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	1.  Introduction

Welcome to Kidz K’Nect Child Development Center (also referred to as KKCDC), where “Learning is Made Possible Every Day!”  KKCDC is a licensed childcare facility designed to foster learning in a safe and loving environment for infants, toddlers, and school agers (ages 6 wks – 12 yrs.). The mission of KKCDC is to strive to provide the Highest Quality Childcare and Educational Service that promotes and enhances each child’s development; while assuring our parent’s peace of mind in the care and service we render to children.  Our goal is to help develop and stimulate each child’s curiosity for learning.  This goal is accomplished through a committed team of trained care-givers and certified teachers.
The heart of Kidz K’Nect Child Development Center is to provide ultimate love and care through a safe, nurturing and developmentally appropriate program which fosters active learning, support for the whole child, and a child friendly environment. At KKCDC, we believe that, with love, encouragement, and the proper support system, every precious child can accomplish great things as they grow and develop. Here is how… 

· We foster innovation. 

· We embrace team work. 

· We strive for excellence. 

· We respect and support families. 

· We commit to service at all levels. 

· We respect and appreciate diversity. 

· We actively listen and seek to understand. 

· We communicate openly and productively. 

· We use resources creatively and responsibly. 

· We abide by the NAEYC Code of Ethics and Statement of Commitment. 

Kidz K’nect Child Development Center’s vision is to be nationally recognized as an outstanding childcare center. 
Thank You!
Sharon Talley
Kidz K’Nect Child Development Center- Owner & Founder
2. Policy & Procedures Manual

KKCDC has implemented a policy and procedures manual required by the State of Texas; designed not only to protect children, families, and staff, but also, to set and establish KKCDC’s health and safety standards, and preferred business conduct and practices. As long as your child is enrolled at KKCDC, the standards addressed in this policy manual will apply during the duration of his/her stay. This manual can be referenced to resolve most questions and issues you may have.

2.1  Manual Changes & Updates
The Center, at its discretion, may change any policy contained in this manual.  Moreover, as KKCDC continues to expand, this manual will be updated at the start of each school year.  Parents will be given updated manuals each year; as well as, notified of any abrupt changes in writing.  Please check your child’s cubbies daily for children’s work, announcements, events, and notices from KKCDC Administration. For important changes and updates, Parents will need to initial their acknowledgement of such information on a ‘Master Notice’ form located next to the Sign-In/Sign-Out sheet.
2.2 IMPORTANT INFORMATION

Texas Department of Family & Protective Services
Region 6- Greater Houston Area

2221 W Loop 610 S.   Houston, Texas 77027

(Licensing) (713) 940-5200, Intake (713) 940-3009
Child Abuse Reporting: 1-800-252-5400, or  www.TxAbuseHotline.org  
Texas Department of Family & Protective Services

www.dfps.state.tx.us/Child_Care
Kidz K’Nect Child Development Center follows the rules and regulations outlined in the State of Texas Minimum Standards. Should you wish to review these standards, you may visit the center to read these standards on the premises. Due to our need to refer to the Handbook on a regular basis, KKCDC is unable to lend this book out to parents. You may also visit www.dfps.state.tx.us/Child_Care and read the standards online. Should you need to see a copy of our latest inspection report, you may do so by going online to the site listed above, or stop by the office and we will show it to you. 

2.3 NEW REGULATION § 746.501: 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. A gang-free zone is a designated area around a specific location where certain gang related activity is prohibited and is subjected to increased penalty under Texas law.
3. Enrollment Procedures
Prior to enrolling any child into KKCDC, parents and children are encouraged to visit the Center for a tour, as well as to meet the teachers. Pre-enrollment tours are done by appointment only. Should a parent decide to enroll their child(ren), they will be given a copy of KKCDC’s Policy & Procedures Manual, an Enrollment Application, and several corresponding forms to complete. All forms, including an up-to-date immunization record and health statement from a physician, must be completed prior to enrolling a child. A Non-Refundable Enrollment Fee of $50.00 will hold each child’s place. Failure to complete all forms may cause a delay in the start date.

Before a child can be admitted to KKCDC, the following forms must be completed:
· Completed Enrollment Application Form and Child Information Sheet: All spaces MUST be filled in— please provide accurate phone numbers and addresses, and mark ‘NA’ for areas that do not apply.  Parents are encouraged to lookup all information needed for completing the application.
· Medical Information Form
· Physician’s Release
· Current Immunization Records
· Food Service Application (TX Health & Human Services Form H1531)
· Medication Administration Form (If applicable)
· Toilet Training Form (If applicable)
· Signed acknowledgement of KKCDC’s Policy & Procedures Manual.
· Pre-enrollment visit and center tour
· Fee Payments/Deposits: Enrollment, Tuition Deposit, Regular Week’s Tuition payment, Supplies Fee, and Toilet-Training Fee (if applicable).
Children may be enrolled for existing openings by completing an Enrollment Application form, providing updated shot/immunization records, physician authorization approving a child’s attendance at KKCDC, and by submitting the required non-refundable fees. All materials must be completed and turned in at least 24 hours prior to starting. 
The maximum enrollment at KKCDC is limited by the size of the facility and by student-to-teacher ratios set by the Board of Directors and the State of Texas. If in the event that KKCDC finds itself at capacity with more enrollees, a waiting list will be established.  All new vacancies are filled from this list. Most new vacancies become available in September when scheduled move-ups occur. Other vacancies may become available due to attrition throughout the year.
3.1 Updating Information & Enrollment Renewals

At the start of the new fiscal year, August 1st, parents who wish to keep their children enrolled at KKCDC will need to complete an enrollment renewal form for the start of the new school year.  The fee is $50 for enrollment renewal to hold each child’s place at the Center.
3.2 Waiting List Priorities
Kidz K’Nect will require a completed application and a non-refundable $50 deposit in order to be placed on the waiting list (currently enrolled parents and KKCDC employees are exempt). When an opening at the Center becomes available, the Director will fill the vacancy based on the following priorities, and then by a first come first served basis: 
a.)   Any child temporarily removed from the Center’s enrollment due to illness has first priority to return to the Center.

b.)   Any child currently enrolled in the Center has second priority to move into an older classroom when appropriate (based on birth date and developmental readiness).
c.)   If no child from a younger class is ready to move-up, a new enrollee will be admitted.

	3.3 Non-Discrimination
Kid K’Nect Child Development Center does not discriminate against any child, family, or employee by disregarding one’s race, color, religious preferences, national origin or ancestry. Children with special needs are accepted as long as a safe, supportive environment can be provided for the child; and if it is determined that we can successfully meet the needs of that child. KKCDC embraces cultural diversity, and incorporates it into the daily curriculum. We are an Equal Opportunity Employer.
3.4 Enrollment Review

Before a child attends his or her first exciting day at Kidz K’Nect Child Development Center, here is what will be needed:

KKCDC Form Submission

Fee

Enrollment Application

$50

Fee Slip - Tuition Deposit 1-Wk
$255, $180, $160, or $150
Child Information Sheet

(None)

Food Program Form
(None)

Medical Form

(None)

Physician Medical Release

(None)

Child Immunization Record

(None)

Medication Administration (Optional)
(None)

Signed Acknowledgement

(Policy & Procedures Manual)

(None)

Fee Slip- Annual Supplies
Supply Fee  $75
Toilet Training (Optional)
$12/wk
Fee Slip - Regular Week’s Tuition
$255, $180, $160, or $150
4. Tuition Rates & Fees
All fees listed in this section are subject to change at the beginning of each fiscal year (August 1st). However, all fee changes will be approved first by the Board of Directors; and then parents will be given 45 days advanced notice prior to the start of the new fee implementation.

Tuition is to be paid every week (1x/wk), due every Friday prior to the next week’s attendance. Payments can be made as far as a month in advance if desired.  A $25.00 late fee per family will be assessed if tuition is paid on the following Monday by the close of business (6:30 PM).  If tuition for the week is not paid by Monday, then parents will need to seek alternative care for their child(ren).  Children will only be re-admitted into KKCDC if parents pay tuition for the following week.  If no other payment is received for tuition, then KKCDC has the right to notify parents in writing of their child’s enrollment termination.

If the Center is closed on the Friday due date for Holidays or other reasons, tuition is due on THURSDAY or the following Monday.  If the Center is closed on a Monday and parents have to pay a late fee, then payment can be made on Tuesday. THERE WILL BE NO EXCEPTIONS TO THE TUITION PAYMENT POLICY.

4.1 Tuition Rates
Infants

6 wks – 17 months

$255/wk

Toddlers

18 months – 2 yrs

$255/wk

Early Childhood

2 – 3 years

$180/wk

Pre-School

4 and 5/6 years

$160/wk

After-schoolers
7 – 12 years

$150/wk

3 Days/Week

ALL AGES
$130/Wk
2 Days/Week

ALL AGES

$115/wk

4.2 Deposits & Renewal Fees

A 1-time Security Deposit equal to One Week’s Full Tuition will be due in full at the time of enrollment.

An initial $50 Non-Refundable Enrollment Fee is required in order to hold a spot in a classroom.  Effective July 2014, a Re-Enrollment Fee of $50 will be due for all parents who wish to keep their child’s place of enrollment for the

new fiscal year.

A $75 Supply Fee will be billed annually in August of each year, and then due by September 1st. A pro-rated Supply Fee is due if registration occurs after September 1st.  Parents are welcomed to pay the Supply Fee early, along with their child’s Re-Enrollment Fee due in July.
4.3 Return Checks Policy

A $35 fee/check will be charged for all insufficient funds or returned checks. If this occurs, KKCDC will require cash or money order payments only. Failure to reconcile returned items will result in the check(s) being turned over to the District Attorney's Office for prosecution.
Parents who withdraw their children from the KKCDC must provide 2 Weeks advanced written notice so that the security deposit may be applied to the final week of care. Verbal notice of a child’s withdrawal from the Center will result in full payment of that child’s final week.
5. Hours of Operation
KKCDC is open year-round (Except on observed Holidays).
6:00 am to 6:30 pm

Monday-Friday
***  Each classroom has a daily schedule posted inside the door that reflects a

        typical day for that class. 

	6. Observed Holidays
KKCDC will be closed on the following 2017/2018 Holidays:

New Year’s Holiday (December 31st, January 1st, January 2nd)
Martin Luther King Holiday (January 15th)

Good Friday (March 30th)
Memorial Day (May 28th)
Independence Day (July 4th)
Labor Day (Sept 4th)
Thanksgiving (November 23rd, 24th) 
Christmas Holidays (December 25th, 26th)


	

	7. Center Closings

Director will notify parents of an early closure or center closing at least two days in advance.  Notifications will be posted.
7.1 Inclement Weather
In bad weather situations, such as, icy roads, flooding, and hurricanes, listen to your local news; if the Spring ISD closes for bad weather, then the KKCDC will also be closed.
In cases of threatening weather developing throughout the course of the day, all Parents and Guardians will be notified of the Center’s early release time to ensure that children are picked up in a timely fashion.
8. KKCDC Facility Information
KKCDC is located at 1340 Cypress Station Rd., Suite C, in Houston, Texas.  The Center is a 6,500 square foot facility with an infant room, toddler classroom, and 3 Pre-school classes, Pre-K 3 yr old, 4 yr old, and 5 yr old.  The facility also hosts a multipurpose activity room, Learning Center, meeting room, Staff work room, Kitchen, sick room, office lobby, and outdoor playground area, library, and computer lab.

8.1 Public Postings & Information
Next to the front lobby of KKCDC, there is a Parent Bulletin Board that will always contain important and pertinent information for review or take home. Public postings include KKCDC’s latest facility inspection, and licensure information.
8.2 Building & Grounds Checklist
At the end of closing each day, KKCDC will perform an inspection and grounds checklist to ensure that the facility, its equipment, and all materials needed to best serve the children is in compliance with the State of Texas.

8.3 NON-SMOKING  & ALCOHOL-FREE Policy 

KKCDC is a non-smoking facility. For the health and safety of all children, staff, and building premises, smoking is prohibited inside and outside the grounds of the KKCDC Facility.

KKCDC is also an Alcohol-Free Zone.  The use, sale, and possession of all forms of alcohol beverages are strictly prohibited from inside and outside the premises of the Child Development Center. This policy also extends to field trips, and lunch breaks.
8.4  Front Door Policy 

The KKCDC doorway remains locked throughout the day. To ensure that the building remains safe, the staff watches the front door and then will come to open the door for parents. Staff is instructed to visit with any and everyone who they do not immediately recognize. Anyone picking up a child for the first time will need to show picture identification. 
Important note to Parents coming into the facility:  PLEASE, unless you know the person you are letting in, do not open the door; but rather let a KKCDC staff person let that person in. We will take care to do this in a timely manner. Anyone routinely picking up their child should be made aware of this too.



	9. Attendance Policy 

	


Children may not enter or leave the Center unless accompanied by an adult (an individual at least 18 years of age-per TDHS). Please be sure that a staff member is fully aware (per verbal communication) that your child is arriving or leaving.
	9.1 Drop-Off & Pick-Up
Upon dropping off or picking up children, please be sure a staff member is fully aware (per verbal communication) that a child is arriving or leaving for the day. These times can get chaotic when there are several families arriving and/or departing all at once; so for the safety of all please verbally communicate with the staff member to ensure that your child is being signed-in or signed-out.

The Center is required to maintain daily attendance records. These 'Sign-In/Sign-Out Attendance Sheets are extremely important to ensure that all children are present and safe throughout the day, as well as during evacuation drills or threatening emergencies.  

If you have more than one child in the center, please pick-up the youngest first or drop off the youngest last. This is a big concern in the infant room due to the enforced 'No Shoes' Rule. ****Parents may not use cell phones during drop-off or pick-up*****  If you need to use the phone, do so outside the Center before or after coming into the building facility. 


9.2 Late Arrivals 

****Your child must be in their room by 9:00am daily.***** For the convenience of our parents, the Center opens daily at 6:00 am. 
We ask parents to bring children to the Center no later than 9:00 am each day, due to scheduled classroom activities. KKCDC prefers that children NOT miss out on the important daily activities that take place around the 9am hour. Children who skip some of these activities because of their late arrival often "miss out" on a favorite play period, circle time, story time, language, social skills and interactive development, and art projects. 

If you expect to bring your child to class late, (due to an early morning appointment- for example), please make arrangements with the Center ahead of time. It is especially difficult for our teachers to properly plan and conduct their classes if we allow students to drop in at any time.
9.3 Saying "Goodbye" (Separation)
To help achieve the goal of allowing your child to become independent, emotionally healthy, and well adjusted, we recommend the following practices with children age two and older:

*If possible, children should be walked into the Center, not carried.
*Present your child to the teacher on arrival. The greeting between teacher and child is invaluable. Many things about the child's health and state of mind can be determined in that brief time and nothing should interfere with it. The teacher will then help the child join into classroom activities.

*Goodbyes at school should be part of a normal, everyday routine every child goes through. Separation should be sweet and brief, with reassurance about the planned pick-up time. 

*Parents should encourage children to make friends and develop their social skills.
9.4 Late Pick-Up

If a child is picked up from KKCDC after 6:30pm for any reason, a late pick-up fee of $1.00 per minute will be due and payable.  There are no refunds or credits for any reason under any circumstances.
9.5 Child Release Authorization
Children will only be released to people authorized by the parents or legal guardians on the Release Form. There are no exceptions. Before any child is released to an adult other than the parent(s) or legal guardian(s), proper picture ID, such as a valid Driver’s License, must be submitted and viewed by KKCDC personnel; and that adult must sign the child in or out.  Moreover, such persons authorized to pick up children MUST BE 18 years of age or older.  Please make changes to this list (Authorized Care) as needed.
9.6 Parent Visitation
KKCDC has an Open Door Policy for parent visits. Parents are free to visit any time during the center’s hours of operations to observe their child(ren), the childcare center’s operation, or the program activities. Parents do not need prior approval for visitations, and we encourage you to visit.  However, parents who come to the Center for any reason outside of normal Drop-Off and Pick-Up times will need to Sign-In and Sign-Out on KKCDC’s Guest Visitor Sheet located in the front office. We recognize and support parents’ desires to see and spend time with their children when possible. 
Moreover, KKCDC recommends that if a parent wishes to visit their child, to please consider the following:

· Staying a little longer during Drop-Off times.

· Coming to visit during lunch or snack time.

· Visiting at a time that is closer to Pick-Up time.

These suggestions are made only in consideration of the children and teacher’s time.  A second reason for the above suggested visitation times is for parents to consider that if their child has a tendency to become more disruptive during their visit, it may upset the flow of the classroom and other classmates’ behaviors. KKCDC has several events throughout the year. Parents can check the “Parent’s Corner” Board for upcoming events.
KKCDC holds parent teacher conferences twice a year but they are available upon request anytime.
9.7 Absences
If your child will be absent from the Center for any reason, you must call and notify staff for their records.  If your child is ill, please ensure that he/she is at least 24 hours fever free, and free from any form of illness (vomiting, diarrhea, etc.) before they are to return to the Center.  If the absence involved seeing a doctor, please ensure that a Written Excuse is turned into the front office upon the child’s return to school. We ask parents to contact KKCDC before 10am if a child is going to be absent from school. 
10.  Sick Child Policy
10.1 Becoming Ill

Should a child become ill while he/she is at KKCDC. Parents will be notified immediately to come and pick up their child.  
Should a child become ill while he/she is not on KKCDC premises, parents are encouraged to find alternative care for their child.  

10.2  Signs of Illness

Children with the following symptoms should not be brought to KKCDC: 
· Severe cold/flu symptoms: coughing, sneezing, runny nose, etc.

· Difficult or rapid breathing
· Yellowish skin or eyes
· Pinkeye (Conjunctivitis)

· Unusual and unidentifiable spots or rashes
· Sore throat or trouble swallowing, swollen glands

· Unusually colored urine or stool
· Headache and stiff neck
· Vomiting and severe nausea

· Diarrhea
· Fever of 100 or higher
· Contagious disease, including measles, chicken pox, mumps, roseola, strep throat, etc.
*** Each child must be clear of all symptoms for a full 24 hours before returning. (This means no Tylenol/Motrin during these 24 hours).
Remember, in most cases, if children are sick, giving them medication prior to bringing them to school will not cure their illness. If a child will be out for the day, please call and let us know by 9:00 AM. KKCDC keeps accurate records of all illnesses contracted by children in the facility so that we may better alert parents to any possible outbreaks.
10.3 Re-Admission Policy

If parents take their child to a physician, when that child is ok to return to KKCDC, we ask that parents bring written health clearance from the physician’s office.

If a child contracts a communicable disease and exposes the other children, we will notify all other KKCDC parents.  KKCDC also asks that parents would, in turn, alert the Center if their child contracts such illnesses, so that other parents can be alerted of possible exposure. Guidelines issued by the Texas Department of Health dictate re-admission criteria for every child who has contracted a communicable disease.
Children will be re-admitted following an illness when their presence will not endanger the health of other children and staff. A child may return when treatment has begun, when he/she feels well enough to participate in usual daily activities, and the following conditions exist: 

1. No fever for 24 hours 

2. No vomiting or diarrhea for 24 hours 

3. The appropriate doses of antibiotics have been given over a 24 hour period

     for known strep or other bacterial infections. 

4. Chicken pox lesions are crusted, usually 5-7 days after onset. 

5. Scabies is under treatment. 

6. Pinworm treatment has occurred 24 hours before re-admission. 

7. Lesions from impetigo are no longer weeping. 

8. Conjunctivitis has diminished to the point that eyes are no longer

     discharging. 

9. The child has completed the contagious stage of the illness. 

10. The child has written documentation from the health care provider stating

        that they are cleared to return to the childcare program

	11.  Programs & Curriculum
11.1 Pre-K Programs

KKCDC will utilize the Mother Goose Time Curriculum for Infants thru Pre-K2 which is accredited by NAEYC. DIG Curriculum which is accredited through the TEA provided by the Texas School Readiness Program (TSR) for the Pre-K 4 and 5 classrooms. KKCDC’s goal is to ensure that every child is fully equipped to succeed in Grammar School.
For more curriculum information, visit:  www.mothergoosetime.com
KKCDC’s Pre-school program is available, Monday through Friday, from 9:00 until 11:30 for children. A well-planned, developmentally appropriate curriculum is used to teach basic skills and prepare children to excel in school. This program is included in the cost of childcare for children enrolled on a full time basis. This program begins when a child enters the three-year-old room and continues each year to prepare them to be successful in kindergarten.

Children learn important early literacy skills, math and science, music and movement, cooking, fine and gross motor skills as well as self-help and socialization. Our curriculum is based on the Texas State Early Childhood guidelines. KKCDC’s ultimate goal is to ensure that every child is well prepared for kindergarten! 

11.2 Infants & Toddlers

For KKCDC infants and toddlers, our philosophy for early childhood development is based on relationships and child-directed learning. We design rooms and schedules with the children in mind, and work hard to provide an environment that is exciting, inviting, and safe. Though KKCDC puts an emphasis on the teacher/child relationship, providing tender loving care, and keeping children safe is equally vital to little ones. It is important to us to look at the entire child’s growth and development when planning fun and challenging activities. Children learn so much in the first three years of their lives and we want to be there to help guide and direct this learning.

KKCDC’s Infant & Toddler programs are designed to lay a foundation for small children to form secure attachments, work on social and emotional development, and have ample time each day to learn and practice motor skills, language development, self-help and self-regulation. Teacher/child ratios are kept as low as possible to provide opportunities for more one-on-one, small group, and large group activities. Books and stories, arts and crafts, music and movement, and specific learning activities fill the toddler’s day.  Learning takes place all day long, and there is no designated period of learning time for infants and toddlers.
11.3 Nursing Area

KKCDC encourages Mommies to nurse their babies at the center whenever time permits. We have a comfortable, quiet, and private area for Moms to nurse if they prefer. KKCDC believes that nursing time with Mom and Baby is also vital to a small child’s development. Upon request, a compilation of breastfeeding education and support resources in the community is provided to parents. 
12.  Daily Activities
Schedules and weekly planning for learning time and activities will always be posted throughout the KKCDC facility.  Parents are always welcomed and encouraged to check the weekly schedule to get an idea of their child’s daily activities.
At KKCDC, children are very active.  Outside of incorporated all day learning for our infants and toddlers, and the learning time hours for our Pre-Schoolers, KKCDC children will participate in computer time, group socialization activities, art, science and discovery, outdoor play, and naps.  At all times, children at KKCDC are encouraged to learn and have fun in every stage of their development.  Every activity is designed to foster cognitive learning, socialization skills, fine motor skills development, and promote overall health as they grow.
12.1  Recess
KKCDC encourages play outdoors each day, once in the morning and then again in the afternoon, weather permitting. Generally, weather permitting means temperatures above 40 degrees or below 92 degrees, clear, and moderate winds. If the wind chill results in lower temperatures, children will remain indoors; likewise if the heat index takes the temperature above 92, KKCDC will result to indoor play. All children are expected to participate in outdoor play when they are present. Children are welcomed and encouraged to bring a water bottle to school to be kept in their cubby. They may take the water bottle outside when they have recess.
12.2 Naptime
Children who are present in the afternoon will participate in the naptime program. Naptime is generally a quiet time where children can rest or sleep. If children are still awake after one hour, they will be allowed to participate in an alternate quiet activity until naptime is over for the other children. 

Fresh bed linens are provided for infants and laundered once per week or more frequently if necessary. Older children will need a floor mat, blanket, pillow, and a king size pillowcase. Pillows should be small, camp-size pillows, as KKCDC does not have the room to store regular bed-size pillows. Everything that is brought from home must fit comfortably in the child’s cubby. Please mark everything appropriately with the child’s first name and first initial of last name. Napping items should be taken home each Friday, laundered, and returned to the Center on Monday. 

To avoid disrupting the class, please refrain from bringing a child into

the Center during naptime.  *Parents may visit anytime, including during naptime. Parents who pick up during naptime should be respectful of other sleeping children. (Please note: KKCDC believes it is developmentally inappropriate to wake children from sleep, unless they are being picked up to leave.)  *If a child awakens during naptime with their parent present, the parent should help them resettle or should take them from the room until it is possible to reenter without disrupting others. This may mean waiting until naptime ends.

12.3 Clothing and Personal Belongings
Children will need the following items, labeled with their first name and first initial of their last name:

· Diapers (if needed)

· Diaper wipes (if needed)

· Sippy cup for children under 2 years old

· Clean empty bottles, and breast milk or formula.

· Change of clothing (everyone); Several changes for children 2 and under

· Nap mat, Blanket and pillow for nap (one year olds and up)
· Water bottle: Everyone should have one daily 

We encourage all parents to dress their children appropriately for the weather in comfortable play clothes. We play inside and out, weather permitting, and do a variety of art projects that often involve messy work.

Each child will need a complete change of clothes that includes underwear and socks. If a child is two years old or younger, please bring two or more sets of clothes. Please place the complete change of clothing in a zip lock bag and place in the child’s cubby. Parents may also want to send an old sweater or sweatshirt just in case they feel cold. These items will remain in the child’s cubby throughout the year. 

Tennis shoes or Sneakers are the best and safest type of shoes for children to wear to school. KKCDC encourages very active play and running from time to time, and children in flip-flops, sandals, boots, or other hard sole shoes risk injury or exclusion from the activity. Please, do not send children to school in “Heelys” or skate tennis shoes.  Closed toed shoes are necessary to ensure student safety.
Children who are not yet toilet-trained will need diapers. Parents are responsible for sending a supply of diapers and diaper wipes, and replenishing the supply as needed. KKCDC will notify parents on the child’s daily sheet if he/she needs supplies. Please know that if diapers are not provided, the Center will call parents and request that they supply them, or come pick up the child. 

Disposable diapers are the only type that can be used in a day care for sanitary purposes. Prescribed diaper change procedures are typical of the state regulations for center-based care. KKCDC follows the Four-step sanitizing procedures outlined in the State of Texas Minimum Standards.
Except for special items needed to smooth the transition from home, toys and personal belongings should remain at home. This will avoid lost possessions and hurt feelings. KKCDC will make reasonable efforts to safeguard children's personal belongings and clothing, but will not be responsible for lost or damaged items. 
Everything that a child brings or wears to school should be permanently labeled.  Anything left at KKCDC more than 30 days after termination of services will be discarded due to room space.
12.4  Field Trips & Water Activities

As of August 2017, KKCDC has not yet implemented field trips and water activities.  However, when we begin, parents will be notified at least 48 hours before a field trip or water activity with activity details on a permission slip.  If there is a cost, parents will be notified of this as well.  For now, KKCDC will have field trips come to the Center.

13.  KKCDC Food Policy
13.1 Nutritional Guidelines

With the exception of infants, and other children on strict or special diets, Kidz K’Nect Child Development Center serves nutritious foods and snacks based on the Child and Adult Food Program guidelines. Each child in attendance is welcomed to enjoy a nutritious breakfast, lunch, and 2 snacks each day. Liquids and food hotter than 110 degrees Fahrenheit are kept out of reach. On days the KKCDC serves meals, prepared food that is brought into the program to be shared among children is commercially prepared OR prepared in a kitchen that is inspected by local health officials. Healthy snacks (as listed by the Texas Department of Agriculture) are available for school aged children as they arrive. KKCDC serves meals, milk, fresh fruit and vegetables are available for children who bring lunches from home.
We serve a variety of healthy foods including familiar and unfamiliar ethnic types of dishes, and encourage children to try whatever is served. We do not insist that they eat. However, KKCDC will notify parents when a child is having difficulty at mealtime.  In such cases, we can discuss alternative plans. If parents prefer to bring their child’s breakfast or lunch, this is fine; as long as the food meets the nutritional guidelines set forth by the State of Texas.

A nutritious lunch might include a:

· PROTEIN serving from the meat or meat alternate group.
· SLOW CARBOHYDRATE, such as a vegetable or a fruit serving.
· FAST CARBOHYDRATE, such a serving from the bread and cereal group.
· Milk, and/or water to drink.

PLEASE, do not send soft drinks or candy to KKCDC with children, as these do NOT contain appropriate nutritional value. If a child arrives with a lunch that we conclude is not nutritionally sound, we will provide a nutritious lunch for that child. There is no reduction in fees for sending a lunch. 

*** Remember: Candy, gum, soda or sugar soft drinks, and various

        sugary treats should NOT be brought to KKCDC.
13.2 Home Lunches
If a child brings a lunch from home to ensure safety it will be refrigerated or other means to maintain appropriate temperatures. KKCDC upon request will provide nutrition education, allergy information and sample lunch menus with adequate nutritional value. 
13.3 Menu Postings
Monthly menus will be posted throughout the KKCDC facility, and parents are welcomed to review them at any time. Each classroom also has a parent board that includes the weekly menu, as well as useful information about our program. 

13.4  Infant Feedings

For children not yet ready for table food, parents must provide written feeding instructions with a signature and date. The feeding instructions must be reviewed and updated at least every 30 days until a child is able to eat table food. Parents will also be responsible for providing formula or breast milk in sufficient supply for the day, as well as baby foods and baby cereals. Please label each bottle with each child’s first name and first initial of their last name. 

13.5  Food Allergies
For children with various food allergies, or if a child is on a special diet due to allergies, we ask that parents would make KKCDC aware of such restrictions so that either the Center can provide healthy alternative meals, OR so that KKCDC is aware that parents will provide food throughout the day for their child(ren). KKCDC staff is educated on food allergies and take precautions to ensure children are protected.
Parents have the opportunity to provide restricted diet information and/or child food allergies on their child’s enrollment application health form; as well as over the course of time, should such restrictions begin to develop.  We will encourage parents to notify KKCDC administration immediately if there is a sudden change in a child’s diet.  KKCDC is sensitive to every child who may have food allergies, and will work closely with parents to ensure that each child’s nutritional needs are met.
13.6 Birthdays
Birthdays and holidays are an especially exciting time for young children, and KKCDC will be pleased to help children celebrate with classmates and staff. Celebrating a child’s birthday at KKCDC is completely OPTIONAL for the parent.  If the child prefers to have a private birthday party, parents are welcomed to bring party invitations to KKCDC and give to the teacher.  Teachers will place party invitations in each classmate’s cubby to alert other parents.

However, if a parent wishes to allow their child to have a celebration at KKCDC, they must complete a Birthday Form 1 Week in advance of the celebration, so that KKCDC can notify the parents of the classmates, as well as to be made aware of what kind of treat they will supply for their child’s celebration.

Birthday treats may only consist of CUPCAKES, COOKIES, or FROZEN TREATS.  Parents must supply 1 Birthday Treat for the entire class, and most importantly…ALL COOKIES and CUPCAKES MUST BE BAKERY STORE BOUGHT, LABELED, and ENCASED. FROZEN TREATS must be purchased from the store UNOPENED.  Unfortunately, due to Food and Health Regulations, treats that are homemade can NOT be eaten at KKCDC.  Parents should also bring napkins, disposable cups and plates for serving.  Children will be given water to drink.
Age appropriate party favor bags may also be bought to be distributed to every child in the class; however, these bags will be placed in each child’s cubby so that they will be taken home with parents and not cause distraction.  *** PLEASE, do NOT include hard candies or small toys in the party bags as they pose a choking hazard.  If such items are found in the party bags, they will be returned to the Birthday child’s parents at the end of the day. Items, such as handbooks, color/activity books, crayons, pencils, party cup/crazy straws, sunglasses, party blowers, clappers, watches, bakery cookies, play dough, and sidewalk chalk are examples of acceptable party favor items.
All birthday celebrations will take place after nap-time for a maximum of 30 minutes. Since licensing regulations prohibit any type of open flame in the Center, birthday candles are not permitted.
14. Health & Medical Policies
Kidz K’Nect Child Development Center is required to have on-file a physician’s report verifying overall good health and required immunizations for every enrollee. Current information on immunization status must be maintained while the child is enrolled. If any child is behind on immunizations, the Center has the right to refuse care until he/she is current. However, parents are still responsible for paying for their child’s tuition during this time.
KKCDC’s health standards and practices adequately meet those of the State of Texas, including those procedures associated with the proper use of hand washing, appropriate diaper and toileting routines and sanitation of toys, equipment and linens. As part of our daily routine, we also teach children proper methods of hand washing.
14.1 Hearing & Vision Screening
All children enrolled in a licensed facility who are 4 years old must have hearing and vision screenings on file at KKCDC. If your child is currently 4 years of age we must have this at the time of admission.
15.  Child Care Regulations- State of Texas

15.1  Public Postings

KKCDC will have posted copies of the Center's License, most recent licensing inspection report, and other required notices. Should any parent be interested, a copy of the Texas "Minimum Standard Rules for Licensed Child Care Centers" is available in the office and on the web at:
www.tdprs.state.tx.us/child-care/child-care-standards=and-regulations/pdf/final1746.pdf. 

KKCDC is a Workforce Solution Vendor and a participant in Texas Rising Star and Texas School Readiness. 


Parents should also be aware of the following important contact information:

Local Child Care Licensing Office (713) 940-3009

Texas Child Abuse Hotline 1-800-252-5400

Child Care Licensing Web Site State Child Care Licensing Web Site 

Gang-related criminal activity or engaging in organized criminal activity within 1000 feet of a child care center is in violation of the law and is therefore subject to increased penalties under state law.
15.2  Child Abuse & Neglect
According to Texas State law and licensing, KKCDC is required to report any apparent incidence of child abuse, neglect, or exploitation defined as "non-accidental infliction or threat of infliction of physical, emotional, or mental harm to a child."

All such reports must contain the name and address of the child, the name and address of the person responsible for the care of the child, and any other pertinent information.
The staff and KKCDC administration may not notify parents when Family and Protective Services are contacted about possible child abuse, neglect, or exploitation. Please remember this mandatory reporting when interacting with your own children while on the premises. 

15.3 Penalty Fee Review

Penalty

Fee

Late Tuition Payment

$25

Returned Checks

$35

Late Pick-Up

$1/Minute (Starting 6:30pm)
Forced Termination of Enrollment

One Week’s Tuition

16.  Discipline & Guidance
KKCDC believes in practicing positive guidance, incorporating creative teaching, and involvement to help children develop self-discipline and inner control over their actions. It is based on mutual respect and an understanding of children's needs during every stage of their development. Positive guidance uses redirection, verbalization of misunderstandings, consistency, and acceptance of feelings, firmness, and fairness. Children are encouraged to express their feelings verbally, as well as to discuss and resolve conflicts rather than 'act out' their feelings.

In certain situations, a brief 'quiet time', or separation from the group, may be used to allow a child to calm down and recover self-control before resuming group activities. This method is used when children are “out of control”, hurting themselves or others, or deliberately destroying property. This time is limited to no more than one minute per year of the child's age. Ex: If a child is 4 years old, his/her time out will be no longer than 4 minutes to regroup.
16.1  Guidance & Behavior Re-Direction
Guidance consists of direct and indirect actions used by staff to help children develop socially acceptable behavior. We understand that positive guidance maintains the child’s self-esteem and produces growth and desired changes in the child’s behavior. The long-term goal of guidance is inner self-control. Teachers provide a respectful, supportive climate in which children are helped to make decisions, observe the consequences of their actions and take responsibility for their own behavior. We encourage children to respect themselves and other people, to respect property and to learn to be responsible for their actions.
We believe that social and emotional development is extremely important for children’s overall success. Therefore, teaching social skills is an integral part of each day’s curriculum. Learning to control one’s emotions in socially acceptable ways is an ongoing process that children must develop in order to be happy and successful. 
Under no circumstances will any staff member of KKCDC use physical punishment or abusive language in the Center.  We provide opportunities to be successful and many warnings for those who may forget the rules.

Under no circumstances will harsh, cruel, or unusual treatment of any child be permitted at KKCDC. Examples of discipline and guidance that are always prohibited include: 
(1) Corporal punishment or threats of corporal punishment; 

(2) Punishment associated with food, naps, or toilet training; 

(3) Pinching, shaking, or biting a child; 

(4) Hitting a child with a hand or instrument; 

(5) Putting anything in or on a child’s mouth; 

(6) Humiliating, ridiculing, rejecting, or yelling at a child; 

(7) Subjecting a child to harsh, abusive, or profane language; 

(8) Placing a child in a locked or dark room, bathroom, or closet with the door

       closed; 

(9) Requiring a child to remain silent or inactive for inappropriately long

        periods of time for the child’s age. 

If discipline problems persist, we reserve the right to perform the following actions:
· Notify parents in writing
· Phone call to parents

· Request a conference
· Terminate child’s enrollment. 

*** Should parents need to discipline their own child while on the premises of KKCDC, they must ONLY do so in accordance with the above policies. This means that parent’s discipline methods must take into consideration the restrictions placed on child care facilities in the state of Texas.
Parents are not permitted to practice corporal punishment of any kind on the premises of KKCDC; this includes spanking with hands or other objects, hitting, pushing, pulling, shaking or yelling at a child, etc.  KKCDC would like parents who are disciplining their children on campus to FIRST- consider the other children who may hear or see a parent using corporal punishment on another child.  SECOND- consider the reaction of other parents whose children are attending KKCDC.  Should a staff member suspect Child Abuse or Neglect on KKCDC premises, please keep in mind that, by law, they must report it.
16.2  Aggressive Behavior
All children need to be able to participate in planned activities and be able to follow simple directions. As with all aggressive behaviors, parents are notified with each incident. Aggressive and hurtful behavior includes, but is not limited to: biting, hitting, kicking, pushing, and pinching. Such behavior is considered inappropriate. We will use every appropriate method to help children control aggressive behaviors in the following order:

Step One: Teacher/Director Coaching the child and contact with the parent.

Step Two: Director, Teacher, Parent Conference make suggestions to correct.
Step Three: Second Conference at which time the parent maybe asked to find

alternate childcare if the child’s behavior issues are still not resolved after intervention.

Any or all of the steps may be skipped or omitted as deemed appropriate, based on the extent of the aggressive behavior and circumstances.

17.  Emergency Procedures
17.1 Public Safety & Postings 

The following safety precautions have been established to help ensure the

safety of children and staff:

*Emergency evacuation drills are held regularly without notice. Parents

     present should also participate in the drill exercise.

*Emergency exit plans are posted in every classroom.

*Daily record of children's arrivals and departures is used as an attendance

     checklist during safety drill.

*All classroom staff is trained in First Aid and CPR. 
*Emergency telephone numbers, and Safety Awareness information are

     posted in every room of the facility.

17.2 Inclement Weather
In bad weather situations, such as, icy roads, flooding, and hurricanes, listen to your local news; if the Spring ISD closes for bad weather, then the KKCDC will also be closed.
17.3  Evacuation Procedures
No one likes to think about disaster preparedness, but KKCDC is ready for emergencies. In the event of a real fire, tornado, or disaster, children will meet at the end of the large playground, and parents will be called to pick them up. If we are ordered to clear the premises, our rendezvous location is the I-Hop restaurant on Cypress Station and F.M. 1960.
17.4  Lockdown Policy
In the event of a public safety threat outside of the immediate premises of KKCDC, the Center, all children, and staff will remain in Lockdown Mode to prevent threats from coming into the Center, as well as from anyone going out into immediate danger.  Parents will be notified of Lockdown times, and KKCDC will remain in direct contact with safety officials until the issue is completely resolved.
17.5  Emergency Medical Authorization
In the event of an injury or medical emergency, trained staff will immediately administer first aid and notify a Director if further assistance is needed. If we believe the situation may call for parent involvement or professional medical attention, the Center will attempt to contact a parent or other authorized emergency contact. If the condition is serious, the Center will call 911 for an EMT response or will transport the child to a hospital Emergency Room.  For minor accidents, first aid will be administered and an Incident Report will be completed with a copy provided to the parents.

	

	

	18. Grievance Procedure
If a problem exists, know that Kidz K’Nect wants it corrected as quickly as possible. This can only be achieved if it is identified immediately. Parents with concerns should first 1. Discuss them with the classroom teacher. If the classroom teacher is unable to resolve the concern independently and to the satisfaction of the parent, then 2. The matter should be brought to the attention of the Director. If the Director is still unable to arrive at a solution satisfactory to the parent, then 3. The matter should be brought to the attention of the Owner.

KKCDC understands that issues and concerns do come up, and we appreciate all Parent input and suggestions to make our Center better and safer for all children. Rest assured that KKCDC is here to discuss the issue immediately and maintain an atmosphere of excellence, protection, love, and learning.

	19. Termination Of Enrollment
Enrollment will be considered terminated if: 

· KKCDC receives at least 2 weeks advance written notice of withdrawal,

     tuition deposit will cover the final week of enrollment; however, parents

     are still required to pay for 2 weeks of the termination notice. 
· Payment is delinquent beyond the 10th day of the month. 
· The Parents fail to comply with this Agreement, and KKCDC policy and

     procedure practices, or any other rules of the Center. 
· KKCDC, in its sole discretion, determines it is unable to meet the needs of the

      child, or that it is not in the best interest of the Center or other children

      enrolled to have the child continue in attendance.
KKCDC Administration, its Director, and its staff retain the sole right and responsibility to determine any disputed factual matters regarding termination of enrollment. 

	


	Kidz K’Nect Child Development Center
Policy & Procedures Manual
Parent Acknowledgement &  Agreement Terms
I acknowledge that I have received a copy of the Policy and Procedures Manual, which describes important information about my child’s enrollment at Kidz K’Nect Child Development Center.  I understand that I should immediately consult with KKCDC administration if I have further questions or concerns regarding this Manual.
Since the information, policies and procedures described in this Manual are subject to change, I acknowledge that revisions and updates may occur abruptly, or at a maximum annually.  As I understand that KKCDC may change, modify, suspend, or cancel information in whole or in part, all newly published policies or practices will be shared with me in advance through written notification. 

After reading this Policy & Procedures Manual in its entirety, I understand, and agree to fully comply with all of the information, fee payments, penalties, and services contained in this Manual, as long as my child is enrolled at Kidz K’Nect Child Development Center.  However, should I consecutively fail to comply with the policies and procedures of this Manual after 1 verbal and 1 written warning, KKCDC has the right to terminate my child’s (children’s) enrollment status. 

X___________________________________________________________                        _____________________
Parent or Guardian Signature                                                                            Date
Printed Name: _________________________________________________________
Child’s (Children’s) Name(s)

_____________________________________________          _____________________________________________

_____________________________________________         _____________________________________________

Office Use Only                                                                                                        Kidz K’Nect Child Development Center
(  Receipt Given             Staff Initials _______________         Date  ________________
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