Parent Handbook 
Operational Information 
Daily operation and Services Offered 
Inspiring Hearts Day Schools are designed to serve children ages 18 months- School-Age, in accordance with state licensing regulations. We are open year-round Monday through Friday, with a few exceptions such as Thanksgiving, Christmas, other holidays, and staff development events. You will receive notice of any closures due to holidays or staff development days. Tuition fees remain the same, regardless of School closures. A specific list of this School’s operating hours and schedules closing dates is available from the School Director. 
Hours, Days, and month of operation
General Operating Information: 
· Monday-Friday from 7:00 a.m. – 6:00 p.m. 
· Months: Open year-round, though actual closure dates will vary by location. 
· Federal Holidays: Labor Day, Thanksgiving Day, Friday after Thanksgiving Day and Christmas Day. If holiday is on Sunday, we will be closed on Monday to observe the holiday. Our school closes early at 3:00 p.m. on the Wednesday before Thanksgiving, Christmas Eve and New Years. 
Illness and Exclusion Policy
Please do not send your child to school if he or she exhibits any of the following conditions or symptoms: 
· Any reportable condition that is determined to be contagious, child must have a doctor’s note upon return. 
· Any fever of 100.4 or higher (without medication). 
· Colored discharge from the nose. 
· Constant, deep, hacking cough.
· Sore throat with swollen glands or tonsils or white spots. 
· Undermined rash, open sores/blisters.
· Stomach accompanied by vomiting, cramping, or diarrhea. 
· Signs of conjunctivitis, such as redness or discharge from one or both eyes. 
· Complaints of ear pain followed by a fever. 
· Head lice and/or eggs. 
Additionally, if you child vomits twice or has diarrhea 2 times, a pickup will need to be arranged. If any signs or symptoms appear while your child is at school, he/she will be kept separate from the group and you will be contacted to arrange immediate pick up. In all cases, children will not be allowed to return until 24 hours have passed symptom and medication free. If a child is sent home from school, they must be absent the full following day of school. 
Parent Communication
Parent participation for events such as class parties, class activities, school events, etc. is communicated through postings in the classrooms, school activity board, front area, facebook, newsletters, parent's calendars, emails, and parent handouts. Policy changes in the center’s operational policies related to child enrollment will be communicated to parents through postings in the classrooms, school activity board, newsletters, emails and parent's handouts. 
Physical Activity and Outdoor Play 
Our Day School takes a proactive approach in helping children stay physically active. In each classroom, there are activity areas set up to encourage physical activity. Physical activity occurs in each classroom during structured and unstructured time. We also promote large motor development outdoors. We spend time outside each morning and each afternoon, as weather permits. While outdoors, children have opportunity to run, climb, jump, pedal, push and pull, etc. they are encouraged to participate in group games that are physically activity and that help develop their gross motor development and social skills. 
Our playground environment sparks the children’s imagination and serves as an integral part of physical development. Physical activity and exercise are encouraged to teach a healthy lifestyle. The equipment on the playground is safe and is inspected regularly by our teachers and School Director to help ensure they remain that way. Our separate play areas keep similarly aged children together, which helps ensure each child’s safety. At the end of the day, when fewer children are at School, children may be grouped together with low child/teacher ratios and appropriate supervision. We take all of these steps because your child’s safety is our greatest concern. 
Procedures for providing and applying insect repellent and sunscreen 
All sunscreen and insect repellent provided by a parent/guardian must be: 
1. Clearly labeled with each child’s full name
2. Provided in the original container
3. Within the expiration date
4. Clearly labeled with directions appropriate for the age of the child
Sunscreen and insect repellent must be applied to a child at least once at home to test for any allergic reactions. I understand that if I do not want sunscreen and/or insect repellant applied to my child, then I must provide protective clothing to protect my child from sun exposure and insects during outdoor activities. 
Severe Weather Procedures
If severe weather necessitates closing, early dismissal, or late arrival we will communicate with you through a posting at the school. Tuition will not be exempt or prorated because of severe weather closing or if a state of emergency has been declared. 
Public School Closures
If your child attends public school and that school closes for a holiday break, snow day, or any other reason, you will be required to pay an additional fee for your child to stay with us for the entire week or day. 
Outdoor Temperatures
Winter- As temperatures approach 35 degrees wind chill, our management team will assess the latest weather conditions. If temperatures fall below 35 degrees wind chill, staff will keep children indoors. During the winter months, we typically wait until later in the day to take children outside when temperatures are warmer. Please make sure your child is dressed appropriately for winter play. 
Summer- As temperatures approach 100 degrees, our management team will assess the latest weather conditions. Children often participate in water play activities outside in shady area on the playground. During the summer months, we schedule our outdoor times earlier in the day to take advantage of the cooler temperatures. 
Daily Arrival and Departure
For your child’s safety, please escort him or her, preferably holding hands, while in the parking areas and hallways; and deliver them to the classroom door each day. The same routine should be followed when picking up your child. Make sure that the classroom teacher is aware of your child’s arrival/departure. In addition, parents are required to sign in and out of the school at the front desk. Throughout the day our teachers track each child’s movement when they participate in activities that take them outside of the classroom, for example when the class goes outside, or if they participate in an extra-curricular activity. 
During arrival, it is very important to set up a routine that your family can follow every day. This provides your child with a sense of security. Please keep teachers informed about your child’s health, mood, eating habits, family situation, or anything you think might affect your child’s behavior at school. We recommend that you help put away items in their cubby, walk with them to greet their teacher and friends, and assist your child in selecting a toy or joining an activity. 
When it is time for the person dropping off the child to go, tell the child you are leaving, and say, “Good-bye.” If our child is having difficulty separating, signal a teacher for assistance. Feel free to call us later if your child is upset when you leave and we will let you know how he or she is doing. 
Late Arrivals
We ask that all children arrive no later than 9:30 a.m. daily. A student is permitted a late check in for doctor’s appointments only, but a doctor’s note is required. We do understand that appointments can last longer than anticipated. So, in that case, we ask that children arrive no later than 10:30 a.m. 
Visitors
Visitors are required to show identification and sign in on the visitor log kept at the front office. Visitors will be escorted while on school grounds. 
Release of Child to Authorized Persons 
Children will not be released to any person that is not specifically designated on your child’s enrollment form. Each authorized person will be required to show photo identification, such as a driver’s license. This information will be copied by our office personnel. Once the person’s identity has been confirmed, an authorization sticker will be given to the authorized person, who must give it to the child’s classroom teacher. Teachers will place the sticker on your child’s daily sign in/out sheet to record the authorized pick up. 
Release of Child to Unauthorized Persons
If there is an emergency which requires an unauthorized person to pick up your child, you must provide the School Director your permission for the pick-up, in writing, before the unauthorized person arrives.
Custodial Information 
Persons identified as parents on a child’s enrollment form will be allowed to pick up the child whose name is on the form. If a court has issued an order limiting or restricting access of a parent to a child, a court stamped copy of such an order must be submitted to the School Director. This Inspiring Hearts Day School may not be used as a visitation site, nor will we be responsible for determined a compliance with parent visitation schedules. 
Late Pick Up 
If your child is not picked up by the school’s closing time, and you have not notified the school, the following steps will be taken: 
1. We will attempt to contact you and/or your authorized persons. 
2. If we are unable to reach you or any of your authorized persons within 30 minutes after the schools closing time, the school director will decide whether and when this state’s child protective services will be contacted. This decision will be based on our state’s childcare licensing regulations. 
3. If authorities are contacted, they will be given the emergency contact information listed on your child’s enrollment form
Under no circumstances will the school director or any employee of this Inspiring Hearts Day School take your child home or transport your child to another location. Additionally, the late fee listed on your Tuition Agreement will be charged. 
What to bring on your child’s first day
Toddler: Diapers, wipes, diaper cream/ointment, sunscreen, a lightweight blanket, at least 2 extra changes of cloths including a pair of shoes
Preschools (Twos and Older): A lightweight blanket, at least 2 changes of cloths including closed-toed shoes (consider more if your child is toilet training), training diapers (such as Pull-Ups) if your child is potty training, diapers if child is not potty-training, sunscreen. 
School-Age: Sunscreen, refillable water bottle
Required Enrollment Information
All forms provided to you upon acceptance of enrollment MUST be completed before your child attends. To enroll your child, you must complete and sign in the Enrollment Form and other School specific forms we require, as well as any other local and/or state-specific forms required by licensing regulations. Forms/information include, but are not limited to the following: 
1. Our required Enrollment Form, which includes basic information about you and your child, and which will be given to you upon payment of the registration fee. All families must maintain current information by emailing or giving updated information in person to the School Director. 
2. Authorized Release Information, included in your Enrollment Form, includes the names addresses, and telephone numbers of all persons you authorize to pick up your child from our Inspiring Hearts Day School. We will only release your child to an authorized person, specifically designated by you, in writing. For the safety of your child, we will require that a photo ID be presented each time the authorized person picks up your child. 
3. Tuition Agreement, which must be completed and signed. Please note: We reserve the right to change or modify fees and/or policies with a two-week notice. Information regarding payments charges, and separation procedures can be found in the Tuition Agreement. 
4. State-required applicable health forms must be completed prior to admittance. These forms may include, but are not limited to the following: 
a. A copy of your child’s current immunizations or a signed affidavit stating the reasons immunizations have not been given. Note: most states require vision and hearing screening at the age of four. The School Director will furnish you with specific requirements for our state. 
b. The Ongoing Medication Authorization Form, for children who require daily medication 
c. The Allergy Alert and Action Plan for children with allergies, regardless of the type of allergy.
d. The Physician’s Recommendation and Health Statement, which is often combined with the immunization forms. Please note: The Physician’s Statement stating that your child is physically able to participate in a group care setting must be signed. We accept children in compliance with the ADA. If your child has special needs, please furnish a copy of his or her IEP, or similar document, for inclusion so we may provide the very best care for your child. 
5. Video Monitoring and Photo Release Form
6. Transportation Agreement
7. If there are court orders affecting the custody of your child, you must furnish us a certified copy of the court order, signed by the presiding judge. While we ensure that we are in compliance with the court order on file for your child, it is our policy to remain neutral in all custody matters. Our Inspiring Hearts Day School may not be used as a visitation site, nor will we be responsible for deterring compliance with parent visitation schedules. 
8. Sunscreen Permission Form may be part of your enrollment packet or may be distributed at a later date. 
9. Parent Handbook Acknowledgement Form, which is included at the end of this handbook. 
10. School Specific Information Sheet, which provides information specific to this Inspiring Heart Day School.
11. Any additional forms required by us or the state
Registration, Tuition, and Fees
A non-refundable education fee is due when your child’s enrollment application is submitted. Tuition is billed in advance of each week on Monday morning. Late payment fees, as defined on your Tuition Contract, will be charged if payment is not received by the close of business on Tuesday of each week. We will refund turnout and fees if paid ahead and not utilized, excluding non-notification of withdrawal and registration fees. Refunds can take up to 30 days to process. 
We reserve the right to refuse service for families who have an outstanding account balance at the end of the week. 
Photo Use and Internet Video Monitoring 
Our staff often take photos of the children in our care while in the classrooms and/or on the playground. While most of these photos are used solely for classroom projects, some may be used on our website, the Inspiring Hearts Day School website, in marketing materials such as brochures or flyers, in school publications such as the parent handbook, and/or for staff development/training purposes. If you prefer that your child, not be included in these latter categories, please check the appropriate box on your enrollment form. 
Parents and/or visitors in our schools may not photograph or video children other than their own. We reserve the right to dismissal the child of any parent who violates this photo use and internet video monitoring policy. 
Notification of Withdrawal
If you must withdraw your child from our school, for any reason, you are required to provide a two-week notice by completing the Notification of Withdrawal form, available from the school director. If proper notification is not given, you will be responsible for the payment of a fee equal to two weeks of tuition. 
Re-Enrollment
Should you wish to re-enroll, new enrollment information must be submitted along with the applicable registration fee, provided an opening is available. 
Suspension and Termination of Services
We will take all measures to avoid suspension and or expulsion. Our teachers provide written documentation throughout the year to communicate with parents about their child’s growth and development. Individual behavioral incidents will be documented and communicated with parents on an on-going basis. Parents are notified in writing and, if needed, a conference will be scheduled to discuss their child’s behavior. In certain situations, parents may be encouraged to seek professional support and services. Ask your School Director for recommendations. 
At times, parents may be asked to pick up their child and keep him/her home the following day to work on behavior issues. If behavior is not corrected as a last resort, a one-week notice of termination of services will be given, unless the child is an immediate health or safety risk to property or other persons. We reserve the right to terminate services if we cannot meet the social, emotional, and safety needs of the child and/or due to aggressive and or unsafe behavior exhibited by the child. 
Prohibited Strategies for Discipline
Inspiring Hearts maintains a zero-tolerance policy regarding any forms of discipline or guidance which involve harsh, cruel, or unusual treatment of any child. The following types of discipline methods are strictly prohibited at all Inspiring Hearts Schools: 
1. Corporal punishment, including grabbing, squeezing, pinching, shaking, or biting a child. 
2. Threats of corporal punishment. 
3. Any punishment associated with food, naps, blankets/toys, or toileting. 
4. Picking up, lifting, and/or dragging a child by hands or arms. 
5. Hitting or tapping a child with a hand or instrument.
6. Putting anything in or on a child’s mouth. 
7. Humiliating, ridiculing, rejecting, or yelling at a child. 
8. Subjecting a child to harsh, abusive, or profane language. 
9. Placing a child in a locked or dark room, bathroom, or closet, with or without the door closed. 
10. Requiring a child to remain silent or inactive for inappropriately long periods of time for the child’s age; and
11. Inappropriate restraint of a child
Our staff members are specially trained in the use of positive guidance methods and may only use discipline strategies which encourage the development of self-esteem, self- control, and self-direction. 
Medical Policies
We are committed to providing a safe environment for children, parents, and employees. All persons on our property must adhere to acceptable safety practices ad standards. 
Communicate Diseases
We value your child’s health and recognize the importance of preventing infectious diseases, particularly in a childcare setting. If any child in our care is diagnosed with a reportable disease, as specified by our state’s licensing agency or other government agency, parents/guardians of the other children will be notified. If you would like additional information about reportable diseases, please contact the School Director. 
Immunizations
A copy of your child’s current immunizations or a signed affidavit stating the reasons immunizations have not been given must be on file before your child may attend. NOTE: Most states require vision and hearing screening at the age of four; the School Director will furnish you with specific requirement for our state. Similarly, a TB test may be required, as well as other immunizations, depending on the location of your School and then-current requirements of government agencies. 
Medical Emergencies and Accidents 
In case of an accident, care for the injured child is our first priority. If the emergency requires immediate attention, we will call 911. (Your emergency medical permission and preferred treatment facility is listed on your Enrollment Form.) If the injury requires treatment, but is not serious, you will be called to pick up your child and take him or her to your physician. Minor incidents or accidents, such as a splinter or skinned knee, will be treated, documented, and reported to you on the day of occurrence. 
Illness: Signs, Symptoms, and Exclusion/Readmission Criteria
Please do not bring your chid to School if he or she exhibits any of the following conditions and/or symptoms: 
1. Any reportable condition that a government agency or your child’s physician has determined to be contagious. In this instance, your child may return upon receipt of a physician’s release note.
2. Any fever higher than the temperature allowed by our state’s licensing agency. 
3. Colored discharge from the nose. 
4. Constant, deep, or hacking cough. 
5. Sore throat with swollen tonsils or glands, white spots in throat, or throat that hurts when swallowing. 
6. Undermined rash. 
7. Stomachache accompanied by vomiting, abdominal cramping, and/or diarrhea. 
8. Signs of conjunctivitis, such as redness or discharge from one or both eyes. 
9. Complaints of ear pain, followed by fever; and/or
10. Head lice and/or eggs. 
If any of these signs or symptoms appear while your child is at school, he or she will be kept separate from the group; and you will be contacted to arrange immediate pickup. In many cases, children will not be allowed to return until 24 hours have passed without symptoms. 
To attend school, your child needs to be well enough to participate in group care, which means he/she must be able to follow his/her class’s daily schedule and activities without the need for one-on-one attention from the teachers. 
Health Check
When appropriate, our staff may conduct periodic health checks prior to the child’s admittance to the building, the classroom, and/or throughout the day. A health check is a visual and/or non-invasive physical assessment taken to identify potential concerns – such as signs or symptoms of illness or injury- about a child’s health. 
Staff Immunizations
Preventable disease immunizations for staff are not required.
Medications
We recommend that you dispense medication to your child before or after the school day. If medication must be dispensed at the school, we will use the following guidelines: 
	1. Medication must be signed in on the daily medication log, located in the front office, and given to a member of our management team at the front desk. Additional forms may also be required by state licensing or other government agencies. 
	2. Prescription medications must be in their original packaging or container and be clearly labeled with dispensing/dosage instructions and your child’s first and last name. 
	3. Nonprescription, or “over the counter” medications can only be administered according to the label instructions, including recommended age-appropriate dosages. Nonprescription medications must be in their original packaging or container and be clearly labeled with your child’s first and last name and the date it was brought to the school. No OTC medications will be given for longer than 2 weeks without written permission from the physician. 
	4. If you child requires ongoing medication, please complete the Ongoing Medication Form, available from the School Director. Additional forms may also be required by state licensing or other government agencies. 
	5. If your child has an adverse reaction to medication, we will document his or her symptoms and call you for immediate pick up. 
	6. All medication must be taken home every Friday or on the child’s last day of attendance. We will not store medications over the weekend, except in the case of emergency medications. 
Health and Safety Policies
Appropriate Attire
To keep your child safe on the playground, make sure that he or she wears shoes that are rubber-soled and closed-toe, with either a closed heel or heel strap. Also, we are very active - both inside and outside - as we explore our environment. Please send your child in washable, durable play clothes. In addition, please send an extra set of clothing. Clearly labeled with first and last name, to be kept in your child’s cubby – just in case. We are not responsible for lost clothing. 
Biting 
As you are well aware, biting is not an uncommon occurrence among young children. Biting may be used by the young child to compensate for his or her lack of language skills, in order to make his or her needs known, or as a simple expression of curiosity. We take precaution to minimize biting. Should you have any concerns regarding a biting incident, please contact the School Director. Please Note: We adhere to strict confidentiality rules concerning the children in our care. We do not release the names of children or families who may be working through this developmental state. 
Diapering Procedures
Teachers in our toddler rooms are fully trained in safe diapering procedures, including proper sanitation of the changing area and hand washing for both teacher and child. In addition, teachers are required to wear gloves when changing diapers. Every diaper change is recorded on your child’s Daily Communication Log. Please note: to ensure your child’s comfort, parents must provide diapers, baby wipes, and any needed diaper creams or ointments. 
Emergency Preparedness Plans
Our school heads plan for emergency evacuations in accordance with local and state requirements. All classes routinely practice fire and severe weather drills. Documentation of emergency plans and drills may be viewed in the front office. If you have questions regarding specific requirements. Please ask the School Director. 
Gang Free Zone
A gang-free zone, which includes such locations as schools, playgrounds, and video arcade facilities, is an area in which a gang-related activity is subject to an increased penalty under individual state laws. These laws typically prohibit any type of gang-related criminal activity within 1000 feet of the school or childcare facility. 
Supporting Inclusive Services - Children with Special Care Needs
We are supportive of providing care to children with special care needs, and undertaking reasonable accommodations to provide this care, if we can do so without making adjustments to our state-mandated teacher/child ratios. These ratios are in place for the protection of all children in our care, and adjusting these ratios does not fall within the state guidelines for making reasonable accommodations. 
Our school will make reasonable accommodations to integrate into our program children with special care needs, with our primary focus being the safety of al children in our care. (Please note, providing a reasonable accommodation does not mean changing our services to provide for a child who may pose a direct threat to the health and safety of others or making changes that will result in a fundamental alteration of the program we offer.)
Toilet Training
When you are ready to begin toilet training your child, we are on your team! We have scheduled (and unscheduled) potty times for our toddlers and twos who are just learning to use the toilet. We will document your child’s progress on your Daily Communication Log. 

Transportation
All employees who are responsible for transporting children are required to complete annual training. Our training addresses expectations for children, escorts, and drivers while participating in transportation activities and includes safe loading/unloading procedures, attendance procedures, safety and emergency preparedness, and state minimum standard requirement.
Field Trips
Our student will NOT be attending any fields away from the Inspiring Hearts Day School Campus. 
Hearing & Vision Requirements
Children four years of age or older, who are enrolled in any facility for the first time, should be screened for vision and hearing within 120 calendar days of enrollment. If a child is enrolled within 60 days of the date a facility closes for the summer. The child’s vision and hearing must be tested by December 31 of that year. Children previously enrolled in a facility that is four or five years of age on or before September 1st must be screened for vision and hearing by December 31. 
Nutrition and Food
Parents are expected to pack their child’s breakfast, lunch, and snacks while in our care.  
Outside Food
All families are responsible for providing meals for their children that are in our care. We will NOT be providing meals or snacks for your children while in our care. All meals and snacks will be packed daily for their children from their parents. All parents must adhere to the “PEANUT FREE” policy which includes no food products processed in a plant with peanut products. 
Health, Sanitation & Nutrition
Parents are advised to follow the below practices reviewed in this document to ensure the best care for children at our school. It is best practice to address any changes in health, schedule OR feeding with teacher for alignment on the child’s needs. It is most helpful to inform our administrators regarding child absences due to sickness or vacation. 
All parents are requested to wash their child’s hands upon arrival to allow the highest level of sanitation and safety of all children, especially those with allergies. 
All forms referenced in this document are available in our administrative office for your convenience including allergy forms, doctor’s notes, dietary/meal plan needs. 
Completed forms must be provided to our administrators to correct implementation. 
Please allow 24 hours to accommodate any changes in order to ensure all care givers are informed and child’s files updated in the classroom and office 
1. Communicable Diseases
a. We request notification of your child’s absence when diagnosed with a communicable disease. In order to prevent contagion, we require a doctor’s note for your child’s return to school. We are required to post these notices per licensing to educate, contain and prevent the spread of infectious disease. Notices will be posted throughout the center to advice individuals of symptoms and incubation periods. 
Staff is trained on recognizing communicable diseases. We will follow licensing requirements for sending children/staff home due to illness. In case of a rash, there should be no open scabs when the child returns to school. In case of head lice, the child will be screened upon heir return to school. Please ensure your chil’s return a minimum of 2 hours after treatment with lice removal product and screening using a lice comb of dead lice, nits & eggs. Our policy requires children to be fever/symptom free without the use of medication for at least 24 hours before returning to school. 
2. Food
a. We are a NUT-FREE facility and only allow nut-free items on our premises. 
3. Allergy
a. If your child has a food allergy, an Allergy Alert form must be completed for posting. Allergy Alerts are posted in classroom to ensure their individual needs are met. 
Jewelry
Due to the chocking hazards and opportunity for injuries, Inspiring Hearts has adopted the policy that children should not wear jewelry at school. Please be advised that if a parent brings their child wearing jewelry, they are accepting all responsibility for the loss of or damage to the jewelry as well as any injury caused by the jewelry. 
Insect Repellant and Sunscreen Policy 
On occasion, we may apply over-the-counter insect repellent or sunscreen spray or lotion to your child. An appropriate approval from will need to be signed by the parent before we will apply any repellant or sunscreen to your child. Parent may opt to provide their own insect repellant and/or sunscreen spray or lotion to be applied to their child. In such instances, the spray or lotion container must be provided to the school management, labeled with the child’s name, and a parent release form signed before the spray or lotion is applied to the child. 
Emergency Evacuation 
In the case of a real fire or other emergency evacuation of the center, after local authorities have notified us of the situation. We will evacuate the center premises and move to our emergency evacuation location site. Please ask the school director for our emergency evacuation location site diagram. 
1. All management team members and Lead Teachers will be notified that the building will be evacuated to the designated evacuation location. 
2. The Center Director will take the front office Emergency Evacuation Binder. This binder contains a copy of the enrollment forms containing emergency contact phone numbers for every child. 
3. The Emergency Evacuation location site listed above is contacted that we will need their facility. 
4. All classrooms take all the children from the room and bring along the attendance and sign in/ out sheets and undertake a complete name to face attendance prior to leaving the class and again at the evacuation site. Management staff or other auxiliary staff may be asked to assist in the evacuation if there are children with special needs who require additional assistance. 
5. The management team will then walk the building after the evacuation to ensure that no person is left behind. 
6. The center then proceeds to the emergency alternate location, which is listed above. Once the children and staff are settled in and accounted for, the Center Director must proceed in coordinating the management team to contact all parents. Parents will be informed of the situation and where to pick up their child. 
7. The Center Director will also inform state licensing and the local authorities about the evacuation and provide details on the site of evacuation and the situation of the children. 
8. Group activities take place until management has been informed that the threat has passed. 
9. When parents are allowed to reach the evacuation site to pick up their child, proper identification will be required to be provided by the parent or authorized person, before the child is released to them. 
Center Lock-down Safety Procedures
These lock down procedures may be used in the even of a severe storm, natural disaster or threatening individual. 
Emergency Lock-down Procedures
Staff are provided the following guidance on emergency lock-down procedures
1. Don’t panic- Sound whistle or code word through the speaker system, established by center management and given to staff members during orientation. 
2. Notify Manager/ office staff to call appropriate emergency services. 
3. Manager to delegate staff member to lock all exterior doors leading into the building and to disable the security door at the entrance. 
4. Commence lock down.
5. Bring all children indoors immediately. 
6. Draw all curtains and/or blinds, lock all windows and exterior doors immediately. 
7. Leads Teachers will gather attendance sheets and daily sign in/out sheets. 
8. Teachers will gather all children to a secure area of the room, which has been previously designated as a “safe area” away from windows and all doors. 
9. Teachers will complete a head count of all children staff and students — alert center director if anyone is not present.  
10. Teachers need to begin group activities with children to keep them calm. 
11. Center Director will communicate and update staff until it is safe and appropriate to resume normal play 
Tornado Safety Procedures
Inspiring Hearts will follow the instructions of local authorities during the time that a tornado is approaching. 
1. All teachers take current roll sheet and calmly direct children to main church building. 
2. The number of children is counted, and an eye-to-eye attendance take. 
3. [bookmark: _Int_Dxkbqqng]Children are lined up in the hallway facing the wall in the fuck and cover position. 
4. To calm the children, teachers sing familiar songs to engage and reassure them. 
5. Management Team members do a swift walk-through of all classrooms to a with stray and frightened children.
6. Center Director or person in charge documents on the CLLC Monthly Fire/Safety Practices log. 
7. Once the drill or storm threat has passed, management will give the “all clear” signal and everyone then returns to their classroom. 
Parent’s Rights
1. As a parent or guardian of a child at a childcare facility, you have the right to: 
2. Enter and examine the childcare facility during its hours of operation and without advance notice. 
3. File a complaint against the childcare facility. 
4. Review the childcare facility’s publicly accessible records. 
5. Review the childcare facility’s written records concerning the parent’s or guardian’s child. 
6. Receive inspection reports and information about how to access the childcare facility’s online compliance history. 
7. [bookmark: _Int_iCWjxmAP]Have the facility comply with a court order that prevents another parent or guardian from visiting or removing the child. 
8. Be given the contact informant for the childcare facility’s local Child Care Regulation office. 
9. Inspect any video recordings of an alleged incident of abuse or neglect involving their child provided that: 
a. Video recordings of the alleged incident are available. 
b. The parent or guardian does not retain any part of the video depicting a child that is not their own; and 
c. The parent or guardian of any other child in the video receives prior notice from the facility. 
d. Obtain a copy of the facility’s policies and procedures handbook. 
e. Review the facility’s staff training records and any in-house training curriculum; and
f. Exercise the rights without receiving retaliatory action by the facility. 
Parents Concerns
If you have any concerns regarding your child or School policies and procedures, or if you would like to schedule a conference with your child’s teacher, please do not hesitate to contact the School Director. 
Instructions on how to access: 
1. Minimum standards online. 
2. Texas Abuse and Neglect Hotline; and
3. HHSC website
Inspiring Hearts Day School (Spring Branch) 
Childcare Licensing Phone number: 210-337-3399
Childcare Licensing Address: 3635 SE MILITARY DR. SAN ANTONIO, TX 78223
Website: www.dfps.state.tx.us
Abuse & Neglect Hotline: 1-800-252-5400
Child Abuse and Neglect
Inspiring Hearts trains employees on the prevention, recognition, and reporting requirements for child abuse situations. This training is required to be completed during their first 90 days of employment and each subsequent year of employment. The training includes opportunities for feedback and a written questionnaire to ensure an understanding of the information presented. 
We will inform parents of information on child abuse and neglect prevention methods as well as warning signs of abuse for our employees and parents through the following methods: memos, monthly newsletters, and on the center website, and facebook. The information provided might include local child advocacy websites that give extensive information for preventing and/or detecting abuse. 
Parents of children who are/have been victims of abuse or neglect should contact the local child advocacy center, child protective services or law enforcement to obtain assistance and intervention. A list of your community child advocacy websites or other information on child abuse can be obtained from your Center Director. 
Reporting Of Suspected Child Abuse and/or Neglect
Parents should be aware that licensed daycare centers staff and administration is required, under penalty of law, to report all suspected cases of child abuse and/or neglect. All caregivers and staff undergo training on how to detect child abuse and/or neglect, report child abuse and/or neglect, and protect children from child abuse and/or neglect. They are mandated reporters and shall report child abuse or neglect. Such cases will be referred to the Texas Department of Family and Protective Services and/or to the authorities immediately. 
To make a report of suspected abuse and/or neglect by phone: 1-800-252-5400; to make a non-urgent report of suspected abuse and/or neglect via the web: http://www.txabusehotline.org/Login/Defalt.aspx



I have read and fully understand the policies and procedures set forth in the Inspiring Hearts Day School Parent Handbook. In addition, I have received a printed or electronic copy of the Handbook for my personal reference. 

Printed Name of Parent or Guardian 

Signature of Parent or Guardian 

Date
