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Welcome to the Manor ISD Child Development Center, a school nationally accredited by NAEYC 

preschool. We believe that the families and the child development center should work together 

to provide an environment that facilitates the growth of a child into a physically and emotionally 

healthy individual.  

The handbook is to help strengthen the relationship between caregivers and parents by providing 

you with specific information about our school. It is our hope that this handbook will help you feel 

more familiar with and comfortable in our program. 

 

 

 



 
Policies and Procedures for Staff and Parents  

Philosophy  

Our school family collaborates to ensure every child will be engaged in a loving, safe 

environment that supports independence, imagination, natural learning, and influences 

curiosity through play. By offering our children a variety of real-world experiences, problem-

solving opportunities, and exposure to diverse cultures, we are ensuring their cognitive 

growth, linguistic development, and creative expression. Our passionate approach provides 

acceptance and understanding to meet the needs of ALL children.  

Shared Vision Statement  

Manor ISD CDC wants to ensure that all children have access to a safe and accessible, high 

quality early childhood education that includes a developmentally appropriate curriculum with 

knowledgeable and well-trained staff that are continually learning. This will include providing an 

environment that supports all children’s health, nutrition, and social well-being, in an environment 

that respects and supports diversity.   

Ethical responsibilities for children  

Taken from the NAEYC Code of Conduct: “Childhood is a unique and valuable stage in the human 

life cycle. Our paramount responsibility is to provide care and education in our setting that is safe, 

healthy, nurturing, and responsive for each child.” We are committed to supporting children’s 

development and learning; respecting individual differences; and helping children learn to live, 

play, and work cooperatively. We are also committed to promoting children’s self-awareness, 

competence, self-worth, resiliency, and physical well-being.” We will be modeling our ethical 

responsibilities by teaching our children to begin learning good ethical practices like common rules, 

everyday manners, and etiquette to our children. Proper etiquette is meant to help people get 

along with each other and avoid conflict. Respect, kindness, and consideration form the basis of 

good manners and good citizenship. We will encourage three basic rules: Be respectful, be 

responsible, and be safe.  

 



 
We will also encourage the use of saying please and thank you as well as good table manners on 

a daily basis. Teaching these will help our children begin to learn to have good social skills  that 

they will be able to take with them when they leave the CDC and will be putting them  on the right 

path toward learning ethical responsibilities.   

Discrimination Statement  

Manor ISD CDC is prohibited from discriminating based on race, color, national origin, sex, age, 

disability, or other protected classifications. Manor ISD CDC provides an equal  opportunity for 

individuals with disabilities to participate in the Center’s program and  services by following policies 

and practices of inclusion, integration and reasonable  modifications unless we are unable to 

accommodate a particular case.  

DFPS Minimum Standards  

The Texas Health and Human Services license Manor ISD CDC. If you would like to contact them, 

you may call the local Licensing Office at 512- 834-3195 or visit their website at 

www.hhs.texas.gov. We are required to meet or exceed the Minimum Standards for Licensed 

Child Care Centers. You may review a copy of the standards, the Fire Inspection Report, and 

Sanitation Inspection Report located in the office. Our current License Permit along with our most 

recent Inspection report by childcare licensing is posted on the Parent Board in front of the office.  

The Parent Board also includes other information like Children’s Product Certification, Gang 

Free Zone Notification, child abuse reporting information for you to inspect. Lastly, our Texas 

Rising Star Certificate and our NAEYC accreditation certificate are also posted here. 

 



 
Preventing and responding to abuse and neglect of children  

 

When we have a reasonable cause to suspect child abuse or neglect, we shall report it to the 

appropriate community agency and follow up to ensure that appropriate action has been taken. 

When appropriate, parents or guardians will be informed that the referral has been made.   

“Any person having cause to believe that a child’s physical or mental health or welfare has  

been or may be adversely affected by abuse or neglect by any person shall immediately  make 

a report…”(Excerpt from the Texas Family Code) …to the Department of Protective  and 

Regulatory Services.  

A detailed procedure is found in the Minimum Standards and Guidelines for Day Care 

Centers, which is located in the main office.  

We are required by law to report any abuse or neglect to the Texas Department of Family and 

Regulatory Services or Law Enforcement. The Child Abuse Hotline is 1-800-252-5400.  

Teachers are required to have at least 1 hour of annual training on preventing and responding to 

abuse and neglect of children. As well, teachers receive ongoing training to help them understand 

issues regarding awareness of child abuse and neglect during staff meetings. The CDC will work 

with all agencies and caseworkers and coordinate any resources or services needed in reference 

to child abuse. If a parent of a child needs assistance in regards to abuse and or neglect the office 

staff will work closely with this parent to help them be put in contact with the appropriate people 

for assistance.   

In addition, Manor ISD has specific rules and regulations to follow in reporting child abuse or 

reporting an employee who you may suspect. It is important to note that staff who report  

suspicions of child abuse/neglect while at work are immune from discharge, retaliation, or  other 

disciplinary action for that reason alone, unless it is proven that he report was intended  to do 

harm. . Please find information that is more detailed in the Manor ISD employee handbook on 

page 48. 

 



 
Texas Rising Star Provider  

A Texas Rising Star (TRS) Provider is a childcare provider that has an agreement with a Local 

Workforce Development Board’s childcare contractor to serve Texas Workforce Commission 

(TWC)-subsidized children and that voluntarily meets requirements that exceed the State’s 

Minimum Child Care Licensing (CCL) Standards. TRS Certification is available to Licensed 

Centers, and Licensed and Registered Child Care Home providers who meet the certification 

criteria. The TRS Provider certification system offers three levels of certification (Two-Star, Three-

Star, and Four-Star) to encourage providers to attain progressively higher certification 

requirements leading to a Four-Star level. The CDC is at a four-star level.  

NAEYC (National Association for the Education of Young Children)  

Manor ISD Child Development Center achieved NAEYC accreditation in June 2015. We renewed 

our accreditation in 2020 and it will expire in 2025.  We have made a commitment to achieve the 

highest possible standards in infant, toddler, and preschool education. This accreditation ensures 

that we are meeting and exceeding the high accreditation standards set by this nationally 

accredited program.  

NAEYC Code of Ethics  

Manor ISD CDC is proud to be a nationally accredited center through NAEYC. The National 

Association for the Education of Young Children (NAEYC) Code of Ethical Conduct offers 

guidelines for responsible behavior and sets forth a common basis for resolving the principal 

ethical dilemmas encountered in early childhood care and education. The primary focus of the 

Code is on daily practice with children and their families in programs from birth through 8 years of 

age. Standards of ethical behavior in early childhood care and education are based on 

commitment to a set of core values in professional relationships with children, families, colleagues, 

and community. The CDC Staff uses the Code as a guide to address the needs and concerns with 

respect to children, families, colleagues and community based partnerships. The code will be 

reviewed each year during professional development week at the minimum for all of the CDC staff. 

 



 
Staff and CDC Teacher Qualifications  

The Center makes every effort to provide highly qualified staff by ensuring that all staff have 

training in adult and infant CPR/1st aid/shaken baby and SIDS. As well, all of our staff must 

have a minimum of 30 annual hours of early childhood professional development. Included in 

this annual training is training on how to conduct child assessments with our Preschool first 

tool and the best ways to deliver and share this information with families. We believe that early 

childhood is a profession and we encourage all staff to further their education past a high 

school diploma. Many of our staff have completed their CDA credential and/or AAS in Child 

Development and some have graduated with their BA degree. At a minimum, a teacher must 

be 18 with a HS diploma.  

Regular Days and Hours of Operation  

Monday through Friday from 6:30 a.m. – 5:15p.m. By arriving at 5:10pm this gives parents plenty 

of time to pick up their child by 5:15pm. This facility observes the same holidays and school 

closings as Manor ISD calendar. We will be open regular hours for staff development days. 

Parents will be informed in advanced of any closures at the beginning of the year.   

All Children are expected to attend every day the center is open. Parents should notify the center 

by 8:30am if their child will be absent. Please notify the center at 512-278-4267 or send an email 

to the Director. If a child is sick for three consecutive days, he/she must have a doctor’s note in 

order to return to the Center.  

All parents will be given a security code for the doors at the CDC to ensure we keep our children 

safe. Please keep this code to yourself, do not share it. If you have someone who is picking up 

and it is not the normal person please have him or her knock on the door and bring his or her 

picture ID. This helps us be alerted when there is a new person in the building.  Also, please refrain 

from giving your children older and younger that code. Even if they see, you do and have 

memorized it; the code panel is for adults only to use.  

 



 
Admission/Withdrawal Policy  

1. We must have a completed enrollment form for your child. All blanks on the form 

must be filled out. Write N/A where applicable.  

2. A copy of your child’s current immunization record   

Under immunized children must have a notarized-updated exemption on file for 

families who chose not to have their children immunized for reasons of 

conscience affidavit form on file in the office. An under immunized child could be 

excluded for periods if vaccine-preventable diseases occur at the center to which 

children are susceptible.   

3. Each child must have a physical examination statement signed by a doctor prior to 

enrollment and annually on file with the Center. This is to insure that the child is 

physically able to take part in the program.  

4. The sleep policy must be read and signed for all parents who have a child who is 4 

weeks to 18 months old. In addition, any teacher or volunteers who will work with 

a child who is 4 weeks to 18 months old must also sign this form. The Safe Sleep 

Policy explains recommendations of the American Academy of Pediatrics (AAP) 

and the Consumer Product Safety Commission (CPSC) for infants to reduce the 

risk of Sudden Infant Death Syndrome/Sudden Unexpected Infant Death Syndrome 

(SIDS/SUIDS). This form is now considered part of the handbook and a required 

for from licensing.   

5. A signed payroll form for direct deposit for MISD employee’s AND a tuition 

agreement for all parents. 

 6. Sunblock/Diaper Cream permission to administer form (if applicable)  

7. If a child has, a physician documented allergy we must have a written doctor   

note on file from the physician stating this allergy and a signed action plan  from 

the physician before a child can begin care.  



 
8. All 4 year olds must have a vision and hearing test on file by October of each 

school year.  

9. Should you decide to withdraw your child from the CDC, you will need to inform the 

Director two weeks in advance and as well speak to the Director about payment 

considerations.  

10. All paperwork and assessment information is kept confidential in a locked 

cabinet.  

11. You must update your child’s record of any changes that have occurred as soon 

as possible with the front office staff.   

Late pick up fees  

All children must be picked up by 5:15pm. By arriving at 5:10pm this gives parents plenty of time 

to pick up their child by 5:15pm. Late fees begin at 5:20pm. Late fees accrue at a $1.00 per minute 

for the first 5 minutes beginning at 5:15pm to 5:20pm. Beginning at 5:20pm late fee increases to 

$5.00 a minute for any minutes later. Late fee payments are due immediately  

Or by the next school day. Please be courteous and pay without demand.  

Teen parents  

We do accept Manor ISD teen parents into our program. All teen parents must apply for the 

Workforce Childcare program to help defray the cost of childcare. Teens are only allowed to bring 

their children on regular school days when they are in school or at work. They must bring their 

children no later than 9:15am or they will not be admitted in for the day. This service is provided 

for teens so that they can attend school and graduate. 



 
Tuition Fees  

Tuition is collected for 10 months. There is no reduction for tuition because of holidays and days 

off. There will be no discount for having 2 children in care. Tuition can be paid one of 2 ways: Bi-

weekly payroll deduction for MISD employees where tuition will be split in half and collections will 

start in September and end in May. Otherwise, the whole amount of tuition will be due on the 1st 

of each month beginning in August and will end in May. (Everyone’s tuition will be due on the first 

day of school for the month of August in the form of a check or money order.) Payroll deduction 

will begin in September. As well, you will be able to pay your monthly tuition using the Hi Mama 

app that our school will be using to communicate with parents. (Individual payment agreements 

will be given out to each family) 

We are a provider through Workforce Child Care Solutions. Families in need of assistance can 

contact them at 512-597-7191 to see if they qualify for funding (CCS funds) to cover or defray 

childcare costs.  

The use of Hi Mama app (effective for August 2021) 

We are excited to begin to implement a new online app called Hi Mama. Using this app will allow 

us to do many things to help us manage our daily operations. Open communication is very 

important to us. Using this app will make it easy for us to message families about center wide 

events, send newsletters, and help with documentation of payments. We will also be able to 

send emails and texts about your child and even send cute videos or pictures of your child 

directly to you during the day.  

Curriculum  

Manor ISD CDC uses a research-based, online assessment system designed to build program 

quality in a variety of settings. Our assessment connects developmental progress with educational 

decision-making to offer play-based learning experiences for children birth through 36 months. In 

addition, the CDC also uses Creative Curriculum and the Little Texans Big Futures early learning 

guide for infants and toddlers. Three year old and older will be using Savvas Three Cheers for 

Pre-K which is a researched based, developmentally appropriate curriculum that is the same 



curriculum being used at the MISD Pre-K site. CLI will be used in all ages to help with 

developmental assessments that will be used throughout the year to track a child’s progress. 

Our curriculum is “play based” and is integrated into routines and transitions; planned and 

spontaneous activities; indoor and outdoor play; interactions between children and between 

children and adults; child led and teacher directed activities; and implemented individually and in 

small groups and large groups. The curriculum focuses on the development of the “whole child”, 

that is, it considers all areas of development - physical, language, social – emotional, and 

cognitive. The curriculum also teaches concepts and develops skills that are meaningful to the 

child’s developmental understanding. Our curriculum framework can be modified when necessary  

 
to reflect the values, beliefs, and experiences of families in our program. This information is 

shared by the parent verbally, also with information collected on the “Getting to know you form” 

during registration.   

Classrooms are arranged in interest centers. Most of the day children are encouraged to move 

around the classroom at their own pace and select activities of interest. During this time, teachers 

interact with children to extend or enhance their play by asking questions, supporting problem – 

solving, offering ideas or materials and observing or assessing what children know. Depending 

upon the age, some of the activities each day may be more teacher – directed or guided. As well, 

the staff are sensitive to families who also speak the Spanish language at home and staff can 

translate when necessary when speaking with parents. Although we do our teaching in English, 

we do integrate the Spanish language into the curriculum when adding our juicy words to our word 

wall, songs, finger plays, and books.  If there is any other language other than Spanish that is 

spoken at home, please share this with your child’s teacher.  

Outdoor Classroom  

We consider outdoor play an essential component of the curriculum that supports children’s 

growth. Unless the weather conditions are extreme, children will go outside 2x every day. If a child 

is well enough to be at school, the child is assumed well enough to go outside. If you have 



questions about whether or not your child can participate in outdoor play, you may want to consider 

keeping your child home.   

During cold weather, children need to be dressed in warm clothing. Layered clothing allows 

children to adapt to changing weather throughout the day. Please keep extra clothes for your child 

at the center, to help teachers adapt your child’s attire to the weather. Children will dig in the mud 

and play in sand daily.   

Assessments and Observations  

The main purpose of our assessments is to inform planning for overall program 

improvements. By using the assessments and observations this directly effects how we  

create our lesson plans. The CDC teachers make ongoing assessments of each child’s growth 

and development. The current assessments used are researched based on developmental 

norms and expectations appropriate for the individual age. Children are assessed throughout 

the school year individually and in small groups. The child’s primary teachers are the ones 

who are assessing and observing them and as well, the Director assesses and observes your 

child or your child’s class period thought out the year. In the first 6 weeks of a child being 

enrolled, the teacher will do an intake screening that evaluates language, cognitive, gross 

motor, fine motor, and social and emotional development. This helps the teachers have a base 

in order to continue assessing and observing. Parent-teacher conferences are held once each 

semester and assessment data is shared with parents during this meeting. Parents also 

receive a hard copy of the assessment date for their records. Parents are encouraged to raise 

questions and concerns about how the assessment methods will meet their child’s needs.   

Supervision Policy  

The CDC teachers and staff are responsible for the children in our care at all times, 

unless the parent has picked up the child and signed them out from the teacher.  As 

per our state licensing 746.1205:  

Supervising children at all times means that the assigned caregiver is accountable for each 

child’s care. This includes responsibility for the ongoing activity of each child, appropriate 

visual and /or auditory awareness, physical proximity, and knowledge of activity 



requirements and each child’s needs. Teachers and staff of Infants, toddlers, young twos 

and preschool age children must be able to see and hear all the children at all times. The 

caregiver must intervene when necessary to ensure children’s safety. As  well all staff are 

required to position themselves so someone can always hear and see  any sleeping 

infants, toddlers, twos or preschoolers including when staff are engaged  with other 

children who are awake. This supervision includes indoor as well as outdoor environment. 

In the out of doors, as well teachers will place themselves strategically around the 

playground so that they can supervise all sides where children are playing.  Teacher will 

not congregate in a group.  

 

 

Medications  

Our facility does not administer medication to children. Only under special circumstances, if your 

child has an illness that requires regular medication, please notify the Director. If medication 

must be given, the parent or guardian must complete and sign the authorization for dispensing 

medication form. As well if a child has an allergy or illness that requires medication or 

emergency medication, they must have a “Plan of Action” signed by the parent and the doctor in 

the child’s file. This form must be updated yearly or sooner if required. Medication must be its 

original container, labeled with the child’s full name and the date of the medication is brought to 

the center. Medication cannot be expired. Medicine must be kept in a locked container located in 

the office. Medication can only be given in the doses recommended on the label. If no dosage is 

listed for a particular age or weight, the parent must request written instructions from the 

physician. If a child needs a readily stored medication – like an epi pen, it must be stored in a 

safe manner, inaccessible to children, while still allowing quick access by staff. If a physician has 

ordered a special medical management procedure for a child in care, an adult trained in the 

procedure must be on site whenever the child is present in our care.  

Insect repellent  

We do not administer insect repellent at the CDC. You will need to apply this on your child at home 

or you may come by during the day to administer. Insect repellent cannot be left in a child’s 

backpack or at school.  



Sunscreen and a sun hat  
 

Sunscreen can be administered to your child if you have signed the permission form and you 

have provided sunscreen for the teachers to use. Sunscreen will not be shared between 

children. The label will be followed. If the age of your child is not listed on the directions of the 

sunscreen then it will not be administered until the proper sunscreen is brought to school. We 

prefer roll on sunscreen, as it is easier and less messy to administer. As well, we encourage you 

to bring a sun hat to keep at school for your child to wear when playing outside.  

 

Emergency Medical Care  

If your child displays symptoms of life threatening illness or injury while in school, Emergency 

Medical Services (911) will be called first and then you will be contacted. If you cannot be reached, 

we will contact the physician named on the enrollment form and follow through with whatever 

actions the physician/EMS technician advises. A teacher will always stay with a child until the 

parent arrives. If the parent hasn’t arrive yet when the emergency  transport needs to leave to take 

the child to the hospital a staff member with current first aid  and CPR member will go with the 

child in the ambulance if allowed or follow in their own car  until the parent arrives. Staff will always 

make sure they have the parent written consent form in order to transport child as well as to have 

the necessary health information to give to the response team.  

Employee Immunization Policy  

Effective September 1, 2014, Manor ISD Child Development Center has implemented the  

following immunization policy for all of its employees to be in compliance with the Texas  

Department of Family and Protective Services, Minimum Standard Rule #746.3611, which  

requires a policy for protecting children from vaccine-preventable diseases. While the   

safety of our employees and the children in our care is paramount, we have elected to  

make immunizations for vaccine-preventable diseases optional to the employees. 

Vaccines that we currently recommend our employees receive:  

 *Influenza (annually)  

 *Pertussis (TDAP)  

* COVID 



If the employee is not exempt from having these immunizations, we recommend that 

employees consider these immunizations. If the employee decides that these immunizations 

are appropriate and beneficial for their health and well-being, that is a personal choice. 

 An employee of the CDC will not be discriminated or retaliated against if he/she does/does 

not receive immunizations for vaccine-preventable illness. All employees will be required to 

sign this policy and the signed policy will be retained on file. The information related to whether 

or not an employee chooses to have immunizations for vaccine-preventable diseases will be 

kept confidential. Failure to sign this policy will result in the employee not being able to work 

directly with children.  

Hand washing  

We strive to maintain a healthy environment and to keep the spread of illness to a minimum. 

Hand washing is the best way to keep from spreading germs. Hands must be washed by all 

children and adults entering the classroom in the morning and afternoon. At pick up, parents and 

adults need to wash hands first when entering the classroom and then gather belongings and 

children to leave for the day. Adults modeling proper handwashing help children develop this 

important habit.  

Teachers are given these guidelines regarding hand washing and we hope you can follow 

How to Wash Your Hands:   

1. Rub your hands together vigorously for at least 20 seconds using running water and 

soap.   

2. Wash under fingernails, between fingers back of hands and wrists.  3. 

Rinse your hands well under running water.   

4. Dry your hands with a single use paper towel.   

5. For hand-held faucets turn off water using a paper towel instead of bare hands to avoid 

recontamination of clean hands.   

When You Should Wash Your Hands:   

1. When you arrive at the program.   

2. After you change an under garment or diaper.   

3. After you handle items soiled with body fluids or wastes such as blood, drool, urine, 

stool, or discharge from nose or eyes.   

4. After handling garbage or cleaning.   

5. After handling a sick child.   



6. Before preparing food, serving food or feeding an individual child. As well as after. 
7. Before eating or drinking and after eating or drinking  

8. after handling any pets or animals.   

9. When moving from one group to another that involves contact with infants and 

toddlers/twos.   

10. Before and after administering medication.  

 

When You Should Wash the Children’s Hands:   

1. When they arrive at the program.   

2. After they use the toilet or have their under garments changed.   

3. After touching a child who may be sick or have handled soiled items.   

4. After eating or drinking.  

5. after using water/discovery table.   

6. after handling any pets or animals.   

7. after diaper change.  

New beginning routine  

Starting in a new setting can be an exciting experience for a young child and his/her parents. 

However, it can also create anxiety. This feeling is a normal reaction. Because children often 

sense parents' apprehension, it is important for both parents and children to be comfortable with 

the center and the new routine. We will be happy to help you and your child through the 

orientation period as necessary. Although we do not have a formal trial period, please recognize 

that it may take 2-3 weeks for your child to adjust to his/her new routine.  

Here is a link to some normal developmental information for all ages. This webpage gives 

some examples to help you begin to get familiar with where your child should be at 

developmentally.   

➢ Developmental information can be found at:  

http://www.childmind.org/en/developmental-milestones/   

 

 

 

 



Ethical Responsibilities to Families 

 
Taken from our NAEYC Code of Ethical Conduct: “Families are of primary importance in children’s 

development. Because the family and the early childhood practitioner have a common interest in 

the child’s wellbeing, we acknowledge a primary responsibility to bring about communication, 

cooperation, and collaboration between the home and early childhood program in ways that 

enhance the child’s development.” Parents and teachers may look at young children’s learning 

from different perspectives, but they share a common goal of making sure, the children receive 

the best possible education. Mutual respect, trust, and communication between the school and 

the families will provide your child with the kind of care and education that will help them thrive. 

Today’s family members and caregivers have many responsibilities and time constraints. It takes 

extra effort on both sides to build strong partnerships.   

Tips for parents:   

• Listen carefully to what your child’s teachers / caregivers have to say. Remember that they spend 

a significant amount of time with your child and can share their expertise about your child’s 

development.   

• Don’t jump to conclusions. If you have questions or concerns about your child or the early 

Childhood program, speak directly to your child’s teachers, caregivers and /or the director.  

•Remember that many teachers and caregivers have families of their own, and may share 

similar responsibilities and time constraints. Be as respectful of their time as you wish them to be 

of yours.   

* It is important for our parents to know that we always want to work together for the best interest 

of each child. Basic procedures for negotiating difficulties and differences that arise between 

parent and teacher or between 2 teachers. We are professionals so we are always learning and 

growing. We ask that you start with the individuals themselves. If you have tried that or do not feel 

comfortable with that, then we ask that you call or come talk with the Director of Early Childhood. 

We are always here to help and we always have your child’s best interest.  

The CDC works hard to be “family-friendly,” providing newsletters to parents, scheduling 

parent/teacher conferences 2x a year and as needed, and sponsoring parent open houses and 

family CDC events. When teachers make the extra effort to include parents in program activities, 

and parents take time to attend and participate, children benefit from the best possible experience.  



Open Door Policy  

All parents/guardians are welcome to visit the facility throughout the day. If you would like to check 

up on your child during the day, please call, the Coordinators office at extension 512-278-4267 or 

the administrative assistant at 512-278-4269, and we will be glad to do this for you. Alternatively, 

you can send an email to the director and she can check on your child and get back with you. 

Please refrain from calling your child’s teacher during the workday.  Teachers are not allowed to 

answer phones while they are attending to the children. This  also includes using technology such 

as checking emails.(This is a state licensing rule so that  all children are kept safe and supervised 

properly) If you have a need to speak to your child’s  teacher please call the office and we will be 

able to assist you in getting a message to your  child’s teacher. We encourage you to participate 

in our daily activities whenever your schedule allows. Rest Time is a difficult time to visit so please 

keep this in mind when determining when to come.  

Parent – Teacher Conferences  

All parents are encouraged to participate in twice – yearly parent teacher conferences. The 

conferences offer teachers and parent the opportunity to discuss a child’s progress, share 

concerns, and plan together to meet a child’s developmental needs. The conferences help 

increase consistency between home and school, and this helps us provide the best care possible 

for your child. 

Confidentiality Policy  

The CDC maintains strict confidentiality of children’s information. All current records are kept in 

locking file cabinets in the director’s office. The content of each child’s health and safety file will 

be immediately available upon request to:  

• Administrators or teaching staff who have consent from a parent or legal guardian to 

access the records  

• The child’s parents or legal guardians  

• Regulatory authorities  

In addition, before sharing any information about a child with other relevant providers, agencies, 

or other programs, staff will obtain written consent from the child’s family.  



Emergencies and Evacuation  

Each classroom has posted the Emergency Preparedness & Evacuation Plans that the teachers 

will follow in case of an actual emergency. We have monthly fire drills and quarterly severe weather 

and lock down/active shooter drills so that the children and staff can practice. In case of an actual 

emergency we will evacuate to the Manor Excel Academy cafeteria and you will pick up your child 

there. In extreme weather or evacuation needs, we would relocate the children by school bus to 

the Central office located at 10335 US Hwy 290E. You will be contacted as soon as possible if an 

actual evacuation emergency does occur so you will know where to pick up your child.  

Persons in Charge  

Director of Early Childhood is in charge at all times. If the Director is absent or off campus her 

administrator assistant or her Early Childhood Specialist will be in the office and will be placed in 

charge. If both are off campus, a teacher will be designated to be in charge and it will be posted 

on the office door. 

 
Fire Safety Procedures and Drills  

In the event of fire, teachers and staff caregivers must evacuate the buildings according to 

evacuation notices posted in each classroom. All children must be led to the designated areas. If 

you are outside when a fire drill occurs, never go back into the building. Exit the playground 

through the gates and walk around the building to the designated spot. When exiting the buildings 

and or playground do not forget to bring the student attendance book and bags with first aid kits 

and flashlights. Make sure each child listed on the roster is present.   

Practice drills will be conducted every month per TDFPS minimum standard 746.5202(2)  

The children are very familiar with fire drills and do them well. At the beginning of the year, many 

children will refer to the loud sounding alarm. It does take some time to get used to this loud 

sound. Please talk to your child about this and ensure them this is for their safety.  



Severe weather and lock down/active shooter drills  

In case of an approaching tornado or a stranger on campus, all classes will remain in their 

own classrooms in a specified area of the room for safety. Lights will be turned off and 

teachers will be responsible to lock the door of the classroom. Each teacher is responsible 

for the children in their class. Teachers are to have their attendance books and role is 

checked to assure each child is present. Tornado drills and lock down/active shooter drills 

are conducted quarterly.  

Inclement Weather  

Manor ISD CDC is closed on any day that Manor Independent School District schools are 

closed. In the case of a 1 or 2-hour delay, the school will open by 8:30am to ensure safety 

of all of our staff when they are arriving to school. 

 
Meal Service and Snacks for infants  

You must provide for your child’s daily food needs.   

For infants: Prepared formula and/or breast milk bottles, and baby food when appropriate. 

Breast-feeding is encouraged. Breast milk must be labeled with the infant’s full name and 

the date that the milk was expressed. You must pre-make the number of bottles that a 

baby requires each day and those need to be brought to school each day. For example: 

(8) 2 oz. bottles or (6) 4 oz. bottles. Bottles and training cups made with formula also must 

be labeled with the infant’s full name and the date they were made. Please do not bring 

any glass bottles or glass containers, as this could be hazardous to small children if 

broken. Do not overly fill bottle, as staff cannot save formula. All staff will discard any 

unfinished and unrefrigerated formula or breast milk after one hour. Please bring whatever 

dishes are needed to mix or serve your baby food like a bowl, plate, or spoon.  

Baby’s that are under 12 months old must be given baby formula or breast milk and cannot 

be given cow’s milk unless a medical doctor has given written permission to do this. Solid 



foods will always be served with a spoon and will never be served out of a bottle. Bottles 

will be warmed up in a bottle warmer or crock-pot but baby food cannot be heated up. 

Bottles and or dishes will be sent home dirty.   

Breast feeding area  

Our facility provides a semi-private comfortable place in our library area if a parent would 

like to breastfeed at the CDC. Alternatively, a parent may choose to breast feed in the 

infant classroom.  

Meal Service and Snacks for toddlers/preschoolers  

Parent must provide all meals. Food for toddlers/preschoolers include AM snack, Lunch, 

and PM snack. You may bring milk/juice; otherwise, your child will be given water from the 

tap.  

You need to bring lunch and snacks daily in a lunch box for your child. Food that you want 

served warm must come in its own thermos. Microwave use is not available.  Please keep 

in mind space is limited. Oversized lunch boxes might not be able to be stored in the 

refrigerator if they are too big. You must label them with your child’s full name. Also, please 

bring any dishes your child may need to serve his food on like a bowl, plate, spoon, or 

fork. Please do not bring any glass jars or containers, as this could be hazardous to small 

children if broken. Please take home dirty dishes every day.   

We do not have a commercial kitchen, which means we cannot clean and/or sanitize 

dishes. Dishes will be sent home dirty and will need to be cleaned. This includes Sippy 

cups and bottles.  

Good nutrition is a vital part of your child’s well-being. Please provide your child with 

healthy food choices throughout the day. If the first 3 ingredients are sugar or a sugar 

substitute, we discourage these items being sent to school. *The American Academy of 

Pediatrics recommends that children drink no more than 4 to 6 ounces of fruit juice a day. 



Children under the age of 12 months should not be served juice and instead should be 

served fresh fruit.   

*All children who are 4 weeks to 29 months will receive a daily sheet showing how the 

child ate and slept for the day as well as the activities that the child showed  

Interest in for that day. Diaper information will be recorded on another chart that the 

teachers will keep but that a parent is welcomed to look at daily. For children that are 30 

months to 48 months they will receive a weekly daily sheet that will share individual 

activities that your child showed interest in during the week. For children of any age who 

have special feeding needs, and for all infants, Teachers will share and document the 

type and quality of food the child consumes and provide the parent with this information. 

Remember that the parent will be providing all meals from home.  

Please refer to the chart provided by Texas Department of Protective and Regulatory 

Services – These portions are recommended by Minimum Standards for Child Care 

Centers:  

(a) The daily food needs for children 12 months through 2 years are included in the 

following chart. 

Food Groups Number of   

Servings To  

Meet 1/3 

Daily  Needs 

Number of   

Servings To  

Meet ½ Daily   

Needs 

Serving Size 

Milk  1 and 1/3  2 4 oz. Milk or  

½ oz. Cheese or  

4 oz. Yogurt 



Meat/ Meat   

Alternative 

1  1 and ½ ½ to 1 oz. 

Cooked  meat or  

½ to 1 Egg or  

1/4 c. cooked beans 

Vegetables and  1 and 1/3 +  2 + 2 to 3 Tb. 

Cooked  

vegetables or  

2 to 3 Tb. Canned  
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Fruit    fruit or  

¼ Small fresh fruit 

or ¼ c. Juice 

Grains  1 and 1/3 +  2 + ½ Slice Bread or  

¼ c. Cooked 

Cereal  or  

¼ c. Pasta or Rice 

or 1 or 2 Crackers 

 

 

(b) The daily food needs for children three years through five years are included in the 

following chart: 

Food Groups Number of   

Servings To  

Meet 1/3 

Daily  

Requirement 

Number of   

Servings To  

Meet ½ Daily   

Requirement 

Serving Size 



Milk  2/3 of One   

Serving 

1 ¾ c. Milk or  

2 oz. Cheese or  

¾ c. Yogurt 

Meat/ Meat   

Alternative 

2/3 of One   

Serving 

1 1 and ½ oz. 

Cooked  Meat or   

3/4 Egg or  

1/4 c. Cooked beans 

Vegetable  1  1 and ½ ½ c. Raw or 

cooked  vegetable 

or  

½ c. Raw leafy   

vegetable 

Fruit  2/3 of One   

Serving 

1 ½ c. Canned or   

chopped fruit or  

1 Piece fruit or   

melon wedge or  

½ c. Juice 

 

Whole Grains  2  3 ½ Slice Bread or  

¼ c. Cooked 

Cereal ½ oz. 

Ready to eat  

cereal or  

¼ c. Cooked 

pasta  or rice or  

3 to 5 Crackers 

 

 

 

 

 

 



Daily Supplies  

You must provide the following items for your child each day.  

For infants: diapers, diaper wipes, extra sets of clothes, bottles or sippy cups,  pacifier 

to stay at school (if used), (Label bottles and training cups with the  infant’s first name 

and initial of last name) and diaper ointment if needed. Please ensure you sign the 

“permission to apply” form at registration so we can administer diaper ointment. 

Pacifiers are used for comfort only, usually when a child is napping. It is important for a 

child to start practicing talking and communicating and having the pacifier in their 

mouth does not allow this communication to happen.   

For toddlers and preschoolers: sippy cups for toddlers, labeled water bottles for 

preschoolers. Bottle are not allowed in the toddler or preschool classrooms. Diapers 

and/or underwear, diaper wipes, small blanket*, small airplane size pillow*, extra sets of 

clothes. When items are sent home due to being soiled, it is always necessary to bring 

new items for the next day. (*Small blankets, small pillow and mat covers must be taken 

home and washed weekly.)  

Arrival and Departure  

When arriving at the CDC please use the security code to enter the building and take your 

child directly to their class so that you can meet and check in with their morning teacher. 

The CDC does not provide any transportation; parents must bring their own child to and 

from the center. When picking up as well, please use the security code to enter the 

building, meet, and check in with the afternoon teacher. Having the opening and closing 

teachers available is important, as this will help facilitate good family-staff interactions.   

When dropping off your child at school, please bring your child in a clean 

diaper/underwear and help take your child to the bathroom. This gives your child and your 

child’s teacher a fresh start for the new day. Also, when arriving with your child, please 

wash your hands as well as help your child wash their hands when entering the classroom. 

This includes infants. This will help with the spread of germs.  Whenever you visit during 

the day, please wash your hands before interacting with your child. When you arrive to 



pick up your child, please wash your hands as you have had a lot of contact with germs 

during the day and we want to continue to keep our rooms as sanitary as we can.  

Each classroom has a sign in/out sheet. You are required to sign it daily when dropping 

your child off and picking him/her up. This is one of our state licensing requirements; 

please help us stay in compliance by doing this daily. You will also be able to use the Hi 

Mama app when signing in and out. 

For your child’s protection, we must know in advance if someone other than the 

parent/guardian is picking up your child. We will request proof of photo Identification 

from any person before we release your child if we do not know them. If you have 

someone pick up your child that does not normally pick up your child, please tell him or 

her to bring their photo ID so we can verify their identity. A pick up person must be 18 

years of age or older in order to pick up a child from the center.  

School Attire / Personal Belongings 

Children's clothing should be comfortable, allowing complete freedom of movement, washable, 

and suitable for daily indoor and outdoor activities. Since children spend time outdoors almost 

every day,   

Parents should consider weather conditions when planning daily dress. Children will play in mud 

and sand when playing out of doors. Please do not dress them in their Sunday dress, because 

they will be getting dirty. To encourage development of independent bathroom skills, children's 

clothing should be easy for them to manipulate with a minimum of assistance.   

Children must wear closed toed shoes, which are practical as well as comfortable. Sandals and 

flip-flops are prohibited. A complete change of clothing (every item labeled) should be kept at the 

Center. Place the clothes in a marked Zip-Lock plastic bag and give it to the teacher.   

Toys and personal belongings from home should be limited to "show-and-tell" days. This will 

avoid lost possessions and hurt feelings.   

Children are not allowed to bring candy, gum, or money to school.  

The Center will make reasonable efforts to safeguard children's personal belongings and clothing, 



but will not be responsible for lost or damaged items. Everything your child brings or wears to 

school should be permanently labeled. 

 

Naptime – resting our bodies  

All classrooms will have a period on their class schedule for rest/naptime. Children who are 12 

months, walking and older will nap on individual mats that have been assigned to them.  Each 

classroom will have a chart on their back wall designating children’s sleeping place so that it is 

consistent. Infants under 12 months will still nap in individual cribs and may require more than 1 

nap period a day. Infants will rest/nap on demand. All infants that are 12 months and under will be 

placed to sleep on their backs. Placing infants on their backs to sleep is a licensing rule that must 

always be followed. As well, infant’s rooms for the infants that are under 12 months have a no 

blanket policy. No blankets should be brought to school or allowed in the sleeping areas. Infants 

who are walking will take a nap on a sleeping mat that we provide.  

Safe sleep policy is part of regular enrollment  

All parents or teachers, substitutes or volunteer who works with children 6 weeks to 18 months 

must read and sign the Operational Policy on Infant Safe Sleep. Reading and understanding this 

policy is recommended by the American Academy of Pediatrics (AAP) and the Consumer 

Product Safety Commission (CPSC) for infants to reduce the risk of Sudden Infant Death 

Syndrome/Sudden Unexpected Infant Death Syndrome (SIDS/SUIDS). This Safe Sleep Policy is 

part of the required paperwork that a parent/teacher will need to read and sign each year at 

enrollment. The form will be kept in the child’s or teachers file.  

Health Policies  

Children who are ill (i.e., running a fever, vomiting, or diarrhea) cannot be kept at the Center.  

Parents must come within 60 minutes (1 hour) of being contacted to pick up your sick child.  The 

Director will email the classroom parents of any health concerns that might arise and effect other 

children.  



 
Please provide your current contact information and any updates throughout the school year. We 

must be able to reach you at all times. If there is a change in any contact information, it is the 

parent’s responsibility to notify the Center office staff and their childcare providers.   

The following guidelines will be used in determining whether a child will be sent home.   

          a. Fever: Oral temperature of 101 degrees or higher or 100 degrees under the arm 

accompanied by behavior changes or other signs or symptoms of illness.  

           b. Nausea and/or Vomiting: If vomiting occurs twice or more, the child is ill enough to 

be sent home.  

c. Diarrhea: If a child has multiple loose stools throughout the day, the child is ill 

enough to be sent home.  

d. Urinary problems: If a child has burning, urgency or difficulty when urinating, the 

child is ill enough to be sent home.  

e. Sores, Rashes, or Skin Irritation. A red or blister-type irritation on the skin should be 

considered contagious and the child will be sent home for medical care.  

f. Red, watery eyes (possibly conjunctivitis): These symptoms can be considered 

contagious and should be checked by a doctor.  

g. Parasites (head lice): Any sign of head lice is sufficient reason to send a child home. 

When you are contacted about your child having head lice, please treat your child 

that day with medicated shampoo. They may return the next day after treatment. 

The child will need to be treated again in seven days. All nits must be removed from 

hair before a child can return.  

h. No appetite: A child who suffers from little or no appetite will be reported to 

parents. This is usually related to additional symptoms.   

i. Persistent Cough: A child with a persistent cough along with other symptoms 

should be sent home. 

j. Thrush/Yeast Infection: White patches in mouth are suspected thrush and or red 

bumps could indicate diaper yeast infection. Please verify with a physician. 12. A child may 



return to the center after the following has occurred:  

A. 1 day after temperature has returned to normal without medication. B. 1 day after 

antibiotics have begun or after topical ointment have been applied. c. The child has 

been free of diarrhea and/or vomit for at least 24 hours.  

Emergency Medical Care  

If your child displays symptoms of a life-threatening condition while in care at the Center, 

Emergency Medical Services (911) will be called. You will be contacted immediately thereafter. If 

you cannot be reached, we will contact the physician named on the enrollment form and follow 

through the actions the physician or EMS technician advises. The CDC has an Emergency 

Preparedness Plan for fire, tornado, and lockdowns available in the office.   

Statement of Standard Precautions and building maintenance  

The Manor ISD CDC makes every effort to keep children and staff safe and healthy while in our 

care. Standard precautions are used daily to limit the spread of infectious diseases through actions 

as follows: hand-washing procedures, diaper changing procedures, sanitation of toys and surfaces 

with a disinfectant spray daily. Daily health checks are conducted each morning on every child to 

ensure that they are healthy to attend childcare.  The CDC makes every effort to provide eco-

healthy items when purchasing for example, art supplies ensuring they are non-toxic.  

Maintenance of the facility and equipment is taken care of by the MISD maintenance department. 

Keeping the building and equipment safe and in good repair is very important.  The coordinator 

does a daily maintenance check and teachers do report any maintenance issues right away to the 

coordinator. The playgrounds are also checked by the coordinator and teaching staff on a daily 

basis for safety issues that might arise. 

All CDC must notify the parent of less-serious injuries when the parent picks the child up from the 

CDC. Less-serious injuries include, but are not limited to, minor cuts, scratches, and  bites from 

other children requiring first-aid treatment by employees and must be  documented with a CDC 

ouch report Form. This should be done after the child has received care, but BEFORE parents 

have picked up the child.   

 



Cloth Diaper Policy  

The CDC supports parent’s efforts to provide an eco-health practice for their children.  Cloth 

diapers are acceptable as long as diapers have an absorbent inner lining to hold urine and feces. 

The inner and outer lining must be changed as a unit at the CDC. Parents must also provide their 

own diaper pail that they will need to check daily at pick up.  

Live Pets and Animals  

Because they play a valuable role in children’s development, from time to time, classrooms will 

have safe, live “pets” such as gerbils, hamsters, guinea pigs, mice, rats, tropical/gold fish, snails, 

tadpoles, spiders. In accordance with common sense and licensing regulations, children and staff 

will practice good hygiene and hand washing when pets or their “accessories” are handled. 

Children in the Center may not have direct contact with chickens, ducks, reptiles (turtles, lizards, 

snakes), or amphibians (frogs, toads). Children may not bring their live pets from home into the 

Center.   

Holidays  

Holidays are celebrated by incorporating child-centered, hands – on, concrete activities into the 

children’s daily routines. The emphasis is on recognizing and appreciating diversity while 

introducing the children to family customs and traditions found within and between cultures. 

Parents are welcome to share a developmentally appropriate activity (cooking, story, or 

demonstration) that illustrates a tradition from their family’s culture. As well, we love to hear stories 

or have parents share their culture with us. Our center will celebrate some of the holidays 

throughout the school year by having parents volunteer to sign up to bring  a “special snack” for 

the class. We also would encourage parents to stay on these special snack days and participate 

with us.  

 

 

 

 

 



Birthdays  

Birthdays are special days for children. It is a time to recognize an important milestone in their 

lives as they begin to understand the concepts of “growing up” and “a year”. Just as each family 

has special ways to celebrate birthdays, each teacher also has special ways of honoring the child 

that recognize and value birthdays in the classroom community. Families may provide a birthday 

treat to share during afternoon snack in the child’s class. We encourage you to consider a treat 

that is consistent with our program’s healthy nutritional goals. Please inform your child’s teacher 

if you plan to bring a special snack. In addition, as well we hope that you will stay and celebrate 

with your child and their class.  

Parking and idling vehicles  

Parking is provided in the spaces to the right of the handicap parking spot for parents at drop off 

and pick up. Please try to park in these spaces so that you do not park in a teachers assigned 

parking. If all the spaces are being used please pull down to the cul- de- sac and come back up 

and park on the side of the road.   

Our program discourages idling vehicles (buses, families’ automobiles) in our parking lot during 

drop off and pick up per NAEYC standard 5A.25. We must ensure that we follow to keep children 

and families safe.   

Special Services and referral programs  

Our program encourages a good collaboration with the Director, teachers and families to work 

together to help make decisions about a child has need to receive outside services that the CDC 

might not offer. The staff will work with the families so that families can contribute vital information 

to their child’s educational needs to do what is in the best interest of the child. If a child is under 3 

years old, the family may be referred to an ECI program. If the child is 3 years old and older, the 

child may be referred within the special education department within the MISD school district. The 

staff will encourage and support families to make the primary decisions about services that their 

children may need as well the CDC staff will encourage families to advocate obtaining needed 

services.  



The CDC staff will work with the families to help make a good transition to other outside programs 

by offering basic information on the other programs enrollments procedures and basic general 

information.  

A list of informative programs and services is available to the parents if needed. The list can be 

found on our website under forms and is called the Parent resource guide. Before sharing any 

information about a child with other relevant providers, agencies, or other programs, staff will 

obtain written consent from the child’s family.  

Parent Communication  

The Center believes in establishing trust and rapport with each family without discrimination.  It is 

important to maintain frequent communication through daily care logs, emails, phone calls, and 

face-to-face conferences when necessary in order to inform parents of their child’s individual 

needs and progress.   

.  

Biting Policy  

Children sometimes bite other children. Although not all children bite, biting is considered a normal 

stage in a child’s development and not an act of aggression. Some common reasons why children 

may bite are listed here:  

1. Teething: Toddlers are often cutting teeth and it hurts. Chewing on something relieves 

the discomfort and stops the pain shortly. 

2. Sensory Exploration: Toddlers are very good at using all of their senses to learn about 

the world. The “oral mode,” an important style of learning for infants, continues into 

toddlerhood. They bite everything, not just their playmates.  

3. Cause and Effect: Children are eager explorers. They are constantly studying cause 

and effect. Biting produces a predictable response. Often, the response is dramatic: 

there is a lot of noise and attention from adults.  

 



4. Self-Assertion: This is probably the most common reason children bite. It is one way to 

express frustration when they do not yet have the language skills to do so.  

5. Excitement and Expression of Love: Children sometimes get very excited and bite as a 

reflex or expression of excitement and love. Because this can be reflexive, please be 

patient as your child learns to express their happiness in other ways.   

The teaching staff takes preventive action to reduce the number of biting incidents, including 

providing access to teething toys, providing numerous sensory exploration activities, providing 

opportunity to explore cause and effect, and offering toddler’s options/alternatives to reduce 

frustrations.   

Consistent with school policy, parents are not told the name of the child who bit their child.  Parents 

of the biter are informed and work together with the teachers in hopes of preventing further 

incidents of biting.   

We recognize how upset parents may be when they learn their child has been bitten; however, we 

also recognize that biting a normal component of a child’s development is.  Biting will NOT be 

ignored. Teachers will work with children and parents to create positive solutions. Despite our 

many concerted efforts to prevent biting incidents, they are bound to occur. No child is ever 

removed from our program because of biting. 

 
Behavior Policy  

At the Center, appropriate behavior is expected at all times. It is the policy of the Manor ISD Child 

Development Center to encourage appropriate behavior with Conscious Discipline strategies. 

Children’s behavior is managed by redirection, noticing strategies and “two positives, one 

corrective statement.” Young children can have disagreements. They can misbehave and 

sometimes refuse to comply with adult requests.   

The childcare provider will use effective discipline and classroom management techniques to 

teach children how to control their feelings and behaviors and help guide them in the right direction. 



Any unacceptable behavior will be addressed after considering the child’s age, stage of 

development, and level of understanding. Information regarding any incidents or concerns will be 

shared with the child’s parent in a written incident report.  

Redirection and Positive Encouragement Strategies  

Redirection is the act of turning a child’s attention away from the undesirable behavior and 

redirecting him/her to a more appropriate activity. Redirection allows child care providers a way to 

detour children from inappropriate actions, while at the same time offering children access to more 

appropriate alternatives. Positive encouragement acknowledges when children follow the school 

expectations. When positive encouragement is used as a discipline technique by childcare 

providers, it can curb undesirable behaviors by giving children attention when they do things 

correctly, as opposed to focusing negatively on what they are doing that is wrong. For example, 

when the children in the classroom sit properly during circle time, caregivers will address the class 

as a group or as individuals by saying,   

“You did it! You are all sitting crisscross with your hands in your lap. Sally is sitting quietly on the 

carpet. She is ready to learn. “This gives the child a clear indication of what is expected from 

him/her. This encourages the child to exhibit positive behaviors more often. 

 

Time-Out Period  

Time-out is not a method of discipline management at the CDC. Instead, we want to help 

children connect to their emotions, understand problem-solving techniques, and practice 

school expectations  

Guidance and Discipline Policy  

This facility does not permit staff to use any kind of physical punishment. There will be no cruel, 

harsh, or unusual punishment. The redirection method of discipline is used. We follow the State 

Discipline and Guidance Policy as listed below:   

Texas Administrative Code, Title 40, Chapters 746 and 747, Subchapters L, Discipline, and  

Guidance Policy and NAEYC standards 1B.8, 1B.9, 1B.10 and 1E.1  



Discipline must be:  

1. Individualized and consistent for each child;  

2. Appropriate to the child’s level of understanding; and  

3. Directed toward teaching the child acceptable behavior and self-control.  

The following types of discipline and guidance are prohibited:  

1. Physical punishment or threats of physical punishment  

Examples of physical punishment: Shaking, hitting, spanking, slapping, 

jerking, squeezing, kicking, biting, pinching, excessive tickling, and pulling of 

arms, hair, or ears; requiring a child to remain inactive for a long period. 2. 

Psychological abuse or coercion when disciplining a child  

Examples of psychological abuse: shaming, name-calling, ridiculing, 

humiliation, sarcasm, cursing at, making threats, or frightening a child; 

excluding them from a group, withholding affection.   

Examples of coercion: Rough handling (shoving, pulling, pushing, grasping 

any body part); forcing a child to sit down, lie down, or stay down, except 

when restraint is necessary to protect the child or others from harm;  

physically forcing a child to perform an action (such as eating or cleaning  up).  

3. Punishment associated with food, naps, or toilet training  

4. Pinching, shaking or biting a child  

5. Hitting 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 the door closed; and  

10. Requiring a child to remain silent or inactive for inappropriately long periods for the 

child’s age.  

 

 



Suspension, expulsion and other exclusionary measures  

The CDC goal is to limit or eliminate the use of suspension, expulsion and other exclusionary 

measures. The CDC will take the following steps before the decision to exclude is considered  

1. Assessing the function of the behavior: When a behavior exhibited by a child is not 

acceptable, we explain to the child what is expected of him/her and give the child another 

opportunity to comply. If the unacceptable behavior persists, the child is redirected and taught 

the expectations. The teacher will work with your child to solve behavior issues.  

2. Parents will be notified of persistent behavior problems or behaviors that cause a 

safety or health concern.   

3. The CDC will review the classroom documentation, including anecdotal records and/or 

incident reports to work to solve the problem. 

4. An individualized behavior plan may be warranted for persistent behavior problems. The 

Coordinator, teachers, parents and professionals can work together to develop this 

behavior plan.  

5. The teacher will report progress daily if an individual behavior plan was put in place to 

administration and parents. Positive behavior support strategies will be included in 

this plan.  

6. If needed, based on results, the team will hold a conference with the parents, teacher, 

and Coordinator to discuss the situation and develop methods of correcting the 

behavior problem. Both parents need to attend this meeting, if one should occur.  

7. Parent may be asked to have the child examined by a pediatrician. 8. Parent may be 

asked to have the child examined by a child guidance professional.  

9. The CDC may ask the parent to drop in to check on the child during the day.  10. The 

CDC may ask the parents to come over to the school and spend some time when 

necessary to help monitor a child’s actions.  

Exclusionary measures are not considered until all other possible interventions have been 

exhausted, and there is agreement that exclusion is in the best interest of the child.  If expulsion 

should happen, the CDC will provide the family with names of other childcare providers in the 

community that might have openings. Our philosophy supports helping one another whenever 



possible. Such consultations or discussions should always be respectful of the privacy concerns 

of children and families. The CDC acknowledges that it complies with federal and state civil 

rights laws like those that it talks about in the beginning of the handbook. 

 

Parent Cell phone use  

Please refrain from being on your personal cell phone when dropping off and picking up your 

child from the CDC. Your child is excited to see you and your child’s teacher may need to talk to 

you, and this is difficult if you are talking on the phone when you arrive.  Your child and your 

child’s teacher deserve your attention when dropping off and picking up.  

Independent Babysitting  

Manor ISD CDC does not refer, recommend or endorse any employee, and shall be held harmless 

in any situation, where an employee may independently babysit outside their regular work 

schedule on or off the Manor ISD CDC campus. Staff members are not acting as agents of the 

school when babysitting for families.  

Anti-Bullying Policy  

Bullying comes in many forms, including physical, verbal, silent, and isolation. We believe 

that all children and individuals have the right to come to the CDC without the fear of being 

bullied. Any act of bullying will be dealt with immediately.   

Gang-Free Zone  

Because of House Bill 2086 that passed during the 81st Legislature, Regular Session, 

Chapter 42 of the Human Resource Code includes section 42.064, effective September 

1, 2009. This new statute requires that information about gang-free zones be distributed 

to parents and guardians of children in care at licensed childcare centers. The following is 

a tip sheet to assist in complying with the new law.  This information may be posted at 

your childcare operation or copies may be provided to parents.  



 

No Handgun Zone  

Childcare centers in the state of Texas are designated as no handgun zone, which means no 

one is allowed on the premises if they are carrying a firearm.  

No Smoking on campus  

The Child Development Center is a smoke free zone. No Smoking is allowed on the premise   

Questions and Concerns  

You are encouraged to discuss any questions or concerns that you might have about 

our facility as soon as possible with the caregiver and/or the director.  

Updates and changes to policies and procedures  

If any changes to the operational policies or handbook occur, all parents are notified by email and 

will be asked to sign a form stating they have read and understand the new rules.  Changes usually 

happen at the beginning of a school year but could occur at different times throughout the year if 

necessary. 

 


