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Trinity Child Development Center
5801 Westminster Dr
Austin Texas 78723

Phone (512) 928-2212
Email:

Cynthia Romero, Director at director@trinitycdc.org
Michelle Samaniego, Assistant Director at development@trinitycdc.org
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We are honored you have chosen Trinity Child Development Center (TCDC) for your child’s preschool experience. We
offer one of the finest programs available for children 12 months through 5 years. Our center originated in September
of 1964, when interested church members saw a need for a special kind of nurturing, educational opportunity for
preschool children in Northeast Austin. Since that time, the Board of Directors and Staff have continued to uphold that
same mission of providing quality, affordable early care and education to children within our economically and
ethnically diverse community. We strive to provide stability and support to the children in our care and to their families,
so that together we can truly impact future generations.

Trinity Child Development Center is licensed by the Texas Department of Family and Protective Services for forty-eight
children. For over fifteen years TCDC has been a Texas Rising Star 4 Star Provider with Texas Workforce Child Care
Solutions. We are also accredited by the National Association for the Education of Young Children (NAEYC). We follow
the stringent standards established by this national organization for educational excellence. TCDC is an independent,
non-profit, 501(C) (3) corporation. We admit applicants without discrimination in favor of or against any child on the
basis of race, national origin, religion, or challenging conditions.

For the sake of simplicity, we’ve chosen to use “parents” within this handbook to refer to parents and guardians
alike.

The mission of Trinity Child Development Center is to provide quality, affordable early care and education to
children within our economically and ethnically diverse community. We strive to provide stability and support to
the children in our care and to their families, so that together we can truly impact future generations.

Trinity Child Development Center purposefully focuses on the developmental levels and needs of young children.
We recognize the essential connection between social, emotional, physical, cognitive, language, creative and
spiritual development as parts of each individual. We honor and celebrate diversity and the uniqueness of each
individual, and plan for differences in abilities, interests, learning styles and experience.

We believe:

-the early years are critical learning years which offer the opportunity to maximize potential brain development
in young children

-Responsive, nurturing relationships are key to quality early education and care safe, predictable environments
help children to develop trust, positive guidance methods, build competence and self confidence, children learn
through active play parents and families are important teachers of children learning must be tied to positive
emotions. All children need advocates

Therefore we offer:
e experienced staff with extensive training in early care and education
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consistent, comforting and fun routines that meet the needs of each age group

positive guidance methods including clear limits, redirection, modeling, opportunities to make choices, and
positive expectations of each child

planned activities and experiences to develop self help skills and independence

extensive opportunities to actively use all five senses

a myriad of experiences to explore and discover our world and how it works

an environment that fosters the ability to work cooperatively within a climate of unity and
interdependence

support of parents and staff for the important work that they are doing

opportunities for everyone to develop, practice, and model happy, healthy behaviors

small classes and low child to teacher ratios

community building activities which lead to an extended family atmosphere where children feel at home

To appreciate the individuality of oneself and others To be self-confident in one’s abilities

To develop and demonstrate self-regulation To develop positive relationships with others To
develop and demonstrate pro-social attitudes To develop and demonstrate conflict resolution skills
To develop and demonstrate independence skills

To develop and demonstrate gross and fine motor physical skills
To develop a healthy lifestyle
To nurture creativity

To develop and demonstrate communication skills

To acquire academic skills

Trinity CDC has always been more than just a child development center; it is a community of people from many
generations devoted to learning and growing together. We value our history. In the mid-1960s the school was started
by a Presbyterian church. In addition to the children’s instruction, the founders felt physical, spiritual, and
social-emotional development was instrumental to the holistic growth of a child. In 2001, when the Presbyterian
Church could no longer support the center, the leaders decided it should become a stand-alone non-profit center. In
2015, the leadership worked to develop a statement of values to replace the original religious statement. They felt it
was important to continue the legacy and state what is important to Trinity CDC.

We work to build a strong foundation for every child’s body, mind, and spirit.
We strive to build a child’s self-esteem by developing competence and confidence.
We provide and teach unconditional love.
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e Trinity CDC is an extension of a loving family. - We care for one another: the children, the parents, the
alumni, the teachers, the administrators, and the supporters.

e We stay small to keep a sense of family.

e We work as a team for the benefit of the families in our care.

e We are honest with one another and with the children.
® \We celebrate each person’s contributions and listen to all points of view.

® We hire teachers of the highest quality who seek new ways to grow in their profession.
o We strive to be the best child development center by maintaining the highest standards.

e We care for the earth and are aware of the ways we can affect our environment.
® We teach the love of and curiosity about our natural world through hands-on learning
experiences.

® \We appreciate who we are and take care of ourselves.

e We work to develop our physical skills and take part in daily, joyful physical activity.

e We practice good nutrition because we understand that what we put in our bodies affects our health. We
practice resolving conflict by listening to each other and by using our words to share feelings and ideas.

® We value connections with people, with animals, with nature.
e We believe that gratefulness is important every day.
® We believe in the power of love.

e We know that Trinity CDC is better because our families, staff, and supporters are diverse racially,
economically, and spiritually. We value all of these differences and work to be inclusive.

® \We strive to maintain racial and economic diversity.

e We rejoice in each person’s uniqueness.

The curriculum is what is taught and learned at Trinity CDC, both formal and informal. The major focus is to help
each child acquire a healthy self-concept and to reach his/her potential more fully. This is accomplished by exposing
him/her to many interesting things to explore and discover. Learning takes place when it is relevant, integrated, and
offered through "hands-on" experiences with a combination of child initiated and teacher guided activities.

When planning formal weekly lessons, TCDC teachers first remember the philosophy, goals, and objectives of the
center. They structure the curriculum by changing the environment and by listening to the children's interests. These
"emergent curriculum" ideas, which come from the children and the adults who know them, vary from year to year
depending on the particular children. The ideas also come from events and experiences, and cultural and community
happenings. They are tied to children's real-life experiences, and can be translated into hands-on activities. All of
these elements are woven together using a theme for weekly lesson plans and flexibly adapted as the need arises.

The curriculum planning focuses on all areas of a child's development (physical, emotional, social, cognitive,
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communicative, self-help, creative, and spiritual) through the integrated approach. Children are encouraged to
explore, create, and learn at their own pace. Children learn about the importance of physical activity each week
through stories and/or interactive activities like outdoor play. Each year, all staff and teachers will also participate
in training on nutrition topics.

Teachers' plans, therefore, are based on regular observation and assessment of children's activities, interests,
needs, and developmental levels. Materials are selected that seem to match those particular children's interests
and needs. The teachers recognize the fact that individual children are our program and with each group of
children come different needs, challenges, and strengths. We make every effort to communicate our observations
with parents at conference times and throughout the year.

The classrooms include centers such as home living and creative dramatics, blocks, science, manipulatives,
listening, art, library, language arts, sensory, and discovery. This environment in the individual centers is changed
regularly to hold the children’s interests and to offer them different ways to explore and experiment. Group
activities include music and movement education, food preparation and enjoyment, transition activities (finger
plays, songs, and creative dramatics); visitors in the classroom, trips to the library next door and story time.

Children learn throughout the day from everything they do. Learning experiences are not isolated to one period
of the day. Children are encouraged to make choices, practice self-help skills, express their feelings, and respect
others. Over our forty years of existence, Trinity CDC has provided a strong foundation to hundreds of children's
future learning experiences.

Every classroom has a Parent Bulletin board where parents can read such things as daily schedules, lesson plans, field
trip notices, and other important information. Lost and Found items can be discussed via Brightwheel or with teachers.
We strive to work together with families so that when a child leaves our facility, they are ready emotionally, socially,
physically, and intellectually to thrive in their next endeavor.

We create an environment of consistency, accountability, and clear structure, allowing both students and teachers to
focus on educational goals and development while minimizing unnecessary disruptions during the school year. The goal
is to maintain consistency, foster strong relationships between students and teachers. Teachers remain in the same
classroom throughout the entire school year.

Each class has a slightly different daily schedule, which is posted in each room. These schedules are planned with the
different age groups in mind and to balance indoor and outdoor, quiet and active, individual and small group, large and
small muscle movement, and child and adult initiated activities.

Teachers often plan for visitors to share their expertise in different areas. They may play an instrument, read a book,
share a pet, help children with an art project, tell a story, or share a hobby or skill. In this way, the curriculum is
enriched.

The older classes may go on field trips planned in conjunction with a curriculum unit. Because transportation is
difficult, we try to go on walking trips around the neighborhood. Parents must sign the Trips Permission box on the
Application Information Form and will be notified 48 hours in advance of the trip by reading the classroom door
notes. When we are away from the facility, teachers carry cell phones, first aid equipment, and emergency

information at all times and have discussed specific potential problems before they leave. At all times, we will
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ensure the utmost safety of the children.

Currently, Trinity CDC has no pets.

We are not able to have contact with chickens, ducks, reptiles, and amphibians due to the danger of salmonellosis.
Occasionally, someone brings a cat, rabbit, rodent, or dog. We always require that visiting animals have
statements from a veterinarian stating that they are in good health and have the necessary vaccinations. We will
inform you of special visits. There is a generic permission statement on the admission information form.

All children are required to rest during the day. TCDC provides a sleeping mat for each child. This mat is cleaned
and secured in a bag. We are very interested in the schedules of individual families and will do our best to
accommodate individual rest habits. Usually soft music is played in the background. Parents provide a clean
sheet and blanket every Monday. After one hour of resting on their mats, children are allowed to do quiet
activities until everyone in the classroom is awake.

Teachers treat each individual child as a unique person with an individual pattern and timing of growth and
development. Teachers acknowledge individual interests, cultures, and experiences when planning the weekly theme
activities and remember that each class is also unique. Different levels of ability, development, and learning styles are
expected, accepted, and used to design appropriate activities.

Teachers always take into account: self-help and practical skills, social-emotional skills, physical skills (both large and
small gross motor), healthy habits, language skills, cognitive skills, and creative skills. Teachers and families together are
encouraged to think in terms of strengths, areas of focus, and action steps for school and home.

Teachers will work in connection with families with opportunities to share observations from home and discuss
observations from school. Teachers will remember that information regarding specific children is to be considered
confidential. This means that it will only be discussed with staff that “needs to know” about the particular child and
that before information is shared with any professional, families will give consent.

The purposes of assessment are to:

e Use all of the gathered information to ensure that each child is making progress in all areas of their
development and to describe such progress
Identify children’s interests and needs

e Improve our curriculum and to adapt our teaching practices and environment to the particular individual
and collective group of children

® Plan for program improvement
e Communicate specific information about children to their families

e Address serious concerns about a child’s development or behavior. If there are such, we work as a team
to help find solutions for the child’s behavior or developmental delays. This teamwork includes
conferring with the families, with any specialists with whom we have access (such as the ACGC Family
Consultant), or referral to ECI, pediatricians, etc.

Each child will have an individual portfolio that will include these things at a minimum:
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The Developmental History of each child filled out by a parent and a yearly updated development sheet.

Progress Checklists
Samples of each child’s scribbling, writing, &/or drawing

Photos of children accomplishing a milestone or participating in daily activities
Anecdotal records especially those that document developmental milestones

Summary and dates of formal teacher-parent conferences

We do not discriminate and will attempt to meet the requirements of children with special needs by being in
conversation with parents at all times. This includes initial visits and once enrolled, we will create an individual plan
with appropriate strategies.

We believe that home-school communication is one of the most important aspects of a good relationship. Trinity CDC
has created several avenues to facilitate effective two-way communication. Additionally, we are committed to
providing information through each family’s home language and will work with you for needed translations, both
verbal and written. We will share information about how Trinity CDC is supporting children’s physical activity and
gross motor skill development, cognitive skills, language development whenever the opportunity arises.

The Trinity CDC Newsletter comes out once a month via email. This newsletter provides parents and guardians
information about what will be happening during that month.

The Parent’s Bulletin Board in the hallway provides a wide range of information from notices of citywide events to notes
from other parents, to special offers you might find helpful. Important reminders will be placed on the door for you to
notice as you come and go.

At registration time, families are asked to fill out developmental histories of their children and will be asked to
update this information yearly. We also ask that you share information about important events and changes in
your child’s life, as this is critical to our understanding.

Teacher conferences may be scheduled by parents or teachers to discuss the progress of each child. Twice a year, in the
fall and spring, we have a sign-up procedure to ensure that every family has a chance to speak with the teacherin a
non-hurried atmosphere. The fall conference will focus more on the parent telling the teacher about their child. The
spring conference will focus more on the teacher telling the parent how the child is doing at school.

Trinity uses a daily check in system called Brightwheel. This helps us cut down on paper usage, but paper copies can
be given to parents upon request. Brightwheel will provide parents instant access to children’s schedule, meals,
potty breaks, pictures, and daily activities on a daily basis. Please download the app for your phone. The logistics of
extra notices and paperwork are handled somewhat differently for each class, but they are usually placed in the
child’s lunchbox or cubby. Our infant and toddler classrooms utilize Brightwheel on a daily basis to report to
parents. Our preschool age classrooms will send out information less often and in order to bridge a gap between
developing conversations between children and parents.

Parent Handbook 7



We welcome your questions and input at any time. We only ask you not disrupt class time to talk. Drop off time is an
important time to spend a couple of minutes orienting a teacher to the child’s moods and needs. Please don’t be
offended if the teacher can’t spend more than five minutes talking with you when you bring your child or pick him/her
up. Our primary concern is to supervise the children in our care. If you want or need more time to talk, please ask for a
conference time or give the director a message. Important information that you have to share should be written.

You are welcome to come observe, eat lunch, read a book, etc, Trinity CDC has an open-door policy. We encourage you
to share your talents with our class - stop by to sing, read a book, show us about your work, or just play and talk with
your child’s friends. Please check with your teacher for your particular child’s needs and a good time to visit.
Background check required if parents/guardians are planning to schedule more than one time visit.

These are scheduled several times a year for the exchange of information and ideas. They often happen at arrival time,
lunch time, or at the end of the work day.

Many times we are with the children and cannot answer the phone. Please leave a message and we will get back
to you as soon as possible. If you really need to talk to a person and yet get our voice mail, you may hang up and
try again. We do try and listen for persistent ringing and will attempt to return those calls sooner rather than later.

All classrooms are provided with a classroom email where parents can communicate with teachers for sending
photos or documentation as needed. Trinity will also add new parents to the newsletter list and any
announcements that need to be distributed to families about upcoming events, closures or new

Information can also be seen on our website www.trinitycdc.org

[J Pink Room; pinkcroom@trinitycdc.org

[J Purple Room; purpleroom®@trinitycdc.org

O Orange Room; orangeroom@trinitycdc.org

[J Blue Room; blueroom@trinitycdc.org

The Center operates year-round and is open from 7 a.m. to 5:30 p.m. Monday through Friday. We close for certain
holidays and workdays at different times of the year. You will be notified of days closed on the Enrollment
Agreement and reminded in the newsletter and on notes posted on the door. Please mark these dates on your
calendar so there are no surprises.
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Trinity 2025-2026 Holidays and Closures

2025

August 8, 2025 Staff Development Day
Sept. 1, 2025 Labor Day
Oct. 13, 2025 Staff Development Day
November 27-28, 2025 Thanksgiving Day
December 24, 25, 26, 2025 Winter Break
December 31, January 1 and 2, 2026 Winter Break
2026
January 19, 2026 MLK Day
March 16-20, 2026 Spring Break
April 3,2026 Good Friday
May 22, 2026 Staff Development Day
May 25, 2026 Memorial Day
June 19, 2026 Juneteenth
August 7, 2026 Staff Development Day

Trinity Events

10/17/2025 - Fall Family Picnic
12/6/2025 - Sharing with Santa
5/15/2026- Spring Family Picnic
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Trinity CDC will close for inclement weather If Austin ISD announces so before 7 a.m. When listening to the news
media, if AISD announces closure or late start for the day, Trinity CDC will also be closed or have a late start. Trinity CDC
will also partake in early release if school releases early. Parents will also be notified via Brightwheel Alerts and/or
email as soon as any closures are announced. In case of closure announced once the school day has started, parents
will be called and arrangements made for safe, prompt pick up.

Transportation is not provided by the center. You may park in the circular drive but we ask that you pull up in front of

the church door and do not block the entrance of the drive. We want staff and other parents to be able to enter the
circular drive at all times. Please follow the path from the circular drive to TCDC’s entrance. Parking in the shopping
area is fine as long as you do not park in front of the businesses. You may also park in the street as long as you do not
do so in front of a no-parking sign. We realize that our parking situation is not the best, so please be considerate.

Do not leave purses or other belongings in unlocked cars, even if you run in for only a moment. To promote a
healthier, more sustainable environment and ensure the safety and well-being of our community, idling of
vehicles during drop-off and pick-up times is strongly discouraged. Please help by watching out for other children
who may also be coming and going from our center, as well as the library and activities across the street. Children
will not be allowed to cross the street alone, nor will they be allowed to enter cars that are double parked.

If the TCDC door is ever locked, please come around to the playground and use the inner courtyard door.
Please, always keep the chain on both gates. Children can run toward the street faster than we can!

Arrival, Attendance, and Absence Policy

Parents shall bring children into the classroom each morning, sign in on Brightwheel and leave the child in the presence
of a staff member. Upon arrival, each child will be asked to wash their hands and be given a daily health check by the
teacher in charge. (See Health section) We know parents are often in a hurry in the mornings, but we encourage all
family members bringing children to take a few minutes and let the teachers know important information about their
children. Please do not use cell phones when picking up and dropping off, this allows teachers to communicate with
you about your child and the day. It is helpful for us to know what kind of a night they had, their general mood in the
morning, and if there are any special circumstances that might help us understand their feelings (e.g. fell asleep much
later than usual; death in family, moving, scared of thunderstorm, etc.)

Children may come anytime after 7:00 a.m. and before 9:30. We are unable to care for your children before 7:00 a.m.
Children benefit most from our program if they arrive before 9:30 as late arrivals miss out on an important socialization
time. In order to bring your child between 9:30 a.m. and 11:30 a.m., you must first check with the director by phone or
in person.

Please notify us if your child will be absent. Calls may be made to our answering machine any time night or day. Email is
also an easy way to communicate. We must keep accurate records for other agencies regarding illnesses and other
absences, so please always let us know if your child is ill.

If your child is to be dropped off by a school bus after his/her time at another school, but does not arrive within a
fifteen minute normal time-frame, we will call the school first, then the parent to verify if the child went to school. If no
one answers at these numbers, we will call the emergency contacts on the child’s admission form. It is the parent’s
responsibility to notify TCDC when the child is absent from the other program or is not riding the bus for any reason. If

we cannot locate the child or any of the contacts, we will call 911.
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Children shall be picked up in the classroom or from the playground by a parent, guardian, or designated adult and
signed out via Brightwheel. If the designated person does not have access to Brightwheel, teachers can sign out.
The child will be released only to persons properly designated on the Application Information form. If someone
other than the designated person(s) is to pick-up a child, please notify the teacher and/or director, preferably in
writing. Photo IDs will be checked and copies may be made if we do not know the person.

Under the laws of Texas, both parents have the right to pick up their child, unless a court document restricts that
right. An enrolling parent who chooses not to include the child’s other parent on the authorized pick-up list must
file an official court document (for example, current restraining order, sole custody decree, etc.) with the center.
Absent that document, the center may release the child to either parent, provided that parent documents his
paternity/her maternity of the child.

If you are unavoidably detained, please send a message on Brightwheel and let us know when we may expect you.

A S50 non-refundable fee is required to join the waitlist. This fee helps us manage the waitlist efficiently and ensures that
only those genuinely interested remain on the list. If a spot becomes available, we will notify you immediately, and you
will have the opportunity to confirm your child's enrollment.

Tuition is based on the number of days and the hours per day a child is at the center. A 10% discount is given for each
additional child from the same family.

See chart below.

Trinity Tuition F tember 2023-2024
Classroom Full-Time
Pink Room 12-24 Months $1,400.00
Purple Room 2-3 years $1,275.00
Orange Room 3 years Fully Potty $1,250.00
Trained
Blue Room 4-5 years $1,250.00

Supply Fee: $150 Billed yearly on the second Friday of the month of September. (9/12/2025)

Tuition is due in advance at the first of each month. There is a five day grace period. On the 6th day of the month, there
will be a $10.00 late fee plus $5.00 per working day until the amount is paid in full. We prefer that parents pay tuition by
check or money order, although cash will be accepted as long as the right change is given.

Special payment arrangements may be made with the director in writing by the 1st of the month. A late fee will
not be charged if payment is made according to the agreement. The Center will not carry any account for more
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than one month.

All checks may be made payable to Trinity Child Development Center. They may be given to the director or left in
the gray box on the wall in the director’s office. A $25.00 fee will be charged for returned checks due to
insufficient funds. If more than two prior checks have been returned for insufficient funds, then only a money
order or cash will be accepted.

To help parents remember when tuition is due, a sign will be posted on the door. On the 6th of every month,
parents who do not have a written agreement will be given a yellow note in the Family Folder regarding the amount
due including late fees.

Neither credit nor refund can be granted for a child’s absence from school. Absences from school or holidays

observed shall cause no exception in the amount of tuition due. When withdrawing, parents must give a two weeks
notice or the full month’s tuition will be due whether or not the child is in attendance.

Our hours of operation are 7:00 AM to 5:30 PM. We do give a 5 minute grace period to allow for unforeseen
circumstances that will occur from time to time. We need for all children and parents to leave the building by 5:30
PM, so that the staff may close the CDC. Parents in the Center past 5:30 p.m. will be charged a late fee of $15.00
plus $1.00 for each minute the child stays past 5:30 p.m. This charge will be charged via Brightwheel the following
day and is in accord with policies enforced at other facilities throughout the city. Parents are asked to send a
message via Brightwheel to let the school know they will be late so that we may help to comfort your child in case
he/she is worried. If consecutive late picks are reported, we will terminate care.

If you receive tuition subsidies, you are required to report changes of your status (change of address, employment,
household information, etc.) to Workforce within 10 days. We are required to report 5 consecutive absences.
Payment of parent fees is due by the 5th of each month or the 1st and 15th of each month if your payment is split in
two. The Workforce telephone number is (512) 597-7191.

Health Practices

Upon enrollment, all students must have the following health information on site:

1. A wellness statement signed by your child’s physician (must be updated annually)
2. A record of current immunizations required by the Texas Department of Health. Currently, TB tests are
not required in Travis County.
3. Four year olds are required to have a vision and hearing screening.

(a) The Special Senses and Communication Disorders Act, Texas Health and Safety Code,
Chapter 36, requires a screening or a professional examination for possible vision and hearing
problems for children of certain ages and grades. Refer to 25 TAC Chapter 37, Subchapter C, (relating
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to Vision and Hearing Screening), for specifics on vision and hearing screening. This information may
be accessed on the Internet at: www.dshs.state.tx.us/vhs/. (b) You must keep one of the following at
the child-care center for each child required to be screened: (1) The individual visual acuity and sweep
check results [Low]; or (2) A signed statement from the child’s parent that the child’s screening records
are current and on file at the pre-kindergarten program or school the child attends away from the
center. The statement must be dated and include the name, address, and telephone number of the
pre-kindergarten program or school. [Low] (3) An affidavit stating that the vision or hearing screening
conflicts with the tenets or practices of a church or religious denomination of which the affiant is an
adherent or member. [Low]

4. Emergency contact information for each child (must be kept up to date throughout the year). At the
beginning of each new school year, parents will be asked to fill out new enrollment information for their
children. Quarterly information updates will be

requested from the director.

5. Current information about any health insurance coverage required by treatment in an emergency
(insurance company,

subscriber’s name & policy number)

6. Names of individuals authorized by the family to have access to the child’s health

information

7. Written instructions from a physician for any of the child’s special health needs such as allergies,
asthma, or other chronic illness

8. Parents Rights a parent or guardian of a child at a child care facility has the right to:
1. enter and examine the child care facility during the facility’s hours of operation without
advanced notice;
review the child care facility’s publicly accessible records;
receive inspection reports for the child care facility and information about how to access the
facility’s online compliance history;
4. obtain a copy of the child care facility’s policies and procedures;
5. review, at the request of the parent or guardian, the facility’s:
a. staff training records; and
b. any in-house staff training curriculum used by the facility;
6. review the child care facility’s written records concerning the parent’s or guardian’s child;
7. inspect any video recordings of an alleged incident of abuse or neglect involving the parent’s or
guardian’s child, provided that:
a. video recordings of the alleged incident are available;
b. the parent or guardian of the child does not retain any part of the video recording
depicting a child that is not their own; and
c. the parent or guardian of any other child captured in the video recording receives
written notice from the facility before allowing a parent to inspect a recording;
8. have the child care facility comply with a court order preventing another parent or guardian
from visiting or removing the parent’s or guardian’s child;
9. be provided the contact information for the child care facility’s local Child Care Regulation office;
10. file a complaint against the child care facility by contacting the local Child Care Regulation office;
and
11. be free from any retaliatory action by the child care facility for exercising any of the parent’s or
guardian’s rights.
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At any time, parents may ask to review the Minimum Standard Rules for Child Care Centers which are kept in the office.
All of our Licensing Inspection Reports are posted on the Hall Bulletin Board for your viewing. Parents are encouraged to
ask questions or clarify at any time. If you believe that the State’s Minimum Standards aren’t being met and you receive
no satisfaction from the Director, you may call the Child Care Licensing Office. Their number is 512-834-3195 and is
posted in the office. (http://www.txchildcaresearch.org). A licensing representative will investigate your complaint.
Parents are also required by law to report any suspected neglect or abuse of a child by calling 1-800-252-5400.

Minimum Standards online: https://www.hhs.texas.gov/providers/child-care-regulation/minimum-standards

Texas Abuse and Neglect Hotline: There are two options for reporting abuse and neglect to TDFPS:

By phone: Call the Abuse Hotline, 24 hours a day, 7 days a week, toll-free 1-800-252-5400.

By Secure Internet Website: From your internet browser, go to https://www.txabusehotline.org. When you get to the
website, there will be directions to the links to report abuse or neglect against children. Once you file an online report,
you will receive an email telling you that your report has been received and providing you an identification number. If
you have telling or questions about making a report on the website, call 512-834-3784 or 1-800-252-5400 for help.
Please refer to page 15 and 16 for more information

HHSC website: https://www.hhs.texas.gov/

The law requires any person who believes that a child is being abused or neglected to report the circumstances to the
Texas Department of Family and Protective Services (TDFPS) Abuse Hotline. A person making the report is immune from
civil or criminal liability, and the name of the person making the report is kept confidential. Any person suspecting abuse
and not reporting it can be held liable for a Class B misdemeanor. Time frames for investigating reports are based on
severity of allegations. Reporting suspected child abuse makes it possible for the family to get help.

e Abuse is mental, emotional, physical, or sexual injury to a child or person 65 years or older or an adult with
disabilities or failure to prevent such injury.
e Neglect of a child includes failure to provide a child with food, clothing, shelter and/or medical care; and/or
leaving a child in a situation where the child is at risk of harm.
Reports are confidential, and not subject to public release under the Open Records Act. The law provides for immunity
from civil or criminal liability for innocent persons who report even unfounded suspicions, as long as reports are made in
good faith. Your identity is kept confidential.

If you have reason to suspect abuse, but are not positive, make the report. If you have any doubts about whether or not
it is abuse, call the hotline. They can advise you on whether the signs you have observed are abuse. It is not the job of
the child care worker to determine if the abuse or neglect has occurred; that is the job of Child Protective Services.

There are two options for reporting abuse and neglect to TDFPS:

By phone: Call the Abuse Hotline, 24 hours a day, 7 days a week, toll-free 1-800-252-5400.

By Secure Internet Website: From your internet browser, go to https://www.txabusehotline.org. When you get to the
website, there will be directions to the links to report abuse or neglect against children. Once you file an online report,
you will receive an email telling you that your report has been received and providing you an identification number. If
you have telling or questions about making a report on the website, call 512-834-3784 or 1-800-252-5400 for help.
Information helpful to have on hand when filing an abuse report (if known) includes:

e Name, age, and address of the child or person 65 years or older or an adult with disabilities
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Your name and contact information

Brief description of the situation and the child or vulnerable adult

Current injuries, medical problems, or behavioral problems

For a child: Parents' names and names of siblings in the home

For an adult: Names of relatives in or outside the home and name of perpetrator
Explain how you know about the situation

At Trinity CDC, if a staff member suspects abuse or neglect, the director and other caregivers should be consulted.
Working together as a team, the teachers involved and the director will decide what procedures to follow. We will
attempt to inform the parent as to our actions in most cases. When we must contact the Abuse Hotline, we will always
give our center’s name and not be anonymous. Staff may always contact the Abuse Hotline themselves, especially if they
feel there has not been appropriate action taken on the part of the CDC team.

Every day when your child comes to school, teachers are to do a health check of him/her. This consists of checking
for signs of illness, injury, or evidence of possible abuse or neglect. You can help by telling us important things
about your child’s well-being. (For instance, if your child coughed and was awake most of the night, let us know. If
she fell down and cut her eye, tell us.) Daily health checks are a sign of quality care and are for the protection of all
the children.

We are not allowed to admit a child who seems to be sick unless a health care professional has given approval in
writing. This may cause problems for parents, but is necessary for the well-being of the other children. If the child
has been absent because of a contagious illness, we must follow guidelines concerning when the child can return
to our care.

If a child/teacher is under-immunized because of a medical condition (documented by a health professional) or claiming
a family’s belief exemption with the proper notarized statement and a vaccine preventable disease occurs in our center,
that child must be excluded from our program for the appropriate incubation period.

Because we are not licensed for get-well care, according to the licensing standards from the Texas Department of Family
and Protective Services, we may NOT admit a child/teacher or allow a child/teacher to remain at school if one or more of
the following exists:

(1) Theiliness prevents the child/teacher from participating comfortably in activities, including outdoor play
(if you do not want your child to go outside, they should stay home)

(2) Theillness results in a greater need for care than we can provide without compromising the health,
safety, and supervision of the other children/teacher.

(3) The child/teacher has one of the following, unless medical evaluation by a health care professional
indicates that we can include the child in our activities:

e The child/teacher has an oral temperature of 100.4 degrees or higher (we take armpit
temperature which will be 99.4) accompanied by behavior changes or other signs or
symptoms of illness or

e symptoms and signs of possible severe illness such as lethargy, abnormal breathing,
uncontrolled diarrhea, two or more vomiting episodes in 24 hours, rash with fever, mouth
sores with drooling, behavior changes, or other signs that the child may be severely ill

(4) A healthcare professional has diagnosed the child/teacher with a communicable disease, and the
child/teacher does not have medical documentation to indicate that the child/teacher is no longer
contagious.
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If the child/teacher becomes ill while at school, they will be cared for by a familiar caregiver, isolated so as not to expose
new individuals, and a parent or guardian will be called to pick-up the child as quickly as possible. If a critical illness
requires the immediate attention of a physician, we will contact EMS.

We will attempt to post a sign on the front door of the building notifying parents about any unusual level or type of
communicable disease to which their child has been exposed, the signs and symptoms of the disease, mode of
transmission, period of communicability, and control measures that are being implemented at school and that families
should implement at home.

Children with contagious or infectious diseases will be re-admitted according to the guidelines on the Communicable
Disease Chart published by the State of Texas. Parents are asked to report any communicable diseases to us for the
safety of the other children. We ask that anytime parents take their children to their physicians, they bring us a note
from the doctor. If the visit was for an illness or accident, the note should state when the child/teacher may return to
school. If the visit was for a well-check, then we would like to include that information in our files for the children.

In case of an accidental injury that may require medical attention, we will make an immediate attempt to contact
a parent or guardian. If we can’t reach anyone, we will call the name listed as your emergency contact. If we still
cannot reach anyone, we will call the child’s physician. It is to your child’s benefit that you keep the school
informed of current telephone numbers and emergency numbers.

In case of a critical illness or injury requiring immediate attention of a physician, we will call EMS, then give the
child first aid or CPR if needed, contact the physician and then the parents while ensuring supervision of the
other children.

Licensing standards say that we must notify parents after a child:

Is injured and the injury requires medical attention by a healthcare professional

® Has a sign or symptom requiring exclusion from the center as specified on the Communicable Disease
Chart that is posted in the office
Has been involved in any situation that places the child at risk

e Has been involved in a situation that renders the center unsafe (such as a fire, flood, severe weather
damage)

Parents will be notified of less serious injuries such as minor cuts, scratches, and bites requiring first-aid treatment
at time of pick up.

We will notify parents in writing and within 48 hours when aware that your child has been exposed to a
communicable disease that the law requires us to report to the Texas Department of Health. We will do this by
posting a note on the front door that tells the type, signs and symptoms, mode of transmission, period of
communicability, and control measures.

We will also provide written notification within 48 hours to the children in a classroom when an outbreak of
lice occurs.

We prefer that families give medicine at home whenever possible. When
you absolutely must ask us to administer a dosage or two, please remember the following:

Medicine can be administered only when:
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A licensed health provider who has prescribed or recommended the medication has written instructions for
administering the medication

e |tis broughtin the original container

e |tis clearly labeled with the child’s first and last name and dosage

® The medicine is placed in the locked medication cupboard or refrigerator. (Do not leave any medication in diaper
bags.)
The parent or guardian signs a medication authorization for each medication

e |[f there is a long-term medication to be given (for recurring or periodic problems like
Asthma or allergic reactions), then a long term medication form must be filled out every six months. This
authorization form must include information on symptoms to watch for and a plan from the doctor.

All medicine must be disposed of or returned to the parent when the medication is out-of-date or no longer
required for the child or when the child withdraws.

Two of the best methods for preventing iliness are hand washing and covering sneezes and coughs. Parents can
help us by encouraging the same methods at home. Staff and children are required to wash their hands many
times a day. Please follow our example and have your child wash hands with soap for as long as it takes to sing the
“Alphabet Song.” We teach children to cough or sneeze into the crook of their elbow, thereby avoiding the spread
of those germs by using their hands and then immediately touching objects or people.

If a child is under-immunized because of a medical condition (documented by a health professional) or claiming a family’s
belief exemption with the proper notarized statement and a vaccine preventable disease occurs in our center, that child
must be excluded from our program for the appropriate incubation period.

Our teachers and other staff members are immunized as required by the Travis
County Health Department. At this time, no immunizations are required.

Food Practices*

Through our snack service and nutrition standards at Trinity CDC, we aim to provide balanced and nutritious foods and
beverages that support the healthy growth and development of every child. By encouraging healthy food choices and
promoting safe eating habits, we work together with families to foster lifelong wellness practices.

Nutrition Objectives

To encourage healthy eating, we ask family members to send meals that include something from each food group (grain,
protein, fruit, vegetable). Teachers will provide feedback to parents on which foods your child enjoys and does not enjoy.
Together, we can help children develop healthy, life-long habits. For example meal ideas, please see our Meal Food Chart
at the end of this section.

Children may eat breakfast brought from home between 7:00 and 7:30 a.m. ONLY. Children are served morning

snacks at 9:00 AM (Blue/Orange Rooms) and 9:30 AM (Purple/Pink Rooms), and meals/snacks must be two hours
apart. Children arriving at the center after 7:30 a.m. should eat breakfast at home. Breakfast brought to the center
should include a protein or dairy (eggs, peanut butter, cheese, yogurt, or a glass of milk for example), a fruit, and a
whole grain (whole wheat tortilla, bagel, etc.). Please no sugary foods such as sugary cereals, donuts, or Pop Tarts.
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We proudly provide two nutritious snacks throughout the day to all enrolled children. Mid-morning Snack: between
9:00am - 9:30am; Mid-afternoon Snack: between 2:45 pm - 3:30 pm. Each snack will include two of the following:
grain, dairy, fruit, or vegetable. Water is also provided with every snack offering. Menus are posted on the Parent Bulletin
in the hall. If you would like your own copy, please ask and we will provide it to you. Teachers and children eat meals
together, so that children can learn and practice table skills. Teachers never force children to eat any particular foods or
to clean their plate.

Lunch is no closer than 2 hours or more than 3 hours from snack times. Parents and guardians provide the food
for their child’s lunch. According to the Texas Department of Family and Protective Services, while children are in
our care, they must eat food that provides them with one-half (1/2) of their daily food needs. Consequently, we
rely on you to provide a nutritious lunch. Because children learn best if their nutritional needs are being met, we
ask parents not to send food with empty calories

Please do not bring these foods into TCDC for breakfast or for lunch

Potato chips Fritos Cheetos Candy
Plain Jello Cookies Cakes Pudding
Brownies Fruit snacks Gum Lollipops

Drinks served during lunch time can be water, white milk, or non-dairy alternatives. (no sodas, tea, chocolate milk or
juice.)

By sending only healthy foods, children are not tempted to fill up on the chips, cookies, etc., thus depriving themselves of
the foods needed to develop strong minds and bodies. It works best if parents think of sending one fruit, one vegetable,
one protein (meat, peanut butter, cheese, yogurt, egg), and one grain (crackers, bread, pretzels, biscuit, etc.). Please try
and send lunches that include all these four foods. Teachers will attempt to give families suggestions on types of food
that your child is or is not enjoying at school. Together we can help children learn healthy, life-long habits!

Meals will not be refrigerated or heated. Please consider using blue ice or thermal jars when =
storing meals for your child. Meat, dairy, or egg products must be kept in a thermos or stored

with blue ice to maintain freshness. We encourage children to be independent when it comes
to opening and closing their lunch containers, please provide easy to open containers for children.

We encourage preparing homemade portions and encourage families to learn about child nutrition and read ==
food packaging labels to make informed choices. We recommend avoiding “quick meals” like Lunchables and @@"/
other prepackaged foods due to containing high sodium and additives as well as being expensive. The food we K)?.:
offer young children sets a pattern for and affects so many things: brain development, diabetes, obesity, stress,
etc.

e Parents pack a fruit and/or vegetable for every meal
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e Parents and Trinity CDC staff do not provide fried foods, high fat meats, or vegetables cooked in fat
e Sweets and salty snacks are not served
e Only healthy beverages, like milk and water (or dairy milk alternatives) are provided.

To ensure the safety of young children, we do not serve certain foods to children under 4 years old due to choking risks. If
you are sending any of these foods, please cut them into pieces not larger than % inch based on your child’s ability to
chew and swallow safely.

o Hotdogs o Raw peas

o Whole grapes o Hard pretzels

o Nuts o Spoonful of peanut butter
o Popcorn o Whole pieces of meat

o Cheese chunks o Whole carrots

Good and easy ideas for lunch include choosing something from any of the following columns. Remember: we
ask family members to send something from each food group. Besides sending healthy food, we also want you
to make preparing lunch as easy as possible

Grain Protein Fruit Vegetable

(Whole grains are best)

Whole wheat bread Peanut butter (sandwich) Banana Carrots (must be shredded
or cooked for those 3 and
under)

Crackers Peanut butter (on crackers) Applesauce Cherry or grape tomatoes

Pizza slice (Cheese or meat on pizza Apple (Tomato sauce & other

slice) veggies on pizza)

Rice cakes Pieces of turkey, chicken, Peaches Cucumber slices

ham, meat

Tortilla Beans (spread on tortilla) Melon pieces Green peas or beans

Bagel Cream Cheese Strawberries Corn

Whole wheat roll Chicken leg Orange Broccoli pieces with dip

English muffin Yogurt/soy Plum Baby spinach leaves

Bread for sandwich Tuna fish salad (sandwich) Raisins Dill pickle

Pasta, or rice dish Meat in the sauce Grapes (cut into quarters) Green beans
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At Trinity CDC, we take allergies and special dietary needs seriously to ensure a safe and inclusive environment for all
children. We currently have staff members with allergies to certain foods, and we ask that families respect any allergies
of staff and other children by avoiding packing foods listed below. By working together, we can maintain a safe and
healthy environment for everyone in our care. All children with food allergies should have an emergency care plan in
place. This plan will provide detailed instruction about which food(s) the child is allergic to and a plan of what to do if an
allergic reaction occurs. It is the parent’s responsibility to address all food allergies upon enrollment or development of
said allergy. Please update your child’s information as needed. If a dietary preference (vegetarian, pescatarian or vegan)
is not medically required, families can submit a Dietary Restrictions form and we will happily accommodate to the best of
our abilities. Any other special diets (such as gluten-free) will need written approval from a healthcare professional or
registered/licensed dietician for us to make accommodations.

o Children are encouraged to use a water bottle once they are old enough
for our program.

o Water bottles should be labeled with the child’s full name and kept in
their cubby.

o Only water is permitted in the bottle, and it must have a spout or straw
cover for safety.
Water bottles should not be carried while crawling or walking.

o Sample water bottles are provided on the right for reference.

Guidance and Discipline Policy

Guidance and discipline techniques are based on an understanding of individual needs and development while
promoting self-discipline and acceptable behavior. Staff attempt to anticipate and eliminate potential problems
as much as possible. Discipline shall be directed toward teaching the child acceptable behavior and self-control
in a loving manner.

Staff use positive methods of discipline and guidance that encourage self-esteem, self-control, and self direction
which include:

1. Using praise and encouragement of good behavior instead of focusing only on the unacceptable
behavior.

2. Reminding children of behavior expectations by giving clear, positive directions and guidance on the
child’s level of understanding. (e.g. “Walking feet” or “Blocks are for building” or “It’s time to put away
the dishes.”)

3. Redirecting behavior by using positive statements (“Blocks are for building - try throwing this ball.”)
Using brief, supervised separation from the activity or group. This allows for “cool-off” time. Older
children decide as much as possible when they are ready to act appropriately. The time is limited to
no more than one minute per year of the child’s age.

5. Challenging behavior will never be managed by taking away scheduled or promised physical activity time.

6. Teaching by example using fair and consistent rules. Discipline is relevant to the behavior involved.

7. Supervising, always aware of all activity, showing an attitude of understanding and firmness.
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8. Helping children to understand why their conduct is unacceptable and letting them know what is
acceptable in a given situation.

9. Helping to solve problems creatively when a conflict arises. Teachers help children verbalize the
problem (e.g. “You both want that tricycle.”) Depending upon the child’s age, either the teachers
suggest ideas or children will help to problem-solve (“I could get that other tricycle.)

10. Using consequences whenever possible. (e.g. You threw the milk on the floor. Get a towel and wipe it
up.”)

11. Communicating frequently with parents to discuss areas of concern, unusual behavior, common
patterns, and strategies.

According to DFPS regulations, there must be no harsh, cruel, or unusual treatment of any child. The following
types of discipline and guidance are prohibited:

Corporal punishment or threats of corporal punishment
Punishment associated with food, naps, or toilet training

Pinching, shaking, or biting a child
Hitting a child with a hand or an instrument

Putting anything in or on a child’s mouth
Humiliating, ridiculing, rejecting, or yelling at a child
Subjecting a child to harsh, abusive or profane language

© N O U AEWN R

Placing a child in a locked or dark room, bathroom, or closet with the door closed 9. Requiring a child to
remain silent or inactive for inappropriately long periods of time for the child’s age.

Although Trinity CDC does not expect to have consistent discipline problems, it is a possibility upon occasion. If
difficult discipline problems arise, they will first be handled by the classroom teacher, then by the Director. If the
staff determines that it would be beneficial to the child or the center, parents will be requested to make an
appointment for a conference with the teacher (and perhaps the Director) to discuss the situation. The purpose of
the conference is for TCDC staff and parents to share information, observations and suggestions about the child’s
behavior and problem solving together.

Trinity CDC will make every effort to understand the cultural context of the family when making decisions
regarding a child. However, there may be times when we feel it is in the best interest of the child to consult with
experts regarding the child’s behavior or social/emotional state. We have access to any community resources to
help families and we reserve the right to require observation, evaluation, and/or therapy by a trained professional
for the continued enroliment of a child in need.

Unusual behavior exhibited by a student may be related to events or experiences outside the center. Parents are
encouraged to share their concerns with the center staff and to keep them informed about situations (family
deaths, major changes to routines, etc.) that might affect the student’s attitude or behavior temporarily, and
which might require special consideration. If disruptive behavior continues after conferences and other attempts
to resolve the problems are unsuccessful, the child may need to be removed from the classroom setting. A child
may be dismissed from the center if his or her presence is determined to be detrimental to the child, to other
children, or to the best interest of the center. If the center dismisses a child, the parents are no longer obligated
to pay the tuition fees.

Parking
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There usually is room for at least 3 vehicles directly in front of the center on the street. Do not park beyond the
sign that says “No Parking.” You may briefly pull into the circular drive for drop off/pick-up but we ask that you
not block it. We want people to be able to drive through between the 2 rows of parked cars.

Safety

Our premises are inspected annually by the Fire Marshall, the Texas Department of Family and Protective
Services, the City of Austin Health and Sanitation Department, and by representatives of Texas Workforce Child
Care Services. Fire drills are held once a month , severe weather, lockdown and shelter in place drills once every
month to help the children and staff practice emergency procedures.

If classes and administrative staff are all on the playground, you may find our front door locked. Please come
through the second chain link gate to find your children in the afternoon if that happens.

According to Texas Law, we are required to report any kind of suspected neglect, sexual, physical, or emotional
abuse of a child.

Trinity CDC carries accidental insurance on the children for accidents that may happen on the premises.

Emergency Evacuation Plan

Our plan is designed to ensure the safety of children during a fire, weather, or other emergency requiring evacuation or
relocation of the children. We practice fire drills monthly and have severe weather, lockdown and shelter in place drills
once every month. When there are fire drills, we follow the evacuation and relocation diagram that is posted in every
classroom.

We have severe weather, lockdown and shelter in place drills once every month required by state licensing.
If you have any questions or concerns please contact the office.

In case of a gas explosion or hazardous material spill, we will wait for emergency response teams to transport us.
We would go to the Windsor Park Library next door, Hank’s Restaurant., or to any other location designated by the
City of Austin Office of Emergency Management. Administration will notify parents as soon as possible in order to
assure them their children are safe and to let them know where the children have been relocated. In all instances,
as soon as possible, the administration will send a message via Brightwheel and will update voicemail with current
information.

Enroliment and Termination Policies

Enrollment in our program is based on available space without regard to race, sex, creed, or religion. We operate
with a waiting list. After visiting the center and talking with the Director, when a family decides that they want to
enroll their child in our center, a registration fee must be paid. When there is space available, the family will be
notified and arrangements made regarding the first day of enrollment. Children and parents are encouraged to
visit at least once and as many times as desired to familiarize the child with the setting and the people.

On or before the first day of admission, parents must fill out and turn in all required paperwork including
Admission Information, Enrollment Agreement, Emergency Authorization, Health Statement, Immunizations,
Income Statement, and Personal Child Information. Parents must update all Admission Information such as phone
numbers and addresses quarterly or when such information changes.
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Parents will be provided with this Parent Handbook, which includes all of Trinity CDC’s operational policies and
procedures. When a policy is changed by the Board of Directors, parents will be notified with an individual note
in the child’s folder. Parents must sign the updated policy and this form will be kept in the child’s records.

Parents are to give a two week notice before withdrawing their child. If a child misses two weeks of
consecutive care without prior arrangement this may lead to termination.

Family Participation (Procedures for visiting, observing, and for

participating)

We ask parents to drop off at the inner gate inside the playground area with present staff and sign in through the
Brightwheel App. In the case that no one is present outside, we ask parents to walk to their child's classroom
door and knock so the teacher can get the child at the door.

We believe that parents are indeed the child’s first and most important teacher. We also recognize the fact that
children do not come with instruction manuals. We do everything in our power to work with families in meeting
each individual child’s needs. We aim to strengthen the role of the family in whatever ways we can and welcome
ideas from family members as to how we can best achieve teamwork, open communication, and ultimately
success for the child.

Parents are encouraged to take a few minutes at the beginning of the day to give needed information to the
teacher when they bring the children. Establishing a consistent pattern is helpful for the children. You may want to
put their breakfast on the table and give them a big hug. You may choose to play on the floor for a few minutes or
read a book. The most important thing is to reassure your child when you will be back and to tell him/her
goodbye. This unhurried manner of leaving your children makes for a better day for everyone.

Parents are welcome to visit the center at any time. You do not have to secure prior approval. Because the
youngest children can be very sensitive to changes in their routines, parents are encouraged to observe from a
window or from a distance. Spending direct time with your child and their class often works best at the end of the
day for these smaller children. Parents of the older children are encouraged to eat lunch with them or the library.

Other activities that families may participate in are:

Reading all communication from TCDC

Helping in the classroom by sharing a hobby or professional skill, etc.

Attending our semi-annual Family Picnics

Attending orientation and parent meetings

Helping at workdays to spruce up the playground or classrooms

Planning and participating in our yearly fundraisers (typically a yard sale in the spring and Sharing with Santa in
December)

Giving feedback to the teachers and director, including filling out our regular surveys

Serving on the Board or its committees

TCDC encourages family involvement in all of its activities. That involvement makes our center a quality
center that starts new parents on the road to effective parent participation for another 12 — 15 years and
helps to build a real feeling of community for our most important resources — the children!
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Grievance Policy

You may find yourself displeased with something that has happened at our center. We ask that you talk about
those things first with the person directly involved. (E.g. with the teacher assistant, or lead teacher or director.) If
you don’t feel satisfied after conversations with a teacher or assistant, please go to the director. If you still feel the
matter is not resolved after consultation with the director, you may contact the Board of Directors of TCDC.
Names and phone numbers are available in the office. She/he will ask that you put the concern in writing.

Procedures for parents to review Minimum Standards and most recent Licensing Inspection Report

At any time, parents may ask to review the Minimum Standard Rules for Child Care Centers which are kept in the
office and in every classroom. All of our Licensing Inspection Reports are posted on the Hall Bulletin Board for your
viewing. Parents are encouraged to ask questions or for clarification at any time. If you believe that the State’s
Minimum Standards aren’t being met and you receive no satisfaction from the director, you may call the Child
Care Licensing Office. Their number is 512- 834-3195 and is posted in the office.
(http://www.txchildcaresearch.org). A licensing representative will investigate your complaint. Parents are

also required by law to report any suspected neglect or abuse of a child by calling 1- 800-252-5400.

Odds and Ends

The philosophy concerning holidays at TCDC is:

to foster a sense of community, family, and togetherness

to provide a stress free environment for children and adults

to provide fun and help mark time for children

to avoid commercialism and over-stimulation

to reflect our goal of encouraging a healthy lifestyle and

to provide information & plan activities in a developmentally appropriate manner.

With those ideals in mind, here’s what takes place in regards to:

We encourage dressing up and pretending in our dramatic play centers as we do throughout the year.
We talk about pretend and real. We talk about the fall harvest which includes pumpkins. We also learn that a
pumpkin with a face is called a jack-o-lantern. We often cut open a pumpkin and let each child experience pulling
out pulp and seeds. On the 31st, the children do NOT bring costumes to wear and we do not encourage trick or
treating or eating of candy. We often ask that children wear clothing that’s either all orange or has the color
orange in it. We find the children to be much happier and stress free without too much activity that could cause
fear or confusion for them.

We encourage the ideas of sharing with others and spreading love. On the first weekend in December,
we do have a Santa Claus visit our Sharing with Santa event. Everyone is encouraged to bring presents TO Santa
and become a Santa’s Helper. Santa puts no focus on what individuals GET for Christmas but on what they are
going to do or share. We do not encourage candy or other sweets. We do not exchange gifts, but instead focus on
making presents and pictures, and sharing ourselves with those we love or who are in need.

We focus on new life: butterflies coming from caterpillars, eggs hatching into birds or chickens, and
baby animals (rabbits, lambs, etc.). We do have an Egg Hunt on a Thursday where children find boiled or plastic
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eggs filled not with candy, but with healthy items (raisins, cheerios, toys, playdough, etc.)

Celebrations, like birthdays, will focus on healthy foods and non-food items. We think healthy treats
can be just as fun as cookies and cake. As such, we ask that you provide only healthy treats or non-food items to
help celebrate your child’s birthday. Healthy treats include fruit salad, fruit or vegetables with dip, whole grain
graham crackers or animal crackers, fig bars, low-fat pudding cups or yogurt, or 100% juice freezer pops. Some
ideas for non-food treats are stickers, bubbles, and sidewalk chalk.

Periodically we send a link via Brightwheel for order forms from book clubs. This is an optional service and an
inexpensive way for you to build your home library. We receive free books for our Center with each order.

Mothers who are breastfeeding may do so in the following places: the office or staff break room. Parents have a
right to breastfeed or provide breast milk for their child while in care. Parents can send breastmilk for
children, it must come in a refrigerated container, with the child's full name, date of expressed and will
be discarded after lunch time.

Clothing which is removable (sweaters, caps, etc.) should be labeled with a child's name. Comfortable play
clothes are best for school. We try to use cover ups for our “messy” work, but sometimes accidents happen.
Therefore, we ask that your child not wear something that would upset you if it got dirt or paint on it.

For safety purposes, flip flops may NOT be worn. Children wear closed-toed shoes appropriate for indoor and
outdoor play. Sneakers or rubber-soled shoes with a back are best for climbing and running. Likewise, jewelry is
often not appropriate for our child-oriented activities; it is best left at home.

Every child should have at least one seasonally appropriate change of clothing at school. Younger children who
tend to have more bathroom accidents should have several changes of underwear. Bathroom accidents or spills
can happen to anyone and children handle it best when they have a change of their own clothing. All clothing
should be labeled with the child’s name to help avoid loss and confusion.

We strive to ensure confidentiality for our children and families. Student information and results of screenings
and assessments are confidential and shared only with parents and teachers who have direct contact with the
child. Results may be shared with consultants when parents have given written permission.

We work with parents to help them see the need for staff to know of special circumstances in a child’s life because
these can affect our dealings and knowledge for working with the child. When information is shared, speculation
is avoided; facts are stated. If in doubt about whether to share information or how to share information, please
discuss this with the Director.

All parents give written permission at admission for health information (screenings, tests, diagnoses, and
treatments and recommendations) to be shared with members of the teaching staff who are assigned
responsibility for that child’s care and education. This also includes TCDC’s health consultant and other visiting
regulatory agencies if necessary.

We strive to maintain confidentiality and the family’s right to privacy, refraining from disclosure of confidential
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information and intrusion into family life. However, when we have reason to believe that a child’s welfare is at risk,
it is permissible to share confidential information with regulatory agencies and individuals who have legal
responsibility for intervening in the child’s interest.

Under the Texas Penal code, any area within 1000 feet of a child-care center is a gang-free zone, where criminal
offenses related to organized criminal activity are subject to harsher penalties.

Because young children often find sharing of personal items difficult and because there is a potential for damage
or loss, children are encouraged to leave treasured possessions and toys at home. “Security objects” such as
stuffed animals or blankets are sometimes needed to facilitate the transition from home to school. In the event
your child does bring an object from home, the toy or object will remain in his/her cubby or special place provided
by the teacher. Parents should not allow items to come which are irreplaceable. There may be days when the
teacher will ask for particular items (e.g. round items for circle week; Teddy Bears for the Teddy Bear picnic, etc.).
Books and tapes or CDs are welcome almost any day, as long as their main theme is NOT violence. Please label all
items so that they can be returned home safely.

Parents provide a crib sheet and blanket, (and a small, child-sized pillow if desired) for the children. It is the
parent’s responsibility to take those items home for laundering every Friday and bring them back every
Monday. Please label everything.

Physical activity is essential for the health and development of every child. At Trinity CDC, we are dedicated to offering
children ample opportunities for active play, both indoors and outdoors, to support their physical growth, motor skills,
and overall well-being.

A variety of play equipment (balls, jump ropes, tricycles, etc.) is provided, in good condition, both indoors and outdoors.
Other things include steppers, books, blocks, musical instruments and dress up clothing.

We believe that physical activity and outdoor play is essential for children to explore, develop social skills, and strengthen
their physical abilities. At Trinity CDC, we see the outdoors as an extension of the classroom, where children can continue
to learn, discover, and grow in a natural setting. Outdoor play and physical activity support:

e Gross motor skill development

e Fine motor skill development

e Social-emotional growth through cooperative play

e Cognitive growth through exploration, observation, and problem-solving

e Stress reduction and overall physical wellness
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Our staff aims to give enrolled children daily opportunities to engage in age-appropriate physical activities, both indoors
and outdoors. We believe that outdoor play is important, even in cold weather. Please dress your child accordingly.
Layers that can be removed or added as necessary are very helpful in autumn and spring. All items such as jackets,
gloves, and hats should be labeled. In the hot Texas summertime, all children have the opportunity to play in the shade
but when children do play in the sun, they should wear sunscreen or sunblock with UVB and UVA protection of SPF 15 or
higher. Children will have at least 90+ minutes daily, weather permitting. Children are allowed to play outdoors 3 or more
times a day. Additional structured and unstructured active movement opportunities are incorporated on a daily basis.
Throughout the day, we look for opportunities to keep children moving and limit the amount of time they remain seated.

Insect repellent may also be brought and applied by teachers as needed when going outside, with a family
permission note. If you opt out of applying sunscreen, you do not have to turn in the permission form

TCDC staff will attempt to protect children and adults from exposure to high levels of air pollution from smog or heavy
traffic by limiting outdoor and physical activity as a precaution during ozone or other air pollution alerts. Between June
and October, we will daily check the newspaper or WEB. If there is an Ozone Action Day Alert, we will restrict the
amount of time children are outside to no more than 30 minutes at a time.

Because of UV damage, if the temperature is above 90 degrees, we will not go outside between 10:00 a.m. and 4:00 p.m.
for more than 10 —15 minutes. We will schedule our outdoor play times in the early mornings (before 10:00 a.m.) and
after 4:30 or 5:00 p.m. Parents are asked to put sunscreen on the children in the morning and staff will apply it to all
children whose records show written permission for the afternoons when children go outside.

We have sensory tables and water tables year round and sprinkler activities in the summertime. In the
enrollment agreement, you can give permission for participation in these activities. Teachers like to provide
water play for children. Most of the time this is planned for the sensory tables either in the classrooms or
outside. In some instances during summertime messy days, we may use a sprinkler or put water in sand. All
precautions will be taken to ensure children’s health and well-being. Parents must give permission for children
to participate in any water activity by signing the Water Activities Permission box on the Application Information
Form.

During heavy rain, icy conditions, poor air quality, or dangerous temperatures, children will stay indoors but will still
receive the same total amount of physical activity time. Activities for these situations can include:

e Dance and movement parties

e Indoor games

® Yoga, stretching, and mindfulness activities

e Active storytelling

Annual Training

a. Each staff member will receive a minimum of twenty (30) hours of annual training not including First Aid and CPR
during each year of employment (the director will receive at least 40+ training hours including a minimum of six
(6) hours in program administration, management, and supervision.) These should be spread out throughout the
course of the year.

b. Each staff is responsible for keeping track of their own hours
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c. Each staff and teachers will also participate in training on nutrition topics.

The Center is operated under the auspices of the Trinity Child Development Center Board. The Board is composed
of eleven to thirteen members from the community and parent representatives. The director is an ex-officio
member.

The Board sets the school calendar, tuition rates, oversees financial matters, establishes policies, and hires and
evaluates the director. Parents and guardians are encouraged to participate in the work of the Board through
service on it or on one of its committees.

Trinity Child Development Center (Licensing # 53710)
5801 Westminster Dr

Austin Texas 78723

Phone (512) 928-2212

Email : Cynthia Romero, Director at director@trinitycdc.org

Michelle Samaniego, Assistant Director at development@trinitycdc.org
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