Grace Zone Learning Center
6035 FM 78

San Antonio, TX 78244

(210) 576-0598

Center Policies and Procedures

Mission Statement:  Grace Zone Learning Center, a non-profit Texas State Licensed Child Care Facility, will provide quality services at an affordable cost to families with children 6 weeks to 12 yrs old in a safe, enriching environment. 

Program Objective:  To provide a variety of age-appropriate activities to school-age children to enhance development. Grace Zone will encourage children’s skills development to include: socialization, team-building, decision-making and fair play.  In addition to group and outdoor activities, each child will be able to choose an interest area of their choice e.g., art, dramatic play, games, or quiet space (books, puzzles, 
blocks). 
Hours of Operation: Grace Zone Learning Center Hours of operation are 5:30 AM to 6:00 PM Monday through Friday. Children who arrive later than 8:30 will need to be fed at home because breakfast times are from 8:00 am to 8:30 am. If the child has a Dr. appointment or other appointments, please notify us at least 24 hours prior so that we will know to expect the child.  If your child will be dropped up after 9:00 am, please give us a courtesy call; If there is no communication with late arrivals and this becomes repetitive we may have to refuse the child for that day.  
 Grace Zone After-School Program will operate from 2:30 p.m. – 6:00 p.m. Monday through Friday from August 23, 2011 through June 4, 2012, with the exception of school holidays and student early dismissal days, as recognized by the Judson Independent School District.  Grace Zone After School provides extended day programs on those days.  See attached school calendar.  Any full day program will be offered from 5:30 a.m. – 6:00 p.m.; early dismissal will be from school dismissal time - 6:00 p.m. 
Enrollment Procedures

Each and every enrollment form must be filled out completely and returned to the office
before any child is permitted to attend daycare. These forms include: enrollment agreement, admission information, medication policy, photo consent, assessment form and discipline and guidance. These forms are needed if applicable statement of health, immunization records, hearing and vision screening. (Children enrolled in school will have these forms available at the school the child attends).
Registration Fee of $30 is non- refundable

Tuition and other Fees

Tuition payments are due every Monday of that week the child is attending.

If a child is registered for full time or part time attendance tuition is due for the days the child is enrolled even if child is absent.  A late fee will be assessed if payments are not received by Monday of that week when child is attending. If you pick your child up after 6:05 pm a pick up fee of $2.00 per minute will be assessed for late pick-up.  Payments need to be made by check, money order or pay pal no cash is accepted.
Parents must give a two week notice of schedule changes or withdrawals when services are no longer needed.  If you do not provide notice you will be charged for the final week even if the child did not attend and will be mailed a notice of actions that will be taken if not paid, non-payment is subject to credit service collection. 
If you are taking a vacation; you are required to provide us with a two week advanced notice and will be responsible to pay $25 per week, per child to reserve your slot/s with us.  
Holidays:  The following holidays will be observed, during which time Grace Zone Learning Center School Program will be closed:
Labor Day
Thanksgiving

Day after Thanksgiving

Christmas

New Year’s Day

Martin Luther King Holiday
Memorial Day

July 4th
Non-discrimination Policy
    Grace Zone Learning Center is committed to equal opportunity for all qualified persons, without regard to race, color, ancestry, national origin, sex, marital status, physical disability, mental disability, medical condition or age, to the extent required by law.  

Discipline and Guidance:  At no time will staff employ harsh, cruel or unusual treatment in the discipline of your child, but rather teach acceptable behavior through use of the following:

· Redirecting to positive outcomes;
· Reminders of appropriate behavior;

· Praise when behaving in an acceptable manner;

· Separation from the group (time-out) measured by 1 minute per year of child’s age or less.

Physical discipline of any type is strictly prohibited.  Punishment associated with food, quiet time or toileting will not be tolerated.  At no time will anything be placed in or on a child’s mouth.  Emotional ridicule, rejection or yelling is forbidden.  Parents may not discipline another person’s child in the Program.    

Parents are invited to visit the Program unannounced, at any time during regular hours to view their child’s activities and Grace Zone operations; your child’s records are also available for your review, upon request.  If parents wish to discuss Program issues, concerns or Center Policies, please contact the Center Director between 10:00 a.m. and 2:00 p.m., Monday through Friday.  If it is determined that the Grace Zone Learning Center Program is not the appropriate setting for your child due to frequent discipline difficulties, you may be required to make alternative care arrangements.  
Parent notifications:  Parents will be notified immediately by telephone in the event of the following:

1. Fire 

2. Flood

3. Evacuation

4. Relocation

5. Serious Illness or injury; and 
In writing within 48 hours of:
6. Communicable diseases

7. Lice or contagious infestations

8. Policy changes

9. Unscheduled Program closure

Parental Involvement

We encourage parental involvement. If we are looking for volunteers for any special events, parents will have the opportunity to sing up to assist in the event.  If a parent wishes to be involved in any day-to-day activities, please see the director.

Personal Belongings: Children’s personal belongings must be clearly marked with their names e.g., back packs, outerwear. Please do not allow children to bring toys or other items from home which may be lost. Please parents do not allow children to wear jewelry 

To the center. We cannot be responsible for toys and jewelry the child brings to the center.  Children should dress in comfortable clothes that may get soiled as they will be playing outside. It is recommended that children wear shoes appropriate for outside and gymnasium play.   
Transportation and Field Trips: Transportation from local Elementary schools to Grace Zone After-School Program is provided by Judson Independent School District as well as Grace Zone bus.  It is the responsibility of the parent to make all transportation arrangements with their child’s school.  First day attendance may only occur if all necessary paperwork, registration and weekly enrollment fees are submitted to the Center Director or Assistant Director.  Parents will be notified in writing one week in advance of field trips and must sign required authorizations.  Parent volunteers are welcome.    
Snacks and Meals:   Grace Zone Learning Center will provide all nutritional meals and snacks for the children.
Nutritious meals will be prepared daily.  Breakfast, Lunch and Snack will be cooked at the site. Menus will be posted at the center so parents are able to plan ahead. If your child has any food allergies a copy of the Dr. orders need to be submitted to the center to make the proper adjustment.

After School Program children will be provided with a snack daily as part of the program.

On early release days children will be provide with lunch and snack.

Illness/Injury Policy:  Ill children will not be admitted to the program.  The following indicate exclusion from attendance:

· The inability to participate in routine activities such as outdoor play;
· An illness which creates the need for individual attention from caregivers which compromises the health, safety or supervision of other children in care;
· Any of the following:
1. Oral temperature of 100.4 degrees or higher;

2. Underarm temperature of 101.4 degrees or higher;

3. Symptoms of serious illness such as abnormal breathing, lethargy, 2 or more episodes of vomiting in 24 hours, rash with fever, diarrhea or other indicators of serious illness;

4. A health professional has diagnosed a communicable disease and not documented that the child is no longer contagious.

In the event your child arrives at the program ill or becomes ill at the program, children will be cared for separate from the other children.  Parents will be contacted and expected to pick up the child immediately.  Staff will employ safe hand washing and sanitation measures at all times.
 Medical Emergencies:
If your child is seriously injured, CPR and/or the appropriate First Aid will be administered until help arrives. 

In the event of an injury or accident requiring immediate medical attention, staff will notify parents and call 911 for emergency transport to the medical facility indicated on your child’s health form. This form was given to parent in the enrollment packet.
Staff is trained in Child CPR and First Aid by the American Red Cross.  

Medications
Medication can be dispensed, as needed. The following must be provided:

A. A parents signed authorization form that includes time to administer the

Medication, according to label direction.

B. Medication in its original container and labeled with the child’s full name and the date brought to center.

C.  Medication is not expired.

We will not administer any first doses at the center all first doses must be given at home; we also will not give the children over- the counter medications.  Medications provided must be from a health care professional and accompany a note from the doctor on the way to administer the medication.
 Immunization Requirements

 Each child enrolled or admitted to childcare centers must meet applicable
Immunization requirements specified by the Texas Department of Health, Immunization Requirements in Texas Elementary and Secondary Schools and Institutions of Higher Education.  This requirement applies to all children in care from birth to 12 years of age.
Tuberculin (TB) Testing Requirements

TB testing requirements vary from county to county.  We do recommend, however, that for the safety of all staff and students, parents have their children tested for tuberculosis.  

Hearing and Vision Requirements

The Special Senses and Communication Disorders Act, Texas Health and Safety Code. Chapter

Hearing and Vision Requirements

The Special Senses and Communication Disorders Act, Texas Health and Safety Code, chapter 36, requires a screening or a professional examination for possible vision and hearing problems for children who are enrolled in a child-care center that are first time enrollees who are four years of age or older and for all children enrolled in programs who are four years of age by September 1 of each year.  These screenings must be completed within 120 calendar days from enrollment.

Parents must complete and return the medical authorization forms prior to the child’s attendance.
Release of children:  Children will only be released to the individuals you indicate on the child’s pick-up authorization.  Until staff is familiar with individuals authorized to pick up your child, picture ID will be required.  This includes parents, grandparents, friends’, ex-spouses, step-parents, etc. Under no circumstance will your child be released to an individual unknown or unidentified by you as authorized to pick up.  Your child’s safety is of utmost importance to us!
Contacting the Local Licensing and Family and protective Services Office
Local Family and Protective Services (DFPS) office:

3633 S.E. Military Dr.



P.O Box 23990
San Antonio, Texas 78223



San Antonio, Texas 78223-0990

(210) 337-3399




(210) 337-3399

DFPS Website: www.txchildcareseach.org
    Child Abuse Hotline 1-800-252-5400
I have received and reviewed the Grace Zone Learning Center Policies & Procedures and Fee Schedule.

________________________



_______________________

Parent/Guardian Signature




Date
________________________



_______________________

Director Signature





Date
