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The Start of Your Learning Adventure!


Enrollment Packet

Welcome
Welcome to the Preschool Express Learning Academy family! We hope this parent handbook will be a guide to help you understand our program, what you can expect from us, and what we will expect from you in meeting your child’s needs. Working together, we know your child’s experiences with us will be what you expect – challenging, exciting, loving and positive. Our center wants to provide a happy and comfortable environment for your child. Our educational program is designed to meet the developmental needs of each individual child in our program. We believe that children need experiences in all areas of development (physical, social/emotional, cognitive, language, and creative experiences) in order to become well-rounded individuals.
Program Philosophy
We believe that an early childhood care and educational program should provide a safe, warm, secure and comfortable environment. We believe that each child should be respected and cared for individually through an attached relationship with knowledgeable, caring, and responsive adult caregiver. We believe that a learning environment that allows children to explore with all their senses through play will help each child grow socially, emotionally, physically, and cognitively. This type of environment will encourage children’s independence, self-control, and allow them to take responsibility for their actions. We also feel this environment will enable children to be problem solvers and develop communication skills, which they will use throughout their lives.
We are a Licensed Childcare Center through the Texas Department of Family and Protective Services. We are required to meet and exceed all state requirements. Parents can view a copy of minimum standards and the center’s most recent licensing inspection report in the lobby area or by visiting the DFPS website at www.dfps.state.tx.us.
UNDER THE TEXAS PENAL CODE, ANDY AREA WITHIN 1000 FEET OF A CHILD CARE CENTER IS CONSIDERED A GANG-FREE ZONE.
Program Goals
Goals for the child:
1. To provide opportunities for being with other children in a setting conducive to development of wholesome social relationships.
2. To provide appropriate play experiences that contribute to the developmental needs of children in the areas of social, emotional, physical, and cognitive development.
3. To provide opportunities for meaningful play that is based on the child’s individual needs, interests, handicaps, and abilities, and that will build important foundations for future learning. 
Goals for parents:
1. To provide opportunities to meet with and work with other parents and teachers who have as their common concern the interests and needs of their child.
2. To provide care for the child while the parents pursue their own work or other interests. 
3. To provide parents opportunities to grow in the understanding of child development.
4. To provide parents with information about available community resources that will support their role as primary caregiver for their children. 
Parent Involvement
Parent involvement is vital to the children’s success in school. Preschool Express Learning Academy strives to involve parents in as many ways as possible. Parents who are involved in their child’s education create a connection between the home and school. Every Preschool Express Learning Academy parent has an obligation to perform 2 hours of service per child to the school each month. Service hours will be checked monthly. Failure to complete volunteer hours will result in a $10 penalty per child each month. 
Parent Volunteering
Parents are encouraged to volunteer in the classroom; other opportunities to get involved include planning events, preparing projects, and participating in school events. Parent volunteering can be as simple as reading a book to kids in the classroom, or as in-depth as helping plan our largest annual fundraiser.
Fees and Tuition
Tuition is due on Friday for the following week and is non-refundable.
Preschool Express DOES NOT currently accept cash payments. Payments can be made via ACH draft, Debit/Credit card (2% fee applies) and through myprocare.com (2% fee applies).
Fees after acceptance into program:
· $75 for 1st child or $100 per family non-refundable registration/enrollment fee (paid once a year at time of enrollment)
· $50 supply fee (includes supplies, and nap cot) paid once a year at the beginning of fall semester)
A $25.00/Day fee will be accessed if tuition is not paid in full by Sunday
Payment schedules for childcare (which are made in advance) must be adhered to! Failure to meet any scheduled payment can result in removal from the program. After 1st check returned, for any reason, cash payments in the form of a money order will be required. NSF check charge is $25.00. THERE WILL BE NO EXCEPTIONS! Should you allow your account to go unpaid 5 days past due, your child can be dismissed from the program and will be placed at the end of our waiting list and will have to complete a new enrollment process including payment of enrollment fees. 
Refund of Payments
Tuition will not be refunded as staff payroll, food and curriculum supplies have been purchased in advance of care. We cannot credit you with absences since your child’s place is reserved for him/her and our expenses continue although he/she is not present. There is no reduction in tuition for holidays or any days your child does not attend.
If a child is enrolled before and/or after school, and school is out due to holidays, weather days, etc., then an additional fee of $15/day will be charged for the child to attend those days. 


Termination of Enrollment by Parent
A MINIMUM 2 WEEKS WRITTEN NOTICE is required for termination of childcare services. Even if your child does not attend during that two week period, payment is still required. Any fees not paid on time with regards to termination of childcare services will also be subject to daily late fees, until full payment is received. If fees are not paid, the unpaid bill will be placed into collections. Any parent desiring to return to Preschool Express, must clear any open balances incurred. 
Termination of Enrollment by Center
Termination of the child’s place/participation in the Preschool Express Learning Academy program normally may occur at the request of the parent. If the Director identifies a problem for which the center/staff cannot make effective resolution, parents’ conferences will be held. If, after parents and staff have worked toward a solution, both parties agree that it is in the best interest of the child to remove him/her from the program, then the child’s enrollment will be terminated. Documentation will be provided on the Parent/Staff Conference Form. 
Preschool Express Learning Academy reserves the right to terminate enrollment for the following reasons/but not limited to the following reasons:
· The center cannot meet the physical, mental, or emotional needs of the child
· The child threatens the safety, health, and/or well-being of others
· A formal parent conference is not attended (one requested by Director)
· Tuition is late
· On the advice of a physician or child psychologist
· Enrollment was under fraudulent circumstances
· Parents ignore center guidelines, and/or cause undue stress to the center staff or operations
· Repeated tardiness in picking up a child at closing time
· Enrollment/immunization records are incomplete and/or not updated
· Parent/Guardian threatens the safety of the children and/or staff
Hours of Operation
Monday – Friday 6:30am to 6:30pm
Morning Arrival – (9:00am Cutoff Time) – Children must be signed in upon arrival
· Be sure to sign your child in/out daily
· Please walk your child to the classroom door
· It is the parent’s responsibility to ensure their child’s diaper is dry upon arrival. If for any reason that the child’s diaper is soiled, then it is the parent’s responsibility to change the child upon departure
· Share any important information with the teacher
Your family’s arrival and your leaving your child in the morning can sometimes be a hectic and a stressful transition for both parent and child. In order to facilitate this drop off each morning, we suggest that you establish a regular routine for saying good-bye that you will do every day. 
For Example: Enter the building, sign the child in, and put the child’s things away in the cubby, share any important information with the teacher; only then can we accept responsibility for your child. Walk your child to the bathroom to wash their hands. Get a hug and a kiss, tell them to go to the window for a good-bye wave, blow them a kiss, flash car lights or whatever; you get the idea!
Sometimes your morning routine may not go as planned and your child may need help from the teacher.  You may have to give your child to a teacher to hold as you depart. Your child may cry when you leave. If you are uncomfortable, you can call the center when you get to your office/class to see how your child is doing. Usually children stop crying and get involved in an activity fairly soon after the parent leaves. 
Pick-Up Time – Children Must Be Signed Out Upon Departure
A child will not be able to leave the center with anyone other than a designated family member or other designated adult. 
Pickup time is a transition that is often overlooked and can be difficult. Children must now make the transition from the center back to mom, dad, or babysitter. They often greet parents with confused emotions: “I am so happy to see you” is expressed along with “I am angry that you left me”, or “Why did you come so early?” These emotions can be manifested in tantrums, refusal to cooperate, indifference to parents, a sudden need to do all the puzzles again, etc. Parents often feel confused and upset by their children’s behavior especially if they expected the child to race into their arms and tell them happily, what fun they had, and how much they missed them. This can be a difficult part of the day and needs to be given thought and planning. You may want to plan a few extra minutes when you pick up your child so that they can show you something that they are proud of, excited about or something they just enjoy doing.
Pickup time can be a very dangerous time of the day with cars pulling into the parking lot. Please talk to your children about being safe when leaving the building. They must remain inside the building until you come in to sign them out. Please hold your children’s hands or keep them near when leaving the building and walking them to your vehicle.

Parent Signature: ___________________________________________________________________

Tardiness and Absences
Please respect our drop off time because promptness and attendance helps your child to develop, grow, and thrive in our structured environment. Preschool Express Learning Academy encourages all parents to bring their child (ren) daily. Absences allow students to miss out on beneficial lessons that are needed to promote academic, social, and physical growth. If your child must be absent, please call us at 281-706-7820 or contact us on Brightwheel. 


Late Pickup Charge
Families picking up children after closing time will be charged $10.00 for any portion of the first fifteen-minute period, then $2.00 per minute per child thereafter. Late charges must be paid in cash at the time of pickup. This late fee is assessed due to the necessity of having two employees in attendance with your child. 
Departure Time/Third Party Release Procedure
All centers must be very careful about releasing children. Children can only be released to those people listed on the consent form. Only staff may release children. If an adult that we do not recognize or someone other than those on the list comes to pick up a child, then we will ask for identification. If parents ask a question concerning their child, then parents are referred to the Director/lead teacher. 
Due to the fact that not everyone can verbally let us know if they do not know the person picking them up, we require you to provide a copy of each person’s driver’s license that will be picking your child up that you have listed on your third party release list. 
Only those persons listed on the Emergency Information Sheet as “Persons Authorized to Pick up Child at Any Time” can pick a child up from the center. If anyone other than those authorized on the Emergency Information Sheet is to pick up a child, then written permission must be given to the center by the registering parent/guardian. 
In case of an emergency, persons listed in the “To Be Called In An Emergency List” can pick up a child if the center cannot reach the parent/guardian and the center calls these persons to pick up a child. In a non-emergency situation, persons on the “To Be Called In An Emergency List” cannot pick up a child without written permission from the parent/guardian. 
Every child enrolled in the center must have an “Emergency Information Sheet” on file. The family is responsible to inform the center of any changes on this form. 

Parent Signature: _____________________________________________________________________

Clothing Guidelines:
All scholars 18 months and up are required to wear school polo uniforms. Uniform forms are given within the application packet and provide a visual. The shirts are purchased through another party and the polo uniform shirt will be worn with khaki pants. An example of the acceptable uniform is posted in the hallway. On Fridays, students are permitted to express themselves with free dress. Uniforms should be neat and pressed to represent the highest level of decorum. Outfit and shoe choices should provide scholars an opportunity to learn and play comfortably.
Monday – Thursday: School Uniform
Friday: Free Dress

Parent Signature: ________________________________________________________________

Physical Activity
Weather permitting, all children, will spend 30 minutes twice per day in daily outdoor play. It is necessary that children have freedom of movement, so it is requested that children are dressed accordingly. Shoes and socks are required. As we encourage children to explore, there may be times when he/she may become messy or rumpled. For this reason, we request that parents send one complete change of clothing to remain at the center. Parents are to be sure to label all articles of belongings.
Children will be outside unless the temperature is below 38 degrees, weather conditions permitting. Accommodations cannot be made for children to remain indoors if they are feeling “under the weather”. A child too sick to be outside is probably too sick to be around other children and needs to stay home. 
“Free play centers” will be offered in the event that the weather does not allow outside play. 

Parent Signature: ____________________________________________________________________

Discipline and Guidance
We believe that the discipline of a child is achieved through patience, consistency, and positive reinforcement. We also try and teach the children in our care manners, kindness and to be respectful to others. One of the ways in which we do this is by the example we as providers set. We understand our actions and reactions speak much louder than our words. The children are explained the rules of the daycare frequently, so they know what’s expected of them. Once a child is old enough to understand the rules and disobeys them by, exhibiting inappropriate behavior (hitting, aggression, etc.) hurts others, or property, the following developmentally appropriate guidance techniques will be used. These techniques are as follows:
· Positive Reinforcement: The child will be encouraged when he or she is demonstrating acceptable behavior.
· Redirection: The child is redirected to another activity and given an opportunity to try again at another time.
· Time-Out/Reflection: The child is separated from the group for an age appropriate amount of time (one minute per one year of age). This technique is only used when a child repeatedly will not follow our directions or listen to our words, is exhibiting temper tantrum type behavior, or hurting one’s self, others or equipment. When the child shows that he or she is ready to demonstrate acceptable behavior, then they are encouraged to join the rest of the group to try again. 
· Corporal Punishment: The use of physical force as a discipline measure is prohibited. This includes spanking, slapping, pinching, shaking, biting, pulling hair or arms, jerking, etc. A discipline policy is provided to parents. 


Screen Time
The infant room, which is under two, is not allowed for any screen time. The toddler and preschool room screen time is limited to one hour a day. Technology is used during learning centers, STEM curriculum, and dismissal time. We believe in hands on learning and being engaged with our students. 
Custody Policy
In the event of a change in custodial arrangements for a child, both parents are asked to notify the Director in writing of the specific changes. Preschool Express Learning Academy is legally obligated to release a child to either parent unless a court decree is on file at the center. 
Center Closings/Holidays
Preschool Express Learning Academy will be closed on the following holidays:
· New Year’s Day
· Spring Break (Friday)
· Good Friday
· Memorial Day
· Independence Day (July 4th)
· Labor Day
· Thanksgiving Break
· Christmas Break
* PELA will have 2 staff development days per year – these are usually held in August* 
Dates are announced on the yearly calendar.
We will typically have early dismissals the day prior to a holiday. We will provide at least a two week notice on any closings. If a holiday falls on a weekend, we will be closed the day before or the day after, depending on the day the holiday falls on. We may also be closed due to severe weather conditions, emergencies such as power outages or if the school districts must be closed. In case of emergency, you will be contacted as soon as possible. There will be no tuition discounts for situations such as these. 
Vacations
In the event that a child takes vacation FULL tuition is still due at the normal time.

Parent Signature: _____________________________________________________________________




Inclement Weather
Preschool Express Learning Academy follows Humble ISD’s School Closings due to bad weather. Parents will be informed of any school closures via PELA’s Facebook page and Brightwheel. 
Communication
The building of a relationship between parents and teachers is the foundation of the child’s positive experiences at the center. We encourage you to talk openly with teachers in order to establish this relationship. Continuity between home and the Preschool Express Learning Academy is essential to providing a meaningful experience for your child. Changes at home often lead to changes in behavior at the center. We can care for and work better with your child if we are aware of the changes at home. Please notify the Director/lead teacher of any changes in address, phone numbers at home and at work, caregivers, or emergency numbers is of the utmost importance. 
Brightwheel Communication App
Brightwheel is a critical part of the enrollment process  as it allows us to communicate effectively and efficiently to all parents. We use Brightwheel to complete the following tasks:
· Emergency Contact Information: All parents have access to update contact information at all times without any assistance.
· Increase Security: A picture of all emergency contacts for easier face recognition.
· Check-In Code: Brightwheel provides a code for check in and check out
· Supervision Check: Administrators are able to cross-check the number of children in the building at all time to ensure safety.
· Outdoor Policy: Children are checked in and out to the outdoor playground using a face to name policy. The teacher will call the child’s name and look up at them before checking them in. This will help to ensure that all children are safely moving from in and out of the building. 
· Photos/Videos: Photos and videos are uploaded during the day to provide parents with the daily activities. 
· Daily Reports: Scholars who are under 2 years old receive a daily report to show feedings, naps, and diaper changes. 
· Communication: “E-Blasts” are sent out regarding announcements, menus, emergencies and policy changes. 
· Please be mindful that personal matters are to be emailed and not sent via Brightwheel.
Parents are notified by newsletters, Brightwheel, and posted letters of any changes made to the operational policies or any upcoming activities. 



Children’s Record
According to the Texas Department of Family and Protective Services, a record for each child must be kept on file at the center containing, but not limited to the following information:
· General information including child’s medical history
· Updated immunization record
· Authorization to release of child to third party
· Authorization for emergency medical treatment
· Authorization for off-site activities
· Authorization for medical administration, if applicable (This is not applicable – we do not administer medication at Preschool Express Learning Academy)
· Authorization for water activities
· Authorization for transportation
· Infant/Toddler bottle feeding authorization, if applicable
· Special diet/current feeding schedule, if applicable

Parent Signature: __________________________________________________________________
Confidentiality and Security of Records
The Director will supervise the maintenance and have custody of all records for staff and children. Records may be released only to custodial parents. All records are the property of the center and will be in a locked cabinet to secure them against loss, tampering or unauthorized use. 
The center shall maintain the confidentiality of all children’s records. Employees of the center shall not disclose or knowingly permit the disclosure of any information concerning the child or his/her family; directly, or indirectly, to any unauthorized person. 
The center shall obtain written informed consent from the parent prior to releasing any information or photography from which the child might be identified, except for authorized agencies. 

Parent Signature: ____________________________________________________________________

Non-Discrimination Policy Children
Preschool Express Learning Academy does not discriminate against children based on race, color, creed, sex, national origin, handicapping condition, ancestry, or children being breastfed. 
Abuse and Neglect Policy
Parents Addressing Comments & Concerns, Parents Access to Licensing Report & Minimum Standards, Licensing Office, Texas Abuse and Neglect Hotline, DFPS website The State of Texas has rules and regulations that all daycare centers are lawfully required to follow so that the daycare can maintain their daycare licenses. These laws are referred to as “the minimum standards”. We keep a copy located in the front of the office for anybody to review. Please feel free to ask for the minimum standards and they will make them available to you. Every daycare is inspected by a state representative annually with no notice. After each inspection, there is a report generated. We keep our annual reports located in the front office, which is also available for you to review. The following are phone numbers and a website if you, for any reason, need to find more information or speak to a representative from the state licensing office. Included is also the number to the abuse hotline for any of your concerns. 
Local Office Phone Number: (713) 940-5200
Website: www.dfps.state.tx.us

Parents are welcome to address any situation with the admin at any time. We are here to protect your children, and that is our primary concern. You may call the center at any time or email us at preschoolexressla@gmail.com
If staff members suspect abuse, neglect, or any child at our center, they must immediately notify local child protection and the center director. The director will call and report this action to the Texas Department of Family and Protective Services. As mandated reporters, all center staff shall report any suspected abuse and neglect of a child. 
Incident Reports
An incident log is filled out each time a child is involved in an accident/incident. Any accident/incident is immediately reported to the Director or the on-duty designee. This will assure that appropriate child intervention and family notification is initiated. 
Parents or designated person shall be notified immediately in the following situations per the Texas Department of Family and Protective Services:
· Blood not contained in adhesive strip
· Head injury
· Human bite which breaks the skin
· An impaled object
· Broken or dislodged teeth; or
· Any injury requiring professional medical attention
· Allergic Reaction
· Skin changes e.g. rash, spots, swelling, etc.
· Unusual breathing
· Dehydration
· Any temperature reading over 101°F
· Any illness requiring professional medical attention
A minimum of one staff member in each room (usually two) trained in pediatric CPR and first aid is on the premises at all times in accordance with the Department of Family and Protective Services.


Illness
A child who manifests symptoms of illness will be separated from the group and taken to the Director’s office. An adult will remain with this child until a parent comes to take the child home. The cot used for this child will be cleaned and sanitized after use (using the bleach solution). If your child is sick, please call and let us know they will be out. 
Policy on the Management of Communicable Disease
If a child exhibits any of the following symptoms, the child should not attend daycare. If such symptoms occur at the daycare center, the child will be removed from the group, and parents will be called to take the child home. Parents must pick up their child within one hour time frame. If your child cannot be picked up during that time, you MUST arrange pickup immediately. WE WILL REPORT THE CHILD TO LAW INFORCEMENT IF THE CHILD HAS NOT BEEN PICKED UP.
· Severe pain and discomfort
· Acute diarrhea (3+ more diaper changes for infants)
· Stiff neck
· Lethargy
· Episodes of acute vomiting (3 incidents)
· Elevated oral temperature of 101.5°F
· Infected, untreated skin patches
· Difficult or rapid breathing
· Skin lesions that are weeping or bleeding
· Skin rashes in conjunction with fever or behavior changes
· Severe coughing
· Yellow eyes or jaundice skin
· Red eyes with discharge
· Mouth sores with drooling
Once the child is symptom-free, or has a health care provider’s note stating that the child no longer poses a serious health risk to himself/herself or others, the child may return to the center. 

Parent Signature: ________________________________________________________






Table of Excludable Communicable Diseases
A child who contracts any of the following diseases may not return to the center without a health care provider’s note stating that the child presents no risk to himself/herself or others:
Respiratory Illness		Gastrointestinal Illness			Contact Illness

Chicken Pox**			Campylobacter*			Impetigo
German measles**		Escherichia Coli*			Lice
Homophiles			Giardia Lamblia*			Scabies
Influenza*			Salmonella*				Shingles
Measles*			Shigella*
Meningococcus*		Hepatitis A*
Strep Throat
Tuberculosis*
Whooping Cough*

*	Report diseases that must be reported to the health department by the center
**	Note: If a child has any of the above diseases, a health care provider’s note is required for readmitting the child to the center. If a child is exposed to any excludable disease at the center, parents will be notified in writing. 

Parent Signature: ________________________________________________________________

Medication
When a child needs medication, it is required by law that it be administered in the proper dosage and at a specific time. If your child needs medication during the day, please complete the medication release form and hand the medication to a member of the admin team. All medication must be properly marked with the child’s name, proper dosage and the time to be administered. We only give medications that are prescribed by a doctor. No over the counter medications will be given. All medication must be current and provided in the original container. Parents must fill out a daily written request form for medication to be administered. We cannot dispense medication without a required signed permission slip. THERE ARE NO EXCEPTIONS!
Medicine must be placed in a Ziploc bag that the following information:
· The child’s full name
· Date Received
· Which admin member received the medication?



Immunization Records & Updated Physicals
Parents are responsible for keeping immunizations current. Please submit an updated shot record each time your child receives an immunization. At this time, Harris County does not require a TB test for children. Preschool Express Learning Academy requires all staff to be current with all required immunizations. Full registration will NOT be permitted by the center, unless up-to-date immunization records and physicals are provided. Physicals are required to be updated on a YEARLY basis. Center staff will send out a reminder to the parents as the expiration date on the physicals are nearing. Parents will have 30 days to update their child’s physical. If you do not get the physical updated within the timeframe given, then childcare services will NOT be provided for your child. 
Health Requirements
Texas Licensing requirements state that all immunization records must be current at all times. Immunization records and statement of health must be provided at the times of enrollment, and updated records must be provided regularly. A record of vision and hearing screening test must be provided for preschoolers who are four years old on Sept. 1st. 
Rest Time
During rest time, the staff will:
· Each child is assigned a cot or crib
· Teachers rest infants on demand
· To reduce the risk of Sudden Infant Death Syndrome (SIDS), always place infants on their backs to sleep. Infants can only be placed on their stomachs, placed on a boppy or incline of foam, or swaddled to sleep if written permission is obtained from the child’s physician and parent.
· Cribs and cots are spaced at least 18-36 inches apart when in use with head/toe arrangement so that no two children’s heads are adjacent. 
· Teachers sit with children who are resting and/or sleeping on their cots. Teachers pat backs and play soft music to help children relax. 
· Staff ratio is maintained at naptime. 
· Record time child rested on the Daily Activity Report.
· Diapers are checked before and after naps
· See that parents will take blankets home every Friday to wash and return on Monday.
· During rest-time, teachers will maintain visual contact with all areas of the classroom. 
Food Policy
Children are not allowed to bring food into the center except under the following circumstances:
· Bottled formula/breast milk shall have labeled bottles and labeled caps/covers with the child’s name or initials and refrigerated upon arrival. 
· Baby food shall be in the original unopened container and labeled with the child’s name or initials.
· When a child requires a special diet, a written statement from a medical authority shall be on file.
· Children with food allergies/intolerances shall have a written statement signed by the parent indicating the specific food allergy/intolerance.
· When a child requires a modified diet for religious reasons, a written statement to that effect from the child’s parent shall be on file. 
· Refreshments for special occasions such as birthday parties and holidays, with prior approval from the director may be served. 
Bottles and Breast Feeding
Staff will:
1. Feed infants on demand unless the parent provides written instructions otherwise.
2. Follow current feeding instructions provided to the center by the parent. These instructions, from the parent or physician, shall be kept on file and followed. 
3. Infants shall either be held or be fed sitting up for bottle-feeding.  Infants unable to sit shall always be held for bottle-feeding. We do not prop bottles or allow children to carry bottles around with them. 
4. We do not place an infant/toddler who can hold a bottle in a crib with the bottle. 
5. Warm bottles for feeding with a bottle warmer or under warm running water. The staff will check the temperature of milk on their wrist. 
6. Bottles of breast milk and formula that are left at the center overnight are dated. 
7. All bottles shall have caps and shall be labeled with the child’s name and date and used only for the intended child. All pacifiers should be labeled also. 
8. See that all filled bottles of breast milk or iron fortified formula shall be refrigerated until immediately before feeding. Any contents remaining after a feeding shall be discarded. 
9. [bookmark: _GoBack]Keep expressed breast milk can be kept in the refrigerator for 48 hours and in the freezer for two weeks. Frozen breast milk shall be thawed under running cold water or in the refrigerator.
10. Mothers will be accommodated with a breast feeding area if requested. 

Parent Signature:  _______________________________________________________________

Challenging Behavior 
We will make every effort to work with the parent or guardian to ensure a cooperative approach for children having difficulties with behavior. We are here to serve and protect all of our children! A parent may be called at work or home at anytime the child exhibits uncontrollable behavior that cannot be modified by the center's staff. The parent may be asked to take the child home immediately. The following steps may be taken regarding children who display chronic disruptive behavior, upsetting to the emotional or physical well being of another child or an adult. 
The Licensed Director will implement consequences based on each unique situation. Multiple referrals to the office may result in the child being sent home for the remainder of the day, being asked to stay home for a period of time, shortening of a child's school day, moving a child to another class, or removal from the program.


Biting Policy and Procedure
If a bite occurs, remove the child who was the biter. Wash the bite wound with soap and water and cover with a bandage if necessary. When you are finished administering first aid, check the child’s immunization records to see if the child that bit or was bitten has an up to date tetanus shot. Neither AIDS nor hepatitis A testing of the biter or bite victim is recommended. Ordinary mouth germs can cause local bacterial infection from bites, but viral infections rarely result. The incident will be documented and parents of both children will be notified (immediate notification if skin is broken). 

Parent Signature: _______________________________________________________________

Water Activities Policy
Water activities are defined as a water-related activity in which children, under adult supervision, are in, on, near, or immersed in a body of water such as swimming pools, wading pools, water parks, lakes, rivers, or beaches, etc. Wading pools with a depth of less than two feet shall not require staff to have Community Water Safety training. Preschool Express Learning Academy does not participate in the listed activities listed above without parent permission. 
Water activities used at Preschool Express Learning Academy includes the use of water tables, sprinkler, and water spraying devices. 
Off-Site Activities Policy
Occasionally, we will take official field trips approved by parents. Each family will be notified about the trip, the price (if any), and how the child will be transported. Each child will be required to have a signed permission slip. 
Offsite activities will include at least one staff member in attendance and accessible to children at all times who has documented current certification in infant/child/adult CPR and pediatric first aid. In addition to the adult/child ration regularly employed by the center, an additional adult shall be added for off-site activities. 
Children shall be under the direct supervision of staff at all times during the off-site activity. 
Transportation
Preschool Express Learning Academy services schools in the local area.
Emergency Procedures
Fire Drills: Fire drills will be held monthly at varying times of the day and must be fulfilled to the highest degree of seriousness by everyone. 
Procedures:
1. The fire alarm signal will alarm (fire move to the door).
2. The first person to reach any door should keep the door open until all people have cleared the room. Children’s hands MUST be held at all times. 
3. Walk rapidly BUT do not push or run or scream.
4. Move as quickly with the children you have to the arranged meeting place. The designated area for Preschool Express Learning Academy to meet is at the CATERING COMPANY (WEST OF PRESCHOOL EXPRESS LEARNING ACADEMY)
5. EVERYONE will be required to leave the building during the fire drill.
The person in charge during the fire drill will do the following:
1. Time the drill (time of first signal until everyone is out of the building).
2. Make sure all exits are clear enough for everyone to exit.
3. Make sure that roll book is carried out of building.
4. Fill out “Fire Drill” form when the drill is completed.
5. If necessary, call the fire department at 9-911.
Tornado Drills: Tornado drills will be practiced monthly at various times of the day. No alarm will sound in the school. The command “TAKE COVER” will be issued verbally. As soon as the command is sounded, you must take immediate action. These actions may save your life and the children’s life. 
Procedures:
1. Children and staff are to move to the hall in an orderly fashion. 
2. Children with all adults will sit down on knees and cover their heads.
3. EVERYONE will stay down and heads covered until the “all clear” is given. 
4. The head teacher or student teacher is to hold the roll book while in the covered position.
5. REMINDER: Stay away from windows, outside walls, and all doors. 

Parent Signature: ______________________________________________________________

Permission to Photograph/Video/Audio Tape
At various times throughout the day, week, or year, we will be taking photographs, videos, or audio tapes for the following purposes:
· To display on bulletin boards, use in activities, label items at the CDC.
· To illustrate a child or children participating with caregiver in a particular activity or the Child Development Center at meetings, trainings, or conferences.
· To use for public relations and student recruitment.
· To use for individual assessments and documentation of child’s growth and development.
· To use in PELA Child Development Center weekly newsletters or on the PELA website. 
We require permission from the parent and/or guardian to photograph, video, or audio tape for the above stated purposes. 

Parent Signature: ______________________________________________________________

Nutrition Guidelines
Preschool Express Learning Academy aims to provide children with nutritious snacks and meals, while establishing good eating habits that nurture healthy development and promote life-long well-beings. The staff and families shall work together to exchange information regarding family eating patterns, introduction of new foods, food intolerances and preferences, special dietary requirements for each child, and the feeding requirements of infants, toddlers, and children with special needs. 
Nutritious morning and afternoon snacks and a daily hot lunch are provided for each child. Meal patterns, food components, and serving sizes shall be in accordance with the guidelines as set forth by the United States Department of Agriculture.
· Liquids and food hotter than 110F are kept out of reach. 
· All staff are educated on food allergies and they take precautions to ensure children are protected.
· On days that providers serve meals, prepared food that is brought into the program to be shared among children is commercially prepared or prepared in a kitchen that is inspected by local health officials. 
· Healthy snacks (as listed by the Texas Department of Agriculture) are available for school aged children
Food will never be used as punishment or reward. Each child shall be encouraged, but not forced to eat or taste his or her food. Sufficient time shall be allowed for each child to eat. As developmentally appropriate, opportunities will be provided for the involvement of children in food-related activities. 

Parent Signature: ________________________________________________________________

Food From Home
The federal Child and Adult Care food program (CACFP) DOES NOT allow any food products to be brought into the center at any time. Exceptions are granted for special occasions such as birthdays and holidays, with prior approval from the director. When foods are brought to the facility from home or elsewhere, these foods shall to the extent, be limited to whole fruits (like apples, oranges, pears, etc.) and commercially packaged foods. 

Parent Signature: ________________________________________________________________

Food Allergies
We ensure that all staff is aware and educated on food allergies to take necessary precautions to protect the children. These precautions are the following:
· Food allergies are posted in each classroom to ensure each teacher is aware of all allergies.
· The monthly menu includes a provision for allergies to notify the teacher and cook of the special meal.
· Emergency food plans are posted in the kitchen with parent and doctor’s signature.
· Meals are LABELED with a red pen to signify special meal plates.
· Students with food allergies will be seated with the teacher and receive their plate first to ensure there is no mix up.
Please Note: All children must receive their plate before the children start eating. 






Open Door Policy
Families are appreciated and have an open invitation to visit the center at any time. We encourage parents to drop by just to say “Hello” during their break, or join their children for lunch. Keeping an open line of communication between the center and families ensures that the best interests of the children are served, both at home and at the center. 
If there are any questions or concerns regarding our policies and procedures, please contact our office. 

Parent Signature: ________________________________________________________________

Handbook Policy and Procedures
Policies are reviewed annually and updated as needed.

Parent Agreement 
Acknowledgement of Receipt
I acknowledge that I have received and agree to the Preschool Express Learning Academy’s Policies and Procedures Handbook in its entirety. I also understand that I am responsible for following the rules and regulations listed in this handbook to ensure continued childcare services with Preschool Express Learning Academy.

Parent’s Name: _________________________________________________________
Signature: _____________________________________________________________
Child’s Name: __________________________________________________________
Date: _________________________________________________________________
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