[image: image1.emf]


Center Operations & Policies
Welcome to Kristi-Lin’s Academy Learning Express
Choosing a child care facility that will meet your families needs will be an important decision you will have to make. Kristi-Lin’s Academy Learning Express recommends that you and your child tour our facility. The school policies, requirements, and fees will be explained to you at the time of visit. Use the parents’ guide to day care as a check list, which is available in our office or may be downloaded on the licensing website: www.dfps.state.tx.us.
Our Philosophy
We believe that the integration of the intellectual, the physical, and creativeness of the individual child is the key to a complete learning experience.

We want to assure you that our standards are of high quality as we have Child Development & Early Childhood degreed staff and our classrooms are developmentally appropriate. Therefore TC \l3 " if you choose Kristi-Lin’s Academy Learning Express, it is imperative that you follow policy and guidelines to help us maintain the facility at high quality at all times.
Eligibility for Care/Services: In order to be eligible for enrollment; Kristi-Lin’s Academy Learning Express requires that a parent/legal guardian receive a tour the facility and a verbal consultation of our policies.

CENTER OPERATION: Kristi-Lin’s Academy Learning Express, We are open at 7:00 a.m. and close promptly at 7:00 p.m.-Monday thru Friday (year around). Our part-time care is only for ages 2 years and up and ends at 12:30 noon. Full time care is past 12:30 noon for up to 9 hours per day.

RELIGIOUS POLICIES & PRACTICES: You may notice Catholic items in or around our place of business.  Our program is not affiliated with any church or religious denomination, and does not teach religion; however, we feel that the spiritual development for the child is as important as every other aspect of their growth. 
We say a prayer of thanks during our morning announcements, before meals, and snack times. 
(Prayer) Thank you, Lord for this day. 

Thank you for allowing us to be here. 

Please bless every one of these students; make them understand that learning is all about sharing and having fun. Please bless all the children in the world in your name we pray. Amen. 

Our students also recite/practice the Preamble to the U.S. Constitution, Pledge of Allegiance to the U.S, and The U.S. National Anthem.
Traditional religious holidays are celebrated or explained in their historical and cultural context. Other holidays might be observed depending upon the background of individual students or our current cultural theme.

If you object to having your child participate in any of these activities or in the celebration of birthdays, please inform our office personnel, that your child may be absent during that time.  We try to keep parents informed when we have activities planned that might come in conflict with specific personal beliefs.

CENTER HOLIDAYS:  The center is closed for 12 days. (3 days) for Staff In-Service scheduled for the first week of August, Thanksgiving, Christmas Eve & Day, New Years Eve & Day, Good Friday, Easter Monday, and Spring Break(Friday only). There is no credit given for vacations, scheduled school holidays, child illness, or for closings due to emergency situations, inclement weather or acts of God.  
CHILD TO STAFF RATIOS: KLA abides by the (states’ child care licensing requirements) for child-staff ratios. Upon low enrollment in a given classroom; at times children may be combined in another classroom.
ENROLLMENT:  Enrollment may be done at any time throughout the year, providing availability.  Enrollment is accepted on a first come / first serve basis.  Enrollment slots will not be held.  All children must meet admission requirements prior to attending the center. 
WITHDRAWALS: The parent will give a two week notice when a child is to be withdrawn. If written notice is not received, the two week tuition will be due and payable at the time of withdrawal.  
CELL PHONE USE: Is highly discouraged when walking a child to his or her classroom, visiting our facility and playground where children are working and playing. 

ADMISSION REQUREMENTS All children must be up-to-date with their immunizations. Children ages 18 months and older must have a Tuberculosis (TB) examination.  Also, all children ages 4 and older must have a vision and hearing screening.  Every child must submit a complete health requirement/physical form to be signed by their Physician. 
AGENCY’S RIGHT TO REFUSE ADMISSION: Kristi-Lin’s Academy reserves the right to refuse admission to any child at any time with or without cause. 

Kristi-Lin’s Academy strives to maintain ample list of substitutes in anticipation of staff absence, however, there are times when substitutes are not available, and classrooms need to be closed to maintain compliance with licensing regulations. Refusal will be based on a “first come first served” basis when seeking to maintain appropriate staff to child ratios and/or when closing classrooms. 

Possible reasons for the refusal of admission include but are not limited to:

1. Lack of staff to maintain appropriate Staff to Child Ratios as determined by State Licensing Regulations.

2. The need to maintain compliance with licensing regulations.

3. Staff deems the child too ill to attend.

4. Domestic Situations that present a safety risk to the child, staff or other children enrolled at Kristi-Lin’s Academy if the child were to be present at the center.

5. Parents’ failure to maintain accurate, up to date records.

6. Parents’ failure to complete and return required documentation in a timely fashion.

BULLYING, HARASSMENT, OR INTIMIDATION POLICY:

There is an evolving recognition that bullying is a very toxic form of abuse among peers. Staff and students who are bullied and those who bully others are at significant risk of experiencing a range of health, safety, and educational risks. Bullying can be physical (hitting, pushing, shoving), verbal (being teased, threatened, coerced, made fun of, called derogatory names) or relational (spreading rumors, being left out or ostracized).

I. Prohibition of Bullying


Our center prohibits bullying, harassment, or intimidation of any person on the center property or at center-sponsored functions or through the use of electronic technology. We prohibit reprisal or retaliation against individuals who report acts of bullying, harassment, or intimidation or who are victims, witnesses, bystanders, or others with reliable information about an act of bullying, harassment, or intimidation.

II. Definition of Bullying, Harassment, or Intimidation

As used in this policy, “bullying, harassment, or intimidation” means intentional conduct, including verbal, physical, or written conduct or an intentional electronic communication that creates a hostile educational environment by substantially interfering with a child’s educational benefits, opportunities, or performance, or with a child’s physical or psychological well-being and is:

• Motivated by an actual or a perceived personal characteristic including race, national origin, marital status, sex, sexual orientation, gender identity, religion, ancestry, physical attributes, socioeconomic status, familial status, or physical or mental ability or disability; threatening, or seriously intimidating someone. Including: (students, employees, parents, office staff) 

MEALS:  We are regulated by the CACFP (USDA) program and their guidelines must be followed.  Each child must turn in a completed Child Nutrition Program Application.  The center will provide breakfast, hot lunch and a mid afternoon snack during scheduled hours only for those children ages 0-12 years. Weekly menus are posted on the Parent’s Corner in every classroom.  Children are not allowed to bring any food from home.  If special instructions are required concerning your child’s diet, notices must be from your local Physician. Mothers are welcomed to breast feed their infant at any time.   Building for the Future

This childcare facility receives cash assistance to serve healthy meals to your children.  Good nutrition today means a stronger tomorrow; meals served here must meet nutrition requirements by USDA’s Child and  TC \l5 "Adult Care Food Program.
For questions or concerns you may contact your center office or call: USDA at 1-800-424-9121 or Special Nutrition Programs at 1-800-982-3261.People who are eligible to participate in the program must not be discriminated against because of race color, national origin, sex, age, disability, or political belief.  Anyone who believes that they have been discriminated against should write immediately to: Director, Civil Rights Division, MC W-206, Texas Department of Human Services, P.O. Box 149030, Austin, TX. 78714-9030 or the Secretary of Agriculture, Washington, D.C. 20250.  NOTE: Discrimination complaints based on religion or political beliefs must be referred only to the Director, Civil Rights Division, and Texas Department of Human Services. 

BREASTFEEDING: Mothers are welcome to breastfeed your infant in your infants classroom or our family room, sofas and rocking chairs are available for your comfort. 
MEAL TIMES: Breakfast (8:00-8:30) Lunch (11:30-12:30) P.M. Snack (2:30-3:30) Snack (5:30) 
MANNERS: Are taught + practiced during this time. We believe that meals are a time for, social observation; loud talk + laughter (with food in the mouth) may result in chocking - we encourage quiet interaction during meals and do not encourage sharing of food due to potential cross-contamination. 

PRAYER: Dear Lord we thank you for this food we’re about to receive. Amen

Gracias senor por el pan de cada dia. Amen

Thank you, Jesus, for this food.
REST PERIOD/ NAP TIME: Is after their noon meal, & may not exceed 3 hours. All children 18 months of age & older are expected to respect the "resting period”. Sleeping is not required, but children will be required to lie quietly or participate in a quiet activity until nap time is over. Some classrooms are equipped with napping cots, if the child damages the napping cot; parents are responsible to replace it (COST- $47.00). For the classrooms that aren’t equipped with napping cots; Parents are responsible for providing a nap mat (Color: red/blue) for their child (if it is damaged, the nap mat must be replaced or purchased from us (COST- $28.00). 
INFANT ATTIRE:  Attire: Infants cannot wear “sleepers” or “onesies” that trap their feet. Infants must have at least 2-3 changes of clothing in the classroom; just in case their clothing becomes stained. All infants that are not ready for shoes must wear socks. Infants that are ready to for shoes must wear shoes that fit appropriately to avoid accidents.
INFANT BIBS: Parents are responsible for supplying disposable or cloth bibs for infants that are teething and drooling. Parents are also responsible for labeling all items.

INFANT FEEDING: Kristi-Lins Academy will follow the food program feeding instructions. 

KLA provides:

· Members Mark Brand Formula

· All infant stages of Gerber

· Gerber snacks

· Table food (cut in small pieces)
· Parents must provide baby water, and their formula of choice. Members Mark Brand Formula can be provided and is available as an option

· All bottles will be served at room temperature.

· Parents are responsible to label and sanitize bottles daily. 

· Parents must supply the office with a doctors’ note (recommendation) when food stages change. All parents are required to update and turn in a copy of the infants’ feeding instructions every 30 days or when a change occurs. 

INFANT REST PERIODS: Infants that aren’t walking must sleep in a crib. For infants/toddlers that rest in cribs; they will only stay in the crib while they sleep, and will be taken out of the crib as soon as they wake up.
Parents must provide: 

· Two crib sheets and be taken home weekly to be washed.

· Infants under 1 year of age are not allowed to have blankets and must sleep on their back. 

· Parents must provide a nap mat and two receiving blankets (for children that are walking).

INFANT/TODDLER DIAPERING: Parents must provide sufficient diapers and wipes for the week/month. If a parent fails to provide enough diapers/wipes, parents will be charged $1.00 per wipe and $1.00 per diaper that is provided.

CHILDREN WITH SEVERE ALLERGIES: For the safety of your child, parents are required to provide a signed copy of the “Authorization For Emergency Care for Children with Severe Allergies” form, detailing any allergies, food, animals, insect bites or otherwise, from which their child suffers, at the time of enrollment or when the allergy is discovered.  This form must be completely filled out by the child’s physician and parent(s) or legal guardian(s), and must be updated every six months, or more frequently, as needed.  In addition to this form, parents must provide a copy of any additional physician’s orders and procedural guidelines relating to the prevention and treatment of the child’s allergy.  This form can be obtained by request from the office.  

Parents must also execute a “Release and Waiver of Liability for Administering Emergency Treatment to Children with Severe Allergies” form.  This form releases Kristi-Lin’s Academy Learning Express from liability for administering treatment to children with severe allergies and taking other necessary actions set forth in the “Authorization for Emergency Care for Children with Severe Allergies” form, provided Kristi-Lin’s Academy Learning Express exercises reasonable care in taking such actions. Any medication required to treat an allergic reaction must be provided in accordance with the Medication Policy detailed herein.

PEANUT FREE CENTER: Due to the extreme nature of allergic reactions to Peanuts and products containing peanuts in some children, Kristi-Lin’s Academy Learning Express prohibits peanuts and/or foods containing peanut products on Kristi-Lin’s Academy Learning Express property, and/or Kristi-Lin’s Academy Learning Express at sponsored events.  These peanut allergies can be so severe that exposure to peanuts can result in an anaphylactic reaction.  An allergic child can have a reaction from simply smelling peanuts on someone’s breath, or touching peanut oil residue left on a counter top, not only from consuming peanuts or peanut products.  

A list of acceptable food items that are peanut and peanut product free can be obtained by request from the office.  However, this is only a partial listing of foods.  There are many acceptable food items that are peanut, and peanut product free in stores.  The important thing to remember is to read the label of every food item you send to school with your child.  Many foods which we do not think of as containing peanuts, or peanut products have in fact been made in the same factories as peanut containing foods and are therefore considered to be contaminated.  When reading the label look at not only the ingredients listed, but for statements such as, “may contain traces of peanuts.”  For example, Plain Chocolate M & M’s have this statement on the label.  

Due to the possibility of cross-contamination, (this occurs when one food is prepared with items previously used to prepare foods with peanuts, or peanut products), Kristi-Lin’s Academy Learning Express does not allow homemade snacks at the center.  While Kristi-Lin’s Academy Learning Express understands that parents enjoy providing homemade snacks for birthdays and holidays, we must be mindful of the safety of all children enrolled at Kristi-Lin’s Academy Learning Express.  

Since Kristi-Lin’s Academy Learning Express is a peanut free environment, parents can purchase the items to make homemade snacks and make arrangements with the classroom teacher to make the snacks as part of a classroom lesson.  Only Kristi-Lin’s Academy Learning Express utensils, bowls, and bake ware may be used to prepare these foods.

SCHOOL UNIFORMS:  During the academic school year (August through May) school uniforms are mandatory for children ages 2 years and older, must be worn Monday through Thursday. Kristi-Lin’s Academy Learning Express T-shirt may be worn on Fridays. It is recommended that girls wear shorts under their uniform. Closed toe shoes that fit appropriately, are required to prevent accidents. Tennis shoes are recommended. 
DANCING ATTIRE: Girls participating in dance class are required to (ONLY) wear a black leotard, pink tights, and (full-sole leather) pink ballet shoes and may be purchased in the office. Other dancing shoes may be required for purchase or rental depending on the dance routine (such as tap & flamenco shoes).  Parents will be given a notice in advance. 

EXTRA CURRICULAR ACTIVITIES:  Is a privileged activity offered upon staff availability. Extra-curricular activities are not included as part of monthly tuition. Children must have the age appropriate developmental, physical, and maturity level in order to participate. Our facility requires that all children be potty-trained for some but not all activities to prevent fecal contamination of an area or water. This is a learning center and if a child is being disruptive or harmful to him/herself or to others, it will be called to the parent’s attention.  If the misbehavior is continuous he/she will not be allowed to participate in extra curricular activities, such as dancing, computers, field trips, karate, swimming, cheerleading, etc.
TRANSPORTATION: With parents consent school van/bus will be used to transport children to off-campus school activities (field trips, practice evacuations, or emergency purposes).  
EMERGENCY PREPAREDNESS: All facility employees are trained to ensure the safety of children during an emergency. 

RELOCATION SITE: Children will evacuate the building if it becomes necessary due to damages to the building structure. Parents will be notified by the staff of where to pick up their children. Our relocation site will be Gutierrez Elementary School located at 505 Calle Del Norte. We will be transported by a charter bus or our school vehicles. 
FIRE/SEVERE WEATHER DRILLS: Fire Drills are conducted on a monthly basis.  All staff are trained regarding fire drill and other emergency evacuations. There is a crisis management plan to use for health, accidents, fire, and other emergencies. Severe weather drills are conducted every three months. In the event of a severe weather children and staff in each building are designated a certain classroom to gather in. Children will sit up against the wall away from the windows and will use their mats for protection.    

WATER ACTIVITIES: With parents consent children will participate in water activities under school supervision such as water table play and sprinkler play.
FIELD TRIPS:  There will be at least a 48 hour notice posted and permission slips will be issued.  With parents consent children may participate in off-campus activities provided that the child is wearing( Kristi-Lin’s Academy Learning Express T-shirt, blue jeans, and tennis shoes. Children 4 years and older will participate in field trips,  however, under 8 years old and under 4’9 tall must ride in the appropriate child safety or booster seat.  All children participating must be fully potty trained. Some field trips require a fee of $1 to $12.
NOTICES/MEMOS:  Memos for school fees, activities, functions and/or child necessities are posted either on your child’s classroom sign out, door, bulletin board, hall bulletin or newsletter and are written in English.  If you need assistance a staff will verbally translate the memo into Spanish.  It is the parents’ responsibility to read and be aware of all information provided by center employees and office staff.
TOYS FROM HOME: Due to the risk of damage, sharing issues, and loss, children are no permitted to bring in toys from home, unless specifically requested by the classroom teacher for use as part of the curriculum. Parents are responsible for enforcing this policy with their child. Parents are encouraged to consult the classroom teacher should they find their child is having difficulty with this policy. 
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ANIMALS:  Kristi-Lin’s Academy Learning Express does not allow outside pets on school grounds.  The center may/will contain a variety of school pets.  The children will assist in grooming, feeding and providing love for the animals. All animals will have current immunizations (if needed) and regular visits to the Veterinarian.  The pet’s documentation/records will be in the office and are available to be view upon request.

BIRTHDAY PARTIES:  Parties must be approved in the office in advance. Parties are scheduled at 2:30 p.m. 
In-school parties are for children enrolled only.  The following items (must be store bought) may be provided for birthday parties: cake, cupcakes, cookie cake and/or ice cream, juice/punch, candy bags, and a piñata with out candy. (Mexican candies, peanuts, candy with peanuts, or candies made with peanut oil will not be allowed).  All the necessities for the party must be provided such as plates, utensils, napkins, and cups.  Lit candles are NOT allowed because of a fire hazard.  If parents would like to provide a meal such as pizza, kid’s meals, etc.; special permission and meal approval is required from office personnel.  Scheduled p.m. snack may be substituted or added to the party meal. Kristi-Lin’s employees are not allowed to attending birthday parties held outside the school. 

VISITING:  All visitors must sign in/out and present photo I.D. at the office. Visitors other than immediate parents must be listed as authorized contacts on the child’s enrollment form. Parents/visitors are welcomed to visit the center at any time as long as the visit does not exceed more than 20 minutes at a time, however at times children are left crying when parents or relatives visit and it becomes a burden to the child. When this occurs parents & relatives will be asked to view their child through the monitor located in the office.  It is our policy not to discuss the child in his/her presence.  Please call us for a conference if you desire to discuss your child.  Teachers and administration will keep you well informed of your child’s progress. 
CLIENT DRESS CODE: Parents are required to be dressed in appropriate clothing while at Kristi-Lin’s Academy Learning Express, or involved in any Kristi-Lin’s Academy Learning Express sponsored events.  Inappropriate clothing would include, revealing, extremely short, ripped/torn (in inappropriate places), and/or see through articles of clothing.  Anything with suggestive or vulgar language is prohibited.  

HALLOWEEN COSTUMES: Gruesome, scary, & inappropriate costumes are not allowed for our students, employees, and parents. Many of which aren’t appropriate for a school setting; none of which would scare the smaller children in our facility. We recommend child friendly costumes. (Example: Storybook, Disney, or Cartoon Characters) 
PLAYGROUNDS:  Playground hours are from 8:30 a.m. to 6:30 p.m. and must only be used under adult supervision; parents are not to leave their children unattended at any time.  Parents are to follow the playground restrictions (age requirements for all structures and areas) at all times.   

DROP-OFF/PICK-UP:  It is important to be on time upon arrival/ departure. All children are to be accompanied by an adult in & out of their classroom.  Please be sure a teacher sees your child before you leave.  The adult responsible for drop off and pick up of your child is required to come in to the center to sign in and out. Children will be released from the center only to the parent or other specified adult in the child’s file. Please let us know as soon as possible if someone other than the parent/guardian will be picking up your child. All authorized persons sent to pick up children will be asked by office personnel and/or caregivers to present their photo I.D.; Children will not be released otherwise. If for any reason a specific parent is not allowed to pick up his/her child, we will need a copy of the court record in the child’s file. We will not be responsible for children whose parents do not follow this policy.  
PERSONS APPEARING TO BE IMPAIRED BY DRUGS/ALCOHOL AT PICK-UP: The staff of Kristi-Lin’s Academy Learning Express will contact local police and/or the other custodial parent should a parent appear to the staff of Kristi-Lin’s Academy Learning Express to be under the influence of drugs and/or alcohol. The parent’s right to immediate access does not permit the agency from denying a custodial parent access to their child even if the parent is or appears to be impaired.  However, Kristi-Lin’s Academy Learning Express staff will delay the impaired parent as long as possible, while contacting the other parent, the local police and Child Protective Services.
Any other authorized person who attempts to pick-up a child, and appears to the staff of Kristi-Lin’s Academy Learning Express to be under the influence of drugs and/or alcohol will be denied access to the child.  The staff of Kristi-Lin’s Academy Learning Express will contact the child’s parents, local police and Child Protective Services to notify them of the situation.

PARKING:  Parents must park in the designated parking spaces in the front and back building. BLOCKING/PARKING IN FRONT OF THE ENTRY/EXIT GATES IN THE BACK BUILING IS PROHIBITED. 

Clients and Staff are not allowed to use our parking lot/ premises to conducted business. 
ENTRY/EXIT GATES/ CLASSROOM DOORS:  For the safety and well being of your child and the other children in care; Parents please close & latch the gates and doors as you enter and exit the facility.

CHILD CUSTODY:  In cases where an enrolled child is the subject of a court order (ex… Custody Order, Restraining Order, or Protection from Abuse Order) Kristi-Lin’s Academy Learning Express must be provided with a Certified Copy of the most recent order and all amendments thereto.  The orders of the court will be strictly followed unless the custodial parent(s) requests a more liberal variation of the order in writing.  In the case where both parents are afforded shared/joint custody by order of the court, both parents must sign the request for more liberal interpretation of the order.  

In the absence of a court order on file with Kristi-Lin’s Academy Learning Express administration, both parents shall be afforded equal access to their child as stipulated by law. Kristi-Lin’s Academy Learning Express can not, without a court order, limit the access of a one parent by request of the other parent, regardless of the reason.  If a situation presents itself, where one parent does not want the other parent to have access to their child, Kristi-Lin’s Academy Learning Express suggests that the parent keep the child with them until a court order is issued. If conflicting court orders are presented, the most recently dated court order will be followed.  

Once presented with a Protection from Abuse Order or a Restraining Order, Kristi-Lin’s Academy Learning Express  is obligated to follow the order for the entire period it is in affect.  Employees of Kristi-Lin’s Academy Learning Express can not, at the request of anyone, except the issuing judge, allow a Protection from Abuse Order and/or a Restraining Order to be violated.  Kristi-Lin’s Academy Learning Express will report any violations of these orders to the court. In all matters regarding the child, the center stands ready to assist all family members. Our center cannot be used for supervised visits.  We do not participate in child custody, therefore do not involve us in your court battles.   
NO SERVICES FOR EX-SPOUSES: Services to ex-husbands and ex-wife’s new families will not be accepted, to avoid problems. Clients already enrolled will have priority. 

DISMISSAL:  We reserve the privilege of dismissing any child with-out prior notice, in regards to discipline or behavioral problems that places the center, its children or staff at risk, after a set trial period has been established. We also, reserve the right to refuse services to parents that display unacceptable behavior (verbal or physical) that endangers our children in care or employees.  Kristi-Lin’s Academy Learning Express reserves the right to decline/suspend childcare services to those clients whom refuse to comply with our centers policies.
Parents cannot use corporal punishment in our premises.
TOILET TRAINING POLICY:  All children entering the 3 -5 year old preschool/pre-kindergarten programs are expected to be fully potty trained. Children must be able to wipe themselves; flushable wipes may be stored for your child’s convenience. If the child is not fully potty trained they must be placed in the toddler program until the potty training process has been completed.  

The teachers in our toddler program will gladly assist in the toilet training of your child, along with support from home. Some basic skills all children need to begin this process are: the ability to follow simple instructions, understand words about the toilet process, regulate the muscles responsible for elimination, and express verbally a need to go, keep a diaper dry for at least two hours and have the ability to pull down underpants. Toilet training assistance will be provided upon staff availability.
BITING: Kristi-Lin’s Academy Learning Express recognizes that biting is a developmentally appropriate behavior for children in the infant through 2 ½ year old classrooms.  Parents with children in these classrooms should expect that their children may be bit, or will bite another child.  The staff understands that parents are concerned and may be upset when their child is involved in a biting incident.  We ask that you remember this is a developmentally appropriate behavior and that the staff is working to identify situations which, provoke, or elicit this behavior so it is prevented in the future.  The staff will not punish or harshly discipline children in the younger classrooms for biting behavior; they will simply redirect the children to different activities in separate areas of the classroom.  Parents are expected to work with staff to identify methods and strategies to curb this behavior.  Uncooperative parents will have their child’s services terminated.

Children older than 3 years of age may occasionally be involved in a biting incident.  For children in this age group who bite the staff will use discipline procedures outlined in the discipline and guidance policy, as well as observe the child to determine what provokes or elicits this inappropriate behavior.  Parents are expected to cooperate with staff to help their child control this behavior.  Uncooperative parents will have their child’s services terminated.  Furthermore, children in the older age groups who bite 3 times in a school year will have their services terminated.  The safety of all children in the program is the utmost concern of Kristi-Lin’s Academy Learning Express.
Parents will be notified with an incident/accident report that a biting incident occurred during the day.  The staff may not discuss with either parent the identity of the other child involved in the incident.  This information is considered to be confidential and cannot be disclosed.  The staff at Kristi-Lin’s Academy Learning Express cannot discuss the medical history of any child involved in a biting incident with the other party.  It is recommended that any child involved in a biting incident be seen by their family physician if the parents are concerned about communicable diseases possibly resulting from the biting incident.

THREATS:  We reserve the right to refuse services or employment to children, their parents, siblings, visitors and/or employees that pose any threats to our children in care, their families, our employees, or the center in general.  This includes, but is not limited to verbal threats, physical threats, gestures, carrying weapons and/or ammunition onto school grounds or at school functions. PARENTS MUST BE RESPONSIBLE FOR AND IN CONTROL OF THEIR BEHAVIOR AT ALL TIMES.
SWEARING/CURSING: No parent or adult is permitted to curse or use other inappropriate language on agency property at any time, whether in the presence of a child or not. Such language is considered offensive by many people and will not be tolerated. If a parent or adult feels frustrated or angry, it is more appropriate to verbally express the frustration or anger using non-offensive language. At NO time shall inappropriate language be directed toward members of the staff. 

CONFRONTATIONAL INTERACTIONS WITH EMPLOYEES, OTHER PARENTS OR ASSOCIATES OF Kristi-Lin’s Academy Learning Express: While it is understood that parents will not always agree with the employees of Kristi-Lin’s Academy Learning Express or the parents of the other children, it is expected that all disagreements be handled in a calm and respectful manner.  Confrontational interactions are not an appropriate means by which to communicate a point and are strictly prohibited.  

SMOKING & FIRE ARMS:  Smoking and fire arms are prohibited on school grounds.  Parents that work with government agencies that bear fire arms must disarm, free the chamber of ammunition, and engage the safety of their fire arms prior to entering the building.   
KLA IS A SMOKE FREE ENVIRONMENT: This is a non-smoking facility. Absolutely no smoking is allowed. An employee, client (parent), or child may not come in smelling like smoke. Please refrain from using any tobacco product anywhere on or near the premises. Infants / children that arrive with a scent of (tobacco- smoke) will be sent home. After 3 notices your services may be terminated. 

CHILDREN LEFT UNATTENDED BY PARENTS OR GUARDIANS:  There will be no mercy for parents who leave children unattended inside a vehicle regardless if the vehicle is left running or not; Child Protective Services will be notified immediately. If a child is accidentally locked inside in a vehicle and is not out of the vehicle within a reasonable time (based on weather) that does not to exceed 10 min; 911 will be notified. With interest of the safety and well-being of the child, staff will break a window to get the vehicle unlocked and the child out. Kristi-Lin’s Academy Learning Express will not be held liable or responsible for any and all damages to the vehicle.  

MEDICATION:  We feel it is the parents responsibility to administer medication to their child. However, out of courtesy we will only accept typed out instructions from the parents to administer any medication that needs to be given to a child. Medications will only be administered in the office and witnessed by another adult and it will be administered at noon.  Medications should be in their original container.  We will not administer medications from Mexico.  If medications are left without signing a Medication Log, it will not be administered.
PHYSICAL/MENTAL CONDITIONS:  Changes in a child’s physical or mental condition must be reported in writing.  Parents must also notify the office if there has been a change with the child’s physician. 
SPECIAL CARE: Will be offered upon staff availability. We must have on file, documentation from a health-care professional or qualified professionals affiliated with the local school district or early childhood intervention program on the recommended basic care requirements the child is to be given due to disabling or limiting conditions. 
Parents have the responsibility to inform the center when their child has any special medical condition, needs or allergies so that we can provide appropriate care and support.

If your child has a special need or is (one or more of the following):

· Eligible for case management through the state and has an Individual Service Plan (ISP),

· Receiving services through the local school district and has an Individual Educational Plan (IEP),

· Determined by a licensed physician, psychiatrist, psychologist, or consulting psychologist to have a condition related to physical, social, or emotional development,
Parents will be asked to share the ISP and/or IEP with us. In addition, Kristi-Lins Academy Learning Express will develop a plan of care with you, in accordance with the shared ISP and/or IEP that will assist us to meet your child’s needs. This plan of care must be signed by you and your child’s source of licensed (health care provider) as listed above, and be reviewed annually to assure that necessary modifications are made to the plan of care. If the special need requires that our staff be trained to perform a new skill, we will ask that you make arrangements for this training.

HEALTH CHECKS: A visual or physical assessment of a child will be done daily to identify potential concerns about a child’s health, including signs or symptoms of illness and injury in response to changes in the child’s behavior.


ILLNESSES AND EXCLUSION:  We can only accept healthy children.  We depend on you to help us maintain this policy.  All children arriving at the center with symptoms and signs of possible severe illness such as lethargy, fever, abnormal breathing, severe coughing, sore throat, uncontrolled diarrhea, two or more vomiting episodes, skin eruptions, rash with fever, mouth sores with drooling, behavior changes, or other signs that the child may be ill.

Kristi-Lin’s Academy Learning Express is not a licensed get-well care facility.  If and when a parent is notified that his/her child needs to be picked-up due to illness or suspected communicable disease, the parent has 40 minutes to arrive to the center, from the time phone call is received. This is for the protection of your child as well as the other children.  If the parent fails to arrive with in the time frame allotted, the center will take further steps to ensure the child gets the appropriate care; this may include, but is not limited to contacting one or more of the following: other authorized contacts, the child’s physician, EMS (911) if necessary, and/or CPS (Child Protective Services).

A child who has been kept home or sent home must remain out of day care for 24 hours after he/she is free of temperature.  Re-admission of a child recovered from a communicable disease will be upon written approval from the child’s physician.  Parents will be notified when a child has been exposed to a communicable disease within the center.  Parents should likewise notify the center when a child is exposed to a disease outside the school. If children are too sick to participate in outdoor play, they are too sick to attend school.
FEVER:  We cannot admit or keep in care, a child with an armpit temperature of 100.4 degrees or greater nor an oral temperature of 100.4 degrees or greater, accompanied by behavior changes or other signs or symptoms of illness. Children need to be fever free without medication to remain in the center and participate comfortably in activities.  
NEBULIZER TREATMENT:  Out of Courtesy we will assist with treatments for 3 years olds and older only, and treatment requires a doctor’s prescription, instructions and parent permission.  Parents are to do as many treatments at home as possible. We will only accept typed out instructions from the parents to administer any medication that needs to be given to a child. Medications will only be administered in the office and witnessed by another adult and it will be administered at noon.  Office staff will be trained to administer treatments, and will do no more than (1) per day.  If a child needs more than two treatments per day they are to sick to be in school.  If treatment does not relieve symptoms, parents will be notified to pick up their child.  If there is concern that the child’s respiratory status is impaired 911 will be notified.

ACCIDENTS:  Parents must realize that injuries will happen, occasionally, and should this occur, you will be told an accurate and truthful account of the accident.  You must also realize that accidents also happen at home, therefore we will expect for you to be reasonable and understanding should your child have an accident or incident “beyond our control.”  Accident/incident reports are provided to parents upon arrival to read and sign.  Also, parents may receive a copy of the report only upon request.
MEDICAL EMERGENCY:  In case of accident or sudden illness that requires medical attention we will at all times try to (1) contact the parent, and (2) the physician.  When the parent and/or physician cannot be reached, the child will be taken to medical facility of the parent’s choice.  The emergency room will be used only in case of a direct emergency.  If a life-threatening emergency occurs, we will call 911 (Emergency Medical Service) for an ambulance to be dispatched to the facility.  We will then call the parent because each second is important.  If an accident occurs on our ground we will pay the ambulance charge.  However, if the emergency is due to a health problem the parents will be responsible for any and all ambulance charges.  As a standard procedure, any incident that requires medical attention will be reported to Child Care Licensing.  A licensing representative may conduct an investigation at the center and/or contact parents or physicians if necessary, and question the child (ren) to ensure that the center handled the incident in an efficient manor. We will advice the clients if their child is questioned by a child care licensing representative regarding an investigation.
SCHOOL PICTURES: Occasionally a professional photographer will be talking pictures of the children at the center. We offer this service only as a special service for the parents and the pictures are not mandatory. However, if you do wish to purchase the picture, the picture must be paid in advance.  
CLASS-ROOM PICTURES: Staff will take pictures of the children through out the year for class activities, special events, and classroom use, such as labeling cubbies, chairs, and the management picture cards. Staff will ask you to bring in a half poster size of your family pictures to be displayed in the class so the children can view them though out the day. Please do not send in original pictures and if your child will no longer be attending, make sure to take your child’s classroom pictures. 
CYBERSPACE IDENTITIES: Since cyberspace is an exciting and relatively new frontier, many people have not considered the downside to such a free and anonymous environment therefore, it is important to bring these issues to the staff and clients attention. Anyone in the world can access personal websites and/blog and view pictures and or write entries. Staff and Clients are prohibited from displaying pictures of the classroom children, letters or verbal statements, making false and disparaging statements referring to a child, employee, client, administration and center in the internet through E-mails, My Space, and Face book sites, etc. as it is considered a violation of the rights to privacy. 
VIDEOS: A Videographer will record of the dance recitals in Christmas and End of the Year. 
LOST & FOUND: Lost and found articles can be found in the classroom or front office.  Articles are usually kept for four weeks and then donated to the needy, please take all your children’s belongings on their last day. Students must have all articles of clothing as well as their personal belongings marked with their name.  Labeled uniforms can easily be returned to the students.  The school is not responsible for lost or stolen property.

GANG FREE ZONE:  Our center is a gang-free zone.  Gang-related criminal activity or organized criminal activity that occurs with 1000 feet of a school or daycare center is violation of the law (Chapter 42 of the Texas Human Resource Code). If we are aware that any of our clients, authorized persons for pick up, or employees are in a gang their child care services and employment will be terminated.
CONSUMER PRODUCT SAFETY COMMISSION (CPSC): Our center regularly checks the CPSC recall list to ensure that there are no unsafe children’s products in our center. You may access the CPSC website at:  www.cpsc.gov. All toys and materials are ordered through Lakeshore Learning Materials, Discount School Supply and SAM’S Club. 
STAFF EMPLOYMENT BY CLIENT’S POLICY: The staff of Kristi-Lin’s Academy Learning Express is prohibited from being employed by any client (current or former).  Parents are prohibited from soliciting any staff member for the purpose of employment.  Parents who employ Kristi-Lin’s Academy Learning Express staff will have their services terminated and any deposits will be forfeited.  Staff who becomes employed by current or former clients of Kristi-Lin’s Academy Learning Express will have their employment with Kristi-Lin’s Academy Learning Express terminated.

Employment refers to any relationship outside of the agency’s services which involves an employee of Kristi-Lin’s Academy Learning Express to interact with a current of former client’s of Kristi-Lin’s Academy Learning Express.  Such relationships include but are not limited to, baby-sitting, house-sitting, mother’s helper, nanny services, and carpooling regardless of whether or not those services are voluntary or paid.  

CRIMINAL HISTORY AND CENTRAL REGISTRY CHECK:  Kristi-Lin’s Academy Learning Express will submit a criminal history, central registry, FBI, Police/Sheriff reports on all employees. Employee ID’s are in file. Criminal history is also conducted on all parents and their listed authorized emergency contacts for their child/children. If it is returned with a felony and if a name is a match on the sex offender list, that individual will be notified immediately, that he/she is not permitted on school grounds, school events both on campus and off, nor will the child/children be released into his/her care.   
EMPLOYEE IMMUNIZATION POLICY: Effective July 1st, 2014 we have implemented the following immunization policy for our employees to be incompliance with the Texas Dept. of Fam. & Protective Services. 
Minimum standard rule #746.3611- which requires a policy for protecting children from vaccine preventable diseases. While the safety of our employees and the children in our care is paramount, we have elected to make immunizations for vaccine preventable diseases optional to the employees.  Kristi-Lin’s Academy will encourage the use of medical equipment to protect employees and children in care from exposure to possible disease. The protective medical equipment would include gloves, masks, and hand washing. The use of protective medical equipment will be based on the level of risk the employee presents to children by the employee’s routine and direct exposure to children.   
CHILD ABUSE:  Under the Child Protective Services Act, mandated reporters are required to report any suspicion of abuse or neglect to the appropriate authorities.  The employees of Kristi-Lin’s Academy Learning Express are considered mandated reporters, under this law.  The employees of Kristi-Lin’s Academy Learning Express have annual training on Child Abuse and are not required to discuss their suspicions with parents prior to reporting the matter to the appropriate authorities, nor are they required to investigate the cause of any suspicious marks, behavior or condition prior to making a report.  Under the Act, mandated reporters can be held criminally responsible if they fail to report suspected abuse or neglect.  We at Kristi-Lin’s Academy Learning Express take this responsibility very seriously and will make all warranted reports to the appropriate authorities. The Child Protective Services Act is designed to protect the welfare and best interest of all children. As mandated reporters, the staff of Kristi-Lin’s Academy Learning Express can not be held liable for reports made to Child Protective Services which are determined to be unfounded, provided the report was made in “good faith.” Child Abuse & Neglect Hotline: 1-800-252-5400 

Causes for reporting suspected child abuse or neglect include, but are not limited to:
Unusual bruising, marks, or cuts on the child’s body

· Severe verbal reprimands

· Improper clothing relating to size, cleanliness, season

· Transporting a child without appropriate child restraints (e.g. car seats, seat belts, etc.)

· Dropping off or picking up a child while under the influence of illegal drugs or alcohol

· Not providing appropriate meals including a drink for your child

· Leaving a child unattended for any amount of time

· Failure to attend to the special needs of a disabled child

· Sending a sick child to school over medicated to hide symptoms, which would typically require the child to be kept at home until symptoms subside.

· Children who exhibit behavior consistent with an abusive situation

The following items are not permitted in our Facility

Parents we greatly appreciate your cooperation, to see that your child/children are not to bring in the following items to school. TC \l1 "
INFANT CARRIERS / CAR SEATS are not permitted to be stored in the classroom, due to limited space.

DIAPER BAGS / BACK PACKS are not permitted due to limited space and sanitation purposes; please bring children’s necessities in a large (1 or 2.5 gallon) size zip lock bag or a disposable plastic bag.

BLANKETS / SLEEPING BAGS / PILLOWS are not permitted due to limited space only two regular size towels are allowed.

SANDALS / BOOTS are uncomfortable when children are using their gross motor skills and may accidentally cause injury to themselves or other children.  Tennis shoes (Velcro closure) recommended for children of all ages.

JEWELRY is not permitted.  This includes but is not limited to ID bracelets, necklaces, rings, and lope or hanging earrings.  Cases have been reported of death and serious injury due to choking on an earring and rings; strangulation due to chains and necklaces being caught onto play equipment.  Ear lobes have been torn apart when earrings get caught and pulled from equipment or by other children. Only stud earrings will be allowed.

TOYS / ELECTRONICS:  Examples: (CAMERAS, CELL PHONES, MP3’s, I- PADS/ I-PODS, COMPUTERS, DS, GAMEBOYS) are not permitted.  It is very upsetting to children when their toys get lost or damaged by other children therefore the school will provide a variety of age appropriate toys, unless requested by a teacher for an activity.  New/Used Toys may be donated to the centers at any time.

FOOD OR SNACKS are not permitted, unless requested by a teacher for an activity. 

MONEY may create a choking hazard.  We do not permit children to carry money.  MOVIE VIDEOS: The Arrival/ Departure rooms are furnished with a TV for viewing between 7am-8am and 6pm - 7pm.  We also have a projector in the studio as part of the lesson plan, Rated G videos are provided by the school. 

FEEDBACK:  Our staff welcomes comments and suggestions to improve the quality of care of your child.  When areas of concern arise, the problem should be brought to the attention of the classroom teacher who will hear your suggestions and/or grievance and attempt to work through the problem.  If additional communication is necessary, the problem can be taken to the attention of office personnel or Director.  We feel that a positive emotional environment exist when parents and the center work together as partners.  Over the years parents have provided us with valuable input, which has assisted us with the information that we need to improve our program. 

· Note: While every effort is made to ensure the accuracy of the information contained in the school policies, Kristi-Lin’s Academy Learning Express reserves the right to make changes at anytime without prior notice.

· At any time throughout the year please communicate any suggestions, comments, and/or concerns with your child’s teachers or drop off it in the mailbox located in the office. 
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CENTER STANDARD & INSPECTIONS:  Are at the office and may be reviewed at any time, upon request or may be viewed on the T.D.F.P.S web site.  For additional information, you may contact: TC \l5 "
Child Care Licensing Representative:  Elizabeth Rendon 1500 N. Arkansas Laredo, Texas 78043 

(956)794-6332, In-Take Number (210) 337-3399
Texas Dept. of Family Protective Services Web site: www.dfps.state.tx.us
COMMUNITY OUTREACH & RESOURCES FOR ASSISTANCE & INTERVENTION:

Children’s Advocacy Center - (956)712-1840

SCAN (Serving Children & Adolescents in Need)-(956)724-3177 

Border Region Behavioral Health Center- (956)723-2926

CAPS (Child, Adolescent & Parent Services)-(956)794-3060

ECI Project Ninos (Early Childhood Intervention)- (956)728-1769

Elite Therapeutic Specialist (Speech, Occupational, & Physical Therapy)- (956)723-5700 
www.parentcompanion.org  (1st five years resources for disabilities)

Child Care Services (CCS)- (956)794-1500

Casa Mi Sericordia-(956)712-9591
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