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Attachment A – Emergency Evacuation Plan (Overview)
Attachment B – Gang-Free Zone Information
(1) Hours of operation:	

6:30 a.m. to 6:30 p.m.  We extended our hours to 6:30 p.m. to accommodate the commute to Austin and this is generally enough time to arrive before closing.  If you know you are going to be more than 5 minutes late, please call the center to advise or attempt to find a qualified person to pick up your child(ren).  A late fee may be charged if a child is picked up after 6:30 p.m.  The fee is $20 beginning at 6:31 p.m. for the first 15 minutes and $1.00 per each minute thereafter.
Our cut off time for drop off is 9:00am. Unless child has an appointment a doctor’s note will be required at drop off. 

Days of operation:	Monday through Friday (except designated holidays)

Months of operation: 	January through December

-Complies with Section 746.501 of the Minimum Standards for Child-Care Centers

(2)  Holidays 

Achieve Learning CDC observes 11 holidays as follows: New Year’s Day (the day before or after if New Year’s Day falls on a weekend), Good Friday, Memorial Day, 4th of July (the day before or after if 4th of July falls on a weekend), Labor Day, Thanksgiving Day and the day after, and three days for Christmas.

(3)  Emergency Closing of Center

Any weather or emergency condition that closes the Elgin ISD will automatically close our Center.  If it is a late start time, we will make all attempts to open on time (6:30 a.m.) However, if road conditions are unsafe, we will not open until late start times.  Please call the Center or Director on those days for information.  

(4)  Tuition and Fees:

Enrollment Fee:			$100.00 (due at enrollment)
Annual Supply Fee:	$60.00 (due March 1 unless child was enrolled on or after Jan 1 of current year)

Rates:   Full Time
18 Months to 36 Months – $750.00
3 Years Old’s and Up – $700.00
*Part-time taken based upon availability. See rates below.
Two days a week
18 Months to 36 Months – $475.00
3 Year Old’s and Up – $425.00
		Three days a week
			18 Months to 36 Months – $525.00
			3 Year Old’s and Up – $475.00
		Four days a week
			18 Months to 36 Months – $675.00
			3 Year Old’s and Up – $625.00
		Drop-In
			18 Months to 36 Months – $60.00
			3 Year Old’s and Up – $50.00

*If payments are not received by the 4th of the month a $25.00 late fee applied.

*If payment and late fee is not paid in full by the 10th child (dren) will not be able to stay in care until full payment is made.

*A return check fee of $30.00 will apply


(5)  Procedures for Release of Children

Your child will only be allowed to leave with a person whose name is on file as a person authorized to pick-up your child.  A written notice (text or email) or telephone call from a parent (prior to the child being picked up) stating the name of the person to pick up your child is expected.  They must present photograph identification and it will be asked for prior to allowing the child to leave with them.  A child will not be released to a minor or to someone who is obviously impaired.  If any staff is uncomfortable for the safety of the child, the child will not be released.  This is strictly for your child’s safety and your cooperation is greatly appreciated.
	We would like a photograph on file to match parents and other authorized persons with the child.
-Complies with Section 746.4101 & 746.4103 of the Minimum Standards for Child-Care Centers

(6)  Health Check

The health and well-being of each child at Achieve Learning is of the utmost importance to us, therefore we will conduct a daily health check before the parent’s leave.  The results of the health check will be determined by the center’s staff, not the parent, on whether or not the child remains in care for that day.

The exclusion of an ill child from care is determined by:

· Whether keeping a child in care will pose an increased risk to other children or adults at the center.
· Whether or not the child can participate in the activities planned for the day in his/her classroom/age group.
· Whether or not the child requires more care than the staff can provide without compromising the care needs of the other children at the center.

We know and understand the demands of work and the difficulties when a child is sick but it is not in the best interest of the child or center to allow children who are obviously sick or whom we know had a fever the prior 24 hours.  We do not want our staff present when they are sick either.  Please do not bring a sick child to the center.

(7)  Illness and Exclusion

Due to the health and well-being of each child at Achieve Learning, we will strictly adhere to the following illness and exclusion criteria:
· Fever as measured by a temperature of 100 degrees Fahrenheit or higher
· Vomiting (two or more episodes in 24 hours)
· Swelling/Redness of the throat
· Constant cough
· Extreme fatigue/lethargy
· Head lice
· Reddened/Draining eyes
· Skin rash
· Bumps on hand, feet and/or throat
· Uncontrolled diarrhea
· Mouth sores
· Diagnosis of a communicable disease by a healthcare professional with no medical documentation that the child is no longer contagious

· If a child is suspected of having a contagious condition, a parent or authorized pick-up person must arrive at the child development center as soon as possible, but not to exceed one hour after being called.
· Illness reports will be generated and must be signed and dated by both Achieve Learning staff member and a parent or guardian.
· A child must be fever free and symptom free without the use of fever relieving or other medications for a period of 24 hours before they will be allowed to return to the center.,  
· If a child is diagnosed as having a contagious condition, parents should notify Achieve Learning as soon as possible so we can alert other families.  Confidentiality will be upheld. (We will post on the bulletin board for example “A child has been confirmed to have strep throat”)

-Complies with Section 746.3602 & 746.3603 & 746.3605 of the Minimum Standards for Child-Care Centers

(8)  Dispensing and Handling Medication

      Dispensing
· Achieve Learning will administer medication when parents give prior authorization.  Parents may complete and sign a medical authorization form.  A single dose of medication can be administered with telephone approval from the parent
· Authorization to administer medication expires on the first anniversary of the date the authorization is provided.
· Achieve Learning is not authorized to administer medication in excess of the medication’s label instructions or the directions of the child’s health care professional.  
· Parent authorization is not required to administer a medication to a child in a medical emergency to prevent the death or serious bodily injury of the child, provided that Achieve Learning administers the medication as prescribed, directed, and intended.

      Handling
· All medication will be stored out of reach from children.
· Medication will be stored so it does not contaminate food.
· Achieve Learning will refrigerate medication (if applicable).

-Complies with Division 2, Section 746.3602 & 746.3603 & 746.3605 of the Minimum Standards for Child-Care Centers

(9)  Medical Emergency Procedures

· Take the child to the nearest emergency room
· Give the child first aid or CPR
· Contact the physician in the child’s record
· Contact the child’s parent
· Ensure supervision of the other children in the group
· 
(10)  Food Service and Preparation

All food and drinks will be of safe quality and will be stored, prepared, distributed, and served under sanitary and safe conditions.
(11)  Immunization requirements

· Achieve Learning is required to obtain a copy of the child’s immunization record as specified by the Texas Department of State and Health Services in 25 TAC 97, Subchapter B (relating to Immunization Requirements in Texas Elementary and Secondary Schools and Institutions of Higher Education).
· Provided immunization records must include the following:
· The child’s name and birth date;
· The number of doses and vaccine type;
· The month, day, and year the child received each vaccination; and 
· The signature or stamp of the physician or other health care professional who administered the vaccine.
·  For a child attending a pre-kindergarten program or school away from the childcare center
· Parents can provide a copy of the immunization records
· Parents can provide a signed statement from the child’s doctor that the child’s immunization record is current and on file at the pre-kindergarten program or school that the child attends.  The statement must be dated and include the name, address, and telephone number of the pre-kindergarten program or school listed in the statement.
· For Parents that cannot provide an immunization records and/or are exempt, management will be notified to assist with the parent according to Texas Department of State Health Services rules in 25 TAC § 97.66.
· More information on immunization requirements can be found at www.dshs.state.tx.us/immunize
- Complies with Section 746.613, 746.617, 746.623, and 746.625 of the Minimum Standard for Child-Care Centers

(12)  Tuberculin testing requirements 

Tuberculin tests are not required by Bastrop County at this time, but Achieve Learning recommends that parents discuss this test with their doctors. 
- Complies with Section 746.627 of the minimum Standard for Child-Care Centers

(13)  Hearing and vision screening requirements

· Vision and hearing screening tests are required for children 4 years old by September 1st.  Parents are required to provide one of the following as documentation:
· The individual visual acuity and sweep check results 
· A signed statement that the child’s screening records is current and on file at the pre-kindergarten program or school the child attends away from the center.
· An affidavit stating that the vision or hearing screening conflicts with the tenets or practices of a church or religious denomination of which the affiant is an adherent or member.
- Complies with Section 746.627 of the minimum Standard for Child-Care Centers
(14)  Insect repellant and sunscreen

The parent must provide sunscreen and insect repellant labeled with the child’s name as well as the parent’s signature on the container in order for the Center to administer the product.
(15)  Enrollment procedures

To enroll children in Achieve Learning, parents can either complete the registration form online at www.acheivelearningcdc.com or at the center.  Upon the first visit, parents will need to complete a registration form with the following information:
· Immunization Records
· Statement of Child’s Health from a health-care professional
· Emergency contact information
· Contact information for persons other than a parent to whom the child may be released 
· Contact information for the child’s physical or an emergency-care facility
· Special care needs and allergy information
· Contact information of school for school-aged children
In addition, parents will be required to sign the registration form, which states they have received and agree to the Operational Policies and Procedures as well as authorization to obtain emergency medical care.  
- Complies with Section 746.501 and 746.605 of the Minimum Standard for Child-Care Centers
(16)  Parental Notifications 

Special Activities – Parental permission is required for the following special activities:

Transportation (if applicable) - At this time Achieve Learning CDC does not offer transportation.  If public transportation, parents must sign a permission form for children to be transported.

Water activities – Water activities may include sprinkler play, splashing/wading pools, swimming pools (school-age only), and water play table.

Field trips – Field trips are provided for school age and kinder-ready students only.  No field trips are anticipated at this time, however parents will be notified of field trips, indicating when and where the child will be going and when the child will return.  This notice will be posted at least 48 hours in advance.

Animals – Parents will be notified of any animal brought to the center.  There are particular requirements that must be met before an animal can be on the premises.  Please note that classrooms may contain a fish tank a the teacher’s discretion.  Please do not bring pets in the building with you.

(17)  Discussing Policies and Procedures

Parents are welcome to contact Achieve Learning’s Director with any questions that they have regarding their children’s care at our center or about center’s policies, procedures or in general about how the center operates.  Achieve Learning’s Director is normally available during daytime business hours and can also always be reached through email at achievelearningcdc@outlook.com. 
Chain of Concern
When you have a concern, question, or comment, you should consider your child’s teachers as your first resource.  They are usually able to answer questions, not only classroom procedure, but also more general questions about child development.
- Complies with Section 746.501(7) of the Minimum Standard for Child-Care Centers
(18)  Parental Visitation

Parents may come by the Center unannounced at any time during the hours of operation to observe their child, the Center’s operation, or program activities.  Please make sure to check in with the staff when visiting.  On certain holidays or special days, Achieve Learning will invite parents to come and participate in their child’s day as they are able.  Achieve Learning will notify you of these occasions.  We ask that you sit and join you child in his or her activities when you visit.  Please follow the teacher’s lead for how to interact with the children.  We ask that parents follow the same rules in the classroom that the children follow.  We would enjoy having you share a special interest, hobby, or your career with the children.  Parents can enrich our curriculum in many ways and we appreciate you help.

(19)  Discipline and Guidance

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

· Using praise and encouragement of good behavior.
· Using clear, positive statements.
· Redirecting behavior.
· Using brief supervised separation or time-out from the group, which is limited to one minute per year of child’s age.
· A parent may be asked to remove their child for a designated period of time if behavior warrants.

(20)  Suspension and expulsion of children

Children involved in violence towards other children/staff or destruction of Center property or property of another child may be suspended up to three days.  We will consider the age of the child, the circumstances and review the all factors prior to a suspension.  We will work with the parents/guardians to address the issue, however if the behavioral problems persist we will have to ask your child to leave. 

Achieve Learning Child Development Center has final authority when it is necessary to ask parents to remove a child from the Center’s program.  For example, Achieve Learning might recommend that a parent find other child care arrangements for their child if the Center’s staff do not feel that they can meet the developmental needs of the child, staff feel other children are at risk physically or emotionally, or if the parents have not paid tuitions fees.  On the occasion Achieve Learning does recommend that a child leaves the Center, the Director may discuss alternative child care arrangements with parents.

(21)  Custody Issues

The center cannot legally restrict the non-custodial parents from visiting the child, reviewing the child’s records or picking the child up unless the center has been furnished with legally filed, executed and current documents.  Copies of all court documents must be submitted to the center, as it is our only means of protection for your child.  Our purpose is to protect the interests of the child and not to mediate differences.  In case of conflict, the proper authorities will be contacted.



(22)  Incidents & Accidents

At Achieve Learning, precautions will be made to minimize accidents and ensure the safety of the children.  We cannot be responsible for injuries that are out of our control which includes, but is not limited to:
· Incidents by one child due to the actions of another child like biting, hitting, pushing, and thrown objects
· Incidents by contact with furniture or objects
· Incidents to fingers from doors and containers
· Accidents while playing indoors and/or in the outdoor play scape
If an injury occurs, after tending to the child, the parent will be contacted depending on the severity of the injury.  Parents will need to sign the incident report for all injuries, no matter the severity, when the child is picked up.  If an incident occurs by one child due to the actions of another child, we cannot give parents information about whom injured whom for confidentiality purposes, but a report will need to be signed. 
(23)  Diaper Changing and Toilet Training

Diaper Changing

Achieve Learning will change all diapers whether disposable or cloth.  Diapers will be available for purchase at the center, or parents may provide diapers/ changing supplies for their child.  If cloth diapers are being used, we ask parents to bring a bag that closes to store soiled diapers.  Achieve Learning  employees will change diapers according to Division 2, Diaper Changing of the Minimum Standard for Child-Care Centers.  
Toilet Training
Achieve Learning will assist with toilet training by taking the child to the restroom once every hour.  The information will be documented for your knowledge if you want a report.  We ask parents of children who are toilet training to bring extra clothes and materials. 
Breastfeeding Children
Achieve Learning welcomes a breastfeeding mother and parents have the right to provide breast milk for their children.  For the safety of the other children in our care, the nursing parent may be required to complete a background check with our center. 
(24)  Firearms and Other Weapons

· Law enforcement officials who are trained and certified to carry a firearm on duty may have firearms or ammunition on the premises of the child-care center.
· For all other persons, firearms, hunting knives, bows and arrows, and other weapons are prohibited on the premises of the child-care center.
(25)  Emergency Preparedness Plan

Evacuation routes and relocation plans are posted in every room.  The designated relocation area if we need to relocate inside the center is the girl’s restroom or the corner of the building outside the office depending on the need for relocation.  Relocation in case of a tornado will be interior girl’s restroom with no windows and center walls for protection.  If the need for relocation is due to some outside threat either place maybe used.  If we need to relocate at another location we will go to Booker T. Washington Elementary for an indoor secure location and the facility parking lot for fire drills.  All teachers will be instructed routinely on these drills. (See Attachment A for complete overview)
Routine drills will be conducted according to licensing requirements. 
(26)  Texas Penal Code

Achieve Learning will inform parents verbally that under the Texas Penal Code, any area within 1000 feet of a child-care center is a gang-free zone, where criminal offenses related to organized criminal activity are subject to harsher penalty.  (See Attachment  B)

(27)  Minimum Standards and Licensing Inspection Report

A copy of the minimum Standards for Child-case Centers is available for review at Achieve Learning upon request.  In addition, parents can find it online by going to: http://dfps.state.tx.us/documents/Child_Case/Child_Care_Standards_and_Regulations/746_Centers.pdf
(28)  Local Licensing Office, PRS Child Abuse Hotline and the PRS Website Information 

Licensing Office
http://www.dfps.state.tx.us/Child_Care/About_Child_Care_Licensing/
14000 Summit Drive, Suite 100
Austin, Texas 78728
(512) 834-3195

Reporting Suspected Child Abuse

For information from the Department of Family and Protecting Services on reporting abuse, neglect or exploitation, visit: http://www.dfps.state.tx.us/Contact_Us/report_abuse.asp
Abuse Hotline and Website

· Call the Texas Abuse Hotline toll-free at 1-800-252-5400 24 hours a day, 7 days a week, nationwide
· Make your report through their secure web site and you will receive a response within 24 hours: www.txabusehotline.org
(29) Preventing and responding to abuse and neglect of children

Achieve Learning will ensure annual training is completed by employees to prevent and respond to abuse and neglect of children.
(30) Recognizing the Signs of Child Abuse 

Physical Abuse
Physical Abuse is physical injury that results in substantial harm to the child or the genuine threat of substantial harm from physical injury to the child.  The physical injury (ranging from minor bruises to severe fracture or death) can result from punching, beating, shaking, kicking, biting, throwing, stabbing, hitting, burning, choking, or otherwise harming a child.  Such injury is considered abuse regardless of whether the caretaker intended to hurt the child.
Suspect Physical Abuse When You See:
· Frequent Injuries such as bruises, cuts, black eyes, or burns without adequate explanations
· Frequent complaints of pain without obvious injury
· Burns or bruises in unusual patterns that may indicate to use of an instrument or human bite; cigarette burns on any part of the body
· Lack of reaction to pain
· Aggressive, disruptive, and destructive behavior
· Passive, withdrawn, and emotionless behavior
· Fear of going home or seeing parents
· Injuries that appear after a child has not been seen for several days
· Unreasonable clothing that may hide injuries to arms or legs

Neglect
Neglect is failure to provide for a child’s basic needs necessary to sustain the life or health of the child, excluding failure caused primarily by financial inability unless relief services have been offered and refused. 
Suspect Neglect When You See:
· Obvious malnourishment
· Lack of personal cleanliness
· Torn or dirty clothing
· Stealing or begging for food
· Child unattended for long periods of time
· Need for glasses, dental care or medical attention
· Frequent tardiness or absence from school
Sexual Abuse
Sexual Abuse includes fondling a child’s genitals, penetration, incest, rape, sodomy, incident exposure, and exploitation through prostitution or producing pornographic materials.
Suspect Sexual Abuse When You See:
· Physical signs of sexually transmitted diseases
· Evidence of injury to the genital area
· Pregnancy in a young girl
· Difficulty in sitting or walking
· Extreme fear of being alone with adults of a certain sex
· Sexual comments, behaviors or play
· Knowledge of sexual relations beyond what is expected for a child’s age
· Sexual victimization of other children
Emotional Abuse
Emotional Abuse is mental or emotional injury that results in an observable and material impairment in a child’s growth, development, or psychological functioning.  It includes extreme form of punishment such as confining a child in a dark closet, habitual scapegoating, belittling, and rejecting treatment for a child.
Suspect Emotion Abuse When You See:  
· Over compliance
· Low self-esteem
· Severe depression, anxiety, or aggression
· Difficulty making friends or doing things with other children
· Lagging in physical, emotional, and intellectual development
· Caregiver who belittles the child, withhold love, and seems unconcerned about the child’s problems

(31)  CPSC Recall List

The Child Development Center is responsible for reviewing the United States Consumer Product Safety Commission recall list.  You may review all current and past recalls through the CPSC’s Internet website at: www.cpsc.gov.


(32) Vaccine-preventable diseases for employees
All employees shall maintain their required vaccinations and preventable disease shots in order to avoid or decrease the spread of diseases.
































Achieve Learning Child Development Center

My signature below certifies that I have read and understand the and by signing the form below I agree to abide by all rules and policies throughout this book of Operational Policies and Procedures of Achieve Learning Child Development Center and shall comply with all requirements of being a part of this program.

I also acknowledge that I have been given the opportunity to discuss any policies in this book with the Director of the facility.

I acknowledge that Achieve Learning CDC reserves the right to modify or amend these policies and procedures at any time without prior notice.

Student printed name ____________________________________________________________

Parent’s signature _______________________________________________________________

Date _________________________________________________________________________

Achieve Learning Child Development Center is a licensed, for profit child-care center for children in Bastrop County and surrounding Counties.

509 M L K Dr.
Elgin, Texas 78621
Tel.: (512) 281-0616
Email: achievelearningcdc@outlook.com
Website: www.achievelearningcdc.com
Owner: Gabriela Perez
Director: Ana Perez Ramirez

















ATTACHMENT A
EMERGENCY EVACUATION PLAN (OVERVIEW)

These procedures do not cover every condition that might develop and it may not always be possible to follow every procedural step.  This plan can be used in conjunction with other emergency plans.

In the event of an emergency situation that requires an evacuation of Achieve Learning Child Development Center, one of the following plans shall be implemented.  In all situations, the caregiver in charge when evacuating shall:

· Take an accurate attendee list;
· Account for all children and staff as they board/depart vehicles or in a group walking;
· If able bring any medications, supplies, and emergency records;
· Take a cellular telephone if available for emergency notifications.

Staff will remain with and care for the children at all times during an event.  Attendance will be checked whenever children are moved.  Staff will bring any necessary medications, supplies, and emergency records if time allows.  Children will be kept together by their teacher, who may ask older children to assist in moving small children.

1. In the event of a natural emergency, i.e. tornado, severe storm, etc. the children and other occupants of the building will shelter in place in the childcare center’s girls restroom or in the corner of the building next to the office.  The girl’s restroom is designated as our indoor relocation site.
2. In the event of an emergency that requires the children to evacuate the building, but remain on the premises, the outdoor evacuation area is the northwest parking awning of Abreo & Carter, Attorneys at Law across the center’s parking lot.
3. In the event of an emergency requiring a nearby secured evacuation, the children will walk across the street to Booker T. Washington Elementary School where they will remain accompanied by caregivers while family/guardians/emergency contacts are notified of the situation and arrangements are made for either the transporting home or care taking for the remainder of the day.
Off-campus Evacuation Location Information:
	Booker T. Washington Elementary School
	510 MLK Blvd.
	Elgin, TX 78621
	(512) 281-3411
4. If the emergency environment is confined to the immediate area of the child care facility, e.g. fire or toxic fumes and the children must evacuate away from the center, the children and staff will follow the protocol of the Elgin ISD School.  The children will remain accompanied by caregivers while family/guardians/emergency contacts are notified of the situation and arrangements are made for either the transporting home or care taking for the remainder of the day.
5. If there is an act of violence or attempted violence the staff is trained to either remain locked inside the center away from the danger out of site or to evacuate through the nearest exist to safety.  

The Emergency Evacuation and Relocation diagram can be found in each classroom posted near the door.
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