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111 N. Main St. Highlands, TX 77562
281-426-2221
Highlands.bbchildcare@gmail.com

Parent
Handbook




Dear Parents, 
Welcome to Building Blocks Childcare!! Being parents as well as grandparents, we know the concern in finding the right daycare and program for your child. Dedication to building a happy, healthy, safe and stimulating environment is the primary goal of our center. We have been serving the Highlands, Crosby, Baytown area since 1993! 
Building Blocks is licensed by the State of Texas and adheres to the enforcement of regulations to meet or exceed the Minimum Standards adopted by the Texas Department of Human Services. We have also been recognized by Collaborative for Children and awarded a 4 star rating by the Texas Rising Star program for going above and beyond the minimum standards voluntarily.  Our mission is to provide responsible, nurturing care and a great learning experience using positive guidance techniques in an age-appropriate setting.
As your child’s home away from home, we want your child as well as you to feel safe and secure. As significant members in your child’s life, we encourage you to visit at any time. Parent involvement in our program ensures a cooperative effort, which leads to a positive impact on the development of your child.
It is a privilege to work with you and your child’s development. Thank you for choosing Building Blocks Childcare!



Linda Crapo                                                  									                Owner/Director




Operational Procedure
Building Blocks Childcare is open Monday – Friday from 6:00am – 6:00pm
We will be closed on the following holidays: 
· New Year’s Day
· Memorial Day
· Good Friday
· Labor Day
· Thanksgiving
· Day after Thanksgiving
· Christmas Eve
· Christmas Day
Should a holiday fall on Saturday, the holiday will be observed on the preceding Friday.     If the holiday falls on Sunday, it will be taken on the following Monday. 
Arrivals/Departures
· An adult is required to escort the child into the center.
· Children will not be released to anyone who is not listed on the emergency card and enrollment forms without permission from the parent.
· Building Blocks will require proper identification from any unfamiliar persons who pick up a child.
· Building Blocks will not be responsible for your property while it is in our parking lot, please do not leave your vehicles running and be sure to lock the doors.
Children with Special Needs
If your child has special needs (this includes allergies), you must inform the center. This includes all pre-existing medical conditions. A signature by a doctor stating that the child has been release and is able to participate in the childcare program must be provided. In addition, all medical information must be provided as to how to meet the child’s special needs. If your child needs special medical procedures for the condition, it is your responsibility to ensure that the center has the unexpired supplies needed. In addition, our staff needs to be trained in the use of all supplies.

Personal Items/Extra Clothing
· Please do not allow your child to bring any toys from home. If something is needed for a special occasion, you will be informed ahead of time.
· Security items, such as blankets, stuffed animals, etc. are allowed for naptime.
· Please be sure that your child has at least one extra change of clothes and that their name is clearly marked on all articles so we can minimize the loss of personal belongings.
· Infants - please provide at least 2 sets of clothing, diapers, wipes, baby food, juice and formula as needed. 
Lunch & Naptime
· Building Blocks prepares daily a wholesome: 
Breakfast (7:00 – 8:00am) 
Hot Lunch (11:15 – 11:45) 
P.M. Snack (2:00-2:30) 
· Menus are posted on the Parent Bulletin Board in the entrance way and copies are available in the office.
· Nap time (Noon-2:00pm) – We encourage you to provide your child with a blanket and small pillow (storage space is limited). These items should be taken home each Friday for washing.
Health and Safety
· The Texas Department of Human Services requires that a physician’s statement, Hearing and Vision Screening results for children 4yrs and older and a current immunization record be on file when a child is enrolled.
· If a child becomes ill at Building Blocks, the parents will be notified and the child must be picked up as soon as possible. 
· If your child will be absent due to illness, please notify the office.
· Children running a fever or with diarrhea may not return to Building Blocks until 24 hours after the condition subsides.
· In the case of a medical emergency, Building Blocks will call 911 and notify the parent. If a parent, guardian or emergency contact is unavailable, a staff member of Building Blocks will accompany the child to the hospital.
· Building Blocks staff will report any suspected child abuse and/or neglect to Child Protective Services as required by law. For more information on child abuse/neglect, please contact office personnel. 

Medication
· If a child is on medication for any period of time, the parent or guardian must complete a medicine authorization form daily for it to be dispensed.
· Doctor prescribed medication is administered by staff and kept in the kitchen refrigerator or cabinet. 
· Over the counter medication (i.e. Tylenol) cannot be administered.  
(Excluding teething gel, diaper rash ointment, skin cream, lotion, etc.)
· All medication must be kept in the original container and clearly state the child’s name, doctor’s name, prescribed dosage and date.
Minimum Standards for Licensed Child Care Centers
Minimum Standard is available in the office for parents to review upon request. Our center’s most recent licensing report is located on the bulletin board outside of the office along with the Department of Health & Food Services and Fire Marshall’s report.
Our local licensing office: 
2223 W. Loop 610 S.
Houston, TX 77027
713-940-3009
PRS Child Abuse Hotline & Website: 
800-252-5400 
www.dfps.state.tx.us/childcare
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Please notify the office ahead of time if you plan to withdrawal your child from our program.


Financial Policies
Enrollment: 
· All completed forms and fees are due before admittance. 
· Enrollment forms should be kept up to date at all times and parents should notify the office of any changes.
· A non-refundable, one time fee of $50.00 is charged at the time of enrollment. This fee will cover application charges, supplies and insurance costs.
· A curriculum fee may be charged at the beginning of the school year. You will be notified of this in advance.
Tuition: 
· Payments are accepted by cash, check, money order or online via Paypal. 
· There will be a $35.00 charge for all returned checks and payments by check will not be accepted from that day forth.
· Please be sure you get a receipt from office personnel for all cash transactions.
· Tuition is due in advance on the first day of the week and fees are subject to change.
· You may pay for more than one week at a time, in advance.
· For children enrolled as “full time”, tuition is due each week, regardless of attendance.
· If a child will be out for a week or more, half tuition is due in order to retain the child’s “spot” in the program.
· After 6 months of enrollment, the child will earn one vacation week to use in which no tuition will be due. The child cannot be present at the center during this week.
Late Pickups
· The center closes promptly at 6:00pm. If you will be late, please call the office ahead of time and let them know. There will be a $15.00 charge at 6:01pm. After 6:10pm, the charge will be $1.00/minute.
· Emergency pick-ups will be called at 6:10 unless we have heard from the parent/guardian.
· If we have been unable to contact parents/emergency contacts by 6:45, we will notify the TX Department of Family and Protective Services and the local police as required by law.
Parent Handbook Acknowledgement
I/We acknowledge that we have received, read and understand the policies stated in the Parent Handbook. We are aware of the mission statement, medical policies and financial arrangements of Building Blocks Childcare. We agree to these conditions and will abide by them. 

Mother/Legal Guardian Signature/Date:________________________________________

Father/Legal Guardian Signature/Date:________________________________________

This acknowledgement must be placed in our files. Please sign the form and return it to our office. 
Thank you!
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