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Helping children grow & learn since 2002.
701 Norwood Lane/P.O. Box 94

Hearne, Texas 77859

P: (979) 280-5588

F: (979) 280-5588

www.firststeplearningcenterhearne.com

find us on Facebook @FirstStepLearningCenter

The policies and procedures in this handbook have evolved with input from parents and employees while surpassing the Minimum Standards set by the Texas Department of Family Services.
Please take time to read through all of the information; we are confident it will answer many of your questions about the operation of our center.
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Vision
Our vision at First Step Learning Center is to create a safe and loving environment for children to grow.

Mission
The mission at First Step Learning Center is to create a place where everyone will find love and acceptance. First Step Learning Center will provide a place where your child can feel safe. We believe that staff should unify as one and work to shape the children’s life.
LEARNING CENTER INFORMATION
Since our Learning Center was designed and built with children in mind, the environment is rich in child centered and developmentally appropriate experiences.  We are a developmental school that meets the needs of children from infants to school age.  We accept children from all races, nationalities, and religious background.  We also, welcome special needs children.
OPERATION SCHEDULE
· First Step Learning Center is open from 7:00 a.m. to 6:00 p.m. Monday through Friday. During the months of January thru December. 
· Due to COVID Center will be closing at 5:30 p.m.
· First Step Learning Center drop off time is BEFORE 9:00 a.m.

· All children must be picked up BEFORE 5:30 p.m.

· Parents will be responsible for additional charges incurred when keeping your child(ren) after 6:00 p.m.

· First Step Learning Center has one staff development day per year when the center is closed.  Parents/guardians will be notified ahead of time in order to make other arrangements as needed.
HOLIDAYS WE OBSERVE
	New Year’s Eve 

New Year’s Day
	Good Friday
	4th

 of 

July
	Thanksgiving

And the Day After

	Memorial Day
Graduation Day
	Labor Day
	Conference

Training
	Christmas Eve 

Christmas Day


· If the holiday falls on a weekend, the holiday will be observed on the Friday before or the Monday afterwards.

· Parents will be given a holiday reminder throughout the year.
OUR LEARNING PROCESS
First Step Learning Center strives for excellence in everything we do.  Our standards are higher than those required by Texas State Law and our center has earned the Texas Rising Star accreditation.  

Our program supports a playful attitude on an ongoing basis by creating opportunities for children to make-believe, make choices, and adjust activities to their own interests. 
Goals: Learns to cooperate with others, to meet each individual needs, to provide a learning environment, and to create a safe place for the children.
FULL-TIME PROGRAM  
· Engages children in playful activities throughout the day; intentionally engages children in songs, books, games, etc. and expands on play initiated by children to reinforce language, ideas and social development.  

· Uses specific and intentional strategies, activities to model and support emotional development such as; reading and discussing books about feelings, using puppets, and role playing, create awareness, and effectively process their own emotions. 

· Encourages self-regulation by consistently implementing program rules and routines that are age appropriate. 

· Guides children as they resolve conflicts to speak respectfully to each other and to initiate and expand on each other’s play ideas. 

OUR TEACHING PROGRAM
· Various guidance strategies by providing prompts, hints, clues to encourage the child to problem solve a solution themselves that allows children to try out their own ideas. 

· Help children make connections between their actions and emotional reactions by having children engage intentionally into activities that help them learn to label their feelings, figure out why they are feeling a certain way, and how to process that feeling appropriately.  

· Demonstrate flexibility and tolerance for minor mishaps and misbehaviors.

· Supportive language to assist children in their communications & interactions.
· First Step Learning Center’s Curriculum: 
Children learn thru play with teacher-child interaction and small group time

Creative Curriculum: We let the kids explore and make their own creations. Teachers put supplies on the tables and allow the children to choose what they want to use. Our teachers use open ended questions to communicate with the children and enhance their learning. 
Frog Street: Frog Street is a supplement that our center uses for oral language, books, songs, and various other activities throughout the day. Theme units for each month for creative curriculum.
· Children Assessments are done in September of the current year and May of the falling year or when enrolled. 
COMMUNICATION AND PARTICIPATION 
· Facebook – General Information
· Website – General Information 
· ProCare Engage App – Daily Report and General Information 
· Note To Parents - Childs Development and Needs
· Suggestion Box Available 
· Surveys given twice a year. Suggestions and evaluation results are integrated into the program operation when applicable.
· Parent Conference available throughout the year
· Special events – parents are always welcomed to attend. 
· Resources are available for parents  
· Note: Parents are offered an annual written evaluations/survey. Suggestions and evaluation results are integrated into the program operation when applicable.
ENROLLMENT REQUIREMENTS

To enroll your child into the First Step Learning Center, the following listed PROGRAM REQUIREMENTS WILL NEED TO BE COMPLETED BEFORE YOUR CHILD IS ALLOWED TO ATTEND HIS/HER FIRST DAY OF SCHOOL.  

A parent orientation meeting will be held with parents/guardians preceding enrollment where a face-to-face visit with the director. The purpose of this meeting is to discuss the needs of your child and the guidelines of this program.  

It is required to always update your child’s record as changes occur, regarding contact information and immunization records, to maintain enrollment. Parents can do this by email (melissafslc@yahoo.com) or ProCare pro.
Changes to contact info for your child and pick up information can be emailed to Melissa (melissafslc@yahoo.com) or through ProCare Pro App.

Parents will receive a revised copy of the handbook when changes are made. 
FULL-TIME PROGRAM REQUIREMENTS
· Admission Information
· Getting to Know Your Child form
· Pre-Admission Health Statement/Medical Release
· Food Allergy or Environmental Allergy Form (if applicable)
· Up-to-Date Immunization Record
-age-appropriate immunization records must include:

	· HepA
	· MMR
	· Rotavirus
	· Influenza

	· HepB 
	· Varicella
	· Hib
	· VC7 and 13

	· DTaP
	· IPV/Polio
	
	


· Vision & Hearing Record (4-year-old)
· Handbook Acknowledgement & Civil Rights form
· Parent/Learning Center Orientation Checklist
· CACFP Meal Benefit Income Eligibility form
· Non-Discrimination Policy Statement

· Photo Consent form

· Discipline and Guidance form
· Covid Policy

· $35.00 yearly supply fee
· Tuition for first week
INFANT PROGRAM ADDITIONAL REQUIREMENTS:
· Infant Classroom Care form
· Infant Food Program form

· Infant Safe Sleep Policy
TUITION AND FEE INFORMATION
TUITION
· Full-Time weekly tuition: 
	6 weeks -17 months Rate
	$140.00

	18 months – 5years old
	$130.00



· After-School weekly tuition:
	Regular Rate
	$70.00

	Holiday/Spring/Summer 
	$130.00


· 3 or more days is considered full time.

· Tuition is due weekly by Friday.
· Tuition may be paid monthly, but only prior to services.  
· YOUR CHILD WILL NOT BE ABLE TO ATTEND IF PAYMENT IS NOT RECEIVED WEEKLY.
· Supply fee is due upon registration and yearly (September).
· We accept check, cash or credit card. 
· Automatic Payments through Tuition Express is PREFERRED  
· ProCare Engage (App) is available for online payments.
CHILDCARE MANAGEMENT SERVICES (CCMS)
· Programs available through Workforce Solutions Brazos Valley 
· Further Information Contact CCMS at 979-595-2801
· CURRENT PARENTS ON CCMS

· CCMS Parent Fees are due on the 1st of each month.
· Any changes or updates inform director 
SUPPLY FEE
· Full-Time yearly fee:
	Supply Fee (All Ages)
	$35.00


· After-School yearly fee:
	Supply Fee (All Ages)
	$25.00


LATE PAYMENT & LATE PICKUP & RETURNED CHECK FEE 
· A late fee of $10.00 will be due if fees are not paid by Friday, 6:00 pm.
· Your child/ren will not be allowed to return till fees are paid weekly.  
· There is a $25.00 fee on all returned checks.
·  Late pickup fee of $10.00 after 6:00pm 
REFUND POLICY
· There will be no refunds once a child is enrolled into a classroom.

· Parents must inform the director in order to withdraw a child from our program. 

· Any credits on the child’s account will be refunded once spoken with the director.  

SIBLING DISCOUNTED FEE
· Discounts are available for families with two or more full-time enrolled children.  

· The first child in the family will pay full price and a $10.00 discount will be allowed for each child thereafter. 

· This does not apply to after school care children.
VACATION DISCOUNTED FEE
· Vacation fees are 50% of the regular fee and must be pre-paid.  

· The center will only allow four weeks’ vacation rates per calendar year.
ATTENDANCE POLICY
ARRIVALS & DEPARTURES
· Parents are REQUIRED to SIGN-IN & SIGN-OUT their child daily when attending the Center. 
This is crucial to the safety of your child and our staff in case of an emergency.
· Child/ren shall be DROP OFF BEFORE 9:00am and PICKUP BEFORE 5:30pm.
· Parents are asked to bring their child to the door or forum and remain with him/her until a teacher has taken responsibility. 
· Children must be escorted to and from the building BY AN ADULT.
AUTHORIZED PICK-UP
· Only persons authorized by a parent/guardian will be permitted to pick up a child.  
· A list of authorized persons will be kept on record for each family.  
· If an unauthorized person comes to pick up a child, contact center by phone with the person information. Identification will be required from the person.
ABSENCES 
· Tuition must be paid in full, regardless of a child’s missed attendance.  
· Your tuition is to hold your child’s spot in the classroom.  

· No reduction in payments for absences due to illness, or holiday will be given.
· Please notify the office if your child: has an illness of any kind, is going on vacation, or will be staying home for more than 1 day in a week. 

WITHDRAWAL 
· If your child has not attended the center for more than 2 weeks without reason, he/she will be withdrawn from our program.  Please advise our director if child care services are no longer needed.
LEARNING CENTER STAFF QUALIFICATIONS
All teachers and staff have been carefully interviewed and selected on the basis of educational background, experience, and most importantly- their love of children. 
CRIMINAL BACKGROUND CHECKS & DRUG TESTING
· Every employee at First Step Learning Center has passed the following criminal background checks:
· Central Registry
· Texas Department of Public Safety

· Federal Bureau of Investigation (FBI) is recertified every 2 years 

· First Step does random drug test to their employees. 
EDUCATION/TRAINING
First Step Learning Center recognizes that a well qualified staff is important for the well being of each child. Qualified training is required to meet state and Texas Rising Star standards. The center may close a day in order for staff to attend training conferences. 
· All employees are required to be: 
· CPR and First Aide certified
· Undergo Pre-Service Training before their first day with children
· Complete ongoing training in Child Development, specifically thirty (30) hours a year.
· Trained and follows all SIDS guidelines 
· Trained in abuse and neglect of children.  This includes warning signs, prevention techniques, and strategies for coordination between the center in appropriate organization. 
MEALS
NUTRITIOUS MEALS
· We are in contract with the Child Care Food Program and follow the nutritional guidelines of the Department of Texas Health Services.  
· All meals are prepared and cooked in the First Step Learning Center kitchen.

· During food preparation and serving no personnel or children are allowed in the kitchen.

· Food and liquid that is hotter than 110 degrees is kept out of reach.
· Our menus are on a 4-week rotation. We serve healthy meals for breakfast, lunch and snack.
· Meal Schedule for Children in our Center that are eating table food:

	Breakfast
	8:00 a.m. – 9:00 a.m.

	Lunch
	11:00 a.m. – 12:00 p.m.

	Snack
	2:30 p.m.


· Parents that bring their child after scheduled meal times are responsible for providing that meal for their child.  Child must consume meal before entering building.
· FOOD RESTRICTIONS or ALLERGIES
· Children with food allergies will be given a substitution.

· Parents MUST provide us with a Food Allergy Emergency Plan from the child’s doctor regarding instructions to avoid and handling a reaction, if one were to occur.  (Form to be picked up at First Step Learning Center)
· We are required to have a Food Allergy Emergency Plan containing the signature of the child’s primary care physician. 
· With this information we can ensure you child is served food that is safe for him/her.
· If a child had a milk allergy, they will be given the allowed drink in a designated cup with the child’s name on it. Any child with a food allergy is given a different color plate than the children without an allergy to distinguish between the two.

· Each staff member is trained on food restrictions and allergies.

· There is a folder in every room which includes a list of each child’s allergies. A list is also provided for a quick reference of food allergies.
BREAST-FEEDING BABIES
· Our Center welcomes and will make any necessary accommodations for those breast-feeding moms. Breast milk must be labeled with the child’s first and last name and date, nursing on site can be available if needed. 
· Feeding form is provided to the parent to fill out when any changes occur. 
· The Hearne WIC office is a great resource for information regarding breastfeeding and other healthy food choices for children.  
HEALTH/MEDICAL POLICY

HEALTH
· It is our TOP PRIORITY to keep our Center’s children and staff safe from any harm.  This also pertains to each child’s HEATLH & WELL BEING!

· The Center must be informed of any medical condition that your child may have.

· Each child is checked daily from head to toe and any marks will be documented.

· If you child appears to be coming down with something, PLEASE keep him/her home or get them into see their primary physician as soon as possible.  This is the period when the infection is the MOST CONTAGIOUS!

· Parents ARE REQUIRED to notify the Director if your child has been exposed to or contracted a contagious disease!
· Children should NOT be signed into school if they have the following symptoms: 

· Vomiting
· Fever within 24 hours

· Continuous Diarrhea 

· Skin Rash/Eruptions

· Eyes that are Inflamed or Watery

· Children MAY be allowed to attend school if they have the following symptoms at the discretion of our administration or with a doctor’s note: 

· Runny Nose   -   Slight Cough

· If a child becomes ill at the learning center, the parent/guardian will be contacted immediately.

· Illness Reports will be given to parents if the child has the following symptoms:

· Vomiting

· Diarrhea

· Fever above 100.4 with an armpit reading (checked 3 separate times)
· If the parent/guardian cannot be reached, 911 will be called.

· Parents MUST advise our staff of any marks such as insect bites, bruises, etc.  

· Our Learning Center does NOT require employees to have routine immunizations, unless it is advised by their personal physician.  

With these stringent rules, parents can feel confident 
that their child’s health is being given the best possible protection!
MEDICATION 
· Prescription and/or Non-Prescription medication will ONLY be given to a child that has a signed Medical Authorization Form on file.
· Prescribed Medication must be in its original container, labeled with child’s name, doctor’s dosage instructions & date medication was brought.

· Texas State Law forbids Tylenol to be administered to ANY child under of 2 yrs of age.

· Documentation of prescription and non-prescription medication will be maintained in the child’s file. 

· Medication that has expired, not in original container or instructions conflicting with product label will not be given unless accompanied with doctor’s orders.

· DO NOT LEAVE ANY MEDICATION IN YOUR CHILD BACKPACK OR CUBBY! 
MEDICAL EMERGENCIES
· All Staff has been trained in First Aid and CPR.
· First Aide will be administered by the staff for minor scrapes and bruises.
· If a child is injured or urgent medical treatment is necessary, a trained CPR staff member will provide First Aide while the parent is being notified.  
· If a child has to be transported by ambulance, it will be the parent’s responsibility to assume any cost for emergency care
SAFETY/EMERGENCY PROCEDURES
SAFETY
· Our most important goal is to provide the best and safest environment for every child therefore First Step Learning Center meets all fire and safety requirements.

· We have specific guidelines and procedures for dealing with emergencies that are posted at the learning center for you and your child’s safety.

· Fire drills will be practiced monthly and severe weather drills every 3 months under the supervision of the director and staff.

· Exit signs are posted at all doors.  

· Emergency evacuation maps are located in each room by the door.  

· Fire extinguishers are located through-out the building.

· All of the equipment and materials are routinely check for safety.  Any equipment in need of repair will be fully repaired or discarded. 

· We have the necessary first aide, water, and food supplies in case of an emergency. 

ACCIDENT/INCIDENT REPORTS  
· Accident Reports are given to parents when a child has a self-inflicted injury.
· Incident Reports are given to parents when there is an injury involving another child.
HARASSMENT AND ABUSE
· The center is committed to providing a safe, positive learning and working environment for all children and staff.  

· Any form of suspected child abuse or harassment; including Sexual harassment, sexual exploitation and physical abuse, will not be tolerated and WILL BE REPORTED to the proper authorities as required by state law!

EMERGENCY 
· In case of severe weather, flood or any school closing, ProCare Engage App, KBTX, and Facebook.  
· Emergency drills is conducted monthly. 
· The center is equipped and monitor by a security fire alarm company.
· Smoke detectors installed throughout the center. 

· In the event of an emergency, the Director will contact local authorities, parents and Child Care licensing to inform them of the emergency evacuation.  
· Caregivers will evacuate with children attendance and the Director will evacuate with parent contact information and medical authorization forms.  
· Emergency maps are located in each room by the door.  
· To evacuate the infants and non walkers, we will evacuate using the baby cribs.
· Any special needs children with mobility issues will be assisted by staff. 
CLASSROOM MANAGEMENT 
BEHAVIOR MANAGEMENT PROGRAM
· Our Learning Center utilizes “Conscious Discipline®” approach to Classroom Management.  The following is an explanation regarding this program: 

· “Conscious Discipline®” is a comprehensive classroom management program and a social-emotional curriculum. 
· It is based on current brain research, child development information, and developmentally appropriate practices. 
· Conscious Discipline® has been specifically designed to make changes in the lives of adults first. The adults, in turn, change the lives of children. 
· Our teachers implement Conscious Discipline® by developing skills to help children become aware of and express their feelings, work out conflict and become a school family.
·  Our teachers use and teach specific breathing techniques and the use of Safe Space to create an environment that fosters safety, models composure and pro-social behavior, and helps children to become aware of, and in turn, manage conflicts and their emotions appropriately.
· Every child learns how to be helpful, take responsibility, and offer kindness and love to people around them.
BEHAVIOR/DISCIPLINE MANAGEMENT
· The director, teacher and parent will keep a close communication with each other on behavior issues.  Conversations with parents and teacher are held on a daily basis and parents will be given a behavior report for Documentation.
CHALLENGING BEHAVIOR/DISCI0PLINE MANAGEMENT
· If a child seems to be having a pattern of difficulties following the rules of the program and causing disruptions in the classroom.  The teacher will keep a conduct time log on the child.  
· If negative behavior continues after three (3) reports, then a conference between the child’s teacher, parents and the Learning Center Director will be held and a “Plan of Action” will be discussed and agreed upon.
· If the child continues to have difficulties participating in our classroom appropriately, a suspension would occur.  The last step would be for you to remove your child from this program and find a better childcare option to best fit your child.
Our Center WILL NOT TOLORATE any child to be humiliated, shamed, frightened, or

subject to verbal or physical abuse by a staff member of
FIRST STEP Learning Center.

*Our Learning Center Director reserves the right to terminate services when a child’s behavior is detrimental to other children. This includes BITING. *
TOILET TRAINING
TOILET TRAINING 
· Our teachers are prepared to work WITH parents to prepare older toddlers for this important milestone in their lives. 
· We ask parents to meet with their child’s teacher prior to beginning potty training. 
· Our teachers encourage and praise the child for successes and show understanding and patience when accidents occur. 
· During the training, parents are asked to supply the center with:

· Three (3) sets of clothing per day, especially underwear and bottoms preferred in a backpack to come and go with child everyday 
· Pull-ups or Diapers only for nap time
· Crocs or easy-to-clean shoes
· Returning dirty clothes in a plastic bag in their backpack
· If a child does not have enough clothes, the teacher calls the parent and asks him/her to bring clothing immediately. 
GENERAL POLICIES AND PROCEDURES
Parents are invited to participate in program related activities. These activities include: Birthday celebrations, Easter egg hunts, Christmas parties, Open house, and meet the teacher.

BIRTHDAYS
· We LOVE celebrating birthdays at FIRST STEP Learning Center!

· Parents are welcome to bring treats that we will hand out at snack time. 

· Please let the office know in advance so we can plan for the special event. 
SCHOOL CHILDREN
· Afterschool Program is available.
· If withdrawn from public school – Children will not be able to attend full-time at the center due to classroom ability.
CLASS PET/ANIMAL VISITS
· The Center at times will have pet animals that will come in and out of the classrooms.

· These animals will be kept in appropriate cages and tanks. 

· The children will not come into contact with the animals unless supervised!

· Parents are responsible for informing their teachers and the Director of any allergies to animals their child may have.
CUBBY 
· Each child is provided with a cubby to place their personal belongings.
· Space is limited. (Please avoid sending unnecessary items) 
DRESS CODE
· Dress your child comfortable and appropriate according to the weather!

· Clothing that is easily washed is recommended.
· PARENTS ARE REQUIRED TO BRING AT LEAST ONE (1) SET OF EXTRA CLOTHES IN CASE OF ACCIDENTS TO BE LEFT AT THE CENTER.  
· All extra clothing brought to our Center is secured in a Large Zip-lock baggy and properly labeled with child’s name. 

· WE DO NOT PROVIDE EXTRA CLOTHES.
· We provide a smock for your child to wear during messy projects, however stains may still get on clothing.  *Our paints are soap-based.

· In cooler weather children go outside to get fresh air and activities, PARENTS ARE RESPONSIBLE FOR BRINGING A JACKET. 
SHOE 
· Tennis/Athletic shoes are preferred.

· Sandals and Flip flops are allowed as long as the shoe has strap (usually located in the back) that secures the shoe to your child’s foot.

· Boots are accepted but not recommended.

· DUE TO SAFETY REGULATIONS ALL WALKING CHILDREN MUST WEAR SHOES.
GANG-FREE ZONE
· Our facility is recognized as a gang-free zone in the State of Texas, which means all gang related activity is not permitted within 1,000 feet of this child care center.

· ANY activity within this boundary is subject to increase penalties under Texas Law.
NEEDS & SERVICES PLAN (Infant)
· Infants need change rapidly.  You will be asked to update these changes often with your child’s teacher.  A form will be provided to you to review and update any changes. 
SPECIAL NEEDS AND CULTURAL INCLUSIVENESS
· Special needs children will need a Safety plan to ensure that we follow all needed care for the child. Parents and the center director will ensure that the safety plan is in place.
· First Step Learning Center will respect all cultures. First Step will respect their beliefs. If there are any handout or important information, we will translate to their language. 
· Child needing therapy will be in a room with no distractions. 
PHYSICAL ACTIVITY
· Each class will be going outside for thirty (45) minutes in the morning and thirty (45) minutes in the afternoon every day. (Weather permitting)
· Every child is required to accompany their class outside unless the office has a doctor’s note explaining why the child must stay inside. 
· Outside activities includes riding bikes, playing group games and any physical movement of children’s interest. The activities increase the children heartbeat. 
· When outside time is unavailable an alternative inside activity is in place. 
WATER ACTIVITIES
· Water tables are in classroom, used occasionally.
· Summer months water activities are done once a week.  During the activities water tables, sprinklers and water pads are used.  
SUNSCREEN AND BUG SPRAY


· It is the parent’s responsibility to apply sunscreen in the morning.  We will apply sunscreen on your child in the afternoon during the hot season if needed.  You must provide your desired sunscreen.     

· Bug spray can be applied also when needed, parent must provide.  Please label all items brought to the Center.
FINGERNAIL
· To avoid accidental scratching, please cut your child’s nails short and free of debris regularly BEFORE arriving to the learning center. Notes are sent to parents or will be informed when needed.
SCREEN TIME
· Full time children do not use screen time. 
· Afterschool care uses screen time for quite time. 
· All electronics only used when approved by Director.  
THINGS FROM HOME
· Due to the risk of damage, sharing issues and the potential for loss, children are encouraged NOT to bringing toys from home. 
TRANSPORTATION
· Transportation is NOT provided by the Center for pickup from the school to the center. Parents will be responsible for getting their child to the center.  Parent may contact the school regarding bus drop off at the Center.
FIELD TRIPS
· The center does not participate in any field trips.

VISITORS
· All visitors are required to report to the office upon entering the center.

· Parents are always welcome.  

· Children are easily disturbed therefore we request that parents not go directly to the classrooms or disrupt the class environment.  
· If you wish to visit your child, be prepared to help them cope with your separation if necessary.
PICTURES
· Taking pictures is part of our curriculum.  At times we will have visitors from our community, including but not limited to Fire Fighters, Law Enforcement Officer, Girl Scouts, Nurse, etc.  Please inform us in writing if you wish that your child not be photographed during these visits or during the course of our regular day. 
· Pictures are sent through ProCare App, Facebook and First Step Website. This information is giving out in the enrollment packet. 
PARENT CODE OF CONDUCT
One of our goals is to provide the most appropriate environment in which a child can grow, learn and develop. Achieving this ideal environment is not only the responsibility of FIRST STEP staff, but also the responsibility of each parent or adult who enters the center. Parents are asked to behave in a courteous, decent and respectful manner. 
Parents who violate the Parent Code of Conduct will not be allowed 

on FIRST STEP property
.
GRIEVANCE/COMPLAINT PROCEDURES
· While parents will not always agree with FIRST STEP staff or administration, or parents of other children, we expect disagreements to be handled in a calm and respectful manner. 
· FIRST STEP uses a variety of techniques to negotiate difficulties that arise in the center. 

1) Should you have a complaint concerning our center, our employees or our procedures, please speak with our director.
SWEARING/CURSING
· No parent or adult is permitted to curse or use other inappropriate language on FIRST STEP 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. 

· At NO time shall inappropriate language be directed toward members of the staff. 

PHYSICAL/VERBAL PUNISHMENT OF A CHILD 
· Corporal punishment or Verbal abuse of children is not permitted in our child care facility. 

· Parents are always welcome to discuss a behavioral issue with the teacher. 

· All behavior concerns should be brought to the classroom teacher and/or director.
NON-SMOKING FACILITY
· Parents are prohibited from smoking in the building and in the parking lot. 

· Parents who are smoking in their cars must dispose of the cigarette prior to entering the parking lot. 

NO FIREARMS/WEAPONS ALLOWED
· Absolutely no firearms are allowed on FIRST STEP property. If you are required to carry a weapon for work purposes, we ask that you lock the weapon in your car.

· Please be particularly mindful of FIRST STEP entrance procedures and help us make sure unauthorized individuals are not allowed into the center.
LOCAL, STATE AND FEDERAL INFORMATION
COMMUNITY RESOURCES
· Resources are located in the front foyer for parents to pick up.

· Resources within the community will be accessible for each parent.
· There are MANY resources within the community that can help if needed. 
These include but not limited to:  

· ECI

· CPS

· WIC 
· Brazos Valley Jobs

· CCMS (Child Care Management Services). 
· CACFP (Child and Adult Care Food Program).

· If you need more information on these programs, you may contact the office.

STATE REGULATIONS
· This learning center is registered with and licensed by the Texas Department of Protective & Regulatory Services as required by law. 
· A copy of the Minimum Standards is on file in the director’s office for anyone to see.

· The most recent inspection report is posted and located in the entrance.


Quality care of your child(ren) is our utmost concern.
                      Texas Department Protective & Regulatory Services
Web-site address: www.dfps.state.tx.us

Childcare Licensing 979.731.0119

Abuse Hotline:  1.800.252.5400
The director reserves the right to update/change these policies.  You will get written notification of these changes when the changes occur and become effective. If a parent or guardian needs to update a child’s information, they may submit it to the director’s mailbox. Forms are placed on the table by the sign in sheets.
Please check the “Parent News” board weekly for any information or changes within the center.
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