others in path
Physical:  large motor coordination, balance
Social:  Takes turns, interacts

	Sand / Water Play
	Cognitive:  Measures sand or water; maps out roads in sand (spatial relationships)
Physical:   Pours, dumps, pushes, gather, scoops, packs (small and large motor)
Social:  Shares, interacts, cooperates

	Cleaning Up
	Cognitive:  Sorts toys, follows directions
Physical:  Places object on shelf, replaces lids, opens and shuts door
Social:  Takes turns, learns to handle toys carefully








Is your child meeting their Developmental Schedule?

By 6 months:
Rolls both ways (front to back, back to front), Sits without support, responds to own name, explores toys with hands and mouth.  Looks for partially hidden objects initiates sounds you make, transfers objects from one hand to the other, and makes “happy” and “sad” noises.

By 12 months:
Scoots or crawls, walks with or without support, babbles and says “momma” and  “dada”, responds to simple requests, pokes and points with index finger, uses thumb and index finger to pick up small items, has strong preference for primary caregiver, initiates gestures like a wave or kiss.

By 18 months:
Climbs onto and down from furniture assisted, points to pictures in a book with index finger, stacks items such as blocks, knows three body parts, uses several words including “no” and “mine”, plays with toys by their function (phone, comb, cups), tries to activate a toy (winding, flipping a switch, pushing), does things for attention and looks for a reaction

By 24 months / 2 years:
Kicks a ball and can walk on tiptoes, begins to run, uses simple sentenced of 2 or more words, follows simple directions (“hand me your book), sorts items by color, shape, or size, learning to share and take turns, scribbles and may begin to copy vertical lines and circles, recites repeated phrases from well known books.

By 36 months / 3 years:
Catches a ball against chest,  undresses and  unties shoes, names actions in pictures (running and crying), answer “what and where”  questions, categorizes by group (trucks, animals, food), completes 4 to 5 piece puzzles, when looking at books, can tell difference between words and pictures, starts to make friends

By 4 years:
Steers a tricycle or pedal car around objects, colors within lines and can draw a face, knows opposites (hot/cold, big/little), asks “when and why” questions, uses regular past tense words, correctly counts out 10 items (1 to 1 correspondence), recognizes name in print, Pretends by role playing

By 5 years:
Balances on one foot, skips and jumps forward, buts out shapes with scissors, understands 13,000 words, answers questions about a story, compares amounts using words like “more, less, or some”, plays simple board games, acts out play and stories, understands rules.





















Provider’s guide to Parent’s Rights
Senate Bill 1098 from the 88th Legislative Regular Session added Section 42.04271 to the Human Resources Code and states that a parent or guardian of a child at a child care facility has the right to: 
• Enter and examine the child-care facility during its hours of operation and without advance notice; 
• File a complaint against the child care facility; 
• Review the child care facility’s publicly accessible records; 
• Review the child-care facility’s written records concerning the parent’s or guardian’s child; 
• Receive inspection reports and information about how to access the child care facility’s online compliance history; 
• Have the facility comply with a court order that prevents another parent or guardian from visiting or removing the child; 
• Be given the contact information for the child care facility’s local Child Care Regulation office; 
• Inspect any video recordings of an alleged incident of abuse or neglect involving their child provided that: 
• Video recordings of the alleged incident are available; 
• The parent or guardian does not retain any part of the video depicting a child that is not their own; and 
• The parent or guardian of any other child in the video receives prior notice from the facility; 
• Obtain a copy of the facility’s policies and procedures handbook; 
• Review the facility’s staff training records and any in-house training curriculum; and 
• Exercise these rights without receiving retaliatory action by the facility.                  Required Notifications 
• The child care facility must provide written notice to the parent or guardian of any other child captured in a video before allowing a parent to inspect a recording. 
• The child care facility must provide a parent or guardian with a written copy of the rights no later than the child’s first day at the facility





Parent Acknowledgement

I am the parent of _____________________________________________________________________________
I received a copy of the parent handbook on _________________________________________________________
I received a copy of the Discipline Policy on _______________________________________
I toured the childcare facility, met my child’s teacher and
Received information on the following:
· Overview of the parent handbook
· Policy for arrival and late arrival
· Opportunity for an extended visit in the classroom by both myself and my child for a period of time to allow us both to be comfortable
· Explanation of Texas Rising Star Program
· Encouragement to share elements of my CCS enrollment so my provider may assist, if applicable
· Family support resources and activities in the community
· Child development and developmental milestones
· Discipline Policies
· Expectations of families
· Significance of consistent arrival time, including:
· Before the educational portion of the daily program begins
· Impact of disrupting children’s learning
· Importance of consistent routines in preparing children for the transition to Kindergarten
· Statement about limiting technology use on site to improve communication between staff, children and families
· Statement reflecting the role and influence of families
I acknowledge receipt of the above information


____________________________________________________________________
Parent signature					  	Date


____________________________________________________________________
Director signature					Date


																																									














































Home-Lnch Safety Practices
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