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Parent Handbook & 

Operational Policies

Revised February 2019

In order to help you understand the Parent Handbook and Operational Policies of the Lake Shore Baptist Children’s Center, please note the following acronyms used in this handbook as well as additional information:

Lake Shore Baptist Church has operated a mission for early childhood education at the church since 1968. The church has always considered the Children’s Center one of its primary missions in the community.

LSBCCPB – Lake Shore Baptist Children’s Center Program Board – This is the policy making Board for the Center. It is composed of church members who meet at least once a month to review policies and support the Center. If you would like to contact the Board, the address and telephone number of the Board chairperson is available in the church office or the Children’s Center’s office, as well as at the end of this handbook. 

Associate Pastor – Along with the Director of the Center, the Associate Pastor of the church oversees the operation of the Center on a daily basis. If you wish to contact the Associate Pastor, please contact the Office Manager in the church office upstairs in the church at 254-772-2910. 

DFPS – Department of Family and Protective Services – This is the Texas department that oversees child care licensing. There is a licensing division of DFPS that develops the Texas Minimum Standards for Child Care Centers that are the licensing regulations for all child care centers in Texas. DFPS inspects every child care center in Texas usually about once a year. A copy of the Minimum Standards is available in the Center’s office, in each classroom, and can also be viewed online at: http://www.dfps.state.tx.us/Child_Care/Child_Care_Standards_and_Regulations/default.asp 

A copy of the most recent Parent Handbook & Operational Policies may be found online at http://www.lakeshorebaptistcc.weebly.com.

Mission
Lake Shore Baptist Children’s Center exists to provide quality education and child care based on the growth of the whole child – mental, physical, emotional, social, and spiritual – in a safe and nurturing environment in order for each child to develop into the person God created him or her to be. 

Philosophy

Lake Shore Baptist Children’s Center (LSBCC) believes that each child is unique and learns best through play and exploration of a variety of materials and environments. We seek to create the richness and diversity of experience that will take children along new paths, deepen their understanding and their skills, and give added complexity to the talents and personal qualities they bring to us. Our philosophy is soundly based in child development and educational theory including the work of Piaget, Vygotsky, Erikson, Dewey, and Reggio Emilia. The staff provides innovative and creative models of early childhood education. Children of all abilities, from infants through preschoolers, are welcome to play, explore, and expand their level of skills. An environment that fosters all aspects of development through comprehensive and multi-disciplinary activities will enhance a child’s opportunities for learning.

Curriculum

Based on the premise that children learn through play, the Center reflects the guidelines established by the National Association for the Education of Young Children in offering developmentally appropriate learning centers for your child’s exploration. You will see a wide variety of materials and experiences for our children to explore and experience. Centers and zones of learning engage children in activities related to interests of the children. Art, music, movement, dramatic play, science, math, literacy, sensory, and motor play are integrated into daily experiences where children are active explorers of their environment. The teacher’s role is to support the children’s decisions and encourage them to extend learning beyond their original plan. The curriculum promotes cognitive, language and communication, social, emotional, and motor development in a holistic manner. LSBCC also uses WeeLearn curriculum and Frog Street curriculum to provide thematic learning opportunities that are developmentally appropriate for each classroom.

Goals for Children

The primary goal of LSBCC is to present a high-quality program that will provide enriched educational experiences designed to meet the developmental needs of the children enrolled. More specific goals are to:

1. provide each child with opportunity and encouragement to express his/her individual creativity in a variety of ways;

2. foster the development of large and small motor skills through a variety of activities;

3. stimulate problem solving skills, and language and cognitive development that lead to higher ordered thinking skills and provide the foundation for early math and literacy skills;

4. develop social skills through interactions with other children and adults; and

5. enable the child to appreciate and respect differences among people.

Enrollment

Enrollment in Lake Shore Baptist Children’s Center is open to the community at large. LSBCC is designed to meet the needs of healthy children six weeks and up. All children enrolled must provide, as required by Texas child care licensing requirements, a doctor’s statement to participate in group care, documentation of immunizations, a completed enrollment application, and hearing and vision screening if applicable. To comply with the Department of Family and Protective Services (DFPS) regulations, parents must have all records complete before their child’s entrance to the Center. If you do not comply, you will not be allowed to leave your child with us on your desired enrollment date. 

Before enrollment, the office staff will conduct a tour of our facility with you, introduce you to the teaching staff, and provide a brief overview of our Parent Handbook & Operational Policies. If you would like to schedule an extended visit in the classroom with your child, please let the office staff know.

LSBCC does not discriminate in enrollment on the basis of race, religious preference, national origin, or family configuration. Any child with special needs will be considered for enrollment on an individual basis. If LSBCC is able to meet the child’s special needs, the child will be welcome in the program. 
Policies
If any changes are made throughout the year, parents will be notified and copies will be made available. School calendars are passed out in December and any time changes are made. Parents are asked to update their child’s records after each immunization or screening and whenever an address or telephone number changes. Important information is posted on a bulletin board on the door of the office. If you have any questions or concerns about any policies or procedures of the Center, please feel free to call, e-mail, or drop by the office to discuss them. Our contact information can be found on the front cover or at the end of this handbook.

Hours of Operation

LSBCC is open from 7:15 A.M. until 5:30 P.M. Monday through Friday year round. Parents will receive a calendar in December indicating which days the Center is closed. LSBCC is closed for all major holidays, as well as one staff development day each year. These are announced each year with the annual school calendar. 

Fees

Tuition rates and fees are established by the Lake Shore Baptist Children's Center Program Board. A one-time registration fee is charged once a space is available for enrollment. A supply fee is included in each month’s tuition.

Tuition may be paid monthly or bi-monthly. Monthly tuition is due on the 1st of each month, and bi-monthly tuition is due on the 1st and the 15th. If a monthly payment has not been made by the 10th of the month, a $20 charge will be incurred. If parents are paying semi-monthly, a late charge of $20 will occur on the 10th or, if the payment is late after the 15th of the month, the late fee of $20 will occur on the 25th of the month. The late charges will increase by $10 for each contingent month that fees are in arrears. For example, in the second month of not paying tuition fees in full, late charges will be $30. If a parent incurs late fees, the parent must make a written proposal to present to the Director or Assistant Director that details how the parent proposes to address the issue of unpaid fees. This proposal must include when the tuition fees will be made up. The Director or Assistant Director and parent will discuss the issues together and agree on a written contract.  If there are extenuating family circumstances that make it impossible to pay the tuition bill, please let the Director know. If parents cannot fulfill their obligation to pay tuition, their child may be excluded from the Center.

LSBCC accepts cash, bank drafts, personal checks, and money orders. Bank draft is preferred. A $35.00 fee will be applied for any returned checks. Please notify us in writing if you wish to change the frequency of your payments. 

If you pay tuition bi-weekly, a minimum of two week’s notice to the Director that your child will be leaving the center is required in order for the final tuition to be prorated to reflect the final day of enrollment. No refunds will be given on monthly tuition for withdrawal before the end of the month.

Increases in tuition or other fees will be announced by letter to all parents.  There are no adjustments for absences due to illness, vacation, holidays, or any emergencies, such as inclement weather days.  This includes the closure of LSBCC at holidays.  Child care fees are charged in advance of services rendered.

End of year payment summaries are available upon request so long as account balance is zero.

Attendance

Regular and prompt attendance is important. If a child is to be absent, parents should call LSBCC to report the reason for his or her absence. Consistently late arrival disrupts the whole class and makes it difficult for your child and other children to establish a routine. In addition, children also miss group learning activities if they arrive after 9:30 am. For this reason, LSBCC encourages a 9:30 am cut off time for drop off. The occasional late arrival will occur due to doctor’s appointments. Please let your child's teacher or the office know if your child has a doctor's appointment and will be arriving late. No late arrivals will be accepted after 9:30 am if you have not let the Center know in advance. If your child will be arriving between 11:00 am. and 11:30 am. due to an appointment, please make sure they have already had lunch. No drop offs will be accepted between the hours of 11:30 am and 2:30 pm as this is naptime and arrivals at this time usually cause disruptions for children who are trying to sleep. 
Receiving and Dismissing Children

Upon arrival, each child must be accompanied to his or her room by an adult. Make certain that you have greeted your child’s teacher and signed the sign-in sheet before leaving your child in the room. Your child may sometimes experience separation anxiety. Your child may cry and reach for you. If it is his or her first week, it is appropriate to walk with your child into his or her classroom and help him or her get settled for a few minutes at most. The teacher would also be happy to help your child get settled. After his or her first few days, it is best to establish a short routine to say goodbye. This may include giving your child a hug and telling him or her that you will pick him or her up in the afternoon. Your child may continue to cry after you have told him or her goodbye, but it is best to leave quickly. Most children calm down within a few minutes of their parents leaving. If you are concerned for your child, please feel free to call the office at 254-772-6459 and we can confirm if your child has settled into his or her day.

Please take care when walking across the parking lot. Please make sure your child is in an appropriate seat belt restraint when you bring your child and when you leave the Center. Car seats are an important part of your child’s safety, and LSBCC will report any negligence that is witnessed.

Children will be released only to persons listed on the enrollment form who have a valid photo ID. If you would like to add someone to the authorized pick up list, please drop by the office and ask to add someone to your child's contact list. You will need to list the person's name, his or her relationship to the child, his or her phone number and address, and whether you want this person to be an emergency contact, authorized pick up, or both. You may also write all of this information on a piece of paper, sign and date it, and place it on the office desk if no one is available at the time you wish to update your information.

If a teacher does not know the person who arrives to pick up your child or does not know if he or she is on your child's contact form, the teacher will send that person to the office to present his or her ID and be checked against your child's contact form. That person's ID will be copied and the copy kept in our emergency contact book until your child withdraws from our Center. When the child is dismissed at the end of the day, the adult who takes the child is asked to sign out at the time she or he leaves. 

In order to provide a safe environment for the younger children (6 weeks-24 months), we ask that you leave your older child at the door of the infant or toddler room and not let him or her enter the room. Texas Child Care Licensing regulations do not allow older siblings in the infant rooms.
Late Pickup
Parents are expected to arrive at the Center in enough time to visit with the teacher about the child, gather the child’s belongings, and exit the Center no later than the closing time of 5:30 pm. A regular pattern of late departures (after 5:30) will result in termination of child care services.  Late Pick-Up charges will begin at 5:31 P.M. and will be charged $1.00 per minute, per child. Late charges will be added to the account at the time of pick-up.  LSBCC will not be able to serve families who cannot pick up their children on time on a regular basis.

Inclement Weather Policy

In the case of inclement weather, LSBCC will follow the decision of Waco ISD regarding school closings. If Waco ISD announces a two hour delay, LSBCC will open at 10:00 am. In the case of an early closing, LSBCC will call all parents to inform them of our early closing time. It will be at least 30 minutes after the calls are made, but we will give as much advance notice as possible. Please watch your local weather station for school closings in the case of inclement weather or go online at www.kwtx.com/closings to check for Waco ISD closings.

Early Childhood Development

During the years your child spends at our Center, he or she will pass several developmental milestones. The earliest years of your child's life are explosive years of growth and development. You and our teachers will become partners in the following years to foster healthy growth and development in your child. Both of us have critical jobs when it comes to the development of your child. It is our job to care for your child through the day and to help equip you for the tremendous amount of care you will need to provide throughout your child's life. In your child's early years, they are entirely dependent on their family to receive the care and attention they need. You can do many things that will positively influence your child's growth. Our role is to be your support.

Each teacher is trained on the developmental milestones expected in their particular age group. They will work to move your child through each milestone and brainstorm with you when it seems your child is a little behind. Each child's growth is different. The developmental milestones are guidelines, but they will not hold true for every child. Our teachers will get to know your child as an individual and help him or her on his or her own path. 

If you are concerned about your child's development, please talk to your child's teacher or to the Director. We can let you know how we think your child is progressing and connect you to resources if he or she may need a little extra help. You can look at our developmental schedules as well as other parent resources on challenging behavior on our website: www.lakeshorebaptistcc.weebly.com.

Health Care

Children are to be kept home or sent home when they show any of the following symptoms:

1. An illness that prevents the child from participating comfortably in the Center activities, including outdoor play.

2. An illness that results in a greater need for care than caregivers can provide without compromising the health, safety, and supervision of other children in care.

3. The child has one of the following:

A.  Oral temperature of above 101 degrees and accompanied by behavior changes or 

     other signs or symptoms of illness;

B.  Rectal temperature of above 102 degrees and accompanied by behavior changes 

    or other signs or symptoms of illness; 

C.  Armpit temperature of above 100 degrees and accompanied by behavior changes 
    or other signs or symptoms of illness; 
D.  Symptoms and signs of possible severe illness such as lethargy, abnormal 

    
    breathing, uncontrolled diarrhea, two or more vomiting episodes in 24 hours, 
   
    rash with fever, mouth sores with drooling, behavior changes, or other signs that 
    the child may be severely ill
	Disease
	Incubation Period/Symptoms
	Exclusion
	Readmission

	Chickenpox (Varicella)
	2-3 weeks
	Yes
	7 days after onset of rash or after all lesions have dried, whichever is later

	Common Cold
	1-5 days
	No, unless fever
	24 hours after fever subsides

	Conjunctivitis (Pink Eye)
	Bacterial: 1-3 days

Viral: 12 hours-12 days
	Yes
	24 hours after treatment has started with approval of a physician

	Coxsackie Virus (Hand, Foot, and Mouth Disease
	3-5 days
	No, unless fever
	24 hours after fever subsides

	Diarrhea, 3 or more in 24 hours
	Varies
	Yes
	24 hours after diarrhea subsides

	Escherichia coli (E. coli) infection
	1-8 days
	Yes
	24 hours after fever and diarrhea subside

	Fever, Armpit temperature of 100° or higher
	Varies
	Yes
	24 hours after fever subsides

	Fifth Disease (Human Parvovirus)
	4-20 days
	No, unless fever
	24 hours after fever subsides

	Head Lice (Pediculosis)
	Eggs hatch in 7-10 days
	Yes
	24 hours after treatment has begun

	Impetigo
	4-10 days
	Yes
	24 hours after treatment has begun. All lesions must be covered.

	Influenza
	1-3 days
	Yes
	24 hours after fever subsides

	Measles (Rubeola)
	7-18 days
	Yes
	4 days after onset of rash with approval of a physician

	Meningitis, bacterial
	2-10 days
	Yes
	24 hours after treatment has begun with the approval of a physician

	Meningitis, viral
	2-10 days
	No, unless fever
	24 hours after fever subsides

	Mouth Sores with drooling
	Varies
	Yes
	After a physician declares the child no longer contagious in writing

	Otitis Media (earache)
	Varies
	No, unless fever
	24 hours after fever subsides

	Pertussis (Whooping Cough)
	6-21 days
	Yes
	After 5 days on antibiotics

	Pinworms
	2 weeks-2 months
	No
	

	Rash with fever
	Varies
	Yes
	After a physician declares the child no longer contagious in writing

	Ringworm of the body
	4-10 days
	No
	

	Ringworm of the scalp
	10-21 days
	Yes
	24 hours after treatment has begun

	Rubella (German Measles)
	14-23 days
	Yes
	7 days after onset of rash

	Salmonellosis
	6-72 hours
	Yes
	24 hours after diarrhea and fever subside

	Scabies
	2-6 weeks
	Yes
	24 hours after 

	Sinus Infection
	Varies
	No
	

	Shigellosis
	1-7 days
	Yes
	24 hours after diarrhea and fever subside

	Streptococcal sore throat and scarlet fever
	1-3 days
	Yes
	24 hours after treatment has begun and fever subsides

	Vomiting
	Varies
	Yes
	24 hours after vomiting subsides


Please notify the office immediately if your child has been exposed to any contagious disease. If your child is diagnosed with a contagious disease, LSBCC will need a note from the doctor listing the name of the disease and when the child may be readmitted to child care. No children who have had a contagious disease will be readmitted before LSBCC has been given a written doctor's note with the above information.

Upon arrival each day, the child will be observed for symptoms of illness.  No ill child will be admitted to LSBCC.

In case of a serious illness, emergency medical care will be obtained and the parent(s) notified as soon as possible. An ambulance will be called if the child is in need of immediate medical care. The Center Director or designated office staff will accompany the child to the hospital if the parent has not yet arrived. He or she will carry the child's file containing all medical information. For this reason, please make sure your child's medical information remains up to date.  A release for emergency treatment must be on file. The Director, if not present at the time of the emergency, will be notified immediately of any medical emergency and any steps taken to deal with the emergency. A full report to Child Care Licensing will be made as required by Texas Minimum Standards.

When a child becomes ill, he or she will be cared for until arrangements can be made for his or her removal from LSBCC as promptly as possible.  Parents are expected to remove their child within 30 minutes of notification.  Parents must provide the Center with the phone number of a person to contact in case of emergency if they are unavailable.  Parents will receive a copy of a symptom report stating the details of the symptoms of illness observed.  Parents will be notified when the child has been exposed to communicable disease.

Readmission to LSBCC of any child recovering from a communicable disease or disabling illness shall be based on the recommendations of the Texas Department of State Health Services or the American Academy of Pediatrics and the recommendation of the child's doctor.  Each teacher has a copy of the Center’s full health policies.  These include a stipulation that children must be free of fever, diarrhea, and vomiting for 24 hours without the use of symptom-reducing medication before returning to the Center.

Medication

Medication and special medical procedures will be administered to a child in the Center only on the written, dated, and signed request from a licensed physician and parent(s) or guardian(s) of the child. Teachers may administer gas drops, teething tablets, and prescription diaper cream if the appropriate form has been filled out. All other medication will be administered by the office staff. Medication permission forms can be found in the main office. 

Medications prescribed for a specific child must be kept in the original container bearing the pharmacy label which shows the prescription number, date filled, physician’s name, directions for use and the child’s name. If the medication must be refrigerated, it will be kept on a separate shelf inside the refrigerator at the back of the office. The shelf is clearly labeled and is never used for anything except medication.

All medication must be taken home at the end of the day.  LSBCC reserves the right to obtain additional administration information from a pharmacist or a physician.

Non-prescription medication can be given at LSBCC if furnished by the parent.  All over-the-counter medications must be brought to the office in the original container, with an age appropriate dosage on the label, or a note from the child’s physician giving a different dosage.

LSBCC encourages the use of sun block to protect children from the harmful rays of the sun. Parents are asked to apply the sun block in the morning when dressing the child.  LSBCC will apply sun block in the afternoon after naptime. Sun block must be supplied by the parents. Supplying us with sun block constitutes permission for use on your child, since it is a topical cream or spray.  The same procedures will be used in the application of insect repellent.  

Texas Department of Health Requirements for Immunizations

Parents are responsible for keeping their child’s records updated by giving the Director written statements of any changes. Immunization cards signed by the physician are needed to update immunization records. Additional changes in required immunizations may be made by DSHS. Parents will be notified of changes.

We will no longer accept a signed statement from parents or a physician saying that a child cannot have all or some of the immunizations for religious or medical reasons as defined by the Texas Department of Family and Protective Services. Any newly enrolling child must have his or her immunizations up to date by the date of enrollment. All immunizations must remain up to date for as long as the child is enrolled at the Center.

Tuberculosis skin tests are not required by the Texas Department of State Health Services for McLennan County.

Lake Shore Baptist Children's Center does not require adult immunizations for employees.
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Vaccines

Recommended Immunization Schedule for Persons Aged 0 Through 18 Years (2014) is available at: http://www.cdc.gov/vaccines/schedules/downloads/child/0-18yrs-schedule.pdf
Meals 

A nutritional snack plan is posted on the door to the office at all times.  Copies are available for parents to take home. LSBCC will provide a morning snack and afternoon snack.  A nutritious lunch must be provided from home. LSBCC provides two servings of milk, one serving of fruit/vegetable, and one serving of grains daily. Please use the chart on the next page to determine your child's nutritional needs for lunch. When sending your child's lunch, please pack it in a thermal lunchbox with icepacks as necessary to ensure the food maintains appropriate temperatures until lunchtime at 11:00 am. All liquids and foods hotter than 110° F are kept out of reach of children until they have cooled appropriately.

If your child will be arriving during or after lunch (11:00 am) due to a doctor's appointment, please make sure he or she is fed before coming to school. No child will be admitted between the hours of 11:30 am to 2:30 pm as this is naptime and arrivals at this time are usually disruptive to the other children who are sleeping. All breakfast food must be finished before your child may enter his or her classroom. For special occasions please consult with your child’s teacher. 

Staff do not reward good behavior or "clean plates" with food of any kind. 

Bottles (breast milk/formula) and food for infants who are not eating table foods must be provided by the child’s parents. Label all with the infant’s name and date brought to the Center. Bottles will be stored in a small refrigerator in the Infant A classroom until needed. If you breast feed and would like to send frozen milk, please label it with your child's name and the date it was expressed and we will store it in the freezer in the snack room behind the office.

Nutritious Lunch 

All parents are asked to provide a nutritious, age appropriate lunch for their children. This might mean that as your child is learning to eat table food and waiting for all of his or her teeth to come in, you might not send foods that are too hard or sticky, like nuts, chips, or peanut butter. LSBCC provides two servings of milk, one serving of fruits/vegetables, and one serving of grains daily for snack. Please use the charts under "Daily Food Needs for Children" found later in this handbook to determine your child's nutritional needs for lunch. Note that LSBCC does not provide a meat or meat alternative, so you are responsible for that portion of your child's nutrition. If you would like some examples of healthy lunches, please ask the office and we will provide you a handout.

When you are packing your child’s lunch, please make sure to include items with which your child can self-feed. Self-feeding uses fine motor skills and is an important part of your child’s development. Also keep in mind any preparation time that may be needed for the lunch. Please send food ready in the container you wish your child to eat from (i.e. canned goods already emptied into bowl, meat already cut, orange already peeled). Due to the amount of time it takes to warm food, LSBCC asks that you send food at the temperature you would like it served. Minimal heating can be done in our Infant and Toddler classes only. 

The Center will serve milk with each child’s lunch. LSBCC does not force children to eat. If your child does not eat something, you will find it in your child's lunch box. LSBCC does not use food as a reward or punishment. 

Children’s lunches must be here when the children arrive or no later than 10:45 A.M. If your child does not have a lunch here by 10:45 A.M. LSBCC will provide your child with cheese, crackers and a fruit cup at a charge of $5.00. You will be notified at the end of the day of such a charge.

Food Allergies

Food allergies can be very serious in young children. For this reason, we ask that you introduce all new foods to your children at home so that you can monitor any potential reactions. Once your child has successfully integrated a food into his or her diet at home, you can begin to send it to school with your child. The eight major food allergens are milk, eggs, fish, crustacean shellfish, tree nuts, peanuts, wheat, and soybeans. Your child may have reactions to foods other than these, but these are the main food allergens as identified by the FDA.  To help safe guard children’s health we are a nut free school. When packing your child’s lunch please ensure that none of the food contains nuts. If your child comes to school with food containing nuts, that food item will not be served to them. If this means the lunch is not filling, parents will be called to provide a new lunch for the child. If the parent is unable to bring a lunch, we will supplement the child’s lunch for a $5 fee. 
Allergic reactions can include hives, flushed skin or rash, tingling or itchy sensation in the mouth, face, tongue, or lip swelling, vomiting and/or diarrhea, abdominal cramps, coughing or wheezing, dizziness or lightheadedness, swelling of the throat and vocal chords, difficulty breathing, or loss of consciousness. If you observe these symptoms in your child, you should contact your child's doctor immediately. Mild allergic reactions can become more severe if not treated properly. A severe allergic reaction may result in
Anaphylaxis which causes constricted airways in the lungs, severe lowering of blood pressure and shock, and suffocation by swelling of the throat. 

If your child's teacher notices any symptoms of an allergic reaction, we will let you know immediately. If your child has any allergies, please make sure to list them on your child's enrollment packet. Allergies are posted on brightly colored paper in your child's classroom so that any teachers who would be taking care of your child know about his or her allergies. 

If your child has severe allergies that may need to be treated with an epinephrine pen, please bring one for us to keep here. We will train all office staff and any staff who work with your child in its use. All staff are trained on the basics of food allergies, know how to recognize the symptoms, and take precautions to ensure children are protected. 
Special Dietary Needs

If your child develops an allergy or intolerance to certain foods, or must avoid or be given certain foods for other medical reasons, LSBCC must be given a written dietary plan by a physician or a licensed dietician. Children who cannot drink milk due to milk intolerance or allergy must have a nutritional plan for a source of calcium. Parents will provide supplements or substitutions for items on the Center’s snack menu that are restricted from their child’s diet.

Daily Food Needs for Children 12 months - 2 years
	Food Groups 
	Number of Servings To Meet 1/2 Daily Needs 
	Serving Size 

	Milk 
	2 
	4 oz. Milk or 

1/2 oz. Cheese or 

4 oz. Yogurt 

	Meat/ Meat Alternative 
	1 and 1/2 
	1/2 to 1 oz. Cooked lean meat or 

1/2 to 1 Egg or 

1/4 c. cooked beans 

	Vegetables and Fruit 
	2 + 
	2 to 3 Tb. Cooked vegetables or 

2 to 3 Tb. Canned fruit or 

1/4 Small fresh fruit or 

1/4 c. Juice 

	Whole Grains 
	2 + 
	1/2 Slice Bread or 

1/4 c. Cooked Cereal or 

1/4 c. Pasta or Rice or 

1 or 2 Crackers 


Daily Food Needs for Children 3 years - 5 years

	Food Groups 
	Number of Servings To Meet 1/2 Daily Needs
	Serving Size 

	Milk 
	1 
	3/4 c. 1% Milk or 

1 1/2 oz. Cheese or 

3/4 c. Yogurt 

	Meat/ Meat Alternative 
	1 
	1 1/2 oz. Cooked lean meat or 

3/4 Egg or 

1/4 c. Cooked beans 

	Vegetable 
	1 and 1/2 
	1/2 c. Raw or cooked vegetable 

or 1/2 c. Raw leafy vegetable 

	Fruit 
	1 
	1/2 c. Canned or chopped fruit or 

1 Piece fruit or melon wedge or 

1/2 c. Juice 

	Whole Grains 
	3 
	1/2 Slice Bread or 

1/4 c. Cooked cereal or

1/2 oz. Ready to eat cereal or 

1/4 c. Cooked pasta or rice or 

3 to 5 Crackers 


Custody of Child

If legal custody of any child at LSBCC is in question, documents verifying custody will be requested when your child starts attending. If you do not provide documents verifying custody, then LSBCC does not have the legal right to withhold a child from his or her mother or father if she or he comes with appropriate identification. LSBCC has a liberal “open door policy” to all its families. However, it is not an appropriate place for the parent not in custody to have visitation during the day. We ask parents to limit stopping by to visit outside of the classroom with their child as it disrupts the flow of the school day, and is often upsetting when the parent leaves.
Security and Emergency Procedures

The responsibility of a teacher and child care provider is to provide a safe environment while allowing children the opportunity to develop their motor skills and explore their environment. Minor accidents occur as children play and explore. When such an incident occurs, caregivers will do all that they can to determine the cause of the accident, care for the child, document the injury for the parents and the director, and evaluate the incident to determine how it can be prevented in the future. Parents will receive an injury report explaining the details of the accident. If a serious injury occurs that requires medical attention, the Center will notify the parent, Child Care Licensing, and EMS if the injury needs immediate attention.

Parents must keep their emergency contact numbers up-to-date at all times. The Center will call the child’s doctor for instructions if the parent cannot be contacted. If the child must be transported immediately for medical attention, EMS will be called. It is important that parents keep medical information up-to-date in the child’s file, especially allergies to medications, and changes in doctors.

All staff are required to have valid First Aid & CPR certification at all times.

Fire evacuation is practiced monthly with the children so that the children are less likely to be frightened and the teachers are prepared. Special evacuation cribs are in the infant rooms so that the babies can be removed quickly. All children will be evacuated to the parking lot in the event of a fire and parents notified as soon as possible. The smoke detection and security system is connected with emergency dispatch and help will come immediately if the alarm is activated.

Preparations for threatening weather have been made at LSBCC. Quarterly, the teachers and children practice going to safe places on the inside of the building. The office storage area and the Infant B room have enough space for us to be safe. Parents will be notified of the situation as soon as possible if threatening weather strikes.

 If we must evacuate the building and go to a safer place, we will be at Mountainview Elementary School in the cafeteria.

If you would like a full copy of our emergency plan, please ask the office to provide one for you.

Diapers, Wipes, and Toilet Training

Disposable diapers and wipes for all children who are not potty trained must be provided by the parents. LSBCC requires a supply of diapers, and two packages of wipes per month.

Before you begin preparing to toilet train your child, we ask that you meet with the teacher. We want to work with you and help you make this a successful new step in your child’s development. Toilet training comes when your child is ready to take responsibility for eliminating in the toilet and handling his or her own clothing. Due to the structure of the three year-old classroom, it is necessary for children to be potty trained before entering the class.  If your child turns three but is still in diapers, he/she will remain in the two year-old class until they are in underwear. 
While your child is toilet training, LSBCC asks that parents provide several changes of clothing each day. All other children are expected to have at least one change of clothes available each day. 
Items from Home

Please do not bring food from home except for a nutritional lunch each day. For special occasions, please consult with your child’s teacher. All breakfast food must be finished before your child may enter his or her classroom.

LSBCC does not allow toys brought from home, with the exception of security items for use during rest time. Bringing a toy often leads to disagreements with playmates and upset feelings. Sometimes items from home get broken. Please leave all valuables, such as earrings, necklaces, etc., at home. LSBCC is not responsible for the loss or destruction of any items brought from home.

The best items to bring from home are found “treasures.” The teachers are always eager for you to share these with the class. Shells from the beach, wildflowers, snails, bugs, seeds, bird nests, magazine pictures, interesting bottles or containers, old jewelry, and many more things are valued by the children and the teachers. Children often like to share things from their house. This interest can be redirected from toys to these “treasures.”

Security items are very important to a child and are often misunderstood or not respected by adults. Security items often include blankets, stuffed animals and pacifiers. These transitional items or self-comforting items will be respected by our teachers. Please label these items clearly. As your child adjusts to our program and begins to need his or her security item less, we will put it in his or her cubby. We will not force your child to separate from this item, but we will help your child find new ways to be comforted and feel safe. Please make sure that all items are taken home and washed on Friday so that they may return with your child clean on Monday.
Outdoor Play

Young children need regular opportunities for outdoor play. LSBCC schedules outdoor play two times each day for all children 18 months and older, and once a day for children younger than 18 months. Children must come to school healthy enough to be able to participate in outside play. Infants and children will be outside if the temperature is above 32 degrees; however, teachers may decide to take children outside at lower temperatures on dry, sunny, calm days. Parents should provide appropriate clothing, including hats and gloves every day. In the summer months, the teachers may need to limit outside play to 20 minutes or less when the temperature or heat index is 100 degrees or above. We make certain that children are getting adequate supplies of water.

LSBCC has two developmentally appropriate playgrounds for young children with equipment and free space for playing outdoors. Non-walking infants will enjoy going for walks in the Bye-Bye Buggies or strollers, or lying on a blanket in grassy areas. They may also play on our smaller playground when not in use by the older children. On rainy days, children may engage in physical activities in large spaces upstairs in the church. When it is too wet to play on the playgrounds, but it is not raining, classes may take a walk outside.
Screen Time
LSBCC does not allow any child two years old or younger to watch TV or videos on smart phones or tablets while in our classrooms. Our Three Year Old and Four Year Old Classrooms are equipped with a computer filled with educational games which the children may use sparingly throughout the day. Our Three Year Old and Four Year Old Classrooms may watch a G or PG rated movie on special occasions with approval from the director. We want to encourage our children to be active and engage with real objects to enhance their learning. 
Rest Time

Infants are kept on their home sleeping schedule. A supervised quiet period of two and a half hours on mats will be provided for children after lunch. LSBCC provides rest mats for all children. If the child has a small comfort item, it can be brought with the understanding that it will be put in the child’s storage area until naptime. All children will be required to rest for one hour, but they do not have to fall asleep. They are asked to be quiet and allow their classmates to sleep. After a period of rest, children who are not sleeping may read a book and continue to rest quietly. While the children rest, the teachers take turns having their lunch breaks and preparing the classroom for new activities.
Clothing
Children should come to school dressed in comfortable, washable play clothes. Children are required to wear shoes while at LSBCC. Complete independence of adult help in dressing is a goal our children are encouraged to achieve. Simple clothing will enable your child to achieve this goal.

Remember that play is a child’s work and that much of play is dirty. The children will paint, dig in dirt, play in mud, dig in the garden, play with bugs, crawl on the floor, cook, mash playdough, and more. We have smocks for the children, but the paint often finds a way to get on clothes. All school supplies are non-toxic and washable.

The right clothing will contribute to your child’s safety at LSBCC. Please choose shoes that will not contribute to playground injuries from slips and falls. Flip flops and slide on sandals may be easy for your child to put on by herself, but they are not safe when your child wants to run and be active. Select clothing that allows your child to run and climb safely. Avoid necklaces, belts, and draw-string hoods as these have been known to catch on climbing equipment or furniture, with the threat of severe injury.

Jackets, sweaters, hats, mittens, etc. should be clearly marked with your child’s name.

An extra set of clothes and shoes should be brought to LSBCC and placed in the child’s storage area in case a change of clothes is needed. Please mark these items with permanent markings.
Discipline and Guidance

Guidance is based on an understanding of the individual needs and development of a child and is directed toward teaching the child responsible behavior. Teachers seek to re-channel aggressive or problem behavior and teach the child to respect the rights of others. No physical punishment will be used to correct a child. Boundaries for children are established in each classroom according to their age.

Communication between home and school is essential for the child’s sense of consistency and stability. Disruptions at home or at school can be unsettling to a child and result in misbehavior. In order for the teacher to be supportive of your child, it would be helpful to know about changes that are happening at home and at school. These types of events cause stress for children and may result in a change in behavior. Adults who share this information are better prepared to support a child. 

Children are learning how to behave in a group and will make mistakes. We will not report all misbehaviors to you only those that persist or are puzzling to us. We share this information with you so that we can work together to help your child overcome this problem and gain better social skills.

Procedures for Biting or other Aggressive Behaviors
Severe behavior problems will sometimes occur in a classroom. These may include biting, bullying, hitting, and using profanity. Very young children frequently do these things to get a reaction from the adults. Toddlers are easily reinforced by our attention. It may be appropriate to redirect the aggressor and protect the other children without giving the aggressor much attention. Prevention is the best tool for a teacher in this situation. However, if the children are older, these behaviors are much more serious. Preschoolers should be learning how to control their tempers and may need consequences to remind them. If you witness aggressive behavior in your child’s classroom, know that the teachers and the director are working together to find a solution. 

All of the children in the room need adult support as they learn to get along with others. Some children are intimidated by aggressive children. We will help these children learn strategies for taking care of themselves.

The techniques teachers will use include redirecting your child, offering him/her words to use to solve problems, and a chance to try again, offering appropriate choices, as well as modifying the environment or routine to better meet your child’s needs. Teachers also use positive reinforcement, praising the children for good behavior they observe. 
When a child engages in a behavior that causes noticeable harm to another child, i.e. if your child bites another child, LSBCC completes a Behavioral Report which must be signed by the parent of the child who is biting other children. The parents of the child who was bitten will be given an Accident Report which must be signed by the parent of the child who was bitten. The name of the child who engaged in biting and the name of the child who was bitten are not shared with the other parent. While biting is common in young children, it is a behavior which the teachers and parents want to change as quickly as possible. 

If teachers notice a pattern begin to form in a child’s behavior, teachers will begin a tracking chart recording the behavior, the time and date that it happened, and the circumstances leading up to the incident. These tracking charts will be shared with you and the director. Often these charts will reveal a cause to the behavior, such as frustration, teething, experimentation or the inability to communicate. Our goal is to help identify what is causing the biting and to resolve these issues. Teachers will adjust the environment, the teachers’ interactions with the child who is biting or the classroom schedule to relieve the cause of the behavior. New behaviors may be taught and positively reinforced. During this time, your child’s teachers will talk to you about the type of behaviors you notice at home and your strategies for dealing with them. It is important that we handle situations in the same manner both at home and at school, so we may adopt some of your practices as we are able and we may ask you to try strategies we use here. 

If it is unclear what is causing your child’s behavior or if small changes in routine or environment do not alleviate the problem, then we will ask you to attend a conference with your child’s teacher and the director to discuss the challenging behavior. A plan to help your child will be agreed on. 

In order to let you know about our specific guidelines, teachers are instructed to take the following steps when biting occurs:

For the child who was bitten:

1. The child who was bitten will be separated immediately from the biter.

2. The child will be comforted.

3. First aid will be given to the bite. It is cleaned with soap and water. It the skin is broken, the bite is covered with a bandage.

4. Parents are called if the skin is broken or if there is a significant mark.

5. An Accident Report is completed documenting the incident. Parents will receive the form at pick up.

For the child that bit:

1. The teacher will firmly tell the child “No! Do not bite! You have hurt ______.”

2. The child will be immediately separated from the child who was bitten.

3. The child will be redirected to another activity.

4. A Behavioral Report is filled out documenting the incident. Parents will receive the form at pick up. 

When the biting becomes excessive (because of the number of times a child bites or because the bite breaks or bruises the skin, or because the bite leaves a significant mark) the following guidelines may be used:

1. If a child inflicts two or three bites that are excessive in five business days, a conference will be held with the parent of the child who is biting to discuss the child’s behavior and how the behavior may be modified.

2. If the child again inflicts two or three bites that are excessive in five business days, the child will be suspended for two business days.

3. If a child once again inflicts two or three bites that are excessive in five business days, the parents may be asked to make other early childhood education arrangements for their child. 

4. If a child bites excessively two times in a four-hour period, the child will be required to be picked up for the remainder of the day. This will not count toward the two-day suspension.

5. If a child has been through steps 1 and 2 and has gone ten business days without biting that is excessive, we will go back to step one if the child bites excessively again.

The steps outlined above for biting that has become excessive may be modified. For example, if the biter is inflicting serious harm to one particular child, the biter may be suspended or excluded with fewer biting incidents in order to protect the child being bitten. 

Parent-Teacher Conferences

Daily, teachers will share written reports for children under 3 years old detailing what the child ate, when he slept, and when her diaper was changed or she went potty. It will also give your child's general mood for the day and highlight any current needs, like diapers or extra clothes. All teachers will verbally share with you about your child's day and answer any questions you may have. If you have a particular concern or question that will take more time for the teacher to answer or which you feel needs the Director's attention, please request a parent-teacher conference. We would be happy to set aside a time to discuss your questions or concerns about your child or the Center. We ask that you strive to keep your conversations with the teachers at the door of the classroom short because all of our teachers need to be engaged in hands on supervision of the other children who have not yet left.
Parents in the Classroom

Parents may come by the Center unannounced at any time during the hours of operation to observe their child, the Center's operation, or program activities. Please make sure to sign in and out in the office any time you come to visit. On certain holidays or special days, LSBCC will invite parents to come and participate in their child's day as they are able. LSBCC will notify you of these occasions. We ask that you sit and join your child in his or her activities when you visit. Please follow the teacher’s lead for how to interact with the children. We ask that parents follow the same rules in the classroom that the children follow.

We would enjoy having you share a special interest, hobby, or your career with the children. Parents can enrich our curriculum in many ways and we appreciate your help. 

It is very important that you respect each child and family’s right to privacy. Information that you learn about another child while you are visiting the classroom must stay at the Center. Feel free to speak to the teacher if you have a concern about another child. The teacher will be able to share general information about what we do, but will not be able to share specific information about another parent’s child.
Holidays and Birthdays
LSBCC invites our parents to participate in our annual Week of the Young Child celebrated in April each year. You will be notified of special events in the week leading up to our celebration. Week of the Young Child is a time to recognize both parents and teachers and their roles in each child's early learning and development. 

LSBCC will celebrate Thanksgiving, Christmas, Valentine’s Day, Easter, and other days selected by the teacher. We ask that you bring healthy treats for our celebrations. Any treats brought from home for the whole class must be commercially prepared (store-bought) or prepared in a kitchen that is inspected by local health officials. For health reasons, homemade items are not allowed. Teachers will specify what they want brought to parties. Part of our curriculum is teaching children about nutrition. Learning that we can have fun parties and still eat healthy foods will help our children learn to make healthy food choices.

A child’s birthday is a very special event. We want to recognize each child on his or her special day. However, we will not sponsor a birthday party at the Center. Parents are welcome to bring invitations to birthday parties planned for elsewhere and we will distribute them to all children in a room. LSBCC will not distribute addresses for security reasons. To recognize a child’s birthday, a parent may bring a special snack. We ask that it be simple and age-appropriate. Parents are also invited to come at lunch time or afternoon snack time to celebrate their child's birthday with the other children. Please talk to your child's teacher if you wish to participate in your child's day in this way. Please also check with the teacher to see if any of the children have diet restrictions. Some children cannot have icing because of the milk products. Others cannot have chocolate. Birthday favors are not appropriate at school.
Field Trips, Transportation, & Animals

LSBCC does not take field trips or transport children at any time. If your child would like to share his or her pet with the class, please come and discuss the possibility with the office. Dogs and cats must be up to date on their vaccinations, and LSBCC must have a record of their vaccinations as well as a statement of health from a veterinarian before a dog or cat can come to the Center. LSBCC must also receive written permission from each child in the class before the pets are allowed in the Center. If a pet meets all of these criteria, it must be brought to the Center in an enclosed carrier and accompanied by the adult who owns the pet at all times. The pet must leave with the adult, and the adult is responsible for any mess the pet might make. LSBCC cannot allow any chickens, ducks, reptiles, or amphibians on the premises at any time.

Water Activities

During the warm summer months, LSBCC may have sprinkler play outside for the toddler and two year old classrooms. We will provide notice of this in advance. Water is used in sensory tables both inside and outside the classroom year round. Toddlers, two, three & four year old classrooms may also take out squirt bottles during the warm summer months.
Hearing and Vision Screening

According to Texas Health and Safety standards, all children must have vision and hearing screening between the ages of four and five years. When screening is done at your child’s well check up, the Center will need a physician’s copy to keep on file. It is the parents’ responsibility to get all screenings done.

Infant and Toddler Care

Infants’ daily schedules are individualized according to their own needs for eating and sleeping. Initially very young babies may sleep a lot until they adjust to the stimulating new environment. Other babies are over-stimulated at first and sleep only for short periods of time. The more details you can share about your baby, the more quickly the caregivers will learn to read your baby’s signals and respond in a way that satisfies him or her.

All baby bottles must be plastic or another unbreakable material. All bottles and pacifiers must be permanently labeled with the child’s name prominently displayed. Bottles must be taken home each day to be thoroughly cleaned and sanitized.

Parents must provide all food, formula, and diapers. Please label. We encourage mothers to breast feed their babies and have arranged for a quiet space for that purpose. You may also bring expressed breast milk instead of formula. Upon request, a compilation of breastfeeding education and support resources in the community can be provided by the office. Let us know how we can help you.

Written and signed instructions as to the baby’s feeding and napping schedule should be given to teachers. The feeding instructions must be updated at least once a month until your child moves into the toddler classroom. These instructions are to include all of the foods the baby is eating. The parents, and not the Center’s staff, are to introduce all new foods to the baby. If the baby has had no reaction to the new food after three days, then add that food to the child’s diet instructions at the Center.

Older siblings of infants are not allowed in the infant classroom according to Texas Child Care Licensing standards. Please speak with the teachers about drop-off and pick-up procedures that can be arranged when you must bring an older child with you.

As your child transitions from infancy to toddlerhood, the LSBCC staff will work with you and your child to develop a schedule that will allow for easy transition to the Infant B classroom and then the Toddler classroom. The LSBCC staff will also help your child gain independence in feeding necessary for an easy transition. Please speak with your child’s teacher for ideas and tips on helping ease this process of independence.
Including Children with Special Needs

LSBCC supports the philosophy that children learn best when they have opportunities to interact with all children, including children of different ages, gender, backgrounds and abilities. If your child has a special need that should be understood and supported by his or her teacher, please tell us about it. Children with an identified disability may be working with other professionals outside of the Center. If you have a concern about your child’s development, please bring it to the attention of the teacher or Center director. We can offer referrals to outside groups and individuals who can help your child.

Babysitting Policy

LSBCC does not endorse or take responsibility for the use of the Center staff as personal babysitters outside of school hours. Center staff may not discuss personal babysitting with a parent while the staff is at the Center.
Parent Rights

Parents are entitled to see the following information. You may ask the Center Director to show you the most recent copy of the

· minimum standards for this licensed facility;

· Department of Family Protective Services inspection report;

· fire marshal’s inspection report;

· health department’s sanitation inspection report; and

· gas pipe inspection report.

Children’s records are kept confidential and only made available to the Director and assistant. Parents may request access to their child’s school records during school hours. Other important information is posted on the door of the office for you to see at any time.
Abuse & Neglect
All employees, including office staff, are required to receive training on the topic of abuse and neglect annually. Once a year in January, information concerning abuse and neglect will be distributed to all parents and employees. If you would like information on abuse and neglect at any other time, please contact the office. Texas state law requires the staff of the Center to report any suspected abuse or neglect of a child to the Texas Department of Family and Protective Services or a law enforcement agency. If parents or employees suspect any abuse or neglect, it can be reported by phone (1-800-252-5400) or online at http://www.txabusehotline.org. If you or your child is being abused, you may also call the Family Abuse Center in Waco at their 24 hour hotline (1-800-283-8401) for help.

Health Checks

Health checks are conducted on each child when they enter the classroom in the morning. Teachers look for breathing difficulty, severe coughing, signs of fever, discharge from the nose or eyes, changes in skin color, bruising or swelling, and cuts, sores, or rashes. Parents may be asked about any changes in the child's sleep, eating, drinking, or toileting habits, or any changes in mood or behavior at home. No information will be shared with other teachers or parents besides the child's own. Health checks protect the children first and foremost, but they also protect the parents and the staff. Health checks are designed to be minimally disruptive to the child's day.

Gang-Free Zone

Under the Texas Penal Code, the area within 1000 feet of any Child Care Center is considered a gang-free zone, where criminal offenses related to organized criminal activity are subject to harsher penalty.
Open and Concealed Handgun Carry at the Center
Law enforcement officials who are trained and certified to carry a firearm on duty may have firearms or ammunition on the premises of the Center.

For all other persons, firearms, hunting knives, bows and arrows, and other weapons are prohibited on the premises of the Center.

Contact Us

If you have any questions or concerns please do not hesitate to talk to your child's teacher or the office staff. You may talk to us in person, give us a call, or send us an email, whichever is easiest for you. 

Lake Shore Baptist Children's Center

5801 Bishop Dr.

Waco, TX 76710

Tel: 254-772-6459

Fax: 254-772-2910

Email: childrenscenter@lsbcwaco.org
Website: lakeshorebaptistcc.weebly.com

Complaint Procedures

Parents are asked to speak with their child’s teacher if a concern arises. If the concern cannot or is not met by the teacher, the concern should be taken to the Director. The Director will set a conference with parents and teachers to address the parents’ concerns. Our goal is to meet the needs of the children and their parents on all levels of care. If the Director cannot or does not address the concern to the satisfaction of the parents, then the issue will be referred to the Chairperson of the Lake Shore Baptist Children’s Center Program Board. The address to be used to write the Chairperson of the Board is:

Chairperson, Lake Shore Baptist Children’s Center Program Board

5801 Bishop Drive

Waco, TX 76710

The Director of the Center or Chairperson of LSBCCPB will share any written documentation of concern with the LSBCCPB and LSBCCPB will ultimately be responsible for the resolution of problems.
Exclusion of Children from the Center’s Programs
The Lake Shore Baptist Children’s Center Program Board (LSBCCPB) has final authority when it is necessary to ask parents to remove a child from the Center’s program. For example, the LSBCCPB might recommend that a parent find other child care arrangements for their child if the Center’s staff do not feel that they can meet the developmental needs of the child, staff feel other children are at risk physically or emotionally, or if the parents have not paid tuition fees. On the occasion LSBCCPB does recommend that a child leave the Center, the Director may discuss alternative child care arrangements with parents.

Contacting the Texas Department of Family and Protective Services – Child Care Licensing – Waco
P.O. Box 977

Waco, Texas 76703-00977

(254)750-9643
http://www.dfps.state.tx.us/Child_Care 

Lake Shore Baptist Children's Center

5801 Bishop Drive * Waco, TX 76710

Tel (254) 772-6459 * Fax (254) 772-2914
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